
uv n.q,N NuAN IAN cQNG HoA xA ngI csu Ncuia vIFT NAM

riNnoONcNar DOc l6p - TU do - Hanh phtic

Ding Nai, ngdy 6fthdng,(4 ndm 2015

cHU TICH Uv SA.N NHAN nAN riNH DoNG NAr

s6J4!#aD-UBND

QUYET DINH
Vd viQc c6ng b6 thfr tgc hhnh chinh mr6'i ban hhnh, dugc sira tl6i,

b6 sung, thay th6 thuQc ph4m vi chric ndng quin li
cta S& Tu Ph6P tinh D6ng Nai

c6n ct Luat T6 chric HQi d6ng nh6n d6n vd uy ban nhdn d6n <16 dugc Qu6c

hoinu6cCQnghdax6hQichtngtriaViQtNamth6ngquangiry26l||12003;

C6n cir Nghi dinh ri5 O:7ZO1OND-CP ngdy 08 th6ng 6 nim 2010 cria Chinh

phri vA kiilm so6t thtr tpc hdnh chinh;

Cdn cu Nehi dinh sO +A/ZO13A{D-CP ngdy 14 th6ng 5 n6m 2013 cria Chinh

phu v6 sira d6I b6 sung mQt si5 di6u cta cric nghi dinh li€n quan d€n ki€m so6t

ihtl tuc hdnh chinh;

c6n cri Th6ng tu s6 ostzovfft-pTP ngdy 07 rhing 02 ndm 2014 cria B0

truong Bg Tu ph6p hucrng dan c6ng b6, ni€m y6t.thu tuc hdnh chinh vi bdo crio

ue tmh ninfr, k6t qua thuc hiQn ki6m so6t thu tpc hdnh chinhl

Can cu Quyiit dinh si; zltz0luitqD-qBNq ngity 271612014 cia,Uv ban

nhAn dAn tinh D6ng Nai v6 ban hirnh quy chii" ph6i hqp c6ng b6, ni€m y6t thi tgc

hanh chinh vir b6,o c6o k6t qud thqc hi€n ki6m so6t thri tgc hdnh chinh trcn dia

bdn tinh D6ng Nai;

X6t d€ nghl cria Gi6m <t6c Sd Tu ph6p t4i Td trinh sO,lJftSfp-tTr ngdy 28

thring lo ndm 2ol5' 
euYET DfNH:

Didu 1. C6ng bi5tdm theo Quy6t dinh ndy cric thri tqc hdnh chinh m6i ban

hdnh, dugc sria. <15i, b5 sung, thay thi5 thuQc ph4m vi chirc ndng qu6n l;f ctia Sd

Tu ph6p tinh D6ng Nai.

Trudng hqp thi tpc hirnh chinh c6ng b6 tai Quy€t dlnh ndy Af 
.O-uOc 

co-quan

Nhd nu6c .-O ttrA. quy€n ban hdnh m6i, sua d6i, b6 sung. thay th€ hoflc bdi b6'

hriy b6 thi 6p dung thlrc hiQn theo vdn ban ph6p luat hien hdnh'

Didu 2. Quyiit ttinh ndy c6 hiQu lqc thi hdnh k6 tu ngdv ki'
Di6u 3. Sd Tu ph6p, Uy ban nh6n dAn c6p huypn, Uy ban nh6n ddn.c6p xd

c6 tr6ch nhiQm t6 c6i" .rierny,it, c6ng khai c6c.thri tgc hirnh chinh ndy tai tru sd

ldm vi€c vd tai B0 phan ti6p nhan h6 so vd trd k6t qu6 c0a dcrn vi'



Sd Tu ph6p c6 trirch nhiQm photo,.in 6n dong thinh quydn c6c tliu.tuc hanh

chinh dd dugc c6ng b6, ph6t hdnh cho Uy ban nh6n dAn c6p huyQn' Uy ban nhSn

dAn c6p xd vir ciic don vi tryc thuQc tl€ c6ng khai theo quy dinh.

Didu 4. Sd Th6ng tin vd Truydn th6ng c6 tr6ch nhiQm c4p. nh6p quy trinh'
nQi dung trmg tft tgc h?rnh chinh dd dugc c6ng bO l6n Phdn m€m mQt cira li6n

th6ng hiln dai c6p sd, c6p huy€n, c6p xd vd COng th6ng tin di6n tri cira tinh.

Sd Tu ph6p c6 tr6ch nhiQm cQp nhflp nQi dung timg tht tgc hdnh chinh dd

dugc c6ng U6 t6n Co sd dt lipu qui5c gia cr.ia Chinh phir.

Didu 5. ChAnh Vdn phong Uy ban nhdn ddn tinh; Gidm di5c, Thu truOng c6c

s0, ban, nganh; Chir tich Uy ban nhAn ddn c6c huyQn, thi xd Long KhAnh, thanh

pfr6 ei6" ilda; Chir tich Uy ban nhAn ddn x5, phudng, thi tr6n vd c6c t6 chric, c6

nhdn c6 li6n quan chiu trrich nhiQm thi hdnh Quy6t dinh ndy./.

Noi nhQn:
- Nhu Di6u 5;
- BQ Tu phrip;
- TT. Tinh ty;
- TT. HDND tinh;
- UBMTTQ\IN tinh;
- UBND tinh;
- Chri tich UBND tinh;

- Ph6 Chi tich UBND tinh (Trin Vdn Vinh);
- Cuc Ki6m so6t thri tpc hinh chinh (BTP):
- 56 Tu phrip, Sd NQi vu, 56 Th6ng tin vd Truy6n th6ng;

- Brio D6ng Nai; Dii PT-TH Ddng Nai;
- Trung tam C6ng b6o tinh D6ng Nai;
- Phdng Tu ph6p cdp huyQn;

- Cic phdng C6ng chtrng, Vdn phdng C6ng chfng;
- Luu: VT, HC.
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THU TVC IIANH CHINH
9c THAM QUYiN GIAI QUYfT

Quy€t dlnh tJ{\fu,;

.HAM 
QU\'EN GIAI QUYET

CUA SdTT'PHAP
zi"n s,ilA.\fueD- uB N D neay 6r-r..1'lrz o t s

i tich Uy ban nhdn ddn tinh Ding Nai)

Phin I
DANH MUC THU TVC HANH CHiNH

sii
TT

TOn thri tgc hdrnh chinh

L Linh vgc COng chrfrng

I Thri qc c6ng chimg hqp d6ng thu6 khoan tdi san

2 Thri tgc cdp ban sao c6ng chimg

J Thi qrc c6ng chimg hqp d6ng chuy6n nhugng quy6n sir dgng d6t

4 Thri qrc c6ng chimg hqp d6ng teng cho quydn sir dqng d6t

5 Thri tgc c6ng chimg hqp d6ng chuy€n d6i quydn st dqng ddt

o Thri tgc cdng chimg hqp d6ng cho thud quydn sri dpng tt6t

7 Thri qrc c6ng chimg hqp daing cho thu€ lqi quyen sir dUng d5t

8 Thri qrc c6ng chimg hqp d6ng thii ch6p quydn sir dgng d6t

9 Thir qrc c6ng chimg hqp d6ng g6p vdn bdng quy6n su dgng <l6t

l0 Thri qrc c6ng chimg hqp d6ng sira d6i hqp d6ng giao dich

ll Thri tgc c6ng chimg hqp ddng b6 sung hqp d6ng giao dich

t2 Thri tgc c6ng chimg hqp d6ng hriy b6 hqp d6ng giao dlch

13 Thri tgc c6ng chimg di chric

t4 Thri tuc nh6n luu di chfc

15 Thir tgc c6ng chimg vdn b6,n th6a thu4n phdn chia di sin thira kd

t6 Thri tgc c6ng chimg vdn ban tri chdi di sdn thria k€

l7 Thu tr,.rc c6ng chimg vin bAn khai nlr4n di san thla k6

18 Thri tqc c6ng chimg hqp d6ng mua b6n nhd

19 Thi tgc cdng chfng hqp d6ng cho thud nhir

20 Thir tgc cdng chimg hqp d6ng chuyOn ddi nhe

21 Thir tgc c6ng chimg hqp d6ng th6 chAp nhd

22 Thi tqc c6ng chimg hqp ddng cho mucrn nhir

L) Tht tgc c6ng chimg hqp d6ng cho 6 nhd



.'t A Th0 \rc c6ng chimg hqp d6ng,iy quy€tt quin l! nhd

25 Thri qrc c6ng chimg hqp tl6ng b6n ddu gi6

26 Thu tgc c6ng chung hqp d6ng uy quy€n

27 Thri qrc cdng chimg gi6y ny quy€n

28 Thri tqc c6ng chimg hqp ddng cam c6, th6 chAp, cho vay

29
Thu tgc c6ng chimg hqp d6ng mua b6'n tdi sdn (kh6ng phAi ld bAt dQng

sin)

30 Thu tuc c6ng chimg hqp ddng thue tdi sen

3l Thir tgc c6ng chimg vdn bin chuytin nhuong hqp dOng mua b6n nhd d

32 Thir tqc c6ng chimg bin dich

II Linh vr;c Chfrng thgc

JJ Thri qrc chfng thyc chft \i trong circ gidy td, vdn bin

34 Thri tgc chimg t\c bin sao tt ban chinh

III
3s

Linh vqc H0 tich

Thi t1rc dang ky khai sinh

36 Thir tgc ttdng kj khai sinh cho tr6 bi b6 roi



Phin II
NQr DUNG CV rH6

ctl rt)Nc rgtl ruc HANH cHiNH

I. Linh vqc cdng chring

l. Thi tgc c6ng chrimg hqp tl6ng thu6 khofn tii sin
a) Trinh trp thgc hiQn:

- Bu6c l: NQp hO so y6u cAu c6ng chimg .

- Budc 2: Cdng chrmg vi6n xem h6 so.
r i ri+ Trudng hgp h6 so ddy ttri, hqp lQ ti€n hdnh c6ng chfng trong ngdy lim viQc.

+ Truong hqp hO so kh6ng diy du cdng chirng vi6n hucrng din b6 sung khi diy
dt ti6n hdnh cdng chimg.

+ Trudng hgp hd so phric t4p cdng chimg vi€n vitit phi6u hgn.

+ Trudng hqp kh6ng hcr,p lQ c6ng chimg vi€n tr6 h6 so vd th6ng bdo lj do.

Thcri gian tit5p nhan h6 so vd trd k6t qu6:

- Sring : Tir 07h00' d6n 11h30'.

- Chi€u: Tu 13h00' tltin 16h30'.
,,l(Tru chi€u ngdy thf B6y, ngdy Chri nh4t vd c6c ngdy 16).

b) Crich thrirc thgc hiQn: NQp t4rc titip t4i td chr?c hdnh nghd cdng chtrng.

c) Thirnh phAn, s5 luqng hd so:

- Thdnh phan h6 so, bao gdm:

+ Phi€u y€u cdu c6ng chimg.

+ Hqp tl6ng thu€ khorin tdi san.

+ Gi6y td chimg minh quydn so hfu tdi sin.
+ Gidy td ttry th6n cria ngudi tham gia giao dich.

+ SO h6 khAu.
. '-;+ H6 so phrip ly c6ng tyldoanh nghiQp (d6i vdi t6 chric).

+ Gidy chimg minh ngudi dai dien.
-,,( ,.,
N€u ld bin sao phdi xuat trinh bin chinh d€ c6ng chimg vi€n ki€m tra ddi chi€u.

- Sti luqng h6 so: 0l (bQ).

d) Thdti h4n gi6i quy6t: Kh6ng quri hai (02) ngdy ldm viQc, truong hqp phric t4p
kh6ng quri muoi (10) ngdy ldm vi6c.

e) C<r quan thgc hiQn TTHC:
- Co quan c6 thAm quy6n quy6t dinh: T6 chric hirnh ngh6 c6ng chimg.

- Ngudi dugc riy quy6n thgc hiQn: C6ng chimg vi6n.

I Ddi tuqng thr3c hiQn: T6 chric, c6 nhAn.

g) M6u ilcrn, miu td khai: Phi6u y6u cAu cdng chimg (M6u sii 0UlvC, th6ng
tu li€n tich s6 04/2006/TTLT-BTP-BTNMT ngdy 1316/2006 cria BQ Tu ph6p vd BQ

Tdi nguy6n vd M6i trudng). 1



h) Phi, le phi, thir lao: Mric thu theo Th6ng tu li6n tich sd 08/2012/TTLT-BTC-
BTP ngdy tsloltzotz cta BQ Tdi chinh vd BQ Tu ph6p hu<rng d6n vd mirc thu, chri d0
thu, nQp, qu6n ly vd su dpng phi c6ng chimg.

I K6t qun cfia viQc thrlc hi$n TTHC: Vdn ban c6ng chimg.

j) YGu ciu hoic tti6u ki$n tI6 thgc hiQn TTHC: Kh6ng.

k) Cnn cft phdp lj cfra TTHC:
- LuQt Cdng chring sti 53/2ol4lQHl3 ngiry 201612014.

- Th6ng tu li€n tich sa O|IZOOATTLT-BTP-BTNMT ngiry 131612006 cria BQ Tu
phrip yd B9 Tei nguyOn vir M6i.trudng ve hudng d6n viQc c6ng chimg, chring thyc
hqp d6ng, v[n b6n thltc hiQn quy€n cira ngudi sri dqng ddt.

- Th6ng tu li€n tich sA OS.2OLZI'ITLT-BTC-BTP ngiry 1910112012 cria BQ Tdi chinh
vd BQ Tu phrip hu6ng dAn vA mfc thu, ch6 dQ thu, nQp, quan ly vd str {rng phi c6ng

chimg.

- Th6ng tu s6 06/2015/TT-BTP ngity 151612015 cta BQ Tu phrip quy tlinh chi tii5t

vir hu6ng d6n thi hanh mQt si5 di6u cia LuQt C6ng chimg.

- Quy6t dinh st5 10/20I5/QD-UBNP rgdy 011612015 cia UB\D tinh D6ng Nai
Ban hdu:h mirc trdn thir lao cOng chring d6i vdi c6c t6 chfc hdnh ngh6 c6ng chimg trdn
ttia ban tinh.

2. Thfr tgc c6p bin sao c6ng chrimg

a) Trinh tq thqc hiQn:
:'

- Budc l: NQp h6 so y€u cdu cong chimg.

- Budc 2: C6ng chimg vi€n xem h6 so.

+ Trudng hqp h6 s<r dAy dri, ti€n hdnh cAp birn sao cdng chimg trong ngdy ldm
v19C.

,i+ Truong hgp h6 so phric t4p c6ng chimg vi€n vi€t phi6u hgn.

+ Trudng hqp kh6ng hqp lQ cdng chimg vi6n tr6 h6 so vd thong brio lj do.
.i

Thdi gian ti6p nh{n hd so vir tra kdt qui:

- S6ng : Tt 07hoo' dtin 11h30'.

- Chi€u : Tir 13h00' dtln t6h30'.
' .:(Tru chi6u ngiry thri Biy, ngdy Chri nhdt vi cric ngiry l€).

b) C6ch thri'c thr;c hiQn: Ndp tryc ti6p t4i t6 chric hanh nghe c6ng chimg.

c) Thdrnh phin, s6 luqng hd so:
,l , i , i- I nann pnan no so, oao gom:

+ Phi6u ydu cdu c6ng chimg.

+ Vdn ban y6u cAu c6p ban sao (trudng hqp co quan c6 thAm quyen y6u cdu).

+ Gidy td tiy thAn cta ngudi tham gia giao dich.
, ,,: , . ,. -i,.+ H6 so phdp lj <t6i vdi c6ng tyldoanh nghi$p.

+ Gi6y chring minh ngudi dai diQn.

N6u ld ban sao ph6i xu6t trinh ban chinh dti cdng chimg vi€n ki6m tra AOi ctri6u.
4



- 56 lugng h6 so: 01 (b0).

d) Thoi h4n giii quy5t: Khdng qud hai (02) ngdy ld,rn viQc, truong hqp phrlc t4p

kh6ng qu6 mudi (10) ngdy ldm viQc.

e) Co quan thqc hiQn TTHC:
i. ,. , -;- Co quan c6 thAm quy€n quy€t dinh: T6 chric hdnh ngh6 c6ng chimg.

- Ngudi <lugc riy quy6n thgc hiQn: C6ng chimg vi€n.

f) D6i tugng thgc hiQn: T6 chuc, c6 nhdn.

g Miu don, m5u td khai: Phit5u y6u cAu c6ng chimg (MAu sii OtllVC, ttrOng
tu Li6n tich sd 04/2006/TTLT-BTP-BTNMT ngiry 1316/2006 cia BQ Tu phrip vd BQ

Tdi nguy€n vir M6i trucrng).

h) Phi, lQ phi, thri lao: Mric thu theo Th6ng tu li€n tich sO OetZOtZttTLT-BTC-
BTP ngdy lgl}Il2}l2 cira B$ Tdi chinh vd BQ Tu phrip hucrng d6n vd mric thu, chtl d0
thu, nQp, qu6n lf vd sir dqng phi cdng chimg.

., --i.i) K6t qui crta viQc thgc hiQn TTHC: Vin ban c6ng chimg.

j) Y6u ciu ho{c tlidu ki6n it€ thgc hiQn TTHC: Kh6ng.

k) Cnn cft ph6p lj cfia TTHC:
A

- Lu4t C6ng chimg sd 53l20l4lQHll ngdy 20/6/2014.

- Th6ng tu li€n tich stl o+lzooorrrtT-BTP-BTNMT ngdy 13/612006 cria BQ Tu
ph6p yd BO Tdi nguy€n vir M6i.trudng vC huong d6n viQc c6ng chimg, chring thgc
hqp d6ng, v6n ban thUc hign quy€n cira ngudi su dgng ddt.

i
- Thdng tu li€n tich s6 08/2012/TTLT-BTC-BTP ngiry 19/01/2012 cua B0 Tdi chinh

vd BQ Tu phrip hucrng d6n v€ mric thu, ch6 <tQ thu, nQp, quan lj vd su dgng phi cdng
chimg.

- Quy6t dinh sO 10/2015/QE-UBND ngdy 011612015 cia UBND tinh D6ng Nai
Ban hdnh mirc trdn thir lao c6ng chrmg d6i v6i c6c t6 chric hdnh ngh6 c6ng chimg tr6n
dia ban tinh.

3. Thri tuc cdng chri'ng hqp tt6ng chuy6n nhuqng quydn sir dgng d6t

a) Trinh tq thr3c hi$n:
t'- Buoc l: NQp hd so y€u cdu cOng chimg.

- Budc 2: C6ng chimg vi6n xem h6 so.

':+ Trudng hqp h6 so ddy dn, hqp lQ ti€n hanh c6ng chimg trong ngdy ldm viQc.

+ Truong hqp hd so kh6ng diy du c6ng chimg vi6n huong dAn b6 sung khi dAy
tltr ti6n hdnh cdng chimg.

':+ Trudng hqp h6 so phric t4p c6ng chimg vi6n vi6t phi6u hgn.

+ Trudng hqp kh6ng hqp lQ c6ng chimg vi€n tri h6 so vd th6ng b6o lli do.
'.:Thdi gian ti6p nh4n h6 so vd trA k6t qud:

- S6ng : Tt 07h00' di5n t th30'.

- Chi6u : Tir 13h00' dcn t6h30'.
'.:(Tru chi6u ngdy thu B6y, ngdy Chi nh{t vd c6c ngdy 16).



b) C6ch thrirc thqc hiQn: NQp tryc tiiip t4i t6 chftc hdnh nghA c6ng chimg.

c) Thhnh phin, s6 lugng hd so:

- Thdnh phdn h6 so, bao g6m:

+ Phi€u y€u cAu c6ng chimg.

+ Hqp tl6ng chuy6n nhugng (M6u s6 O7,tIDCN, Th0ng tu li6n tfch sii

04|2006|TTLT/BTP-BTNMT ngiry 131612006 oia BQ Tu phrip vd B0 Tdi nguy€n vd
M6i truong).

+ Gi6y chrmg nhQn quydn sri dpng dAt.

+ GiAy to tiry th6n cira ngudi tham gia giao dich.

+ 56 h$ khdu.
. --:+ H6 so ph6p lf c6ng tyldoanh nghiQp.

+ Bi6n bin hQp hQi <l6ng thdnh vi6n (6p dsng d.5i v6i c6ng ty TNHH hai thanh
vi6n, c6ng ty cO phdn).

+ Gidy chimg minh ngudi dai diQn.

+ Gidy chimg minh tdi s6n ri6ng.

+ Gi6y td chimg minh nguoi.nhiin chuyiin nhugng tryc tiiip s6n xuAt n6ng nghiQp

(Trudng hqp chuy6n nhugng quydn su dung d6t tr6ng lia).
N6u ld ban sao phii *,r6t trinh bin chinh d6 c6ng chimg vi€n ki6m tra ei5l ctritiu.

- 56 luqng hO so: 01 (bQ).

d) Thiti h4n giii quy6t: Kh6ng qu6 hai (02) ngdy ldm viQc, trucrng hqp phric t4p

kh6ng qu6 muoi (10) ngdy ldm viQc.

e) Co quan thqc hiQn TTHC:
- Co quan c6 thdm quyen quytit <t!nh: T6 chfc hdnh ngh€ c6ng chimg.

- Ngudi dugc iy quy6n thr,rc hiQn: COng chimg vi€n.

f) Diii tuqng thqc hiQn: T6 chric, c6 nhdn.

g) Mdu tlon, m6u td khai: Phitiu y6u cAu c6ng chtmg (MAu sO OtllVC, ttrOng
tu Li6n tich s6 04/2006/TTLT-BTP-BTNMT ngiry 131612006 cira B6 Tu ph6p vd BQ

Tiri nguy6n vd M6i truong).

h) Phi, le phi, thir lao: Mirc thu theo Th6ng tu li6n tich sti OglZOtZltttT-BTC-
BTP ngdy tgloltzotz cta BQ Tdi chinh vd BQ Tu phrip huong d6n vA mric thu, ch6 dO

thu, nQp, qu6n ly vd su dgng phi c6ng chimg.

i) K5t qui cfia viQc thrlc hiQn TTHC: VAn ban cdng chimg.

j) YCu cAu ho{c" tli6u kiQn tt6 thqc hiQn TTHC: OOi vOi giao dich vd quydn su

dgng ddt, cdc chu thd giao dlch phdi dim bAo quydn sri dqng ddt di tli€u kiQn giao

dfch theo quy dinh cta Lu{t Ddt dai vd c6c v6n ban hu6ng ddn thi hdnh.

$ Cnn cri phip If cia TTHC:
t -^,^- Lu4t C6ng chung sd 53l2024lQHl3 ngiry 201612014.

- Luat Dat dai s6 45/2013/QH13 ngdy 29/ll/2013.
; ^ , ,^^^.- Th6ng tu li€n tich sd 04|2O061TTLT-BTP-BTNMT ngdy 131612006 ctia BQ Tu

o



ph6p yd Bg Tdi nguy6n vir M6i.truong vC hucrng d6n viQc c6ng chimg, chimg thgc
hqp d6ng, vdn ban thUc hi€n quy€n cta nguoi sri dgng d6t.

- Th6ng tu li6n tich s6 }812DI2IrTLT-BTC-BTP ngiry 19/0112012 cira B6 Tdi chinh
' , r: .

vd BQ Tu phrip huong d6n v€ muc thu, chd dQ thu, n$p, quan ly vir su dqng phi c6ng

chimg.

- Thdng tu se' O6l20l5lTT-BTP ngiry 151612015 ctra BQ Tu phrip quy dinh chi ti6t
, ,t .i . r . r

vd huong ddn thi hdnh mQt sO di6u cria LuQt C6ng chimg.

- Quy6t dinh s6 I0/2015/QD-UBNP rgny 0116/2015 cria UBND tinh E6ng Nai
Ban hdnh mfc trin thi lao cOng chrmg d6i v6i c6c t6 chuc hdnh nghd c6ng chimg tr€n
dia ban tinh.

4. Tht tgc cdng chri"ng hqp <I6ng t{ng cho quydn sfr d}ng dit
a) Trinh tg thr;c hiQn:

l,'
- Budc 1: NQp hd so y€u cdu c6ng chung.

- Bu6c 2: C6ng chimg vi€n xem hd scr.
,^..i , , ,+ Trudng hqp h6 so ddy dt, hqp le ti€n hdnh cdng chimg trong ngdy ldm viQc.

+ Trudng hqp h6 so kh6ng diy <ili cdng chimg vi€n hucrng d6n b6 sung khi diy
tlt ti€n hanh c6ng chring.

|:+ Trudng hqp h6 so phuc t4p c6ng chimg vi6n viet phi€u hgn.

+ Trulng hqp khdng hqp lQ c6ng chimg vi€n tr6 h6 so vir thdng brio ly do.
'.:Thoi gian ti€p nhdn h6 so vd trd k€t qui:

- S6ng : Tir 07h00' d6n 11h30'.

- Chi6u : Tt 13h00' dtin t6h30'.
'.:(Tru chi€u ngdy thir B6y, ngdy Chi nh4t vd c5c ngdy l€).

b) Crich thrirc thqc hiQn: NQp tryc ti€p t4i t6 chric hdnh nghd c6ng chring.

c) Thinh phAn, s5 luqng hd so:

- Thanh phan hO so, bao g6m:

+ Phi€u ydu cdu c6ng chimg.

+ Hqp ddng tang cho (M6u si5 t t,TmtA cria Th6ng tu Li6n tich sO

04/2006TTLT/BTP-BTNMT trgiry 13/612006 cia BQ Tu phrip vd B0 Tdi nguy€n vd
Mditrudng).

+ Gidy chimg nhdn quy€n su dgng dAt.

+ Gi6y to tiry thdn cria ngudi tham gia giao dich.

+ 56 h6 kh6u.
. .,;.+ H6 so ph6p l1i c6ng tyldoanh nghi€p.

+ Bi€n ban hgp hQi ddng thanh vi€n (6p dung <tdi v6i c6ng ty TNHH hai thanh
vi6n, c6ng ty c6 phdn).

+ Gi6y chimg minh ngudi dai diQn.

+ Gi6y td chimg minh tdi sdn ri6ng.
-.i ,., ,. 

^.Ndu ld ban sao phrii xudt trinh brin chinh d€ c6ng chfng vi€n ki6m tra d6i chi6u. ,



- St5 luqng h6 so: 01 (bQ).

d) Thoi h4n giii quy6t: Kh6ng qu6 hai (02) ngdy ldm viQc, trudng hqp phric t4p
kh6ng quri mudi (10) ngdy ldm viQc.

e) Co quan thqc hiQn TTHC:
- Co quan c6 thAm q,rydn quy6t d[nh: Td chric hirnh nghd cdng chimg.

- Ngudi dugc iry quy6n thgc hiQn: C6ng chimg vi€n.

f1 Diii tuqng thgc hiQn: T6 chuc, c6 nhdn.

g) MAu dcrn, miu ttr khai: Phiiiu y6u cAu c6ng chtmg (MAu sd OIIPVC, th6ng
tu Li€n tich s6 04/2006/TTLT-BTP-BTNMT ngiry 13/612006 cria BQ Tu phtlp vd BQ

Tiri nguy6n vd M6i truong).

h) Phi, le phi, thir lao: Mric thu theo Th6ng tu li€n tich s6 OAtZOtZnffT-BTC-
BTP ngdy tSlOltzOtZ cria BQ Tdi chinh vd BQ Tu ph6p huong dAn vA mric thu, ch6 tlQ
thu, nQp, quin lf vd sit dgng phi c6ng chimg.

i) K6t qui cfra viQc thgc hiQn TTHC: Vdn ban c6ng chimg.

j) YGu ciu ho4c di6u kQn tI6 thqc hiQn TTHC: Oi5i vOi giao dich vd quyAn su
, -i. , , " ,, A .

dgng ddt, cric chu th6 giao dlch phdi d6m b6o quy6n sir dgng dAt dri tli6u kiQn giao

dich theo quy dinh cria LuQt Ddt dai vd cilc vin bin hu6ng d6n thi hdnh.

k) Cin cri phrip I cfra TTHC:
;

- Lu4t C6ng chimg s6 53l20l4lQ}{13 ngiry 2016/2014.

- Ludt DAt dai s6 4512013/QH13 ngdy 2911112013.

- Th6ng tu li6n tich s6 oqtzooanttT-BTP-BTNMT ngdy 131612006 cira BQ Tu
ph6p yd BO Tdi nguyCn vir M6i.trudng ,rC hucrng d6n viQc c6ng chimg, chring thgc
hqpd6ng, vdn ban thgc hiQn quydn cria ngudi sil dgng d6t.

' ',^ '. ' ^- Thdng tu li€n tich sd 08/2012ITILT-BTC-BTP ngdy 1910112012 cira BQ Tii chinh
vd BQ Tu ph6p hu6ng ddn vA mric thu, ch6 dQ thu, nQp, quan ly vd su dung phi c6ng

chimg.

- Th6ng tu s6 06/201s/TT-BTP ngdy 151612015 cia BQ Tu ph6p quy dinh chi ti6t
, |^

vd huong ddn thi hanh mQt s6 di€u cria LuQt Cdng chimg.

- Quy6t tlinh srl I0/2015/QD-UBND ngdy 011612015 ctia UBND tinh D6ng Nai
Ban hdnh mric trAn thi lao c6ng chrmg d(5i v}i circ t6 chuc hdnh ngh6 c6ng chimg tr€n
dia ban tinh.

5. Thfr tgc c6ng chri"ng hgp itdng chuy6n A6i quy6n sfr dgng tl6t
a) Trinh tq thqc hiQn:

i'- Buoc l: NQp h6 so ydu cdu cong chimg.

- Budc 2: C6ng chrmg vi€n xem h6 so.
l:+ Truong h-o_p hd so tl6y dn, hqp lQ ti6n hanh c6ng chring trong ngdy ldm viQc.

j Truong hqp hd so kh6ng ddy dri c6ng chimg vi6n huong dAn b6 sung khi dAy
dt ti6n hanh c6ng chimg.

,t+ Truong hqp hd so phric t4p c6ng chimg vi6n viet phi€u hgn.

+ Trudng hqp kh6ng hqp lQ cdng chimg vi€n trd hd so va thdng brio l1i do.
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Thoi gian ti6p nhan h6 so vd tri k6t qu6:

- S6ng : Tt 07hoo' dtin l lh3o'.

- chi€u : Tir 13hoo' er5n tohlo'.
(Tru chi6u ngdy thri B6y, ngdy Chri nhQt vd c6c ngdy 16).

b) C6ch thrirc thgc hiQn: NQp tryc ti6p t4i t6 chric hdnh ngh6 c6ng chimg.

c) Thdrnh phin, s6 luqng hd so:

- Thdnh phdn h6 so, bao g6m:

+ Phi€u y€u cdu c6ng chimg.

+ Hqp ttdng chuy€n AOI gr,lau si5 osntoCN, Thong tu li6n tich s6 oqtzooe
/TTLT/BTP-BTNMT ngiry 131612006 cira BQ Tu ph6p vd BQ Tdi nguyOn vd M6i
truong).

, ^,^+ Gi6y chung nh{n quy6n sir dgng ddt.

+ Gi6y td tiry thAn cria ngudi tham gia giao dich.

+ 56 ho khAu.

+ Gidy chimg minh ngudi ttei di€n.

N6u ld ban sao ph6i xu6t trinh ban chinh tl6 c6ng chimg vi6n ki6m tra Oi5i ctri6u.
^i, , :- 56lugng h6 so:01 (bq).

d) Thoi h4n giii quy5t: fhOng qu6 hai (02) ngdy ldm viQc, trudng hqp phric t4p
kh6ng quri mudi (10) ngiry ldm viQc.

e) Ctr quan thqc hiQn TTHC:
- Co quan c6 tham quydn quy€t dinh: T6 chirc hanh ngh6 cdng chimg.

- Ngudi dugc riy quy6n thyc hiQn: C6ng chimg vi€n.

f) DOi tuqng thyc hiQn: Cri nhdn.

g) Miu don, m5u td khai: PhiiSu y€u cdu c6ng chimg (MAu si5 OtDvC, rtrOng
tu liOn tich s6 04/2006/TTLT-BTP-BTNMT ngdy 13/612006 cta BQ Tu ph6p vi BQ

Tdi nguy€n vd MOi trucrng).

h) Phi, lQ phi, thir lao: Mric thu theo Th6ng tu li€n tich s6 OAtzOtzttTLT-BTC-
BTP ngiy lgl}ll2}l2 cria BQ Tdi chinh vd BQ Tu ph6p hu<rng d6n vd mr?c thu, chii ttQ
thu, nQp, qu6n ly vd su dqng phi c6ng chimg.

i) K5t qun cria viQc thrpc hiQn TTHC: Vdn bin c6ng chimg.

j) YGu ciu ho4c tliiiu kiQn tt6 thqc hiQn TTHC: o6i voi giao dich vd quydn sir
, -4. , , , ., A .

dgng tldt, ciic chri th€ giao dich ph6i d6m b6o quy€n su dung ddt dt di€u kiQn giao
dich theo quy dinh cria LuQt O6t eai vd ciic v5n ban hucrng d6n thi hanh.

k) Cnn cti ph6p lf cfia TTHC:
:

- Lu4t Cdng chimg s6 53/20l4lQHl3 ngiry 20/6/2014.

- Lu4t D5t daiso qstzotllQHl3 ngdy 29111/2013.

- Th6ng tu li6n tich sa O$1ZOO1TTLT-BTP-BTNMT ngdy 131612006 cia BQ Tu
phrip vd BO Tdi nguy6n vd Mdi.trudng ud hudng d6n viQc cdng chimg, chimg thlrc
hqp d6ng, vdn ban thgc hiQn quy6n ctra ngudi sri dgng ddt.
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- Th6ng tu li6n tich s6 }812DI2I[TLT-BTC-BTP ngiry 19/0112012 cta BQ Tdi chinh
vd BQ Tu ph6p huong din v€ muc thu, ch6 dQ thu, nQp, quan ly vdr su dgng phi c6ng

chimg.

- Th6ng tu s6 o6l20l5lTT-BTP ngity 151612015 cria BQ Tu ph6p quy dinh chi tit5t
, ,x ., ., . r ^- ,( ,.;

va huong clan thl nann mot so dleu cua Luat Long cntmg.

- Quy6t dinh s6 10/2015/QD-UBNP ngdy 011612015 cfra UBND tinh Ddng Nai
Ban hirnh mirc trdn thi lao c6ng chimg d6i vdi citc t6 chric hdnh ngh6 c6ng chimg tr6n

dia ban tinh.

6. Thii tuc cdng chring hqp tt6ng cho thu6 quydn sfr dtlng dAt

a) Trinh tq thrSc hiQn:

- Budc 1: NQp hO scr y6u cAu c6ng chimg.

- Budc 2: C6ng chimg vi€n xem hd so.

+ Trudng hqp hO so day ttn, hqp lQ ti6n hd,nh c6ng chring trong ngdy ldm viQc.

+ Truong hqp hd so kh6ng diy du c6ng chtug vidn hucrng d6n b6 sung khi diy
tfii ti6n hanh c6ng chring.

l:+ Truong hgp h6 so phric t4p c6ng chimg vi€n vi6t phi6u hgn.

+ Trudng hqp khdng hqp lQ c6ng chimg vi€n trir h6 so vd th6ng b6o lf do.
.,; ' ^ ' )

Thdi gian ti6p nhan hd so vir trd kdt qui:

- Sdng : Tu oThoo' d6n I th3o'.

- ChiAu: Tt 13hoo' dtin 16h30'.

(Trir chi6u ngdy thri Biy, ngdy Chri nh4t vd cric ngdy 16).

b) C6ch thrirc thr;c hiQn: NQp trUc ti6p t4i t6 chuc hanh ngh€ c6ng chimg.

c) Thhnh phin, sii lugng hd so:

- Thanh phdn h6 scr, bao g6m:
. ^,.;. ^ i+ Phi€u y€u criu c6ng chtrng.

': " - .Fr-r--- .-- r:4-+ Hcro d6ng thu€ quy6n su dgng ddt (MAu s6 l5AIDT cta Th6ng tu li€n tich sd

04|2006|TTLT/BTP-BTNMT ngdy 131612006 cria BQ Tu ph6p vd B0 Tdi nguy6n vd
M6i trucrng).

. ^.A : ' ' ,. tt. J ..rr
+ Gi6y chring nh{n quyen su dgng ddt (rip dUng d6i vdi d6t ndm ngoiti khu cong

nghiQp).
. ^. i+ ulay to cnrmg mlnn tal san neng.

+ 56 hO khAu.
. -.i+ H6 so phrip lj cong tyldoanh nghiQp.

+ Bi€n bdn hqp hQi d6ng thanh vi6n (rip dung <li5i vdi c6ng ty TNHH hai thdnh

vi6n, c6ng ty cO ph6n).

+ Gidy chring minh ngudi dai diQn.

Ntiu ld ban sao phii 
",.r6t 

trinh bin chinh dri c6ng chimg vi€n ki6m tra Ctii ctrliiu.

- 56 luqng h6 so: 01 (bQ).
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d) Thdri h4n gi6i quy6t: Kh6ng quri hai (02) ngdy ldm viQc, truong hqp phuc t4p
kh6ng quri muoi (10) ngdy ldm viQc.

e) Co quan thqc hiQn TTHC:
- Co quan c6 thAm quydn quy€t d!nh: T6 chr?c hdnh nghd c6ng chring.

- Ngudi dugc riy quy€n thgc hiQn: Cdng chimg vi€n.

f) Diii tugng thqc hiQn: T6 chric, c6 nh6n.

g) M6u dcrn, m6u td khai: Phiiiu y€u cdu c6ng chimg (Miu s6 0IDYC, ThOng

tu li0n tich s6 04120061TTLT-BTP-BTNMT ngdy 1316/2006 cta Bd Tu ph6p vd BQ

Tdi nguy6n vd M6i trucrng).

h) Phi, lQ phi, thi lao: Mric thu theo Th6ng tu li6n tich s5 OgfZOtZITLT-BTC-
BTP ngdy 19/0112012 cira B$ Tdi chinh vd BQ Tu ph6p hucrng d6n v6 mirc thu, ch6
<lQ thu, nQp, qudn l1i vir su dgng phi c6ng chimg.

I K6t qui cfra viQc thqc hiQn TTHC: Vdn ban c6ng chimg.

j) YOu cAu ho{c. tlidu kiQn d6 thqc hi$n TTHC: Oiii vOi giao dfch vO quydn sri
dung ddt, ciic chri th6 giao dich phdi d6m b6o quy6n sri dgng ddt dri di€u ki€n giao
dich theo quy tlinh cta LuQt OAt Oai vd ciic vdn ban huong ddn thi hdnh.

k) CIn ctlr phdp lf cfia TTHC:
:

- Lu4t Cdng chimg s6 53/20l4lQEl3 ngdy 20/6/2014.

- Lu{t Ddt dat s6 45/2013/QH13 ngdy 29/lIl20l3.
- Th6ng tu Li€n tich s6 04/2006/TTLT-BTP-BTNMT ngdy 131612006 cta BQ Tu

ph6p vd BO Tdi nguydn vd M6i trudng v6 hu6ng d6n viQc c6ng chimg, chring thuc
' rlhqp rldng, vin bdn thr,rc hiQn quy€n cia ngudi sir dUng ddt

- Th6ng tu Li€n tich sii 08/2012/TTLT-BTC-BTP ngdy 19101/2012 cria BQ Tdi
chinh vd BQ Tu ph6p hu6ng d6n vd mric thu, ch6 ttQ thu, ngp, quan lj vd sri dgng phi
c6ng chimg.

- Th6ng tv s6 O6|20\5/TT-BTP ngdy 15/612015 ctia BQ Tu ph6p quy dinh chi tit5t
,,7

vir huong dan thi hanh mQt sO diCu cira LuQt C6ng chimg.

- Quyiit dlnh st5 10/2015/QD-UBN! ngdy 0116/2015 cria UBND tinh D6ng Nai
Ban hrinh mric trAn thi lao cdng chimg d6i v6i citc t6 chric hanh ngh6 c6ng chimg tr€n
dia ban tinh.

7. Thi tqc c6ng chri'ng hqp tl6ng cho thu6 lgi quy6n sft drtng tlit
a) Trinh tg thrgc hi$n:

' ''^ ':- Budc l: NQp hd so y6u cdu cdng chimg.

- Budc 2: Cdng chimg vi6n xem h6 so.

+ Trudng hqp h6 so dAy dn, hqp lQ tiain hiurh c6ng chfng trong ngdy ldm viQc.

1 Truong hqp h6 so kh6ng ddy dt cdng chimg vi6n hudng ddn b6 sung khi dAy
tlt ti6n hanh c6ng chring.

+ Trudng hqp h6 so phfc t4p c6ng chimg vi6n vitlt phi6u hgn.

+ Trucrng hqp kh6ng hqp lQ c6ng chimg vi€n tri h6 so vd th6ng bdo lli do.

Thoi gian ti€p nhan h6 s<v vd trir k€t qu6: 
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- Sring : Tii oThoo' d6n 11h30'.

- chiAu : Tir 13hoo' tltin l6h3o'.

(Trir chi6u ngdy thri B6y, ngdy Chri nhit vd c6c ngdy 16).

b) Cich thric thgc hiQn: NQp tryc ti6p t4i t6 chuc hanh ngh6 c6ng chimg.

c) Thinh phdn, s6 lugng hd so:

- Thdnh phdn h6 so, bao g6m:

+ Phi€u y€u cdu c6ng chimg.

+ Hqp d6ng thu€ 14i quyAn sir dung d6t (MAu s6 15/HDT cria Th6ng tu li€n tich
sa Oq\ZOOO|TTLT/BTP-BTNMT ngdy 131612006 cria BQ Tu phrip vd B0 Tdi nguy6n

vd MOi trucrng).

+ Gi6y chring nhQn quyAn sri dlrng e5t (ap Oung ai5i vOi CAt nim ngodi khu c6ng

nghiQp).

+ Gi6y td tuy thdn cria ngudi tham gia giao dich.

+ 56 h6 khAu.

+ Hd scr ph6p lf c6ng tyldoanh nghiQp.

+ Bi6n ban hgp hQi d6ng thdnh vi€n (rip dpng d6i v6i c6ng ty TNruI hai thdnh

viOn, c6ng ty c6 phdn).

+ Gi6y chring minh nguoi dai diQn.

+ Gi6y td chimg minh tdi sdn ri6ng.

Niiu ld ban sao ph6i 
"u6t 

trinh b6n chinh d6 c6ng chimg vi6n ki6m tra Oi5i ctrii5u.

- Si5 luqng h6 so: 01 (b0).

d) Thoi h4n giii q,ry6t: Kh6ttg quri hai (02) ngny ldm viQc, trucrng hqp phuc t4p

khdng quri mudi (10) ngdy ldm viQc.

e) Co quan thrgc hiQn TTHC:
- Co quan c6 th6m quy6tt quytit dinh: T6 chuc hirnh nghd c6ng chimg.

- Ngudi dugc iry quy€n thlrc hiQn: C6ng chimg vi6n.

! D5i tuqng thqc hiQn: T6 chric, cri nhdn.

g) MAu don, m6u td khai: Phiiiu y€u cAu c6ng chtmg (MAu s6 OtllVC, thOng
tu li6n tich s6 04/20061TTLT-BTP-BTNMT ngdy 131612006 cria 86 Tu ph6p vi BQ

Tdi nguydn vd M6i tructng).

h) Phi, le phi, thi lao: Mric thu theo Th6ng tu li€n tlch sO OSIZO\ZITLT-BTC-
BTP ngdy tSlOltZOtZ cria BQ Tdi chinh vd BQ Tu ph6p hucmg d6n vd mfc thu, chti dQ

thu, nQp, qu6n lf vd su dgng phi c6ng chimg.

i) K6t qun cia vi$c thr;c hiQn TTHC: Vdn ban c6ng chimg.

j) YGu cAu hoic. ilidiu kiQn il5 thgc hiQn TTHC: oOl vOi giao dlch vd quydn su

dgng dAt, c6c chri th€ giao dfch ph6i ddm b6o quy€n su dpng ddt dt di6u kiQn giao

dich theo quy dinh cira Lu4t O6t dai vd c6c vdn bin hudng din thi hanh.

k) Cnn crir ph6p lj cfia TTHC:
a .^ t^- Lu{t C6ng chimg s6 53/2014lQH l3 ngdy 201612013.
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- Lupt DAt dai set 4512013/QH13 ngdy 2911112013.

- Th6ng tu li€n tich sii O+1ZOOOTffT-BTP-BTNMT ngdy 13/612006 cta BQ Tu
ph6p yd BO Tdi nguy€n vd Mdi.trudng vA hudng din vi€c cdng chimg, chimg thgc
hqp d6ng, v6n b6n thgc hiQn quyAn ctia ngudi su dqng d6t.

, '.^ '. ' i
- Thdng tu li€n tich s6 08l20l2tf'lLT-BTC-BTP ngiry l9l0l/2012 cta BQ Tai chinh

vd BQ Tu phrip hu6ng dAn v€ mric thu, chti dQ thu, nQp, quan ly vd sri dgng phi c6ng
chimg.

- Th6ng tu s6 o6l2oI5lTT-BTP ngdy 151612015 cria BQ Tu ph6p quy <tinh chi titSt
,,x

vd huong dan thi henh mQt sO di€u cria LuQt C6ng chimg.

- Quy6t dinh s6 I0/2015/QD-UBN9 
"gdy 

0116/2015 cta UBND tinh D6ng Nai
Ban hdnh mric trAn thi lao c6ng chrmg d6i v6i citc t6 chuc hanh nghd c6ng chimg tr€n
dia ban tinh.

8. Thri tgc c6ng chrlng hqp ttdng th5 ch6p quydn srfr dgng d6t

a) Trinh tq thgc hipn:
. -.^ ,;. ^- Budc l: NQp h6 so y6u cdu c6ng chimg.

- Bu6c 2: C6ng chimg vi€n xem hd so.
, i ,;+ Truong hqp h6 scr <ldy dri, hqp lQ ti6n hiurh c6ng chimg trong ngdy ldm viQc.

+ Trudng hqp hd so kh6ng ttiy dt cdng chimg vi€n huong d6n b6 sung khi diy
dir ti6n hanh cdng chirng.

':+ Trudng hqp hd so phfc tqp cdng chimg vi6n vi€t phi€u hen.

+ Trudng hqp kh6ng hqp lQ cdng chimg vi6n trd h6 scr vd th6ng b6o lj do.
.. :,Thoi gian ti6p nhan h6 so vir trd kdt quA:

- Sring : Tir 07h00' drin t th:o'.
- Chi€u : Tt 13h00' dtin 16h30'.

, .: , ,t.(Tru chi6u ngdy thri Bdy, ngdy Chi nh4t vd cdc ngdy 16).

b) Crich thri'c thyc hiQn: NQp t4rc ti6p tpi t6 chric hdnh ngh€ c6ng chimg.

c) Thdrnh phin, s6 lugng hd scr:

- Thdnh phdn hd so, bao g6m:

+ Phi6u y6u c6u c6ng chimg.
-: .,:.,;,+ I-rgp oong rne cnap.

+ Bi€n bdn dlnh gi6 tdi sin.
,i+ |Igp oong rrn oung.

+ Gi6y chimg nhQn <ldng ky quyOn sir dgng d6t (ap dgng cho d6t nim ngodi khu
c6ng nghiQp).

+ Gi6y td tuy thdn ngudi tham gia giao dfch.

+ Hd khAu.

+ H6 so phrip lf c6ng tyldoanh nehiQp.

+ Bi6n b6n hgp hQi d6ng thanh vi6n (6p dgng cho trudng hqp c6ng ty TNHH hai
thanh vi€n, c6ng ty c6 phan). 
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+ Gidy chimg minh ngudi dai diQn.

Niiu ld ban sao phii xu6t trinh b6n chinh d6 c6ng chimg vi€n kitim tra e6l ctriliu.

- 56 luqng hd so: 01 (bQ).

d) Thdi h4n giii qoy6t: Kh6ng quri hai (02) ngdy lim viQc, trucmg hqp phric t4p

kh6ng qu5 mudi (10) ngiry ldm viQc.

e) Ccr quan thqc hi$n TTHC:
- C<r quan c6 thAm quyAn q.rytit dinh: T6 chuc hdnh nghd c6ng chimg.

- Ngudi dugc riy quy€n thpc hiQn: C6ng chimg vi6n.

I D6i tuqng thgc hifn: T6 chftc, c6 nhdn.

g) MAu don, m6u tir khai: Phitiu y€u cAu c6ng chrmg (MAu si5 OtnYC, tnOng
tu li€n tich s6 0412006/TTLT-BTP-BTNMT ngdy 131612006 cira BQ Tu ph6p vd BQ

Tdi nguy€n vd M6i tructng).

h) Phi, le phi, thir lao: Mric thu theo Th6ng tu lidn tich sO OglZOtZltttT-BTC-
BTP ctra S0 iai chlnh vd BQ Tu ph6p huong ddn vd mfc thu, ch6 dQ thu, nQp, quan ly
vi sri dgng phi c6ng chimg.

i) K5t qun cta vipc thqc hiQn TTHC: Ven ban c6ng chimg.

j) Y6u cAu ho{c. tliiiu kiQn tI6 thqc hi$n TTHC: O6i vOi giao dich vO quydn sri

dung d6t, c6c chir th6 giao dlch phii d6m b6o quy6n str dgng ddt tlir di6u kiQn giao

dich theo quy dinh ctta Luit O6t aai vir c6c vdn b6n hudng d6n thi hdnh.

k) Cnn cri'ph6p lj cria TTHC:
- LuQt C6ng chimg si5 $l2014lQHl3 ngdy 201612013.

- Ludt E6t dais6 4sl2ol3lQH13 ngdy 291rr12013.

- Th6ng tu li€n tich so oqtzooanrLT-BTP-BTNMT ngdy 131612006 cria BQ Tu
ph6p yd Bg Tei nguyCn vd M6i.trudng vA hucrng d6n viQc c6ng chimg, chimg thpc

hqp d6ng, vdn bdn thlrc hiQn quy6n cira ngudi sir dqng dAt.

- Th6ng tu li€n tfch sa ostzotzlTlLT-BTC-BTP ngity 19/0112012 cta BQ Tdi chinh

vd BQ Tu phrip hu6ng ddn v€ mric thu, ch6 dQ thu, nQp, quan ly vd su dgng phi c6ng

chimg.

- Th6ng tu sO 06/20151TT-BTP ngiry 151612015 cria BQ Tu phrip quy dfnh chi ti6t
vd hu6ng dan thi hdnh mQt s6 di6u cira Lu{t Cdng chimg.

- Quyrit dinh s6 10/2015/QD-UBN! ngdy 0116"/2015 cua TIBND tinh Diing Nai
Ban hdnh mtc trdn thri lao c6ng chimg d6i v6i cilc t6 chric hdnh ngh0 c6ng chimg tr€n
tlia bdn tinh.

9. Thi tgc c6ng chrfrng hgp ddng g6p viin blng quy6n sfr dgng tl6t

a) Trinh tr; thqc hiQn:
, ,,^ , i " ;. ^- bu0c l: Ngp ho so yeu cau cong cnlmg.

- Budc 2: C6ng chrmg vi€n xem h6 so.

+ Trudng hqp h6 so ddy dri, hqp lQ ti€n hdnh cdng chung trong ngdy ldm viQc.

+ Truong hqp h6 so kh6ng diy du cdng chimg vi6n huong dAn bd sung khi ttiy
tli ti€n haah c6ng chring.
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+ Trudmg hqp hO so phfc t4p c6ng chimg vi6n vi6t phi6u hgn.

+ Trudng hqp kh6ng hqp l9 c6ng chimg vi6n tri h6 so vd th6ng brio ly do.
..i , ^ , :

Thoi gian ti€p nhan h6 so vir tra k6t qud:

- S6ng : Tt 07h00' d6n tth30'.

- Chi6u: Tt 13h00' diin 16h30'.

(Tru chi6u ngiy thri B6y, ngdy Chir nhdt vd c6c ngdy 16).

b) C6ch thri'c thgc hiQn: NQp tryc ti6p tqi tO chr?c hdnh nghe cdng chimg.

c) Thinh phin, s6 lugng hd scr:

- Thenh phan h6 so, bao gdm:

+ Phi€u y6u cAu c6ng chimg.
-:+ Hqp <l6ng g6p v6n (Mdu sO 23IHEGV, Th6ng tu li6n tich sd

04|2006|TTLT/BTP-BTNMT ngdy 1316/2006 cta BQ Tu ph6p vd B0 Tdi nguydn vd
Mditru<rng).

+ Gi6y chimg nhAn quy€n su dung d6t.

+ Gidy to tiry thdn cira ngudi tham gia giao d!ch.

+ 56 h6 kh6u.
' .'i+ H6 so ph6p l1i c6ng tyldoanh nghiQp.

+ Bi6n ban hqp hQi d6ng thdnh vi€n (rip dqng d6i v6i c6ng ty TNHH hai thanh
vi6n, c6ng ty c6 phdn).

+ GiAy ch(rng minh ngudi <tai diQn.

N6u ld b6n sao ph6i xu6t trinh b6n chinh dti c6ng chimg vi€n ki6m tra at5i ctritiu.
^t, , :- 56lugng h6 so:01 (bQ).

d) Thoi h4n gi6i quy5t: Kh6ng quri hai (02) ngdy ldm viQc, trucrng hqp phirc tpp
kh6ng quri mudi (10) ngdy ldm viQc.

e) Co quan thqc hiQn TTHC:
- Co quan c6 thAm quy6n quyiit tlinh: Td chuc hd,nh nghd cdng chrng.

- Ngudi dugc riy quy6n thpc hiQn: C6ng chfmg vi6n.

f) D6i tuqng thqc hiQn: T6 chric, cri nh6n.

g) MAu don, miu td khai: Phi6u y6u cAu c6ng chrmg (MAu sii OIDVC, ftrOng
tu 1i6n tfch s6 04120061TTLT-BTP-BTNMT ngdy 1316/2006 cria 86 Tu ph6p vd BQ

Tdi nguy€n vd M6i truong).

h) Phi, le phi, thir lao: Mric thu theo Th6ng tu li6n tich sa OStZOntfffT-BTC-
BTP ngdy l9l}l/2012 cta BQ Tdi chinh vd BQ Tu phrip hu6ng d6n vd mfc thu, ch6 tlQ
thu, nQp, quin lf vd sri dqng phi cdng chimg.

i) K6t qui cfra vi$c thgc hiQn TTHC: Vdn ban c6ng chimg.

j) YOu cAu ho{c" di6u ki6n tl6 thqc hiQn TTHC: O6i vOi giao dich v€ quydn su
dUng ddt, ciic chir thd giao dich ph6i d6m b6o quy€n su dqng ttdt dri <li€u ki€n giao
dich theo quy dinh cria LuQt Ddt dai vd cilc vdn ban huong ddn thi hdnh.

k) Cnn cft ph6p l;f cia TTHC:
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- Lu4t C6ng chimg sO 53l2014lQHl3 ngiry 2016/2014.

- Luat D6t dais6 45l2Ol3lQHl3 ngdy 29llll2\l3.
- Th6ng tu 1i6n tlch sO O|1ZOOO1TILT-BTP-BTNMT ngdy 131612006 cria BQ Tu

ph6p yd BO Tdi nguyOn vd M6i.trudng ve hucrng d6n viQc c6ng chimg, chring thgc
hqp d6ng, vin ban thr,.rc hiQn quy€n cira ngudi stl dqng dAt.

- Th6ng tu li6n tlch s5 oglzotzlttLT-BTC-BTP ngiry 1910112012 cria BQ Tdi chinh

vd BQ Tu phrlp hucrng d6n vd muc thu, chd dQ thu, nQp, quan $ vd sir dpng phi c6ng

chimg.

- Th6ng tu s5 06l2ol5lTT-BTP ngiry 151612015 cia BQ Tu ph6p quy dinh chi tii5t

vd huOng d6n thi hdnh mQt sli dieu cira LuQt Cdng chimg.

- Quy6t dinh sO 10/2015/QD-UBN! ngdy 011612015 cira UBND tinh D6ng Nai
Ban hanh mric trAn thir lao c6ng chung d6i v6i c6c t6 chric hnnh nghd c6ng chimg tr6n
dfa ban tinh.

10. Thfi tgc c6ng chri'ng hqp ddng sfta O6i trqp ddng giao dich

a) Trinh tq thrlc hiQn:

- Bu6c 1: NQp hd so y€u cdu c6ng chimg.

- Budc 2: C6ng chimg vi€n xem hd so.

+ Trudng hqp h6 so <tAy dir, hqp lQ ti6n hanh c6ng chimg trong ngdy lirm viQc.

+ Trucrng hqp h6 so kh6ng dAy di cdng chimg vi6n hucrng d6n b6 sung khi dAy

dir ti€n hanh c6ng chimg.

+ Trudng hqp hd so phric tap cdng chimg vi6n vi6t phitiu hgn.

+ Trudng hqp khdng hqp lQ c6ng chimg vi€n trd hd so vir th6ng bdo ly do.

Thoi gian tiiip nhan h6 so vd tr6 k6t qu6:

- Sring : Tir 07h00' diin 1th30'.

- chi€u: Tt 13h00' d6n 16h30'.

(Tru chi6u ngdy thit Bdy, ngdy Chir nh4t vir c6c ngdy 16).

b) C6ch thric thrlc hiQn: NQp tryc ti6p t4i t6 chric hdnh ngh6 c6ng chimg.

c) Thdrnh phin, s6 lugng hd so:

- Thenh phAn h6 so, bao gdm:

+ Phi6u y€u cdu c6ng chimg.

+ Hqp d6ng giao dich dd dugc chimg nh4n tru6c cdn hiQu lgc.

+ Hcro d6ng sta d6i hqp d6ng giao dich.

+ Gi6y td tuy thdn cira ngudi tham gia giao dich.

+ 36 hO khAu.

+ Hd so ph6p ly c6ng tyldoanh nghiQp.

+ Bi6n b6n hqp hQi tt6ng thdnh vi6n (rlp dung d6i v6i c6ng ty TNHH hai thdnh

vi€n, cdng ty c6 phAn).

+ GiAy chimg minh ngudi dai diQn.
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Ntiu ld ban sao ph6i xu6t trinh b6n chinh d€ cdng chimg vi6n ki6m tra arii ctriiiu.

- 56luqng hd so: 01 (b0).

d) Thoi h4n giii quy6t: Kh6trg quri hai (02) ngdy ldm viQc, trucrng hqp phric t4p
kh6ng qu6 mudi (10) ngiry ldm viQc.

e) Co quan thryc hiQn TTHC:
- Co quan c6 thAm qrryen quy6t dinh: T6 chuc hirnh nghd c6ng chimg.

- Ngudi dugc iry quy€n thyc hiQn: C6ng chimg vi6n.

f1 Diii tugng thgc hiQn: T6 chric, c6 nh6n.

g) Miu dor, miu td khai: Phi6u y6u cAu c6ng chimg (Mdu sti OtPvC, ttrOng
tu li€n tich sO 04/2006/TTLT-BTP-BTNMT ngdy 1316/2006 cira BQ Tu ph6p vd BQ

Tdi nguy6n vd M6i truong).

h) Phf, le phf, thir lao: Mric thu theo Th6ng tu li6n tlch sA OStZOtZtttLT-BTC-
BTP ngdy lgl0ll2}l2 cria BQ Tdi chinh vd BQ Tu ph6p huong ddn vA mric thu, cht5 d0
thu, nQp, quan lj vd sir dgng phi c6ng chimg.

i) K5t qun cria viQc thqc hiQn TTHC: Vdn ban c6ng chimg.

j) Y6u ciu ho{c didu ki6n d6 thrlc hiQn TTHC: Kh6ng.

$ Cnn cri phip lf cfia TTHC:
i- Luft C6ng chimg s6 53/2014/QHI3 ngdy 201612014.

- Th6ng tu li6n tlch s6 oqtzooantLT-BTP-BTNMT ngdy 1316/2006 cta BQ Tu
ph6p yd B9 Tdi nguy6n vir M6i.trudng vd hudng d6n viQc c6ng chimg, ch[mg thgc
hqp d6ng, vdn bdn thgc hiQn quy€n cria nguoi sir dUng ddt.

- '.^ '. ' :
- Th6ng tu li€n tich stl08/20121'f'ILT-BTC-BTP rrydy 19/0112012 cta BQ Tai chinh

vd BQ Tu ph6p hucrng d6n v€ mric thu, chi5 dQ thu, n$p, quan ly vd si dgng phi c6ng
chimg.

- Th6ng ttr s6 O612OL51TT-BTP ngdy 151612015 cria BQ Tu phrip quy dinh chi ti6t
vd hu6ng ddn thi hanh m6t s5 di€u cria Lu4t C6ng chimg.

- Quytit dinh sti 10/2015/QD-UBNg redy 01/612015 cria UBND tinh D6ng Nai
Ban hdnh mirc trdn thi lao c6ng chimg ddi vqi c6c t6 chric hanh ngh6 c6ng chimg tr€n
tlia ban tinh.

ll. Thri tgc c6ng chrirng hgp d6ng b6 sung hqp ddng giao dich

a) Trinh tg thqc hiQn:

- Bu6c l: NQp h6 so ydu cAu c6ng chimg.

- Buoc 2: C6ng chimg vi€n xem h6 so.

':+ Trudng hqp h6 so ddy dt, hgrp lQ ti6n hanh c6ng chimg trong ngdy ldm viQc.

+ Truong hcr-p hO so kh6ng dAy dt c6ng chimg vi€n hucrng d6n b6 sung kni day
dir ti6n hanh c6ng chimg.

+ Trudng hqp h6 so phfc tap cdng chimg vi€n vi6t phitiu hgn.

+ Trudng hqp kh6ng hqp lQ c6ng chimg vi6n tri h6 so vd th6ng b6o ly do.
.a , ^ , iThdi gian ti€p nh4n h6 so vd trdr kdt qud:

- S6ng : Tir 07h00' dtin 11h30'. 17



- chiAu: Tir 13hoo' dtin l6h3o'.
,.:.(Tru chieu ngdy thir Bdy, ngdy Chri nh{t vd c6c ngdy 16).

b) C6ch thrirc thqc hiQn: NQp tryc tiilp t4i t6 chric hdnh nghA c6ng chimg.

c) Thinh phAn, s6 lugng hd so:
,; ,). , ;- l'hanh phan h0 so, bao gom:

+ Phi€u y6u cdu c6ng chimg.

+ Hcro d6ng giao dich tl6 dugc chimg nh4n tru6c con hiQu lgc.

+ Hqp d6ng b6 sung hqp d6ng giao dich.

+ Gi6y td tuy thdn cira ngudi tham gia giao dich.

+ s6 h6 khAu.

+ Hd s<r ph6p lf c6ng tyldoanh nghiQp.

+ Bi6n bdn hgp hQi ddng thdnh vi6n (rip dung d6i vdi c6ng ty TNHH hai thdnh

vi€n, c6ng ty c6 phdn).

+ GiAy chimg minh ngudi dai diQn.

N6u ld ban sao ph6i xuAt trinh b6n chinh d€ c6ng chimg vi6n ki6m tra eOi ctri6u.

- Si5 luqng h6 scr: 01 (bQ).

d) Thdi h4n gi6i quy5t: Kh6ng qu6 hai (02) ngdy ldm viQc, trudng hqp phric t4p

kh6ng quri mudi (10) ngdy lirm viQc.

e) Co quan thqc hiPn TTHC:
- Co quan c6 thAm quyen quyilt dinh: T6 chric hdnh nghd c6ng chimg.

- Ngudi ttugc riy quy€n thyc hiQn: C6ng chimg vi€n.

D Drii tuqng thr;c hiQn: T6 chfrc, cri nhdn.

g) MAu dcrn, m6u td khai: Phi6u y6u cAu c6ng chtmg (MAu srl 01/?YC, Th6ng

tu li€n tich s6 oqtzooanffT-BTP-BTNMT ngiry 131612006 cria BQ Tu phrlp vd BQ

Tiri nguy6n vd M6i truonC).

h) Phi, le phi, thir lao: Mric thu theo Th6ng tu li6n tich sO OSlZOtZltttT-BTC-
BTP ngdy 1910112012 cria BQ Tdi chinh vd B0 Tu ph6p huong d6n vd mirc thu, ch6 dO

thu, n6p, qu6n lj vd sri dgng phi c6ng chring.

i) K6t qun cria viQc thqc hiQn TTHC: Van ban c6ng chimg.

j) YGu cAu ho{c tlidu kiQn it5 thr;c hiQn TTHC: Kh6ng.

$ Cnn crir phrip lj cria TTHC:
- LuQt C6ng chimg s6 $/2O14lQIF'l3 ngiry 201612014.

- Th6ng tu 1i6n tich sO OqIZOOO1TTLT-BTP-BTNMT ngiry 131612006 cria BQ Tu
phrip vd BO Tdi nguyOn vd M6i.trudng lre hucrng d6n viQc c6ng chimg, chring thgc
hqp d6ng, vdn ban thyc hiQn quy€n cira nguoi su dqng ddt.

- Th6ng tu 1i6n tich sa OZ1ZO2fW-T-BTC-BTP ngiry l9l0l/2012 cta BQ Tdi chinh
vir BQ Tu phrip hu6ng dAn v6 muc thu, ch6 dQ thu, nQp, quan lj vd su dqng phi c6ng
chimg.
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- Th6ng tu s6 06/2015/TT-BTP ngity 151612015 cria B6 Tu phrip quy dfnh chi tiOt
, ,x ^. : ,.;

va huong dan thl hiinh mQt so dleu cua Lu?t uong cntmg.

- Quy6t dinh sO I0/2015/QD-UBNP rgdy 0116"12015 cira UBND tinh D6ng Nai
Ban hd,nh mtc trdn thi lao cOng chfmg ddi vdi cric t6 chric hanh ngh6 c6ng chimg tr€n
dia ban tinh.

12. Thfr tgc cdng chrfrng hqp tl6ng hfry b6 hqp tl6ng giao dich

a) Trinh trl thr;c hiQn:

- Budc I : NQp hd so y6u cAu c6ng chring.

- Budc 2: C6ng chimg vidn xem hd so.
,l+ Truimg hqp h6 so ddy dri, hgrp lQ ti€n hanh c6ng chimg trong ngdy ldm viQc.

+ Truong hqp hd so khdng diy du cdng chimg vi€n huong dAn bd sung khi tIAy

tlt ti6n hanh c6ng chimg.

+ Trulng hqp h6 so phuc t?p c6ng chimg vi€n viiit phitlu hgn.

+ Trudng hqp kh6ng hqp lQ cdng chimg vi€n tri h6 so vd th6ng b6o ly do.

Thoi gian ti6p nhan h6 so vd tri k6t qud:

- S6ng : Tt 07h00' dtin t lh30'.

- Chi6u : Tir 13h00' dtln 16h30'.

(Tru chi€u ngiy thf B6y, ngdy Chir nhat vd cric ngdy 16).

b) Crich thfrc thgc hiQn: NQp tryc ti6p t4i td chric hdnh ngh6 cdng chimg.

c) Thinh phin, s6 lugng hd scr:

- Thdnh ph6n h6 so, bao gdm:

+ Phi6u y6u cdu c6ng chimg.

+ Hoo d6ng giao dich dd dugc chimg nhan tru6c cdn hiQu lgc.

+ Hqp d6ng hny b6 hqp d6ng giao dich.

+ Gi6y td tiry thdn cta ngudi tham gia giao dich.

+ 56 hd khdu.
. --i+ H6 so ph6p Iy c6ng tyldoanh nghiQp.

+ Bi6n ban hgp hQi tl6ng thdnh vi6n (6p dqng d6i v6i c6ng ty TNHH hai thanh
vi6n, c6ng ty c6 ph6n).

+ Gidy chimg minh ngudi dai diqn.

Ndu ld ban sao phii xuat trinh bin chinh d6 c6ng chimg vi€n ki€m tra d6i chi€u.
-!. . :

- 56 luqng h6 so: 0l (bQ).

d) Thdri hgn gi6i quyet: Kh6ng qud hai (02) ngdy lirm viQc, trucrng hqp phric t4p
kh6ng qu6 mudi (10) ngdy ldm viQc.

e) Ctr quan thgc hipn TTHC:
^ , '' ;- Co quan c6 thdm quy6n quydt dinh: T6 chric hdnh nghd c6ng chimg.

- Ngudi dugc riy quy6n thgc hiQn: C6ng chimg vi6n.

f) Oiii tugng thgc hi{n: T6 chtc, c6 nhrin.
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g) MAu ilon, m6u td khai: Phiiiu y€u cAu c6ng chrmg (MAu sd 01/PYC, Th6ng
tu li€n tich s6 04/20061TTLT-BTP-BTNMT ngdy 131612006 cta BQ Tu ph6p vd BQ

Tdi nguy6n vd M6i trucrng).

h) Phi, lQ phi, thir lao: Muc thu theo Th6ng tu li€n tlch s.5-ttSlZOtSnfI-f-
BTC-BTP ngdy I l/08/2015 cua BQ Trii chinh vir BQ Tu phdp Sua d6i, b6 sung m$t s6

didu cria Th6ng tu li€n tich s6 ostzotznTLT-BTc-BTP ngity 1910112012 huong dan
vO mfc thu, ch6 dQ thu, nQp, quan ly vir su dgng phi c6ng chimg.

i) K6t qun cfia viQc thr;c hiQn TTHC: Vdn ban c6ng chimg.
i , - -.1j) YOu c6u ho{c tli6u kiQn it0 thr;c hiQn TTHC: Kh6ng.

k) Cnn cft ph6p f cria TTHC:

^- Lu4t C6ng chimg sd 53l20l4lQH13 ngiry 20/6/2014.

- Th6ng tu 1i6n tich sa Oq1ZOOATTLT-BTP-BTNMT ngdy 131612006 cta BQ Tu
ph6p yd BO Tdi nguydn vd M6i.trudng vC hu6.tg d6n viQc c6ng chimg, chimg thgc
hqp d6ng, vdn ban thpc hiQn quy€n cira ngudi su dung ddt.

- Th6ng tu li6n tlch s6 OgtzolzttttT-BTC-BTP ngity 19/0112012 dugc sria d6i,
b6 sung bdi Th6ng tu li€n tlch s6 115/2015/TTLT-BTC-BTP ngdy 11108/2015 cria

BQ Tdi chinh vd BQ Tu phrlp hucrng d6n vd mric thu, ch6 dQ thu, nQp, quan lf vd su

dgng phi c6ng chimg.

- Th6ng tu s6 06/201s/TT-BTP ngdy 151612015 cia BQ Tu ph6p quy dinh chi ti6t
vir hudng d6n thi hdnh mQt s6 di6u cira Luf.t C6ng chimg.

- Quyt't dinh s5 10/2015/QD-UBN! ngdy 0116"12015 cta UBND tinh E6ng Nai
Ban hanh mric trdn thi lao c6ng chimg d6i v6i ciic t6 chric hdnh ngh€ c6ng chimg tr€n
<lfa ban tinh.

13. Thn tgc c6ng chri'ng di chric

a) Trinh tr; thqc hiQn:
l'- Budc l: NQp h6 scr y6u cdu c6ng chimg.

- Budc 2: C6ng chrmg vi6n xem h6 so.

+ Trudng hqp h6 so day dn, hqp l€ ti6n hdnh cong chung trong ngdy ldm viQc.

+ Truong hqp hit so kh6ng diy tlir c6ng chung vi6n huong din b6 sung khi tliy
dir ti6n haxh c6ng chimg.

,l+ Trucrng hqp h6 so phuc t4p c6ng chimg vi6n vi€t phi6u hgn.

+ Trudng hqp kh6ng hqp lQ c6ng chimg vi6n tr6 h6 so vd th6ng brio lj do.
,.iThdi gian ti6p nhan h6 so vd tr6 k6t quir:

- Srlng : Tir 07h00' diln t th30'.

- Chi6u: Tir 13h00' dtin 16h30'.
'.:(Tru chi€u ngdy tht Biy, ngdy Cht nhQt vd c6c ngdy 16).

b) Crich thric thgc hiQn: NQp tryc tii5p t4i td chuc hanh ngh6 c6ng chimg.

c) Thinh phAn, s6 lugng hd so:
ri r I i :- | nann pnan no so. Dao gom:

+ Phi6u y€u cdu c6ng chimg.



+ Di chric.
. ^.a ,, ,+ Gi6y khrlm sfc kh6e dugc co quan y t€ c6p.

' I -i,. : " r -+ Gi6y chimg minh quydn su dgng ddt, quydn so hiru tdi sin cria ngudi d€ l4i di
s6n (ndu phrip lu{t quy dinh phai dang kf quy6n sd htu).

+ Gi6y chimg minh nhdn d6n ngudi l6p di chric.
. ^l, ^ ,, i+ 50 no K_nau.

N€u ld bdn sao ph6i xudt trinh bdrn chinh d€ c6ng chimg vi€n ki€m tra <l6i chi€u.

^i, , :- so ruong no so: ur (D9).

d) Thoi h4n giii quy6t: Kh6ng qurl hai (02) ngdy lirm viQc, truong hqp phtc t4p
khdng qu6 mudi (10) ngdy ldm viQc.

e) Ccr quan thqc hiQn TTHC:
- Co quan c6 th6m quyCn quytit dinh: TO chfc hirrh nghd cdng chimg.

- Ngudi dugc riy quy6n thgc hiQn: Cdng chimg vi€n.

! Diii tuqng thqc hiQn: C6 nh6n.

g) MAu {Ion, m6u td khai: Phi6u y€u cdu c6ng chimg (Mdu s5 OIPYC, Th6ng
tu li0n tich s6 0412006/TTLT-BTP-BTNMT ngdy 13/612006 cia BQ Tu phrip vd BQ

Tdi nguy€n vi M6i trucrng).

h) Phi, lp phi, thi lao (n5u c6): Muc thu theo Th0ng tu li€n tich sr5

llsl20lslTTLT-BTC-BTP ngdy 11/0812015 cta BQ Tdi chinh vd BQ Tu ph6p Sua
,i. , i : -.:d6i, b6 sung mdt sd tli6u cira Th6ng tu li€n tich s6 08/2012/TTLT-BTC-BTP ngdy
l9l0ll20l2 hucrng d6n vd mric thu, ch6 dQ thu, nQp, quan ly vd su dung phi c6ng
chimg.

i) K6t qun cta viQc thqc hiQn TTHC: Vdn ban c6ng chimg.

j) Y6u ciu ho{c tti6u kipn tI5 thqc hiQn TTHC: Kh6ng.

$ Cnn cti phdp lj cta TTHC:
i

- Luflt C6ng chimg s6 53/20l4lQHl3 ngdy 20/6/2014.

- Th6ng tu li6n tfch si: oqnooatrtrT-BTP-BTNMT ngdy 131612006 cria BQ Tu
ph6p yd SO fai nguy€n vd Mdi.trudng vC hucrng d6n viQc-c6ng chimg, chimg ihgc
hqp d6ng, vin ban thgc hiQn quy6n cria ngudi su dr;ng d6t.

. - Th6ng tu li€n tich so oetzotztttLT-BTC-BTP ngiry l9l0ll20l2 clu-o. c sira d6i,
bO sung boi Th6ng tu li6n tich sO L|S1ZOLSrcTLT-BTC-BTP ngiry lll08l20l5 cua
BQ Tdi chinh vd BQ Tu phrip hu6ng d5n vA mric thu, ch(l d0 thu, nQp, quan ly vd sri
dgng phi c6ng chimg.

- Th6ng tu sO O6/20I51TT-BTP ngiry 151612015 cta BQ Tu phrip quy dinh chi titit
, ri .r . r . r

vir hudng d6n thi hdnh mQt sO di6u cia Luft C6ng chimg.

- Quy€t dinh s6 10/2015/QD-UBND ngdy 0l/612015 cia UBND tinh D6ng Nai
Ban hd'nh mric trdn thir lao c6ng chring ddi v6i cilc t6 chric hdnh ngh€ cdng chimg tr€n
<tia ban tinh.

f 4. Tht tgc nhin luu di chric

a) Trinh tg thgc hipn:
21



- Bu6c 1: NQp hO so y6u cAu c6ng chimg.

- Bu6c 2: C6ng chimg vi€n xem h6 so.
,LI+ Truong hqp h6 so ddy tlt, hqp lQ ti6n hdnh ldp bi€n nhdn luu git.

+ Trudng hgrp kh6ng hqp lQ c6ng chimg vi€n trA h6 so vd th6ng brio ly do.
..;, , ^ ,:Thoi gian ti€p nhan h6 so vir tra k€t qud:

- Srlng : Tir 07h00' dtin 11h30'.

- Chi€u: Tt 13h00' tltin 16h30'.
, .t(Tru chi6u ngiry thu Biy, ngdy Chri nhdt vd c6c ngdy l€).

b) C6ch thric thr;c hifn: Ngp trgc ti6p t4i t6 chric hdnh ngh€ c6ng chimg.

c) Thirnh phin, s5 luqng hd so:

- Thdnh ph6n hd scr, bao g6m:

+ Phi6u y€u c6u c6ng chimg.

+ Di chfc dd tlugc chimg nh4n.

+ Gi6y td tny th6n cta ngudi ydu cAu.

+ 56 h6 khdu.
'',i ,. r .. ,a. . ' ' " ,, ' .iN6u ld ban sao phai xuat trinh bdn chinh tl€ cdng chrng vi6n ki€m tra ddi chi€u.

- Sti luqng h6 so: 0l (bQ).

d) Thoi hqn giii q,,y5t: Khong qud hai (02) ngdy ldm viQc, trucrng hqp phric t4p
kh6ng qu6 mudi (10) ngiry ldm viQc.

e) Co quan thqc hiQn TTHC:
- Co quan c6 thAm quyAn qrytit dinh: T6 chric hirnh nghd cdng chirng.

- Ngudi dugc riy quy6n thgc hiQn: C6ng chimg vi€n.

f1 D6i tuqng thqc hiQn: C6 nhdn.

g) MAu ilon, miu td khai: Phi6u ydu cdu c6ng chimg (MAu sti Ot,tYC, trOng
tu li6n tfch s6 0412006/TTLT-BTP-BTNMT ngdy 13/612006 cria BQ Tu ph6p vd BQ

Tdi nguy6n vir M6i truong).

h) Phi, le phi, thir lao: Mric thu theo Th6ng tu li6n tich s5 OSfZOtZnffT-BTC-
BTP ngdy lgl}ll20l2 cta BQ Tdi chinh vir BQ Tu phrip huong dan vd mfc thu, ch6 d0
thu, nQp, qu6n lli vd sir dpng phi c6ng chimg.

i) K6t qui cia viQc thqc hiQn TTHC: Bi€n nh{n luu git.
j) YGu cAu ho{c di6u kiQn d6 thqc hiQn TTHC: Khdng.

k) CIn cft phdp If cria TTHC:
I

- Lu{t Cdng chimg s6 53/20l4lQHl3 ngdy 20/612014.

- Th6ng tu 1i6n tich s6 oqnooottttT-BTP-BTNMT ngdy 13/612006 cta BQ Tu
ph6p vd BO Tdi nguy€n vd M6i trudng v6 hudng d5n viQc c6ng chimg, chimg thgc
' -:hqp d6ng, van bdn thyc hiQn quy€n cria ngudi su dUng ddt.

- Th6ng tu li6n tich sa O91ZOLZITTLT-BTC-BTP ngdy 19101/2012 cria BQ Tdi chinh
vir BQ Tu ph6p hu6ng d6n vA mric thu, ch6 dQ thu, nQp, quan ly vd sri {rng phi c6ng
chimg.



- QuyCt <linh s6 I0/2015/QD-UBN! ngdy 011612015 cira UBND tinh D6ng Nai
Ban hdnh mfc tr6n thi lao c6ng chring ddi vdi c6c t6 chric hanh ngh€ c6ng chimg tr6n
dia ban tinh.

15. Tht tgc cdng chri'ng vin bin th6a thu$n phin chia di sin thira k6

a) Trinh tg thqc hiQn:
;'- Budc l: NQp hd so y€u cdu c6ng chimg.

- Budc 2: Cdng chring vi€n xem h6 so.
, i r: ,^.'d+ Truong hqp h6 so d6y di, hqp 19 ti6n hdnh c6ng chfng. Tru truong hqp viQc

phdn chia di san thira k6 c6 li€n quan d6n guy€n su dpng dAt.thi thyc hiQn viQc ni6m
y€t t4i noi c6 tdi sdrn 15 (mudi ldm) ngdy, h€t thoi han ni€m y6t kh6ng c6 khi6u n4i v€
viQc phdn chia tdi san c6 li€n quan quy€n sri dgng ddt thi c6ng chimg vi€n thgc hiQn

viQc c6ng chimg.
,l+ Truong hqp hd so phric t4p c6ng chimg vi6n vi6t phi6u hgn.

+ Trudng hgrp kh6ng hqp lQ c6ng chimg vi€n trd h6 so vd thdng b6o lli do.
..^Thoi gian ti€p nhan hd so vir trd k€t qu6:

- Stlng : Tt 07h00' dt5n 11h30'.

- Chi6u : Tt 13h00' d6n 16h30'.
' .:(Tru chi6u ngiry thri Bdy, ngdy Cht nhft vd c6c ngdy 16).

b) C6ch thrirc thgc hiQn: NQp tryc ti6p t4i td chuc hdnh ngh€ c6ng chimg.

c) Thinh phAn, s5 lugng hd so:

- Thdnh phdn hO scr, bao gdm:

+ Phi6u y6u cdu c6ng chimg.

+ VAn ban th6a thuan phAn chia di san thira t6 6rlau si5 ZSlVepC, Th6ng tu Li€n
rich s6 04120061TTLT1BTP-BTNMT tgiry 1316/2006 cria BQ Tu ph6p vd B0 Tdi
nguy€n vd M6i trulng).

+ Gi6y chrng tri cia ngudi eti t4; Oi san.

+ GiSy td chimg minh quan hQ gifia nguoi_di5 bi di san vd ngudi ttugc huong di
s6n (rip dgng th6a thuQn ph6n chia di san thira kO theo ph6p lu4t).

+ Di chfc (6p 4rng th6a thuQn ph6n chia di san thira k6 theo di chric).
, ^. t+ Gidy chung minh quy6n su dgng ddt, quy6n sd hiru tiri sin cria ngudi d6 lai di

s6n (n€u phrip lu4t quy dinh ph6i ddng kf quy6n sd hftu).
. ^.i _. _. ., ^+ Giay td tUy than cria ngudi y6u c6u c6ng chimg.

+ 56 h6 khdu.
-,,( ,.,
NCu ld ban sao ph6i xuat trinh b6n chinh d6 cdng chimg vi€n ki€m tra d6i chi6u.

- St5 luqng h6 so: 01 (bQ).

d) Thdi h4n giii quyiit: Kh6trg qu6 hai (02) ngdy ldm vi€c. Trudng hqp h6 so
phdn chia di chric c6 li€n quan d6n quy€n str dgng dat thdi h4n gi6i quy6t khOng qu6
ba muoi hai (32) ngdy.

e) Co quan thgc hiQn TTHC:
12,



- Co quan c6 thdm quy6n quydt tlinh: Td chric hdnh ngh6 c6ng chrlmg.

- Ngudi dugc riy quydn thpc hiQn: C6ng chimg vi6n.

f) D6i tuqng thgc hiQn: C6 nhAn.

g) M6u don, miu td khai: Phi6u y€u cAu c6ng chimg (Mdu s6 01/PYC, th6ng
tu li6n tfch s6 04120061TTLT-BTP-BTNMT ngdy 131612006 cfia BQ Tu ph6p vd BQ

Tdi nguy6n vd M6i truone).

h) Phi, le phi, thir lao: Mtrc thu theo Th6ng tu li6n tich t6 OS1ZO:IZ1TTLT-BTC-

BTP ngdy lgl01l2}12 cria BQ Tdi chinh vi BQ Tu ph6p huong ddn vd mric thu, ch6 d0

thu, nQp, quin lj vir sri dqng phi c6ng chimg.

i) K6t qun cira viQc thgc hiQn TTHC: VAn ban c6ng chimg.

j) YOu ciu hoic tliiiu kiQn tt6 thrp hiQn TTHC: otii vOi di san thta kti ld quycn

su dtrng ddt, citc chri th6 giao dich phdi ddm b6o quydn su dr,rng eAt eir eleu kiQn giao

dlch theo quy dlnn cira Lu{t DAt dai vd cdc vdn brin hucrng ddn thi hdnh.

k) Cnn cft ph6p I cia TTHC:
- LuQt C6ng chring s6 53l2Ol4lQH13 ngity 201612014.

- Luat D6t dai s6 45/2013/QH13 ngdy 2911112013.

- Nghi dfnh s6 ZglZOtsnqO-CP ngdy 15l3l2}l5 cira Chinh pht Quy dinh chi ti6t
vd hucrng ddn thi hanh mQt sr5 di6u cira LuQt Cdng chimg.

- Th6ng tu li6n tich s6 oq?ooonrLT-BTP-BTNMT ngdy 131612006 cia BQ Tu
phrlp vd B9 Tei nguy6n vd M6i trudng vd huong d6n viQc cdng chimg, chimg thgc
irqpddng, vdn ban thuc hiQn quy€n cira ngudi su dpng d6t.

- Th6ng tu li€n tich s6 ostzotztTTLT-BTc-BTP ngity l9l0ll20l2 cua B0 Tii chinh

vd BQ Tu ph6p huong d6n v€ mtc thu, ch6 dQ thu, nQp, quan lyf vir su dgng phi c6ng

chimg.

- Th6ng tu si5 06/201s/TT-BTP ngiy 151612015 cira BQ Tu ph6p quy dinh chi titit
vir hudng d6n thi hdnh mQt sil di6u ctra Lu{t C6ng chimg.

^ l. -. , l, -,- Quy6t tlinh s6.51/2007/QD-UBND ngiry 161812007 cita UBND tinh E6ng Nai
ban hdnh quy dinh vC trinh tg, thri tgc cdp giAy chimg nhan quyOn sd hiru nhd 6 tr€n
dia ban tinh D6ng Nai.

- Quyiit dlnh si5 10/2015/QD-UBNP rgdy 011612015 cira IIBND tinh DOng Nai
Ban hdnh mric trdn thir lao c6ng chimg d6i v6i crlc t6 chirc hdnh ngh6 c6ng chimg tr6n
dia ban tinh.

16. Thri tgc c6ng chring vin bin tir chiii di sin thira k5

a) Trinh tq thqc hiQn:

- Budc l: NQp h6 so y6u cAu cdng chimg.

- Budc 2: Cdng chimg vi6n xem h6 so.

+ Trutmg hqp h6 so ttiy drl, hqp l€ ti6n hdnh cdng chimg trong ngdy ldm viQc.

I Truong hqp hd so kh6ng dAy dir c6ng chimg vi€n hu6ng din b6 sung khi dAy
dri ti6n hanh c6ng chring.

+ Trudng hqp h6 so phfc tap cdng chimg vi6n vifit phitiu hgn.
)L



+ Trudng hqp kh6ng hqp lQ c6ng chimg vi6n tri h6 so vd th6ng b6o ly do.
..1 , ^ , iThoi gian ti€p nh4n h6 so vir tri k€t qud:

- Sring : Ttr 07h00' diSn I lh30'.

- ChiAu: Tt 13h00'di5n 16h30'.

(Tru chi6u ngdy thri Bdy, ngdy Cht nh{t vd c6c ngdy 16).

b) Cfch thri'c thqc hiQn: NQp tryc ti6p t4i t6 chirc hdnh ngh6 c6ng chimg.

c) Thirnh phin, s6 luqng hd so:

- Thdnh pnan nO scr, bao g6m:

+ Phi€u y€u cdu c6ng chimg.

+ Vdn ban tri chr5i nhfln di s6n thira t6 6rlau s.5 :ofvgtc, Th6ng tu Li€n tich si5

04|2006|TTLT/BTP-BTNMT ngiry 1316/2006 cta BQ Tu ph6p vd B0 Tdi nguy€n vir
M6i trudng).

. ^. a+ Gi6y chimg tu cua nguoi <l€ lqi di san.

+ Gi6y td chimg minh quan hQ gita nguoi d6 lai di sin vd ngudi dugc hu&ng di
sin (rlp dpng ttr ctr6l ntr4n di sdn thira k6 theo phdp luQt).

+ Di chirc (6p dung tu ch5i nhan di sin thria k6 theo di chric).

+.Gi6y chring minh quy6n sil dgng d6t, quy6n s0 hiru tdi sAn cia ngudi d,5 lai di
sdn (ndu ph6p lu4t quy dlnh ph6i dnng ky quy6n sd hiru).

+ Gidy to tiy thAn cria ngudi th6a thu{n.

+ 56 hd khAu.
-.,( ,., , ,,. i.. ,. , -;N€u ld ban sao phAi xuat trinh bAn chinh dd cdng chimg vi6n ki€m tra ddi chi€u.

- Si5 luqng h6 s<r: 01 (b0).

d) Thoi h4n gi6i quy6t: Kh6ng qu6 hai (02) ngdy ldm viQc, truong hqp phric t4p
khdng qu6 muoi (10) ngdy ldm viQc.

e) Co quan thqc hiQn TTHC:
- Co quan c6 thdm quy€n quy€t dinh: T6 chric hdnh ngh€ c6ng chimg.

- Ngudi tlugc riy quy€n thgc hiQn: C0ng chimg vi€n.

l) DOi tugng thryc hiQn: C6 nhan.

g) MAu dcrn, miu td khai: Phi6u y6u cAu c6ng chimg (MAu sO OtllVC, tnOng
tu lien tich s6 04/20061TTLT-BTP-BTNMT ngdy 13/612006 cria BQ Tu ph6p vd BQ

Tii nguy€n vd M6i trudng).

h) Phi, lQ phi, thri lao: Mric thu theo Thdng tu li€n tich sA OS1ZOIrZ1fTLT-BTC-
BTP ngdy l9l\ll2012 cria BQ Tdi chinh vd BQ Tu phrip hucrng dan vA mirc thu, ch6 <tQ

thu, nQp, qu6n l;i vd sir dgng phi c6ng chimg.

i) K6t qun cia vi$c thqc hiQn TTHC: VAn ban c6ng chimg.

j) YGu cAu ho{c di6u ki6n d5 thqc hipn TTHC: Kh6ng.

k) Cnn cft ph6p I cfia TTHC:
:,

- Ludt C6ng chimg sd 53/20l4lQHl3 ngdy 20/6/2014.



- Th6ng tu li€n tich sO Oq/ZOOATIfT-BTP-BTNMT ngdy 131612006 cria BQ Tu
phrip vd BO Tei nguy6n vd M6i.trudng vA huong dAn viQc c6ng chimg, chimg thgc
hqp d6ng, vdn ban thltc hiQn quy6n cria ngudi su dgng ddt.

I
- Th6ng tu li€n tfch s6 08/2012[|ILT-BTC-BTP ngdy 1910112012 cria BQ Tdi chinh

vd BQ Tu ph6p hudng d6n v6 muc thu, ch6 dQ thu, nQp, quan li vir su dgng phi c6ng

chimg.

- Th6ng tu sti 06/201s/TT-BTP ngiry 151612015 cria BQ Tu ph6p quy dinh chi ti6t
vd hudng d6n thi hdnh mQt sti di6u cira LuQt C6ng chimg.

_ . .Qlyct.dinh so l0/20l5laD. YBV."gity 01t6120r5:: WP tinh Ddng Nai
Ban hirnh mric trdn tht lao c6ng chimg d6i v6i c6c t6 chuc hanh ngh€ cdng chimg tr€n
dia ban tinh.

17. Thn tgc cdng chri'ng vln bin khai nh$n di sin thira k6

a) Trinh try thr3c hiQn:

- Buoc l: NQp h6 so ydu ciu c6ng chung.

- Budc 2: C6ng chimg vi€n xem h6 so.

+ Truong hqp hO so diy di, hqp lQ ti6n hdnh c6ng chring. Tru truong hgp vigc

phdn chia ai san ttrtra k6 c6 li€n quan d6n quy6n su dgng dAt.thi thlrc hiQn viQc ni€m

y6t t4i noi c6 tdi sAn 15 (mudi ldm) ngdy, h6t thdi hqn ni€m yiit kh6ng c6 khi6u n4i v6

viQc phdn chia tdi san c6 li€n quan quy€n su dpng ddt thi c6ng chimg vi€n thpc hiQn

viQc c6ng chimg.
ri+ Truimg hgp h6 so phtc t4p c6ng chimg vi6n vi€t phi6u hgn.

+ Trudng hqp khdng hqp lQ cdng chimg vi6n tr6 hd so vd th6ng b6o lli do.
.;.

Thdi gian ti€p nhan h6 so vir trd kdt quA:

- Srlng : Tt 07h00' ttrln t th30'.

- Chi6u: Tt 13h00'd6n t6h30'.
,.1

1Tru chi€u ngdy thri Biy, ngdy Chri nhit vd c6c ngdy l€).

b) C6ch thrirc thqc hi$n: NQp tryc tiiip t4i t6 chric hdnh ngh6 c6ng chimg.

c) Thinh phAn, s6 lugng hd scr:

- Thdnh phan h6 so, bao gdm:
. -, .l ^ I+ Phi6u ydu cdu cong chrng.

+ Vdn brin khai nh4n di sdn thira tti gra6u sO ZgfVeN, Th6ng tu li€n tich s6

04120061TTLT1BTP-BTNMT ngiry 131612006 cria BQ Tu ph6p vd B0 Tdi nguy6n vd
M6i truong).

' ^, :.+ Gidy chimg tu crla nguoi d€ l4i di sin.

+ Gi6y td chimg minh quan hQ gifra ngudi d6 lai di sdn vd ngudi dugc hu0ng di
s6n (6p dgng khai nhdn di srin thua k6 theo ph6p luat).

+ Di chirc (6p dUng khai nh4n di sin thira k6 theo di chric).

+ Gi6y chtrng minh quydn su dqng d6t, quyi,n sd hiru tiri san cua nguoi dd lqi di
san (nilu ph6p luQt quy ttinh phii d6ng kf quy6n sd hfru).

. ^. ,.+ Gidy to tiy than cua ngudi khai nh4n.
zo



+ 56 h6 khdu.
,,i ,. , '. l. . , r " r, r ri .^ r.l r(.
N€u ld ban sao phei xuet trinh bin chinh d€ c6ng chimg vi€n ki€m tra d6i chi€u.

- S6 luqng hO so: 0l (bQ).

d) Thdi h4n giii quylit: Kh6ng qu6 hai (02) ngdy ldm viQc, trudng hqp phric tpp

kh6ng qu6 mudi (10) ngdy ldm viQc.

e) Co quan thqc hiQn TTHC:
- Co quan c6 thAm quy0n quytit ttinh: Td chr?c hdnh ngh6 c6ng chimg.

- Co quan tryc tiilp thgc hiQn TTHC: T6 chric hdnh nghd c6ng chimg.

f) D6i tuqng thgc hiQn: C6 nhan.

g) M6u dol, miu td khai: Phi6u y6u cAu c6ng ch&ng (MAu s6 OtnvC, ttrOng
tu li€n tich s6 0412006/TTLT-BTP-BTNMT ngdy 131612006 cria 86 Tu ph6p vd BQ

Tdi nguy6n vd MOi trudng).

h) Phi, le phi, thir lao: Mirc thu theo Th6ng tu li6n tlch sO OStZOtZtttLT-BTC-
BTP ngdy lgl}ll2}l2 cta BQ Tdi chinh vd BQ Tu ph6p huong dan vd mirc thu, chi5 dQ

thu, nQp, qu6n lj vd sri dqng phi c6ng chimg.

i) K5t qun cria viQc thqc hiQn TTHC: Vdn ban c6ng chimg.

j) YGu ciu hoic tli6u ki6n tI6 thr;c hiQn TTHC: Kh6ng.

k) Cnn cri'phrip |f cia TTHC:
I

- Lu{t Cdng chimg sd 53/20141QH13 ngdy 201612014.

- Nghi dinh sd 29120154{D-CP ngdy 1513/2015 cia Chinh pht quy dinh chi ti€t. ,x .,.,.,
vd huong dan thi hanh mQt sO di€u cria Ludt C6ng chfmg.

- Th6ng tu li€n tich sO OCIZOOOITTLT-BTP-BTNMT ngdy 1316/2006 cria BQ Tu
ph6p yd B9 Tdi nguydn vd M6i.trudng ve hudng ddn viQc c6ng chimg, chimg thgc
hqp d6ng, vin ban thltc hiQn quy€n cta ngudi sir dung ddt.

, '.^ ,. ' l
- Thdng tu li6n tich s608/20121'|TLT-BTC-BTP ngiry 19/0112012 oiaBQ Tdi chinh

vd BQ Tu phrip huong ddn vd mric thu, chti d0 thu, nQp, quan lj vd su dung phi c6ng
chimg.

- Thdng tv sO 0612015/TT-BTP ngdy 151612015 cria BQ Tu phrlp quy dinh chi ti6t, '^vir huong dan thi hanh mQt sO dieu cia LuQt C6ng chimg.

- Quy6t dlnh s6 10/2015/QD-UBND ngdy 0116/2015 cria UBND tinh D6ng Nai
Ban hdnh mric tr6n thir lao c6ng chimg ddi vdi citc t6 chric hdnh ngh6 c6ng chimg tr€n
dia bdn tinh.

18. Thfr tgc c6ng chrirng hqp ddng mua bdn nhir

a) Trinh tr; thqc hiQn:

- Budc l: NQp hO so y€u cAu c6ng chimg.

- Bu6c 2: C6ng chimg vi6n xem h6 so.
,t+ Trudng hgp h6 so dAy <tn, hqp lg ti6n hanh c6ng chring trong ngdy ldm viQc.

+ Truong hqp h6 so kh6ng ddy du c6ng chimg vi6n hu6ng ddn b6 sung khi dAy

dri ti€n hanh c6ng chring.

+ Trudng hgp h6 so phirc tAp c6ng chimg vi€n vii5t phi6u hgn.



+ Trudng hqp kh6ng hqp l9 c6ng chimg vi€n trd h6 so vd th6ng b6o l;f do.

Thdi gian titip nh$n hO so vd trd ktit qu6:

- Sring : Tir 07hoo' dtin 11h30'.

- Chi6u : Tii 13h00' dtln 16h30'.

'.:(Tru chi6u ngdy thu Bay, ngdy Cht nhdt vd cric ngdy l€).

b) Crich thrirc thqc hiQn: NQp tryc ti6p tqi t6 chric harrh nghA c6ng chimg.

c) Thirnh phAn, s6 luqng hd so:

- Thdnh phdn h6 scr, bao g6m:

+ Phi6u y6u c6u c6ng chimg.

+ Hon dong mua b6n tii san gin li€n v6i aAt 6r.l6u O8/HDMB, Th6ng tu li€n tlch
s6 04/2006/TTLT/BTP-BTNMT ngdy 131612006 cia BQ Tu ph6p vd BQ Tdi nguydn
vd MOi truong).

+ Gi6y chimg nh{n quy€n s6 hiru tdi sdn.

+ Gidy td tuy thdn cira ngudi tham gia giao dich.
. ^i r ^, r I-l- so no Knau.

+ H6 so phrip ly c6ng tyldoanh nghiQp.

+ Bi6n bin hqp hQi d6ng thanh vi6n (6p dgng cho trudng hqp c6ng ty TNHH hai
thirnh vi6n, cdng ty c6 phdn).

+ Gi6y chimg minh ngudi dai diQn.
,,i ,., .. (. . | | " r, r +l
N€u li ban sao phii xudt trinh bdrn chinh dd c6ng chimg vi6n ki6m tra ddi chi6u.

- St5 lugng hd so: 01 (bQ).

d) Thiri h4n giii quy5t: Kh6ng qurl hai (02) ngdy ldm viQc, truong hqp phirc t4p

kh6ng qu6 muoi (10) ngdy ldm viQc.

e) Co quan thqc hiQn TTHC:
- Co quan c6 thdm quy€n quy6t dinh: T6 chric hdnh ngh€ c6ng chimg.

- Ngudi dugc riy quy6n thgc hiQn: Cdng chimg vi€n.

0 Diii tuqng thqc hiQn: T6 chric, c6 nhdn.

g) MAu don, mdu td khai: Phi6u y6u cAu c6ng chrmg (MAu st5 OtnVC, ttrOng
tu li€n tich s6 04120061'ITLT-BTP-BTNMT ngiry 131612006 cira BQ Tu phrip vd BQ

Tdi nguyEn vd M6i truong).

h) Phi, le phf, thir lao: Mric thu theo Th6ng tu li€n tich set OttZOtZtttLT-BTC-
BTP ngdy lgl0ll20l2 cira BQ Tdi chinh vir B$ Tu ph6p huong d6n v6 mric thu, ch6 tlQ

thu, nQp, quin lj vd sir dgng phi c6ng chimg.

i) Kiit qui cfra viQc thqc hiQn TTHC: Ven ban c6ng chimg.

j) Y6u cAu ho{c tliiiu kiQn it5 thqc hiQn TTHC: Kh6ng.

$ Cnn cti'ph6p lj cia TTHC:
A

- Lu4t C6ng chimg s6 53l20l4lQHl3 ngdy 2016/2014.

- Lu{t Nhd 6 s6 65/20141QH13 ngdy 25/ll/2014.



- Th6ng tu li6n tfch sO OqIZOOOITTLT-BTP-BTNMT ngdy 131612006 oia BQ Tu
phrip yd B9 Tdi nguy6n vd M6i.trudng vC hudng ddn viQc c6ng chimg, chimg thgc
hqpd6ng, vin bdn thUc hiQn quydn cta ngudi sir dpng d5t.

- Th6ng tu li6n tlch s5 oatzOtzlTILT-BTC-BTP ngiry 19/0112012 cta BQ Tii chinh
vd BQ Tu phrip hu6ng ddn vO mric thu, ch6 d0 thu, nQp, quan li vd su dung phi c6ng

chimg.

- Th6ng tv se) O6I2OI51TT-BTP ngiry 151612015 cria BQ Tu ph6p quy dinh chi titit
vir hu6ng ddn thi hdnh mQt st5 eieu cira LuQt COng chimg.

- Quy6t dinh s6 I0/2015/QE-UBN! ngdy 0rl6l20rs cua UBND tinh D6ng Nai
Ban hirnh mric trdn thi lao c6ng chring ddi vdi c6c td chirc hanh ngh€ c6ng chimg tr6n
dia ban tinh.

19. Thfr tgc c6ng chrirng hqp ddng cho thu6 nhir

a) Trinh tq thqc hi$n:
t'- Bucrc l: NQp h6 so ydu cdu c6ng chfng.

- Bu6c 2: C6ng chtrng vidn xem hd so.

+ Trudng hqp h6 so t16y dri, hgrp lQ ti€n hdnh c6ng chimg trong ngdy ldm viQc.

+ Trudng hqp h6 so kh6ng dAy tlt c6ng chimg vi€n hucmg d6n bii sung khi day
dri ti6n hanh c6ng chimg.

rl+ Trucrng hqp h6 so phric t4p c6ng chimg vi€n viet phi6u hgn.

+ Trudrng hqp kh6ng hqp lQ c6ng chimg vi6n tr6 h6 so vd th6ng brio lj do.
', ;.Thoi gian ti6p nhen h6 so vd tr6 k€t qud:

- S6ng : Tt oThoo' dtln I th3o'.

- chidu: Tt l3hoo' dtln l6h3o'.
, .l

(Tru chi6u ngiry thri B6y, ngdy Cht nhdt vd c6c ngdy l€).

b) C6ch thri'c thqc hiQn: NOp truc ti6p t4i t6 chric hanh nghA c6ng chimg.

c) Thirnh phin, sii luqng hd scr:

- Thdnh phdn h6 so, bao g6m:

+ Phi€u y€u cdu cdng chimg.

+ Hop dOng thu6 tdi sin gin liAn vdi O6t graSu l6lHDT, Th6ng tu li€n tlch si5

0412006/TTLT/BTP-BTNMT ngiry 1316/2006 cta BQ Tu ph6p vd BQ Tdi nguy€n vd
M6itrucrng).

+ Gi6y chring nh{n quy€n sd hiru nhd.

+ Gidy td tiry th6n cira ngudi tham gia giao dich

+ SO hO khAu.
' '-1+ H6 so ph6p ly c6ng ry/doanh nghi€p.

+ Bi6n bdn hSp bQi d6ng thdnh vi6n (rlp dgng cho trudng hqp c6ng ty TNHH hai
thanh vi6n, cdng ty c6 phdn).

. ^.1 .. .. ., ^+ Gidy td tr)y then ngudi d4i diQn.

Niiu ld ban sao ph6i xuSt trinh bin chinh tt6 c6ng chimg vi€n ki6m tra e,5i ctriiiu.
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- 56lugng h6 so: 01 (b0).

d) Thdi h4n gi6i quy5t, Kh6.tg qud hai (02) ngdy lirm viQc, truong hqp phric t4p

kh6ng quri' muoi (10) ngdy ldm viQc.

e) Co quan thqc hiQn TTIIC:
- Co quan c6 thAm quy€n quy6t dinh: T6 chric hdnh nghd c6ng chimg.

- Ngudi <lugc riy quy6n thgc hiQn: C6ng chimg vi6n.

I Dlii tuqng thr;c hiQn: T6 chric, c6 nhdn.

g) MAu rlon, miu td khai: Phiiiu y€u cAu cdng chimg (Mdu sii 0tlPYC' th6ng
tu li€n tich s6 OqlzooarcffT-BTP-BTNMT ngiry 131612006 cira BQ Tu phrip vd BQ

Tdi nguyOn vd M6i trudng).

h) Phi, te phi, thir lao: Mric thu theo Thdng tu li€n tich si5,OSlZOtzITLT-BTC-
BTP ngiry tglOitZOtZ cria BQ Tdi chinh vd BQ Tu ph6p huong d6n vd mric thu, ch6 d0

thu, nQp, quin lj vir str dgng phi c6ng chimg.

i) K6t qun cria viQc thrgc hiQn TTHC: Vdn ban c6ng chimg.

j) YGu ciu ho4c iliiiu kiQn tt6 thrlc hiQn TTHC: Kh6ng.

k) CIn crir phrip $ cria TTHC:
- Lu{t C6ng chimg s5 $lz}l4lQHl3 ngiry 201612014.

- Luet Nhd ir sO 65l2Ol4lQH13 ngdy 25llll20l4.
- Th6ng tu li€n tich s6 oqlzooanrLT-BTP-BTNMT ngdy 131612006 cria BQ Tu

ph6p vi eO fai nguyEn vd M6i.trudng vC huong d6n viQc c6ng chimg, chimg thpc

hqp d6ng, vdn b6n thlrc hiQn quy6n cira ngudi sri dqng ddt.

- Th6ng tu li€n tich sj' 0s/2012[|ILT-BTC-BTP ngdy 1910112012 cria BQ Tdi chinh

vd BQ Tu pttap hn*g din vA muc thu, chti dQ thu, nQp, quan li vir su dgng phi cdng

chrmg.

- Th6ng tu s6 06/2015/TT-BTP ngity 151612015 cria BQ Tu phrip quy dinh chi ti€t

vd hudng Oan tni nanfr m6t s6 di6u ctra Lu4t C6ng chimg.

- Quy6t dinh s6 10/2015/QD-UBNP nguy 011612015 ctia UBND tinh D6ng Nai

Ban hdmh mric trdn thir lao c6ng chung d6i v-Oicac t6 chric hdnh nghA c6ng chimg tr€n

tlia ban tinh.

20. Thfr tgc cdng chrfrng hgp tldng chuy6n a6i nna

a) Trinh tq thr;c hiQn:

- Bu6c 1: NQp hO so y6u cAu c6ng chimg.

- Budc 2: Cdng chimg vi6n xem hd so.

+ Trucrng hqp h6 so ddy dri, hqp lQ tit5n hanh c6ng chfng trong ngdy ldm viQc'

+ Truong hgp hd so kh6ng ttiy dri cong chimg vi6n hucrng ddn b6 sung khi dAy

dri ti6n hanh c6ng chimg.

+ Trudng hqp h6 so phric t4p c6ng chimg vi6n vi6t phiiiu hgn.

+ Trudng hqp kh6ng hqp lQ c6ng chimg vi6n tr6 h6 s<r vir th6ng bdo l! do.

Thdi gian tirlp nhan hd so vd trd k6t qud:

- Silns : Tir 07h00' d6n 11h30'. 30



- Chi6u : Tir 13h00' et5n toh:o'.
(Tru chi6u ngdy thri B6y, ngdy Cht nhat vir c5c ngdy 16).

b) C:ich thri"c thgc hifn: NQp tryc ti6p t4i t6 chr?c hdnn ngh6 c6ng chimg.

c) Thdrnh phln, s6 lugng hd so:

- Thanh pnan nO so, bao gdm:

+ Phi€u y€u cdu cOng chimg.

+ Hqp d6ng chuydn d6i nhd.

+ Gidy chimg nhQn quy6n sd hiru nhd.

+ Gi6y td tiry thin cria ngudi tham gia giao dich.

+ SO hO khau.

+ H6 so ph6p ly c6ng tyldoanh nghiQp.

+ Bi6n ban hgp hQi tl6ng thdnh vi€n (6p dung d6i v6i c6ng ty TNHH hai thdnh
vi6n, c6ng ty c6 phdn).

+ Gi6y td tuy thdn nguoi dpi diQn.

N6u ld ban sao ph6i xuat trinh b6n chinh dC c6ng chimg vi6n ki€m tra tl6i chi€u.
^1, , i- 56lugng h6 so:01 (bd).

d) Thdi h4n giii quy6t: Kh6ng quri hai (02) ngdy ldm viQc, trudng hqp phr?c t4p
kh6ng qurl mudi (10) ngdy ldm viQc.

e) Co quan thgc hiQn TTHC:
- Co quan c6 thAm quyAn quySt <tinh: T6 chirc hdnh nghd c6ng chimg.

- Ngudi dugc riy quy6n thr,rc hiQn: C6ng chimg vi€n.

0 Dlii tugng thqc hiQn: T6 chfc, cri nhdn.

g) MAu tlon, m6u td khai: Phi6u y6u cdu c6ng chimg (MAu s6 Ot/tVC, th6ng
tu li6n tich sd 04120061TTLT-BTP-BTNMT ngdy 1316/2006 ctra BQ Tu ph6p vd BQ

Tdi nguydn vd M6i trucrng).

h) Phi, le phi, thir lao: Mric thu theo Th6ng tu li€n tich sri OSIZOIZTTI-T-BTC-
BTP ngdy l9/Oll20l2 ctra BQ Tdi chinh vd BQ Tu ph6p huong ddn vd mric thu, ch6 dO

thu, nQp, qu6n lj vd su dpng phi c6ng chimg.

i) K5t qun cria viQc thqc hiQn TTHC: Vin bin c6ng chimg.

j) YOu cAu hoqc tli6u kiQn tl6 thgc hiQn TTHC: Kh6ng.

k) Cnn cri' phrip lj cfia TTHC:
A- Lu{t C6ng chimg s6 53l20l4lQHl3 ngiry 201612014.

- Lu{t Nhd 6 s6 6512014/QHl3 ngdy 25/ll/2014.
- Th6ng tu li€n tich s6 oqtzooantrT-BTP-BTNMT ngdy 1316/2006 cira BQ Tu

ph6p yd 86 Tei nguydn vd Mdi.trudng vA hu0ng d6n viec c6ng chimg, chimg thr,rc

hqp <l6ng, vdn bdn thltc hiQn quy6n cria ngudi su dgng dAt.

- Th6ng tu li€n tich s6 ostzotztrrLT-BTC-BTP ngity 19101/2012 dugc sria d6i,
b6 sung bdi Th6ng tu Li€n tich sr5 1 l5/2}l5ITTLT-BTC-BTP ngity 1l/812015 cria BQ

JI



Tdi chinh vd BQ Tu ph6p hudng d6n v€ mric thu, ch6 dQ thu, nQp, quan ly vd su dgng

phi cdng chimg.

- Th6ng tu sO OOfZOtSITT-BTP ngiry 151612015 cria Bd Tu ph6p quy dfnh chi titit
vd hudng d6n thi hdnh mEt st5 <ti€u cta Lu{t Cdng chimg.

- Quyt5t dinh s6 10/20l5/QD-UBN! ngdy 011612015 cua UBND tinh D6ng Nai
Ban hirnh muc trdn thi lao c6ng chtmg tt6i v6i c6c t6 chric hdnh ngh6 c6ng chimg tr6n

dia ban tinh.

21. Thfi tgc cdng chri'ng hqp tldng th6 ch6p nhir

a) Trinh trp thr;c hiQn:

- Bu6c 1: NQp h6 so y6u cAu c6ng chimg.

- Budc 2: C6ng chimg vi€n xem h6 scr.

+ Trudng hqp h6 so dAy dri, hqp lQ ti6n hanh c6ng chimg trong ngiry lirm viQc.

+ Truong hqp h6 so khong <liy dri cdng chimg vi6n huong din b6 sung khi diy
dt ti€n hdnh c6ng chimg.

+ Trudng hqp h6 so phuc tap cdng chimg vi6n vilit phitiu hgn.

+ Trudng hqp kh6ng hqp lQ c6ng chimg vi6n trA h6 so vd thdng b6o li do.

Thdi gian ti6p nhfn h6 so vd trA k6t qu6:

- Srlng : Tt 07h00' d6n t th30'.

- Chi€u: Tt 13h00' tl,iln t6h30'.

(Tru chi6u ngiy thri Biy, ngdy Chir nhat vd c6c ngdy 16).

b) Crich thri,c thqc hiQn: NQp tryc tiiip t4i td chtc hdnh ngh€ c6ng chimg.

c) Thdrnh phin, s5 luqng hd so:

- Thenh pfran nO so, bao gdm:

+ Phi6u y€u cAu c6ng chimg.

+ Hqp d6ng th6 chdp nhd.

+ Bi€n bdn tlfnh gi6.
.: .

+ Hgp clong tln ctung.

+ Gi6y td chimg minh quydn sd hiru tdi sdrn.

+ Gi6y td tny th6n cia ngudi tham gia giao dich.

+ 56 hO khdu.
. ,-i+ H6 so ph6p lf c6ng tyldoanh nghiQp.

+ Gi6y chimg minh ngudi tt4i diQn.
-,i ,., ,. l. . r r " ,, r +i .^ ,.1 ri.
Ndu ld ban sao phdi xual tnnn Dan cnrnn oe cong chimg vi€n ki6m tra d6i chi€u.

- S5luqng h6 scr: 01 (bQ).

d) Thoi h4n gi6i quy6t: Khdng qu6 hai (02) ngdy ldm viQc, trudng hqp phric t4p

kh6ng qu6 muoi (10) ngdy ldm viQc.

e) Co quan thqc hiQn TTHC:
^ , ., ; : ;- ,. , 

-; 
i ' r

- Co quan co th6m quydn quy€t dinh: T6 chric hirnh nghd c6ng chimg.
2,)



- Ngudi dugc riy quy6n thgc hiQn: C6ng chimg vi6n.

D Diii tuqng thqc hiQn: T6 chric, c6 nh6n.

g) M6u don, m6u td khai: Phitlu ydu cAu c6ng chrmg (MAu s6 01/PYC, ThOng
tu 1i6n tich s6 04120061TTLT-BTP-BTNMT ngiry 13/6/2006 cria BQ Tu ph6p vd BQ

Tdi nguy6n vd M6i truong).

h) Phi, lQ phi, thir lao: Mric thu theo Th6ng tu li€n tlch se, OgtZOtZtttLT-BTC-
BTP ngdy lgl0ll2012 cria BQ Tdi chinh vd BQ Tu ph6p hucrng dan vd mric thu, ch6 dQ

thu, nQp, quin lf vd sri dpng phi c6ng chimg.

i) K6t qun cria viQc thgc hiQn TTIIC: VAn ban c6ng chimg.

j) YGu ciu ho{c didu ki6n tI6 thgc hiQn TTHC: Kh6ng.

k) Cnn cri phip f cria TTHC:
i

- Ludt C6ng chimg s6 53/2014/QHl3 ngdy 201612014.

- Lu0t Nhd tt s6 65/20r4/QH13 ngdy 25/11/2014.

- Th6ng tu li€n tich s6 oqtzooanrrT-BTP-BTNMT ngdy 13/612006 cta BQ Tu
ph6p yd BO Tei nguy€n vd M6i.trudng vC huong d6n vi€c c6ng chimg, chimg thqc
hqp tl6ng, vdn ban thlrc hiQn quy€n cria ngudi su dqng dAt.

:.
- Th6ng tu li€n tlch s608/20121'f'|LT-BTC-BTP ngiry 19/0112012 oiaBQ Tdi chinh

vd BQ Tu phrip hu6ng ddn vO mric thu, ch6 tlQ thu, nQp, quan ly vi sri dgng phi c6ng
chimg.

- Thdng tu sO O612O|51TT-BTP ngdy 151612015 cta BQ Tu phrip quy dinh chi tii5t
vir hudng d6n thi hdnh m6t sO di€u cria Lu4t C6ng chimg.

- Quyilt dinh s5 10/2015/QD-UBND ngdy 0116/2015 cia UBND tinh D6ng Nai
Ban hdnh mric tr6n tht lao cdng chrmg d6i vdi c6c t6 chric hanh ngh6 c6ng chimg tr€n
dia ban tinh.

22.Thtt tgc c6ng chri'ng hgp tl6ng cho mugn nhi
a) Trinh tq thryc hiQn:

_i'- Budc l: Ngp h6 so y6u cdu c6ng chimg.

- Budc 2: C6ng chimg vi6n xem h6 so.
rl+ Truong hgrp h6 so dAy ttt, hqp lQ ti6n hanh cdng chimg trong ngdy ldm viQc.

+ Trucrng hqp h6 so kh6ng d6y dri c6ng chimg vi6n hucrng ddn b6 sung khi dAy
di ti€n hdnh c6ng chimg.

'i+ Trucrng hqp hd so phric t4p c6ng chimg vi€n vi6t phi6u hgn.

+ Trudng hqp khdng hqp lQ cdng chimg vi6n trd h6 so vir th6ng bdo lf do.

Thdi gian ti€p nhan hO so var tra k€t qua:

- Sring : Tt 07h00' tliin 11h30'.

- Chi€u : Tt 13h00' dcn t6h:0'.
,.i(Tru chi6u ngdy thu Bdy, ngdy Chi nhit vir cric ngdy 16).

b) C6ch thric thqc hi€n: NQp tryc ti5p tai t6 chric hdnh nghA c6ng chimg.

c) Thdrnh phin, s6 luqng hd scr:

JJ



- Thenh phan hd so, bao g6m:
, ^, .i ^ I+ Hnleu yeu cau cong cnrmg.

+ Hqp d6ng mugn nhir.

+ Gi6y chimg nh4n quy6n sd hiru nhd.

+ Gi6y td tuy thdn cria ngudi tham gia giao dich.

+ Sd hO khAu.
. ,.i+ H6 so phr{p lf cdng tyldoanh nghi€p.

+ Bi€n ban hgp hQi d6ng thdnh vi€n (6p dgng cho truong hqp cOng ty TNHH hai

+ Gidy chimg minh ngudi d4i diQn.
,,i ,., ,. i_ . , , ^ r, r +i .- r.i 4d.
N€u ld brin sao phdi xuit trinh bAn chinh d€ c6ng chimg vi6n ki€m tra d6i chi6u.

- 56 luo-ng hd so: 01 (bQ).

d) Thdi h4n giii quy6t' Kh6ng qud hai (02) ngdy lim viQc, tructng hqp phuc t4p

kh6ng qu6 mudi (10) ngdy ldm viQc.

e) Ccr quan thqc hiQn TTHC:
- Co quan c6 thAm quyCn q.rytit dinh: Td chric hirnh nghA c6ng chimg.

- Ngudi <lugc riy quy6n thr,rc hiQn: Cdng chimg vi6n.

I Di6i tuqng thqc hiQn: T6 chrlrc. cri nhdn.

g) MAu don, miu tir khai: Phitiu y6u cAu c6ng chtmg (MAu sO OtllVC, thOng
tu 1i6n tich s6 Oq1ZOOATfrT-BTP-BTNMT ngdy 131612006 cria BQ Tu phrlp vd BQ

Tdi nguy€n vd M6i truong).

h) Phi, le phi, thir lao: Mric thu theo Th6ng tu li€n tich s6 OAtzptZfitfT-BTC-
BTP ngdy tSiOltZOtZ ctra BQ Tdi chinh vd BQ Tu phrip huong d6n vA mric thu, chi5 dO

thu, nQp, qudn ly vd sir dgng phi c6ng chimg.
,, -.^.i) KGt qui cua viQc thr3c hiQn TTHC: VAn ban c6ng chimg.

j) YGu ciu ho4c tliiiu kiQn tI6 thqc hiQn TTHC: Kh6ng.

k) Cnn cri'phrip lf cfra TTHC:
;

- Lu{t C6ng chimg sd 53/2014/QHl3 ngdy 201612014.

- Lu{t Nhd 6 s6 65120r4/QH13 ngdy 2511112014.

- Th6ng tu li€n tlch so oqnooanrtT-BTP-BTNMT ngiry 131612006 cria BQ Tu
phrip vd BO Tai nguydn vd M6i.trudng vC hudttg dan viQc c6ng chimg, chimg thgc
hqp tl6ng, vdn ban thyc hiQn quy€n cira ngudi su dqng ddt.

:
- Th6ng hr li6n tfch s6 08120121'f[LT-BTC-BTP ngiry 1910112012 cria BQ Tdi chinh

vd BQ Tu ph6p huong ddn vC mric thu, ch6 dQ thu, nQp, quan ly vd str dqng phi cdng
chimg.

- Th6ng ru s6 06I2CI5TT-BTP ngdy 1516/2015 cria BQ Tu ph6p quy dinh chi ti6t
, ii _r . r . I

vir hudng dAn thi hdnh mQt sO diCu cta LuQt Cdng chimg.

- Quytit dinh si5 I0/2015/QE-UBND ngriy 011612015 cia UBND tinh Ddng Nai
Ban hirnh mric trdn thi lao c6ng chrmg tl6i v6i crlc t6 chfc hdnh nghd c6ng chimg tr€n

thdnh vi€n, c6ng ty c6 phdn).

dia ban tinh.



23. Tht tgc c6ng chring hqp tldng cho 0 nhd

a) Trinh trg thqc hiQn:
. ,,^ , i ^- Bu6c 1: NQp h6 scr y€u c6u cdng chimg.

- Budc 2: C6ng chimg vi6n xem hd so.

+ Trudng hqp h6 so tl6y dt, hqp lQ ti6n hanh c6ng chimg trong ngdy ldm viQc.

+ Truong hqp hd so kh6ng dAy du c6ng chimg vi6n hucrng ddn b6 sung khi ddy
dtr ti€n hanh c6ng chring.

,l+ Truong hqp h6 so phtc tap c6ng chimg vi€n vi€t phi€u hgn.

+ Trudng hqp kh6ng hqp lQ c6ng chimg vi6n tri h6 so vir th6ng brio ly do.
',:Thdi gian ti6p nh4n h6 so vd tri k€t qud:

- S6ng : Tir 07h00' drin I lh30'.

- Chi6u : Tir 13h00' d6n 16h30'.
'.:(Tru chi€u ngdy thf B6y, ngdy Cht nh{t vd c6c ngdy l€).

b) C6ch thrirc thrlc hiQn: NQp trr,rc ti6p t4i t6 chric hanh ngh€ c6ng chimg.

c) Thirnh phin, sO lugng h6 scr:

- Thdnh phan hO so, bao g6m:

+ Phi€u y€u cdu c6ng chimg.
rl+ flgp oong cno o nno.

+ Gi6y chftng nhdn quy€n sd hiru nhd.

+ Gi6y td tty thdn cria ngudi tham gia giao dlch

+ Sd h6 khAu.
-,i r. rN6u ld ban sao phdi xuat trinh ban chinh d€ c6ng chimg vi€n ki€m tra ddi chi€u.

- 56 luqng hd so: 0l (bQ).

d) Thdi h4n gi6i qoy6t: Kh6ng qu6 hai (02) ngdy ldm viQc, trucrng hqp phuc t4p
kh6ng qurl muoi (10) ngdy ldm viQc.

e) Ccr quan thqc hiQn TTHC:
^ , '':- Co quan c6 thdm quy6n quydt dinh: T6 chfc hdnh ngh6 c6ng chimg.

- Ngudi dugc riy quy€n thgc hiQn: C6ng chimg vi€n.

t) Dlii tuqng thqc hiQn: CA nhan.

g) MAu don, m6u td khai: Phi6u y€u cdu c6ng chimg (Mdu s5 0t/tvc, th6ng
tu li€n tlch s6 04/2006/TTLT-BTP-BTNMT ngdy 131612006 cta BQ Tu phrip vd BQ

Tiri nguydn vd M6i truong).

h) Phi, le phi, thir lao: Muc thu theo Thdng tu li6n t[ch s6 O9DOD1TTLT-BTC-
BTP ngdy lgl0ll20l2 cira BQ Tii chinh vd B0 Tu ph6p hucrng dhn vd mirc thu, ch6 d9
thu, nQp, qudn lj vir sir dr;ng phi c6ng chimg.

i) K6t qui cta viQc thqc hiQn TTHC: Vdn ban c6ng chimg.

j) YOu ciu hoic didu ki6n tt6 thqc hiQn TTHC: Kh6ng.

k) Cnn cri'phrip lj cia TTHC: 
?<



- Lu4t C6ng chimg s6 53/2014/QHl3 ngiry 201612014.

- Luit Nhd 6 s6 65l20I4lQH13 ngdy 25/rrl20l4.
- Th6ng tu li€n tich s6 oqtzooonrrT-BTP-BTNMT ngdy 131612006 cta BQ Tu

phrlp vd Bg Tei nguy€n vd M6i .truong ud hucrng ddn viQc cdng chimg, chimg thr,rc

hqp d6ng, vdn ban thr,rc hiQn quy€n cria ngudi sri dpng ddt.
i

- Thdng tu li€n tich s6 0812012[[TLT-BTC-BTP ngiry 19/0112012 uia BQ Tdi chinh
vd BQ Tu phrip hudng din vA mric thu, ch6 dQ thu, nQp, quan lf vd su dgng phi c6ng
chimg.

- Th6ng n s6 oatzotsttT-BTP ngdy 151612015 cria BQ Tu ph6p quy dinh chi ti6t
, ,: -, . i . r

vd huong dan thi henh mQt s6 di€u cira LuQt C6ng chimg.

- Quyt5t ttinh s6 I0/2015/QD-UBN! ngdy 0116/2015 cria UBND tinh Ddng Nai
Ban hinh mric tr6n tht lao c6ng chtmg d6i v6i c6c tO chric hdnh ngh6 c6ng chimg tr€n
dia ban tinh.

25. Thfi tgc cdng chri"ng hqp tl6ng riy quydn quin $ nhh

a) Trinh tq thqc hiQn:
i'

- Budc | : NQp h6 so ydu cdu c6ng chimg.

- Budc 2: C6ng chimg vi€n xem hd so.

+ Truong hqp h6 so dAy dir, hqp lQ ti€n hanh c6ng chring trong ngdry ldrm viQc.

+ Truong hqp h6 so kh6ng dAy du c6ng chfng vi6n huong dAn b6 sung khi tliy
dtr ti6n hdnh c6ng chimg.

+ Trudng hqp hO so phtc tap c6ng chfmg vi€n vi6t phitiu hgn.

+ Trudng hqp kh6ng hqp 1€ c6ng chimg vi6n tri hd so vir th6ng b6o li do.

Thdi gian titip nhan h6 so vd tr6 k6t qu6:

- Sring : Tir 07h00' dtin 11h30'.

- chi€u: Tt l3hoo' d6n 16h30'.

(Trt chi€u ngdy thri B6y, ngdy Cht nhQt vd cric ngdy 16).

b) Cich thric thqc hiQn: NQp trgc ti6p t4i t6 chric hdnh ngh€ c6ng chimg.

c) Thirnh phin, s6 luqng hd so:

- Thdnh ph6n h6 so, bao g6m:
, ^, .i ^ i+ Phi6u ydu cdu c6ng chimg.

+ Hqp d6ng ty quy6n quan ly nhd (MAu 26ll1DMB, Th6ng tu Li€n tich sil
04120061TTLT1BTP-BTNMT ngiry 131612006 cria BQ Tu ph6p vd B0 Tdi nguyOn vd
M6itruong).

+ Gidy chimg nhdn quy€n s0 hiru nhd.

+ Gidy td tny thAn cta ngudi tham gia giao dfch.

+ 36 h6 khau.
-.i ,. , ,. ;. " .^ ,.i r(. ,.,4
Neu ld bin sao phdi xuat trinh bdn chinh dd c6ng chimg vi6n ki6m tra ddi chi6u.

- Si5 luqng h6 so: 01 (bQ).
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d) Thoi h4n giii quy6t: Kh6ng qu6 hai (02) ngdy ldm viQc, truong hqp phtic t4p
kh6ng quri muoi (10) ngdy ldm viQc.

e) Co quan thqc hiQn TTHC:
- Co quan c6 thdm quydn quy€t dinh: Td chfc hdnh ngh€ c6ng chimg.

- Ngudi tlugc try quy€n thgc hiQn: Cdng chimg vi€n.

f) D6i tugng thgc hi$n: C6 nhen.

g) Miu dcrn, miu td khai: Phiiiu y€u cAu c6ng chrmg (MAu s6 O1/PYC, Th6ng
tu li6n tich s6 04120061TTLT-BTP-BTNMT ngdy 1316/2006 cria BQ Tu ph6p vd BQ

Tdi nguy6n vd M6i trudng).

h) Phi, lp phi, thri lao: Mfc thu theo Thdng tu li6n tlch sO OttZOtZtttLT-BTC-
BTP ngdy lgl}ll20l2 cia BQ Tdi chinh vd BQ Tu phrip hu<rng d6n vd mric thu, chti d6
thu, nQp, quAn lf vd sri dgng phi c6ng chimg.

i) K5t qui cia viQc thgc hiQn TTHC: VAn ban c6ng chimg.

j) YOu ciu ho{c ttidu kiQn d6 thqc hi$n TTHC: Kh6ng.

k) CIn ctir ph6p f ciia TTHC:
I

- Lu{t C6ng chimg s6 5312014/QHl3 ngdy 20/6/2014.

- LuQt Nhd 6 s6 6512014/QH13 ngdy 25lll/2014.
- Th6ng tu Li€n tich s6 04/2006/TTLT-BTP-BTNMT ngdy 13/612006 ctra BQ Tu

ph6p yd Bg Tdi nguyOn vd M6i.trudng vC huong d6n viec c6ng chimg, chimg thlrc
hqp d6ng, vdn ban thgc hiQn quy€n cta ngudi su dgng ddt.

- Th6ng tu Li6n tictr s.5 oglzot2lTTLT-BTC-BTP ngdy l9l}ll2}l2 cta BQ Tdi
chinh vd BQ Tu ph6p hucrng d6n vd muc thu, ch6 dQ thu, nQp, quan lf vd su dpng phi
c6ng chimg.

- Th6ng tu sO OA/ZOLS/TT-BTP ngdy 151612015 cira BQ Tu phrip quy dlnh chi titit
vd hu6ng din thi hdnh mQt s6 <ti€u cia Lu{t C6ng chimg.

- Quy€t dinh s6 10/2015/QD-UBND ngriy 011612015 cira UBND tinh D6ng Nai
Ban hdnh mric trdn thir lao c6ng chimg tl6i v6i cric td chric hanh ngh6 c6ng chimg tr€n
dia ban tinh.

25. Thi tgc c6ng chrirng hqp tldng b6n tt6u giri

a) Trinh tr; thr;c hi$n:

- Bu6c 1: T6 chric b6n d6u giri tii san grii c6ng vdn mdi tham dg b6n tt6u gi6.

- Bu6c 2: C6ng chimg vi6n tham dg bu6i d6u gi6 theo ngiry dugc th6ng brlo.

- Bu6c 3: ThUc hiQn c6ng chimg hqp d6ng b6n d6u gi6 tdi san.

Thdi gian thgc hiQn:

- Sring : Tt 07h00' d6n 11h30'.

- Chi€u: Tt 13h00' dtin t6h30'.
..:(Tru chi€u ngdy thir Biy, ngdy Chir nh4t vd cric ngdy 16).

b) C6ch thric thgc hiQn: Thlrc hiQn t4i bu6i bAn d6u gi6 theo y6u cdu cira t6
chric brin ddu giri tiri sdn.

c) Thirnh phin, s6 luqng hd so: 37



- Thanh phdn hO so, bao g6m:

+ Phi6u y€u cAu cdng chimg .

+ Hqp d6ng mua b6n tdi san d6u gi6.

+ Bi6n ban b6n d6u gi6 (bnn chinh).

+ Gi6y td chrng nhan hqp ph6p ho4c bing chimg khric chimg minh quy€n so hiru

ho[c quydn dugc b6n tiri sdn theo quy <tinh phap lu4t.

+ Gi6y td li6n quan d6n tdi san d6u giri (Quvtlt dinn, ean an c6 hiQu lgc, Bi€n b6n

bdn giao tdi san d6u giri, Quy6t dinh thi hdnh an, Hqp d6ng iry quy€n b6n dau gi6 tdi

san, Bi6n bdn ni6m y6t viQc b6n d6u gi6 tdi s6n...).

+ Gi6y td tiry th6n cria b6n mau tiri san d6u gi6.

+ SO hO kh6u cira b€n mua tdi sAn d6u giri.

- Si5 luqng h6 so: 01 (bQ).

d) Thoi h4n giii qr,y6t: Kh6ng qu6 hai (02) ngdy ldrm viQc, trudng hqp phric tqp

kh6ng qu6 mudi (10) ngdy ldm viQc.

e) Co quan thqc hiQn TTHC:

- Co quan c6 thAm qrrydn qrry6t dinh: T6 chric hdnh nghd cdng chimg'

- Ngudi dugc tiy quyAn thyc hiQn: C6ng chimg vi€n.

D Dlii tuqng thryc hiQn: T6 chrlrc.

e) MAu tton, miu td khai: Phi6u y€u cAu c6ng chimg (Mdu s5 01/PYC, th6ng

tu li6n tich s6 Oq1ZOO1nffT-BTP-BTNMT ngdy 131612006 ctia BQ Tu ph6p vd BQ

Tdi nguy6n vd M6i trudng).

h) Phi, le phi, thi lao: Mric thu theo Th6ng tu li€n tich s6 OgtZ.OtZntfT-BTC-
BTp ngdy tSlOitZOtZcira BQ Tdi chinh vir BQ Tu ph6p huong dan vd mric thu, ch6 d0

thu, nQp, quan lf vd su dpng phi c6ng chimg.

I K5t qu6 ciia viQc thrlc hiQn TTHC: Vdn bd'n c6ng chimg'

j) YGu cAu hoic ttidu kiQn tI6 thrlc hipn TTHC: Kh6ng'

k) Cnn cr? phrip f cfia TTHC:

- Ludt C6ng chimg s6 53l2014lQHl3 ngiry 201612014.

- Th6ng tu li€n tich so oqtzooentLT-BTP-BTNMT ngdy 131612006 cria BQ Tu

ph6p vd eg fal nguyEn vd M6i.trudng vC huong ddn viQc c6ng chimg, chimg thyc

hqp d6ng, vdn ban thgc hiQn quy6n cta ngudi st dgng ddt.

- Th6ng tu li6n tlch sa os]2otzl'|TLT-BTC-BTP ngdy 19/0112012 cia BQ Tdi chinh

vd BQ Tu pnap no*g d6n v6 mirc thu, ch6 dQ thu, nQp, quan li vd sri dgng phi c6ng

chrmg.

- Th6ng tu si5 OOIZOISITT-BTP ngdy 151612015 cria BQ Tu ph6p quy dinh chi ti6t

vir hu6ng d6n thi hanh mQt sd di6u cira LuQt C6ng chimg.

- Quytit dinh s6 l0/2015/QE-UBN! ngiry Ol1612015 cua UBND tinh D6ng Nai

Ban hdnh mtc tr6n thir lao c6ngchrmg d6i v6i cric t6 chirc hdnh ngh6 c6ng chimg tr€n

ttia ban tinh.

26. Thu tgc c6ng chrl"ng hqp tl6ng iy quydn
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a) Trinh tq thrSc hiQn:

- Buoc l: NQp hd so y6u cAu cdng chimg.

- Bu6c 2: Cdng chimg vi6n xem hd so.

+ Trudng hqp hO so dAy dn, hqp lQ ti6n hirnh c6ng chimg trong ngdy ldm viQc.

+ Trudng hqp h6 so khOng ddy tttr c6ng chimg vi€n hu6ng d6n b6 sung khi ddy

thi titSn hanh cdng chimg.

+ Trudrng hqp hd so phric t4p c6ng chimg vi€n viCt phi€u hgn.

- Truong hq'p kh6ng hqp lQ cdng chimg vi6n trd hd so vir th6ng b6o ly do.
.r , ^ , : '

Thoi gian ti6p nnan h6 so vir trd k€t quir:

- Sring : Tu 07h00' dtln 1th30'.

- Chi€u : Tir 13h00' dtin t6h30'.

(Tru chidu ngiy thri B6y, ngdy Chri nh{t vd c6c ngdy 16).

b) C6ch thric thrgc hiQn: NQp tryc ti€p t4i t6 chuc hdnh ngh6 c6ng chimg.

c) Thirnh phin, s6 lugng hd s<r:

- Thdnh phan h6 so, bao gdm:

+ Phi6u y6u cdu c6ng chimg.

+ Hqp d6ng riy quydn (MAu 26IHDMB, Th6ng tu li6n tich sO OqtZOOe,Tfff
/BTP-BTNMT ngiry 1316/2006 cta BQ Tu ph6p vd B0 Tdi nguy€n vd M6i truong).

'i"x+ Gi6y td chimg minh quydn cta b6n ty quy€n.

+ Gi6y td tiy thdn cira ngudi tham gia giao dich.

+ Sd hd khdu.
. - -;.+ H6 so ph6p lli c6ng tyldoanh nghiQp.

+ Gi6y td tiry th6n ngudi d4i diQn.
,,: r. , ^. ,(. . , , . ,, , ,iN€u ld ban sao phdri xudt trinh bdn chinh dd c6ng chring vi6n ki6m tra ddi chi6u.

- Sri luqng h6 so: 0l (bQ).

d) Thoi h4n gi6i quy5t: Kh6ng qu6 hai (02) ngdy lirm viQc, truong hqp phfc t4p
kh6ng quri muoi (10) ngdy ldm viQc.

e) Ccr quan thqc hiQn TTHC:
- Co quan c6 th0m quy€n quy€t dinh: T6 chric hdnh ngh€ c6ng chimg.

- Ngudi tlugc iry quy€n thgc hiQn: COng chimg vi€n.

f) D6i tugng thqc hiQn: T6 chric, cri nh6n.

g) MAu tlon, mdu td khai: Phi6u y€u cAu c6ng chimg (M6u sti Ot/?vC, th6ng
tu li€n tfch s6 0412006/TTLT-BTP-BTNMT ngdy 1316/2006 cta BQ Tu ph6p vd BQ

Tdi nguydn vd M6i truone).

h) Phi, lQ phi, thir lao: Mric thu theo Th6ng tu li€n tich sO-ttSlZOtSnfI-f-
BTC-BTP ngiry lll08l20l 5 cua BQ Tdi chinh vir BQ Tu ph6p Sria tl6i, b6 sung mQt sd
,.i
di6u cria Th6ng tu li6n tlch s6 0812012/TTLT-BTC-BTP ngiry l9l0l/2012 hu6ng dAn

vd mric thu, ch6 dQ thu, nQp, quan ly vi sri dpng phi c6ng chimg.

i) K5t qui cta viQc thyc hiQn TTHC: Vdn ban c6ng chimg. 3e



t , - -.ij) YGu c6u hoic ili6u kiQn tI6 thgc hiQn TTHC: Kh6ng.
g Cnn cfr ph6p $ cria TTHC:

I
- LuQt C6ng chimg sd 53l20l4lQH13 ngiry 2016/2014.

- Nghi rlinh s6 ZglZOtsfNo-CP ngdy 15/3/2015 cria Chinh pht quy dinh chi ti6t
. ii -i.r. i

vir hudng ddn thi hdnh mQt s6 di6u cria LuQt C6ng chimg.

- Th6ng tu li6n tich sit O+1ZOOATTLT-BTP-BTNMT ngdy 13/612006 cria BQ Tu
ph6p yd B9 Tdi nguy€n vd M6i.trudng vC huong ddn vigc c6ng chimg, chung thgc
hqp d6ng, vdn brin thgc hiQn quy€n cira ngudi st dqng d6t.

- Th6ng tu li€n tich s5 t tslzotsltTLT-BTC-BTP ngiry lll08/2015 cria BQ Tdi
chinh vd B0 Tu ph6p Sua d6i, b6 sung m6t sO Aeu .ctia Th6ng tu li€n tich s6

}812}I21TTLT-BTC-BTP ngiry 1910112012 hu<mg d6n v€ mric thu, ch€ dQ thu, nQp,

qu6n lj vir sri dgng phi c6ng chring.

- Thong tu s6 06/2015iTT-BTP ngity 15/612015 cria BQ Tu ph6p quy dinh chi ti6t
, ii .r r . I

vd hucrng dan thi hanh mQt sO di6u cira LuQt C6ng chimg.

- Quy6t ttinh s6 10/2015/QD-UBN9 ngny 01rc20l5 cria UBND tinh D6ng Nai
Ban hirnh mric trdn thir lao c6ng chrmg dtii vdi c6c t6 chuc hdnh nghi: c6ng chimg tr€n
dia ban tinh.

27 . Thiu tgc cdng chring gi6y ty quy6n

a) Trinh tq thrSc hiQn:

- Bu6c 1: NQp hd so y€u cAu c6ng chimg.

- Budc 2: Cdng chLmg vi6n xem h6 so.
r I r: r-,.i r . r ^+ Truong hgp hd so tldy dn, hqp lQ ti6n hiurh c6ng chimg trong ngdy ldm viQc.

+ Trucrng hqp hd so kh6ng dAy dir c6ng chfng vi6n huong din b6 sung khi <l6y

dir ti€n hanh c6ng chimg.
rl+ Truong hqp h6 so phric t4p c6ng chimg vi6n vi6t phi€u hgn.

+ Trudmg hqp khdng hqp lQ c6ng chimg vi6n trd hd so vd th6ng b6o ly do.
',;.Thdi gian ti6p nhan h6 so vd trir kdt qui:

- Sang : Tir 07h00' d6n 11h30'.

- chiAu: Tir 13h00' d6n 16h30'.

'.:(Tru chi6u ngdy thu Biy, ngdy Chri nhQt vd c6c ngdy 16).

b) Cich thric thqc hiQn: NQp t4rc titip t4i t6 chric hdnh ngh€ c6ng chimg.

c) Thirnh phin, s6 lugng hd so:

- Thdnh phdn hd so, bao g6m:

+ Phi€u y6u cdu c6ng chimg.

+ Gi6y riy quy€n.

+ Gi6y td chimg minh quydn cira b6n riy quy€n.
, ^.i .. _.+ Gidy to tuy thdn cria nguoi tham gia giao dich.

+ 56 hO khAu.
. .-i+ H6 so ph6p ly c6ng tyldoanh nghigp.
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+ Gidy chimg minh ngudi dei di€n.

NtSu ld ban sao ph6i xu6t trinh bin chinh dE c6ng chimg vi€n ki6m tra e6l ctri6u.
^i. . :

- Sd lusng h6 so: 0l (bQ).

d) Thdri h4n giii quy6t: Kh6ng qu6 hai (02) ngdy ldm viQc, trucrng hqp phuc t4p

khdng quri muoi (10) ngdy ldm viQc.

e) Co quan thqc hiQn TTHC:
- Co quan c6 th6m quy€n quy€t <linh: T6 chric hdnh nghd c6ng chimg.

- Ngudi dugc iry quy€n thr,rc hiQn: C6ng chimg vi€n.

I Eiii tuqng thqc hiQn: T6 chric, cri nh6n.

g) Miu tlon, miu td khai: Phi6u y6u cdu c6ng chimg (MAu sO OtllYC, ttrOng
tu 1i0n tich s6 0412006/TTLT-BTP-BTNMT ngdy 13/612006 cria BQ Tu ph6p vd BQ

Tdi nguyOn vd M6i tru<rng).

h) Phi, lQ phi: Mric thu theo Th6ng tu 1i6n tich sa OttZOtZnffT-BTC-BTP
ngiry 1910112012 cria BQ Tii chinh vd BQ Tu phrip huong d6n vA mfc thu, chi5 dQ thu,
nQp, quan lj vd su dUng phi c6ng chimg.

i) K6t qun cfia vipc thqc hiQn TTHC: Vin ban c6ng chimg.

j) YGu cflu ho{c didu kiQn tt6 thqc hiQn TTH: Kh6ng.

k) Cnn cri ph6p lf cria TTHC:
I

- Lu4t C6ng chimg s6 53/20l4lQHl3 ngiry 20/6/2014.

- Thdng tu li€n tich sO OC1ZOOATTLT-BTP-BTNMT ngdy 13/612006 uia BQ Tu
phrip vd B9 Tdi nguy€n vd M6i.trudng ud hu6ng din viQc c6ng chimg, chimg thr,rc

hqp ddng, vdn brln thyc hiQn quy€n cria ngudi sri dpng ddt.

- Th6ng tu li€n tich s6 08/2012/|ILT-BTC-BTP ngdry l9l}ll20l2 ctra BQ Tai chinh
vd BQ Tu ph6p huong d6n vC mric thu, ch6 dQ thtl nQp, quan lj vd sri dgng phi c6ng
chimg.

- Th6ng tu sO OA|ZOI.S1TT-BTP ngity 151612015 cria BQ Tu phrlp quy dinh chi tii5t
vd hu6ng ddn thi hdnh mQt sr5 di6u cta Lu{t Cdng chimg.

28. Thn tgc c6ng chri'ng hgp tl6ng cim c5, th5 ch6p, cho vay

a) Trinh tg thqc hiQn:

- Bu6c l: NQp hO so ydu cAu c6ng chimg.

- Bu6c 2: C6ng chimg vi6n xem hd so.

+ Trudng hqp h6 so dAy dri, hqp lQ ti6n hinh c6ng chring trong ngdy ldm viQc.

+ Trudng hqp hO so khdng iliy tlu c6ng chimg vi6n huong d6n b6 sung khi dAy

dt ti6n hanh c6ng chimg.

+ Truimg hqp h6 so phric tpp c6ng chimg vi6n vi6t phi6u hgn.

+ Trudng hqp kh6ng hqp l9 cdng chimg vi€n tri hd so vd th6ng b6o lli do.
.'r, , ^ , )Thoi gian ti€p nhan h6 so vd trd kdt qua:

- Srlng : Tu 07h00' d6n 11h30'.

- chi6u: Tir 13h00' dtin 16h30'.
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(Trir chi6u ngdy thf B6y, ngdy Chir nh{t vir crlc ngdy 16).

b) Cich thrtc thqc hiQn: NQp tryc ti6p t4i td chirc hdnh ngh€ c6ng chimg.

c) Thirnh phAn, sii luqng hd so:
,; ,: | :- | narul pnan no s0, Dao gom:

+ Phi€u y€u cAu c6ng chimg.

+ Hoo d6ng cdm c6, th€ chAp, cho vay.

+ Bi€n ban dfnh gi6.

+ Hqp d6ng tin dpng.
. ^.t ..+ Gidy td chimg minh quy€n so htu tdi sfu.

+ Gi6y td tr)y thdn cria ngudi tham gia giao dich.

+ 56 hQ khdu.

+ H6 so ph6p lf c6ng tyldoanh nghiQp.

+ Gi6y chrmg minh ngudi dai diQn.

N6u ld ban sao ph6i *.r6t trinh b6n chinh d6 c6ng chimg vi€n ki6m tra dOi ctri6u.

- Si5 luqng h6 so: 01 (bQ).

d) Thdri h4n giii qoy6t: Kh6ng qu6 hai (02) ngdy ldm viQc, tru<rng hqp phric t4p

kh6ng qu6 muoi (10) ngdy ldm viQc.

e) Co quan thqc hiQn TTHC:
- Co quan c6 thAm quyen quytit dinh: T6 chirc hdnh nghA cdng chimg.

- Ngudi dugc riy quy€n thgc hiQn: C6ng chimg vi€n.

I Diii trcr,ng thrp hiQn: T6 chric. cd nhdn.

s) Miu tton, mAu td khai: Phitiu y€u cAu c6ng chtmg (Mdu si5 OtllYC, ttrOng

tu li€]i tich s6 oqnOoontfT-BTP-BTNMT ngdy 131612006 cira 86 Tu phrip vd BQ

Tdi nguy€n vd MOi truong).

h) Phi, le phi, thir lao: Mric thu theo Th6ng tu li€n t[ch s6-OSlZ.OtZlttLT-BTC-
BTP ngdy tSlOltzOtZ cria BQ Tii chinh vir BQ Tu ph6p huong d6n vd mric thu, ch6 dO

thu, nQp, quin lf vd sft dgng phi c6ng chimg.

i) K6t qui cfia viQc thqc hiQn TTHC: Vdn bin cdng chimg.

j) YOu ciu hoqc rtidu kiQn tt6 thqc hiQn TTHC: Kh6ng.

g Cnn cri phrip lj cia TTHC:
- LuQt Cdng chimg s6 $l2O14lQHl3 ngity 201612014.

- Thdng tu s6 O6I2OI5ITT-BTP ngity 1516/2015 cta BQ Tu phrip quy ilinh chi titit
vd hu6ng d6n thi henh mQt s6 di€u cria Ludt C6ng chimg.

- Th6ng tu li6n tich sA OqIZOOiTTfT-BTP-BTNMT ngdy 1316/2006 cira BQ Tu
ph6p yn Bq Tei nguydn vir Mdi.trudng vC huottg d6n viQc cong chimg, chimg thqc
hqp d6ng, v[n bin thgc hiQn quy6n cta nguoi su dqng d6t.

- Th6ng tu li6n tich sO O$1ZOLZTI'T-BTC-BTP ngity 19101/2012 cria BQ Tai chinh
vd BQ Tu ph6p hu6ng d6n vd mric thu, ch6 dQ thu, nQp, quan ly vd sft dr,lng phi c6ng

chimg. a)



- Quyt't dinh s5 l0/2015/QD-uBN! ngdy 0116"2015 cria uB\D tinh Edng Nai
Ban hanh mric trdn thi lao c6ng chimg tl6i v6i cric t6 chric hanh ngh€ c6ng chimg tr€n

dia ban tinh.

29. Tht tgc c6ng chring hqp ddng mua brin tii sin (khdng phii lir n6t AQng

sin)
a) Trinh trg thgc hiQn:

t'- Budc l: NQp h6 so y€u cdu cdng chimg.

- Bu6c 2: C6ng chimg vi6n xem hd so.

+ Truimg hqp hO so dAy ttir, hqp lQ ti6n hdnh cdng chimg trong ngiry ldm viQc.

+ Truong hgp h6 so kh6ng dAy di c6ng chimg vi6n hucrng din b6 sung khi dAy

<hi ti6n hdnh c6ng chimg.
rl+ Trudng hqp h6 so phfc t4p c6ng chimg vi6n viCt phiCu hgn.

+ Trudng hqp khdng hqp lQ c6ng chimg vi€n tri h6 so vir th6ng brio lj do.
.,a , ^ , )

Thdi gian ti6p nhen h6 so vd tr6 k6t qu6:

- Sang : Tt 07h00' di5n 11h30'.

- Chi€u: Tt 13h00' di5n 16h30'.
..;.(Tru chi€u ngdy thir Biy, ngdy Chri nh{t vd c6c ngdy l€).

b) Cich thric thqc hiQn: NQp tryc tiiip t4i t6 chric hdnh ngh€ c6ng chimg.

c) Thinh phin, sO luqng hO scr:

- Thenh phAn h6 so, bao g6m:
. ^, .; ^ x+ rnleu yeu cau cong cnrmg.

+ Hoo d6ng mua bdn tdi sin.
+ Gidy td chimg minh quy6n sir dUng <16t.

+ Gidy td tuy th6n cria ngudi tham gia giao dfch.

+ 56 h6 kh6u.
. ,-l+ H6 so ph6p lj c6ng tyldoanh nghiQp.

+ Gi6y chimg minh ngudi dei diQn.

NiSu ld ban sao phii 
"u6t 

trinh b6n chinh dti c6ng chimg vi€n ki6m tra diii cn6u.

- 56luqng hd so: 0l (b0).

d) Thoi h4n giii quydt: Khdng qu6 hai (02) ngdy ldm viQc, truong hqp phric t4p
kh6ng qu6 mudi (10) ngdy lirm viQc.

e) Co quan thgc hipn TTHC:
- Ccr quan c6 thAm quy6n quy6t dinh: T6 chric hdnh ngh€ c6ng chimg.

- Ngudi tlugc iry quy6n thr,rc hiQn: C6ng chimg vi€n.

I D6i tugng thqc hiQn: T6 chric, cri nhdn.

g) Miu tlcrn, m6u td khai: Phi6u y€u cAu c6ng chtmg (M6u s6 0IPYC, th6ng
tu li6n tich s6 0q/z0o6lttLT-BTP-BTNMT ngdy 131612006 cria BQ Tu ph6p vi BQ

Tdi nguy€n vd M6i truong).
43



h) Phi, l€ phi, thir lao: Mric thu theo Th6ng tu li€n tich s6 08/2012/TTLT-BTC-
BTP ngdy 1910112012 cia BQ Tdi chinh vd BQ Tu phrip huong d6n vd mric thu, ch6 dQ

thu, nQp, qu6n lj vd sti dgng phi c6ng chfng.

i) K5t qun ciia viQc thqc hiQn TTHC: Vdn ban cdng chimg.

j) YOu ciu ho4c tliiiu kiQn d5 thrp hiQn TTHC: Khdng.

$ Cnn cft ph6p $ cia TTHC:
;,

- Lu4t C6ng chimg s6 53/2014/QHl3 ngdy 201612014.

- Th6ng tu sO 06/2015/TT-BTP ngdy 151612015 cia BQ Tu ph6p quy dinh chi ti6t
, ':vir huong ddn thi hdnh mQt sd di€u cta Lu4t C6ng chimg.

- Th6ng tu li6n tich s6 oqnooonrt T-BTP-BTNMT ngiry 131612006 cira BQ Tu
phrip vd BO Tdi nguy6n vdL Mdi.trudng vd huong d6n viqc cdng chimg, chimg thgc
hqp d6ng, vdn ban thyc hiQn quy6n cira ngudi sri dqng dit.

- Th6ng ru li6n tich s6 oslzOtzlTILT-BTC-BTP ngity 1910112012 cria BQ Tdi chinh

vd BQ Tu phrip hu6ng d6n v€ mric thu, ch6 dQ thu, nQp, quan li vir su dpng phi c6ng

chimg.

- Quy6t dinh s6 10/2015/QD-UBN! ngdy 011612015 cria UBND tinh D6ng Nai
Ban hdnh mric trdn thi lao c6ng chimg tti5i v6i cric t6 chtc hdnh ngh€ c6ng chimg tr€n
tlia ban tinh.

30. Thfi tgc c6ng chrfrng hqp tldng thu6 tii sin
a) Trinh tq thqc hiQn:

- Bu6c 1: NQp h6 so y€u cAu c6ng chimg.

- Buoc 2: C6ng chimg vi6n xem hd so

+ Trudmg hqp h6 so diy dn, hqp lQ ti6n hdnh cdng chung trong ngiry lirm viQc.

+ Truong hgp h6 so khong ttiy du c6ng chtrng vi6n huong d6n b6 sung khi tliy
<tri ti6n hanh cdng chtng.

+ Trudng hqp h6 so phric t4p cong chimg vi6n vi6t phiilu hgn.

+ Trudng hqp kh6ng hqp lQ c6ng chimg vi€n tr6 hd so vd th6ng brlo ly do.

Thcri gian tiiip nhan hO so vir tr6 k6t qu6:

- Sring : Tt oThoo' d6n 11h30'.

- Chi6u: Tir 13h00' dtin 16h30'.

(Tru chiAu ngdy tht Biy, ngdy Chir nhQt vd cric ngdy 16).

b) Cdch thric thgc hiQn: N$p trgc ti6p t4i t6 chfc hdnh ngh€ c6ng chimg.

c) Thirnh phin, s6 luqng h6 so:
,.1 .; , ).- I nann pnan no so, oao gom:

+ Phi6u y6u c6u c6ng chimg.
-:+ tlgp oong tnue Ia1 san.

+ Gi6y td chimg minh quydn sd hiru tdi san.
. ^. :,+ Giriy td tiry thdn cua nguoi tham gia giao dich.

+ 56 h6 khAu.
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+ H6 so ph6p lli cdng tyldoanh nghigp.

+ Gi6y chimg minh ngudi d4i diQn.

Ntiu ld ban sao ph6i *u6t trinh ban chinh d6 c6ng chimg vi6n kitim tra ei5i cni6u.

- Sr5 luqng h6 so: 01 (b0).

d) Thoi hqn giii quy6t: Kh6ng qu6 hai (02) ngdy ldm viQc, truong hqp phirc t4p
kh6ng qu6 mudi (10) ngdy ldm viQc.

e) Ccr quan thgc hiQn TTHC:
- Co quan c6 thAm quyAn quyi5t dinh: TO chric hdnh nghd c6ng chimg.

- Ngudi dugc riy quy€n thgc hiQn: C6ng chimg vi€n.

f1 Dlii tugng thqc hiQn: T6 chric, cri nhdn.

g) Miu don, miu td khai: Phir5u y6u cAu cdng chimg (MAu si5 OtnYC, ttrOng
tu liOn tich s6 04120061TTLT-BTP-BTNMT ngdy 131612006 cta BQ Tu ph6p vd BQ

Tiri nguy€n vd M6i trucrng).

h) Phi, le phi, thir lao: Mirc thu theo Th6ng tu li6n tlch stt OgtZOtZnfLT-BTC-
BTP ngdy 1910112012 cira BQ Tdi chinh vir BQ Tu phrip huong d6n vd mric thu, chi5 dQ

thu, nQp, quin lf vd sri dpng phi c6ng chimg.

i) K5t qu6 cia viQc thgc hiQn TTHC: Vdn ban c6ng chimg.

j) YGu ciu hoic didiu kiQn tI6 thqc hiQn TTHC: Kh6ng.

k) Cnn ctfr phip $ cia TTHC:
:

- Lurit Cdng chimg s6 53/2014/QH13 ngiry 201612014.

- Th6ng tu s6 06120151TT-BTP ngiry 151612015 cria BQ Tu phrip quy tlfnh chi ti6t
. ii .r.r. r

vd hudng dan thi hanh mQt sO di0u cria Lu4t C6ng chimg.

- Th6ng tu li6n tich so oqtzooefitLT-BTP-BTNMT ngdy 1316/2006 cria BQ Tu
ph6p yd Bg Tei nguy6n vd M6i.trudng ve hu6ng d6n viQc c6ng chimg, chimg thgc
hqp ddng, vin bAn thgc hiQn quydn cria nguoi sir dr,rng d6t.

i
- Th6ng tu li€n tich sd 08120121'[[LT-BTC-BTP ngdy 19101/2012 cua BQ Tdi chinh

vir BQ Tu phrip hudng d6n vA mric thu, ch6 dQ thu, nQp, quan l;f vd sft dgng phi c6ng
chimg.

- Quyilt dinh s5 I0/2015/QD-UBN9 nedy 011612015 cria UBND tinh Ddng Nai
Ban haxh mric trAn thir lao c6ng chimg dlii v6i c6c t6 chuc henh nghC cdng chimg tr€n
dia ban tinh.

31. Thfi tgc c6ng chring vin bin chuy6n nhuqng hqp iliing mua b6n nhir O

a) Trinh try thqc hipn:
i'- Bu6c l: NQp h6 so y6u ciu c6ng chimg.

- Bu6c 2: Cdng chung vi6n xem hd so.

+ Trudng hqp h6 so dAy dn, hqp lQ ti6n hdnh c6ng chring trong ngdy ldm viQc.

+ Truong hop h6 so kh6ng diy du c6ng chimg vi€n hucrng dan b6 sung khi dAy

dri ti€n hanh c6ng chimg.
.:

+ Trudng hqp h6 s<r phfc tap cdng chirng vi€n viet phiCu h9n.

+ Trudng hqp kh6ng hqp lQ c6ng chimg vi6n trdr h6 so ve th6ng b6o ly do. 45



Thdi gian titip nhan h6 so vd trri k6t qu6:

- Sring : Tir 07h00' dtin t th30'.

- ChiAu: Tir 13h00' drln 16h30'.

' .;(Tru chi€u ngdy thu Bdy, ngdy Cht nhdt vd cric ngdy l€).

b) C6ch thrirc thrpc hiQn: NQp tryc tiilp t4i t6 chric hdnh ngh€ cdng chimg.

c) Thirnh phin, s6 luqng hd so:

- Thdnh pnan frO s<r, bao gdm:

+ Phi6u y6u cdu c6ng chimg.

+ Gi6y chrmg minh nhan ddn, h9 khAu.

. + Mdu v6n bin chuy6n nhugng hqp d6ng mua b5n nhd 6 (Phr,r lpc 14, Th6ng tu
sO 16/2010/TT-BXD ngdy 011912010 cira BQ Xdy dmg).

-t+ Hqp d6ng mua b6n nhir o.

+ Cric bi6n lai nQp ti6n mua biln nhd d.

Ri€ng di5i v6i t6 chric:

+ Bi€n ban hgp hQi ddng thanh-vi6n/hQi d6ng quan tri (6p dqng OOi vOi c6ng ty
TNHH hai thdnh vi€n, cdng ty c6 phdn).

* Bin sao giAy to chimg minh ph6p nhdn.

+ Gi6y td tiry th6n ngudi d4i diQn.

''r " ' ' '' f i t;'
N6u ld bin sao phdi xuat trinh bdn chinh tl€ c6ng chring vi6n ki6m tra d6i chidu.

- Si5 luqng h6 so: 01 (bQ).

d) Thoi h4n girf,i quy5t: Khdng qu6 hai (02) ngdy lirm viQc, truong hqp phric t4p

khOng quri mudi (10) ngdy ldm viQc.

e) Co quan thqc hiQn TTHC:
l. -' ' -: ' ,

- Co quan c6 thAm quy€n quy6t dinh: To chuc hdnh ngh6 c6ng chimg.

- Nguoi tlugc uy quydn thyc hien: C6ng chrng vi6n.

I D6i tuqng thqc hiQn: T6 chric, c6 nhAn.

g) Miu dcrn, m6u td khai: Phiiiu y6u cAu c6ng chrmg (MAu sO OtnVC, tnOng
tu 1i6n tich s6 04120061TTLT-BTP-BTNMT ngiy 131612006 cria BQ Tu ph6p vd BQ

Tdri nguydn vd MOi tructng).

h) Phi, le phi, thri lao: Mric thu theo Th6ng tu li6n tlch sa OS1ZOZTTLT-BTC-
BTP ngdy lgl01l2}12 cria BQ Tdi chinh vd BQ Tu ph6p huong d6n vd mfc thu, ch6 dO

thu, nQp, qu6n ly vd sri dgng phi c6ng chimg.

i) Ktit qun cia vi$c thqc hiQn TTHC: VAn ban c6ng chimg.

j) YGu cAu ho{c tli6u.kiQn d6 thr;c hiQn TTHC: Giao dich mua b6n nhd. d phii
th6ng qua sdn giao dich bdt <l6ng s6n theo quy dlnh cta Lu{t Kinh doanh bdt dQng

san, Nehi dinh qd 76/2015/ND-CP ngiry 10./92015 cta Chinh phri guy dinh chi ti€t thi
hanh mdt sd di6u cia Lu{t Kinh doanh bdt dQng sAn, Th6ng ru s6 l3/2008/TT-BXD
ngiry 2.11512008 cria BQ Xdy dpg hu<rng dAn thyc hiQn mQt sii nQi dung cta Nghi
dinh s6 15312007ND-CP ngiy l5ll0/2007 cria Chinh phu quy dinh chi tiA va hu6ng
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din thi hdnh Luat Kinh doanh bdt dQng sin,

k) Cnn cri phtip $ cfra TTHC:
- LuQt Cdng chimg s5 filzol4lQHl3 ngiry 201612014.

- Nghi tlinh sii ZtlZOtOnqO-CP ngdy 231612010 cria Chinh phri quy dinh chi tii5t

vd hu6ng d6n thi hanh Lu4t Nhd d.

- Nehi dinh sii :+lzot:Alo-CP ngdy 22l4l2ol3 cria Chinh phri v€ quin li sir

dqng nhd d thuQc sd htu nhd nu6c.

- Th6ng tu 1i6n tich s6 Oc1zOOO1ffLT-BTP-BTNMT ngdy 1316/2006 cria BQ Tu
vd B0 Tdi nguy€n vd M6i truong vd hu6ng d6n viQc c6ng chimg, chimg thlrcphrip vd B0 TAi nguy€n vd M6i.trudng v€ huong dAn vit

hqp d6ng, vdn b6n thgc hiQn quy6n cria ngudi su dtrng ddt.

- Thdng tu li€n tich sd 08120121'[TLT-BTC-BTP ngiry 1910112012 cria BQ Tdi chinh
vd BQ Tu phrlp huong d6n v€ muc thu, ch6 d0 thu, nQp, quan $ vd sri {rng phi c6ng
chimg.

- Th6ng fi s6 o6l2ol5lTT-BTP ngdy 151612015 ctra BQ Tu ph6p quy dinh chi ti6t
. ri ., . | \ |

vd hu6ng dan thi hanh mQt sO di6u cria Lu{t C6ng chfmg.

- QuyCt tlinh sri 10/2015/QD-UBN! ngdy 0116/2015 ctra UBND tinh DOng Nai
Ban hdnh mric trAn thir lao c6ng chrmg d6i vdi citc t6 chuc henh nghe cdng chimg tr6n
dia ban tinh.

32. Thfi tgc c6ng chri'ng bin dich

a) Trinh tg thqc hiQn:

- Budc l: NQp hO so y6u cAu c6ng chimg.

- Budc 2: C6ng chung vi€n xem h6 so.

+ Ti6p nhQn b6n chinh gidy to, vdn b6n cdn dich vd ki€m tra.

+ Trudmg hqp h6 so tlAy dt, hqp lQ c6ng chimg vi€n vi€t phi€u hgn.

+ Trudng hqp kh6ng hqp lQ c6ng chimg vi6n tr6 h6 so vd th6ng b6o lf do.
,a , ^ ,:Thdi gian ti€p nhan h6 so vd tr6 k6t quA:

- S6ng : Tir 07h00' dtin 11h30'.

- chi6u: Tt 13h00' di5n 16h30'.

(Tru chi€u ngdy thri Biy, ngdy Chri nhQt vd cric ngdy 16).

b) Cdch thrirc thr;c hiQn: NQp tryc tirip tpi td chric hanh nghC cdng chimg.

c) Thdrnh phAn, s6 lugng hd scr:

- Thdnh phan hO so, bao gdm:

+ Ban chinh gi6y to, vdn bin c6n dich.

- St5 luqne hd so: 01 (b0).

d) Thli hpn giii quy5t: Khdng qu6 hai (02) ngdy ldm vigc, trucrng hqp s6 lugng
nhiAu kh6ng quri ndm (05) ngdy ldm viQc.

e) Co quan thgc hiQn TTHC:
- Co quan c6 thAm quyAn quytlt <t[nh: T6 chric hdnh ngh6 c6ng chimg.
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- Ngudi dugc riy quy6n thqc hiQn: COng chimg vi€n.

I Edi tuqng thgc hiQn: T6 chric, cri nhdn.

g) MAu don, m6u td khai: Kh6ng

h) Phi, lQ phi:

- Phi c6ng chimg ban dich: 50.000 <l6ng/trang d6i v6i ban dich thu nhdt.

- Trucrng hqp ngucri y6u cdu c6ng chimg cdn nhi€u ban dich thi tri b6n dich thf
hai trd 16n thu 5.000 ddng/trang diii vdi trang thf nh6t, trang thri hai; ti trang thri ba
trd l6n thu 3.000 ddng/trang nhrmg muc thu t6i da kh6ng quri 200.000 ddng/ban.

i) KGt qui cia viQc thrp hiQn TTHC: Ban dich dugc c6ng chimg.

j) YGu cAu ho4c ilidu kipn d6 thgc hiQn TTHC: Kh6ng.

k) Cnn cti phdp f cria TTHC:

- LuQt C6ng chimg si5 fil2Ol4lQ]HI3 ngity 201612014.

- Th6ng tu li6n tich s6 t tslzotsITTLT-BTC-BTP ngdy lllo8l20l5 cia BQ Tdi
chinh vd n6 fu ph6p Sua d6i, b6 sung mQt sO ai6u cria Th6ng tu li6n tich s6

OSI2ODTTLT-BTC-BTP ngity 1910112012 hulng d6n v€ mfc thu, ch6 tlQ thu, nQp,

quan lj vd sri dpng phi c6ng chimg.

II. Linh vqc chri,ng thqc

33. Thi tgc chring thgc chii kj'trong c6c gi6y tir, vin bin
a) Trinh try thqc hiQn:

- Budc l: NQp hd so y€u cAu chimg thgc.

- Bu6c 2: C6ng chimg vi6n xem hd so

+ Trudng hgp hO so dAy di, hqp l€ ti6n hanh chimg thgc trong ngiry l?rm viQc.

+ Trudng hqp hd so kh6ng dAy dri c6ng chimg vi€n hucrng d6n b0 sung khi dAy

dri ti6n hanh chimg th1rc.

+ Trudmg hqp hd so phric t4p c6ng chimg vi€n vi6t phiiSu hgn.

+ Trudng hqp kh6ng hqp lQ c6ng chimg vi€n trA hd so vd th6ng bdo lf do.

Thdi gian ti€p nhan h6 so vir trd k6t qua:

- S6ng : Tir oThoo' tltin I lh3o'.

- Chi6u: Tir 13h00' tliin t6h30'.

(Trt chi€u ngdy thri B6y, ngdy Chri nh{t vd uic ngdy 16).

b) Crich thrlc thqc hiQn: NQp trgc ti€p t4i t6 chfc hdnh nghd c6ng chung.

c) Thirnh phin, s6 luqng hd scr:

- Thdnh phdn h6 so, bao gdm:

+ Gi6y td tiry thdn cia nguoi ydu cdu chimg thuc.
, ^.^ .+ Gidy to, vin bdn md minh s€ kj.
- 56lugng hd so: 01 (bQ).

d) Thoi h4n giii q,ry6t: Trong ngdy ldm viQc.

e) Co quan thuc hiQn TTHC:
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- Co quan c6 thAm qtrydn quytit tlinh: T6 chuc hdnh nghd c6ng chimg.

- Ngudi dugc iry quy€n thpc hiQn: C6ng chimg vi€n.

D Dlii tugng thrpc hiQn: Cri nhAn.

g MAu don, miu ttr khai: Kh6ng

h) Phi, le phi: 10.000 ttdng/trudng hqp.

I K5t qu6 cia viQc thqc hiQn TTHC: Gi6y td, v5n bdn t16 tlu-o. c chimg thgc cht
k)t

j) YGu ciu ho{c didu ki$n tt6 thqc hiQn TTHC: Khdng.

$ Cnn cri phip lf cia TTHC:
- LuQt C6ng chimg si5 $l2Ol4lQIl13 ngiLy 2016/2014.

- Nghi dinh s6 zglzotsttio-CP ngdy 16102/2015 cia Chinh phri vA c5p b6n sao

tir sO g6c, chimg thpc b6n sao til ban chinh, chring thpc cht ky vd chimg thlrc hqp
d6ng, giao dich.

- Th6ng tu li€n tich s,1 t tslzotsltTLT-BTC-BTP ngiry ll/08/2015 cria BQ Tdi

chinh vd SO fu ph6p Sria d6i, bO sung m6t si5 eieu cia Th6ng tu li€n tich s6

O812}L2ITTLT-BTC-BTP ngity 19101/2012 hu6ng d6n v6 mric thu, ch6 dQ thu, nQp,

qu6n ly vd sir dgng phi c6ng chimg.

34. Thfr tuc chrfrng thgc bin sao tir bin chinh

a) Trinh tg thrgc hiQn:

- Bu6c 1: NQp h6 so y€u cAu chimg thgc.

- Bu6c 2: C6ng chimg vi6n xem hd so

+ Trudng hqp h6 so dAy <tri, hqp lQ ti€n hdnh chimg thgc trong ngdy ldm viQc.

+ Trudng hqp hO so kh6ng ttiy dri cdng chimg vi6n hu6ng d6n b6 sung khi dAy

dri ti6n hanh chimg thgc.

+ Trudmg hqp h6 so phric t4p c6ng chimg vi€n vi6t phi6u hen.

+ Truimg hqp kh6ng hqp lQ c6ng chimg vi€n tr6 hd so ve th6ng b6o 1! do.
..i , ^ , )

Thoi gian ti€p nhan h6 so vir trd k€t qui:

- S6ng : Tir 07h00' dtin 11h30'.

- chi€u: Tt l3hoo' tltin 16h30'.

(Tru chi6u ngdy thti B6y, ngdy Chri nhQt vd cric ngdy 16).

b) Cdch thrirc thqc hiQn: NQp trgc ti5p tpi t6 chric hdnh nghe c6ng chimg.

c) Thdrnh phin, s6 lugng hd so:
,: , t , i- I nann pnan no so, oao gom:

* BAn sao cdn chimg thgc.

+ Xu6t trinh ban chinh d6 c6ng chimg vi6n ki6m tra OOi ctri6u.
^i, , :- Sd lugng h6 so:01 (b0).

d) Thdi h3n gi6i quy6t, Trong ngdy ldm viQc (trudng hqp y€u cAu chimg thgc
v6i s0 lugng l<rn thi viQc chimg thgc kh6ng quri hai (02) ngdy ldm viQc).

e) Co quan thr3c hiQn TTHC: 49



- Ccr quan c6 thAm quy6n quy6t dinh: T6 chric hdnh nghA c6ng chimg.
"l- Ngudi dugc uy quydn thr,rc hiQn: C6ng chimg vi€n.

f) Ddi tuqng thryc hiQn: T6 chric, cri nhdn.

g) MAu tlon, miu tir khai: Khdng

h) Phi, lQ phi: 2.000 d6ng/trang; tirtrang thri ba tro l€n thu 1.000 d6ng/trang
nhrmg mirc thu t6i <la kh6ng qurl 200.000 d6ng/ban.

i) KGt qui cria viQc thgc hiQn TTHC: B6n sao dd dugc chimg thgc.

j) YOu ciu hoic ttii)u kipn d6 thqc hiQn TTHC: Kh6ng.

k) Cnn cti" ph:ip lj cfra TTHC:
;

- Lu{t C6ng chimg s6 53l20l4lQHl3 ngdy 2016/2014.

- Nehi ttinh s5 23/2O15ND-CP ngity 1610212015 cria Chinh phir vd c6p b6n sao

tir s6 g6c, chimg thgc b6n sao tir ban chinh, chimg thuc cht klf vir chimg thgc hgrp

d6ng, giao dich.

- Th6ng tu li€n tich sO t tS/ZOtSITTLT-BTC-BTP ngdy 1110812015 cria BQ Tdi
chinh vir B0 Tu phrip Sta O6i, U6 sung mQt sri eiAu cira Th6ng tu ten tich s6

}&I2}L2|TTLT-BTC-BTP ngity 1910112012 hu6ng d6n vA muc thu, chii dQ thu, nQp,

quan lj vd su dgng phi c6ng chimg.

III. Linh vqc HQ tich

35. Thn tgc ding lcj khai sinh

a) Trinh tg thqc hiQn:

Budc l: Ngudi ddng ky h0 tich li€n hQ tai B0 phan ti6p nh{n va fta ket qui cria

UBND c6p xd (ggi t6t ld: B0 phin mQt cua) d6 dugc hu6ng ddn vd nQp h6 so.

Bu6c 2: NQp vd nh4n h0 so:

- C6 nhdn nQp d6y dt h6 so theo dung quy tlinh ph6p luQt.
..:

- C6ng chric ti€p nh{n hd so co trdch nhi€m ki€m tra tinh ph6p lf vd tinh dAy dt
nQi dung cta hd so:

+ Trudng hqp h6 so dd ddy dri, hqp lQ thi c6ng chric nh{n vd vi€t gi6y bi6n nhQn

hgn tr6 k€t qu6 cho ngudi n6p hd so.
,;.+ Truong hqp ho so thi6u, hoic kh6ng hqp lQ thi c6ng chric ti6p nhQn h6 so c6

tnich nhiQm hudng dAn (theo m6u b6 sung, mQt ldn) tl6 nguoi <ltin nQp hii so bii sung
cho kfp thoi, dring quy dinh.

^ ^,(Bu6c 3: D€n ngdy hen tri k6t quir, ngucri nQp h6 so d6n BQ phfn mQt cta dC

nhAn k6t qu6. Trudngtrqp khdng tltr didu kiQn gi6i q.,ytit, UBND c6p x6 phdi c6 vdn
ban n6u 16 ly do tit ch6i.

Thdi gian ti6p nhan h6 so vd trd k6t quri trong tudn:

- Sring : Tu 07h d6n 11h30'.

- Chi6u: Tir l3h tt6n 16h30'.

- Thri Bdy: Tir 07h00' d6n I lh.

(Tru chidu ngiry thri BAy, Chri nh4t vd crlc ngdy l€).

b) C:ich thrl"c thgc hi$n: NQp h6 so truc tirip tqi ea phan mQt cua cAp xd. 50



c) Thinh phin, s6 luqng hd scr:
,) ,I r ;.- l nann pnan no so, oao gom:

+ Td khai dlng kj khai sinh (theo mdu quy dinh).

+ Gi6y chimg sinh do co sd y t6, noi tre em sinh ra cdp; n6u tr6 em sinh ra ngodi
co sd y t€, thi gidy chimg sinh dugc thay bdng vdn bdn xtrc nhfn cira ngudi ldm
chimg. Trong trudng hqp kh6ng c6 ngudi ldm chimg, thi ngucri di khai sinh phAi ldm
gi6ry cam doan vd viQc sinh ld c6 th1tc.

Trudng hqp tre dugc sinh ra t4i nhd hopc t4i noi kh6c mdL kh6ng ph6i ld co sd
kh6m benh, chfta bQnh; ngydi th6n thich cira trd li€n hQ Tr4m y t€ cdp xd dii dugc c6p
Gudy chimg sinh (theo mdu-quy dfnh tai Phg lgc 02, Th6ng tu s6 |7/2012/TT-BYT
ngdy 2411012012 cira B0 Y t€)

Trong thoi han khdng quri 02 (hai) ngiy Lim viQc. k6 tir ngdy nh4n duqc don dA
,. i .a t ,

nghf cdp gidy chimg sinh, Tr4m y t€ cdp xd phii xiic minh viQc sinh vd ld,rn thir tUc cdp
gidy chimg sinh cho tr6.

d) Thli h4n gi6.i quy6t: Trong ngdy lirm viQc, n6u nh{n sau | 5h00 thi trri ktlt quri
vdo ngdy ldm vi€c ti€p theo. Ddi vdi trucrng hqp trd ttugc sinh ra t4i nhd ho4c tqi noi
khric, thdi gian thgc hiQn kh6ng qu6 03 (ba) ngdy lirm viQc.

e) Co quan thqc hiQn TTHC: UBND cdp x6.

f) D6i tugng thqc hiQn: C6 nhan.

g) MAu don, m6u td khai:

- Td khai ddng ky khai sinh theo MAu TPMT-2012-T[<KS.1 ban hdnh kdm theo
Th6ng tu s6 0512012/TT-BTP ngdy 2315/2012 cta BQ Tu phrip).

- Dcrn dC nghi c6p gi6y chimg sinh (Phu lsc 02, Th6ng tu sd 1712012/TT-BYT
ngiry 2411012012 cta BQ Y t€).

h) Phi,le phi: Kh6ng.

i) K6t qun cria viQc thrSc hiQn TTHC: Gidy khai sinh.

j) YOU c6u ho{c ili6u kipn tl6 thqc hiQn TTHC: Kh6ng.

k) Cnn cft phdp lf cria TTHC:
- Nghi<linh s5 TSSIZOOSAID-CP ngdy 27112/2005 cria Chinh phri ve dang kf va

quin ly hO tich.

- Nghl dinh sO OOIZOtZfNO-CP-ngdy O2lO2/2012 cira Chinh phri v€ sua d6i, b6
sung mQt s6 di6u c.ia circ nghi dinh vC h0 tich, h6n nhdn vd gia dinh vd chimg thgc.

- Th6ng tu s6 01/2008/TT-BTP ngdy 0216/2008 cira BQ Tu ph6p huong ddn thqc
hiQn mQt s6 quy dfnh cria Ngh! dlnh s6 158/2005/ND-CP ngdy 27/12/2005 cira Chinh
pht v€ tldng kj vd quan ly h0 tich.

- Th6ng tu sti 08.a/2010/TT-BTP ngdy 2513/2010 cria BQ Tu phdp ve ban hanh
vir hudng din vi€c ghi ch6p, luu trft, su dpng s6, bieu m6u h0 tich.

- Th6ng tu sO tltZOtZttt-BYT ngdy 24l1ol2ol2 cira B9 Y tri quy dlnh cAp vd su
dung gi6y chimg sinh.

-.Th6ng tu sA OSDOtZttt-BTP ngdy 23l5l2\l2 cia BQ Tu ph6p stra d6i, b6 sung
mQt s6 tli6u cta Th6ng tu s6 08.a/2010/TT-BTP ngiry 25 th6ng 3 ndm 2010 cia 86.,



; .^ , , ri i lr
Tu phrlp vd vi€c ban hdnh va huong dan vlec ghl chep' luu tru' su dyng so. Dleu mau

hO tich.

- Quyi5t dinh sd 05/2009/QD-IIBND ngdy l2l}2l200g cua IIBND tinh Ddng Nai

vd viQc thu lQ phi <teng kj hQ tich tr6n dia bdn tinh D6ng Nai.

- C6ng van sO 23\IHTQTCT ngdy 1410112014 cua Csc H0 tich' Qu6c tich,

Chimg thqc v€ viQc rip dqng nhlrng quy dinh cira phrip luQt li6n quan tl6n gi6y chfrng

sinh.

36. Tht tUc ding kf khai sinh cho tr6 bi b6 rcri

a) Trinh tg thqc hiPn:

Budc l: Ngudi.ttang ky h0 tich li6n hq t4i B0 phan ti6p nhan vd trd k€t qui cua

UBND c6'p xd (ggi t6t la: B0 phan mQt cua) dd dugc hu6ng dAn vir nQp hd s<r.

BuOc 2: N6p vd nhdn h6 so:

- Cri nhAn nQp ddy dt h6 so theo dirng quy dinh ph6p luQt.

- C6ng chftc tiiip nhdn hd so c6 tr6ch nhiQm ki6m tra tinh ph6p li vn tinh ddy t[i
nQi dung cta h6 so:

+ Trudng hqp hO so da dAy dir, hqp l9 thi cOng chric nh4n vd vi6t gi6y bi€n nhQn
:",

hqn tri k€t qui cho ngudi nQp h6 so.

+ Truong hqp h6 so thi€u, ho4c khdng hgp tQ thi c6ng chr?c ti6p nh{n hd"so c6

trrlch nhiQm huong ddn (theo m6u b6 sung, m6t lan) d6 ngudi tl6n n6p h6 so b6 sung

cho kip thdi, dimg quy tlinh.

Bu6c 3: Diln ngdy hgn tr6 kiit qu6, ngudi nQp h6.so d6n BQ ph$n mQt cira dd

nh{n k6t qua. rrucrn!.hqp kh6ng Air itiAu kiQn giai quy6t, ueNo c6p xd ph6i c6 vdn

ban n€u 16 li do til ch6i.

Thdi gian titip nhan h6 so vd tra k€t qua trong tuin:

- Srlng : Tt 07h d6n I lh30'.

- Chi6u: Tt 13h d6n 16h30'.

- Thri Bdy: Tt 07h00' d6n 1lh.

(Tru chiAu ngiy tht Biy, Chit nh4t vd c6c ngdy 16).

b) Crich thri'c thqc hiQn: NQp h6 so tryc ti6p tai BO phQn mQt ctia cAp x6.

c) ThAnh phin, s6 luqng hd so:

- Thenh phan h6 so, bao g6m:

+ Td khai dang kj khai sinh (theo mdu quy dinh).
^,t " .: t :

+ Giay chrmg. sinh do co so y te, nor tre em slnh ra capl neu tre em slnn ra ngoal

co sd y ti5, tti gi6y chimg sinh dugc thay bing vin bAn x6c nhSn cira ngudi ldm

chimg. Trong trqong hqp kh6ng c6 ngudi ldm chimg, thi ngudi di khai sinh phii ldm

gidy cam doan vO viQc sinh lir c6 thgc.

+ Bi€n ban vd viQc tr6 so sinh bi b6 roi do UBND ho4c C6ng an xd, phudng, thi
trSn lap.

+ Gi6Ly td chimg minh viQc ttd th6ng b6o tim cha, m9 cl6 cria tr6 bi b6 roi tr0n dai

ph6t thanh ho4c ddi truy€n hinh dla phuong trong thdi hqn 30 ngdy. 
<.



- Sd lugng h6 so: 01 (mQt) bQ.

d) Thdi h4n gi6i quy5t: Trong ngdy ldm viQc, n5u nhQn sau 15h00 thi tri kiit qu6
vdo ngdy ldm viQc ti6p theo.

e) Co quan thgc hifn TTHC: UBND cAp xd.

I D5i tuqng thqc hiQn: C6 nhan, t6 chirc.

g) Miu dcm, mdu td khai: Td khai ddng kf khai sinh (MAu TP/HT-2012-
TKKS.l, Th6ng tu s6 05l20l2lTT-BTP ngdy 2315/2012 cia BQ Tu ph6p).

h) Phi,le phi: Kh6ng.

i) Kiit qun cira viQc thqc hiQn TTHC: GiAy khai sinh.

j) YOu ciu ho{c ttidu kiQn tl6 thqc hi$n TTHC: Kh6ng.

k) Cnn cri phip lf cfra TTHC:

- Nghi dinh sil tSSIZOOSn{D-CP ngdy 2711212005 cua Chinh phn v6 dang kf vd
qudn l;i hQ tfch.

- Neh! dinh sO OOIZOtZ,'llO-CP.ngdy 02l\2l2\l2 cua Chinh phir v6 sua OOi, UO

sung mQt si5 AiCu cria cilc nghi dinh ve ng ticn, h6n nhdn vir gia <tinh vd chimg thyc.

- Th6ng tu sli 01/2008/TT-BTP ngity 021612008 cira 86 Tu ph6p hudng din thlrc
hiqn mQt si5 quy dinh cria Nghi dinh sd 158/20054ID-CP ngdy 2711212005 cta Chinh
phri v6 ddng ky vd qu6n li h0 tich.

- Thdng tu s6 08.a/2010/TT-BTP ngity 251312010-cira Bq Tu phdp uii ban hdnh

vir hudng d6n vigc ghi ch6p, luu trfl, sri dgng s6, Ui6u m6u hQ tich.

- Th6ng fi s6 }iI}OI2/TT-BTP ngity 231512012 cria BQ Tu ph6p sria d6i, b6 sung

mQt sr5 di€u cira Th6ng tu s6 08.a/2010/TT-BTP ngiry 25 th5ng 3 nam 2010 cria BQ

Tu phrip v€ viQc ban hanh vd hudng ddn viec ghi chdp, luu trt, su dgng s6, bi€u mdu

h0 tich.

- Quy6t dinh sti 05/2009/QD-UBND ngdy 12102/2009 cria UBND tinh D6ng Nai

v€ viQc ifr" f9 pfti dang ky hQ tich tr€n dia ban tinh D6ng Nai./.
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