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

TINH BINH PHUGC Pic lap - Tu do - Hanh phiic
Sé: 2048 /QD-UBND Binh Phucce, ngay94 thang § ndm 2016
QUYLT PINH

Cong bd thii tuc hanh chinh chuin héa linh vue
B0 trg tw phap thudc thim quyén quan ly va quyén gidi quyét
cia nganh Tw phap trén dia ban tinh Binh Phwoc

CHU TICH UY BAN NHAN DAN TiNH
Can cir Luat Td chirc chinh quyén dia phuong ngay 19/6/2015;

‘ ”Ce"m cir Nghi dinh s6 63/2010/ND-CP ngay 08/6/2010 cua Chinh phu
vé Kiém so4t thil tuc hanh chinh;

. Cén cua Nghi dinh sé 48/2013/NB—CP ngay 14/5/2013 cua Chinh phu
vé stra doi, bo sung mdt so diéu chia cac Nghi dinh lién quan dén kiém soat
thii tuc hanh chinh;

Can cur Thong tu s& 05/2014/TT-BTP ngay 07/2/2014 cta BJ trudng
Bo Tu phap hudng dan cong b, niém yet thu tuc hanh chinh va bao cao vé
tinh hinh, két qua thuc hién ki€ém soét thu tuc hanh chinh;

Can ctr Quyét dinh s6 2077/QD-BTP ngay 24/11/2015 ciia B truong
B¢ Tu phéap vé viée cong bo TTHC trong linh vue Céng chimg thuée pham
vi chirc néng quan ly cua Bo Tu phép;

Can cir Quyét dinh 36’2243/QB-BTP ngay 24/12/2015 cia B trudng
B¢ Tu phap vé viéc cong bo TTHC trong linh vuc Trg gitp phap ly thude
pham vi chic néng quan ly cua B¢ Tu phap;

Can cir Quyét dinh sb 05/2016/QD-UBND ngay 25/01/2016 ciia’
UBND tinh v& viéc bai bé mét phan diém a khoan 2 D1éu 1 Quyét dinh sb
25/2012/QD-UBND ngay 14/9/2012 caa UBND tinh vé viéc Quy dinh muc
thu, ché d6 thu, ndp, quan ly va sit dung phi ddu gia, phi tham gia d4u gi4 tai
san trén dia ban tinh Binh Phuéc;

Can cir Quyét dinh sb 46/QD-UBND ngay 08/11/2013 cila UBND tinh
Ve vi¢c ban hanh quy ché phdi hop glu'a S¢ Tu phap vai cac s0, ban, nganh

cap tinh, UBND cap huyén, UBND cap xa trong viéc ra soat, cip nhét, cong
bd cong khai TTHC trén dia ban tinh;

Xét d& nghi cia Giam dbc S& Tu phap tai To trinh s6 97/TTr-STP
ngay 08/7/2016,

QUYET PINH:



Didu 1. Céng bd kém theo Quyét dinh nay, thu tuc hanh chinh dugc
chuén héa linh vuc B tre tu phap thudc thim quyén quan ly va giai quyét clia
nganh Tu phap trén dia ban tinh Binh Phuéc.

Piéu 2. Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay ky

Pidu 3. Chanh Van phong UBND tinh, Gidm déc S& Tu phép, Thd truéng -

cac s@, ban, nganh tinh; Chu tich UBND cac huyén, thi xa; Cha tich UBND cac
x4, phuong, thi tran va cac to6 chirc, ca nhén ¢6 1i€n quan chiu trach nhiém thi
hanh Quyét dinh nay./.

Noi nhin: CHU TICH&
- Cuc Kiém so4t TTHC - B$ Tu phép; ’
- CT; c4c PCT UBND tinh;

- Nhu Diéu 3;

-LDVP,

- Luu: VT, NC-NgV. DN38.5_“
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THU TUC HANH CHINH PUQC CHUAN HOA LINH VUC
BO TRQ TU PHAP THUQC THAM QUYEN GIAI QUYET VA QUAN LY
CUA SO TU PHAP TREN PIA BAN TINH BINH PHUOC

(Ban hanh kém theo Quyét dinh s6 2048 /OP-UBND ngay 01 /8 /2016

ctia Chu tich UBND tinh)

Phan I

DANH MUC THU TUC HANH CHINH PUQC CHUAN HOA

STT | M4 s6 ho Tén TTHC Trang
A THf;OfUC HANH CHINH CAP TINH
I |LINH VUC TRQ GIUP PHAP LY 7
1 281434 | Y€u cau trg gitp phap 1y 7
2 281435 | Thay d6i ngudi thuc hién tro gitip phap 1y 10
3 281436 | Cong nhan va cip thé cong tac vién 12
4 281437 | Cép lai Thé cong tac vién trg giup phap 1y 16
5 281438 | Thu hoi Thé cong tac vién trg gitp phap 1y 18
| 2mian0 | PR g I ED D 5 o e © chie bk g
7 281440 Thay d6i Gidy dang ky tham gia trg giup phap ly cua cac t6 2
chtrc hanh nghé luét su, t6 chirc tu van phéap luat
2 281441 Thu hoi Gidy dang ky tham gia trg' gitp phap ly cua cac t6 75
chtrc hanh nghé ludt su, t6 chirc tu van phéap luat
Khiéu nai vé tir chéi thu 1y vu Vleg trg gitp phap 1y; khong
9 281442 | thyc hién trg gitip phap 1y; thay doi nguoi thyc hién trg 26
giap phap ly
10 281443 1f})}é nghi thanh toan chi phi thyc hién vu viéc tro giup phap 8
II | LINH VUC PAU GIA TAI SAN 33
1 281447 | Pau gia doi vaéi tai san bao dam 33
2 281448 | Dau gia dbi voi tai san thudc sé hitu nha nudc 37
3 281449 | Dau gia dbi voi tai san tich thu sung cong quy nha nudc 41
4 281450 | Pau gia dbi voi tai san thi hanh an 44
5 281451 | Pau gia dbi vai tai san bao dam 47
I | LINH VUC CONG CHUNG 50
1.1 | TTHC THUQC CO QUAN QUAN LY NHA NUOC
1 281463 | Pang ky tap sy hanh nghé cong ching 50




Thay ddi noi tap su hanh nghé cong ching tir t6 chirc hanh | 53
2 281464 | nghé cong ching niy sang to chirc hanh nghé cong chimg

khac trong cting mét tinh, thanh phd truc thuée Trung wong

Thay d6i noi tap su tir to chic hanh nghé cong chung tai | 55

tinh, thanh phd tryc thudc Trung wong ndy sang to chirc
3 281465 . A A . . . £ A

hanh nghé cong chirng tai tinh, thanh pho truc thuoc Trung

uvong khac

Pang ky tap sy hanh nghé céng ching truong hop Nguoi | 58
4 281466 | tap su thay d6i noi tap sy sang to chirc hanh nghé cong

chutng tai tinh, thanh phé tryc thuéc Trung wong khéac
5 281405 | Cham dut tap su hanh nghé cong ching 60

Ping ky tap su lai hanh nghé cong chimg sau khi chdm dat | 62
6 281404 . . A A .

tap su hanh nghé cong chirng

Tir chdi huéng dan tap sy (trudng hop to chirc hanh nghé | 65
7 281402 | cong chung khong co cong chimg vién khac du diéu kién

hudng dan tap su)

Thay d6i cong ching vién huéng dan tip sy trong truong | 67
8 281401 oA A . 2.

hop nguoi tap sy dé nghi thay doi

Thay d6i cong ching vién huéng dan tip sy trong truong | 68
9 281467 | hop t6 chirc hanh nghé cong chuing nhan tap sy tam ngung

hoat dong, chim dt hoat dong hodc bi chuyén doi, giai thé
10 131396 Da,ng ky tham du kiém tra két qua tap sy hanh nghé cong | 69

chung
11 | 281392 |Ding ky hanh nghé va cip Thé cong ching vién 72
12 | 281390 | Cép lai Thé cong ching vién 75
13 281391 | X6a dang ky hanh nghé cua cong ching vién 77
14 | 281399 |Huy bo quyét dinh tam dinh chi hanh nghé cong ching 78
15 281398 | Thanh 13p Van phong cong chiing 79
16 281397 | Bang ky hoat dong Van phong cong ching 81

2 A o , A 2 - h‘ A 4

17 181395 Th,ay doi nd1 dung dang ky hoat dong cuia Van phong cong | 8

chung
18 181394 Cham dut hoat dong Van phong cong chiing (truong hop tu | 87

cham dut)




19 781453 Cham dut hoat dong Vian phong cong chimg (truomg hop bi | 89
thu hoi Quyét dinh cho phép thanh lap)
20 231454 Th}l hoi Quyét dinh cho phép thanh 13p Van phong cong | 91
chiung
21 281455 | Hop nhit Vin phong cong ching 92
22 281456 | Dang ky hoat dong Vin phong cong chirng hop nhat 94
23 281457 | Sap nhap Van phong cong chirng 97
24 781395 Th,ay doi Anol ’dungAdang ky hoat dong cta Van phong cong | 99
chirng nhan sap nhap
25 281458 | Chuyén nhuong Vin phong cong ching 102
Thay d6i ndi dung ding ky hoat dong cua Van phong cong | 104
26 281459 , z
chirng dugc chuyén nhuong
7 231460 C_}Aluyer‘l d01A Vian phong cong ching do mot cong chung | 107
vién thanh lap
Pang ky hoat dong Vin phong cong ching duoc chuyén | 110
28 281461 | do6i tir Van phong cong chimg do mot cong ching vién
thanh lap
29 281462 | Thanh 13p Ho1 cOng chung vién 113
I11.2 | TO CHUC HANH NGHE CONG CHUNG 115
1 281432 | Cong ching ban dich 115
2 281431 | Cong ching hop ddng, giao dich soan thao sin 118
Cong ching hop ddng, giao dich do cong ching vién soan | 124
3 281428 , X ., oA A A ,
thao theo dé nghi cua nguoi yéu cau cong chirng
4 281427 | Cong ching viéc stra d6i, bd sung, huy bo hop dong, giao 130
dich
5 281426 | Cong ching hop ddng thé chap bat dong san 134
6 281425 | Cong ching di chic 138
7 281423 | Cong chiing van ban thoa thuin phan chia di san 141
8 281422 | Cong chiing van ban khai nhan di san 145
9 281421 | Cong ching van ban tir chdi nhan di san 149
10 | 281420 | Cong ching hop ddng ty quyén 152
11 281419 | Nhan luu gitr di chuc 155




12 281409 | Cép ban sao vin ban cong ching 157
B | THU TUC HANH CHINH CAP HUYEN 159
I |LINH VUC TROQ GIUP PHAP LY

1 281444 | Yéu cau tro giap phap 1y 159
2 281445 | Thay d6i ngudi thuc hién tro gitip phap 1y 162
3 281446 f?é nghi thanh todn chi phi thuc hién vu viéc trg gitp phap 164

ly




A. THU TUC HANH CHINH CAP TINH

I. LINH VUC TRQ GIUP PHAP LY.

1. Yéu cAu/dé nghi tro giip phap 1y. M s6 hd so: T-BPC-281434-TT
a) Trinh ty thyc hién:

- Bué6c 1: Khi ¢6 yéu ciu trg giup phap 1y, ngudi duge tro giup phap Iy phai
ndp hd so cho Trung tim trg gitip phap 1y nha nudc hodc ndp truc tiép cho
nguoi thuc hién trg gitp phép .

- Budc 2: Khi tiép nhan hd so vu viéc yéu ciu trg gitip phap 1y, ngudi tiép
nhan phai xem xét, tra 161 ngay cho nguoi c6 yéu cau trg giup phap 1y vé viéc ho
so du diéu kién dé thu 1y hodc phai bo sung thém gidy td, tai liéu c6 lién quan dé
vu viée dugc thu ly.

- Budc 3: Trong cac truong hop khan cip, bat kha khang ma chua thé cung
cap du gidy to hodc do vu viée tro giap phap ly da sap hét thoi hi¢u hodc co cac
Iy do khac doi hoi phai lam ngay dé tranh gay thiét hai den cac quyén va lgi ich
hop phap cua ngudi duoc tro gitp phap 1y thi nguoi tiép nhan thy 1y va hudng
dan ngudi dugce tro gitp bd sung cac gidy to can thiét.

b) Cach thirc thwe hién: Nop hd so truc tiép tai Trung tdm Tro gitp phap
1y Nha nuée .

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan, s6 luong hd so:, bao gdm:

+ Pon dé nghi tro gitip phap 1y;

+ Gidy to chtrng minh 13 ngudi duoc trg gitp phap 1y mién phi;

+ Céac gidy to, tai liéu lién quan dén vy viée tro gitp phép 1y.

- S6 lugng hd so: 01 bo.

d) Thoi han giai quyét: Giai quyét ngay trong ngay.

d) Poi twong thue hién TTHC: C4 nhan.

e) Co quan thuc hién TTHC:

- Co quan c6 tham quyén quyét dinh: Trung tdm tro gitp phap 1y Nha nudc

- Co quan tryc tiép thyc hién TTHC: Trung tAm tro gitip phap 1y Nha nudc .

g) Két qua thyc hién TTHC: Phiéu tra 10

h) L¢ phi: Khong

i) Tén miu don, t&' khai hanh chinh: Pon yéu ciu tro gitip phap 1y (Mau
1).

k) Yéu ciu, diéu kién thwc hién TTHC:



- Ca nhan dugc trg giup phap ly quy dinh tai Diéu 10 cua Luat Tro giup
phap 1y va dugc quy dinh chi tiét tai Diéu 2 ctua Nghi dinh so 07/2007/ND-
CP ngay 12 thang 01 ndm 2007 cua Chinh phu quy dinh chi tlet va hudng dan
thi hanh mot s6 diéu cua Luat Tro gitp phap 1y (sau ddy goi tat 1a Nghi dinh so
07/2007/ND-CP) hodc nan nhan bi mua ban theo quy dinh cta phap luat vé
phong, chéng mua ban ngudi)

- Noi dung vu viée trg giup phap 1y phu hop véi quy dinh tai Diéu 5 cua
Luat Tro gitp phap ly;

- Vu viée trg giup phap ly thudc pham vi thyc hién trg giup phap ly quy
dinh tai Di€u 26 ctuia Luat Trg gitup phap 1y;

- Vu vige tro gitp phap ly khong thudc truong hop bi tu chéi theo quy dinh
tai khoan 1 Di€u 45 cua Luat Trg giup phap 1y.

1) Can ctr phap ly cia TTHC:

- Luat s6 69/2006/QH11 ctia Qubc hoi : Luat Tro gitp phap 1y;

- Nghi dinh sci) 07/2007/ND-CP ngay 12/01/2007 cua Chinh Phu quy dinh
chi tiét va hudng dan thi hanh mot s6 di€u cua Luat Tro giap phap 1y;

- Thong tu s6 05/2008/TT-BTP ngay 23/9/2008 cua B6 Tu phap vé huéng
dan nghi¢p vu trg gitp phéap 1y va quan 1y nha nudce ve trg giap phap 1y.

- Thong tu 56,19/2011/TT—BTP ngay 31/10/2011 cua Bo Tu phap vé sira
do1, bo sung mot s6 thu tuc hanh chinh cua Thong tu s6 05/2008/TT-BTP ngay
23/9/2008 cua Bo Tu phap vé huong dan nghiép vu tro giap phap ly va quan ly
nha nudc vé trg gitp phap 1y,

Mau don, to khai dinh kém:




Maiu 1
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

PON YEU CAU TRQ GIUP PHAP LY
Kinh @i .ooeveieieiiieeeee, (1) e

Ngay, thang, nam sinh:.................ceeenenenee. Gioitinh: ..o
Di1a chi LIEN NE: oo e e

Noi dung vu viéc yeu cau trg @iUp PhAP 1Y woveveveeeeeeeeeeeee e,

Tai lieu girt Kem theo GOn: .......ovviiiiiiiiiii e
GRE CRUL? . ettt e e e e ettt e e e e e e e s e e sanbeeeeaeeeeeneannnnnnees
To1 xin cam doan 101 trinh bay trén 1a ding sy that. pé nghi .....(1)..... xem xé&t
trg gitip phap ly.

Ngudi yéu cau trg giip phap ly

(Ky, ghiré ho tén)

Ghi chu:
(1): Tén to chike thiee hién tro givip phdp 1y
(2): Teén nguoi dwoc tro giup phap ly
(2a): Tén nguwoi dai dién, nguoi giam ho cho nguoi duoc tro giup phap Iy



2. Thay d6i ngudi thwe hién tro giup phap ly. Ma sé hd so: T-BPC-
281435-TT

a) Trinh ty thwc hién:

- Budc 1: Khi c6 du can ctir chirng minh nguoi thyc hién trg giap phéap 1y vi
pham phap luat vé trg giup phap 1y hodc thudc mot trong cac truong hop quy
dinh tai khoan 2 Diéu 45 ctia Luat Tro giup phap 1y hodc phai thay dbi theo phap
ludt t6 tung thi nguoi duoc trg giup phap 1y phai giri don (néu 16 ly do, can ctr dé
nghi thay d6i nguoi thue hién trg gidp phap ly) va cac gidy to, tai lieu khac lién
quan dén yéu cau thay d6i hodc truc tiép dén Trung tam trg' giup phap ly noi thy
1y vu viéc trg giap phap 1y de trinh bay yéu cau ctia minh) Trung tam trg gitp
phap 1y phai ghi 16 lai yéu cau thay doi ctia ngudi duogc trg gitip phap 1y dé ho
ky tén hodc diém chi.

- Budc 2: Ké tir ngay nhan du hd so yéu cau thay ddi nguoi thuc hién trg
gitip phap 1y hop 18, Giam dbc Trung tAm ra quyét dinh thay d6i nguoi thuc hién
trg giup phap 1y va cir ngudi du tiéu chuan dé tiép tuc thuc hién vu viée trg giup
phap 1y c¢6 chit lugng)

b) Cach thirc thue hién: Nop hd so Truc tiép tai Trung tAm trg gitp phap
1y nha nudc hodc gui qua duong buu dién.

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan ho so:

+ Pon dé nghi thay d6i nguoi thuc hién tro gitp phap 1y;
+ Céc gidy to, tai liéu lién quan dén yéu cau thay doi

- S6 lugng hd so: 01 bd

d) Thoi han giai quyét hd so: 03 ngay lam viéc, ké tir ngdy nhan da ho so
yéu cau thay doi hop 1€.

d) Poi twong thue hién TTHC: C4 nhan.

e) Co quan thwe hién TTHC:

- Co quan ¢6 thim quyén quyét dinh: Trung tim tro gitip phap 1y nha nudc

- Co quan tryuc tiép truc hién TTHC: Trung tAm tro gitp phap 1y nha nuéc

g) Két qua thwc hién TTHC: Quyét dinh thay doi ngudi thuc hién tro gitp

phép ly.

h) L¢ phi: Khong

i) Tén miu don, t& khai hanh chinh: Khong

k) Yéu cau, diéu kién thwe hién TTHC: khong

1) Can ctr phap ly cia TTHC:

- Luat Trg giup phap 1y nam 2006;

- Nghi dinh s6 07/2007/ND-CP ngay 12/01/2007 ctia Chinh phu quy dinh
8




chi tiét va huéng dan thi hanh mot sé diéu ctia Luat Tro giup phap 1y;

- Thong tu sér 19/2011/TT-BTP ngay 31/10/2011 cua B Tu phap vé sta
do1, bo sung mot s6 thu tuc hanh chinh cua Thong tu s6 05/2008/TT-BTP ngay
23/9/2008 cua Bo Tu phap vé hudng dan nghi€p vu trg giup phap 1y va quan ly
nha nudc vé trg gitp phap 1y.




3. Cong nhan va cip thé cong tic vién. Mi sé ho so. T-BPC-281436-TT
a) Trinh ty thwe hién:

- Budce 1: Ngudi c6 du tiéu chuan, diéu kién quy dinh tai khoan 1, Diéu 22
Luat Tro glup phap 1y va khong thudc mot trong cac truong hop quy dinh tai
khoan 3 Didu 20 Luat Tro gitip phap 1y néu c6 nguyén vong lam cong tac vién
thi giri hd so dén Trung tAm tro gitp phap Iy hodc Chi nhanh ¢ dia phuong noi
minh cu tri hodc cong tac;

- Buoc 2: Giam dbc Trung tam kiém tra tinh day du va dung dan cia hd so,
néu ho so hop 1€ thi trinh Gidm doc S& Tu phap xem xét, cong nhan va cap thé
cong tac vién;

- Buoc 3: Ké tir ngay nhan dugc hd so do Giam ddc Trung tim trinh, Giam
doc S& Tu phap xem xét, ky quyét dinh cong nhan va cap thé cong tac vién.

b) Cach thirc thwe hién: HO so ndp truc tiép tai Trung tim Tro gitp phap
1y Nha nudce tinh/thanh pho.

¢) Thanh phan, s6 luwgng hd so:

- Thanh phan hd so:

+ Pon dé nghi 1am cong tac vién trg giup phap 1y (Mau sb 04).

+ Ban sao bﬁng cu nhan luat; bﬁng dai hoc khac hoac bﬁng trung cép luat;

~ +So yéu Iy lich ¢4 nhan c6 xac nhan cia Uy ban nhan dan xa, phuong, thi
tran noi cu tr( hodc cua co quan noi nguoi dé nghi lam cdng tac vién lam viéc
keém hai (02) anh mau chan dung ¢ 2 cm x 3 cm;

Trong truong hop nguoi dé nghi lam cong tac vién thuong tra 6 vung co
diéu kién kinh té - x3 hoi ddc biét kho khin, ving dan toc thiéu s6 va mién ma
c6 thoi gian 1am cong tac phap luat tir ba (03) ndm trd 1én hodc cé kién thirc
phap luat va co uy tin trong cong dong thi trong ho so' d¢ nghi lam cong tac vién
ngoai don de nghi lam cong tac vién theo mau va So yéu Iy lich ca nhan néu trén
can c6 gidy xac nhan thoi gian cong tac phap lut cta co quan, t6 chirc noi
nguoi do da hodc dang cong tac hodc xac nhan cua Uy ban nhin dan cip xa vé
kién thirc phéap luat va uy tin trong cOng dong cia ngudi dé nghi.

- S6 lugng ho so: 01 bo.

d) Thoi han giai quyét hd so: Trong thoi han 07 ngay lam viéc, ké tir ngay
nhan du ho so theo quy dinh (04 ngay tai Trung tam va 03 ngay tai S6 Tu phap
tinh/thanh pho).

d) Poi twong thue hién TTHC: C4 nhan

e) Co quan thuc hién TTHC:

- Co quan c6 thim quyén quyét dinh: Giam déc S¢ Tu phép.

- Co quan tryc tiép thuc hién thu tuc hanh chinh: Trung tAm Tro gitp phap
1y nha Nudce
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g) Tén miu don, to khai hanh chinh: Pon dé nghi 1am cong tac vién tro
gitp phap ly (Mau s6 02).

h) L¢ phi: Khong

i) Két qua thuc hién TTHC: Quyét dinh cong nhan va cip thé cong tac
vién.

k) Yéu ciu diéu kién thuc hién TTHC:

- Cong dan Viét Nam thuong tri tai Viét Nam;

- C6 nang lyc hanh vi dan sy dﬁy du; co phém chit dao dtre tot, c6 strc khoe
bao dam hoan thanh nhiém vy dugc giao, tw nguyén tham gia trg giup phap ly
ma khong thudc mot trong cac truong hop quy dinh tai khodn 3 Diéu 20 Luat
Tro gitp phép ly gom:

+ Pang bi truy ctru trach nhiém hinh sy; da bi két 4n ma chua duogc x04 an
tich hodac da bi két 4n vé td1 pham rat nghiém trong hodc td6i pham dic biét
nghiém trong;

+ Pang b1 ap dung bi€n phap xtr 1y hanh chinh dua vao co sé chira bénh, co
s& giao duc hodc quan ché hanh chinh;

+ MAt nang lyc hanh vi dan sy hodc bi han ché nang lyc hanh vi dan sy;

+ Bi xtr Iy ky luat bang hinh thirc buc thoi viéc ma chwa hét thoi han ba
nam, ké tr ngay quyét dinh budc thoi viéc co hiu luc;

+ Pang bi tudc quyén sit dung Ching chi hanh nghé luat su; bi thu hoi
Giay chiing nhan tu van vién phép luat.

- Co bﬁng ctr nhan luat; co bﬁng dai hoc khac lam vi¢c trong cdc nganh,
nghé co lién quan dén quyén va nghia vu co ban cua cong dan hodc bang trung
cap luat;

- Trong truong hop nguoi dé nghi lam cong tac vién thuong tri ¢ vung c6
diéu kién kinh té - xa hoi dic biét khé khin, viung dan toc thiéu sd va mién nui
thi phai ¢6 thoi gian lam cong tac phap luat tir ba (03) nam tro 1én hodc co kién
thirc phap luat va c6 uy tin trong cong ddng; co gidy xac nhan thoi gian cong tac
phap luat cta co quan, to chirc noi nguoi d6 di hodc dang cong tac hodc xac
nhan cta Uy ban nhan dan cip xa vé kién thic phap luat va uy tin trong cong
dong)

1) Can cix phap ly cia TTHC:

- Luat s6 69/2006/QH11 ctia Qudc hoi : Ludt Tro gitp phép 1y;
- Nghi dinh s6 07/2007/NB-CP ngay 12/01/2007 ctia Chinh phii quy dinh
chi tiét va hudng dan thi hanh mot s6 di€u cua Luat Tro giap phap ly;

- Nghi dinh s6 05/2012/ND-CP ngay 02 thang 02 ndm 2012 cua Chinh phu
stra 461, bo sung mot s6 di€u cua cac Nghi dinh vé dang ky giao dich bao dam,
trg gitip phap ly, luat su, tu van phap luat.
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- Thong tu sé 07/2012/TT-BTP ngay 30/07/2012 cua B truéng B Tu
phap hudng dan vé cOng tac vién trg gitp phap 1y cua Trung tdim Trg gitp phap
1y nha Nudce

Mau don, to khai dinh kém
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Mau 02
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

(Pia danh), ngay thang nam 201 ... ...
PON PE NGHI LAM CONG TAC VIEN

Kinh gui:

- Gidm ddc S& Tu phap tinh (thAnNh PO c....vvveeeeeeeeeeeeeeeeee e,
- Giam d6c Trung tAm trg giup phap 1y nha nude tinh (thanh phd).......ocvevveeeveee...
TOTLEN 11 oot e e et e e e e e e e s et eeee s
Sinh ngay...... thaAngG. ... NAM .o
Dantoc:........ooooiiiii i Quéc 15101+ TR
Dia chi thurong trll: ....eeeeieieiee e e e
INZRE DERIEP: et
INOT AN VICC ettt e e e e e e e e e eaaaaes
Trinh dQ ChUyEn MON: ...coooiie e e e e e e
Thot gian cOng tac phap TUAL: .....ooiiiiiiiii e
Diénthoai ...l Dién thoai di dOng.........ccoovvvviiiiiiiiieenns
EMailic e

Sau khi nghién ctru Luat Tro gitup phap 1y, Quy ché cong tac vién tro giup phap
1y ciia Trung tAm trg gitip phap 1y nha nudc va cac vin ban hudng dan thi hanh,
t6i ty nhan thdy minh c6 du diéu kién dé trd thanh cong tac vién ctia Trung tim
trg giup phap 1y nha nudce tinh (thanh phd) .............. Vi vay, toi tran trong dé
nghi dugc lam cong tic vién ctia Trung tim dé thyc hién trg giup phép 1y trong
pham vi sau day:

Linh vuc trg giUp phap 1 oo
Hinh thirc trg gitip phap 1Y CONG tAC: ..ovviiiieeee e

Phuong thirc thuc hi€n trg giap phap 15: .o,

D61 tUONE trQ IAP PRAP LY oot
T6i cam doan tuan thii nghiém chinh phap luat vé tro gitip phap 1y, Quy ché
cong tac vién trg gitp phéap ly cua Trung tdm trg gitp phéap 1y nha nudce va thuc
hién trg gitup phap 1y co chat lugng)

NGUOI PE NGHI

(Ky va ghiro ho tén)
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4. Cap lai Thé cdng tic vién trg giip phap 1y. Mi sé hd so: T-BPC-
281437-TT

a) Trinh ty thwe hién:

- Budc 1: Trong truong hop thé cong tac vién bi mat, bi hong khong su
dung dugc cong tac vién lam don dé nghi guri Giam doéc So Tu phap cap lai the
gui dén Gidm doc Trung tam. Pon d€ nghi cap lai the phai ghi 1o viéc the bi
mat, bi hong khong st dung duogc) Trong truong hop thé bi hu hong phai gui
don kem theo thé b1 hu hong)

- Budc 2: Ké tur ngély? nhan duoc don cép lai thé, Giam dbc Trung tdm Tro
giup phap Iy Nha nuoc kiém tra danh sach cong tac vién theo s6 the da cap cho
cong tac vién va dé nghi Giam ddc S& Tu phap quyet dinh cip lai thé cong tac
vién cho ngudi dé nghi. Ké tir ngdy nhan duoc hd so do Giam ddc Trung tam
Tro gitp phap 1y Nha nudc trinh, Gidm dbc So Tu phap xem xét, ky quyét dinh
cong nhan va cap lai thé cong tac vién.

-Budce 3: Truong hop cong tac vién thay d6i noi cu tra hodc noi cong tac tir
tinh, thanh pho tryc thuoc Trung wong nay sang tinh, thanh phd truc thudc
Trung wong khéc thi dén Trung tdm Trg giap phap 1y Nha nudc noi da tham gia
lam ccf)r}g téc’ vién thanh ly hop dong cong tac va ndp lai thé cOng tac vién da
dugc cap. Néu c6 nguyén vong lam cOng tac vién thi dén Trung tam trg giup
phéap 1y noi cu tri hodc cong tac méi lam thu tuc cong nhan va cap thé cong tac
vién theo quy dinh)

b) Cach thirc thuc hién: Hb so dé nghi cép lai thé cong tac vién dugc guri
truc tiép tai Trung tdm Trg giup phap 1y Nha nude tinh/thanh pho.

¢) Thanh phan, s6 luwgng hd so:

- Thanh phan hd so:

+Pon dé nghi cép lai thé cOng tac vién;

+ Hai (02) &nh mau chan dung c& 2 cm x 3 cm;

+ Thé bi hu hong (D6i voi truong hop thé bi hu hong).

- S6 lugng hd so: 01 bo.

d) Thoi han giai quyét hd so: Trong thoi han 07 ngay 1am viéc, ké tir ngay
nhan don (04 ngay tai Trung tam Tro gitip phap Iy Nha nudc va 03 ngay tai SO
Tu phép tinh/thanh pho).

d) Co quan thwe hién TTHC:

- Co quan ¢6 thim quyén quyét dinh: Giam doc S¢ Tu phép.

- Co quan truc tiép thyc hién thi tuc hanh chinh: Trung tim Tro gitp phap
1y nha Nudc

e) Poi twong thue hién TTHC: C4 nhan.

g) Tén méu don, to khai hanh chinh: Chua quy dinh cu thé.
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h) L¢ phi: Khong

i) Két qua thwe hién TTHC: Quyét dinh cong nhin va cap lai thé cong tac
vién.

k) Yéu cau diéu kién thue hién TTHC: Khong

1) Can ctx phap ly cia TTHC:

- Luat s6 69/2006/QH11 ctia Qudc hoi : Luat Tro giup phap 1y;

- Nghj dinh s6 07/2007/ND-CP ngay 12/01/2007 ctia Chinh phu quy dinh
chi tiét va hudng dan thi hanh mét s6 di€u cua Luat Tro gitp phép ly;

- Nghi dinh s6 05/2012/ND-CP ngay 02 thang 02 nim 2012 ciia Chinh phu
stra doi, bd sung mot soO diéu’ cua cac Nghi dinh vé dang ky giao dich bao dam,
trg gitip phap ly, luat su, tu van phap luat;

- Thong tu s6 07/2012/TT-BTP ngay 30/7/2012 caa BO Tu phap hudng dan
ve€ cong tac vién trg gitp phap 1y cua Trung tam Tro gitp phap ly nha Nudc
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5. Thu hoi Thé cong tac vién trg giup phap ly. Ma s ho so: T-BPC-
281438-TT

a) Trinh ty thwc hién:

- Budce 1: Khi cong tac vién thudc mot trong cac truong hop quy dinh tai
khoan 1, Piéu 30 Nghi dinh s6 07/2007/ND-CP: Cong tac vién khong thuc hién
trg gitip phap 1y trong thdi han 06 thang ké tir ngay duoc cap thé cong tac vién,
trr truong hop co 1y do chinh dang; cong tac vién co mot trong cac hanh vi quy
dinh tai Diéu 9 Luat Trg giap phap ly; cong tac vién thudc mot trong cac truong
hop quy dinh tai khoan 3 Piéu 20 Luat Tro gitp phap 1y; cong tic vién chim dut
hop dong cong tac vo1 Trung tam Tro giup phap 1y nha nudc hodc khong tién
hanh ky hop dong cong tac voi Trung tam Tro giup phap ly nha nudc trong thoi
han ba muoi ngay ké tir ngay dugc cap thé thi Giam dbc Trung tim s& c6 vian
ban dé nghi Giam dbc SO Tu phép ra quyét dinh thu hdi thé cong tac vién. Quyét
dinh thu hoi the cong tac vién dugc giri cho cong tac vién. The cong tac vién cua
nguoi bi thu hoi hét gia tri sit dung ké tur thoi diém quyét dinh thu hoi thé cong
tac vién c6 hi¢u lyc phap luat;

- Budc 2: Cham dirt hop dong cong tac vdi cong tac vién.

- Budc 3: Ngué’i bi thu hoi thé, cong tac vién dugce quyén khiéu nai doi véi
quyét dinh thu hoi thé cua Giam doc So Tu phap. Viéc khieu nai va giai quyet
khi€u nai dugc thyc hién theo quy dinh cua phéap luat vé khi€u nai)

b) Céch thire thue hién: Tryc tiép tai ciia Trung tim Tro giup phéap 1y nha
Nuoc

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan hd so: Quyét dinh thu hoi thé cong tac vién.

- S6 lugng hd so: 01 bo.

d) Thoi han giai quyét: Trong thoi han 07 ngay lam viéc, ké tir ngay nhan
dugc van ban dé nghi thu hoi thé cdng tac vién cua Giam doc Trung tdm Tro
gitp phap ly nha Nudc

d) Poi twong thue hién TTHC: ca nhan

e) Co quan thuc hién TTHC:

- Co quan c6 thim quyén quyét dinh: Giam ddc S¢ Tu phap

- Co quan tryc tiép thuc hién thu tuc hanh chinh: Trung tdim Tro gitp phap
1y tinh

g) Tén miu don, t& khai hanh chinh: Khong

h) L¢ phi: Khong

i) Két qua thyc hién TTHC: Quyét dinh thu hdi thé cong tac vién.

k) Yéu ciu diéu kién thuc hién TTHC:
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Cong tac yién thudéc mot trong cac truong hop quy dinh tai khoan 1, Diéu
30 Nghi dinh s6 07/2007/ND-CP gom:

- Cong tac vién khong thyc hién trg giap phap Iy trong thoi han 06 thang ké
tr ngay duogc cap thé cong tac vién, trir truong hop co6 1y do chinh dang;

- Cong tac vién c6 mot trong cac hanh vi quy dinh tai Piéu 9 Luat Tro giap
phap Iy;

- Cong tac vién thudc mot trong cac truong hgp quy dinh tai khoan 3 Piéu
20 Luat Trg gitp phap 1y;

- Cong tac vién cham dat hop dong cong tac voi Trung tim hodc khong
tién hanh ky hop dong cong tac voi Trung tam Tro gitp phap ly Nha nudce trong
tho1 han ba muoi ngay ké tir ngay dugc cap thé.

1) Can cix phap ly cia TTHC:

- Luat s6 69/2006/QH11 ctia Qudc hoi : Luat Tro gitp phép 1y;
- Nghi dinh sc:’) 07/2007/ND-CP ngay 12/01/2007 cua Chinh phu quy dinh
chi tiét va hudng dan thi hanh mot s6 di€u cua Luat Tro giap phap 1y;

- Thong tu s6 07/2012/TT-BTP ngay 30/7/2012 cta B6 Tu phap hudng dan
ve€ cOng tac vién trg gip phap ly cia Trung tam Tro giap phap 1y nha Nudce
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6 Dang ky tham gia trg glup phap ly cia cac t6 chirc hanh nghe luat
sw, to chirc tw vin phap luat. Ma so hé so: T-BPC-281439-TT

a) Trinh ty thuwe hién:

- Budc 1: Vin phong luat su, Cong ty lut, Trung tdim tu vain phap ludt
tham gia trg' gitip phap ly phai dang ky tham gia tro' giup phap voi S6 Tu phap
noi da cap gidy dang ky hoat dong

- Budc 2: Nop hd so tai S& Tu phap
b) Cach thirc thue hién: Nop hé so truc tiép tai S& Tu phap
¢) Thanh phan, s6 lwgng hd so:

- Thanh phan ho so: Pon dang ky tham gia trg giup phap 1y; danh sach luat
su, Tu van vién phap luat; ban sao Gidy dang ky hoat dong)

- S6 lugng hd so: 01 bd

d) Thoi han giai quyét: 7 ngay lam viéc

d) Poi twong thuwe hién TTHC: T6 chirc

e) Co quan thwe hién TTHC:

- Co quan c6 thim quyén quyét dinh: Sé Tu phap

- Co quan tryc tiép thuc hién TTHC: S& Tu phap

g) Két qua thyuc hién TTHC: Gidy ding ky tham gia trg giup phap 1y.
h) L¢ phi: khong

i) Tén miu don, t& khai hanh chinh: Don ding ky tham gia trg gitip phap
ly (Méau 3).

k)Yéu cau, diéu kién thuc hién TTHC: khong
1) Can ctx phap ly cua TTHC:

- Luat s6 69/2006/QH11 ctia Qudc hoi : Luat Tro gitp phép 1y;

- Nghi dinh scj) 07/2007/ND-CP ngay 12/01/2007 ctia Chinh phu quy dinh
chi tiét va hudng dan thi hanh mot s6 di€u cua Luat Tro giap phap 1y;

Quyet dinh s6 03/2007/QD-BTP ngay 01/06/2007 cua B truong Bo Tu
phap vé viéc ban hanh mot s6 biéu mau dung trong hoat dong tro gitip phap 1y.

Mau don, to khai dinh kém
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Mau 3
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

PON PANG KY THAM GIA TRQ GIUP PHAP LY

Kinh giri: SO Tu phap tinh (thanh Pho)........oeeeeveeeeeeeeeeeeeeeeeee e
1. Té chirc diang ky tham gia tro giup phap 1y (TGPL) (tén goi day du ghi
bang Chil 1N h0@): oo e e e e e

Tén giao dich hodc t8n Viét tat (NEU CO): v.veveeeeeeeeeeeeeeeeeeeeee e
Dia chi tru SO ChINN: ..o
Dién thoai:........cccovvvvvviiiiiiiinn, Fax:..coovvveveeennnn. Email:.....cccooovvviiiiiiien,
2. Quyét dinh thanh I1ap s6: ....................... O
....................................................... CAD NZAY? oot
3. Gidy chirng nhin hoat dong s6: .................cc.......... dO e
....................................................... CAD NZAY: oo
4. Pai dién 1 ong (b) (ghi 16 ho tén bang chit in hoa): ........ccovveiveveeeeeeieeenn.
ChUe danhi.........oeeiii e ee e e e e e ae e e e e e e e
Dién thoai:.........cccovvvvvviiiiiiinnns FaX: o
230 F: B 1 USSP
5.1. VE NGUOT QUOC TGPL: ..ot
5.2. VE hinh thitc TGPL: .....oveiveiieeiiieceeieee et
5.3. VE TN VIC TGPL: ..o
5.4. V& PhAM VI TGPL: ..ot et

Guii kém theo don: Danh sach ludt su, tu van vién phdp ludt tham gia tro gitip phdp Iy;
ban sao Giay dang ky hoat dong)

.............. , ngay ....... thang .....nam..........
PAI DIEN TO CHUC PANG KY
(Ky va ghi rd ho tén, dong dau)
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7. Thay doi Glay dang ky tham gia trg giap phap ly cua cac to chirc
hanh nghe luat suw, to chirc tw van phap luat. Ma so hé so: T-BPC-281440-
TT

a) Trinh ty thwe hién:

- Buoc 1: Van phong Luat su, Cong ty luat, Trung tam tu van phap luat giri
don dé nghi thay do1 kem theo Gidy dang ky tham gia trg gitp phap 1y.

- Bude 2: S¢ Tu phap cdp moi gidy dang ky, trong trudng hop tir chdi phai
thong bao ro 1y do bang van ban.

b) Cach thirc thue hién: Nop hé so truc tiép tai So Tu phap

¢) Thanh phan, s6 lwgng ho so:

- Thanh phan hd so:

+ Pon d& nghi thay doi ndi dung dang ky tham gia tro gitp phap 1y ;

+ Gidy ddng ky tham gia trg giup phap 1y.

- S6 lugng hd so: 01 bd

d) Thoi han giai quyét: 07 ngay lam viéc

d) Poi twong thue hién TTHC: T6 chirc

e) Co quan thuwe hién TTHC:

- Co quan c6 thim quyén quyét dinh: S& Tu phap

- Co quan tryc tiép thuc hién TTHC: S& Tu Phap

g) Két qua thyuc hién TTHC: Gidy ding ky tham gia trg giup phap 1y.
h) L¢ phi: khong

i) Tén miu don, to khai hanh chinh:

- Pon dé nghi thay d6i ndi dung ding ky tham gia trg gitup phéap 1y (Mau 4).
- Gidy dang ky tham gia tro gitip phap 1y (Mau 5).

k) Yéu cau, diéu kién thwe hién TTHC: khong

1) Can cir phap ly cua TTHC:

- Luat s6 69/2006/QH11 ctia Qudc hoi : Luat Tro gitip phép 1y;

- Nghi dinh scj) 07/2007/ND-CP ngay 12/01/2007 cua Chinh phu quy dinh
chi ti€t va hudng dan thi hanh mdt s6 di€u cua Luat Tro gitp phap ly;

- Quyét dinh s6 03/2007/QD-BTP ngay 01/6/2007 ctia B truéng Bo Tu
phap vé viéc ban hanh mgt s6 bi€éu mau dung trong hoat dong tro gitip phap ly.

Méu don, to khai dinh kém
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Mau 4
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

PON PE NGHI THAY POI NOI DUNG PANG KY
THAM GIA TRQ GIUP PHAP LY

Kinh giri: SO Tu phéap tinh (thanh pho) ......c.oveveveeeeeeeeeeeeeeeeeeeeee e
1. Té chirc ding ky tham gia tro gitip phap 1y (TGPL) (tén goi day dii
Ghi BANG CHIE i1 HOG): ...t ee e e e e e e
Tén giao dich hodc t8n Viét tat (NEU CO): .uevvveeeeeeeeeeeeeeeeee e,
Dia chitru G Chinhi c....oii e

Emailio..oo sttt st s e
2. Giay dang ky tham gia TGPL s0: .............c..cocccee.. dO i

...................................................................... CAP NZAY: v
3. Pai dién 1a ong (ba) (ghi 16 ho tén bang chit in hoa): .......c.ccoveveeueuennne.
Chire danh: .....coooiiiii e

Emaili. e
4. dang ky tham gia TGPL nhuw sau:

4.1. V& NGUOT QUOC TGPL: ..o
4.2, V& hinh thire TGPL: ...cvovuieiiniirie et
4.3. V& FIND VIC TGPL: oottt
4.4, VE PhAM VI TGPL: ..ottt
5. Nay dang ky tham gia TGPL véi n¢i dung méi nhu sau:

5.1. VE NGUOT QUOC TGPL: ..o
5.2. VE hinh thitc TGPL: ....cuuieiieieiieieiei et
5.3. VE Finh VIIC TGPL: ..ot

.............. , Ngay ....... thang ...... nam ..........
PAI DIEN TO CHUC PANG KY
(Ky va ghi ré ho tén, déng ddu)
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Mau 5

UBND TINH......... CONG HOA XA HOI CHU NGHIA VIET NAM
SO TU PHAP Poc 1ap - Tu do - Hanh phic
S: /

GIAY PANG KY THAM GIA TRQ GIUP PHAP LY

1. Tén to chirc ding Ky (chit in hoa) va tén viét tat (éu cO): w.oooveeeeeeeeeeeen
2.D0a Chis oo

3. Dai dién la:
HOQ VA €N (CATE i1 NOQ): ..ottt
Chure danhi ..ot ee e e e e e e ae e e e e e e

4.2, HINh thitrC TGPL: ..ottt
4.3, LInh VIIC TGPL: ..

e, Hgay...... thang...... nam... ...
GIAM DPOC
(Ky va ghi ré ho tén, déng ddu)
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8. Thu hdi Glay dang ky tham gia tr¢' gitip phap ly cuaa cac to chirc
hanh nghe luat sw, to chirc tw van phap luat. Ma so hd so: T-BPC-281441-
TT

a) Trinh ty thwe hién:
- Budc 1: Giam ddc S¢ Tu phéap ra quyét dinh thu hdi gidy dang ky tham
gia trg gitp phap ly

- Bufi’c 2: Théng, bao cong khai trén ciac phuong ti€én dai chung & dia
phuong dé nhan dan biét..

b) Cach thirc thuc hién: Hb so nop truc tiép tai S& Tu phap

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan hd so.

+ Quyét dinh thu hdi Gidy dang ky tham gia tro gitp phap 1y,

+ Cong van thong bao trén thong tin dai chiing

-S6 lugng hd so: 02 bd

d)Thoi han giai quyét: Khong quy dinh cu thé.

d) Poi twong thue hién TTHC: T6 chirc

e) Co quan thwe hién TTHC:

- Co quan c6 thim quyén quyét dinh: S¢ Tu phap

- Co quan tryc tiép thuc hién TTHC: S& Tu Phap

g) Két qua thwe hién TTHC: Quyét dinh thu hoi Gidy dang ky tham gia
trg gitip phap ly.

h) L¢ phi: khong

i) Tén miu don, t& khai hanh chinh: khong

k) Yéu cau, diéu kién thwe hién TTHC: khong

1) Can cir phap ly cia TTHC:

- Luat s6 69/2006/QH11 ctia Qudc hoi : Luat Tro gitip phép 1y;
- Nghi dinh s6 07/2007/NB-CP ngay 12/01/2007 cta Chinh phi quy dinh
chi tiét va hudng dan thi hanh mot s6 di€u cua Luat Tro giap phap 1y;

- Quyét dinh s6 03/2007/QD-BTP ngay 01/6/2007 ctia B§ truéng Bo Tu
phép vé viéc ban hanh mdt s6 bi€u mau dung trong hoat dong trg gitip phap 1y.
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9. Khiéu nai vé tir ch01 thu ly vu viéc trg giup phap ly; khong thue hién
trg giup phap ly; thay doi nguoi thuc hién trg giup phap ly. Ma so hé so: T-
BPC-281442-TT

a) Trinh ty thyc hién:

- Buoc 1: Nguoi duoc trg giup phap ly giri don khiéu nai den Trung tam
Tro giup phap 1y Nha nude dé nghi Gidm ddc Trung tam giai quyét;

- Buéce 2: Glam dog: Trung tam Trg giip phap ly Nha nudc xem xét ra
quyét dinh gidi quyét khiéu nai;

- Budc 3: Nguoi khiéu nai khong dong v véi Quyét dinh cua Giam ddc
Trung tam Trg giup phap 1y Nha nude thi gui don 1én Gidm doc S¢ Tu phap;

- Bué6c 4: Giam dbc So Tu phap xem xét ra Quyét dinh giai quyét khiéu nai

b) Cach thirc thyce hién: Nop hé so truc tiép tai Trung tdm Tro gitp phap
1y nha Nudce

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan hd so:

+ Pon khiéu nai ctia nguoi duoc trg giup phap 1y;

+ Quyét dinh giai quyét khiéu nai ctia Giam dbc Trung tdm Tro gitp phap
1y Nha nudc;

+ Quyét dinh giai quyét khiéu nai cua Giam ddc S¢ Tu phap

- S6 lugng hd so: 01 bo.

d) Thoi han giai quyét: 18 ngay lam viéc Trong do:

- Giam ddc Trung tdim Tro gitp phap Iy Nha nuéce: 3 ngay lam viéc ké tir
khi nhan duoc khiéu nai;

- Giam ddc S& Tu phap: 15 ngay ké tir ngdy nhan dugc khiéu nai
d) Poi twong thue hién TTHC: C4 nhan

e) Co quan thuwe hién TTHC:

- Co quan c6 thim quyén quyét dinh: Sé Tu phap

- Co quan hoic nguoi co thim quyén dugc uy quyén hodc phin cap thuc
hién: Gidm doc trung tam Trg gitp phap 1y nha nudce

- Co quan tryc tiép thyc hién TTHC: Trung tAm Tro gitp phép 1y nha nuée
g) Két qua thuc hién TTHC: Quyét dinh hanh chinh

h) L¢ phi: khong

i) Tén miu don, t& khai hanh chinh: khong

k) Yéu cau, diéu kién thwe hién TTHC: khong

1) Can cir phap ly cuia TTHC:
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- Luat s6 69/2006/QH11 ctia Qubc hoi : Luat Tro gitp phap 1y

- Nghi dinh scf) 07/2007/ND-CP ngay 12/01/2007 cua Chinh Phu quy dinh
chi tiét va hudng dan thi hanh mét s6 di€u cua Luat Tro gitp phép ly;
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~10. Pé nghi thanh toan chi phi thuc hién vu viéc tro' giip phap ly. Ma
s0 ho so: T-BPC-281443-TT.

a) Trinh ty thwc hién:

- Bude 1: Sau khi hoan thanh vu viéc tu van, tham gia td tung, tham gia dai
dién ngoai t6 tung, nguoi thyc hién trg giup phap ly (Tro gip vién phap ly,
Cong tac vién trg gitp phdp ly) 1ap ho so dé nghi thanh toan chi phi thyc hién vu
vi€c trg giup phap ly gtri Trung tam trg giup phap 1y nha nudc;

- Budce 2: Sau khi hoan thanh vu viéc hoa giai, nguoi thyc hién tro gitp
phap 1y (Tro giup vién phap ly, Cong tac vién trg gitip phap 1y) 1ap bang ké chi
phi thuc hién vu viéc hoa giai giri Trung tam;

- Budc 3: Trong truong hop. hé so chua hop 1¢ thi Trung tam trg' gitp phap
Iy nha nuéc tinh/thanh phd yéu cau va huéng din ngudi thuc hién tro giup phap
1y hoan thién.

b) Cach thirc thwe hién: Truc tiép tai tru s¢ co quan hanh chinh

¢) Thanh phan, s6 lwgng ho so:

- Thanh phén ho so.

* Poi v6i vu viée tu van, tham gia t tung, tham gia dai dién ngoai td tung:

+ Bang ké chi phi va thoi gian thye hién tu van phap luat, tham gia t& tung,
dai dién ngoai t6 tung theo miu sd 01 ban hanh kém theo Thong tu sd
18/2013/TT-BTP huéng dan cach tinh thdi gian thuc hién va thi tuc thanh toan
chi phi thuc hién vu viéc trg giup phap 1y (sau day goi tiat 1a Thong tu so
18/2013/TT-BTP);

+ Phiéu x4c nhan thoi gian lam viéc theo mau s6 02 ban hanh kém theo
Thong tu s6 18/2013/TT-BTP;

+ Hoa don, ching tir va cac gidy t& hop 1& chirng minh chi phi hanh chinh
lién quan dén viéc thuc hién vu viéc trog gitp phap ly (néu c6) theo quy dinh hién
hanh v¢ tai chinh;

* Poi voi vu viée hoa giai:

Bang ké chi phi thuc hién vu viéc hoa giai theo mau s6 03 ban hanh kém
theo Thong tu s6 18/2013/TT-BTP guri Trung tam dé nghi thanh toan.

- 86 lwong hé so: 01 bo.

d) Thoi han giai quyét hd so:

- Trong thdi han nim (05) ngay lam viéc, ké tir ngay nhan duoc hd so hop
1€, Trung tam gé trach nhi€ém thanh toan chi phi thyc hién vu viéc trg giap phap
1y cho nguoi dé nghi theo quy dinh;

- Trong trudng hop ho so chwa hop 18 thi trong thoi han ba (03) ngay lam
viée, ké tir ngdy nhan duoc hd so, Trung tAm yéu ciu ngudi thuc hién trg gitp
phap 1y hoan thién lai hd so.
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d) Péi twong thwe hién TTHC: ca nhin (Tro giup vién phap 1y, Cong tac
vién trg giap phap ly).

e) Co quan thyc hién TTHC:

- Co quan ¢ tham quyén quyét dinh: Trung tAm trg giup phéap 1y

- Co quan truc tiép thyc hién thi tuc hanh chinh: Trung tdm tro gitp phap
ly

g) Két qua thwe hién TTHC: Chi phi thue hién vu vi€e tro gitp phap ly
dugc Trung tam trg gitip phap 1y tinh/thanh pho thanh toan.

h) L¢ phi: Khong

i)Tén méiu don, miu to khai:

- Bang ké chi phi va thoi gian thuc hién tu vin phéap luat, tham gia t6 tung,
dai dién ngoai t6 tung (Mau s6 01 ban hanh kém theo Thong tu s6 18/2013/TT-
BTP);

- Phiéu xac nhan thoi gian 1am viéc (Mau s6 02 ban hanh kém theo Thong
tu s6 18/2013/TT-BTP);

- Béng ké chi phi thuc hién vu viéc hoa giai (Mau s6 03 ban hanh kém theo
Thong tu s6 18/2013/TT-BTP).

k) Yéu cau diéu kién thue hién TTHC: Khong

1) Can cix phap ly cia TTHC:

- Luat Trg giup phap 1y nam 2006;

- Nghi dinh sé) 07/2007/ND-CP ngay 12/01/2007 cua Chinh phu quy dinh
chi tiét va hudng dan thi hanh mét s6 di€u cua Luat Tro gitp phép ly;

- Nghi dinh s6 14/2013/ND-CP ngay 05/02/2013 ctia Chinh phi stra d6i, bo
sung mot so dicu c{la Nghi dinh §6 07/2007/ND—C}’ ngély 12/01/2007 ctia Chinh
phu quy dinh chi ti€t va huéng dan thi hanh mdt s6 di€u cua Luat Tro gitip phap
ly.

- Thong tu lién tich s 209/2012/TTLT-BTC-BTP ngay 30/11/2012 ctia Bo
Tai chinh va By Tu phap hudng dan viéc lap, quan 1y, sit dung va quyét toan
kinh phi bao ddm hoat dong cia co quan trg giup phap 1y nha nude)

- Thong tu s6 18/2013/TT-BTP hudng din cach tinh thoi gian thuc hién va
thu tuc thanh toan chi phi thuc hién vu viéc trg gitip phap ly.

Mau don, to khai dinh kém:
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MAU 01

SO TU PHAP BINH PHUOC CONG HOA XA HQI CHU NGHIA VIET NAM
TRUNG TAM TRQ GIUP Péc 1ap — Tu do — Hanh phic
PHAP LY NHA NUOC

BANG KE CHI PHI VA THOI GIAN THAM GIA TO TUNG

I) Chi boi duong
stt | Thoi gian thuc hién vu viée Pé xudt mirc chi | Ghi chi
Téng

IT) Chi phi hanh chinh

stt | NOi dung chi Pé xuat mirc chi | Ghi chi

Téng

( kém theo ching tir gbc, hoa don)
III) Cong tac phi

stt | SO ngay di cong tac Pé xudt mirc chi | Ghi chi

Binh Phudc, ngay thang nam 20
Ngwoi thue hién TGPL
( ky va ghi ro ho tén)
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MAU 02

SO TU PHAP TINH BINH PHUGC CONG HOA XA HQI CHU NGHIA VIET NAM
TRUNG TAM TRQ GIUP PHAP
LY NHA NUOC

Poc 1ap - Tw do - Hanh phic

PHIEU XAC NHAN THOI GIAN LAM VIEC
M3 s6 ho so vu viée tro' gitp phap Iy: cooeeeveeneereneeeeieernneennnne.

STT

NOi dung lam
viéc

Dia diém dén lam viéc

Thoi gian lam
viéc

Xac nhan (ky
va ghi ro ho
tén)

Ghi
chu

Tong cong

Binh Phudoc, ngay thang nam 20
Nguwoi thue hién TGPL
( ky va ghi ro ho tén)
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MAU 03

SO TU PHAP BINH PHUOC CONG HOA XA HQI CHU NGHIA VIET
NAM
TRUNG TAM TRQ GIUP Poc 1ap — Tu do — Hanh phic
PHAP LY NHA NUOC

BANG KE CHI PHI VU VIEC HOA GIAI

I) Chi boi duong
stt | Thoi gian thuc hién vu viée Pé xudt mirc chi | Ghi chi
Téng

IT) Chi phi hanh chinh

stt | NOi dung chi Pé xudt mirc chi | Ghi chi

Téng

( kém theo ching tir gbc, hoa don)
I1I) Cong tac phi

stt | SO ngay di cong tac Pé xudt mirc chi | Ghi chi

Binh Phudoc, ngay thang nam 20
Ngwoi thwe hién TGPL
( ky va ghi ro ho tén)




II. LINH VUC PAU GIA TAI SAN

1. Piu gia doi véi tai san thudc sé hiru ca nhén, t6 chirc. M s6 hd so:
T-BPC-281447-TT

a) Trinh ty thwe hién

- Budc 1: T chirc, ca nhan c6 yéu cau ban tai san giri hd so ¢6 lién quan
dén tai san cho Trung tdm dich vu ban dau gia tai san.

- Budc 2: Trung tdm dich vu ban dau gia tai san tiép nhan ho so.

H6 so gdm: Gidy chimg nhan quyén so hitu, sit dung tai san hodc gidy to
hop 1€ khac theo quy dinh

- Budc 3: Xem xét tinh hop phap ctia hd so va tién hanh ky két hop dong.
- Budc 4: Té chirc thue hién hop ddng ( tién hanh ban hanh Quy ché ban

dau gia,thong bao ban déu gia trén phuong tién thong tin dai ching, niém yeét
thong bao ban dau gia

- Budc 5: Cho khach hang dang ky tham gia dau gi4 tai san bao gdm: Ban
hé so, thu phi tham gia d4u gid va tién dit coc.

- Bué6c 6: T6 chire dau gia

- Bu6c 7: Thu tién trung diu gia

- Budc 8: Ky két hop dong ban dau gia tai san véi to chirc, c4 nhan trang
dau gid va giao ho so cho khach hang trung dau gia

- Budc 9: Ban giao tién trang dau gia cho t6 chirc, c4 nhan c6 tai san ban
dau gia va lap bién ban thanh 1y hgp dong.

- Budc 10: Hoan thién hd so va luu ho so, ghi két qua vao sb theo doi tai
san va so

b) Cach thirc thwe hién: Thuc hién truc tiép tai Trung tdm dich vu ban
dau gia tai san.

¢) Thanh phan, s6 lwgng ho so.

- Thanh phan hd so:

+ Pon dang ky tham gia dau gia.

+ Chung minh nhan dan, s6 ho khau, néu 1a t6 chirc thi xuat trinh gidy
phép dang ky kinh doanh hodc quyét dinh thanh 14p.

- S6 lugng héd so: 01 bd

d) Thoi han giai quyét: Cham nhit 13 07 ngay dbi voi dong san, chdm
nhét 14 30 ngay déi voi bat dong san ké tir ngay thong bao, niém yét ban dau gia
neu phap luat khong c6 quy dinh khac. Pbi v6i tai san thude sé hiru cua ca nhan
t6 chirc thi thoi han c6 thé rit ngin theo thoa thuan cua 02 bén.

d) Poi twong thue hién TTHC: T6 chirc, ca nhan.
e) Co quan thuc hién TTHC:
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- Co quan c6 thAm quyén quyét dinh: Trung tdm dich vu ban dau gia tai

san.

- Co quan truc tiép thyc hién TTHC: Trung tdm dich vu ban dau gia tai

san.

- Co quan phoi hgp thuc hién: t6 chirc, ca nhan c6 tai san ban dau gia.

g) Két qua thyc hién TTHC: Ky két hop dong mua ban tai san.

h) Lé phi: Phi tham gia d4u gia va phi du gia: Thuc hién theo Quyét dinh
s0 25/2012/QD-UBND ngay 14/9/2012 cua UBND tinh Binh Phudc quy dinh
muc thu, ché do thu, ndp, quan 1y va str dung phi dau gid, phi tham gia dau gia

trén dia ban tinh.

- Mure thu phi tham gia d4u gia tai san dugc quy dinh nhu sau:

TT Gia khéi diém cua tai san Mitc thu (dong/hd so)
1 | T 20 triéu dong tré xuong 50.000
2 | Tur trén 20 tridu dong dén 50 triéu dong 100.000
3 | Tur trén 50 triéu dong dén 100 triéu dong 150.000
4 | Tur trén 100 triéu dong dén 500 triéu dong 200.000
5 | Trén 500 triéu dong 500.000

- Muc thu phi d4u gi4 tai san duoc quy dinh nhu sau:
TT Gia tri tai san ban dwgc cua Mike thu

mot cudc ban dau gia

1 | Du6i 50 triéu dong

5% gia tri tai san ban dugc

2 | T 50 triéu dén 1 ty dong

2,5 triéu +1,5% gid tri tai san ban dugc qua 50

triéu
NUER ) A A 16,75 triéu +0,2% gia tri tai san ban dugc
3 |Tuwtrén 1 ty dén 10 ty dong viot 1 1§
NUER ) X ) 4A 34,75 triéu +0,15% gia tri tai sdn ban dugc
4 | Tu trén 10 ty dén 20 ty dong virot 10 t§

5 | Tur trén 20 ty dong

49,75 tri€u +0,q 1% gjé tri tai san ban duogc
vuot 20 ty. tong s6 phi khong qua 300
tri¢u/cudc dau gia

i) Tén méu don, to khai: Pon ding ky tham gia d4u gia.
k) Yéu cauw/diéu kién thwe hién TTHC: khong
1) Can cir phap ly thuc hién TTHC:

- B6 Luat dan su;

- Nghi dinh s6 17/2010/ND-CP ngay 04/3/2010 ctia Chinh phil vé ban dau

g14 ta1 san;
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- Thong tu sO 23/2010/TT-BTP ngay 06/12/2010 cua Bo Tu phap quy
dinh chi tiét va hudng glﬁn thup hién Nghi dinh s617/2010/ND-CP ngay
04/3/2010 cua Chinh phu vé ban dau gia tai san;

- Thong tu s6 03/2012/TT-BTC ngay 05/01/2012 cua Bo Tai chinh huong

dan muc thu, che do thu, ndp, quan ly va s dung phi dau gia, phi tham gia dau
gia va 1& phi cap ching chi hanh nghé d4u gia tai san;

- Quyét dinh s6 25/2012/Qb-UBND ngay 14/9/2012 cua UBND tinh Binh
Phudc quy dinh muc thu, ché d6 thu, ndp, quan ly va str dung phi dau gia, phi
tham gia dau gia;

Mau don, to khai dinh kém
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh — phuc

PON XIN THAM GIA DAU GIA TAI SAN

Sau khi nghién ctru quy ché ban du gia tai san cta Trung tim dich vu ban
dau gia tai san tinh Binh Phudc:

T6i xin ding ky tham gia dau gia tai san do trung tim dich vu ba du gia
tai san tinh binh phudc t6 chtrc ngdy  thang  nam

T6i xin cam doan thuc hién dung theo quy ché cta Trung tim va cam két rang
t6i khong thudc dbi tuong khong duge tham gia ddu gia theo quy dinh tai quy
ché ban dau gia ciia Trung tam.
............ ngay thang nam
Nguoi lam don
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2. Piu gia d6i voi tai san thude sé hiru nha nwée: Ma sé hd so: T-
BPC-281448-TT

a) Trinh ty thwe hién

- Budc 1: T6 chirc, ca nhan c6 yéu cau ban tai san giri hd so c¢6 lién quan
dén tai sdn cho Trung tam dich vu ban dau gia tai san.

- Bu6c 2: Trung tam dich vu ban dau gia tai san tiép nhan ho so.

Ho so gom: Gidy ching nhan quyén so hiru, st dung tai san hodc gidy to
hop 1€ khac theo quy dinh, quyet dinh hodc van ban cia co quan nha nudc co
thAim quyén vé viéc xac 1ap quyén sd hitu nha nudc d01 vo1 tai san. Van ban
ddng ¥ ban tai san cua co quan nha nude cd thim quyén, Bién ban dinh gia tai
san hodc chung thu thaim dinh gia, Quyét dinh phé duyét gia khoi diém cua co
quan Nha nudc ¢6 tham quyén.

- Budc 3: Xem xét tinh hop phap ctia hd so va tién hanh ky két hop dong.
- Budc 4: Té chirc thue hién hop ddng ( tién hanh ban hanh Quy ché ban

dau gia,thong bao ban déu gia trén phuong tién thong tin dai ching, niém yeét
thong bao ban dau gia

- Buoc 5: Cho khach hang dang ky tham gia dau gia tai san bao gdbm: Ban
hé so, thu phi tham gia d4u gid va tién dit coc.

- Bué6c 6: T chire dau gia

- Bu6c 7: Thu tién trung diu gia

- Budc 8: Ky két hop dong ban dau gia tai san véi to chirc, c4 nhan trang
dau gid va giao ho so cho khach hang trung dau gia

- Budc 9: Ban giao tién trang dau gia cho t6 chirc, c4 nhan cé tai san ban
dau gia va lap bién ban thanh 1y hgp dong.

- Budc 10: Hoan thién hd so va luu hd so, ghi két qua vao so theo ddi tai
san va so

b) Cach thirc thue hién: Thuc hién truc tiép tai Trung tdm dich vu ban
dau gia tai san.

¢) Thanh phan, s6 lwgng h so.

- Thanh phan hd so:

+ Pon dang ky tham gia dau gia

+ Chirng minh nhan dan, sél ho khau, néu 1a to chic thi xut trinh gidy
phép dang ky kinh doanh hodc quyét dinh thanh 1ap.

- S6 lugng héd so: 01 bd

~d) Thoi han giai quyét: Cham ?nhét 1a 07 ngay dbi voi dong san, chdm
nhat 1a 30 ngay do61 voi bat dong san ké tir ngay thong bao, niém yét ban dau gia
néu phap luat khong c6 quy dinh khéc.
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san.

san.

d) Poi twong thue hién TTHC: T6 chirc, ca nhan.

e) Co quan thyc hién TTHC:

- Co quan c6 tham quyén quyét dinh: Trung tdim dich vu ban diu gia tai

- Co quan truc tiép thuyc hién TTHC: Trung tdm dich vu ban dau gia tai

- Co quan phdi hop thyc hién: t6 chire, don vi ¢6 tai san ban dau gia.

g) Két qua thuc hién TTHC: Ky két hop dong mua ban tai san.

h) Lé phi: Phi tham gia d4u gia va phi du gia: Thuc hién theo Quyét dinh
sO 25/2012/QD-UBND ngay 14/9/2012 ctia UBND tinh Binh Phudc quy dinh
murc thu, ché do thu, nop, quan ly va sir dung phi dau gi4, phi tham gia ddu gia
trén dia ban tinh; Quyét dinh sé 10/2013/QD-UBND, ngay 06/02/2013 cua
UBND tinh Binh Phuéc quy dinh muc thu phi tham gia ddu gia quyén str dung
dat trén dia ban tinh.

- Mire thu phi tham gia d4u gia tai san dugc quy dinh nhu sau:

TT Gia khéi diém cua tai san Mitc thu (dong/hd so)
1 | T 20 triéu dong tré xuong 50.000
2 | Tur trén 20 tridu dong dén 50 triéu dong 100.000
3 | Tur trén 50 triéu dong dén 100 triéu dong 150.000
4 | Tur trén 100 triéu dong dén 500 triéu dong 200.000
5 | Trén 500 triéu dong 500.000

- Muc thu phi d4u gi4 tai san duoc quy dinh nhu sau:
TT (512’1 tl;i tai fﬁn pén ?u’g’.c, Mike thu
cua mot cudc ban dau gia

1 | Dudi 50 triéu dong 5% gid trj tai san ban dugc

2,5 triéu +1,5% gia tri tai san ban dugc qua

2 | Tu 50 tri€u dén 1 ty dong 50 tricu
NUR ) A A 16,75 triéu +0,2% gia tri tai san ban dugc
3 |Tutrén 1 ty dén 10 ty dong viot 11§
NUER ) X ) A 34,75 triéu +0,15% gia tri tai san ban dugc
4 | Tu trén 10 ty dén 20 ty dong virot 10 ty
49,75 triéu +O,?1% gjé tri tai san ban duoc
5 | Tu trén 20 ty dong vuot 20 ty. tong s6 phi khong qua 300
tri¢u/cudc dau gia
- Mtic thu phi tham gia ddu gia quyén sir dung dit dugc quy dinh nhu sau:
I | Gia tri quyén SDD theo gia khéi diém Mikc thu (dong/hd so)
1 | T 200 triéu dong tré xudng 100.000
2 | Tir trén 200 triéu dong dén 500 triéu dong 200.000
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3 | T trén 50 triéu dong 500.000
II | Dién tich dit

1 | Tur 0,5ha tré xuong 1.000.000
2 | Tr 0,5ha dén 2ha 3.000.000
3 | Tur trén 2ha dén 5ha 4.000.000
4 | Tu trén Sha 5.000.000

- Muc thu phi ddu gid quyén sir dung dit dugce quy dinh nhu sau:

STT

Gia tri,quyén st
dung dat theo gia
khoi diém/hgp dong

Mike chi phi

Tur 1 ty dong tro

15 triéu dong + 1% trén phan chénh léch gia tri

1 £ quyén str dung dét theo gia trang ddu gia voi gia
xuong khoi diém
T trén 1 ty dong 25 triéu dong + 1% trén phan chénh léch gia tri
2 ’ ‘ quyén sir dung dat theo gia trang déu gia voi gia
deén 5 ty dong khoi diem
Tl trén 5 ty dong 35 trigu dong + 1% trén phan chénh léch gia tri
3 , ‘ quyén st dung dat theo gia tring dau gia voi gia
dén 10 ty dong khai diém
Tir trén 10 ty dong 45 triéu dong + 1% trén phan chénh léch gia tri
4 , ‘ quyeén st dung dat theo gia trang dau gia véi gia
dén 50 ty dong khai diém
T trén 50 ty dong 55 triéu dong + 1% trén phan chénh léch gia tri
5 , ‘ quyén st dung dat theo gia tring dau gia voi gia
dén 100 ty dong khai diém
65 tridu dong + 1% trén phan chénh léch gia tri
6 Tur trén 100 ty dong quyén st dung dat theo gia tring dau gia voi gia

khoi diém

i) Tén méu don, to khai: Pon ding ky tham gia d4u gia.
k) Yéu caw/diéu kién thwe hién TTHC: khong
1) Can ctr phap ly thuc hién TTHC:

- BO Luat dan su;

- Can ctr Luat Pat dai ngay 29 thang 11 ndm 2013;

- Nghi dinh s6 17/2010/ND-CP ngay 04/3/2010 ctia Chinh phil vé ban dau
gia tai san;
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- Nghi dinh s6 29/ 2014/ND- CP ngay 10/4/2014 cua Chinh phu Quy dinh
vé tham quyén, thu tuc xac lap quyén s& hiru ctia nha nude vé tai san va quan 1y,
xur 1y tai san dugc xac 1ap quyén s¢ hitu ciia nha nudce;

- Can c&t Nghi dinh s6 43/2014/ND-CP ngay 15 thiang 5 nim 2014 cua
Chinh phu quy dinh chi tiét thi hanh mdt s6 diéu cua Luat Dat dai ndm 2013;

- Can cu Nghi dinh Sé 52/2009/ND-CP ngay 03/6/2009 cua Chinh phu
quy dinh chi tiét va huéng dan thi hanh moét s6 di€u cua Luat Quan ly, sir dung
tai san nha nudc;

- Thong tu sb 245/2009/TT-BTC ngay 31/12/2009 cua Bo truong Bo Tai
chinh quy dinh thyc hién mot s6 ndi dung cﬁg Nghi dinh s~6 52/2009/ND—C1?
ngay 03/6/2009 ctua Chinh phu quy dinh chi tiét va huong dan thi hanh mot s6
di€u cua Luat Quan ly, st dung tai sdn nha nudc;

- Thong tu sO 23/2010/TT-BTP ngay 06/12/2010 cua Bo Tu phap quy
dinh chi tiét va hudng dan thuc hién Nghi dinh s617/2010/ND-CP ngay
04/3/2010 cua Chinh phu vé ban dau gia tai san

- Thong tu 56 03/2012/TT-BTC ngay 05/01/2012 cua Bo Tai chinh huéng
dan muc thu, ché d¢ thu, ndp, quan 1y va st dung phi dau gia, phi tham gia dau
gia va 1¢ phi cap chirng chi hanh nghé dau gia tai san;

- Thong tu s0 s6 48/2012/TT-BTC ngdy 16/3/2012 cua BO Tai chinh
hudng c}ﬁn viéc xac giinl} gia kh{)’i diém VE‘I‘ ché do tai chinh trong hoat d(f)’ng dau
gia quyén st dung dat dé giao dat co thu tién sir dung dat hoac cho thué dat;

- Quyét dinh s6 25/2012/QD-UBND ngay 14/9/2012 cia UBND tinh Binh
Phudc quy dinh mue thu, ché d6 thu, ndp, quan ly va str dung phi dau gia, phi
tham gia dau gia ;

- Quyét dinh sd 10/2013/Qb-UBND ngay 06/02/2013 cua UBND tinh quy
dinh muc thu phi tham gia ddu gia quyén st dung dit trén dja ban tinh.

Mau don, to khai dinh kém: Giéng thii tuc sé 1
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3. Piu gia doi voi tai san tich thu sung cong quy nha nwée: M so ho
so: T-BPC-281449-TT

a) Trinh ty thwe hién

- Budc 1: T6 chirc, ca nhan c6 yéu cau ban tai san giri hd so c¢6 lién quan
dén tai sdn cho Trung tam dich vu ban dau gia tai san.

- Bu6c 2: Trung tam dich vu ban dau gia tai san tiép nhan ho so.

H6 so gom: Quyét dinh tich thu sung céng quy cta co quan nha nude cd
tham quyén; bi€n ban dinh gia, két ludn gidm dinh, Két luan gidm dinh tai san
(n€u co)

- Budc 3: Xem xét tinh hop phap ctia hd so va tién hanh ky két hop dong.

- Budc 4: TH chuc thuc hién hop dong ( tién hanh ban hanh Quy ché ban
dau gid,thong bao ban dau gia trén phuong tién thong tin dai ching, niém yét
thong bao ban dau gia

- Budc 5: Cho khach hang dang ky tham gia dau gia tai san bao gdbm: Ban
hé so, thu phi tham gia d4u gid va tién dit coc.

- Bué6c 6: T6 chire dau gia

- Bu6c 7: Thu tién trung diu gia

- Budc 8: Ky két hop dong ban dau gia tai san véi to chirc, c4 nhan trang
dau gid va giao ho so cho khach hang trung dau gia

- Budc 9: Ban giao tién trang dau gia cho t6 chirc, c4 nhan c6 tai san ban
dau gia va lap bién ban thanh 1y hgp dong.

- Budc 10: Hoan thién hd so va luu ho so, ghi két qua vao sb theo doi tai
san va so

b) Cach thirc thwe hién: Thuc hién truc tiép tai Trung tdm dich vu ban
dau gia tai san.

¢) Thanh phan, s6 lwgng h so.

- Thanh phan hd so:

+ Pon dang ky tham gia dau gia

+ Chung minh nhan dan, s6 ho khau, néu 1a t6 chirc thi xuat trinh gidy
phép dang ky kinh doanh hodc Quyét dinh s6 s6 thanh lap.

+ Quyét dinh s6 tich thu tai san ctia co quan nha nudc c6 tham quyén.
- S6 lugng hd so: 01 bd

d) Thoi han giai quyét: Cham nhat 1a 07 ngay ké tir ngay thong bao,
ni€m yét ban dau gia néu phéap luat khong c6 quy dinh khéc.

d) Poi twong thuwe hién TTHC: T6 chirc, ca nhan.
e) Co quan thuc hién TTHC:
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- Co quan c6 thAm quyén Quyét dinh s: Trung tam dich vu ban dau gia tai

san.

- Co quan truc tiép thyc hién TTHC: Trung tdm dich vu ban dau gia tai

san.

- Co quan phoi hgp thuc hién: t6 chirc, ca nhan c6 tai san ban dau gia.

g) Két qua thyc hién TTHC: Ky két hop dong mua ban tai san.

h) Lé phi: Phi tham gia d4u gia va phi d4u gia: Thuc hién theo Quyét dinh
s0 25/2012/QD-UBND ngay 14/9/2012 cua UBND tinh Binh Phudc quy dinh
muc thu, ché do thu, ndp, quan 1y va str dung phi dau gid, phi tham gia dau gia

trén dia ban tinh.

Mirc thu phi tham gia dau gia tai san dugc quy dinh nhu sau:

TT Gi4 khéi diém cua tai san Mitc thu (dong/hd so)
1 | T 20 triéu dong tré xuong 50.000
2 | TU trén 20 tridu dong dén 50 triéu dong 100.000
3 | Tur trén 50 triéu dong dén 100 triéu dong 150.000
4 | Tur trén 100 triéu dong dén 500 triéu dong 200.000
5 | Trén 500 triéu dong 500.000
Mirc thu phi ddu gia quy dinh nhu sau:
TT Gia tri tai san ban dwgc Miic thu

cua mot cudc ban dau gia

1 | Du6i 50 triéu dong

5% gia tri tai san ban dugc

2 | T 50 triéu dén 1 ty dong

2,5 trieu +1,5% gid tri tai san ban dugc qua

50 triéu
NUER ) X A 16,75 triéu +0,2% gia tri tai san ban dugc
3 |Tutrén 1 ty dén 10 ty dong viot 1 1§
NUER ) A ) 4A 34,75 triéu +0,15% gia tri tai sdn ban dugc
4 | Tu trén 10 ty dén 20 ty dong Vot 10 1§

5 | Tur trén 20 ty dong

49,75 triéu +O,?1% gjé tri tai san ban duoc
vuot 20 ty. tong s6 phi khong qua 300
tri¢u/cudc dau gia

i) Tén méu don, to khai: Pon ding ky tham gia d4u gia.
k) Yéu cauw/diéu kién thwe hién TTHC: khong
1) Can ctr phap ly thuc hién TTHC:

- Luat Thi hanh an Dan su;

- Luat Xwr 1y vi pham hanh chinh;
- Nghi dinh s6 17/2010/ND-CP ngay 04/3/2010 ctia Chinh phil vé ban diu

gia tai san;
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- Nghi dinh s6 81/2013/NB-CP ngay 19/7/2013 ctia Chinh phu quy dinh
chi tiét mot s6 di€u va bién phap thi hanh Luat X 1y vi pham hanh chinh;

- Thong tu sO 23/2010/TT-BTP ngay 06/12/2010 cua Bo Tu phap quy
dinh chi tiét va hudng dan thuc hién Nghi dinh s617/2010/ND-CP ngay
04/3/2010 cua Chinh phu vé ban dau gia tai san;

- Thong tu s6 03/2012/TT-BTC ngay 05/01/2012 cua Bo Tai chinh huong

dan muc thu, che do thu, ndp, quan ly va su dung phi dau gia, phi tham gia dau
gia va 1& phi cap ching chi hanh nghé d4u gia tai san;

- Quyét dinh s6 25/2012/Qb-UBND ngay 14/9/2012 cua UBND tinh Binh
Phuoc quy dinh mure thu, ché d6 thu, ndp, quan ly va str dung phi dau gia, phi
tham gia dau gia.

Mau don, to khai dinh kém: Giéng thii tuc sé 1
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4. Péu gia d6i voi tai san thi hanh an: Mai s6 ho so: T-BPC-281450-TT
a) Trinh ty thwe hién
~ -Buoc It Té chirc, c4 nhan c6 yéu cau ban tai san giri hd so ¢o lién quan
dén tai san cho Trung tdm dich vu ban dau gia tai san.
- Budc 2: Trung tam dich vu ban dau gia tai san tiép nhan ho so.

Ho6 so gdm: Ban an, quyét dinh ctia Toa 4n, quyét dinh thi hanh an, bién
ban x4c minh, bién ban ké bién, quyét dinh ké bién tai san ciia Co quan Thi hanh
an, chung thu tham dinh gia clia co quan tham dinh gia hodc bién ban thdéa thuan
gid clia cac duong su, cac gidy to ching nhan quyén so hiru, sir dung tai san.

- Buédc 3: Xem xét tinh hop phap ctia hd so va tién hanh ky két hop dong.
- Buéc 4: T6 chire ’thuc hién hop déng ( tién hanh ban hanh Quy ché ban

dau gia,thong bao ban déu gia trén phuong tién thong tin dai ching, niém yeét
thong bdo ban dau gia

- Budc 5: Cho khach hang dang ky tham gia dau gia tai san bao gdm: Ban
hé so, thu phi tham gia d4u gid va tién dit coc.

- Bué6c 6: T6 chire dau gia

- Bu6c 7: Thu tién trung diu gia

- Budc 8: Ky két hop dong ban dau gia tai san véi to chirc, c4 nhan trang
dau gid va giao ho so cho khach hang trung dau gia

- Budc 9: Ban giao tién trang dau gia cho t6 chirc, c4 nhan c6 tai san ban
dau gia va lap bién ban thanh 1y hgp dong.

- Budc 10: Hoan thién hd so va luu ho so, ghi két qua vao sb theo doi tai
san va so

b) Cach thirc thue hién: Thuc hién truc tiép tai Trung tdm dich vu ban
dau gia tai san.

¢) Thanh phan, s6 lwgng h so.

- Thanh phan hd so:

+ Pon dang ky tham gia dau gia

+ Chung minh nhan dan, sb ho khau, néu 14 t6 chuc thi xuat trinh gidy
phép dang ky kinh doanh hodc Quyét dinh thanh 1ap.

+ Ban an, Quyét dinh cua Toa an, Quyét dinh thi hanh an, bién ban xac
minh, bi€én ban ké bién, Quyét dinh k& bién tai san cia Co quan Thi hanh an,
chtng thu thAm dinh gia cta co quan tham dinh gia hodc bién ban thoa thuan gia
ctia cac duong su, cac gidy to ching nhin quyén sé hitu, str dung tai san.

- S6 lugng hd so: 01 bd

~d) Thoi han giai quyét: Cham ?nhét 14 07 ngay ddi voi dong san, cham
nhat 1a 30 ngay doi voi bat dong san ké tir ngay thong bdo, niém yét ban dau gia
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neu phap luat khong c6 quy dinh khac. Pbi v6i tai san thude sé hiru cua ca nhan
t6 chirc thi thoi han c6 thé rit ngin theo thoa thuan cua 02 bén.

d) Poi twong thuwe hién TTHC: T6 chirc, ca nhan.

san.

san.

e) Co quan thuc hién TTHC:

- Co quan ¢6 tham quyén Quyét dinh: Trung tim dich vu ban diu gia tai

- Co quan truc tiép thyc hién TTHC: Trung tdm dich vu ban dau gia tai

- Co quan phoi hgp thuc hién: t6 chirc, ca nhan c6 tai san ban dau gia.

g) Két qua thuc hién TTHC: Ky két hop dong mua ban tai san.

h) L¢ phi: Thyc hién theo Quyét dinh s 25/2012/QD-UBND ngay
14/9/2012 ctia UBND tinh Binh Phudc quy dinh mutrc thu, ché do thu, ndop, quan
1y va stir dung phi dau gia, phi tham gia dau gia trén dia ban tinh.

- Mire thu phi tham gia d4u gia tai san dugc quy dinh nhu sau:

TT Gia khéi diém cua tai san Mitc thu (dong/hd so)
1 | T 20 triéu dong tré xuong 50.000
2 | Tu trén 20 tridu dong dén 50 triéu dong 100.000
3 | Tur trén 50 triéu dong dén 100 triéu dong 150.000
4 | Tur trén 100 triéu dong dén 500 triéu dong 200.000
5 | Trén 500 triéu dong 500.000

- Muc thu phi d4u gi4 tai san duoc quy dinh nhu sau:
TT g}ié tl;i tai Asﬁn E)zin ?u’g’.c, Miic thu
cua mot cugc ban dau gia

1 | Dudi 50 triéu dong 5% gid trj tai san ban dugc

2,5 triéu +1,5% gid tri tai san ban duoc

2 | Tu 50 tri€u dén 1 ty dong qua 50 tricu
R ) A , A 16,75 triéu +0,2% gid tri tai san ban duoc
3 |Tutrén 1 ty dén 10 ty dong vuot 1ty
NUER ) A ) A 34,75 triéu +0,15% gia tri tai sdn ban dugc
4 | Tu trén 10 ty dén 20 ty dong viot 10 ty
49,75 tri€u +031% gjé tri tai san ban duoc
5 | Tu trén 20 ty dong vuot 20 ty. tong so phi khong qua 300

tri¢u/cudc dau gia

i) Tén méu don, to khai: Pon ding ky tham gia d4u gia.
k) Yéu caw/diéu kién thwe hién TTHC: khong
1) Can ctr phap ly thuc hién TTHC:

- Luat Thi hanh an Dan su;
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- Luat Thi hanh 4n dan sy va cac vin ban huéng dan thi hanh;

- Nghi dinh s6 17/2010/ND-CP ngay 04/3/2010 ctia Chinh phil vé ban dau
gia tai san;

- Thong tu 5O 23/2010/TT-BTP ngay 06/12/2010 cua B Tu phap quy
dinh chi tiét va huong dan thyc hién Nghi dinh s617/2010/ND-CP ngay
04/3/2010 cua Chinh phu vé€ ban dau gia tai san;

- Thong tu s6 03/2012/TT-BTC ngay 05/01/2012 cua Bo Tai chinh huong

dan muc thu, che do thu, ndp, quan ly va su dung phi dau gia, phi tham gia dau
gia va 1¢ phi cap ching chi hanh nghé d4u gia tai san;

- Quyét dinh s6 25/2012/Qb-UBND ngay 14/9/2012 cua UBND tinh Binh
Phuoc quy dinh muce thu, ché d6 thu, ndp, quan ly va str dung phi dau gia, phi
tham gia dau gia.

Mau don, to khai dinh kém: Giéng thii tuc sé 1
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5. PAu gia ddi véi tai san bao dam: Ma sé ho so: T-BPC-281451-TT
a) Trinh ty thwe hién
~ -Buoc It Té chirc, c4 nhan c6 yéu cau ban tai san giri hd so ¢o lién quan
dén tai san cho Trung tdm dich vu ban dau gia tai san.
- Budc 2: Trung tam dich vu ban dau gia tai san tiép nhan ho so.

Hé so gom: Ngoai gidy to chimg nhan quyén s& hiru, st dung tai san hoic
cac giay to hop 1€ khac thi con c6 hgp dong bao lanh, hgp dong tin dung, quyét
dinh xtr 1y tai san, bién ban thdéa thuan gia hodc chirng thu thim dinh gia va bién
ban thu, gift tai san (néu co)

- Budc 3: Xem xét tinh hop phap ctia hd so va tién hanh ky két hop dong.

- Bué6c 4: T6 chire thuc hién hop déng ( tién hanh ban hanh Quy ché ban

dau gid,thong bao ban dau gia trén phuong tién thong tin dai ching, niém yét
thong bdo ban dau gia

- Budc 5: Cho khach hang dang ky tham gia dau gia tai san bao gdbm: Ban
hé so, thu phi tham gia d4u gid va tién dit coc.

- Bué6c 6: T6 chire dau gia

- Bu6c 7: Thu tién trung diu gia

- Budc 8: Ky két hop dong ban dau gia tai san véi to chirc, c4 nhan trang
dau gid va giao ho so cho khach hang trung dau gia

- Budc 9: Ban giao tién tring ddu gia cho to chirc, ca nhan co tai san ban
dau gia va lap bién ban thanh 1y hgp dong.

- Budc 10: Hoan thién ho so va luu ho so, ghi két qua vao sé theo doi tai
san va so

’ b) Cach thirc thwe hién: Thuc hién truc tiép tai Trung tdm dich vu ban
dau gia tai san.

¢) Thanh phan, s6 lwgng h so.

- Thanh phan hd so:

+ Pon dang ky tham gia dau gia

+ Chung minh nhan dan, s6 ho khau, néu 1a t6 chirc thi xuat trinh gidy
phép dang ky kinh doanh hodc Quyét dinh thanh lap.

+ Cac gidy to ching nhan quyén so hiru, sir dung tai san hodc cac gidy to
hop 1€ khac chimg minh quyén so hitu, st dung tai san, hop ddng bao lanh, hop
doﬁng tin dung, Quyét dinh xur Iy tai san, bién ban thoa thuin gia hodc ching thu
tham dinh gid va bién ban thu, giit tai san (néu co)

- S6 lugng hd so: 01 bd

~d) Thoi han giai quyét: Cham nhét 14 07 ngay dbi voi dong san, cham
nhat 1a 30 ngay doi voi bat dong san ke tir ngay thong bdo, niém yét ban dau gia
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neu phap luat khong c6 quy dinh khac. Pbi v6i tai san thude sé hiru cua ca nhan
t6 chirc thi thoi han c6 thé rit ngin theo thoa thuan cua 02 bén.

d) Poi twong thuwe hién TTHC: T6 chirc, ca nhan.
e) Co quan thuc hién TTHC:

- Co quan c6 tham quyén quyét dinh: Trung tdim dich vu ban diu gia tai
san.

- Co quan truc tiép thyc hién TTHC: Trung tdm dich vu ban dau gia tai
san.

- Co quan phdi hop thuc hién: T chirc, ¢4 nhan c6 tai san ban dau gia.
g) Két qua thuc hién TTHC: Ky két hop dong mua ban tai san.

h) L¢ phi: Thyc hién theo Quyét dinh s 25/2012/QD-UBND ngay
14/9/2012 ctia UBND tinh Binh Phudc quy dinh mutrc thu, ché do thu, ndop, quan
1y va stir dung phi dau gia, phi tham gia dau gia trén dia ban tinh.

- Mire thu phi tham gia d4u gia tai san dugc quy dinh nhu sau:

TT Gi4 khéi diém cua tai san Mitc thu (dong/hd so)
1 | T 20 triéu dong tré xuong 50.000
2 | Tu trén 20 tridu dong dén 50 triéu dong 100.000
3 | Tur trén 50 triéu dong dén 100 triéu dong 150.000
4 | Tur trén 100 triéu dong dén 500 triéu dong 200.000
5 | Trén 500 triéu dong 500.000

- Muc thu phi d4u gi4 tai san duoc quy dinh nhu sau:

TT g}la tl} tai fan E)an ?u’g’.c, Mike thu
cua mot cugc ban dau gia
1 | Dudi 50 triéu dong 5% gid trj tai san ban dugc
_ ’ : A1 59 o4 (137 <am b .
2 | Tir 50 tricu dén 1 ty dong 2,5 trigu +1,5% gia tri j[fu san ban duoc qua
50 triéu
DR ) X A 16,75 triéu +0,2% gia tri tai san ban dugc
3 |Tuwtrén 1 ty dén 10 ty dong viot 1 1§
R ) X ) A 34,75 triéu +0,15% gia tri tai san ban dugc
4 | Tu trén 10 ty dén 20 ty dong virot 10 1§
49,75 triéu +0,1% gia tri tai san ban dugc
5 | Tu trén 20 ty dong vuot 20 ty. tong s6 phi khong qua 300
tri¢u/cudc dau gia

i) Tén méu don, to khai: Pon ding ky tham gia ddu gia.
k) Yéu cauw/diéu kién thwe hién TTHC: khong
1) Can ctr phap ly thuc hién TTHC:

- B0 luat Dan su;
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- Luét céc to churc tin dung;

- Nghi dinh s6 17/2010/ND-CP ngay 04/3/2010 ctia Chinh phi vé ban dau
gia tai san;

- Nghi dinh sé 163/2006/ND-CP, ngay 29/12/2006 ctia Chinh pht vé Giao
dich bao dam,;

- Nghj dinh s6 11/2012/ND-CP ngay 22/02/2012 ciia Chinh phu vé sira
doi, bo sung mot s6 dieu cua Nghi dinh 163/2006/ND-CP ngay 29/12/2006 cua
Chinh phu vé giao dich bao dam;

- Thong tu lién tich sb 16/2014/TTLT-BTP-BTNMT-NHNN ngay

06/6/2014 cua B Tu Phap — BO Tai nguyén va moi truong — Ngan hang nha
nude Vit Nam vé viéc Hudng din mot s van dé vé xir 1y tai san bao dam;

- Thong tu sO 23/2010/TT-BTP ngay 06/12/2010 cua Bo Tu phap quy
dinh chi tiét va hudng qlﬁn thu’c hién Nghi dinh s617/2010/ND-CP ngay
04/3/2010 cua Chinh phu vé ban dau gia tai san;

- Thong tu s6 03/2012/TT-BTC ngay 05/01/2012 cua Bo Tai chinh huong

dan muc thu, che do thu, ndp, quan ly va su dung phi dau gia, phi tham gia dau
gia va 1¢ phi cap ching chi hanh nghé d4u gia tai san;

- Quyét dinh s6 25/2012/Qb-UBND ngay 14/9/2012 cua UBND tinh Binh
Phuoc quy dinh muce thu, ché d6 thu, ndp, quan ly va str dung phi dau gia, phi
tham gia dau gia.

Mau don, to khai dinh ké. Giong thii tuc sé 1
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I11. LINH VU'C CONG CHUNG

I11.1. TTHC THUQC CO QUAN QUAN LY NHA NUOC

1. Ping ky tap sw hanh nghé cong ching. Ma sé hd so: T-BPC-
281463-TT

a) Trinh ty thwc hién:

- Nguoico Gia?:ly ching nhan t6t nghiép khoa dao tao nghé céng ching hoic
gidy chung nhan boi dudng nghé cong chimg phai tap sy hanh nghé tai mot t6
chtrc hanh nghé cong churng.

- Viéc dang ky tap su dugc thuc hién tai S& Tu phap noi co td chirc hanh
nghé cong chirng nhén tap su.

- Trong thoi han bay ngay lam viéc ké tir ngdy nhan di hé so hop 18, S&
Tu phap ghi tén ngudi ding ky tap sy vao Danh sach ngudi tip sy hanh nghé
cong chimg ctia S& Tu phap, dong thdi thong bao bang vin ban cho nguoi ding
ky tap su va to chirc hanh nghé cong chiimg nhén tap su, truong hop tir chdi thi
phai thong bao bang vin ban va néu rd 1y do.

b) Cach thirc thyc hién: HO so dang ky tap su ndp truc tiép tai b0 phan
tiép nhan hd so hoic qua hé thdng buu chinh dén S¢ Tu phép noi ¢b t6 chirc
hanh nghé cong chirng nhan tap sy

¢) Thanh phan, s6 lwgng ho so:
- Thanh phan ho so:

+ Gidy dang ky tap sy hanh nghé cong ching theo Mau TP-TSCC-01 ban
hanh kém theo Thong tu s6 04/2015/TT-BTP ngay 15/4/2015 ctia B6 Tu phap
hudng dan tap su hanh nghé cong ching ngay 15/4/2015 ctia B6 Tu phap hudng
dan tap su hanh nghé cong chimg (sau diy goi 1a Thong tu s6 04/2015/TT-BTP
ngay 15/4/2015 ctia Bo Tu phap hudng dan tap sy hanh nghé cong ching);

+ Gidy chiing nhan tot nghiép khod ddo tao nghé cong ching hoidc gidy
chting nhan hoan thanh khoa bdi dudng nghé cong ching (ban sao c¢6 ching
thuc hodc ban chup kém theo ban chinh dé dbi chiéu).

- S6 lwong ho so: 01 bo

d) Thoi han giai quyét: 07 ngay 1am viéc, ké tir ngay nhan du hd so hop

d) Poi twong thue hién TTHC: C4 nhan

e) Co quan thyc hién TTHC:

- Co quan c6 thim quyén quyét dinh: S¢ Tu phap

- Co quan thyc hién thu tuc hanh chinh: S& Tu phap
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g) Két qua thuc hién TTHC: Thong bao vé viéc di ghi tén vao danh
sach ngudi tap su ctia SO Tu phap hodc vin ban thdng bao vé viée tir chdi

h) L¢ phi: Khong

i) Yéu cau, diéu kién thwe hién TTHC:

Khong thudec mot trong céac truong hop sau day:

- Thudc trudng hop khong duge bd nhiém céng ching vién theo quy dinh
tai Diéu 13 ctia Luat cong ching;

- Nguoi dang 1a can bg, cong chuc, vién chue (trir vién chirc 1am viéc tai
Phong cong chting), s§ quan, quan nhan chuyén nghiép, cong nhan quéc phong
trong co quan, don vi thuéc Quan doi nhan dan; sy quan, ha sy quan, cong nhan
trong co quan, don vi thuoc Cong an nhan dan.

k) Miu don, miu to khai: Gidy dang ky tap sy hanh nghé cong chimg
theo Mau TP-TSCC-01 ban hanh kém theo Thong tu s 04/2015/TT-BTP ngay
15/4/2015 ctia B Tu phap hudng dan tap sy hanh nghé cong ching

1) Can ctr phap ly:

- Luat cong chimg s6 53/2014/QH13;

- Thong tu ‘sé 04/2015/TT-BTP ngay 15/4/2015 cua BO Tu phap hudng
dan tap su hanh nghé cong chirng.

Mau don, to khai dinh kém.
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TP-TSCC-01

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

GIAY PANG KY TAP SU HANH NGHE CONG CHUNG
(Ban hanh kém theo Théong tw sé 04/2015/TT-BTP ngay 15 thing 04 ndm 2015)
Kinh gtri: S Tuphap........coovviiiiiii s

TN 0T LAttt e
SINh DAY i Nam/Nir:............
Chtrng minh nhan dan S6/Can cudc cong dan SO et

T,()i da hoan thanh khoa dao tao nghé cong ching va dugc cip Gidy ching nhén
tot nghiép khoa dao tao nghé cong chung/T6i da hoan thanh khoa boi dudng
nghe cong chimg va duoc cap Gidy chimg nhan hoan thanh khéa bdi dudng

nghé cong chung (1) SO........ ngay....... thang.....ndm........ do Hoc vién tu
phap cip. Toi d tu lién hé tdp Su/T6i di duge SO Tu phap bd tri tap su (2) tai
Phong cong chung.............. /Van phong cong ching........................

D1a Chl t1U SO e e
Thoi gian tap su du kién bat ddu tir ngdy .... thing ... nim.........

To61 xin cam doan chép hanh ding cac quy dinh phap luat va thuc hién dﬁy du
cac nghia vu cua nguoi tap su hanh nghé cong ching.

(Tinh, thanh phé), ngdy... thang... ndm...
Ngwoi dé nghi
(ky va ghi ro ho tén)
Chu thich:

- (1) Néu hoan thanh khoa dao tao nghé cong chimg thi chon phuong an trude dau “/” néu
hoan thanh khéa boi dudng nghe cong churng thi chon phuong an sau dau “/”

- (2) Néu tu lién hé tap su thi chon phwong 4n trudc ddu “/” néu duge S& Tu phéap bb tri tip su
thi chon phuong &n sau dau “/”
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2. Thay d6i noi tap sw hanh nghé cong chirng tir td chirc hanh nghé
cong chirng nay sang to chirc hanh nghé cong chirng khac trong cing mjt
tinh, thanh phé truc thudc trung wong. Mi sé ho so: T-BPC-281464-TT

a) Trinh ty thyc hién:

- Nguoi tap su gui gidy dé nghi thay d6i noi tap su dén So Tu phap noi
dang ky tap su. Gidy dé nghi phai néu rd 1y do thay d6i noi tap su, co xac nhan
cua to chtrc hanh nghé cong ching nhan tap su vé thoi gian va viéc thuc hién
quyen nghia vu ctia Nguoi tip su tai té chitc minh va xac nhan cua t6 chtrc hanh
nghé cong chimg ma Ngudi tip su xin chuyén dén vé viéc nhan tap su.

Trong thdi han 05 ngay lam viéc, ké tir ngay nhan duoc gidy dé nghi cua
nguoi tap sy, SO Tu phap thong bao bang vin ban cho nguoi tap su, to chic
hanh nghé cong ching nhan tap sy va t6 chirc hanh nghé cong chimg ma Nguoi
tap sy xin chuyen dén vé viéc thay doi noi tap su; trudng hop tir chdi thi phai
thong bao bang vin ban ¢ néu rd 1y do.

b) Cach thirc thue hién: Nop truc tiép hodc qua dudng buu chinh dén S
Tu phéap noi dang ky tap su.

¢) Thanh phan, s6 lwgng ho so:
- Thanh phén ho so:

Gidy d& nghi thay d6i noi tap su néu rd 1y do thay doi noi tap su va co xac
nhan ctia t6 chic hanh nghé cong ching

- 86 lwong hé so: 01 bo.

d) Thoi han giai quyét: 05 ngay 1am viéc, ké tir ngdy nhan duoc gidy dé
nghi cua nguoi tap su

d) Poi twong thue hién TTHC: C4 nhan

e) Co quan thyc hién TTHC:

- Co quan c6 thim quyén quyét dinh: S& Tu phap

- Co quan thyc hién thu tuc hanh chinh: S& Tu phap

g) Két qua thye hién TTHC: Thong bao vé viéc thay ddi noi tap su hoic
van ban thong bao vé viéc tur choi.

h) L¢ phi: Khong

i) Yéu céu, diéu kién thuc hién TTHC:Khong

k) Miu don, miu to' khai hanh chinh: Khong

1) Can ctr phap ly cua TTHC:

- Luat cong chimg s6 53/2014/QH13;
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- Thong tu s6 04/2015/TT-BTP ngay 15/4/2015 ctia B Tu phap hudng
dan tap su hanh nghé cong chirng.

52



3. Thay d6i noi tap sw tir t6 chirc hanh nghé cong chirng tai tinh,
thanh phé truc thudc trung wong nay sang té6 chirc hanh nghé cong chirng
tai tinh, thanh phé truc thudc trung wong khac. Mi sé hd so: T-BPC-
281465-TT.

a) Trinh ty thyc hién:

- Nguoi tap su gui gidy d& nghi thay doi noi tap su dén SO Tu phap noi
dang ky tap su. Gidy dé nghi phai néu rd 1y do thay d6i noi tap sy, co xac nhan
ctia to chirc hanh nghé cong chimg nhan tap su veé thoi gian, sO lan tam ngung
tap su (néu cb) va viéc thyc hién cic quyén, nghia vu cta nguoi tp sy tai to
chtrc minh.

S Tu phép thong bao bang van ban cho to chirc hanh nghé cong ching
nhan tap sy va nguoi tap su vé viée rat tén nguoi tdp su khoi Danh sach nguoi
tap su ctia SO Tu phap, dong thdi xac nhan thoi gian tip su, noi tap sy va sd 1an
tam ngung tap su (néu cO) cua nguoi tip sy tai dia phuong minh; truong hop tur
chéi thi phai thong bao bang vin ban c6 néu rd 1y do. Nguoi tap sy ding ky tap
su tai SO Tu phép noi c¢6 t6 chirc hanh nghé cong ching ma minh chuyén dén
theo quy dinh tai Diéu 2 ctia Thong tu s6 04/2015/TT-BTP ngay 15/4/2015 cua
Bo Tu phap huéng din tap sy hanh nghé cong chimg dé tiép tuc viéc tap su; hd
so dang ky tap su phai kém theo thong bao bang vin ban ctia S Tu phap noi
nguoi tap sy da dang ky tap su trude do6 theo quy dinh tai khoan nay.

b) Cach thirc thue hién: Nop truc tiép tai b phan tiép nhan hd so hoac
qua hé théng buu chinh dén So tu phép noi c6 t6 chirc hanh nghé cong ching
nhan tap su

¢) Thanh phan, s6 lwgng ho so:

- Thanh phén ho so:

+ Gidy de nghi thay di noi tap sy néu rd 1y do thay doi noi tap su va co
xac nhan cua to chirc hanh nghé cong chimg.

+ Gidy chiing nhan tot nghi¢p khoa dao tao nghé cong chimg hoic gidy
chirng nhan hoan thanh khoa boi dudng nghé cong chirng.

+ Thong bao bang vin ban cua S¢ Tu phap noi ngudi tap sy di ding ky
tap su trudc do vé viée rut tén nguoi tap sy khoi Danh sach ngudi tap su cua S&
tu phap, xac nhan thoi gian tap sy, noi tap sy va so lan tam ngurng tap su.

- 86 lwong hé so: 01 bé.

d) Thoi han giai quyét: 05 ngay 1am viéc, ké tir ngdy nhan duoc gidy dé
nghi cua nguoi tap su;

d) Poi twong thue hién TTHC: C4 nhan
e) Co quan thuc hién TTHC:
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- Co quan c6 thim quyén quyét dinh: S& Tu phap

- Co quan thuc hién thu tuc hanh chinh: S& Tu phap

g) Két qua thwe hién TTHC: Thong bao vé viéc fiﬁ ghi tén Yélo Danh
sach nguoi tap su cua S& tu phap hodc van ban thong bao vé viée tur choi

h) L¢ phi: Khong

i) Yéu ciu, didu kién thwe hién TTHC: Gidy chimg nhéan t6t nghiép
khoa dao tao nghé cong chiing hodc giady chiing nhdn hoan thanh khoa boi
dudng nghé cong chirng.

Khong thudec mot trong céc truong hop sau:

- Thudc trudng hop khong duoc bd nhiém cong ching vién theo quy dinh
tai Bi€u 13 cua Luat cong ching;

- Nguo1 dang 1a can bo, cong chirc, vién chirc (tror vién chirc lam viée tai
Phong cong chiing), s§ quan, quan nhan chuyén nghiép, cong nhan quéc phong
trong co quan, don vi thuéc Quan doi nhan dan; sy quan, ha sy quan, cong nhan
trong co quan, don vi thuoc Cong an nhan dan

k) Miu don, miu to khai hanh chinh: Gidy ding ky tdp su hanh nghé
cong chung (Mau TP-TSCC-01).

1) Can ctx phap ly cua TTHC:
- Luat cong chimg s6 53/2014/QH13;

- Thong tu ‘sé 04/2015/TT-BTP ngay 15/4/2015 cua Bo Tu phap hudng
dan tap su hanh nghé cong chirng.

Mau don, to khai dinh kém.
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TP-TSCC-01

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

GIAY PANG KY TAP SU HANH NGHE CONG CHUNG
(Ban hanh kém theo Théong tw sé 04/2015/TT-BTP ngay 15 thing 04 ndm 2015)

Kinh gtri: S Tuphap........coovviiiiiii s
TN 0T LAttt sttt
SINH DAY ..
Nam/Nir:............
Chtrng minh nhan dan S6/Can cudc cong dan SO: ....ovveveeeeeeeeeeeeeeeeeeenn. Ngay
cap:....... Jovoiid cevnin.. INOT CAP ettt et e et re e
Noi dang ky thuong trl (AOGC (@M 1F1L).....oeceeeeeeeeiieieeeeeeee e
ChO G RGN NMAY ...ttt en e

T61 da hoan thanh khoa dao tao nghé cong ching va dugc cip Gidy ching nhan
t6t nghi¢p khoa dao tao nghe cong ching/T61 da hoan thanh khoa bdi dudng
nghe cong chimg va duoc cap Gidy chimg nhan hoan thanh khéa bdi dudng

nghé cong chung (1) SO........ ngay....... thang.....ndm........ do Hoc vién tu
phap cip. Toi da tu lién hé tdp Sw/T6i dd duge SO Tu phap bd tri tap su (2) tai
Phong cong chung.............. /Van phong cong ching........................

3 I I 4 V0 g PR
Thoi gian tap su du kién bat ddu tir ngdy .... thang ... nim.........

To61 xin cam doan chép hanh ding cac quy dinh phap luat va thuc hién dﬁy du
cac nghia vy cua nguoi tap su hanh nghé cong ching.

(Tinh, thanh phé), ngady... thang... ndm...
Ngwoi dé nghi
(ky va ghi ro ho tén)
Chu thich:

- (D) N‘é'u hoan thanh khoa dao tao nghé cong ching thi chon phuong an trude dau “/” néu hoan thanh
khoa boi dudng nghé cong chung thi chon phuong an sau dau “/”

- (2) Néu ty lién hé tap sy thi chon phuong 4n truéc dau “/” néu duoc S& Tu phap b tri tap su thi
chon phuong an sau dau “/”
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4. Dang ky tap sy hanh nghé cong chung truong hop nguoi tap su thay do6i
noi tap sy sang to chirc hanh nghé cong ching tai tinh, thanh phd truc thudc
trung wong khac. Mi sb ho so: T-BPC-281466-TT

a) Trinh ty thwc hién:

Viéc dang ky tap sy duge thuc hién tai S& tu phap noi co td chirc hanh
nghé cong chirng ma nguoi tdp su hanh nghé cong chirng chuyén dén tap su.

_ So tu phap ghi t€n nguoi dang ky tap sy vao Danh sach nguoi tap sy hanh
nghé cong chirng cua S& tu phap

b) Cach thirc thuc hién: Nop truc tiép tai bd phan tiép nhan hd so hoic
qua h¢ thong buu chinh dén S& tu phap noi co6 t6 chirc hanh nghé cong chung
nhan tap su.

¢) Thanh phan, s6 lwgng hd so:
- Thanh phén ho so:
+ Gidy dang ky tap su hanh nghé cong ching.

+ Gidy chiing nhan tot nghi¢p khoa dao tao nghé cong chimg hoic gidy
chirng nhan hoan thanh khoa boi dudng nghé cong chirng.

+ Thong bao bang vin ban ctia S& Tu phap noi nguoi tip su da ding ky
tap su trudc do vé viéc rit tén nguoi tap su khoi Danh sach nguoi tap sy cua So
tu phap, xac nhan tho1 gian tap su, noi tap su va s6 1an tam ngung tap su

- 86 lwong hé so: 01 bé.

d) Thoi han giai quyét: 05 ngay lam viéc, truong hop tir chéi thi phai
thong bao bang vin ban va néu rd 1y do

d) Poi twong thue hién TTHC: C4 nhan

e) Co quan thuc hién TTHC:

- Co quan co6 thim quyén quyét dinh: S& Tu phap

- Co quan thyc hién thu tuc hanh chinh: S& Tu phap

g) Két qua thwe hién TTHC: Thong bdo vé viéc dd ghi tén vao Danh
sach ngudi tip su cta SO tu phap hodc vin ban thong bao vé viée tir chdi

h) L¢ phi: Khong

i) Yéu ciu, didu kién thwe hién TTHC: Gidy ching nhan tot nghiép
khoa dao tao nghé cong chung hoac gidy chimg nhan hoan thanh khoa boi
dudng nghé cong chirng.

- Khong thuoc mot trong cac truong hgp sau:

+ Thudc truong hop khong dugc bd nhiém coéng ching vién theo quy dinh
tai Bi€u 13 cua Luat cong ching;
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+ Nguoi dang 1a can bg, cong chirc, vién chuc (trir vién chire 1am viée tai
Phong cong chting), s§ quan, quan nhan chuyén nghiép, cong nhan quéc phong
trong co quan, don vi thuoc Quan doi nhan dan; sy quan, ha sy quan, cong nhan
trong co quan, don vi thuoc Cong an nhan dan

k) Miu don, miu to khai hanh chinh: Gidy ding ky tdp su hanh nghé
cong chung (Mau TP-TSCC-01).

1) Can ctr phap ly cua TTHC:

- Luat cong chimg s6 53/2014/QH13;

- Thong tu s6 04/2015/TT-BTP ngay 15/4/2015 ctia B Tu phap huong
dan tap su hanh nghé cong chirng.

Mau don, to khai hanh chinh: Giong TTHC s6 3
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5. Chim dit tap sw hanh nghé cong chirng. Ma s0 ho so:T-BPC-
281405-TT

a) Trinh ty thwc hién:

- Trong thoi han 05 ngay lam vigce, ké tir ngay nguoi tap su chdm dut tap
su trong cac truong hop quy dinh tai cac diéma, b, ¢, d, d, e va h khoan 1 Diéu 6
Thong tu s6 04/2015/TT-BTP ngay 15/4/2015 ctua Bo Tu phép hudng dan tap su
hanh nghé cong ching, to chitc hanh nghé cong chimg nhan tap sy phai bao co
S& Tu phap bang vin ban, trong d6 néu rd 1y do cham dut tap su.

- Trong thoi han 05 ngdy lam viéc, ké tir ngay nhan dugc bao cdo cua to
chtrc hanh nghé cong chimg, S& Tu phap ra quyét dinh cham dut tip su, dong
thot x6a tén nguoi tap su khoi Danh sach nguoi tap su cua S¢ Tu phap.

b) Cach thirc thwe hién: Bao cao bang vin ban vé viéc cham dut tap su
duoc to chuc hanh nghé cong chuing nhan tap su dugc ndp truc tiép tai b0 phan
tiép nhan ho so hodc qua hé théng buu chinh dén S Tu phap noi ding ky tap su

¢) Thanh phan, s6 lwgng ho so:

- Thanh phén ho so: Béo céo bﬁng van ban vé viéc chidm dut tap su hanh
nghé cong ching

- 86 lwong hé so: 01 bé.

d) Thoi han giai quyét: Trong thoi han 05 ngay lam viée, ké tir ngay
nhan duogc bao cao

d) P6i twong thyue hién TTHC: T chiic hanh nghé cong ching

e) Co quan thyc hién TTHC:

- Co quan co6 thim quyén quyét dinh: S& Tu phap

- Co quan thuc hién thu tuc hanh chinh: S& Tu phap

g) Két qua thyc hién TTHC: Quyét dinh chim dit tp su

h) L¢ phi: Khong

i) Yéu cau, diéu kién thwe hién TTHC:

Nguoi tap su chidm dut viéc tap su hanh nghé cong chirng khi thuoc mot
trong cac truong hop sau day:

- Tu chdm dut tap su;

- Pugc tuyén dung 1a can bo, cong chuc, vién chirc (trir vién chirc lam
viéc tai Phong cong chimg), s§ quan, quin nhan chuyén nghiép, cong nhan qubc
phong trong co quan, don vi thudc Quan doi nhan dan; sy quan, ha sy quan,
cong nhan trong co quan, don vi thuoc Cong an nhan dan;
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- Khong con thuong tra tai Viét Nam;
- Bi két 4n va ban an da c6 hiéu luc phap luat;

- Bi 4p dung bién phap xu 1y hanh chinh theo quy dinh ctia phap luat vé
xtr ly vi pham hanh chinh;

- Tam ngung tap sy qua s6 lan quy dinh hodc da hét thoi han tam ngung
tap su theo quy dinh tai khoan 2 Diéu 5 cua Thong tu Thong tu s6 04/2015/TT-
BTP ma khong tiép tuc tap su;

- Thudc trudng hop khéng duge dang ky tap su hanh nghé cong ching tai
thot diém dang ky tap su.

k) Miu don, miu to khai hanh chinh: Khong

1) Can ctx phap ly cia TTHC:

- Luat cong chimg s6 53/2014/QH13;

- Thong tu s6 04/2015/TT-BTP ngay 15/4/2015 ctia B Tu phap huéng
dan tap su hanh nghé cong chirng.
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6. Dang ky tap su lai hanh nghé cong chirng sau khi chAm dit tap sw
hanh nghé cong chirng. Ma so ho so: T-BPC-281404-TT
a) Trinh ty thwc hién:

- Viéc dang ky tap su lai dugc thuc hién tai S& Tu phdp noi co t6 chirc
hanh nghé cong chirng nhan tap su.

- Trong thoi han bay ngay lam viéc ké tir ngay nhan da ho so hop 18, So
Tu phap ghi tén ngudi dang ky tap su lai vao Danh sach ngudi tip su hanh nghé
cong chimg ctia S¢ Tu phap, dong thdi thong bao bang vin ban cho nguoi ding
ky tap su lai va to chirc hanh nghé cong ching nhan tap su, truong hop tir chdi
thi phai thong bao bang vian ban va néu 13 1y do.

b) Cach thire thwe hién: Hd so ding ky lai tp sy ndp truc tiép hodc qua
hé théng buu chinh dén S¢ Tu phép noi ¢6 to chirc hanh nghé cong ching nhan
tap su

¢) Thanh phan, s6 lwgng ho so:
- Thanh phén ho so:

+ Gidy dang ky tap sy hanh nghé cong ching theo Mau TP-TSCC-01 ban
hanh kém theo Thong tu s6 04/2015/TT-BTP;

+ Gidy chiig nhan tot nghiép khod ddo tao nghé cong ching hoidc gidy
chting nhan hoan thanh khoa bdi dudng nghé cong ching (ban sao cé ching
thuc hodc ban chup kém theo ban chinh dé dbi chiéu).

- 86 lwong hé so: 01 bé.

d) Thoi han giai quyét: Trong thoi han 07 ngay lam viée, ké tir ngay
nhan du ho so hop 16

d) Poi twong thue hién TTHC: C4 nhan

e) Co quan thuc hién TTHC:

- Co quan c6 thim quyén quyét dinh: S& Tu phap

- Co quan thyc hién thu tuc hanh chinh: S& Tu phap

g) Két qua thwe hién TTHC: Quyét dinh vé viéc ding ky tap su hanh
nghé cong chirg hodc vin ban thong bao vé viée tir chdi

h) L¢ phi: Khong

i) Yéu ciu, diéu kién thwe hién TTHC: Ngudi tap sy chim dut viée tap
su hanh nghé cong chung dugc xem xét dang ky lai viée tap sy khi du diéu kién
ding ky tdp su hanh nghé coéng chimg theo quy dinh tai Théng tu sb
04/2015/TT-BTP va thudc mot trong cac truong hop sau day:

- Ly do chim dut tap su quy dinh tai cac diém a, b, ¢, e va h khoan 1 Diéu
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6 Thong tu s6 04/2015/TT-BTP khong con;
-ba chép hanh xong ban an, trtr truong hop bi két an vé t6i pham do cd v;

- Pa chap hanh xong bién phap xir Iy hanh chinh theo quy dinh ctia phap
ludt vé& xur Iy vi pham hanh chinh;

- Sau thoi han 02 nam, ké tir ngdy quyét dinh ctia S¢ Tu phéap vé viéc x6a
tén nguoi tap su khoi Danh sach nguoi tap su theo quy dinh tai khoan 1 Piéu 30
cua Thong tu 04/2015/TT-BTP ¢6 hi¢u luc.

k) Mau don, miu to khai hanh chinh: Gidy ding ky tdp su hanh nghé
cong chung theo Mau TP-TSCC-01 ban hanh kém theo Thong tu sd
04/2015/TT-BTP

I) Can cir phap ly cia TTHC:
- Luat cong chimg s6 53/2014/QH13;

- Thong tu s6 04/2015/TT-BTP ngay 15/4/2015 ctia B Tu phap hudng
dan tap su hanh nghé cong chirng.

Mau don, to khai dinh kém.
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(TP-TSCC-01)
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

GIAY PANG KY TAP SU HANH NGHE CONG CHUNG
(Ban hanh kém theo Théng tir s6 04/2015/TT-BTP ngay 15 thing 04 nam 2015)

Kinh gtri: S& Tu phap .....ooeevvveeeenenns
TN 0T LA .ottt
Sinh ngay: .....cccoeeveeeenneen. R, Nam/NT: .ot
Ching minh nhan dan s6/Cén cudc cOng dan SO ..o Ngay
cap:........ foveraaans foveeeeeeennn, NOT CAP: i e
Noi dang ky thuong trll (Aodc tam trih): .......ccceveveeieeiiieeeiee e,
ChO G RN NMAY: ..ot

T6i di hoan thanh khod dao tao nghé cong ching va duge cip Gidy chimg nhan
t6t nghiép khoa dao tao nghé cong ching/Toi dd hoan thanh khéa bdi dudng
nghé cong chimg va dugc cip Gidy ching nhin hoan thanh khoa bdi dudng

nghé coéng chung (1) sb.............. ngay..... thang..... nam........ do Hoc vién tu
phap cép. To61 da tu lién hé tap su/T61 da duge S& Tu phap b tri tap su (2) tai
Phong cong ching.................. /Van phong cong chimng............ccoeevveveviniennne.

D1 ChI U SO: et
Thoi gian tap su du kién bat dau tir ngdy .... thang .... ndm .......

To61 xin cam doan chép hanh ding cac quy dinh phap luat va thyc hién dﬁy du
cac nghia vu clia nguoi tp su hanh nghé cong chimng.

(Tinh, thanh pho), ngay ... thang ... nam ...

Nguoi dé nghi
(ky va ghi ro ho tén)

Chi thich: ‘ , ,
- (1) Néu hoan thanh khoa dao tao nghé cong chimg thi chon phuong an truge dau “/”; néu
hoan thanh khoa boi dudng nghé cong ching thi chon phuong an sau dau “/”. )
- (2) Néu tu lién hé tap su tl}i chon phuong an trude dau “/’; néu duge S& Tu phap bo tri tap
su thi chon phuong an sau dau “/”.
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7. Tir chéi hwéng dén tap sw (truwong hop t6 chirc hanh nghé cong
chlrng khong c6 cong chirng vién khac du diéu kién huéong din tap sw). Ma
s0 hd so : T-BPC-281402-TT

a) Trinh ty thwc hién:

- Cong chung vién tir chdi hudng din tap su trong trudng hop khong du
di€u kién hudng dan tip su theo quy dinh tai khoan 3 DPi€u 11 cua Luat Cong
ching hoac c6 ly do chinh dang khac.

- Cong chung vién tir chdi hudng dan tap su phai thong bao bang van ban
cho t6 chirc hanh nghé cong ching nhan tap su. T chirc hanh nghé cong ching
nhan tip su phan cong mot cong ching vién khac du diéu kién hudéng dan tap
su; truong hop to chirc hanh nghé cong ching khong c6 cong ching vién khac
da diéu kién huéng din tap sy thi phai thong bao bang vin ban cho S¢ Tu phép.
Trong thoi han 07 ngiy lam viéc, ké tir ngay nhan dugc thong bio cua to chic
hanh nghé cong ching, S& Tu phap c6 trach nhiém chi dinh mét to chirc hanh
nghé cong chiing khac nhan tap sy va ctr cong chirng vién hudng dan tap su.

b) Cach thirc thuc hién: Hb so duoc ndp truc tiép tai b0 phan tiép nhan
ho so hodc qua hé théng buu chinh dén S& Tu phap noi dang ky tap su

¢) Thanh phan, s6 lwgng ho so:

- Thanh phén ho so: Thong bao bang vin ban vé viéc cong ching vién tir
chéi huéng dan tap sy va to chirc hanh nghé cong chimg khong co cong ching
vién khac du diéu kién hudng dan tap su

- 86 lwong hé so: 01 bé.

d) Thoi han giai quyét: Trong thoi han 07 ngay lam viée, ké tir ngay
nhan duogc thong bao ciia to chirc hanh nghé cong ching

d) Poi twong thuwe hién TTHC: T4 chirc hanh nghé cong ching.
e) Co quan thyc hién TTHC:

- Co quan co6 thim quyén quyét dinh: S& Tu phap

- Co quan thyc hién thu tuc hanh chinh: S& Tu phap

g) Két qua thwc hién TTHC: Vin ban ctua S¢ Tu phap chi dinh mot to
chire hanh nghé cong chimg khac nhan tap su va ctr cong ching vién huéng din
tap su

h) L¢ phi: Khong

i) Yéu céu, diéu kién thuc hién TTHC: Khong
k) Miu don, miu to' khai hanh chinh: Khong
1) Can ctr phap ly cia TTHC:
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- Luat cong chimg s6 53/2014/QH13;

- Thong tu s6 04/2015/TT-BTP ngay 15/4/2015 ctia B Tu phap huéng
dan tap su hanh nghé cong chirng.
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8. Thay ddi cong chirng vién hwéng din tip sw trong truwong hop
ngudi tip s dé nghi thay doi. Ma sé ho so: T-BPC-281401-TT

a) Trinh ty thwc hién:
- Nguoi tip su dé nghi thay doi cong chimg vién huéng dan tap su;

- T6 chirc hanh nghé céng chimg phin cong cong ching vién khac huéng
dan tap su; truong hop khong c6 cong chimg vién khac du diéu kién huéng dan
tap sy thi to chirc hanh nghé cong ching thong bio bang vin ban cho S& Tu
phap;

- S& Tu phap chi dinh t6 chirc hanh nghé cong chimg khac nhan nguoi tap
su va cir cong chimg vién hudng dan tap su.

b) Cach thirc thuc hién: Hb so duoc ndp truc tiép tai b0 phan tiép nhan
ho6 so hodc qua hé théng buu chinh dén S¢ Tu phap noi ¢6 to chirc hanh nghé
cong chiing nhan tap su

¢)Thanh phan, s lwong hd so:

- Thanh phan hé so: Thong bao bang vin ban cua to chic hanh nghé
cong chung vé viéc khong c6 cong ching vién du diéu kién hudng dan tap su

- 86 lwong hé so: 01 bé.

d) Thoi han giai quyét: Trong thoi han 07 ngay lam viée, ké tir ngay
nhan dugc thong bao ciia to chirc hanh nghé cong ching

d) P6i twong thue hién TTHC: T chiic hanh nghé cong ching
e) Co quan thyc hién TTHC:

- Co quan c6 thim quyén quyét dinh: S& Tu phap

- Co quan thyc hién thu tuc hanh chinh: S& Tu phap

g) Két qua thwe hién TTHC: Vin ban ctaa S¢ Tu phap chi dinh t6 chirc
hanh nghé cong chimg khac cir cong ching vién hudng dan tap su

h) L¢ phi: Khong

i) Yéu céu, diéu kién thuc hién TTHC: Khong
k) Miu don, miu to' khai hanh chinh: Khong
1) Can ctx phap ly cia TTHC:

- Luat cong chimg s6 53/2014/QH13;

- Thong tu s6 04/2015/TT-BTP ngay 15/4/2015 ctia B Tu phap hudng
dan tap su hanh nghé cong chirng.
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9. Thay doi cong chirng vién huwéng din tip sy trong truong hop to
chirc hanh nghe cong chu’ng nhin tap sy tam nglrng hoat dong, chim durt
hoat dong hoac bi chuyen doi, giai thé. M s6 hd so: T-BPC-281467-TT

a) Trinh ty thwe hién:

- Trong trudng hop to chirc hanh nghé cong ching nhan tip su tam nging
hoat dong, chidm dt hoat dong hodc bi chuyén doi, giai thé thi nguoi tap su thoa
thudn v&i mot to chirc hanh nghé cong ching khac dé tap su; truong hop khong
thoa thuan duoc thi dé nghi S¢ Tu phép chi dinh mot to chirc hanh nghé cong
chiing dé tap su;

- S& Tu phap chi dinh mdt to chic hanh nghé cong chimg khac nhan
nguoi tap sy va ctr cong ching vién hudng dan tap su.

b) Cach thirc thue hi€én: NOop truc tiép tai b0 phan tiép nhan hd so hoac
qua hé théng buu chinh dén S¢ Tu phap noi minh mudn tap sy

¢) Thanh phan, s6 lwgng ho so:

- Thanh phén ho so: Vin ban dé nghi cua nguoi tap su vé viéc chi dinh
t6 chtrc hanh nghé céng ching khac dé tap su

- 86 lwong hé so: 01 bé.

d) Thoi han giai quyét: 07 ngay lam viéc, ké tur ngay nhan duoc dé nghi
clia nguoi tap su

d) Poi twong thue hién TTHC: C4 nhan

e) Co quan thuc hién TTHC:

- Co quan co6 thim quyén quyét dinh: S& Tu phap

- Co quan thyc hién thu tuc hanh chinh: S& Tu phap

g) Két qua thwe hién TTHC: Vin ban ctaa S¢ Tu phap chi dinh t6 chirc
hanh nghé cong chimg khac cir cong ching vién huéng dan tap su

h) L¢ phi: Khong

i) Yéu céu, diéu kién thuc hién TTHC: Khong
k) Miu don, miu to' khai hanh chinh: Khong
1) Can ctr phap ly cua TTHC:

- Luat cong chimg s6 53/2014/QH13;

- Thong tu s6 04/2015/TT-BTP ngay 15/4/2015 ctia B Tu phap huéng
dan tap su hanh nghé cong chirng.
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10. Ping ky tham dy kiém tra két qua tap sw hanh nghé cong chirng.
M3 s6 ho so: T-BPC-281396-TT

a) Trinh ty thwc hién:

- Nguoi tap sy dang ky tham dy kiém tra két qua tap su hanh nghé cong
chirng tai S& Tu phéap noi dang ky tap su;

- S¢ Tu phép thong béo bang vin ban cho ngudi dang ky vé viéc ghi tén
ngudi d6 vao danh sach dé nghi B6 Tu phap cho tham du kiém tra két qua tap
su; trudng hop tir chdi thi phai thong bao bang vin ban ¢6 néu rd 1y do

b) Cach thire thwe hién: Nguoi tap su dang ky tham du kiém tra két qua
tap su hanh nghé cong ching tai S& Tu phép noi dang ky tap su

¢) Thanh phan, s6 lwgng ho so:
- Thanh phén ho so:

+ Gidy dang ky tham du kiém tra két qua tap su hanh nghé cong ching
theo Mau TP-TSCC-02 ban hanh kém theo Thong tu s6 04/2015/TT-BTP;

+ Béo cdo két qua tap sy hanh nghé cong chiing

- 86 lwong hé so: 01 bé.

d) Thoi han giai quyét: Trong thoi han 15 ngdy, ké tir ngay nhan du hd
so hop 1€

d) Poi twong thue hién TTHC:

e) Co quan thyc hién TTHC:

- Co quan ¢6 thim quyén quyét dinh: S& Tu phap

- Co quan thuc hién tha tuc hanh chinh: S& Tu phap

g) Két qua thwe hién TTHC: S¢ Tu phap ghi tén ngudi dang ky tham du
kiém tra vao danh sach dé nghi Bo Tu phap cho tham du kiém tra két qua tap su
va thong bao bang vin ban cho ngudi dang ky biét

h) L¢ phi: Ca nhan nop ho so tham du kiém tra két qua tap sy hanh nghé
cong chimg b6 nhiém cong ching vién thi phai ndp phi sat hach b6 nhiém cong
ching vién: 2.000.000 dong/hd so/lan dy thi (quy dinh cua Théng tu so
54/2015/TT-BTC)

i) Yéu céu, diéu kién thuc hién TTHC: Khong

k) Miu don, miu to khai hanh chinh: Gidy ding ky tham du kiém tra
két qua tdp sy hanh nghé cong chimg theo Mau TP-TSCC-02 ban hanh kém theo
Thong tu sé 04/2015/TT-BTP

1) Can ctr phap ly cua TTHC:
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- Luat cong chimg s6 53/2014/QH13;
- Thong tu s6 04/2015/TT-BTP ngay 15/4/2015 ctia B Tu phap huéng
dan tap su hanh nghé cong chirng.

- Thong tu ) 5f1/2015/TT—BTC ngay 21/4/2015 cua Bo Tai chinh Quy
dinh thu phi sat hach b6 nhi€ém cong chiing vién; 1€ phi cap thé cong chirng vién,
cap gidy dang ky hoat dong Van phong cong chirng

Mau don, to khai dinh kém.
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(TP-TSCC-02)
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

GIAY PANG KY THAM DU
KIEM TRA KET QUA TAP SU HANH NGHE CONG CHUNG
(Ban hanh kém theo Théng tir s6 04/2015/TT-BTP ngay 15 thing 04 nam 2015)

Kinh gtri: S& Tu phap .....ooeevvvveennennns
TN 0T LA .ttt e
Sinh NAY: ..vvvveiiiieeeeeee e, y Nam/NT e,
Ching minh nhan dan s6/Cén cudc cOng dan sO: ..o Ngay
cap:........ foveraans foveeeeeeeennn, NOT CAP: coiiiieee e e
Noi dang ky thuong trl (Aodc tam trih): ........cceeeveeieeieiiiieeeiee e,
ChO G RN NAY: ...ttt

ching..........oooooiiiiiiii . /T61 da hoan thanh thoi gian va nghia vu cua
nguoi tap sy tai Van phong cong chimg..............coooviiiiviviiieeenieeeeeeen (1)
D1 Chi U SO: e

....thang ....ndm .......
To1 xin cam doan chap hanh ding cac quy dinh phap luat va thyc hién day du
cac nghia vu cua thi sinh tham du kiém tra.

Xac nhan cua (Tinh, thanh pho), ngdy ... thang ... nam ...
Truwéng Phong/Truwéng Van phong Ngudi dé nghi
(xdc nhdn cdc thong tin nguoi tdp su (ky va ghi ré ho tén)

cung cap, ky, ghi ré ho tén va dong
ddu cua to chuc)
Chii thich:
(1) Néu hoan thanh thoi gian va nghia vu cua nguoi tap su tai Phong cong chung thi chon
phuong an trude dau “/’; néu hoan thanh thoi gian va nghia vu cua nguoi tap su tai Van
phong cong chung thi chon phuong én sau dau “/”.
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11. Ping Ky hanh nghé va cip Thé cong chirng vién. Mi sb ho so: T-
BPC-281392-TT

a) Trinh ty thwc hién:

- T6 chtc hanh nghé coéng chimg ndp hd so dén S Tu phép noi to chirc
d6 dang ky hoat dong;

- Trong thdi han 10 ngay lam viéc, ké tir ngdy nhan da ho so hop 18, So
Tu phap xem xét, ghi tén nguoi duoc ding ky hanh nghé vao Danh sach cong
chtng vién hanh nghé tai dia phuong va cip Thé cong ching vién; truong hop
tir chdi thi phai théng bao bang vin ban c6 néu 13 1y do.

b) Cach thirc thuc hién: Nop truc tiép hodc guri qua hé théng buu chinh
dén S¢ Tu phap noi to chirc hanh nghé cong ching ding ky hoat dong

¢) Thanh phan, s6 lwgng ho so:

- Thanh phén ho so:

+ Gidy dé nghi ding ky hanh nghé va cdp Thé cho cong ching vién theo
Mau TP-CC-06 ban hanh kém theo Thong tur s6 06/2015/TT-BTP;

+ Quyét dinh b6 nhiém ciia cong chimg vién dugce dé nghi dang ky hanh
nghé va cip Thé cong ching vién (ban sao co ching thuc hodc ban chup kém
theo ban chinh dé dbi chiéu);

+ 01 anh chan dung ¢& 2cm x 3cm cia mdi cong chimg vién duoc dé nghi
dang ky hanh nghé va cip Thé (anh chup khong qua 06 thang trudc ngiy ndp anh);

+ Thé Hoi vién hodc gidy to khac chimg minh cong chimg vién da 1a Hoi
vién cua Hoi cong chirng vién (& nhitng noi da thanh 1ap Ho1 cong ching vién);

+ Gidy to ching minh noi cu tra ciia cong ching vién tai tinh, thanh phd
truc thudc Trung wong noi to chirc hanh nghé cong ching co tru so;

+ Gidy to ching minh d& cham dat hanh nghé ddi voi nguoi dang hanh
nghé luat su, ddu gid, thira phat lai hodc cong viée thuong xuyén khac.

- 86 lwong hé so: 01 bé.

d) Thoi han giai quyét: Trong thoi han 10 ngay lam viéc ké tir ngay nhan
du hd so hop 16

d) P6i twong thue hién TTHC: T chiic hanh nghé cong ching
e) Co quan thyc hién TTHC:

- Co quan c6 thim quyén quyét dinh: S& Tu phap

- Co quan thyc hién thu tuc hanh chinh: S& Tu phap
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g) Két qua thwe hién TTHC: Nguoi dugc ding ky hanh nghé duoc ghi tén
vao Danh sach cong ching vién hanh nghé tai dia phuong va duoc cip Thé cong
chimg vién hodc van ban thong bao viéc bi tir chdi ddng ky hanh nghé

h) Lé phi: Cap mdi, cip lai thé cong chimg vién: 200.000 dong/thé theo
quy dinh ctia Thong tu sé 54/2015/TT-BTC

i) Yéu céu, diéu kién thuc hién TTHC: Khong

k) Miu don, miu to khai hanh chinh: Gidy dé nghi dang ky hanh nghé
va cAp Thé cho cong ching vién theo Mau TP-CC-06 ban hanh kém theo Thong
tu s6 06/2015/TT-BTP

) Can ctr phap ly cia TTHC:

- Luat cong chimg s6 53/2014/QH13;

- Théng tu sb 06/2015/TT-BTP ngay 15/6/2015 cua BO Tu phap quy
dinh chi tiét va hudng dan thi hanh mot s6 di€u cuia Luat cong ching.

- Thong tu s6 54/2015/TT-BTC ngay 21/4/2015 cua B Tai chinh Quy
dinh thu phi sat hach b6 nhi€ém cong ching vién; 1€ phi cap thé cong chirng vién,
cap gidy dang ky hoat dong Van phong cong chirng

Mau don, to khai dinh kém.
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TP-CC-06
(Ban hanh kém theo Thong tu so 06/2015/TT-BTP)

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

GIAY PE NGHI PANG KY HANH NGHE
VA CAP THE CONG CHUNG VIEN
Kinh giri: S& Tu phép tinh (thanh phd)........c.ccovveveeeennee.

Tén to chirc hanh nghé cong

Pé nghi S¢ Tu phap ding ky hanh nghé va cdp Thé cong ching vién cho
cac cong chiing vién sau day:

STT Ho va tén Noi cu tru

1

Tinh (thanh pho)...., ngay....... thang......nam......

Trwdéng Phong cong chirng/Trudédng Van phong cong
chirng

(ky, ghi 16 ho tén va déng ddu)
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12. Cap lai thé cong chirng vién. Ma sé hé so: T-BPC-281390-TT

a) Trinh ty thyc hién:

- Cong ching vién dé nghi cap lai Thé cong ching vién theo quy dinh

- Trong thdi han 05 ngay lam viéc, ké tir ngay nhan di hd so hop 18, So
Tu phép cap lai Thé cho cong ching vién; trudng hop tir chéi thi phai thong bao
bang vin ban va néu rd 1y do

b) Cach thirc thue hi€én: Nop truc tiép hodc gtri qua hé théng buu chinh
dén S& Tu phép noi minh dang ky hanh nghé

¢) Thanh phan, s6 lwgng ho so:
- Thanh phén ho so:
+ Gidy dé nghi cap lai Thé cong chung vién;

+ 01 anh chan dung ¢ 2 cm x 3 cm (anh chyp khong quéa 06 thang trudc
ngay nop anh);

+ Thé cong chiing vién dang sir dung (trong truong hgp Thé bi hong)
- 86 lwong hé so: 01 bé.

d) Thoi han gidi quyét: 05 ngay lam viéc ké tir ngdy nhan du hd so hop

d) boi twong thwe hién TTHC: Cong chirng vién

e) Co quan thuc hién TTHC:

- Co quan c6 thim quyén quyét dinh: S& Tu phap

- Co quan thyc hién thu tuc hanh chinh: S& Tu phap

g) Két qua thuc hién TTHC:

h) Lé phi: Lé phi cép lai thé cong ching vién: 200.000 dong/thé

1) Yéu clu, diéu kién thyc hién thu tuc hanh chinh: Thé da dugc cap bi

mat, b1 hong

k) Miu don, miu to khai hanh chinh: Gidy dé nghi cip lai Thé cong
chtirng vién (Mau TP-CC-07)

1) Can ctr phap ly cia TTHC:

- Luat cong chimg s6 53/2014/QH13;

- Thong tu s6 06/2015/TT-BTP ngay 15/6/2015 cua BO Tu phap quy
dinh chi tiét va hudng dan thi hanh mot s6 di€u cuia Luat cong ching.

- Thong tu sb 54/2015/TT-BTC ngay 21/4/2015 cua B¢ Tai chinh Quy
dinh thu phi sat hach b6 nhi€ém cong chiing vién; 1€ phi cap thé cong chirng vién,
cap gidy dang ky hoat dong Van phong cong chirng
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Mau don, to khai dinh kém

TP-CC-07
(Ban hanh kém theo Théng tw s6 06/2015/TT-BTP)

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

GIAY PE NGHI
CAP LAI THE CONG CHUNG VIEN
Kinh giri: S& Tu phép tinh (thanh phd) ........................
Téntoila: .coooeiveiennn. Nam, nff: ................ Sinh ngay: ....... [ovruid v

Chtrng minh nhan dan/Ho chiéu/Can cude cong dan 86: .....ovecveeeeene...
Ngay cap: .......... [ovieiaane. oieeeieeannne. NOT CAP: v
Hién dang hanh nghé cong ching tai Phong cong ching/Vian phong cong

D12 Chi trU SO: e
Pi dugc cip Thé cOng chiing VIBN 887 .....veveveeeeeeeeeeeeeee e
Ly do dé nghi cap lai Thé cong ching vién:....................

To1 xin chiu trach nhi€ém vé nhitng ndi1 dung néu trén va cam doan tuan
thu cac nguyén tac hanh nghé cong chiing, thuc hién day du cac quyén, nghia vy
cua cong chirng vién theo quy dinh ctia phap luit.

Xac nhan ciaa Truéng Tinh (thanh pho)....,

Phong cong chirng/Trudng Van ngay......thang.....nam......
phong cong chirng vé viéc cong
chung vién dang hanh nghé tai t6
chtrc minh (ky va ghi ro ho tén)

Ngudi dé nghi

(ky, ghi r('g~ ho tén va dong
ddu)
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13. X6a ding ky hanh nghé ciia cong ching vién. M3 s ho so. T-BPC-
281391-TT

a) Trinh ty thwc hién:

- Khi cong chimg vién khong con lam viéc tai t6 chirc hanh nghé cong
ching thi t6 chirc hanh nghé cong chimg c6 trach nhiém thong bao cho S¢ Tu
phap dé xd6a dang ky hanh nghé cia cong chirng vién.

- Cong chung vién khong dugc ky van ban cong ching ké tir ngay chdm
dut tu cach thanh vién hop danh hodc cham dut hop dong lam viéc, hop dong
lao dong tai to6 chirc hanh nghé cong chung.

b) Cach thire thwe hién: T6 chirc hanh nghé cong ching thong bao cho
S& Tu phap

¢) Thanh phan, s6 lwgng ho so:
- Thanh phén hé so: Khéng quy dinh cu thé
- 86 lwong hé so: Khéng quy dinh cu thé

d) Thoi han giai quyét: Trong thdi han 07 ngdy lam viéc ké tir ngay nhan
duoc thong bao ciia to chirc hanh nghé cong ching

d) P6i twong thue hién TTHC: T6 chiic hanh nghé cong ching
e) Co quan thuc hién TTHC:

- Co quan c6 thim quyén quyét dinh: S& Tu phap

- Co quan thuc hién thu tuc hanh chinh: S& Tu phap

g) Két qua thyc hién TTHC: Khong

h) L¢ phi: Khong

i) Yéu cau, diéu kién thwe hién TTHC: Cong ching vién bi tam dinh
chi hanh nghé cong ching trong cic trudng hop sau day:

- Cong churng vién dang bi truy clru trach nhi€m hinh sy;

- Cong ching vién dang bi ap dung bién phap xur ly hanh chinh
k) Miu don, miu to khai hanh chinh: Khong

1) Can ctx phap ly cia TTHC:

- Luat cong chimg s6 53/2014/QH13;

- Thong tu s6 06/2015/TT-BTP ngay 15/6/2015 cua BO Tu phap quy
dinh chi tiét va hudng dan thi hanh mot s6 di€u cua Luat cong ching.

75



14. Hily b6 quyét dinh tam dinh chi hanh nghé cong chirng. M s6 ho
so. T-BPC-281399-TT

a) Trinh ty thwc hién:

- Cong ching vién giri don yéu cau dén S¢ Tu phap;

‘ - Trén co s& hé s0' do cong chung vién ndp, S6 Tu phap can cir quy dinh
ve€ viéc huy bo quyét dinh tam dinh chi hanh nghé cong chung theo Luat Cong
chirng ra quyét dinh huy bo;

- Gti quyét dinh huy bo quyét dinh tam dinh chi hanh nghé cong chung
cho cong chung vién, t6 chirc hanh nghé cong ching noi cong ching vién lam
viéc, UBND cap tinh, thanh pho tryc thudc trung wvong va Bo Tu phap.

b) Cach thirc thye hién: So Tu phap ra Quyét dinh huy bo quyét dinh
tam dinh chi hanh nghé cong ching

¢) Thanh phin ho so: Thong bao cua to chirc hanh nghé cong chimng

- 86 lwong ho so: khong quy dinh

d) Thoi han giai quyét: Khong quy dinh

d) P6i twong thue hién TTHC: Cong ching vién

e) Co quan thuc hién TTHC:

- Co quan c6 thim quyén quyét dinh: S& Tu phap

- Co quan thuc hién thu tuc hanh chinh: S& Tu phap

g) Két qua thye hién thi tuc hanh chinh: Quyét dinh huy bo quyét dinh
tam dinh chi hanh nghé€ cong chiing

h) L¢ phi: Khong

1) Yéu cau, diéu kién thuc hién thu tuc hanh chinh:

S¢ Tw phap quyét dinh hiy b6 quyét dinh tam dinh chi hanh nghé
cong chirng truwde thoi han doi véi cong chirng vién trong cac trwong hop
quy dinh sau:

+ C6 quyét dinh dinh chi diéu tra, dinh chi vu 4n hodc ban 4n dé c6 hiéu
lyc cua Toa an tuyén khong co t01;

+ Khong con bi ap dung bién phap xir ly hanh chinh theo quy dinh cua
phép luat vé xtr Iy vi pham hanh chinh.

k) Miu don, miu to khai hanh chinh: Khong
1) Can ctx phap ly cua TTHC:
- Luat cong chimg s6 53/2014/QH13;
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15. Thanh 1ap Vin phong Cong chirng. Mi s ho so. T-BPC-281398TT
a) Trinh ty thuc hién:

- Cong chimg vién dé nghi thanh lap Van phong cong ching nop hé so dé
nghi thanh 1ap Van phong cong chirng giri Uy ban nhan dan cap tinh xem xét,
quyét dinh.

- Trong thdi han hai muoi (20) ngay, ké tir ngay nhin da hd so, Uy ban
nhan dan cdp tinh xem xét, quyét dinh cho phép thanh 1ap Vin phong cong
chtng; trudng hop tir chdi phai thong bao bing vin ban va néu rd 1y do

b) Cach thirc thwe hién: Gui ho so dé nghi thanh l1ap Van phong cong
chtng cho Uy ban nhdn dan tinh

¢) Thanh phan, s6 lwgng ho so:
- Thanh phén ho so:
+ Pon d& nghi thanh lap Vin phong Cong ching;

+ D¢ 4n thanh 1ap Vian phong cong ching néu rd sy can thiét thanh lap, du
kién ve to churc, tén goi, nhan sy, dia di€m dat tru s¢, cac di€u kién vat chat va ké
hoach trién khai thuc hién;

+ Ban sao quyét dinh bo nhiém Cong ching vién tham gia thanh 1ap Vin
phong cong ching.

- 86 lwong hé so: 01 bé.

d) Thoi han giai quyét: Trong thdi han 20 ngay ké tir ngay nhan du ho so
dé nghi thanh lap Van phong cong chimng

d) Doi twong thwe hién TTHC: Cong chirng vién

e) Co quan thuc hién TTHC:

- Co quan c6 thim quyén quyét dinh: UBND tinh

- Co quan thyc hién thu tuc hanh chinh: S& Tu phap
g) Két qua thyc hién TTHC: Quyét dinh hanh chinh
h) L¢ phi: Khong

i) Yéu céu, diéu kién thuc hién TTHC:Khong

k) Mau don, miu to khai hanh chinh: Pon dé nghi thanh 1ap Van phong
cong chig (Mau TP-CC-08)

I) Can ctr phap ly cia TTHC:
- Luat cong chimg s6 53/2014/QH13;
- Thong tu sd 06/2015/TT-BTP ngay 15/6/2015 cua Bo Tu phap quy

dinh chi tiét va hudng dan thi hanh mot sé diéu cua Luat cong chimg.
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Mau don, to khai dinh kém

TP-CC-08
(Ban hanh kém theo Théng tw s6 06/2015/TT-BTP)

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

DPON PE NGHI THANH LAP VAN PHONG CONG CHUNG
Kinh gtri: Uy ban nhan dan tinh (thanh phd).........c..ccoveevevenae.

Chung t61 gdom cac cong chirng vién co tén sau day:

STT Ho va tén Noi cur tru

1

2

dé nghi cho phép thanh 1ap Vin phong céng ching véi cac ndi dung sau déy:

1. Tén Vin phong cong ching (ghi bang chit in ho:.............occoeeeeveeeeeereeeeean,
R B 1T 1 1 5 o D T
bién thoai:.........c.ccoc.... FaX:ioiiiii. Email (08U CO)iunrreeeeeeeeeeereee.
TVEDSTEE (TIET CO):nvvreeeee et e et e e e es e es e ee s eteea e saens

3. Truéng Van phong cong chirng:
HO VA tEN: e, Nam, nit: .oooovvviiieeeeeeeeeeeienn.

Noi ddng kY ho Khau thudng T ......c.veeveeeeeeeeeeeeeeeeeee oo

Chung t6i cam doan thyc hién day du cac nghia vu theo quy dinh ctia phap luat.

Tinh (thanh pho)...., ngay......thang.......ndm.........
Ngwoi dé nghi
(ky va ghi ro ho tén nhitng nguoi dé nghi)
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16. Ping ky hoat dong Vin phong cong chirng. Mi sé hd so. T-BPC-
281397-TT
a) Trinh ty thwc hién:

- Trong thdi han chin muoi (90) ngay, ké tir ngay nhan dugc quyét dinh
cho phép thanh Iap, Van phong cong ching phai dang ky hoat dong tai So Tu
phap ¢ dia phuong noi da ra quyét dinh cho phép thanh lap;

- Trong thoi han mudi (10) ngay, ké tir ngdy nhin do hd so ding ky hoat
dong, So Tu phap cép gidy dang ky hoat dong ciia Vin phong cong ching;
truomg hop tir chdi phai thong béo bang vin ban va néu rd 1y do.

b) Cach thirc thwe hién: Vin phong cong ching nop hd so ding ky hoat
dong cho S& Tu phap ¢ dia phuong di ra quyét dinh cho phép thanh lap

¢) Thanh phan, s6 lwgng hd so:

- Thanh phén ho so:

- Pon ding ky hoat dong Vin phong cong chitng theo Mau TP-CC-09 ban
hanh kém theo Thong tu s6 06/2015/TT-BTP;

- Gidy to ching minh vé tru sé ctia Vian phong cong ching phu hop véi
ndi dung di néu trong dé an thanh lap;

- Hd so dang ky hanh nghé cta cic cong chung vién hop danh, cong
chung vién lam viéc theo ché d6 hop dong lao dong tai Van phong cong ching
(néu co).

- 86 lwong hé so: 01 bé.

d) Thoi han giai quyét: Trong thoi han 10 ngay lam viéc ké tir ngay nhan
da ho so dang ky hoat dong, S& tu phap cap gidy dang ky hoat dong ciia Vin
phong cong ching, trudng hop tir chdi phai thong bao bang van ban va néu rd 1y
do

d) P6i twong thue hién TTHC: Vin phong cong ching

e) Co quan thuc hién TTHC:

- Co quan c6 thim quyén quyét dinh: S& Tu phap

- Co quan thuc hién thu tuc hanh chinh: S& Tu phap

g) Két qua thwe hién TTHC: Gidy ding ky hoat dong Vian phong cong
ching

h) Lé phi: Lé phi cip gidy ding ky hoat dong Vian phong cong chimg cu
thé:

- Cap méi: 1.000.000 dong/gidy
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- Cap lai: 500.000 dong/gidy
i) Yéu cau, diéu kién thwe hién TTHC:

k) Mau don, miu t& khai hanh chinh: Pon ding ky hoat dong Vin
phong Cong ching (Mau TP-CC-09)

) Can ctr phap ly cia TTHC:
- Luat cong chimg s6 53/2014/QH13;

- Thong tu sd 06/2015/TT-BTP ngay 15/6/2015 cua Bo Tu phap quy
dinh chi tiét va hudng dan thi hanh mot s6 di€u cuia Luat cong ching.

- Thong tu s6 54/2015/TT-BTC ngay 21/4/2015 cua B¢ Tai chinh Quy
dinh thu phi sat hach b6 nhi€ém cong chiing vién; 1€ phi cap thé cong chirng vién,
cap gidy dang ky hoat dong Van phong cong chirng

Mau don, to khai dinh kém.
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TP-CC-09
(Ban hanh kém theo Théng tw s6 06/2015/TT-BTP)

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

PON PANG KY HOAT PONG VAN PHONG CONG CHUNG

Kinh glri: S& Tw phap tinh (thanh phd).......................

1. Tén Vin phong cong ching (ghi bang chit in ho:..............occoeeeeeeeeeeeeeeeeean,
2. Quyét dinh cho phép thanh 1ap Vin phong cong ching $6: ....ccoovvveeeeee...
.................................. NZAY weveee e e
I D 3 F: e 1§ 5 o 0 Y
bién thoai:..................... Fax (08U CO): w.evvvreereenn Email (néu ¢O): weveveerreeeeennns
TVEDSIEE (TIET CO): vttt e e ee e eeeeaeees

4. Truéng Van phong cong ching:
HO VA tEN: oo Nam, Nl ..oooeviiiiiieeeeeeeeeees

Noi ddng kY ho Khau thudng T ......c.veeveeeeeeeeeeeeeeeeeee e

5. Danh sach cong chtng vién (bao gdm ca Truéng Vin phong cong ching):

STT Ho va tén Noi cu tru Cong chirng vién hop
danh/Cong chirng vién lam
viéc theo ché d¢ hop dong

Tinh (thanh pho)...., ngay......thang.......ndm.........
Truwdéng Van phong

(ky, ghi 6 ho tén va dong ddu)
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17. Thay ddi ndi dung ding ky hoat dong ciia Vin phong cong chirng.
M3 s6 hd so. T-BPC-281395-TT

a) Trinh ty thwc hién:

- Khi thay d6i mot trong cac ndi dung diang ky hoat dong ctia Vin phong
cong chimng bao gdm tén goi ctia Vian phong cong chung, ho tén Trudng Vin
phong cong chung, dia chi tru s& cua Van phong cong chirng, danh sach cong
chirng vién hgp danh cia Van phong cong chiing va danh sach cong ching vién
lam viéc theo ché do hop ddng cua Vin phong cong ching (néu cd) thi Vin
phong cong ching phai dang ky ndi dung thay doi tai S& Tu phép noi Van phong
cong chiing da dang ky hoat dong.

- Viéc thay d6i tru s cua Vian phong cong ching sang huyén, quan, thi xa,
thanh phé khac trong pham vi tinh, thanh pho trye thude trung wong noi da ra
quyét dinh cho phép thanh 1ap phai duoc Uy ban nhan din cép tinh xem xét,
quyét dinh va phai phu hop véi Quy hoach tong thé phat trién to chirc hanh nghé
cong chung.

- Van phong cong ching nhan sap nhap quy dinh tai Piéu 14, Vian phong
cong chimg dugc chuyén nhuong quy dinh tai Diéu 15 cua Nghi dinh so
29/2015/ND-CP ngay 15/3/2015 cua Chinh phu quy dinh chi tiét va hudng dan
thi hanh mot sé diéu cta Luat cong ching ndp truc tiép hodc giri qua hé thong
buu chinh 01 (mét) bd hd so dé nghi thay d6i ndi dung diang ky hoat dong dén
S& Tu phap noi Van phong cong chirng da dang ky hoat dong.

- Trong thoi han 07 ngay lam viéc, ké tir ngay nhan du ho so quy dinh, S
Tu phap cap lai gidy dang ky hoat dong cho Van phong cong ching trong
truomg hop thay doi tén goi, try s6 hodac Truong Van phong cong ching hodc
ghi nhan ndi dung thay d6i vao gidy diang ky hoat dong ctia Vin phong cong
ching trong truong hop thay d6i noi dung diang ky hoat dong khac; trudng hop
tur choi thi phai thong bado bang van ban va néu 1o 1y do.

b) Cach thirc thue hién: Nop hd so tai S6 Tu phap noi Vin phong cong
chirng dang ky hoat dong.

¢) Thanh phan, s6 lwgng hd so:

- Thanh phén ho so:

H6 so bao gdm gidy dé nghi thay d6i noi dung ding ky hoat dong ctia Vin
phong cong chimg, gidy dang ky hoat dong ctia Van phong cong chimg (ban
chinh) va mot hodc mot s6 gidy to sau ddy tiy thudc vao ndi dung ding ky hoat
dong duoc dé nghi thay doi:

- Ho so dang ky hanh nghé va cap Thé cho cong ching vién dugc bo sung
cho Vin phong cong ching theo quy dinh tai Didu 4 ctia Thong tu ndy; vin ban
théa thuan vé viéc chdm dit tu cach thanh vién hop danh ctia cong chirng vién,
vin ban thanh 1y hop dong lao dong véi cong ching vién 1am viéc theo ché do
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hop ddng; gidy to chimg minh cong chiing vién cta Vin phong cong chimg bi
chét hodc bi Toa an tuyén bd 1a da chét trong truong hop thay doi danh sach
cong ching vién;

- Gidy to chtimg minh cong ching vién dy kién 1a Truéng Vian phong da
hanh nghé cong ching tir 02 nam tré 1én trong truong hop thay doi Trudong Vin
phong cong ching;

- Gidy to chirng minh vé try so trong trudng hop thay ddi try s cia Vin
phong cong chung; truong hop thay doi try sé Van phong cong ching sang dia
ban cip huyén khac thi phai c6 vian ban chip thuan ciia UBND cép tinh theo quy
dinh tai khoan 1 Piéu 24 cua Luat cong chimng.

- 86 lwong hé so: 01 bé.

d) Thoi han giai quyét: 07 ngay lam viéc ké tir ngay nhdn da hd so dé
nghi

d) Poi twong thue hién TTHC: Vin phong cong ching

e) Co quan thuc hién TTHC:

- Co quan c6 thim quyén quyét dinh: S& Tu phap

- Co quan thyc hién thu tuc hanh chinh: S& Tu phap

g) Két qua thye hién thi tuc hanh chinh: Gidy dang ky hoat dong Vin
phong cong ching dugc thay doi, gidy dang ky hoat dong Van phong cong
chirng dugc cap lai hodc van ban tir chdi cap lai gidy dang ky hoat dong cua Van
phong cong chiing.

h) Lé phi: Theo quy dinh ctia Thong tu sé 54/2015/TT-BTC

i) Yéu cau, diéu kién thwe hién TTHC:

k) Miu don, miu to khai hanh chinh: Gidy d¢ nghi thay d6i ndi dung
dang ky hoat dong cua Van phong cong ching (Mau TP-CC-10)

1) Can ctx phap ly cua TTHC:
- Luat cong chimg s6 53/2014/QH13;

- Thong tu s6 06/2015/TT-BTP ngay 15/6/2015 cua BO Tu phap quy
dinh chi tiét va hudng dan thi hanh mot s6 di€u cuia Luat cong ching.

- Thong tu ) 5f1/2015/TT—BTC ngay 21/4/2015 cua Bo Tai chinh Quy
dinh thu phi sat hach b6 nhi€ém cong chiing vién; 1€ phi cap thé cong chirng vién,
cap gidy dang ky hoat dong Van phong cong chirng

Mau don, to khai dinh kém.
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TP-CC-10
(Ban hanh kém theo Théng tw s6 06/2015/TT-BTP)

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

GIAY PE NGHI THAY POI NOI DUNG PANG KY HOAT PONG
CUA VAN PHONG CONG CHUNG

Kinh giri: S& Tu phép tinh (thanh phd).........coevvevevieereeeeeennee.

1. Tén Vin phong cong ching (ghi bang chit in ho: ............ocoeeeveeeeeereeenean,

R B ;I 1 5 oD I
bién thoai: ... Fax (néu c6): ...ouvee.... Email (néu ¢O): weveveeeereeenns
3. Gidy ding kY hoat dong $6: .........ooveeeeeeeeeeernenn. Ngay cap ....... [eouaee. R
4. Truéng Van phong cong ching:

|5 (O 2 IR 1S3 1 DRSSO

Pé nghi thay doi ndi dung dang ky hoat dong ctia Vin phong cong ching nhur
sau (1):

Tinh (thanh pho)...., ngay.....thdng......ndm......
Truong Van phong
(&, ghi ré ho, tén va déng ddu)
Chu thich:
(1) Ghi mdt hodc nhiéu noi dung dé nghi thay ddi theo quy dinh tai khoan 3 Piéu 23 cua Luét
cong chirng
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18. Cham dirt hoat dong Vin phong cong chirng (truwong hop tw cham
dirt). Mi s6 hd so. T-BPC-281394-TT
a) Trinh ty thwc hién:

- Cham nhét 13 30 ngay trudc théi diém du kién chdm dit hoat dong, Van
phong cong chiing phai ¢ bao cao bang van ban giri S& Tu phap noi1 da dang ky
hoat dong.

- Trudc thoi diém chim dat hoat dong, Vian phong cong ching ¢ nghia vu
ndp du s6 thué con ng, thanh todn cac khoan no khéc, lam xong thu tuc cham
dut hop dong lao dong da ky voi cong ching vién, nhan vién cua t6 chirc minh,
thye hién cac yéu cau cong chimg da tiép nhan. Truong hop khong thé thyuc hién
xong cac yéu cau cong chimg da tiép nhan thi phai thoa thuan voi ngudi yéu cau
cong ching vé viée thyc hién cac yéu cau do.

- Van phong cong ching c¢6 nghia vu dang bao trung wong hodc bao dia
phuong noi da dang ky hoat dong trong ba so lién tiép vé thoi diém du kién
chdm dut hoat dong.

- S& tu phap co trach nhiém thu hoi gidy dang ky hoat dong cua Vin phong
cong chimg, bao cdo UBND cdp tinh thu hdi quyét dinh cho phép thanh 1ap va
thong bao bang van ban vé viéc chdm dut hoat dong ctia Vin phong cong ching
Vv6i cac co quan quy dinh tai Diéu 25 ciia Luat cong ching.

b) Cach thirc thue hién: Nop hd so tai S& Tu phap
¢) Thanh phan, s6 lwgng hd so:

- Thanh phén ho so: Bao cio ciia Vin phong cong ching giri S¢ Tu phap
vé viéc cham dut hoat dong

- 86 lwong hé so: Khong quy dinh

d) Thoi han giai quyét: Khong quy dinh

d) P6i twong thue hién TTHC: Vin phong cong ching
e) Co quan thuc hién TTHC:

- Co quan c6 thim quyén quyét dinh: S& Tu phap

- Co quan thuc hién thu tuc hanh chinh: S& Tu phap

g) Két qua thue hién TTHC: Vin ban thu hdi gidy dang ky hoat dong va
vin ban thong bao vé viéc chim dut hoat dong ciia Vin phong cong chimng

h) L¢ phi: Khong

i) Yéu céu, diéu kién thuc hién TTHC: Khong
k) Miu don, miu to' khai hanh chinh: Khong
1) Can ctx phap ly cia TTHC:
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- Luat cong chimg s6 53/2014/QH13;
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19. Cham dit hoat dong Vin phong cong chirng (trwong hop bi thu
héi Quyét dinh cho phép thanh 1ap). Mi s6 hé so. T-BPC-281453-TT

a) Trinh ty thwc hién:

- Trong thoi han 07 ngay lam viée ké tir ngdy c6 quyét dinh thu hoi quyét
dinh cho phep thanh lap, S0 Tu phap c6 trach nhiém thu hoi gidy dang ky hoat
dong cua Van phong cong ching, thong bao bang van ban vo1i cac co quan quy
dinh dong thoi dang bao trung wong hodc bao dia phuong noi Van phong cong
chirng da dang ky hoat dong trong ba so lién ti€p v€ viéc cham dut hoat dong
cua Van phong cong chung do.

- Trong thoi han 60 ngay ké tir ngay bi thu h01 quyet dinh cho phép thanh
1ap, Van phong cong ching c6 nghia vy nop du s6 thué con no, thanh toan xong
cac khoan n¢ khac, lam thu qtuc cham dut hop dong laq dong da ky voi cong
ching vién, nhan vién cua t6 charc minh; d6i voi yéu cau cong chimg da tiép
nhan ma chua cong ching thi phai tra lai ho so yéu cau cong chimg cho ngudi
yéu cau cong ching. Hét thoi han nay ma Van phong cong ching chua hoan
thanh xong cac nghia vu ve tai san hodac truong hop Van phong cong chung
cham dut hoat dong do bi thu hoi quyét dinh cho phép thanh lap vi toan bo cong
ching vién hop danh cua Van phong cong ching chét hodc bi Toa an tuyén bo
la dé chét thi tai san cua Van phong cong chung, cua cong ching vién hop danh
duogc str dung dé thanh toan cac khoan ng cia Van phong cong ching theo quy
dinh ctia phép luat vé dan su.

b) Cach thirc thuc hién: Khong quy dinh

¢) Thanh phan, s6 lwgng ho so:

- Thanh phén hé so: Khong quy dinh

- 80 lwong ho so: Khong quy dinh

d) Thoi han giai quyét: Trong thoi han 07 ngay lam viéc ké tir ngdy c6
quyét dinh thu hdi quyét dinh cho phép thanh lap, S¢ tu phéap co trach nhiém thu
hoi gidy ding ky hoat dong ctia Van phong cong chimg.

d) Poi twong thyue hién TTHC: Vin phong cong chimng
e) Co quan thuc hién TTHC:

- Co quan c6 thim quyén quyét dinh: S& Tu phap

- Co quan thyc hién thu tuc hanh chinh: S& Tu phap

g) Két qua thwe hién TTHC: Vin ban thu hdi gidy dang ky hoat dong va
vin ban thong bao vé viéc chim dut hoat dong ciia Vin phong cong chimng

h) L¢ phi: Khong
i) Yéu céu, diéu kién thuc hién TTHC: Khong quy dinh
k) Mau don, miu to khai hanh chinh: Khong quy dinh
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1) Can ctx phap ly cia TTHC:
- Luat cong chimg s6 53/2014/QH13;

88



20. Thu hdi Quyét dinh cho phép thanh lap Vin phong cong chirng
M3 s6 hd so. T-BPC-281454-TT

a) Trinh ty thwc hién:

So Tu phap kiém tra, ra soat va 1ap hd so dé nghi UBND cép tinh ra quyét
dinh thu hé1 quyét dinh cho phép thanh 1ap Van phong cong chirng

b) Cac thue thye hién: SO Tu phap ra soat, 1ap ho so giri UBND tinh
¢) Thanh phan, s6 luong hd so:

- Thanh phén hé so: Khong quy dinh o

- 86 lwong ho so: 01 bg. Khong quy dinh ro

d) Thoi han giai quyét: Khong quy dinh

d) P6i twong thyue hién TTHC: Vin phong Cong ching

e) Co quan thuc hién TTHC:

- Co quan c6 tham quyén quyét dinh: S& Tu phap, UBND tinh

- Co quan thyc hién thu tuc hanh chinh: S& Tu phap

g) Két qua thyc hién TTHC:

Vin ban thu hdi quyét dinh cho phép thanh 1ap Vian phong céng ching
h) L¢ phi: Khong

i) Yéu céu, diéu kién thuc hién TTHC: Khong

k) Miu don, miu to' khai hanh chinh: Khong

1) Can ctr phap ly cia TTHC:

- Luat cong chimg s6 53/2014/QH13;
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21. Hop nhit Vin phong Cong chirng Mi s ho so. T-BPC-281455-TT
a) Trinh ty thuc hién:

- Mbi Vin phong cong chitng ctr mot cong chirng vién hop danh lam dai
dién dé ky két hop dong hop nhat;

- Cac Vin phong cong chirmg hop nhat nop hd so tai S& Tu phap noi ding
ky hoat dong;

- Trong thdi han 20 ngay, ké tir ngay nhan da hd so hop 18 theo quy dinh
tai khoan 1 Diéu nay, S& Tu phap lay y kién ctia Hoi cong chimg vién (& nhiing
noi da thanh 1ap), trinh UBND cép tinh;

- Trong tho1 han 15 ngay, ké tir ngay nhan dugc dé nghi cia S& Tu phap,
UBND cép tinh xem xét, quyét dinh cho phép hop nhat Vin phong cong ching;
truomg hop tir chdi phai thong béo bang van ban va néu rd 1y do

b) Cach thirc thuwe hi€én: Nop hd so tai S¢ Tu phap noi dang ky hoat
dong

¢) Thanh phan, s6 lwgng hd so:

- Thanh phén hé so:

+ Hop ddng hop nhat Vin phong cong ching, trong d6 c6 cac ndi dung
chu yeu sau: Tén, dia chi tru so cua cac Van phong cong ching dugc hop nhat;
tén’, dia chi tru sé cua }/én phong cong chirng hgp nhat; thot gian thuc hién hop
nhat; phuong an chuyén tai san cta cdc Van phong cong chung dugc hgp nhat
sang Van phong cong ching hop nhit; phuong an st dung lao dong cua Van
phong cong ching hop nhat; viéc ké thira toan bo quyen nghia vy va loi ich hop
phap cua cac Vian phong cong ching dugce hop nhit va cac ndi dung khac cé
lién quan.

Mobi Van phong cong ching hop ’nhét cir mQt cong ching vién hop danh
lam dai dién dé ky két hop dong hgp nhat;

1 K& khai thué, bao cao tai chinh trong 03 (ba) nim gan nhat di duogc
kiém toan cua cac Van phong cong ching dugc hop nhat tinh dén ngay dé nghi
hop nhat;

+ Bién ban kiém ké cac hd so cong ching va bién ban kiém ké tai san hién
coO cua cac Van phong cong chiing dugc hop nhat;

+ Danh sach cac cong ching vién hop danh va cong chimg vién lam viéc
theo cheé d0 hop dong tai cac Van phong cong chirng dugc hop nhat;

+ Quyét dinh cho phép thanh 1ap va gidy dang ky hoat dong cua cac Vin
phong cong ching dugc hop nhat.

- 86 lwong hé so: 01 bé.
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d) Thoi han giai quyét: 35 ngay lam viéc trong do:

- SO Tu phap: 20 ngay ké tir ngdy nhan d hd so hop 18, 13y ¥ kién cua
Ho1 cong chirng vién trinh UBND tinh;

- UBND tinh: 15 ngdy xem xét, quyét dinh

d) Poi twong thue hién TTHC: Vin phong cong chiing

e) Co quan thuc hién TTHC:

- Co quan c6 thim quyén quyét dinh: UBND tinh

- Co quan thuc hi¢n tha tuc hanh chinh: S& Tu phap, UBND tinh

g) Két qua thwe hién TTHC: Quyét dinh cho phép hop n}’1€'1t Vin phong
cong chirng theo Mau T,P—CC—IS ban hélnh’ kém theo Thong tu s6 06/2015/TT-
BTP hodc van ban tir choi cho phép hgp nhat Van phong cong chirng

h) L¢ phi: Khong

’ i) Yéu ciu, diéu kién thyc hién TTHC: C’éc Vian phong cong chiing hop

nhat phai co tru s& trong cung mot tinh, thanh pho truc thude trung vong

k) Miu don, miu to khai hanh chinh: Khong

1) Can ctr phap ly cia TTHC:

- Luat cong chimg s6 53/2014/QH13;

- Nghi dinh 5O 29/2015/ND-CP ngay 15 thang 3 nam 2015 cua Chinh phu
quy dinh chi tiét va huéng dan thi hanh mot s6 diéu cua Luat Cong chiing;

- Thong tu so 06/2015/TT-BTP ngay 15 thang 06 ndm 2015 cua Bo Tu
phap quy dinh chi tiét va hudng dan thi hanh mot sé diéu ctia Luat Cong ching,
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22. Piing ky hoat dong Vin phong cong chirng hop nhit. Mi sé ho so.
T-BPC-281456-TT

a) Trinh ty thwc hién:

- Vin phong cong chirng hop nhat ndp hd so tai S Tu phap noi dang ky
hoat dong;

- Trong thoi han 10 ngay lam viéc, ké tir ngay nhan du ho so ding ky hoat
dong, S& Tu phap cap gidy ding ky hoat dong cho Vin phong cong chimg hop
nhét, ddng thoi thuc hién viée x6a tén cac Van phong cong ching duoc hop nhat
khéi danh sach dang ky hoat dong

b) Cach thirc thwe hién: Nop hé so tai S& Tu phap noi dang ky hoat
dong.

¢)Thanh phan, s lwong hd so:
- Thanh phén ho so:

+ Pon ding ky ding ky hoat dong Vin phong cong ching theo Mau TP-
CC-09 ban hanh kém theo Thong tu s6 06/2015/TT-BTP;

+ Quyét dinh cho phép hop nhat Vin phong cong chiing;

+ Gidy to chtirng minh vé tru s¢ ctia Van phong cong ching;

+ Gidy dang ky hanh nghé cta cac cong ching vién

- 86 lwong hé so: 01 bé.

d) Thoi han giai quyét: 10 ngay lam viéc, ké tir ngdy nhan di hd so
d) P6i twong thue hién TTHC: Vin phong cong ching

e) Co quan thuc hién TTHC:

- Co quan c6 thim quyén quyét dinh: S& Tu phap

- Co quan thuc hién thu tuc hanh chinh: S& Tu phap

g) Két qua thyc hién TTHC:

~ h) Lé phi: L¢ phi cap gidy dang ky hoat dong Vian phong cong ching cu

thé:

- Cap m&i: 1.000.000 ddng/gidy

- Cap lai: 500.000 dong/gidy

i) Yéu ciu, diéu kién thwc hién TTHC: Trong thdi han 15 ngay, ké tir
ngay nhan dugc Quyét dinh cho phép hop nhat, Vin phong cong ching hop nhit
phai dang ky hoat dong tai S& Tu phap ¢ dia phuong noi da ra Quyét dinh cho
phép hop nhit
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k) Miu don, miu to khai hanh chinh: Don ding ky ding ky hoat dong
Vin phong cong chimg theo Mau TP-CC-09 ban hanh kém theo Thong tu sd
06/2015/TT-BTP

I) Can ctr phap ly cia TTHC:

- Luat Cong chimg s6 53/2014/QH13;

- Nghi dinh s 29/2015/ND-CP ngay 15 thang 3 nam 2015 cua Chinh Phu
quy dinh chi tiét va huéng dan thi hanh mot s6 diéu cua Luat Cong chiing;

- Thong tu 06/2015/TT-BTP ngay 15 thang 06 nam 2015 cua B§ Tu phap
quy dinh chi tiét va huéng dan thi hanh mot s6 diéu cua Luat Cong chiing;

- Thong tu gé 54/2015/TT-BTC ngay 21/4/2015 cua B9 tai chinh quy dinh
thu phi sat hach b6 nhi€ém cong chiing vién, 1€ phi cap thé cong ching vién, cap
gidy dang ky hoat dong Van phong cong chiing.

Mau don, to khai dinh kém
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TP-CC-09
(Ban hanh kém theo Théng tw s6 06/2015/TT-BTP)

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

PON PANG KY HOAT PONG VAN PHONG CONG CHUNG

Kinh glri: S& Tw phap tinh (thanh phd).......................

1. Tén Vin phong cong ching (ghi bang chit in ho:..............ocooveeveeeeeeereeeeean,
2. Quyét dinh cho phép thanh 1ap Vin phong cong ching $6: ....ccoovvveeeeee...
.................................. NZAY weveee e e
I D 3T 1§ 5 o 0 Y
bién thoai:..................... Fax (08U CO): w.evvvreereennn Email (néu ¢O): weveveeereeeeeenns
TVEDSIEE (TIET CO): vttt et e e ee e eeeaeees

4. Truédng Van phong cong ching:
HO VA tEN: oo Nam, Nl ..oooeviviiiieeeeeeeeeees

Noi ddng kY ho Khau thuong 1T ......c.veeveeeeeeeeeeeeeeeeeeee e

5. Danh sach cong chtng vién (bao gdm ca Truéng Vin phong cong ching):

STT Ho va tén Noi cu tru Cong chirng vién hop
danh/Cong chirng vién lam
viéc theo ché d¢ hop dong

Tinh (thanh pho)...., ngay......thang.......ndm.........
Trwdéng Van phong

(ky, ghi 6 ho tén va dong dau)
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23. Sap nhap Van phong cong chirng. Ma s0 ho so. T-BPC-281457-TT
a) Trinh ty thuc hién:

- Mbi Vin phong cong chitng ctr mot cong chirng vién hop danh lam dai
dién dé ky két hop dong sap nhap;

- Cac Vin phong cong chimg sap nhap ndp ho so tai S& Tu phap noi ding
ky hoat dong;

- Trong thdi han 20 ngay, ké tir ngay nhan du ho so hop 18, S& Tu phap
lay y kién ctia Hoi cong ching vién (& nhiing noi da thanh 1ap), trinh UBND cap
tinh;

- Trong tho1 han 15 ngay, ké tir ngay nhan dugc dé nghi cua S& Tu phap,
UBND cap tinh xem xét, quyét dinh cho phép sap nhap Vin phong cong chimg;
truomg hop tir chdi phai thong béo bang vin ban va néu rd 1y do.

b) Cach thirc thuwe hi€én: Nop hd so tai S¢ Tu phap noi dang ky hoat
dong

¢) Thanh phan, s6 lwgng hd so:

- Thanh phén ho so:

+ Hop dong sap nhap Vin phong cong ching, trong d6 co cac ndi dung
chu yéu sau: Tén, dia chi tru s& ciia cac Van phong cong chirng bi sap nhap; tén,
dia chi try s& ciia Van phong cong chiing nhan sap nhap; thoi gian thyc hién sap
nhap; phuong an chuyén tai san cua cic Van phong cong ching bi sdp nhap
sang Van phong cong chimg nhan sap nhap; phuong an sir dung lao dong cua
Vin phong cong ching nhan sap nhap; viéc ké thira toan bd quyén, nghia vu va
lo1 ich hgp phéap cua cic Van phong cong chiing bi sdp nhap va cac ndi dung
khac co lién quan.

Mbi Vin phong cong chung sap nhap cir mot cong chimg vién hop danh
lam dai dién dé ky két hop dong sap nhap.

+ K& khai thué, bao céo tai chinh trong 03 (ba) nam gan nhat di duogc
ki€ém toan cua cic Van phong cong chirng tinh dén ngay dé nghi sap nhap;

+ Bién ban kiém ké ho so cong ching va bién ban kiém keé tai san hién c6
cua cac Van phong cong ching;

+ Danh sich cac cong chung vién hgp danh va cong chirng vién 1am viéc
theo che d0 hop dong tai cac Van phong cong chirng;

+ Quyét dinh cho phép thanh 1ap va gidy ding ky hoat dong ciia cac Vin
phong cong ching.

- 86 lwong hé so: 01 bé.

d) Thoi han giai quyét: 35 ngay lam viéc trong do:
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+ S¢ Tu phap: 20 ngay, ké tir ngdy nhan da ho so hop 18 theo quy dinh

+ UBND tinh: 15 ngay, ké tir ngdy nhan duoc dé nghi ciia S& Tu phép

d) Poi twong thue hién TTHC: Vin phong cong ching

e) Co quan thuc hién TTHC:

- Co quan c6 thim quyén quyét dinh: UBND tinh

- Co quan thuc hién thu tuc hanh chinh: Sé& Tu phap, UBND tinh

g) Két qua thwe hién TTHC: Quyét dinh cho phép sap nhip Vin phong
cong ching theo Mau TP-CC-16 ban hanh kém theo Thong tu s6 06/2015/TT-
BTP hoic vin ban tir chdi cho phép sap nhap Vin phong cong chimg

h) L¢ phi: Khong

i) Yéu ciu, diéu kién thwc hién TTHC: Vin phong cong chimg bi sap
nhap phai co6 try s¢ trong cung mot tinh, thanh phé tryc thudc trung vwong voi
Vian phong cong chirng nhan sap nhap

k) Miu don, miu to' khai hanh chinh: Khong

1) Can ctr phap ly cia TTHC:

- Luat cong chimg s6 53/2014/QH13;

- Nghi dinh s 29/2015/ND-CP ngay 15 thang 3 nam 2015 cua Chinh Phu
quy dinh chi tiét va huéng dan thi hanh mot s6 diéu cua Luat Cong chiing;

- Thong tu 06/2015/TT-BTP ngay 15 thang 06 nam 2015 cua B Tu phap
quy dinh chi tiét va huéng dan thi hanh mot s6 diéu cuia Luat Cong chirng.
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24. Thay ddi ndi dung ding ky hoat dong ciia Vin phong cong chirng
nhan siap nhip. Ma s6 hd so. T-BPC-281715-TT

a) Trinh ty thwc hién:

- Vian phong cong chimg nhan sap nhip nop hd so tai S& Tu phap noi
dang ky hoat dong;

- S& Tu phap xem xét, thay d6i ndi dung ding ky hoat dong ciia Vin
phong cong chirng nhan sap nhap.

b) Cach thirc thwe hién: Nop ho so truc tiép hodc giri qua hé thdng buu
chinh dén S& Tu phap

¢) Thanh phan, s6 lwgng ho so:

- Thanh phén ho so:

+ Gidy dé nghj thay doi ndi dung ding ky hoat dong ctia Van phong cong
ching.

+ Quyét dinh cho phép sap nhap Vin phong cong chimg.
+ Gidy to chtirng minh vé tru so cia Vin phong cong chimg nhan sap nhap

+ Gidy dang ky hanh nghé cia cic cong chung vién dang hanh nghé tai
cac Van phong cong chirng bi sap nhép

- 86 lwong hé so: 01 bé.

d) Thoi han giai quyét: 07 ngay lam viéc, ké tir ngay nhan di hd so

d) P6i twong thue hién TTHC: Vin phong cong ching

e) Co quan thyc hién TTHC:

- Co quan c6 thim quyén quyét dinh: S& Tu phap

- Co quan thyc hién thu tuc hanh chinh: S& Tu phap

g) Két qua thwe hién TTHC: Gidy ding ky hoat dong cta Vin phong
cong ching nhan sap nhap da dugc thay doi

h) L¢ phi: Khong

i) Yéu ciu, diéu kién thwc hién TTHC: Trong thdi han 15 ngay, ké tir
ngay nhan duoc Quyét dinh cho phép sap nhap, Van phong cong ching nhan
sap nhap phai thuc hién thay doi ndi dung diang ky hoat dong theo quy dinh tai
Diéu 24 cta Luat cong ching

k) Miu don, miu to khai hanh chinh: Gidy dé nghi thay d6i noi dung
dang ky hoat dong ctia Vin phong Cong ching (Mau TP-CC-10)

1) Can ctr phap ly cia TTHC:
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- Luat cong chimg s6 53/2014/QH13;

- Nghi dinh 5O 29/2015/ND-CP ngay 15 thang 3 nam 2015 cua Chinh Phu
quy dinh chi tiét va huéng dan thi hanh mot s6 diéu cua Luat Cong chiing;

- Thong tu 06/2015/TT-BTP ngay 15 thang 06 nam 2015 cua BO Tu phap
quy dinh chi tiét va huéng dan thi hanh mot s6 diéu cua Luat Cong chimg

Mau don, to khai dinh kém.
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TP-CC-10
(Ban hanh kém theo Théng tw s6 06/2015/TT-BTP)

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

GIAY PE NGHI THAY POI NOI DUNG PANG KY HOAT PONG CUA
VAN PHONG CONG CHUNG

Kinh glri: S& Tw phap tinh (thanh phd).........ccccoovivveevieiee,

1. Tén Vin phong cong ching (ghi bang chit in ho: ............ocoeeeeveeeeeereeenean,

R B ;I 1V 5 o D T
bién thoai: ..........c......... Fax (néu cO): ...oeoun...... Email (néu ¢O): weveveerereernns
3. Gidy ding kY hoat dong 6: .........ocoveveeeveeeeeeennn. Ngay cap ....... [eooae. R
4. Truéng Van phong cong ching:

|5 (O 2 IR 1S3 o SRRSO

Pé nghi thay doi ndi dung dang ky hoat dong ctia Vin phong cong ching nhur
sau (1):

Tinh (thanh pho)...., ngay.....thdng......ndm......
Truong Van phong

(ky, ghi ré ho, tén va déng ddu)

Chii thich:
(1) Ghi mot hodc nhiéu noi dung dé nghi thay ddi theo quy dinh tai khoan 3 Piéu 23 cua Luat
cong chirng
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25. Chuyén nhwong Vin phong cong chirng. Mi sé hd so. T-BPC-
281458-TT

a) Trinh ty thwc hién:

- Vin phong cong chimg c¢6 nhu cau chuyén nhugng nép hd so chuyén
nhuong tai S& Tu phap noi dang ky hoat dong;

- Trong thdi han 20 ngay, ké tir ngay nhan di hd so hop 1é theo quy dinh,
S& Tu phap lay y kién cua Hoi cong ching vién (¢ nhimg noi da thanh 1ap),
trinh Uy ban nhan dan cép tinh xem xét, quyét dinh cho phép chuyén nhugng
Vian phong cong chung.

- Trong thoi han 15 ngay, ké tir ngay nhan dugc van ban dé nghi cta S¢ Tu
phap, Uy ban nhan dan cip tinh xem xét, quyét dinh cho phep chuyén nhuong
Vin phong cong chimg; trudng hop tir chdi phai thong béo bang van ban va néu
10 1y do.

b) Cach thirc thue hién: Nop hd so tai S& Tu phap
¢) Thanh phan, s6 lwgng ho so:
- Thanh phén ho so:

+ Hop ddng chuyén nhugng Vin phong cong ching, trong d6 c¢6 ndi dung
chu yéu sau: Tén, dia chi tru s, danh sach cong ching vién hop danh ctia Vin
phong cong ching dugc chuyén nhuong; tén, sé Quyét dinh bd nhiém cong
ching vién cua cac cong ching vién nhan chuyén nhuong; gia chuyen nhuong,
viéc thanh toan tién va ban giao Vin phong cong ching duoc chuyén nhugng;
quyén, nghia vu ctia cac bén va cac ndi dung khéac co lién quan.

Hop dong chuyén nhuong Vin phong cong ching phai co chit ky cua
cong chung vién hgp danh dai dién cho cac cong ching vién hgp danh cua Van
phong cong chimg duoc chuyén nhuong, cac cong chimg vién nhan chuyén
nhuong va phai dugc cong chung;

+ Van ban cam két cua cac cong chung vién nhan chuyén nhuong vé viéc
ké thira toan bd quyén, nghia vu, tiép nhan toan bd yéu ciu céng ching dang
thuc hién va hd so dang duoc luu trit tai Van phong cong chimg duoc chuyén
nhuong;

+ Bién ban kiém ké ho so cong chimg ctia Van phong coéng ching duoc
chuyén nhugng;

+ Ban sao Quyét dinh b6 nhiém cong chig vién cua cac cong ching vién
nhan chuyen nhuong; gidy to chimg minh da hanh nghé cong ching tir 02 nam
trd 1én d6i voi cong chimg vién nhan chuyén nhuong dy kién 1a Trudong Vin
phong cong chirng;

+ Quyét dinh cho phép thanh lap va gidy dang ky hoat dong ctia Vin
phong cong chirng dugc chuyén nhuong;
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+ Ké khai thué, bao cdo tai chinh trong 03 (ba) ndm gan nhét di dugc kiém
toan cua Van phong cong chiing dugc chuyén nhugng.

- 86 lwong hé so: 01 bé.

d) Thoi han giai quyét: 35 ngay lam viéc trong d6:

+ S¢ Tu phap: 20 ngay, ké tir ngdy nhan da ho so hop 18 theo quy dinh

+ UBND tinh: 15 ngay, ké tur ngay nhan dugc van ban dé nghi cua So Tu
phap

d) Poi twong thue hién TTHC: Vin phong cong ching

e) Co quan thuc hién TTHC:

- Co quan c6 tham quyén quyét dinh: UBND tinh

- Co quan thuc hi¢n tha tuc hanh chinh: S& Tu phap, UBND tinh

g) Két qua thwe hién ~TTHC: Quyét dinh cho phép chuyén nhuong VEVII,I
phong cong chung theo Mau TP—CC;—17 ban hanh kéfm theo Thong tu so
06/2015/TT-BTP hodc van ban tir chdéi cho phép chuyén nhuong Van phong
cong chung

h) L¢ phi: Khong

i) Yéu céu, diéu kién thuc hién TTHC:Khong

k) Miu don, miu to' khai hanh chinh: Khong

1) Can ctr phap ly cia TTHC:

- Luat cong chimg s6 53/2014/QH13;

- Nghi dinh 5O 29/2015/ND-CP ngay 15 thang 3 nam 2015 cua Chinh Phu
quy dinh chi tiét va huéng dan thi hanh mot s6 diéu cua Luat Cong chiing;

- Thong tu 06/2015/TT-BTP ngay 15 thang 06 nam 2015 cua B Tu phap
quy dinh chi tiét va huédng dan thi hanh mot s6 diéu cuia Luat Cong chirng.
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26. Thay ddi ndi dung ding ky hoat dong ciia Vin phong cong chirng
dwoc chuyén nhwong. Mi s6 hd so. T-BPC-281459-TT

a) Trinh ty thwc hién:

- Van phong cong chimg duoc chuyén nhuong nop hd so dén S Tu phép;

- S& Tu phap xem xét cp lai Gidy dang ky hoat dong ciia Vian phong
cong ching.

b) Cach thirc thue hién: Nop ho so truc tiép hodc giri qua hé thdng buu
chinh dén S& Tu phép noi d3 ra quyét dinh cho phép chuyén nhuong Vian phong
cong chung

¢) Thanh phan, s6 lwgng ho so:

- Thanh phén ho so:

+ Gidy dé nghi thay doi noi dung dang ky hoat dong ciia Van phong cong
ching

+ Quyét dinh cho phép chuyén nhuong Vian phong cong ching

+ Gidy to chimg minh vé tru s& ctia Van phong cong chimg dugc chuyén
nhugng

+ Gidy dang ky hanh nghé ctia cac cong ching vién

- 86 lwong hé so: 01 bé.

d) Thoi han giai quyét: 07 ngay lam viéc, ké tir ngdy nhan di hd so
d) P6i twong thue hién TTHC: Vin phong cong chiing

e) Co quan thyc hién TTHC:

- Co quan co6 thim quyén quyét dinh: S& Tu phap

- Co quan thyc hién thu tuc hanh chinh: S& Tu phap

g) Két qua thwe hién TTHC: Gidy ding ky hoat dong ctua Vin phong
cong chimg duoc chuyén nhuong da duoc cép lai theo Mau TP-CC-18 ban hanh
kém theo Thong tu s6 06/2015/TT-BTP

h) Lé phi: Theo quy dinh ctia Thong tu sé 54/2015/TT-BTC
i) Yéu cau, diéu kién thye hién TTHC:

Vi¢c thay ddi tru s& ctia Vin phong cong chiing sang huyén, quan, thi xa,
thanh phé khac trong pham vi tinh, thanh phé trye thudc trung wong noi da ra
quyet dinh cho phép thanh 13p phai dugc Uy ban nhan dan cap tinh xem xet,
quyét dinh va phai phu hop voi Quy hoach tong thé phat trién to chtrc hanh nghé
cong chung.
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k) Miu don, miu to khai hanh chinh: Gidy dé nghi thay doi noi dung
ding ky hoat dong ciia Vin phong cong chimg theo Mau TP-CC-10 ban hanh
kém theo Thong tu s 06/2015/TT-BTP

I) Can ctr phap ly cia TTHC:

- Luat cong chimg s6 53/2014/QH13;

- Nghi dinh 5O 29/2015/ND-CP ngay 15 thang 3 nam 2015 cua Chinh Phu
quy dinh chi tiét va huéng dan thi hanh mot s6 diéu cua Luat Cong chiing;

- Thong tu 06/2015/TT-BTP ngay 15 thang 06 nam 2015 cua B Tu phap
quy dinh chi tiét va huéng dan thi hanh mot s6 diéu cua Luat Cong chiing;

- Thong tu s6 54/2015/TT-BTC ngay 21/4/2015 cua B¢ tai chinh quy dinh
thu phi sat hach bd nhiém cong ching vién, 18 phi cip thé cong ching vién, cip
gidy diang ky hoat dong Vian phong céng ching.

Mau don, to khai dinh kém.
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TP-CC-10
(Ban hanh kém theo Théng tw s6 06/2015/TT-BTP)

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

GIAY PE NGHI THAY POI NOI DUNG PANG KY HOAT PONG CUA
VAN PHONG CONG CHUNG

Kinh glri: S& Tw phap tinh (thanh phd).........ccccovivveevieiee,

1. Tén Vin phong cong ching (ghi bang chit in ho: ............occooeeeveeeeeereeenean,

PR B ;I 1 5 o D I
bi¢n thoai: ... Fax (néu cO): ...c.oun...... Email (néu ¢O): v
3. Gidy ding kY hoat dong s6: .........cocooveeeeeeeeeeennn. Ngay cap ....... [eooaen. T
4. Truéng Van phong cong ching:

|5 (O 2 1R 1S3 1 SRR

Pé nghi thay doi ndi dung dang ky hoat dong ctia Van phong cong ching nhur
sau (1):

Tinh (thanh pho)...., ngay.....thdng......ndm......
Truong Van phong

(ky, ghi ré ho, tén va déng ddu)

Chii thich:
(1) Ghi mot hodc nhiéu noi dung dé nghi thay ddi theo quy dinh tai khoan 3 Piéu 23 cua Luét
cong chirng
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27. Chuyén d6i Vin phong cong chirng do mdt cong chirng vién thanh
1ap. M s6 ho so. T-BPC-281460-TT
a) Trinh ty thwc hién:

- Vian phong cong chimg chuyén ddi ndp hd so dén S¢ tu phap noi ding
ky hoat dong

- Trong thoi han 07 ngéy lam Viécq, ké }ﬁ ngay nhan du hd Ny hop 1¢, So tu
phap trinh UBND cap tinh dé nghi chuyén doi; truong hop tir chdi thi phai thong
bao bang van ban va néu rd ly do

- Trong thoi han 07 ngdy lam viée, ke tr ngdy nhin dwoc dé nghj cia S¢
tu phap, UBND cap tinh xem xet, quyét dinh cho phép chuyén doi; truong hop tu
choi thi phai thong bao bang van ban va néu rd 1y do

b) Cach thirc thwe hién: Nop ho so truc tiép hodc giri qua hé thdng buu
chinh dén Sé tu phap noi dang ky hoat dong

¢) Thanh phan, s6 lwgng ho so:

- Thanh phén hé so-:

+ Gidy dé nghi chuyén d6i Van phong cong chimg

+ B4o c4o tinh hinh tai chinh, to chtic, hoat dong, ho so cong chimg hién
dang luu trit tai Van phong cong ching dé nghi chuyén doi

+ Quyét dinh b6 nhiém cong ching vién cua cong chimg vién hop danh
cua Van phong cong chung dé nghi chuyén doi

- S6 luong hé so: 01 bé.

d) Thoi han giai quyét: 14 ngay lam viéc trong do:

+ S¢ Tu phap: 07 ngay lam viéc, ké tir ngay nhan du hd so hop 18

+ UBND tinh: 07 ngay lam viéc, ké tur ngay nhan duoc dé nghi cua S¢ Tu
phap.

d) P6i twong thuc hién TTHC: Vin phong cong chiing

e) Co quan thuc hién TTHC:

- Co quan c6 thim quyén quyét dinh: UBND tinh

- Co quan thuc hi¢n tha tuc hanh chinh: S& Tu phap, UBND tinh

g) Két qua thuc hién TTHC: Quyét dinh cho phép chuyén ddi Vin
phong cong ching do mot cong chiing vién thanh lap theo Mau TP-CC-14 ban
hanh kém theo Thong tu s6 06/2015/TT-BTP hodc vin ban tir chdi cho phép
chuyén d6i
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h) L¢ phi: Khong

i) Yéu cau, diéu kién thuwc hién TTHC: Van phong cong chirng do mot
cong churng vién thanh 1ap

k) Miu don, miu to khai hanh chinh: Gidy dé nghi chuyén d6i Vin
phong cong chirmg (Mau TP-CC-11)

1) Can ctr phap ly cua TTHC:
- Luat cong chimg s6 53/2014/QH13;

- Théng tu s6 06/2015/TT-BTP ngay 15 thang 06 nam 2015 cua Bo Tu
phap quy dinh chi ti€t va hudng dan thi hanh mdét s6 di€u cua Luat Cong ching.

Mau don, to khai dinh kém
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TP-CC-11
(Ban hanh kém theo Théng tw s6 06/2015/TT-BTP)

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

GIAY PE NGHI CHUYEN POI VAN PHONG CONG CHUNG
Kinh giri: Uy ban nhin dan tinh (thanh phd)...........coeceevvemveieeennns

Tén Vin phong cong ching (ghi bang chit in RO@: ............ocoeeeoveeeeeeeeeeereeeernn.

DA Chl tU SO e
Quyét dinh cho phép thanh 14p s6: ........cccovueveennnns, ngay ......... [evevonaans [ovovoiieienan
Gidy dang ky hoat dong sb: .................... ngay ......... /S [t
Ho va tén Trudng Van phong cong ching: ..........ccocvivviiiiiiiiiieieieeeeeeeee e

Pé nghi duogc chuyén d6i thanh Van phong cong chimg duge to chirc va hoat
dong theo loai hinh cong cong ty hop danh vdi cac ndi1 dung sau day:

1. Tén Vin phong cong ching chuyén d6i (ghi bang chit in hod..........................

PR B ;I 1 5 o ) BT
Di€n thoai: .......oovvvvvviiiiiiiieeieeeeeeee. Fax:. .
Email (08U CO)iuvnrveeeeeeeeeeeeeeene. Website (néu co):..........

3. Ho va tén Trudng Van phong cong chling: .........ccccoevvviiiviiiiiieiiieieiiieeeeee e
Noi ddng k¥ ho Khau thuong T ......c.veeveeeeeeeeeeeeeeeeee oo
ChO G RGN NMAY: ...ttt

4. Danh sach cong chimg vién (bao gém ca Trudng Vin phong cong chimg):

STT Ho va tén Noi cu tru
1
2
Tinh (thanh pho)...., ngay......thang.......ndm.........

Truwdéng Van phong cong chirng

(ky, ghi 6 ho tén va dong ddu)
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28. Ping ky hoat dong Vin phong cong chirng chuyén d6i tir Vin
phong cong chirng do mét cong chirng vién thanh 1ap. Mi s6 hé so. T-BPC-
281461-TT

a) Trinh ty thyc hién:

- Van phong cong ching chuyén doi nop hd so dang ky hoat dong tai So
tu phap ¢ dia phuong di ra quyét dinh cho phép chuyén doi.

- Trong thdi han 07 ngay, ké tir ngay nhan du hd so hop 18, S& tu phéap cap
gidy diang ky hoat dong cho Van phong cong ching; trudng hop tir chdi thi phai
thong bao bang vin ban va néu rd 1y do

b) Cach thirc thwe hién: Ho so ding ky hoat dong dugc ndp truc tiép
hodc gtri qua hé thdng buu chinh dén S¢ Tu phép dia phuong di ra quyét dinh
cho phép chuyén d6i

¢) Thanh phan, s6 lwgng ho so:

- Thanh phén ho so:

+ Pon dang ky hoat dong Van phong cong ching.

+ Quyét dinh cho phép chuyén ddi Van phong céng ching

+ Gidy to ching minh vé try s& méi cia Van phong coéng chimg chuyén
do1 trong truong hop Van phong cong chirng thay doi tru sé

- 86 lwong hé so: 01 bé.
d) Thoi han giai quyét: 07 ngay 1am viéc, ké tir ngay nhan du hd so hop

d) P6i twong thue hién TTHC: Vin phong cong ching
e) Co quan thuc hién TTHC:

- Co quan c6 thim quyén quyét dinh: S& Tu phap

- Co quan thyc hién thu tuc hanh chinh: S& Tu phap

g) Két qua thwe hién TTHC: Gidy ding ky hoat dong Vin phong cong
ching theo Mau TP-CC-18 hodc vin ban thong bao viée tir chdi cip gidy ding
ky hoat dong cua Van phong cong chirng

h) Lé phi: Theo quy dinh ctia Thong tu sé 54/2015/TT-BTC

i) Yéu ciu, diéu kién thwc hién TTHC: Trong thdi han 07 ngay lam
viéc, ké tir ngay nhan duoc quyét dinh cho phép chuyén doi, Van phong cong
chung chuyén dbi phai ding ky hoat dong tai S& Tu phap ¢ dia phuong noi di ra
quyét dinh cho phép chuyén doi
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k) Miu don, miu to khai hanh chinh: Pon ding ky hoat dong Vin
phong Cong chirng (Mau TP-CC-09)

1) Can ctx phap ly cia TTHC:
- Luat cong chimg s6 53/2014/QH13;

- Thong tu 06/2015/TT-BTP ngay 15 thang 06 nam 2015 cua B Tu phap
quy dinh chi tiét va huéng dan thi hanh mot s6 diéu cua Luat Cong chiing;

- Thong tu gé 54/2015/TT-BTC ngay 21/4/2015 cua B9 tai chinh quy dinh
thu phi sat hach b6 nhi€ém cong chiing vién, I¢ phi cap thé cong ching vién, cap
gidy dang ky hoat dong Van phong cong chiing.

Mau don, to khai dinh kém.
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TP-CC-09
(Ban hanh kém theo Théng tw s6 06/2015/TT-BTP)

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

DON PANG KY HOAT PONG VAN PHONG CONG CHUNG

Kinh giri: S& Tu phép tinh (thanh phd)...........cco........

1. Tén Vin phong cong ching (ghi bang chit in hO:..............ccocveeeeeeeeeereeeeean,

2. Quyét dinh cho phép thanh 1ap Vin phong cong ching $6: ....ccoovvveeeeee...
.................................. NZAY weveee e e
I D 3P e 1§ 5 o 0 Y
bién thoai:..................... Fax (08U CO): w.evvereereenn Email (néu ¢O): weveveeeeeeeeeenns
TVEDSIEE (TIET CO): vttt ettt e s ee e ee e eeeea e

4. Truéng Van phong cong ching:
HO VA TEN: coeeiiiiiiee e Nam, nl: ...ooovvvviiieeeeeeeeeeens

Noi ddng kY ho Khau thuong T ......c.veeveeeeeeeeeeeeeeeeeeeee e

5. Danh sach cong chtng vién (bao gdm ca Truéng Vin phong cong ching):

STT Ho va tén Noi cu tru Cong chirng vién hop
danh/Cong chirng vién lam
viéc theo che d¢ hop dong

Tinh (thanh pho)...., ngay......thang.......ndm.........
Trwdéng Van phong

(ky, ghi 6 ho tén va dong dau)
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29. Thanh lap Héi cong chirng vién. Ma s6 hd so. T-BPC-281462-TT
a) Trinh ty thuc hién:

- SO Tu phap chu tri, phdi hop v6i S Noi vu hudng din cac cong chimg
vién tai dia phuong thanh 1ap Ban van dong thanh 1ap Ho1 cong chiing vién. Ban
van dong c6 nhiém vu xay dung D¢ an thanh 1ap HO1 cong chirng vién

- Trong thdi han 30 ngay, ké tir ngay nhan dugc Pé 4n thanh lap Hoi cong
ching vién, S6 Tu phap chu tri, phoi hop voi S6 Noi vu tham dinh D€ an, trinh
Uy ban nhan dan cap tinh ho so dé nghi thanh 1ap Hoi cong chirng vién.

- Trong thoi han 15 ngay, ké tir ngdy nhan dii ho so hop 1¢, Uy ban nhan
dan cap tinh ra Quyét dinh cho phép thanh lap Hoi cong chimg vién; trudng hop
tir chdi thi phai théng bao bang vin ban va néu 13 1y do.

b) Cach thirc thuwe hién: Nop Dé an tai S¢ Tu phap

¢) Thanh phan, s6 lwgng ho so:

- Thanh phén ho so:

+ D¢ 4n thanh lap Hoi cong ching vién;

+ T& trinh Dé an;

+ B4o cdo tham dinh Dé an.

- 86 lwong ho so: Khong quy dinh

d) Thoi han giai quyét: 45 ngay lam viéc ,trong do:

+ S¢ Tu phéap, S Noi vu: 30 ngay, ké tir ngdy nhan dugc Dé an thanh lap
Ho1 cong churng vién

+ UBND tinh: 15 ngay, ké tir ngay nhan du hd so hop 18

d) P6i twong thue hién TTHC: Cong ching vién

e) Co quan thuc hién TTHC:

- Co quan c6 tham quyén quyét dinh: Uy ban nhin dan tinh

- Co quan thyc hién thu tuc hanh chinh: S& Tu phéap,

- Co quan phéi hop thuc hién: S& Noi vu

g) Két qua thue hién TTHC: Quyét dinh cho phép thanh lap, vin ban tir
chéi cho phép thanh lap Hoi cong ching vién

h) L¢ phi: Khong

i) Yéu céu, diéu kién thuc hién TTHC: Khong
k) Miu don, miu to khai hanh chinh: Khong
1) Can ctr phap ly cua TTHC:
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- Luat Cong chimg sé 53/2014/QH13;

- Nghi dinh 5O 29/2015/ND-CP ngay 15 thang 3 nam 2015 cua Chinh Phu
quy dinh chi tiét va huéng dan thi hanh mot s6 diéu cuia Luat Cong chirng.
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I11.2. TO CHUC HANH NGHE CONG CHUNG
1. Cong chirng ban dich. M3 s6 hd so. T-BPC-281432-TT
a) Trinh ty thwc hién:

- Bu6e 1: Ca nhan, t6 chirc ndp ban chinh gidy td, van ban can dich cho t6
chtrc hanh nghé cong chung.

- Budc 2: Cong ching vién tiep nhan ban chinh gidy to, van ban can dich
va kiém tra.

- Bué6c 3: Truong hop gidy to, van ban pht hop véi quy dinh cta phéap luat
thi giao cho nguoi phién dich 1a cOng tac vién cua to chirc minh thuc hién.

- Budc 4: Nguoi phién dich ky vao ting trang cua ban dich va chuyén lai
gidy to, van ban da dich cho cong chiing vién. Cong ching vién ki€ém tra va ghi
1061 ching, ky vao tirng trang cua ban dich.

- Budc 5: Ca nhén, to chirc nhan lai két qua tai to chic hanh nghé cong
ching.

b) Cach thirc thwre hién: Nop ho so tai to chirc hanh nghé cong chiing
¢)Thanh phan, sé lwong hd so:
- Thanh phén ho so:

+ Phiéu yéu cau cong ching trong do co thong tin vé ho tén, dia chi nguoi
yéu cau cong chung, ndi dung can cong chimg, danh myc g1ay to' gui kem theo;

tén to chirc hanh nghe cong chung, ho tén nguoi tiép nhan ho so yéu cau cong
chirng, thoi diém tlep nhan ho so.

+ Bén sao gidy tO tiy than cua ngudi yéu cau cong ching;
+ Giﬁy t&, van ban can dich;
- 86 lwong hé so: 01 bo.

d) Thoi han giai quyét: Khong qua hai (02) ngay lam viéc; ddi v6i hop
ddng, giao dich yéu cau cong chirng phirc tap thi thoi han cong ching co thé kéo

dai hon nhung khong qua mudi (10) ngay lam viéc (Thoi gian xac minh, gidm
dinh khong tinh vao thoi han cong chung).

d) Poi twong thue hién TTHC: C4 nhan, to chirc

e) Co quan thuc hién TTHC:

- Co quan c6 thim quyén quyét dinh: T chirc hanh nghé cong chimng

- Co quan thyc hién tha tuc hanh chinh: T6 chtc hanh nghé cong ching
g) Két qua thwe hién TTHC: Vin ban cong ching

h) Lé phi: 50.000 dong/trang ddi v&i ban dich thir nhat.
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Trudng hop ngudi yéu cau cong ching can nhiéu ban dich thi tir ban dich
thir hai tré 1én thu 5.000 dong/ trang dbi voi trang thir nhat, trang thir hai; tir
trang thr ba trd 1én thu 3.000 dong/trang nhung muc thu t6i da khong qua
200.000 dong/ban

i) Yéu cau, diéu kién thue hién TTHC:

- Viéc dich gidy to, van ban tir tiéng Viét sang tiéng nudc ngoai hodc tir
tieng nudc ngoai sang tieng Viet dé cong ching phai do ngudi phién dich 1a cong
tac vién cua t0 chuc hanh nghé cong ching thuc hién. Cong tic vién phai la
nguoi tot nghiép dai hoc ngoai nglr hoac dai hoc khac ma thong thao thur ti€ng
nudc ngoai do.

- Cong ching vién khong dugc nhan va cong chirng ban dich trong céc
truong hop sau day:

+ Cong chimg vién biét hodc phai biét ban chinh dugc cip sai thim quyén
hoac khong hop 1¢€; ban chinh gia;

+ Giéy to, van ban dugc yéu cau dich d3 bi téy x04, stra chira, thém, bot
hodc bi hu hong, cii nat khong thé xac dinh rd ndi1 dung;

+ Giéiy to, van ban dugc yéu cau dich thudc bi mat nha nudc; giéiy td, van
ban bi cam pho bién theo quy dinh cua phap luat.

k) Miu don, miu to khai hanh chinh: Phiéu yéu cau cong chung

1) Can ctr phap ly cuia TTHC:

- Luat cong chimg s6 53/2014/QH13;

- Thong tu lién tich s6 115/2015/TTLT-BTC-BTP ngay 11 thang 8 nam
2015 cua B0 tai chinh — B Tu phap stra d6i, bd sung mot sb diéu cua Thong tu
lién tich s6 08/2012/TTLT-BTC-BTP ngay 19 thang 01 nam 2012 huéng dan vé
murc thu, ché d6 thu, ndp, quan 1y va sir dung phi cong chimg.

Mau don, to khai dinh kém
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MAu sb 01/PYC

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

PHIEU YEU CAU CONG CHUNG
HQP PONG, VAN BAN

Kinh guri: Phong Cong ching 6 ........ tinh/thanh phé ....................

Ho va t&n ngudi nOP Phidu:....... oveii et
Dia chi HEN KE: ..o
SO BN thOBL: vt e,
EMail: oooeeeeiee e
S8 FAX: ettt ettt ettt ettt

YEu cau cONg ChlING VE: ......eeiiiiiiiieiiiie et

Thoi gian nhdn phiéu ... gio, ngay......./ ... ........

NGUOI NHAN PHIEU NGUOI NOP PHIEU
(Ky va ghi ro ho tén) (Ky va ghi ro ho tén
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2. Cong chirng hop dong, giao dich soan thiao sin. Mi sé ho so. T-
BPC-281431-TT

a) Trinh ty thwc hién:

- Budc 1: Nguoi yéu cau cong chirng ndp ho so yéu cau cong ching tai to
chtrc hanh nghé cong chung

- Budce 2: Cong chimng vién kiém tra giéi‘y td trong hd so yéu cau cong
chirng. Truong hop ho so yéu cau cong chung day du, phu hop véi quy dinh cua
phap ludt thi thu 1y va ghi vao s6 cong ching.

+ Cong ching vién hudng dan ngudi yéu cau cong chimg tun thi dung
cac quy dinh vé thu tyc cong ching va cac quy dinh phap luat co lién quan dén
viéc thyc hién hop dong, giao dich; giai thich cho ngudi yéu cau cong ching
hiéu 18 quyén, nghia vu va loi ich hop phap cta ho, ¥ nghia va hiau qua phap 1y
ctia viéc tham gia hop dong, giao dich.

+ Trong trudng hop c6 cin cit cho rang trong hd so yéu cau cong ching
c6 van dé chua 13, viéc giao két hop déng, giao dich co d4u hiéu bi de doa,
cudng ép, co sy nghi ngd vé nang lyc hanh vi dan sy cua nguoi yéu cau cong
chtng hodc ddi tuong ciia hop dong, giao dich chwa dugc mod ta cy thé thi cong
chung vién de nghi nguoi yéu cau cong ching lam r6 hodc theo dé nghi cua
ngudi yéu ciu cong chimg, cong ching vién tién hanh xac minh hodc yéu cau
giam dinh; trudng hop khong 1am rd duoc thi o quyén tir chdi cong ching.

+ Cong chimg vién kiém tra du thio hop ddng, giao dich; néu trong du
thdo hop déng, giao dich co diéu khoan vi pham phép luat, trdi dao duc xa hoi,
d6i tuong cuia hop dong, giao dich khong phu hop voi quy dinh cta phap luét thi
cong ching vién phai chi ré cho nguoi yéu cau cong ching dé stra chira. Truong
hop nguoi yéu cau cong ching khong stra chira thi cong ching vién c6 quyén tir
chéi cong chimg,

- Budc 3: Nguoi yéu cau cong chimg tu doc lai dy thao hop dong, giao
dich hodc cong chimg vién doc cho nguoi yéu cau cong ching nghe theo dé nghi
cua nguoi yéu cau cong ching. Nguoi yéu céu cong ching ddng y toan bo ndi
dung trong du thao hop dong, giao dich thi ky vao tung trang cua hop dong, giao
dich. Coéng chimg vién yéu cau ngudi yéu cau cong chirng xuat trinh ban chinh
clia cac gidy to quy dinh tai khoan 1 Diéu nay dé ddi chiéu trudc khi ghi 1oi
chtng, ky vao timg trang ctia hop dong, giao dich.

- Budc 4: Ngudi yéu cau cong chimg nhan két qua tai té chirc hanh nghé
cong chig noi ndp ho so.

b) Cach thirc thuwe hién: Nop hd so truc tiép tai t6 chirc hanh nghé cong
¢) Thanh phan, s6 lwgng ho so:
- Thanh phén ho so:

+ Phi€u yéu cau cong chung, trong d6 c6 thong tin vé ho tén, dia chi
ngudi yéu cau cong chirng, nd1 dung can cong chirng, danh muc giay to giri kem
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theo; tén to chirc hanh nghe cong chung, ho t€n nguoi tiép nhan hd so yéu cau
cong ching, thoi diém tiép nhan ho so;

+ Du thdo hop dong, giao dich;
+ Bén sao gidy td tiy than cua ngudi yéu cau cong ching;

+ Ban sao gidy ching nhan quyén so hitu, quyén st dung hoic ban sao
gidy to thay thé duoc phap luat quy dinh dbi véi tai san ma phap luat quy dinh
phai dang ky quyen s& hitu, quyén str dung trong trudng hop hop dong, giao
dich lién quan dén tai san do;

+ Ban sao cac gidy to khac c6 lién quan dén hop dong, giao dich ma phap
luat quy dinh phai co.

* Ban sao nay la ban chyp, ban in hodc ban danh may c6 ndi dung day du,
chinh x&c nhu ban chinh va khong phai chirng thuc.

- S6 lugng hd so: 01 bo.

d) Thoi han giai quyét: Khong qua 02 ngay lam viéc; ddi voi hop ddng,
giao dich yéu cau cong chimg phic tap thi thoi han cong ching co thé kéo dai
hon nhung khong qua 10 ngay lam viéc (Thoi gian xac minh, gidm dinh khong
tinh vao tho1 han cong chirng).

d) Poi twong thue hién TTHC: C4 nhan, to chirc

e) Co quan thuc hién TTHC:

- Co quan c6 thim quyén quyét dinh: T6 chirc hanh nghé cong chimng

- Co quan thyc hién tha tuc hanh chinh: T6 chtc hanh nghé cong ching

g) Két qua thwe hién TTHC: Vin ban cong ching

h) L¢ phi:

Mirc thu phi cong chirg hop dong, giao dich dugc xac dinh theo gia tri tai
san hodc gia tri hop dong, giao dich:

* Mtrc thu phi d6i voi cac viéc cong ching cac hop dong, giao dich sau
day dugc tinh nhu sau:

- Cong chung hop dong chuyén nhuong, tang cho quyen str dung dat, gop
von bang quyén sir dung dét (tinh trén gia tri quyén st dung dat);

- Cong chung hop dong chuyen nhuong, tang cho quyén st dung dat co tai
san gan hen v6i dat, gop von bang quyén sur dung dat co tai san gan lién vé6i dat
(tinh trén tong gia tri quyén str dung dat va gid tri tai san gin lién voi dat);

- Cong ching hop dong mua bén, ting cho tai san khac, gop von bang tai
san khac (tinh trén gia tri tai san);
- Cong ching van ban thoa thudn phan chia di san, van ban khai nhan di
san (tinh trén gia tri di san);
- Cong chimg hop ddng vay tién (tinh trén gid tri khoan vay);
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- Cong ching hop dong thé chap tai san, cAm cb tai san (tinh trén gia tri tai
san; truong hop trong hop dong thé chap tai san, cam co6 tai san c6 ghi gia tri
khoan vay thi tinh trén gia tri khoan vay);

- Cong chimg hop ddng kinh té, thuong mai, du tu, kinh doanh (tinh trén

gi4 tri hop dong).
S| i o tal Miic thu
T san hodc gia tri hop 4 o
ddng, giao dich (dong/trudng hop)
Duéi 50 .
! triéu dong >0 nghin
Tu 50 triéu
2 | dong dén 100 triéu 100 nghin
dong
Tu trén 100 0/ i e xi . A .
3 |tricu déng dén 01] 0,1% gia tri tai san hoac gia tri hgp dong, giao
) 3 A dich
ty dong
4 ldon Td‘fértlrer(‘)g ! ?’ 01 triu ddng + 0,06% cua phin gid tr tai san
d 6n§ M hodc gia tri hgp dong, giao dich vuot quéa 01 ty dong
s ladn Td‘fértlre%g 3 ?’ 2,2 trigu ddng + 0,05% cua phin gid trj tai san
d 5n§ M hodc gia tri hgp dong, giao dich vuot qué 03 ty dong
6 ladn Td%rtlreri 8 > ?’ 3,2 trigu ddng + 0,04% cuia phin gid trj tai san
d 6n§ M hodc gia tri hgp dong, giao dich vuot qué 05 ty dong
Trén 10t 5,2 triéu dong + 0,03% ciia phan gia tri tai san
7 Y hodc gia tri hop dong, giao dich vugt qua 10 ty dong

dong

(mirc thu toi da khong qua 10 triéu dong/trudng hop)

* Murc thu phi dbi véi cac viéc cong ching hop dong thué quyén sir dung
dat; thué nha &; thué, thué lai tai san (tinh trén tong sb tién thué) dugc tinh nhu

sau.

TT

Gia tr1 hgp dong,

Murc thu

giao dich (tong sd tién (d6ng/truomg hop)
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thué)

| déng Dud1 50 triéu 40 nghin
Tir 50 triéu dong :
2 | dén 100 tricu dong 80 nghin
3 ‘ Tﬁ trén 10‘0 triéu 0,08% gid tri tai san hodc gia tri hop déng,
dong dén 01 ty dong giao dich
T tén 01 « 800 nghin dong + 0,06% ciia phan gia tri tai
4 ddne dén 03 1 ddn Y san hodc gia tri hop dong, giao dich vuot qua 01 ty
g y dong ddng
A 7 02 tridu dong + 0,05% cua phan gia tri tai
5 don dgg 0 ;rtefl d 603 ty san hodc gia tri hop d6ng, giao dich vuot qua 03 ty
g y dong ddng
A 7 03 triéu dong + 0,04% ctia phan gia tri tai
6 don dgg l(t)rfqn d 60r15 ty san hodc gia tri hop dong, giao dich vuot qua 05 ty
g y dong ddng
05 triéu dong + 0,03% ctia phan gid trj tai
7 Tr trén 10 ty|san hodc gia tr1 hop dong, giao dich vuot qua 10 ty

dong

d(f)ng (mic thu t6i da khong qua 8 triéu
dong/truong hop)

Dbi v6i cac hop dong, giao dich Ve quyén str dung dat, tai san co gia quy
dinh ciia co quan nha nudc c6 thim quyén thi gia tri quyén sir dung dat, gia tri tai
san tinh phi cong chiing dugc xac dinh theo thoad thudn cua cac bén trong hop
dong, giao dich d6; trudng hop gia dat, gia tai san do cac bén thoa thuan thap
hon mirc gid do co quan nha nudc c6 thAim quyén quy dinh ap dung tai thoi diém
cong chung thi gia tri tinh phi cong ching duoc tinh nhu sau: Gia tri quyén sir
dung dat, gi4 tri tai san tinh phi cong chimg = Dién tich dét, s lugng tai san ghi
trong hop dong, giao dich (x) Gia dat, gia tai san do co quan nha nudc c6 thim
quyén quy dinh.

* Muc thu phi cong chiang hop dong, giao dich khong theo gia tri tai san
hodc gia tri hgp dong, giao dich dugc quy dinh nhu sau:

Sd
TT

Loai viéc

Mtc thu
(d6ng/T.
hop)
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1 Cong ching hop doéng chuyén d6i quyén su 40
dung dat nong nghiép nghin
2 Cong ching hop ddng ban dau gia bat dong san 100
nghin
3 Cong chtng hop ddng bao lanh 100
nghin
4 Cong ching hop ddng uy quyén 50
nghin
5 Cong ching gidy uy quyén 20
nghin
Cong ching viée stra ddi, bd sung hop dong,
¢ |giao dich (trr viée stra d6i, bd sung ting gia tri tai san 40
hodc gia tri hop dong, giao dich thi ap dung muc thu nghin
theo quy dinh tai khoan 2)
7 Cong ching viéc huy bo hop dong, giao dich 25
nghin
8 Cong chung di chic 50
nghin
9 Cong ching van ban tir chdi nhan di san 20
nghin
10 Céc cong viée cong ching hop dong, giao dich 40
khac nghin

1) Yéu cau, diéu kién thuc hién thu tuc hanh chinh:

Cong chimg vién cta to chirc hanh nghé céng chig chi duge cong chimg
hop dong, giao dich vé bat dong san trong pham vi tinh, thanh phé truc thudc
trung wong noi to chirc hanh nghe cong ching dat try so, tru trudng hop cong
chtng di chuc, vin ban tir chbi nhan di san la bat dong san va vin ban Gy quyén
lién quan dén viéc thuc hién cac quyen ddi véi bat dong san.

k) Miu don, miu to khai hanh chinh: Khong
1) Can ctr phap ly cia TTHC:
- Luat Cong chimg s6 53/2014/QH13;

- Luat Dat dai 2014;
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- Bo luat 33/2005/QH11 Dan sy;

- Luat hon nhan va gia dinh;

- Luat Nha ¢ 2014;

- Nghi dinh sé 43/2014/ND-CP ngay 15/5/2014 cua Chinh phi quy dinh
chi tiét thi hanh mot s6 di€u cua Luat dat dai;

- Thong tu 23/2014/TT-BTNMT ngay 19/5/2014 quy dinh vé gidy ching
nhan quyén st dung dat, quyén s hitu nha ¢ va tai san khac gan lién véi dat;

- Thong tu lién tich sb 04/2006/TTLT/BTP-BTNMT ngay 13 thang 6
nam 2006 cua B Tu phap huong dan viéc cong chung, ching thuc hop dong,
vin ban thyc hién quyén cta nguoi str dung dét;

- Thong tu lién tich s6 08/2012/TTLT-BTC-BTP ngay 19 thang 01 nam
2012 cua B¢ tai chinh — B Tu phap huéng dan vé mirc thu, ché dg thu, ndp,
quan ly va st dung phi cong chirng.

- Théng tu lién tich sé 115/2015/TTLT-BTC-BTP ngay 11 thang 8 nim
2015 cua Bo tai chinh — Bo Tu phép stra d6i, bd sung mot s dicu ciia Thong tu
lién tich s6 08/2012/TTLT-BTC-BTP ngay 19 thang 01 nim 2012 huéng dan vé
murc thu, ché d6 thu, ndp, quan 1y va sir dung phi cong chimg.
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3. Cong chirng hop dong, giao dich do cong chirng vién soan thao theo
dé nghi ctia ngwoi yéu ciu cong chirng. Mai so hd so. T-BPC-281428-TT

a) Trinh ty thwc hién:

- Budc 1: Nop hd so yéu cau cong ching tai to chirc hanh nghé cong
chtirng. Ngudi yéu cau cong chirng néu nd1 dung, y dinh giao két hop dong, giao
dich.

- Bué6c 2: Cong ching vién tiép nhan ho so va kiém tra gidy to trong hd so
yéu cau cong chung. Truong hop ho so yéu cau cong chirng day du, phu hop véi
quy dinh cua phép luat thi thu 1y, ghi vao s6 cong chirng.

+ Cong ching vién hudng dan ngudi yéu cau cong chimg tuan thi dung
cac quy dinh vé thu tyc cong ching va cac quy dinh phap luat co lién quan dén
viéc thyc hién hop dong, giao dich; giai thich cho ngudi yéu cau cong ching
hiéu 18 quyén, nghia vu va loi ich hop phap cta ho, ¥ nghia va hiau qua phap 1y
ctia viéc tham gia hop dong, giao dich.

+ Trong trudng hop co cin cit cho rang trong hd so yéu cau cong ching
c6 van dé chua 13, viéc giao két hop ddng, giao dich c6 ddu hiéu bi de doa,
cudng ¢p, cO sy nghi ngo vé nang lyc hanh vi dan sy cua nguoi yéu cau cong
chtng hodc ddi twong ctia hop dong, giao dich chwa dugc mo ta cy thé thi cong
chung vién de nghi nguoi yéu cau cong ching lam r6 hodc theo dé nghi cua
ngudi yéu ciu cong chimg, cong ching vién tién hanh xac minh hoédc yéu cau
giam dinh; trudng hop khong 1am rd duoc thi o quyén tir chdi cong ching.

- Bu6c 3: Trudng hop ndi dung, ¥ dinh giao két hop dong, giao dich 1a
xac thyc, khong vi pham phap luat, khong trai dao dirc x@ hoi thi cong ching
vién soan thao hgp dong, giao dich.

Nguoi yéu cau cong ching ty doc du thao hop ddng, giao dich hoic cong
ching vién doc cho nguoi yéu cau cong ching nghe. Truong hop nguoi yéu cau
cong ching dong ¥ toan bd ndi dung trong du thao hop dong, giao dich thi ky
vao tung trang cua hop dong, giao dich. Cong ching vién yéu cau nguoi yéu cau
cong chimg xuat trinh ban chinh cta cac gidy to quy dinh tai khoan 1 Diéu nay
dé d6i chiéu trudc khi ghi 10 chimg, ky vao timg trang ctia hop dong, giao dich.

- Budc 4: Ca nhén, to chirc nhan lai két qua tai to chic hanh nghé cong
ching.

b) Cach thirc thuwe hi€én: Nop hé so truc tiép tai t6 chirc hanh nghé cong
ching.

¢) Thanh phan, s6 lwgng ho so:

- Thanh phén ho so:

+ Phleu yéu ciu cong ching, trong d6 co thong tin vé ho tén, dia chi
nguoi yéu. cau cong ching, nd1 dung can cong ching, danh muc g1ay to guri kem
theo; tén td chirc hanh nghe cong ching, ho ten nguoi tiép nhan ho so yéu cau
cong ching, thoi diém tiép nhan ho so;
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+ Du thao hop ddng, giao dich;
+ Bén sao gidy tO tiy than cua ngudi yéu cau cong ching;

+ Ban sao gidy chimg nhan quyén so hitu, quyén st dung hodc ban sao
gidy to thay thé dugc phap luat quy dinh dbi véi tai san ma phap luat quy dinh
phai dang ky quyen sO hitu, quyén str dung trong trudng hop hop dong, giao
dich lién quan dén tai san do;

+ Ban sao cac gidy to khac c6 lién quan dén hop dong, giao dich ma phap
luat quy dinh phai co.

* Ban sao nay la ban chyp, ban in hodc ban danh may c6 ndi dung day du,
chinh xac nhu ban chinh va khong phai chirng thuc.

- 86 lwong hé so: 01 bé.

d) Thoi han giai quyét: Khong qua 02 ngay lam viéc; ddi véi hop dong,
giao dich yéu cau cong chimg phirc tap thi thdi han cong chimg c6 thé kéo dai
hon nhung khong qua 10 ngay lam viéc (Thoi gian xac minh, giam dinh khong
tinh vao tho1 han cong chirng

d) Poi twong thue hién TTHC: C4 nhan, to chirc

e) Co quan thuc hién TTHC:

- Co quan c6 thim quyén quyét dinh: T6 chirc hanh nghé cong ching.

- Co quan thyc hién tha tuc hanh chinh: T6 chiic hanh nghé cong chung.

g) Két qua thwe hién TTHC: Vin ban cong ching

h) L¢ phi:

Mire thu phi cong chimg hop ddng, giao dich duoc xac dinh theo gid trj tai
san hodc gia tri hop dong, giao dich:

* Mtrc thu phi d6i voi cac viéc cong ching cac hop dong, giao dich sau
day dugc tinh nhu sau:

- Cong chung hop dong chuyén nhuong, tang cho quyen str dung dat, gop
vbn bang quyén sir dung dat (tinh trén gia tri quyén st dung dat);

- Cong chung hop dong chuyen nhuong, tang cho quyén st dung dat co tai
san gan hen v6i dat, gop von bang quyén sur dung dat co tai san gan lién v6i dat
(tinh trén tong gia tri quyén str dung dat va gid tri tai san gin lién voi dat);

- Cong chig hop dong mua bén, ting cho tai san khac, gop von bang tai
san khac (tinh trén gia tri tai san);

- Cong ching van ban thoa thudn phan chia di san, van ban khai nhan di
san (tinh trén gia tri di san);

- Cong chimg hop ddng vay tién (tinh trén gid tri khoan vay);
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- Cong ching hop dong thé chap tai san, cAm cb tai san (tinh trén gia tri tai
san; truong hop trong hop dong thé chap tai san, cam co6 tai san c6 ghi gia tri
khoan vay thi tinh trén gia tri khoan vay);

- Cong chimg hop ddng kinh té, thuong mai, du tu, kinh doanh (tinh trén

gi tri hop dong).
S6 Gid trj tai san hogc gid tri Mirc thu
| hop dong, giao dich (d6ng/trudng hop)
1 Duéi 50 triéu dong 50 nghin
2 Tir 50 trigu dong dén 100 100 nghin
tri¢u dong
3 Tir trén 100 trigu dong dén 0,1% gid trj tai san hogc gi4 tri
01 ty dong hop dong, giao dich
4 _ Tir trén 01 ty dong dén 03 01 triéu dong + 0,06% cua phan
ty dong gia tri tai san hodc gia tri hop dong,
giao dich vuot qua 01 ty dong
5 _ Tur trén 03 ty dong dén 05| 2,2 triéu dong + 0,05% cua
ty dong phﬁn gia tri tai sdn hodc gia tri hop
dong, giao dich vuot qua 03 ty dong
6 _ Tur trén 05 ty dong dén 10| 3,2 triéu dong + 0,04% cua
ty dong phﬁn gia tri tai sdn hodc gia tri hop
dong, giao dich vuot qua 05 ty dong
7 Trén 10 ty dong 52 triéu dong + 0,03% cua

phan gia trj tai san hodc gia tri hop
dong, giao dich vuot qua 10 ty dong
(mirc thu t6i da khoéng qua 10 triéu
dong/trudng hop)

* Murc thu phi ddi véi cac viéc cong ching hop dong thué quyén str dung
dat; thué nha &; thué, thué lai tai san (tinh trén tong s6 tién thué) dugc tinh nhu

sau.

Sb 7 Gié ‘tri hop déng, giao dich Mirc thu
7T | (tong s6 tién thug) (ddng/truomg hop)
1 Duéi 50 triéu dong 40 nghin
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2 Tir 50 trigu dong dén 100 80 nghin
tri¢u dong
3 Tir trén 100 trigu dong dén 0,08% gié trj tai san hodc gié tri
01 ty dong hop dong, giao dich
4 _ Tur trén 01 ty dong dén 03| 800 nghin dong + 0,06% cua
ty dong phﬁn gia tri tai sdn hodc gia tri hop
dong, giao dich vuot qua 01 ty dong
5 _ Tur trén 03 ty dong dén 05 02 tri¢u dong + 0,05% cua phan
ty dong gia tri tai san hodc gia tri hop dong,
giao dich vuot qua 03 ty dong
6 _ Tur trén 05 ty dong dén 10 03 trigu dong + 0,04% cua phan
ty dong gia tri tai san hodc gia tri hop dong,
giao dich vuot qua 05 ty dong
7 T trén 10 ty dong 05 triéu dong + 0,03% ctia phan

gia tri tai san hodc gia tri hop dong,
giao dich vuot qua 10 ty dong (mirc
thu t6i da khong qua 8 triéu
dong/trudng hop)

Pbi v6i cac hop dong, giao dich Ve quyén str dung dat, tai san co gia quy
dinh ciia co quan nha nudc c6 thim quyén thi gia tri quyén sir dung dat, gia tri tai
san tinh phi cong chiimg dugc xac dinh theo thoad thudn cua cic bén trong hop
dong, giao dich d6; trudng hop gia dat, gia tai san do cac bén thoa thuin thap
hon mirc gid do co quan nha nudc c6 thAim quyén quy dinh ap dung tai thoi diém
cong chung thi gia tri tinh phi cong ching duoc tinh nhu sau: Gia tri quyén sir
dung dat, gi4 tri tai san tinh phi cong chimg = Dién tich dét, s lugng tai san ghi
trong hop dong, giao dich (x) Gia dat, gia tai san do co quan nha nudc c6 thim
quyén quy dinh.

* Murc thu phi cong ching hop dong, giao dich khong theo gia tri tai san
hodc gia tri hgp dong, giao dich dugc quy dinh nhu sau:

Sb Loai viéc Mirc thu
TT (d6ng/trudng
hop)
1 Cong chimg hop doéng chuyén d6i quyén 40 nghin
st dung dat nong nghiép
2 Cong chung hop dong ban dau gia bat 100 nghin
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dong san

3 Cong ching hop ddng bao lanh 100 nghin
4 Cong ching hop ddng uy quyén 50 nghin
5 Cong ching gidy uy quyén 20 nghin
‘ Cong chung viéc sta déi, bé sung hop
6 d?),ng,_ g‘i'floqdich v(trl‘l’. ,\fiéF: sura df)i, b6_ sung téng 40 nghin
gia tri tai san hodc gia tri hgp dong, giao dich thi
ap dung mirc thu theo quy dinh tai khoan 2)
7 Cong chimg viéc huy bo hop dong, giao 25 nghin
dich
8 Cong chung di chtc 50 nghin
9 Cong ching van ban tir chdi nhan di san 20 nghin
10 Céc cong viéc cong ching hop dong, giao 40 nghin

dich khac

i) Yéu cau, diéu kién thwe hién TTHC:

‘C(‘)ng chiing Viér} cﬁ,a t6 chtrc hanh nghé cong chimg chi dugc ’cc‘)ng ching
hop dong, giao dvich vé bat dong §én trong pham vi tinh, thanh phé tryc thudc
trung wong noi to6 chue hémh,nghé cong chﬁng’dét tru s, tra truong hop cér‘lg
ching di ch’ﬁc, van ban tur choi nhafln‘di se}n la bﬁ’t dong san va van ban uy quyén
lién quan dén viéc thyc hién cadc quyén doi voi bat dong san

k) Mau don, miu to' khai hanh chinh: Khong

) Can ctr phap ly cia TTHC:

- Lut Cong chimg s6 53/2014/QH13;

- Luat D4t dai 2014;

- B6 luat 33/2005/QH11 Dan sy;

- Luat hon nhan va gia dinh;

- Luat Nha ¢ 2014;

- Nghi dinh 5O 43/2014/ND-CP ngay 15/5/2014 cua Chinh phu quy dinh
chi tiét thi hanh mot s6 diéu cua Luat dat dai;

- Thong tu 23/2014/TT-BTNMT ngay 19/5/2014 quy dinh vé gidy ching
nhan quyén st dung dat, quyén so hitu nha & va tai san khac gan lién v6i dat;
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- Thong tu lién tich sb 04/2006/TTLT/BTP-BTNMT ngay 13 thang 6
nam 2006 cua B Tu phap huong dan viéc cong chung, ching thuc hop dong,
vin ban thyuc hién quyén cta nguoi str dung dét;

- Thong tu lién tich s6 08/2012/TTLT-BTC-BTP ngay 19 thang 01 nim
2012 cua B¢ tai chinh — B Tu phap huéng dan vé mirc thu, ché dg thu, ndp,
quan ly va st dung phi cong chirng.

- Théng tu lién tich s6 115/2015/TTLT-BTC-BTP ngay 11 thang 8 nam
2015 cua B0 tai chinh — B Tu phap stra d6i, bd sung mot s6 dicu cia Thong tu

lién tich s6 08/2012/TTLT-BTC-BTP ngay 19 thang 01 nam 2012 huong dan vé
murc thu, ché do thu, ndp, quan ly va str dung phi cong chirng.
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4. Cong chirng viéc sira ddi, b6 sung, hiiy b6 hop ddng, giao dich. Mi
s0 ho so. T-BPC-281427-TT

a) Trinh ty thwc hién:

- Budc 1: Nguoi yéu cau cong ching nop mot by hd so yéu cau cong
chung tai to chirc hanh nghé cong chirng.

- Budc 2: Cong ching vién tiép nhan ho so va kiém tra gidy to trong hd so
yéu cau cong chung. Truong hgp ho so yéu cau cong chirng day du, phu hop véi
quy dinh cua phap luat thi thu 1y, ghi vao s6 cong ching.

+ Cong ching vién hudng dan ngudi yéu cau cong chimg tun thi dung
cac quy dinh vé thu tyc cong chung va cac quy dinh phap luat co lién quan dén
viéc thyc hién hop dong, giao dich; giai thich cho ngudi yéu cau cong ching
hiéu 18 quyén, nghia vu va loi ich hop phap cta ho, ¥ nghia va hiau qua phap 1y
ctia viéc tham gia hop dong, giao dich.

+ Viéc cong chimg sira d6i, bd sung, hiy bo hop dong, giao dich dé dugc
cong chung chi dugc thyc hién khi ¢6 su thoa thuan, cam két bang vin ban cla
tat ca nhitng nguoi di tham gia hop dong, giao dich do.

+ Viéc cong chimg sira d6i, bd sung, huy bo hop dong, giao dich di duoc
cong chung dugce thuc hién tai t6 chirc hanh nghé cong chung da thuc hién viéc
cong chimg d6 va do cong ching vién tién hanh Truong hop t6 chirc hanh nghé
cong ching da thyc hién viéc cong chung chdm dut hoat dong, chuyén doi,
chuyén nhuong hodc giai thé thi cong chimg vién cua to chitc hanh nghé cong
chtng dang luu trit hd so cong ching thuc hién viée stra d6i, bo sung, hiy bo
hop dong, giao dich.

+ Trong trudng hop c6 cin clr cho rang trong hd so yéu cau cong ching c6
van dé chua rd, viéc giao két hop dong, giao dich co diu hiéu bi de doa, cudng
ép, ¢ su nghi ngd vé nang lyc hanh vi dén sy cua nguoi yéu cau cong ching
hodc ¢6 su nghi ngd ddi tuong cua hop ddng 1a khong c6 that thi cong chimg
vién dé nghi ngudi yéu cau cong ching lam r6 hodc theo dé nghi cua nguoi yéu
cau cong chimg, cong ching vién tién hanh xac minh hodc yéu cau giam dinh;
truomg hop khong 1am rd dugc thi c6 quyén tir chdi cong ching;

+ Truong hop ndi dung, ¥ dinh giao két hop dong, giao dich 1a xac thuc,
khong vi pham phap luat, khong trai dao dic xa hoi thi cong chimg vién soan
thao hgp dong, giao dich;

+ Truong hop hop dong, giao dich dugc soan thao sin, cong chimg vién
kiém tra dy thao hop ddng; néu trong du thao hop ddng c6 diéu khoan vi pham
phap luat, trai dao duc xa hoi, dbi tuong cta hop dong khong phu hop voi thyce té
thi cong chimg vién phai chi r6 cho nguoi yéu cau cong chimg dé stra chita.
Truong hop nguoi yéu cau cong chirng khong stra chira thi cong ching vién co
quyén tir chdi cong ching,
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- Budce 3: Nguoi yéu cu cong ching tu doc lai duy thdo hop déng, giao
dich hodc cong ching vién doc cho nguoi yéu cau cong chirng nghe theo dé nghi
cuia nguoi yéu cau cong ching.

Nguoi yéu cdu cong ching ddng ¥ toan bd ndi dung trong du thao hop
dong, giao dich thi ky vao tung trang cua hop dong, giao dich. Cong chimg vién
yéu cau nguoi yéu cau cong chimng xudt trinh ban chinh cua cac gidy to quy dinh
tai khoan 1 Diéu nay dé ddi chiéu trude khi ghi 101 ching, ky vao ting trang cua
hop ddng, giao dich.

- Budc 4: Ca nhén, to chirc nhan lai két qua tai to chic hanh nghé cong
ching.

b) Cach thirc thuwe hi€én: Nop hé so truc tiép tai t6 chirc hanh nghé cong
ching.

¢) Thanh phan, s6 lwgng hd so:

- Thanh phén ho so:

+ Ph1eu yéu cau cong chung, trong do c6 thong tin vé ho t€n, dia chi
nguoi yéu cau cong chimg, noi dung can cong chirng, danh muc g1ay to gt kem
theo; tén t6 chirc hanh nghe cong chung, ho t€n nguoi tiép nhan hd so yéu cau
cong ching, thoi diém tiép nhan ho so;

+ Du thao Hop dong, giao dich yéu cau stra d6i, b6 sung, hity bo;
+ Ban sao gidy to tiy than cua ngudi yéu cau cong ching;

+ Ban sao gidy chiimg nhan quyén so hitu, quyén st dung hodc ban sao
gidy to thay thé dugc phap luat quy dinh d6i véi tai san ma phap luat quy dinh
phai dang ky quyen sO hitu, quyén st dung, trong truong hop hop ddng, giao
dich lién quan dén tai san do;

+ Ban sao gidy to khac c6 lién quan dén hop dong, giao dich ma phap luat
quy dinh phai co.

* Ban sao quy dinh tai khoan 1 Piéu nay 1a ban chup, ban in hoic ban
danh may c6 ndi1 dung day du, chinh x4c nhu ban chinh va khong phai chimng
thurec.

- 86 lwong hé so: 01 bo.

d) Thoi han giai quyét: Khong qua hai (02) ngay lam viéc; ddi v6i hop
dong, giao dich yéu cau céng chirng phirc tap thi thoi han cong ching c6 thé kéo
dai hon nhung khong qua muodi (10) ngay lam viéc (Thoi gian xac minh, giam
dinh khong tinh vao thoi han cong chung).

d) Poi twong thue hién TTHC: C4 nhan, to chirc

e) Co quan thuc hién TTHC:

- Co quan c6 thim quyén quyét dinh: T chirc hanh nghé cong chimng

- Co quan thyc hién tha tuc hanh chinh: T6 chtrc hanh nghé cong ching
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g) Két qua thwe hién TTHC: Vin ban cong ching

h) L¢ phi:

- 25.000 d/ truomg hop cong chimg viéc huy bé hop dong, giao dich.

- 40.000 d/ truong hop cong chung viée stra d6i, bo sung hop dong, giao

dich trir viéc stra d6i, bd sung ting gia tri tai san hodc gia tri hop dong, giao dich
thi 4p dung murc thu theo quy dinh sau:

S6 Gid tri tai san hofic gia Mirc thu
TT tr1 hop dong, giao dich (ddng/trudmg hop)
1 Duéi 50 triéu dong 50 nghin
2 Tt 50 tricu dong dén 100 nghin
100 triéu dong
3 Tﬁ trén IQO triéu déng ‘ 0,1% gid tr1 tai san hodc gid tri hop
dén 01 ty dong dong, giao dich
4 Tir trén 01 ty dOng dén 01 triéu dong + 0,06% ctia phan gid tri
03 ty dong tai san hodc gia tri hop dong, giao dich vuot
qua 01 ty dong
5 Tir trén 03 ty dong dén 2,2 trigu dong + 0,05% clia phan gié tri
05 ty dong tal san hoaflg gia tri hop dong, giao dich vugt
qua 03 ty dong
6 Tir trén 05 ty dong dén 3,2 tri¢u dong + 0,04% cuia phan gié tri
10 ty dong tal san hoaflg gia tri hop dong, giao dich vugt
qua 05 ty dong
7 Trén 10 ty dong 5,2 triéu dong + 0,03% cua phan gia tri
tai san hodc gia tri hop dong, giao dich vuot
qua 10 ty dong (murc thu to1 da khong qua 10
tri¢u dong/truong hop)

i) Yéu cau, diéu kién thwe hién TTHC:

Viéc stra d6i, bd sung, hay bo hop dong, giao dich di dugc cong ching
chi duoc thuc hién khi c6 su thoa thuin, cam két béng van ban cia tat ca nhirng
ngudi da tham gia hop dong, giao dich d6 va phai dugc cong ching

Viéc cong chimg sira d6i, bd sung, huy bo hop dong, giao dich da duoc
cong chung dugce thuc hién tai t6 chirc hanh nghé cong chung da thuc hién viéc
cong chimg d6 va do cong ching vién tién hanh Truong hop t6 chirc hanh nghé
cong ching da thyc hién viéc cong chung chdm dut hoat dong, chuyén doi,
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chuyén nhuong hoic giai thé thi cong chimg vién cua to chuc hanh nghé cong
ching dang luu trir h6 so cong ching thuc hién viée stra doi, bo sung, huy bo
hop dong, giao dich.

k) Miu don, miu to khai hanh chinh: Khong

1) Can ctr phap ly cia TTHC:

- Luat Cong chimg s6 53/2014/QH13;

- Luat Dat dai 2014;

- Bo luat 33/2005/QH11 Dan sy;

- Luat hon nhan va gia dinh;

- Luat Nha ¢ 2014;

- Nghi dinh s6 43/2014/ND-CP ngay 15/5/2014 cua Chinh phu quy dinh
chi tiét thi hanh mot s6 diéu cua Luat dat dai;

- Thong tu 23/2014/TT-BTNMT ngay 19/5/2014 quy dinh vé gidy ching
nhan quyén st dung dit, quyén so hitu nha & va tai san khac gan lién v6i dat;

- Thong tu lién tich sb 04/2006/TTLT/BTP-BTNMT ngay 13 thang 6 nam
2006 cua BO Tu phap huong dan viéc cong chung, ching thuc hop ddng, vin
ban thuc hién quyén cta ngudi sir dung dt;

- Théng tu lién tich sb 08/2012/TTLT-BTC-BTP ngay 19 thang 01 nam
2012 cua B¢ tai chinh — B Tu phap huéng dan vé mirc thu, ché dg thu, ndp,
quan ly va st dung phi cong chirng.

- Théng tu lién tich sé 115/2015/TTLT-BTC-BTP ngay 11 thang 8 nam
2015 cua B0 tai chinh — B Tu phap stra d6i, bd sung mot s6 dicu cia Thong tu

lién tich s6 08/2012/TTLT-BTC-BTP ngay 19 thang 01 nam 2012 huong dan vé
murc thu, ché do thu, ndp, quan ly va str dung phi cong chirng.

131



5. Cong chirng hop dong thé chip bat dong san. M sé ho so. T-BPC-
281426-TT

a) Trinh ty thwe hién:

- Budc 1: Nguoi yéu cau cong ching ndp mdt bd ho so yéu cau cong
chung tai to chirc hanh nghé cong ching;

- Budc 2: Cong chimg vién tiép nhan ho so va kiém tra gidy to trong ho so
yéu cau cong chung. Truong hop ho so yéu cau cong chirng day du, phu hop véi
quy dinh cua phép luat thi thu 1y, ghi vao s6 cong chung;

+ Cong chung vién huong dan ngudi yéu cau cong ching tuan tha dung
cac quy dinh vé thu tyc cong chung va cac quy dinh phap luét co lién quan dén
viéc thyc hién hop ddng, giao dich; giai thich cho ngudi yéu cau cong chimg
hiéu & quyén, nghia vu va loi ich hop phap cta ho, ¥ nghia va hau qua phap 1y
ctia viéc tham gia hop dong, giao dich.

+ Trong truong hop c6 cin cir cho rang trong hd so yéu cau céng ching
c6 van dé chua rd, viée giao két hop déng, giao dich co d4u hiéu bi de doa,
cudng ép, ¢ su nghi ngd vé nang lyc hanh vi dan su cua nguoi yéu cau cong
chtng hodc ddi tuong cua hop dong, giao dich chua duoc mé ta cu thé thi cong
ching vién de nghi nguoi yéu cau cong ching lam rd hoac theo dé nghi cua
ngudi yéu cau cong ching, cong chimg vién tién hanh xac minh hogc yéu cau
giam dinh; trudng hop khong 1am rd duoc thi o quyén tir chdi cong ching.

+ Truong hop nodi dung, ¥ dinh giao két hop dong 1a xac thuc, khong vi
pham phép luat, khong trai dao duc xa hdi thi cong ching vién soan thdo hop
dong;

+ Truong hop hop dong duoc soan thao sin, néu trong du thao hop ddng,
giao dich co diéu khoan vi pham phap luat, trai dao dirc xa hoi, d6i tuong cua
hop ddng, giao dich khéng phu hop vo1 quy dinh cua phap ludt thi cong chimg
vién phai chi r6 cho ngudi yéu cau cong chirng dé stra chita. Truong hop nguoi
yéu cau cong chimg khong stra chita thi cong ching vién c6 quyén tir chdi cong
chung.

- Budc 3: Nguoi yéu cau cong chimg tu doc lai dy thao hop dong, giao
dich hodc cong chimg vién doc cho nguoi yéu cau cong chimg nghe theo dé nghi
cta nguoi yéu cau cong chirng.

Nguoi yéu cdu cong ching ddng ¥ toan bd ndi dung trong du thao hop
dong, giao dich thi ky vao tung trang cua hop dong, giao dich. Cong chimg vién
yéu ciu nguoi yéu cau cong ching xudt trinh ban chinh cua cac gidy to quy dinh
tai khoan 1 Diéu nay dé ddi chiéu trudc khi ghi 101 ching, ky vao ting trang cua
hop dong, giao dich.

- Budc 4: Ca nhan, t6 chirc nhan lai két qua tai to chirc hanh nghé cong
ching.

b) Cach thirc thuc hi€én: Nop hé so truc tiép tai to chirc hanh nghé cong
ching.
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¢) Thanh phan, s6 lwgng ho so:

- Thanh phén ho so:

+ Phiéu yéu cau cong ching, trong do co thong tin ve ho t€n, dia chi
nguoi yéu cau cong chimg, noi dung can cong chirng, danh muc g1ay to gui kem

theo; tén t6 chirc hanh nghe cong chung, ho t€n nguoi tiép nhan hd so yéu cau
cong ching, thoi diém tiép nhan ho so;

+ Du thao hop ddng thé chap bat dong san;
+ Bén sao gidy td tiy than cua ngudi yéu cau cong ching;

+ Ban sao gidy chimg nhan quyén so hitu, quyén st dung hoic ban sao
gidy to thay thé duoc phap luat quy dinh d6i véi tai san ma phap luat quy dinh
phai dang ky quyen sO hitu, quyén str dung trong trudng hop hop dong, giao
dich lién quan dén tai san do;

+ Ngoai cac gidy to néu trén, tuy vao truong hop cu thé ma hd so yéu cau
cong chirg con c6 thém gidy to sau: Ban sao gidy phép xay dyng hodc du an dau
tu d3 duoc co quan nha nudc cd thim quyén phé duyét dbi voi trudng hop thé
chap tai san hinh thanh trong twong lai ma theo quy dinh ciia phap luat thi tai san
d6 phai dugc cap phép xdy dung hodc phai 1ap dy an dau tu.

+ Ban sao cac gidy to khac c6 lién quan dén hop dong, giao dich ma phap
luat quy dinh phai co.

* Ban sao ndy 1a ban chup, ban in hodc ban danh may c6 ndi dung day du,
chinh xac nhu ban chinh va khong phai chirng thuc.

- 86 lwong hé so: 01 bé.

d) Thoi han giai quyét: Khong qua 02 ngay lam viéc; ddi véi hop ddng,
giao dich yéu cau cong chirng phirc tap thi thdi han cong chimg c6 thé kéo dai
hon nhung khong qua 10 ngay lam viéc (Thoi gian xac minh, giam dinh khong
tinh vao tho1 han cong chirng).

d) Poi twong thue hién TTHC: C4 nhan, to chirc

e) Co quan thuc hién TTHC:

- Co quan c6 thim quyén quyét dinh: T chirc hanh nghé cong chimng

- Co quan thyc hién tha tuc hanh chinh: T6 chtc hanh nghé cong ching

g) Két qua thwe hién TTHC: Vin ban cong ching

h) Lé¢ phi:

Cong chung hop dong thé chap tai san tinh trén gia tri tai san; truong hop
trong hop dong thé chip tai san, cam cd tai san c6 ghi gia tri khoan vay thi tinh
trén gid tr1 khoan vay

SO Gia tr1 ta1 san hoac Mtrc thu
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TT| gia tri hop dong, giao dich (dong/trudng hop)
1 Dudi 50 triéu dong 50 nghin
2 | Tu 50 trigu dong 100 nghin
dén 100 triéu dong
3 ‘ TI‘I trén ‘100 tri€u ‘ 0,1% gia tr1 tai san hoac gia tri hop
dong dén 01 ty dong dong, giao dich
4 | Tu trén 01 ty dong 01 trigu dong + 0,06% cta phan gié tri
dén 03 ty dong tai san hodc gia tri hop dong, giao dich vugt
qua 01 ty dong
5 |  Tu trén 03 ty dong 2,2 triu dong + 0,05% ciia phan gia
dén 05 ty dong tri tai san hodc gia tri hop dong, giao dich
vuot qua 03 ty dong
6 |  Tu trén 05 ty dong 3,2 trigu dong + 0,04% ciia phan gia
dén 10 ty dong tri tai san hodc gia tri hop dong, giao dich
vuot qua 05 ty dong
7 Trén 10 ty dong 5,2 triéu dong + 0,03% ciia phan gia

tri tai san hoac gié tri hop déng, giao dich
vuot qua 10 ty dong (muc thu to1 da khong
qua 10 tri¢u dong/trudong hop)

i) Yéu cau, diéu kién thwe hién TTHC:

- Viéc cong chung hop déng thé chﬁp bét dong san phai dugc thyc hién tai
to chirc hanh nghé cong ching c6 tru sé tai tinh, thanh pho trye thude trung wong
noi c6 bat dong san

- Truong hop mot bat dong san da dugc thé chép dé bao dam thuc hién
mdt nghia vu va hop dong thé chip da duoc cong chimg ma sau d6 duoc tiép tuc
thé chap dé bao dam cho mot nghia vu khac trong pham vi phap luat cho phép
thi cac hop dong thé chip tiép theo phai dugc cong ching tai to chirc hanh nghé
cong ching da cong ching hop ddng thé chap lan dau. Trudng hop to chic hanh
nghé cong ching di thuc hién viéc cong ching chim dut hoat dong, chuyén
nhuong hodc giai thé thi cong chimg vién cua to chirc hanh nghé cong chung
dang luu trit ho so cong ching hop dong thé chip tiép theo do.

k) Miu don, miu to' khai hanh chinh: Khong
) Can ctr phap ly cia TTHC:
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- Luat cong chimg s6 53/2014/QH13;
- Luat D4t dai 2014;
- B6 luat 33/2005/QH11 Dan sy;
- Luat hon nhan va gia dinh;
- Luat Nha ¢ 2014;
- Nghi dinh 5O 43/2014/ND-CP ngay 15/5/2014 cua Chinh phu quy dinh
chi tiét thi hanh mdt s6 di€u cua Luat dat dai;

- Thong tu 23/2014/TT-BTNMT ngay 19/5/2014 quy dinh vé gidy ching
nhan quyén st dung dat, quyén s¢ hitu nha ¢ va tai san khic gan lién véi dat;

- Thong tu lién tich sb 04/2006/TTLT/BTP-BTNMT ngay 13 thang 6 nam
2006 cua Bo Tu phap huong dan viéc cong chung, chimg thuc hop ddng, vin
ban thuc hién quyén cta ngudi sir dung dt;

- Thong tu lién tich s6 08/2012/TTLT-BTC-BTP ngay 19 thang 01 nam
2012 cua B¢ tai chinh — B Tu phap huéng dan vé mirc thu, ché dg thu, ndp,
quan ly va st dung phi cong chirng.
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6. Cong chirng Di chiic. M s6 hd so. T-BPC-281425-TT
a) Trinh ty thwc hién:

- Budc 1: Nguoi 1ap di chic phai ty minh yéu cau coéng chung di chuc;
khong ty quyén cho ngudi khac yéu cau cong chirng di chuc.

- Budc 2: Cong chimg vién tiép nhan hd so va kiém tra gidy to trong hd
50 yeu cau cong ching. Truong hop ho so yéu cau cong chung day du, phu hop
vo1 quy dinh cia phap luat thi thu 1y, ghi vao s6 cong ching.

+ Cong chung vién huong dan ngudi yéu cau cong ching tuan tha dung
cac quy dinh vé thu tyc cong chung va cac quy dinh phap luét co lién quan dén
viéc thyc hién hop dong, giao dich; giai thich cho ngudi yéu cau cong chimg
hiéu & quyén, nghia vu va loi ich hop phap cta ho, ¥ nghia va hau qua phap 1y
ctia viéc tham gia hop dong, giao dich.

+ Truong hop cong ching vién nghi ngd nguoi 1ap di chuc bi bénh tam
thdn hoic mac bénh khac ma khong thé nhan thirc va lam chii dugce hanh vi cua
minh hodc ¢6 can ctr cho rﬁng viéc 1ap di chuc co d4u hiéu bi lira déi, de doa
hodc cudng ép thi cong ching vién dé nghi nguoi 1ap di chic lam 13, trudng hop
khong 1am 1d duoc thi c6 quyén tir chdi cong chimg di chiic do.

+ Trong truong hop tinh mang nguoi 1ap di chuc bi de doa thi nguoi yéu
cau cong chirng khong phai xuat trinh day du gidy to quy dinh tai khodn 1 Di€u
40 cua Luat Cong chiing nhung phai ghi rd trong van ban cong ching.

+ Di chuc da duoc cong ching nhung sau d6 nguoi 1ap di chuc mudn stra
d6i, bd sung, thay thé, huy bo mot phan hodc toan bd di chiic thi co thé yéu cau
bat ky cong ching vién ndo cong chimg viée stra d6i, bd sung, thay thé hodc huy
bo do. Trong truong hop di chuc trude d6 dang duge luu gitr tai mot t6 chirc
hanh nghé cong ching thi nguoi 13p di chic phai thong bao cho t6 chuc hanh
nghé cong chimg d6 biét viéc sira doi, bd sung, thay thé, hily bo di chiic.

+ Truong hop nd1 dung, y chi 1ap di chic 1a xac thuc, khong vi pham phap
luat, khong trai dao dirc xa hoi thi cong chiing vién soan thao di chuc.

+ Trudng hop di chic dugc soan thao san, cong ching vién kiém tra du
thao di chuc; néu trong dy thao di chic co diéu khoan vi pham phap luat, trai dao
duc xa hoi, ddi twong cua di chic khong phu hop véi thuc té thi cong ching vién
phai chi rd cho ngudi yéu cau cong ching dé stra chira. Trudng hop nguoi yéu
cau cong chung khong sira chita thi cong ching vién c6 quyén tir chdi cong
chung.

- Bu6c 3: Ngudi yéu ciu cong chung tu doc lai du thao di chuc hodc
cong ching vién doc cho nguoi yéu cau cong chimg nghe theo dé nghi cua nguoi
yéu cau cong chung.

Ngudi yéu cau cong ching dong ¥ toan bd nodi dung trong du thao di chuc
thi ky vao tung trang cua di chiic. Cong chirng vién yéu cau nguoi yéu cau cong
ching xuat trinh ban chinh cua cac gidy to dé doi chiéu trude khi ghi 101 ching,
ky vao tirng trang cua di chuc.
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- Bu6c 4: C4 nhan nhan lai két qua tai to chirc hanh nghé cong chimng

b) Cach thirc thuc hién: Nop hé so truc tiép tai to chirc hanh nghé cong
ching.

¢) Thanh phan, s6 lwgng ho so:

- Thanh phén ho so:

+ Ph1eu yéu cau cong chung, trong do c6 thong tin ve ho t€n, dia chi
nguoi yéu cau cong chimg, noi dung can cong chirng, danh muc g1ay to g kem
theo; tén t6 chirc hanh nghe cong chung, ho t€n nguoi tiép nhan hd so yéu cau
cong ching, thoi diém tiép nhan ho so;

+ Du thao di chuc;

+ Ban sao gidy tO tiy than cua nguoi yéu cau cong ching;

+ Ban sao gidy ching nhan quyén so hitu, quyén st dung hoic ban sao
gidy to thay thé dugc phap luat quy dinh doi vaoi tai san ma phap ludt quy dinh
phai dang ky quyén s& hitu, quyén sir dung trong trudong hop di chuc lién quan
dén tai san do;

+ Ban sao cac gidy to khac c6 lién quan di chiic ma phap ludt quy dinh
phai co.

* Ban sao nay la ban chup, ban in hodc ban danh may c6 ndi dung day du,
chinh xac nhu ban chinh va khong phai chirng thuc.

- 86 lwong hé so: 01 bé.

d) Thoi han giai quyét: Khong qua 02 ngay lam viéc; ddi véi hop dong,
giao dich yéu cau cong chimg phirc tap thi thdi han cong chimg cé thé kéo dai
hon nhung khong qua 10 ngay lam viéc (Thoi gian xac minh, giam dinh khong
tinh vao tho1 han cong chiing).

d) Poi twong thue hién TTHC: C4 nhan

e) Co quan thuc hién TTHC:

- Co quan c6 thim quyén quyét dinh: T6 chirc hanh nghé cong chimng

- Co quan thyc hién tha tuc hanh chinh: T6 chtc hanh nghé cong ching
g) Két qua thyc hién TTHC: Vin ban cong ching

h) L¢ phi: 50.000 d/truong hop

i) Yéu céu, diéu kién thwe hién TTHC: Nguoi 1ap di chuc phai ty minh
yéu cdu cong chung di chic; khong uy quyén cho ngudi khac yéu ciu cong
chung di chiic

k) Miu don, miu to' khai hanh chinh: Khong
1) Can ctx phap ly cia TTHC:
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- Luat Cong ching s6 53/2014/QH13;
- Luat Dat dai 2014;
- B6 luat 33/2005/QH11 Dan sy;
- Luat hon nhan va gia dinh;
- Luat Nha ¢ 2014;
- Nghi dinh 5O 43/2014/ND-CP ngay 15/5/2014 cua Chinh phu quy dinh
chi tiét thi hanh mdt s6 diéu cua Luat dat dai;

- Thong tu 23/2014/TT-BTNMT ngay 19/5/2014 quy dinh vé gidy ching
nhan quyén st dung dit, quyén so hitu nha & va tai san khac gan lién vé6i dat;

- Thong tu lién tich sb 04/2006/TTLT/BTP-BTNMT ngay 13 thang 6
nam 2006 cua B Tu phap huong dan viéc cong chung, ching thuc hop dong,
vin ban thyuc hién quyén cta nguoi str dung dét;

- Thong tu lién tich s6 115/2015/TTLT-BTC-BTP ngay 11 thang 8 nam
2015 cua B0 tai chinh — B Tu phap stra d6i, bd sung mot sb diéu cua Thong tu
lién tich s6 08/2012/TTLT-BTC-BTP ngay 19 thang 01 nam 2012 huéng dan vé
murc thu, ché d6 thu, ndp, quan 1y va sir dung phi cong chimg.
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7. Cong chirng vin ban théa thuan phan chia di san. M s6 ho so. T-
BPC-281423-TT

a) Trinh ty thwc hién:

- Budc 1: Nhitng nguoi thira ké theo phap luat hoic theo di chiic ma trong
di chic khong xac dinh rd phan di san dugc hudng cua tirng nguoi thi c6 quyén
yéu cau cong ching van ban thoa thudn phan chia di san.

- Budc 2: Cong ching vién tiép nhan hd so va kiém tra gidy to trong hd so
yéu cau cong ching. Truong hop hd so yeéu | cau cong chimg day du, phu hop véi
quy dinh cua phap luét thi thu ly, ghi vao s0 cong ching. Cong ching vién phai
k1ern tra dé xac dinh ngudi dé lai di san dung la nguoi c6 quyén sir dung dat,
quyén sé hitu tai san va nhiing nguoi yéu cau cong chimg ding 1a nguoi dugc
huong di san; néu thiy chua rd hodc ¢ can cir cho rang viéc dé lai di san va
huong di san la khong ding phap luat thi tur chdi yéu cau cong chung hodc theo
dé nghi cua nguoi yéu cau cong chimg, cong ching vién tién hanh xac minh hoic
yéu cau giam dinh.

+ Viéc cong chiing van ban théa thuan phan chia di san thira ké phai duoc
ni€ém yét trong thoi han muoi [am ngay.

+ Viéc niém yét do t6 chuc hanh nghe cong chung thuc hién tai tru sé cua
Uy ban nhan cdp x4 noi thuong tra cudi cung cta nguoi dé lai di san. Trong
truong hop khong xac dinh dugc noi thuong tra cudi cung thi niém yét tai noi
tam tra ¢6 thoi han cudi cing ctia ngudi do.

+ Trong trudng hop di san thira ké & nhiéu dia phuwong thi viéc niém yét
dugc thuc hién tai Uy ban nhan dan cap xa noi c6 cac di san thura ké do.

+ Trong truong hop di san gdm ca bat dong san va dong san hodc di san
chi 1a bat dong san thi viéc ni€ém yét dugc thyc hién theo hudéng dan néu trén;
néu khong xac dinh dugc ca hai noi nay thi niém yét tai Uy ban nhan dan cép x4,
noi ¢ bat dong san cua ngudi dé lai di san.

+ Trong trudng hop di san chi 1a dong san, néu tru s¢ cua té chirc hanh
nghé cong chimg va noi thudng tra hodc tam tra ¢6 thoi han cudi cung cua nguoi
dé lai di san khong ¢ cung mdt tinh, thanh phd truc thudc Trung uong thi to chuc
hanh nghé cong chimg co the dé nghi Uy ban nhan déan cdp xa noi thuong tra
hodc tam trt ¢6 thoi han cudi ciing cta ngudi dé lai di san thyc hién viéc niém
yét.

+ No1 dung ni€m yét phai néu rd ho, tén cua nguoi dé lai di san; ho, tén
ctia nhirng nguoi thoa thuan phan chia di san thira ké; quan hé cua nhitng nguoi
thoa thuan phan chia di san thira ké véi ngudi dé lai di san thira ké; danh muc di
san thira ké. Cudi ban niém yét phai ghi rd néu c6 khiéu nai, to cdo vé viéc bo
sot, giéu giém nguoi dugc huong di san thira ké; bo sot di san thira ké; di san
thira ké khong thudc quyén so hiru, quyen str dung ctia ngudi dé lai di san thi
khiéu nai, to c4o d6 dugc giri cho t6 chic hanh nghé cong ching da thyc hién
viéc ni€ém yet.
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+ Uy ban nhan dan cap xa noi ni€m yét co6 trach nhi€ém xac nhéan viéc ni€ém
y€t va bao quan viéc ni€m yet trong tho1 han muoi [am ngay ké tr ngay niém yeét.

- Budc 3: Sau khi thuc hién thu tuc niém yét theo quy dinh va khong c6
khiéu nai, td céo, cong chirng vién kiém tra hd so 1am van ban thoéa thuin phan
chia di san. Trudng hop c6 cin ct cho rang trong hd so yéu cau cong ching co
van dé chua 1, viée giao két giao dich co d4u hiéu bi de doa, cudng €p, cO su
nghi ngd vé niang lyc hanh vi dan sy cua ngudi yéu cau cong ching hoic cé su
nghi ngo 601 tugng cua giao dich 1a khong c6 that thi cong chung vién de nghi
ngudi yéu ciu cong ching lam r6 hodc theo dé nghi cua nguoi yéu ciu cong
chtng, cong ching vién tién hanh xac minh hodc yéu cau giam dinh; trudng hop
khong 1am rd duoc thi c6 quyén tir chdi cong chimg.

+ Trudng hop ndi dung, ¥ dinh giao két giao dich 1a xac thyuc, khong vi
pham phép luat, khong trai dao dirc xa hoi thi cong chiing vién soan thdo van
ban.

+ Trudng hop van ban duoc soan thao sin, cong chimg vién kiém tra du
thao vin ban; néu trong dy thao van ban co diéu khoan vi pham phap luat, trai
dao duc xa hoi, dbi twong cua giao dich khong phu hop véi thyc té thi cong
ching vién phai chi rd cho nguoi yéu cau cong chung dé stra chira. Truong hop
ngudi yéu cau cong ching khong sira chira thi cong ching vién c6 quyén tir chdi
cong ching.

- Budce 4: Nguoi yéu cau cong chimg tu doc lai du thao hop déng, giao
dich hodc cong chirng vién doc cho nguoi yéu cau cong ching nghe theo dé nghi
cua nguoi yéu cau cong ching.

Nguoi yéu cau cong chimg dong ¥ toan bo ndi dung trong du thao hop
dong, giao dich thi ky vao timg trang cua hop ddng, giao dich. Cong chimg vién
yéu cdu nguoi yéu cau cong chimg xuat trinh ban chinh cua cac gidy to dé doi
chiéu trude khi ghi 101 ching, ky vao timg trang cua hop dong, giao dich.

- Bu6c 5: Nhan lai két qua tai to chirc hanh nghé cong ching.

b) Cach thirc thuc hi€én: Nop hé so truc tiép tai to chirc hanh nghé cong
ching.

¢) Thanh phan, s6 lwgng ho so:

- Thanh phén ho so:

+ Ph1eu yéu cau cong ching, trong do6 c6 thong tin ve ho ten, dia chi
nguoi yéu cau cong chimg, noi dung can cong chirng, danh muc g1ay to gt kem
theo; tén t6 chirc hanh nghe cong chung, ho t€n nguoi tiép nhan hd so yéu cau
cong ching, thoi diém tiép nhan ho so;

+ Du thdo van ban thoa thuan phan chia di san;
+ Bén sao gidy td tuy than cua ngudi yéu cau cong ching;

1+ Bansao gidy chimg nhan quyén 5O htru, quyén st dung hodc ban sao
gidy to thay thé dugc phap luat quy dinh d6i véi tai san ma phép luat quy dinh
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phai dang ky quyén so hiru, quyén st dung, trong truong hop lién quan dén tai
san do;
+ Ban sao Gidy chung tir ctia ngudi dé lai di san;

+ Ban sao Gidy to ching minh quan hé gilta nguoi dé lai di san va nguoi
dugc huong di san theo quy dinh ctia phéap luat vé thira ké.

+ Trong trudng hop thira ké theo di chic, nguoi yéu cau cong ching con
phai xuat trinh ban sao di chuc.

* Ban sao nay la ban chyp, ban in hodc ban danh may c6 ndi dung day du,
chinh x&c nhu ban chinh va khong phai chirng thuc.

- 86 lwong hé 5o 01 bo.

d) Thoi han giai quyét: Khong qua hai (02) ngay 1am viéc; dbi voi hop
dong, giao dich yéu cau cong chirng phurc tap thi thoi han cong ching co thé kéo
dai hon nhung khong qua mudi (10) ngay lam viéc (Thoi gian x4c minh, gidm
dinh, niém yét khong tinh vao thoi han cong ching).

d) Poi twong thue hién TTHC: C4 nhan, to chirc

e) Co quan thuc hién TTHC:

- Co quan c6 thim quyén quyét dinh: T6 chirc hanh nghé cong ching.

- Co quan thyc hién tha tuc hanh chinh: T6 chirc hanh nghé cong ching.
g) Két qua thwe hién TTHC: Vin ban cong ching

h) L¢ phi: Tinh trén gia tri di sadn

86 Gid trj tai san hogc Murc thu
7T | 214 tri hop dong, giao dich (ddng/trudmg hop)
1 Duéi 50 triéu dong 50 nghin
2 | Tu 50 triéu dong 100 nghin
dén 100 triéu dong
3 T trén 100 tri€u 0,1% gi4 tr1 tai san hoac gia tr1 hop

dong dén 01 ty dong

dong, giao dich

4 | Tu trén 01 ty dong 01 trigu dong + 0,06% cua phan gié tri

dén 03 ty dong tai san hodc gia tri hop dong, giao dich vuot
qua 01 ty dong

5 T trén 03 ty dong 2,2 triéu dong + 0,05% cuia phan gia

dén 05 ty dong

tri tai san hodc gia tri hop ddng, giao dich
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vuot qua 03 ty dong

6 |  Tu trén 05 ty dong 3,2 triéu dong + 0,04% ctia phan gid
dén 10 ty dong tri tai san hodc gia tri hop dong, giao dich
vuot qua 05 ty dong

7 Trén 10 ty dong 5,2 triéu dong + 0,03% clia phan gia
tri tai san hodc gia tri hop ddng, giao dich
vuot qua 10 ty déng (mirc thu tdi da khong
qué 10 triéu dong/trudng hop)

i) Yéu cau, diéu kién thwe hién TTHC:

T6 chirc hanh nghé cong ching c6 trach nhiém niém yét viéc thu 1y cong
chirng van ban thoa thuan phan chia di séan trudce khi thuc hién viéc cong chirng

k) Miu don, miu to' khai hanh chinh: Khong

1) Can ctx phap ly cia TTHC:

- Luat Cong chimg s6 53/2014/QH13;

- Luat Dat dai 2014;

- B6 luat 33/2005/QH11 Dan sy;

- Luat hon nhan va gia dinh;

- Luat Nha ¢ 2014;

- Nghi dinh 5O 43/2014/ND-CP ngay 15/5/2014 cua Chinh phu quy dinh
chi tiét thi hanh mot s6 di€u cua Luat dat dai;
- Thong tu 23/2014/TT-BTNMT ngay 19/5/2014 quy dinh vé gidy ching
nhan quyén st dung dat, quyén s hitu nha ¢ va tai san khic gan lién véi dat;

- Thong tu lién tich s6 04/2006/TTLT/BTP-BTNMT ngay 13 thang 6 nam
2006 cua BO Tu phap huong dan viéc cong chung, ching thuc hop dong, van
ban thuc hién quyén cua ngudi sir dung dat;

- Théng tu lién tich sé 08/2012/TTLT-BTC-BTP ngay 19 thang 01 nim
2012 cua B¢ tai chinh — B Tu phap huéng dan vé mirc thu, ché dg thu, ndp,
quan ly va st dung phi cong chirng.
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8. Cong chirng vin ban khai nhan di san. Mi s ho so. T-BPC-281422-
TT

a) Trinh ty thwc hién:

- Budc 1: Ngudi duy nhat duge huong di san theo phap luat hodc nhing
nguoi cung dugc hudng di san theo phap ludt nhung thoa thuan khong phan chia
di san d6 nop ho so yéu cau cong churng tai to chirc hanh nghé cong chirng.

- Budc 2: Cong ching vién tiép nhan ho so va kiém tra gidy to trong hd so
yéu cau cong chimg. Truong hop hd so yéu cau cong ching day du, phi hop voi
quy dinh cua phap luat thi thy 1y, ghi vao s0 cong chung. Cong ching vién phai
k1em tra dé xac dinh nguoi dé lai di san dung la nguoi co quyén su dung dat,
quyén sé hitu tai san va nhimg nguoi yéu cau cong chung dung 1a nguoi dugce
huong di san; néu thdy chua rd hodc ¢6 cin cir cho rang viéc dé lai di san va
huong di san 1a khong ding phap luét thi tu chdi yéu cau cong chung hodc theo
dé nghi cua nguoi yéu cau cong ching, cong chimg vién tién hanh xdc minh
hodc yéu cau giam dinh.

+ Viéc cong chimg vin ban khai nhan di san thira ké phai dugc niém yét
trong tho1 han mudi lam ngay.

+ Viéc niém yét do t6 chuc hanh nghe cong chung thuc hién tai tru sé cua
Uy ban nhan cdp x4 noi thuong tra cudi cung cta nguoi dé lai di san. Trong
truong hop khong xac dinh dugc noi thuong tra cudi cung thi niém yét tai noi
tam tra ¢6 thoi han cudi cing ctia ngudi do.

+ Trong trudng hop di san thira ké & nhiéu dia phuwong thi viéc niém yét
dugc thuc hién tai Uy ban nhan dan cap xa noi ¢6 cac di san thura ké do.

+ Trong truong hop di san gdm ca bat dong san va dong san hodc di san
chi 1a bat dong san thi viéc ni€ém yét dugc thyc hién theo hudéng dan néu trén;
néu khong xac dinh dugc ca hai noi nay thi niém yét tai Uy ban nhan dan cép x4,
noi ¢ bat dong san cua ngudi dé lai di san.

+ Trong trudng hop di san chi 1a dong san, néu tru s¢ cua té chirc hanh
nghé cong chimg va noi thudng tra hodc tam tra ¢6 thoi han cudi cung cua nguoi
dé lai di san khong ¢ cing mot tinh, thanh phd truc thudc Trung wong thi t6 chirc
hanh nghé cong chimg co the dé nghi Uy ban nhan déan cdp xa noi thuong tra
hodc tam trt ¢6 thoi han cudi ciing cta ngudi dé lai di san thyc hién viéc niém
yét.

+ No1 dung ni€m yét phai néu rd ho, tén cua nguoi dé lai di san; ho, tén
ctia nhirng nguoi khai nhan di san thira ké; quan hé ctia nhitng ngudi khai nhan
di san thira ké v6i nguoi dé lai di san thira ké; danh muc di san thira ké. Cubi ban
niém yét phai ghi rd néu co khiéu nai, to cao vé viéc bo sot, gidu giém nguoi
dugc huong di san thura ké; bo sot di san thira ké; di san thira ké khong thudc
quyén so hitu, quyén st dung cua nguoi dé lai di san thi khiéu nai, t6 cdo d6
dugc giri cho t6 chic hanh nghé céng ching da thuc hién viéc niém yét.
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+ Uy ban nhan dan cap xa noi ni€m yét co6 trach nhi€ém xac nhéan viéc ni€ém
y€t va bao quan viéc ni€m yet trong tho1 han muoi [am ngay ké tr ngay niém yeét.

- Budc 3: Sau khi thuc hién tha tyc niém yét theo quy dinh va khong c6
khiéu nai, t6 céo, cong chung vién kiém tra ho so 1am vin ban khai nhan di san.
Truong hop c6 cin ctr cho rang trong hd so yéu cau cong chimng c6 van dé chua
1, viéc giao két giao dich c6 diu hiéu bi de doa, cudng ¢p, co sy nghi ngo vé
nang lyc hanh vi dan su cua ngudi yéu cau cong chimg hodc c6 sy nghi ngd (101
tuong cua giao dich 1a khong co that thi cong ching vién dé nghi ngudi yéu cau
cong ching lam rd hodc theo dé nghi cua nguoi yéu cau cong ching, cong ching
vién tién hanh xac minh hodc yéu cau giam dinh; truong hop khong lam r6 duoc
thi ¢6 quyén tir chdi cong ching.

+ Trudng hop ndi dung, ¥ dinh giao két giao dich 1a xac thuc, khong vi
pham phép luat, khong trai dao dirc xa hoi thi cong chiing vién soan thdo van
ban.

+ Trudng hop vin ban duoc soan thio sin, cong ching vién kiém tra du
thao vin ban; néu trong du thao van ban co diéu khoan vi pham phap luat, trai
dao dic xa hoi, dbi twong cua giao dich khong phu hop véi thyc té thi cong
ching vién phai chi rd cho nguoi yéu cau cong chung dé stra chira. Truong hop
ngudi yéu cau cong ching khong sira chira thi cong ching vién c6 quyén tir chdi
cong ching.

- Budce 4: Nguoi yéu cdu cong ching ty doc lai du thdo hop déng, giao
dich hodc cong ching vién doc cho nguoi yéu cau cong chirng nghe theo dé nghi
cua nguoi yéu cau cong ching.

Nguoi yéu ciu cong ching ddng ¥ toan bd ndi dung trong du thao hop
dong, giao dich thi ky vao timg trang cua hop dong, giao dich. Cong chimg vién
yéu cau nguoi yéu cau cong chimg xuit trinh ban chinh cua cac gidy to dé doi
chiéu trude khi ghi 101 ching, ky vao timg trang cua hop dong, giao dich.

- Bu6c 5: Nhan lai két qua tai to chirc hanh nghé cong ching.

b) Cach thirc thuc hi€én: Nop hé so truc tiép tai to chirc hanh nghé cong
ching.

¢) Thanh phan, s6 lwgng ho so:
- Thanh phén ho so:

+ Ph1eu yéu cau cong ching, trong do c6 thong tin ve ho t€n, dia chi
nguoi yéu cau cong chimg, noi dung can cong chirng, danh muc g1ay to g kem
theo; tén t6 chirc hanh nghe cong chung, ho t€n nguoi tiép nhan hd so yéu cau
cong ching, thoi diém tiép nhan ho so;

+ Du thao Van ban khai nhan di san;
+ Ban sao gidy td tuy than;

1+ Bansao gidy chimg nhan quyén 5O htru, quyén str dung hodc ban sao
gidy to thay thé dugc phap luat quy dinh d6i véi tai san ma phép luat quy dinh
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phai dang ky quyén so hiru, quyén st dung, trong truong hop lién quan dén tai
san do;
+ Ban sao Gidy chung tir ctia ngudi dé lai di san;

+ Gidy to chimg minh quan hé giita nguoi dé lai di san va nguoi duoc
hudng di san theo quy dinh cua phép luat vé thura keé.

+ Trong trudng hop thira ké theo di chic, nguoi yéu cau cong ching con
phai xuat trinh di chuc.

* Ban sao quy dinh tai khoan 1 Piéu nay 1a ban chup, ban in hodc ban
danh may c6 ndi dung day du, chinh xac nhu ban chinh va khong phai ching
thurc.

- 86 lwong hé so: 01 bo.

d) Thoi han giai quyét: Khong qua hai (02) ngay 1am viéc; dbi voi hop
ddng, giao dich yéu cau cong chirng phurc tap thi thoi han cong ching co thé kéo
dai hon nhung khong qua mudi (10) ngay lam viéc (Thoi gian x4c minh, gidm
dinh, niém yét khong tinh vao thoi han cong ching).

d) Poi twong thue hién TTHC: C4 nhan

e) Co quan thyc hién TTHC:

- Co quan c6 thim quyén quyét dinh: T6 chirc hanh nghé cong chimg

- Co quan thyc hién tha tuc hanh chinh: T6 chtrc hanh nghé cong ching
g) Két qua thyc hién TTHC: Vin ban cong ching

h) L¢ phi: Tinh trén gia tr1 di san

86 Gid tri tai Murc thu
rr|sin hode gid il G3ngnuong hop)
hop dong, giao
dich
1 Duéi 50 50 nghin
tri¢u dong
2 . Tu 50 trigu 100 nghin
dong dén 100
tri¢u dong
3 Tu trén 100 0,1% gia tri tai san hodc gia tri hop dong,
triéu dong dén 01| giao dich
ty dong
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T trén Ol
ty dong dén 03 ty
dong

01 triéu dong + 0,06% cua phan gi4 tri tai
san hodc gia tri hop dong, giao dich vuot qua 01
ty dong

T trén 03
ty dong dén 05 ty
dong

2,2 triéu dong + 0,05% ctia phan gia tri tai
san hoac gia tri hgp dong, giao dich vugt qua 03
ty dong

Tu trén 05
ty dong dén 10 ty
dong

3,2 trigu dong + 0,04% cua phan gia tri tai
san hoac gia tri hgp dong, giao dich vuot qua 05
ty dong

Trén 10 ty
dong

5,2 trigu dong + 0,03% cua phan gia tri tai
san hoac gia tri hgp dong, giao dich vugt qua 10

ty dong (mirc thu tdi da khong qua 10 tri¢u
dong/truong hop)

1) Yéu cau, diéu kién thuc hién TTHC:

Nguoi duy nhat dugc huong di san theo phap luat hodc nhitng ngudi ciing
dugc huong di san theo phap luat nhung thoa thuan khong phan chia di san do
ndp ho so yéu cau cong chiing tai to chirc hanh nghé cong ching.

k) Miu don, miu to khai hanh chinh: Khong
1) Can ctx phap ly cua TTHC:

- Luat Cong chimg s6 53/2014/QH13;

- Luat D4t dai 2014;

- B0 luat 33/2005/QHI11 Dan su;

- Luat hon nhan va gia dinh;

- Luat Nha ¢ 2014;

- Nghi dinh 5O 43/2014/ND-CP ngay 15/5/2014 cua Chinh phu quy dinh
chi tiét thi hanh mot s6 di€u cua Luat dat dai;
- Thong tu 23/2014/TT-BTNMT ngay 19/5/2014 quy dinh vé gidy ching
nhan quyén st dung dat, quyén s hitu nha ¢ va tai san khac gan lién voi dat;

- Thong tu lién tich s6 04/2006/TTLT/BTP-BTNMT ngay 13 thang 6 nam
2006 cua Bo Tu phap huong dan viéc cong chung, ching thuc hop dong, van
ban thuc hién quyén cua ngudi sir dung dit;

- Théng tu lién tich sb 08/2012/TTLT-BTC-BTP ngay 19 thang 01 nam
2012 cua B¢ tai chinh — B Tu phap huéng dan vé mirc thu, ché dg thu, ndp,
quan ly va st dung phi cong chirng.
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9. Cong chirng vin ban tir chdi nhan di san. M4 sé hé so. T-BPC-
281421-TT

a) Trinh ty thwc hién:

- Budce 1: Nguoi thura ké nop hd so yéu cau cong ching tai t6 chirc hanh
nghé cong chimg. Khi yéu cau cong ching van ban tir chdi nhan di san, nguoi
yéu cau cong chimg phai xuit trinh ban sao di chuc trong truong hop thira ké
theo di chiic hodc gidy to ching minh quan hé gitra nguoi dé lai di san va nguoi
yéu cau cong ching theo phap luat vé thira ké; gidy chung tir hodc gidy to khac
ching minh nguoi dé lai di san da chét.

_- Bude 2: Cong chimg vién tiép nhan ho so va kiém tra gidy to trong ho so
yéu cau cong chung. Truong hop ho so yéu cau cong chirng day du, phu hop véi
quy dinh cua phép luat thi thu 1y, ghi vao s6 cong ching.

+ Trong truong hop c6 cin cir cho ring trong hd so yéu cau céng ching
¢ van dé chua 6, viée giao két giao dich c6 d4u hiéu bj de doa, cudng €p, coO sy
nghi ngd vé niang lyc hanh vi dan sy cua ngudi yéu cau cong ching hoic cé su
nghi ngo 601 tugng cua giao dich 1a khong co that thi cong chung vién de nghi
ngudi yéu cau cong ching lam r6 hodc theo dé nghi cua nguoi yéu cau cong
chtng, cong ching vién tién hanh xac minh hodc yéu cau giam dinh; trudng hop
khong 1am rd dugc thi ¢ quyén tir chdi cong ching;

+ Trudng hop ndi dung, ¥ dinh giao két giao dich 1a xéac thyuc, khong vi
pham phép luat, khong trai dao dirc xa hoi thi cong chiing vién soan thdo van
ban.

+ Trudng hop van ban duoc soan thao sin, cong chimg vién kiém tra du
thao van ban; néu trong dy thao vin ban co diéu khoan vi pham phap luat, trai
dao duc xa hoi, dbi twong cua van ban khong phu hop voi thuc té thi cong ching
vién phai chi rd cho ngudi yéu cau cong ching dé stra chita. Truong hop nguoi
yéu cau cong ching khong sira chita thi cong ching vién c6 quyén tir chdi cong
ching.

- Budc 3: Ngudi yéu cau cong chimg tu doc lai du thao hop ddng, giao
dich hodc cong ching vién doc cho nguoi yéu cau cong chirng nghe theo dé nghi
cua nguoi yéu cau cong chung.

Nguoi yéu cau cong chimg dong ¥ toan bd ndi dung trong du thao hop
dong, giao dich thi ky vao tung trang cua hop dong, giao dich. Cong chimg vién
yéu ciu nguoi yéu cau cong chimng xudt trinh ban chinh cua cac gidy to quy dinh
tai khoan 1 Diéu nay dé ddi chiéu trudc khi ghi 101 ching, ky vao ting trang cua
hop dong, giao dich.

- Bu6c 4: Nhan lai két qua tai to chirc hanh nghé cong ching.

b) Cach thirc thuc hién: Nop hé so truc tiép tai to chirc hanh nghé cong
ching.

¢) Thanh phan, s6 lwgng ho so:
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- Thanh phén ho so:

+ Ph1eu yéu cau cong chung, trong d6 c6 thong tin vé ho t€n, dia chi
nguoi yéu cau cong chimg, noi dung can cong chirng, danh muc g1ay to gt kem
theo; tén to chirc hanh nghe cong chung, ho t€n nguoi tiép nhan ho so yéu cau
cong chimg, thoi diém tiép nhan ho so;

+ Du thao Van ban tur chdi nhan di san;
+ Ban sao gidy td tuy than;

1+ Bansao gidy chimg nhan quyén 50 htru, quyén str dung hodc ban sao
gidy to thay thé dugc phap luat quy dinh doi voi tai san ma phap luat quy dinh
phai dang ky quyén s& hitu, quyén st dung;

+ Ban sao Gidy chung tir hodc gidy to khac chimg minh nguoi dé lai di
san da chét;

+ Gidy to chimg minh quan hé giita nguoi dé lai di san va ngudi yéu cau
cong ching theo phap luat vé thura ké;

+ Trong trudng hop thira ké theo di chic, nguoi yéu cau cong ching con
phai xuat trinh di chuc.

* Ban sao nay la ban chup, ban in hodc ban danh may c6 ndi dung day du,
chinh xac nhu ban chinh va khong phai chirng thuc.

- 86 lwong hé so: 01 bé.

d) Thoi han giai quyét: Khong qua hai (02) ngay lam viéc; dbi véi hop
dong, giao dich yéu cau cong chirng phurc tap thi thoi han cong ching co thé kéo
dai hon nhung khong qua mudi (10) ngay lam viéc (Thoi gian x4c minh, gidm
dinh, niém yét khong tinh vao thoi han cong ching).

d) Poi twong thye hién TTHC: C4 nhan

e) Co quan thuc hién TTHC:

- Co quan c6 thim quyén quyét dinh: T6 chirc hanh nghé cong chimng
- Co quan thyc hién tha tuc hanh chinh: T6 chtc hanh nghé cong ching
g) Két qua thwe hién TTHC: Vin ban cong ching

h) Lé phi: 20.000 dong/ trudng hop

i) Yéu céu, diéu kién thuc hién TTHC: Khong quy dinh

k) Miu don, miu to' khai hanh chinh: Khong

1) Can ctx phap ly cia TTHC:

- Luat Cong chig s6 53/2014/QH13;

- Luat Dat dai 2014;

- Bo luat 33/2005/QH11 Dan su;
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- Luat hon nhan va gia dinh;

- Luat Nha ¢ 2014;

- Nghi dinh s 43/2014/ND-CP ngay 15/5/2014 cua Chinh phu quy dinh
chi tiét thi hanh mot s6 diéu cua Luat dat dai;

- Thong tu 23/2014/TT-BTNMT ngay 19/5/2014 quy dinh vé gidy ching
nhan quyén st dung dat, quyén so hitu nha & va tai san khic gan lién v6i dat;

- Thong tu lién tich sb 04/2006/TTLT/BTP-BTNMT ngay 13 thang 6
nam 2006 cua B Tu phap huong dan viéc cong chung, ching thuc hop dong,
vin ban thyuc hién quyén cta nguoi str dung dét;

- Théng tu lién tich s6 08/2012/TTLT-BTC-BTP ngay 19 thang 01 nim
2012 cua Bo tai chinh — B6 Tu phap hudng din vé mirc thu, ché d6 thu, nop,
quan 1y va stir dung phi cong chirng
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10. Cong chirng Hop dong ity quyén. M s6 hd so. T-BPC-281420-TT
a) Trinh ty thuc hién:

- Budc 1: Nguoi yéu cau cong ching nop mot by hd so yéu cau cong
chung tai to chirc hanh nghé cong chirng.

- Buoc 2: Cong ching vién kiém tra giﬁy td trong hd so yéu cau cong
chtng. Trudng hop ho so yéu cau cong ching day du, pht hop véi quy dinh cua
phap luat thi thy Iy, ghi vao sO cong chimg. Cong ching vién hudng dan nguoi
yéu cau cong ching tuan thu ding cac quy dinh vé thu tuc _cong chung va cac
quy dinh phap luat ¢ lién quan dén viéc thuc ‘hién hop dong, giao dich; giai
thich cho nguoi yéu cau cong ching hiéu ro quyen nghia vu va lgi ich hop phap
ctia ho, ¥ nghia va hau qua phép 1y cta viéc uy quyén dé cho cac bén tham gia.

+ Trong trudng hop bén uy quyén va bén dugc uy quyén khong thé cung
dén mot to chirc hanh nghé cong ching thi bén uy quyén yéu cau t6 chirc hanh
nghe cong chimg noi ho cu tri cong ching hop dong uy quyén; bén duoc uy
quyén yéu cau t6 chirc hanh nghé cong ching noi ho cu tri cong ching tlep vao
ban goc hop doéng ty quyén nay, hoan tat thu tuc cong chimg hop ddng uy
quyeén.

+ Trong trudng hop ¢6 cin ctr cho rang trong hd so yéu ciu cong ching
¢ van dé chua rd, viéc giao két hop déng ¢6 diu hiéu bi de doa, cudng €p, cO su
nghi ngd vé nang lyc hanh vi dan sy cua nguoi yéu cau cong ching hodc d6i
tuong cua hop d6ng chua duge mo ta cy thé thi cong ching vién dé nghi nguoi
yéu cau cong chimg lam r6 hodc theo dé nghi cua nguoi yéu cau cong ching,
cong chung vién tién hanh xac minh hodc yéu cau giam dinh; trudng hop khong
lam rd dugce thi co quyén tir chdi cong chimg.

+ Trudng hop hop dong duge soan thao sin, Cong ching vién kiém tra du
thao hop dong; néu trong du thao hop dong co diéu khoan vi pham phap luat, trai
dao duc xd hoi, dbi tuong ciia hop ddng khong phu hop voi quy dinh ctia phap
luat thi cong ching vién phai chi rd cho ngudi yéu cau cong ching dé sira chia.
Truong hop nguoi yéu cau cong ching khong sira chita thi cong ching vién c6
quyén tir chdi cong ching,

+ Trudng hop ndi dung, y dinh giao két hop dong 1a xac thuc, khong vi
pham phép luat, khong trai dao duc xa hdi thi cong chirng vién soan thdo hop
dong, giao dich

- Budce 3: Ngudi yéu cau cong chimg tu doc dy thao hop dong hodc cong
chtng vién doc cho nguoi yéu cau cong ching nghe. Truong hop ngudi yéu cau
cong chung dong y toan bo ndi dung trong du thao hop dong thi ky vao tung
trang ctia hop dong. Cong ching vién yéu cau nguoi yéu cau cong chirng Xudt
trinh ban chinh cua cac gidy to phai c6 trong ho so dé dbi chiéu trude khi ghi 1oi
chtng, ky vao timg trang ctia hop dong

- Budc 4: Ngudi yéu cau cong chimg nhan két qua tai té chirc hanh nghé
cong ching noi ndp hd so
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b) Cach thirc thuwe hi€én: Nop hd so truc tiép tai t6 chirc hanh nghé cong
ching.

¢)Thanh phan, s lwong hd so:

- Thanh phén ho so:

+ Phiéu yéu cau cong ching hop dong trong d6 co thong tin vé ho tén, dia
chi nguoi yéu cau cong ching, ndi dung can cong ching, danh myc glay to guri
kem theo; tén t6 chirc hanh r}ghe cong chung, ho tén nguoi tiép nhan hd so yéu
cau cong chirng, thoi di€m tiép nhan ho so.

+ Du thao hop ddng uy quyén ;

+ Bén sao gidy to tiy than cua ngudi yéu cau cong ching;

+ Ban sao gidy chiimg nhan quyén so hitu, quyén st dung hodc ban sao
gidy to thay thé dugc phap luat quy dinh d6i v6i tai san ma phéap luat quy dinh
phai dang ky quyén so hitu, quyén sir dung, trong truong hop hop dong ty quyén
lién quan dén tai san do;

+ Ban sao gidy to khac c6 lién quan dén hop dong, giao dich ma phap luat
quy dinh phai co;

~ * Khi ndp ban sao cac loai gidy to néu trén ngudi yéu cau cong ching
xuat trinh ban chinh dé doi c}}iéu. Béan sao quy dinh tai day la ban chyp, ban in,
ban danh may c6 ndi1 dung day du, chinh x4c nhu ban chinh va khong phai co
chung thuc.

- 86 lwong hé so: 01 bo.

d) Thoi han giai quyét: Khong qua 02 ngay lam viéc; d6i véi hop dong
c6 nd1 dung phuce tap thi thoi han cong ching c6 thé kéo dai hon nhung khong
qua 10 ngay lam viéc.

d) Poi twong thue hién TTHC: C4 nhan, to chirc

e) Co quan thuc hién TTHC:

- Co quan c6 thim quyén quyét dinh: T chirc hanh nghé cong chimng

- Co quan thyc hién tha tuc hanh chinh: T6 chic hanh nghé cong ching

g) Két qua thwe hién TTHC: Vin ban cong ching

h) L¢ phi: 50.000d/truong hop

i) Yéu céu, diéu kién thuwe hién TTHC: Céc bén c6 yéu cau hodc trong
truomg hop bén ty quyén va bén duoc iy quyén khong thé cung dén mot t6 chirc
hanh nghé cong chimg thi bén Gy quyén yéu ciu t6 chirc hanh nghé cong ching
noi ho cu tra cong chimg hop dong Gy quyén; bén duoc Gy quyén yéu ciu t6
chirc hanh nghé cong chimg noi ho cu tra cong chimg tiép vao ban goc hop
ddng ty quyén nay, hoan tat thu tuc cong ching hop ddng uy quyén
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k) Miu don, miu to khai hanh chinh: Khong

1) Can ctr phap ly cia TTHC:

- Luat Cong ching sé 53/2014/QH13;

- Luat D4t dai 2014;

- B6 luat 33/2005/QH11 Dan sy;

- Luat hon nhan va gia dinh;

- Luat Nha ¢ 2014;

- Nghi dinh 5O 43/2014/ND-CP ngay 15/5/2014 cua Chinh phu quy dinh

chi tiét thi hanh mot s6 di€u cua Luat dat dai;

- Thong tu 23/2014/TT-BTNMT ngay 19/5/2014 quy dinh vé gidy ching
nhan quyén st dung dat, quyén so hitu nha & va tai san khac gan lién v6i dat;

- Thong tu lién tich s6 04/2006/TTLT/BTP-BTNMT ngay 13 thang 6 nam
2006 cua BO Tu phap huong dan viéc cong chung, chimg thuc hop dong, van
ban thuc hién quyén cta ngudi sir dung dit;

- Thong tu lién tich s6 115/2015/TTLT-BTC-BTP ngay 11 thang 8 nam
2015 cua B0 tai chinh — B Tu phap stra d6i, bd sung mot sb diéu cua Thong tu
lién tich s6 08/2012/TTLT-BTC-BTP ngay 19 thang 01 nam 2012 huéng dan vé
murc thu, ché d6 thu, ndp, quan 1y va sir dung phi cong chimg.
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11. Nhén hru giir di chiic. M s6 hd so. T-BPC-281419-TT
a) Trinh ty thwc hién:

- Bu6c 1: Nguoi lap di chiic ¢6 thé yéu cau t6 chic hanh nghé cong chimg
nhan luu gitr di chic cua minh.

- Budc 2: Cong ching vién tiép nhan hd so va kiém tra gidy to trong hd
s0 yéu cdu cong chimg. Trudng hop hd so yéu cau cong ching day du, phu hop
v6i quy dinh ctia phap luat thi thu 1y, ghi vao s6 cong chtmg. Khi nhan luwu giir di
chuc, cong ching vién phai niém phong ban di chuc trudc mat nguoi 1ap di chic,
ghi gidy nhan luu gitt va giao cho ngudi 1ap di chuc;

Pbi véi di chiic dd duoc to chirc hanh nghé cong chimg nhén luu gitr
nhung sau d6 to chuc nay cham dut hoat dong, chuyen d6i, chuyen nhuong hodc
giai the thi truée khi chim dut hoat dong, chuyén d6i, chuyén nhuong hogc giai
thé, to chirc hanh nghe cong chirng phai théa thuan véi nguoi 1ap di chic ve viéc
chuyén cho t6 chirc hanh nghé cong chimg khac luu giit di chuc. Truong hop
khong c6 thdéa thuan hoac khong thoa thudn duogc thi di chiac va phi luu gitr di
chuic phai duogc tra lai cho nguoi 1ap di chuc.

- Bué6c 3: Nhan két qua tai t6 chtrc hanh nghé cong ching noi nop hd so.

b) Cach thirc thuc hién: Nop hé so truc tiép tai to chirc hanh nghé cong
ching.

¢) Thanh phan, s6 lwgng ho so:

- Thanh phén ho so:

+ Phiéu yéu cau cong ching hop dong trong d6 co thong tin vé ho tén, dia
chi nguoi yéu cau cong chimg, ndi dung can cong ching, danh myc glay to guri
kem theo; tén t6 chirc hanh nghe cong chung, ho tén nguoi tiép nhan hd so yéu
cau cong ching, thoi diém tiép nhan ho so.

+ Ban sao gidy td tiy than cua ngudi yéu cau cong ching;
+ Di chuc.
- 86 lwong hé so: 01 bo.

d) Thoi han giai quyét: Khong qua hai (02) ngay lam viéc; ddi voi hop
dong, giao dich yéu cau cong chirng phurc tap thi thoi han cong ching co thé kéo
dai hon nhung khong qua mudi (10) ngay lam viéc (Thoi gian x4c minh, gidm
dinh, niém yét khong tinh vao thoi han cong ching).

d) Poi twong thue hién TTHC: C4 nhan

e) Co quan thuc hién TTHC:

- Co quan c6 thim quyén quyét dinh: T6 chirc hanh nghé cong chimng

- Co quan thyc hién tha tuc hanh chinh: T6 chtc hanh nghé cong ching
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g) Két qua thwe hién TTHC: Gidy nhan luu giit di chic
h) L¢ phi: 100.000d/treong hop
o i) Yéu cau, diéu kién thwe hién TTHC: Nguoi 1ap di chic co thé yéu
cau to chirc hanh nghé cong chirng nhan luu gitt di chiic cia minh
k) Miu don, miu to khai hanh chinh: Khong
1) Can ctr phap ly cua TTHC:
- Luat Cong chig s6 53/2014/QH13;
- Luat D4t dai 2014;
- B6 luat 33/2005/QH11 Dan sy;
- Luat hon nhan va gia dinh;
- Luat Nha ¢ 2014;

- Nghi dinh sO 43/2014/ND-CP ngay 15/5/2014 cua Chinh phu quy dinh
chi tiét thi hanh mot s6 di€u cua Luat dat dai;
- Thong tu 23/2014/TT-BTNMT ngay 19/5/2014 quy dinh vé gidy ching
nhan quyén sir dung dat, quyén s hitu nha ¢ va tai san khac gan lién véi dat;

- Thong tu lién tich sé 04/2006/TTLT/BTP-BTNMT ngay 13 thang 6
nam 2006 cua B Tu phap huong dan viéc cong chung, ching thuc hop dong,
van ban thyuc hién quyén cta nguoi str dung dét;

- Théng tu lién tich sb 08/2012/TTLT-BTC-BTP ngay 19 thang 01 nam
2012 cua B¢ tai chinh — B Tu phap huéng dan vé mirc thu, ché dg thu, ndp,
quan ly va st dung phi cong chirng.
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12. Cap bén sao vin ban cong chirng. M s6 hd so. T-BPC-281409-TT
a) Trinh ty thwc hién:

- Budc 1: Ca nhan, t6 chirc chuan bi day du hd so theo quy dinh ctia phap
luat, khi dén cong chirng.

- Bué6c 2: Cong chig vién tiép nhan ho so va kiém tra gidy to trong hd so
yéu cau cong chung. Truong hop ho so yéu cau cong chirng day du, phu hop véi
quy dinh cua phép luat thi thu 1y, ghi vao s6 cong chung;

+ Trong trudng hop co can cir cho ring trong ho so yéu cau cong chimg co
van dé chua 15, viéc yéu cau cong chimg c6 ddu hiéu bi de doa, cudng ¢ep, co su
nghi ngo vé nang lyc hanh vi dan sy cua nguoi yéu ciu cong ching thi cong
ching vién de nghi nguoi yéu ciu cong ching lam r6 hodc theo dé nghi cua
ngudi yéu cau cong chung, cong ching vién tién hanh xac minh hodc yéu cau
giam dinh; trudng hop khong 1am rd duoc thi o quyén tir chdi cong ching;

+ Truong hop hd so hop 18 thi cong ching vién thuc hién viéc cip ban sao
theo quy dinh.

- Budc 3: Ca nhén, to chirc nhan lai két qua tai to chic hanh nghé cong
ching.

b) Cach thirc thuc hién: Nop hé so truc tiép tai to chirc hanh nghé cong
ching.

¢) Thanh phan, s6 lwgng ho so:
- Thanh phén ho so:

+ Phiéu yéu cau cong ching hop dong trong d6 co6 thong tin vé ho tén, dia
chi nguo1 yéu cau cong ching, ndi dung can cong ching, danh muyc glay to gui
kem theo; tén t6 chirc hanh nghe cong ching, ho tén nguoi tiép nhan ho so yéu
cau cong ching, thoi diém tiép nhan ho so.

+ Bén sao gidy to tiy than cua ngudi yéu cau cong ching;

+ Ca nhan yéu cau cip ban sao khong phai cia minh (la ngudi lién quan)
thi ngoai cac gidy to néu trén con phai cung cip thém gidy to chimg minh minh
la ngudi co li€n quan;

+ Vin ban yéu cau cung cp ban sao cta co quan ¢ thaim quyén;

- 86 lwgng hé so: 01 bo.

d) Thoi han giai quyét: Khong quy dinh cu thé

d) Poi twong thue hién TTHC: C4 nhan, to chirc

e) Co quan thuc hién TTHC:

- Co quan c6 thim quyén quyét dinh: T chirc hanh nghé cong chimg

- Co quan thyc hién tha tuc hanh chinh: T6 chtc hanh nghé cong ching
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g) Két qua thwe hién TTHC: Ban sao vian ban cong ching

h) Lé phi: 5 nghin dong/trang, tir trang tht ba (3) trd 1én thi mdi trang thu
3 nghin ddng nhung t6i da khong qua 100 nghin ddng/ban

i) Yéu cau, diéu kién thwe hién TTHC:

Viéc cap ban sao van ban cong chimg duoc thuc hién trong cac truong hop
sau day:

- Theo yéu cau cua co quan c6 thim quyén bélng vin ban vé viéc cung
cap ho so cong chung phuc vu cho viéc giam sat, ki€ém tra, thanh tra, di€u tra,
truy t0, xét xu, thi hanh 4n li€én quan dén viéc da cong chung thi t6 chic hanh
ngh¢ cong ching co6 trach nhiém cung cap ban sao van ban cong chung va cac
gidy to khac co li€n quan. Viéc doi chiéu ban sao van ban cong chimg voi ban
chinh chi dugc thuc hién tai t6 chirc hanh nghé cong chiing noi dang luu trir ho
so cong chirng.

- Theo yéu ciu cua cac bén tham gia hop dong, giao dich va ngudi co
quyén, nghia vu li€én quan dén hop dong, giao dich da dugc cong ching.

- Viéc cap ban sao vin ban cong chimg do t6 chirc hanh nghé cong chimng
dang luu trr ban chinh van ban cong chirng d6 thuc hién.

k) Mau don, miu to' khai hanh chinh: Khong

) Can ctr phap ly cia TTHC:

- Luat Cong chimg s6 53/2014/QH13;

- Luat Dat dai 2014;

- Bo luat 33/2005/QH11 Dan sy;

- Luat hon nhan va gia dinh;

- Luat Nha ¢ 2014;

- Nghi dinh sé 43/2014/ND-CP ngay 15/5/2014 cua Chinh phi quy dinh
chi tiét thi hanh mot s6 di€u cua Luat dat dai;

- Thong tu 23/2014/TT-BTNMT ngay 19/5/2014 quy dinh vé gidy ching
nhan quyén st dung dat, quyén so hitu nha & va tai san khac gan lién v6i dat;

- Thong tu lién tich sé 04/2006/TTLT/BTP-BTNMT ngay 13 thang 6
nam 2006 cua B Tu phap huong dan viéc cong chung, ching thuc hop dong,
vin ban thyuc hién quyén cta nguoi str dung dat;

- Thong tu lién tich s6 08/2012/TTLT-BTC-BTP ngay 19 thang 01 nam
2012 cua B¢ tai chinh — B Tu phap hudng dan vé mirc thu, ché dg thu, ndp,
quan ly va st dung phi cong chirng.
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B. THU TUC HANH CHIiNH CAP HUYEN
1. Yéu cAu/dé nghi tro giiip phap 1y. M s6 hd so: T-BPC-281444-TT
a) Trinh ty thwc hién:

- Budcl: Khi ¢6 yéu cau tro gitp phap 1y, nguoi duoc tro giup phap 1y phai
nop h@ so cho Chi nhanh ctia Trung tam trg giup phép ly nha nudc hoac nop
truc tiép cho nguoi thyc hién trg giip phap .

- Budc 2: Khi tiép nhan hd so vu viée yéu cau trg gitip phap ly, nguoi tlep
nhan phai xem x¢ét, tra 161 ngay cho nguoi co yéu cau trg giup phap 1y vé viéc ho
so du diéu kién dé thu 1y hodc phai bo sung thém gidy t, tai liéu c6 lién quan dé
vu viéc dugc thu ly.

- Budc 3:Trong cac truong hop khan cap, bat kha khang ma chua thé cung
cap du gidy to hodc do vu viée tro giap phap ly da sap hét thoi hi¢u hodc co cac
Iy do khac doi hoi phai lam ngay dé tranh gay thiét hai den cac quyén va lgi ich
hop phap cua ngudi duoc tro gitp phap 1y thi nguoi tiép nhan thy 1y va hudng
dan ngudi duge tro gitp bd sung cac gidy to can thiét.

b) Cach thirc thuc hién: Nop hé so truc tlep tai Chi nhanh cuaTrung tdm
Trg giap phap ly Nha nudc hodc cho nguoi thyc hién trg giip phap 1y ( trong
truong hop thuc hién tro giap phap ly bén ngoai tru s¢).

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan hd so:

+ Pon dé nghi tro gitip phap 1y;

+ Gidy to chtrng minh 13 ngudi duoc trg gitp phap 1y mién phi;
+ Céac gidy to, tai liéu lién quan dén vy viée tro gitp phép 1y.

- S6 lugng hd so: 01 bo.

d) Thoi han giai quyét: Giai quyét ngay trong ngay.

d) Poi twong thue hién TTHC: C4 nhan.

e) Co quan thuc hién TTHC:

- Co quan c6 thAm quyén quyét dinh: Chi nhanh cta Trung tAm tro gitp
phéap 1y Nha nudc .

- Co quan tryc tiép thuc hién TTHC: Chi nhanh Trung tdm trg gitp phép 1y
Nha nudc .

g) Két qua thywc hién TTHC: Phiéu tra 10

h) L¢ phi: Khong

i) Tén miu don, to' khai hanh chinh: Pon yéu ciu tro gitp phap 1y (Mau
1).

k) Yéu ciu, diéu kién thwc hién TTHC:
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- Ca nhan dugc trg giup phap ly quy dinh tai Diéu 10 cua Luat Tro giup
phap 1y va dugc quy dinh chi tiét tai Diéu 2 ctua Nghi dinh so 07/2007/ND-
CP ngay 12 thang 01 nam 2007 cua Chinh phu quy dinh chi tlet va hudng dan
thi hanh mot s6 diéu cua Luat Tro gitp phap 1y (sau ddy goi tit 1a Nghi dinh so
07/2007/ND-CP) hoac nan nhan bi mua ban theo quy dinh cta phap luat vé
phong, chong mua ban nguoi)

- Noi dung vu viée trg giup phap 1y phu hop véi quy dinh tai Diéu 5 cua
Luat Tro gitp phap ly;

- Vu viée trg giup phap ly thudc pham vi thyc hién trg giup phap Iy quy
dinh tai Di€u 26 ctuia Luat Trg gitup phap 1y;

- Vu vige tro gitp phap ly khong thudc truong hop bi tu chéi theo quy dinh
tai khoan 1 Dicu 45 cua Luat Trg giup phap 1y.

1) Can ctr phap ly cia TTHC:

- Luat s6 69/2006/QH11 ctia Qudc hoi : Luat Tro gitp phép 1y;

- Nghi dinh sci) 07/2007/ND-CP ngay 12/01/2007 cua Chinh Phu quy dinh
chi tiét va hudng dan thi hanh mot s6 di€u cua Luat Tro giap phap 1y;

- Thong tu s6 05/2008/TT-BTP ngay 23/9/2008 cua B6 Tu phép vé huéng
dan nghi¢p vu trg gitp phéap 1y va quan 1y nha nudce ve trg giap phap 1y.

- Thong tu 56,19/2011/TT—BTP ngay 31/10/2011 cua Bo Tu phap vé sira
do1, bo sung mot s6 thu tuc hanh chinh cua Thong tu s6 05/2008/TT-BTP ngay
23/9/2008 cua Bo Tu phap vé huong dan nghiép vu tro giap phap ly va quan ly
nha nudc vé trg gitp phap 1y,

Mau don, to khai dinh kém:
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Maiu 1
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

PON YEU CAU TRQ GIUP PHAP LY
Kinh @i .ooeveieieiiieeeee, (1) e

Ngay, thang, nam sinh:.................ceeenenenee. Gioitinh: ..o
Di1a chi LIEN NE: oo e e

Noi dung vu viéc yeu cau trg @iUp PhAP 1Y woveveveeeeeeeeeeeee e,
Tai lieu girt Kem theo GOn: .......ovviiiiiiiiiii e
GRE CRUL oot ettt e e et e e e e e e e e e e s
To1 xin cam doan 101 trinh bay trén 1a ding sy that. pé nghi .....(1)..... xem xé&t
trg gitip phap ly.

Ngudi yéu cau trg giip phap ly

(Ky, ghi ré ho tén)

Ghi chu:
(1): Tén to chirc thuc hién tro giup phap ly
(2): Teén nguoi dwoc tro giup phap ly
(2a): Tén nguwoi dai dién, nguoi giam ho cho nguoi duoc tro giup phap Iy
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2. Thay ddi nguoi thwe hién tro giip phap 1y . Mi sé hd so. T-BPC-
281445-TT

a) Trinh ty thwc hién:

- Budcel: Khi ¢6 du can ctir chirng minh nguoi thyc hién trg gitip phép 1y vi
pham phap luat Ve trg gitp phap 1y hodc thuoc mot trong cac trudong hop quy
dinh tai khoan 2 Diéu 45 ctia Luat Tro giup phap 1y hodc phai thay dbi theo phap
lut t tung thi nguoi duoc trg giup phap 1y phai giri don (néu 16 ly do, can ctr dé
nghi thay d6i nguoi thue hién trg gidp phap ly) va cac giay to, tai lieu khac lién
quan dén yéu ciu thay doi hodc tryc tiép dén Chi nhanh cuaTrung tam trg gidp
phap 1y noi thy 1y vu viéc trg giup phap 1y dé trinh bay yéu cau cua minh) Chi
nhanh cua Trung tam trg' giup phap ly phai ghi 16 lai yéu cau thay d6i ctia ngudi
dugc tro gitip phap 1y dé ho ky tén hoic diém chi.

- Budc 2: Ké tir ngay nhan du hd so yéu cau thay d6i nguoi thye hién tro
gitp phap ly hop 1€, Truéng Chi nhanh ra quyet dinh thay d6i nguoi thuc hién
trg giup phap ly va cir nguoi du ti€u chuan dé tiép tuc thuc hién vu viée tro giup
phap 1y c¢6 chit lugng)

b) Trinh tw thwe hién: Nop hd so Truc tiép tai Chi nhanh Trung tim tro
gitp phap ly nha nuéc hoac giri qua duong buu dién.

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan ho so:

+ Pon dé nghi thay d6i nguoi thuc hién tro gitp phap 1y;
+ Céc gidy to, tai liéu lién quan dén yéu cau thay doi)

- S6 lugng hd so: 01 bd

¢) Thoi han giai quyét hd so: 03 ngay 1am viéc, ké tir ngdy nhan du ho so
yéu cau thay doi hop 1€.

d) Poi twong thue hién TTHC: C4 nhan.
e) Co quan thwe hién TTHC:
- Co quan ¢6 thim quyén quyét dinh: Truéng Chi nhanh

- Co quan tryc tiép tryc hién TTHC: Chi nhanh Trung tdm Tro gitp phap 1y
nha Nudc

g) Két qua thuc hién TTHC: Quyét dinh thay d6i nguoi thuc hién tro gitp
phép ly.

h) L¢ phi: Khong

i) Tén miu don, t& khai hanh chinh: Khong

k) Yéu cau, diéu kién thwe hién TTHC: khong

1) Can cix phap ly cia TTHC:

- Luat Trg gitup phap 1y nam 2006;
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- Nghi dinh s6 07/2007/ND-CP ngay 12/01/2007 cta Chinh phu quy dinh
chi tiét va huéng dan thi hanh mét sé diéu cta Luat Tro gitp phap 1y;

- Thong tu s6 19/2011/TT-BTP ngay 31/10/2011 cua Bo Tu phap vé sira
d6i, bd sung mot s6 thu tuc hanh chinh ctia Théng tu s6 05/2008/TT-BTP ngay
23/9/2008 ctia Bo Tu phap vé hudng din nghiép vu tro giap phap Iy va quan 1y
nha nuéc vé tro gitp phap 1y,
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o3 Pé nghi thanh toan chi phi thwe hién vu viéc tro giip phap ly. Ma sb
ho so: T-BPC-281446-TT

a) Trinh ty thwc hién:

- Budc 1 Sau khi hoan thanh vu viéc tu van, tham gia td tung, tham gia dai
dién ngoai t6 tung, nguoi thyc hién trg giup phap ly (Tro giip vién phap ly,
Cong tac vién trg gitp phap ly) 1ap ho so dé nghi thanh toan chi phi thyc hién vu
viéc trg giup phap 1y gui Chi nhanh cua Trung tam trg gitip phap 1y nha nude
(Trung tam);

- Budce 2: Sau khi hoan thanh vu viéc hoa gidi, ngudi thyc hién trg gitp
phap 1y (Tro giup vién phap ly, Cong tac vién trg gitip phap 1y) 1ap bang ké chi
phi thuc hién vu viéc hoa gidi giri Chi nhdnh ctia Trung tdim d€ nghi thanh toan;

b) Cach thirc thuwe hién: Truc tiép tai tru s& co quan hanh chinh

¢) Thanh phan ho so:

- Péi voi vu viéc tu vén, tham gia tb tung, tham gia dai di€én ngoai td tung:

+ Bang keé chi phi va thoi gian thyc hién tu van phap luat, tham gia t6 tung,
dai dién ngoai t6 tung theo mau s6 01 ban hanh kém theo Thong tu s6
18/2013/TT-BTP hudng dan cach tinh thoi gian thye hién va tha tuc thanh toan
chi phi thuc hién vu viéc trg giup phap 1y (sau day goi tiat 1a Thong tu so
18/2013/TT-BTP);

+ Phiéu x4c nhan thdi gian lam viéc theo mau s6 02 ban hanh kém theo
Thong tu s6 18/2013/TT-BTP;

+ Hoa don, ching tir va cac gidy t& hop 18 chirmg minh chi phi hanh chinh
lién quan dén viéc thuc hién vu viéc trg gitp phép ly (néu c6) theo quy dinh hi¢n
hanh vé tai chinh;

- Bdi v6i vu viée hoa giai:

Béang ké chj phi thuc hién vu viéc hoa giadi theo mau sd 03 ban hanh kém
theo Thong tu s6 18/2013/TT-BTP giri Trung tdm hoac Chi nhanh dé nghi thanh
toan.

S6 lwong ho so: 01 bo.

d) Thoi han giai quyét ho so:

- Trong thoi han ba (03) ngay lam viéc, ké tir ngdy nhan duoc hd so dé nghi
thanh? toép, Chi‘ nhanh noi ct nguoi thuc hién tro gitp phap 1y c6 trach nhiém
chuyén ho so vé Trung tam dé thanh toan theo quy dinh;

- Trong thoi han nam (05) ngay lam viéc, ké tir ngay nhan dugc hd so hop
1€, Trung tam gé trach nhi€ém thanh toan chi phi thyc hién vu viéc trg giap phap
1y cho nguoi dé nghi theo quy dinh;

- Trong trudng hop hé so chua hop 18 thi trong thoi han ba (03) ngay lam
viéc, ké tir ngdy nhan duoc hd so, Trung tAm yéu cdu ngudi thuc hién trg gitp
phap 1y hoan thién lai hd so.
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d) Poi twong thue hién TTHC:

C4 nhan (Trg gitp vién phap ly, Cong tac vién trg giap phap 1y).

e) Co quan thuc hién TTHC:

- Co quan c6 tham quyén quyét dinh: Chi nhanh cua Trung tAm.

- Co quan tryc tiép thyc hién TTHC: Chi nhanh ctia Trung tim

g) Két qua thyc hién TTHC: H6 so dugc chuyén vé Trung tim dé thanh
toan theo quy dinh)

h) L¢ phi: Khong

i) Tén mau don, miu to khai:

- Bang ké chi phi va thoi gian thuc hién tu van phap luat, tham gia t6 tung,
dai dién ngoai t6 tung (Mau s6 01 ban hanh kém theo Thong tu s6 18/2013/TT-
BTP);

- Phiéu x4c nhan thoi gian 1am viéc (Mau sé 02 ban hanh kém theo Thong
tu s6 18/2013/TT-BTP);

- Bang ké chi phi thuc hién vu viéc hoa giai (Mau s6 03 ban hanh kém theo
Thong tu s6 18/2013/TT-BTP).

k) Yéu cau diéu kién thue hién TTHC: Khong

1) Can ctr phap ly cia TTHC:

- Luat Trg giup phap 1y nam 2006;

- Nghi dinh Sé 07/2007/ND-CP ngay 12/01/2007 cua Chinh phu quy dinh
chi tiét va hudng dan thi hanh mét s6 di€u cua Luat Tro gitp phép ly;

- Nghi dinh s6 14/2013/ND-CP ngay 05/02/2013 ctia Chinh phu sira d0i, bo
sung mot so dicu c{la Nghi dinh §6 07/2007/ND—C}’ ngély 12/01/2007 ctia Chinh
phu quy dinh chi ti€t va huéng dan thi hanh mét s6 di€u cua Luat Tro gitip phap
1y.

- Thong tu lién tich s6 209/2012/TTLT-BTC-BTP ngay 30/11/2012 cua Bo
Tai chinh va By Tu phap hudng dan viéc lap, quan 1y, st dung va quyét toan
kinh phi bao ddm hoat dong cia co quan trg giap phap 1y nha nude)

- Thong tu s6 18/2013/TT-BTP hudng dan cach tinh thoi gian thuc hién va
thu tuc thanh toan chi phi thuc hién vu viéc trg gitip phap ly.

Mau don, to khai dinh kém:
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MAU 01
SO TU PHAP BINH PHUOC
TRUNG TAM TRQ GIUP
PHAP LY NHA NUOC

CONG HOA XA HQI CHU NGHIA VIET NAM

Poc 1ap — Tw do — Hanh phic

BANG KE CHI PHI VA THOI GIAN THAM GIA TO TUNG

-----------

ooooo

I)Chi bdi dwdng

stt | Thoi gian thuc hién vu viée Pé xuit mirc chi | Ghi chi
Téng

IT) Chi phi hanh chinh

stt | NOi dung chi Pé xudt mirc chi | Ghi chi
Téng
( kém theo ching tir gbc, hoa don)

IT)Cong tac phi

stt | SO ngay di cong tac Pé xudt mirc chi | Ghi chi

Binh Phudc, ngay thang nam 20
Ngwoi thue hién TGPL
( ky va ghi ro ho tén)
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MAU

02

SO TU PHAP TINH BINH PHUGC CONG HOA XA HQI CHU NGHIA VIET NAM
TRUNG TAM TRQ GIUP PHAP
LY NHA NUOC

Poc 1ap - Tw do - Hanh phic

PHIEU XAC NHAN THOI GIAN LAM VIEC
M3 s6 ho so vu viée tro' gitp phap Iy: cooeeeveeneereneeeeieernneennnne.

STT

NOi dung lam
viéc

Dia diém dén lam viéc

Thoi gian lam
viéc

Xac nhan (ky
va ghi ro ho
tén)

Ghi
chu

Tong cong

Binh Phudc, ngay thang nam 20
Ngwoi thwe hién TGPL
( ky va ghi ro ho tén)
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SO TU PHAP BINH PHUOC
TRUNG TAM TRQ GIUP
PHAP LY NHA NUOC

MAU 03

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap — Tw do — Hanh phuic

BANG KE CHI PHI VU VIEC HOA GIAI

ooooooooooo

ooooo

I)Chi bdi dwdng

stt | Thoi gian thuc hién vu viéce Pé xudt mirc chi | Ghi chi
Téng

IT) Chi phi hanh chinh

stt | NOi dung chi Pé xudt mirc chi | Ghi chi
T(K)ng
( kém theo ching tir gbc, hoa don)

IT) Cong tac phi

stt | SO ngay di cong tac Pé xudt mirc chi | Ghi chi

Binh Phudoc, ngay thang nam 20
Ngwoi thwe hién TGPL
( ky va ghi ro ho tén)
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