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2. Quy trinh chung cong chirng cic hop dong, giao dich gom cac buéc sau day:

Buérce 1: N6p hé so

Nguoi yéu cu cong chung hoan thién hd so va ndp truc tlep tai try s& Van phong Cong
chtng, tir thir hai dén thir sdu (budi sang tir 07 gior 30 phit dén 11 gior 30 phut, bubi chiéu
tir 13 giod 00 phat dén 17 gid 00 phat) va sang thi bay (tir 07 gid 30 phit dén 11 gio 30
phut).

Buéc 2: Tiép nhan va kiém tra ho so

* Trtro‘ng hop viée t1ep nhin thong qua bo phan tlep nhan ho S0 Bo phan tlep nhan
chuyén ho so cho Cong chimg vién kiém tra gidy t& trong hd so yéu cau cong ching;

* Trwong hop Cong chirng vién trwe tiép nhan: Thuc hién kiém tra gidy to trong hd so
yéu cau cong ching:

1. Truwong hop hd so yéu cau cong chirng day dia, phu hop véi quy dinh ciia
phap luat: thu Iy va ghi vao s6 cong ching;

2. Truong hop ho so yéu cau cong chung chwa day du: Cong ching Vlen gh1
phleu huéng din va yéu cau bd sung (phiéu huéng dan ghi cu the cac glay to can
bd sung, ngay thang nam hudng dan va ho tén Cong chung vién tiép nhan ho so);

3. Truwong hop ho so khong du co SO phap luat daé giai quyet Cong chung vién
giai thich r6 ly do va tur chdi tiép nhan hd so. Néu ngudi yéu cau cong chimg dé
nghi tir chdi bang vin ban, Céng ching vién bao cdo Trudng Vin phong xin y
kién va soan vin ban tir chdi.

Budce 3: Soan thdo va ky van ban

+ Trudng hop vin ban d3 duoc ngudi yéu ciu cong ching soan thao sdn: Cong chimg
vién kiém tra dy thao vin ban, néu trong du thao vin ban c6 diéu khoan vi pham phap
luat, trai dao dirc xa@ hoi, ndi dung cta van ban khéng phu hop quy dinh cua phap luat,
Cong chimg vién phai chi 16 cho nguoi yéu ciu cong ching dé sira chira. Néu ngudi yéu
cau cong chimg khong stra chita thi Cong ching vién c6 quyén tir chdi cong ching;

+ Trudng hop vin ban do Cong chimg vién soan thao theo dé nghi ctia ngudi yéu ciu
cong ching: ndi dung, ¥ dinh giao két hop dong, giao dich 1a xac thuc, khong vi pham
phép luat, khéng trai dao dirc xa hoi thi Cong ching vién soan thao hop dong, giao dich;
+ Nguoi yéu cau cong ching tu doc lai dy thao hop dong hodc Cong chimg vién doc cho
nguoi yéu cau cong ching nghe theo dé nghi cta nguoi yéu cau cong ching. Trudng hop
ngudi yéu cau cong chung co yéu cAu sira ddi, bd sung, Cong chimg vién xem xét va thuc
hién viéc sira d6i, bo sung ngay trong ngay hodc hen lai;

+ Truong hop nguoi yéu cau cong chung dong ¥ toan bo ndi dung ghi trong dy thao hop
dong, Cong ching vién huéng din ngudi yéu cau cong chimg ky vao ting trang cia hop
dong.



Budc 4: Ky chirng nhan

Cong chung vién yéu cz‘”lu, ngudi yéu cau cong ching xuit trinh ban chinh cta céac giéy to
theo quy dinh d€ doi chiéu trude khi ghi loi ching, ky vao ting trang cua hop dong va
chuyén bo phén thu phi ctia té6 chtrc hanh nghé cong ching.

Buéc 5: Tra két qua cong chirng

B¢ phan thu phi cua Van phong cong chimg hoan tat viéc thu phi, thu lao cong ching va

chi phi khac theo quy dinh, dong ddu va hoan tra lai hd so cho ngudi yéu cau cong
ching.

Cach thirc thue hién:

— Ngudi yéu cau cong ching ndp va nhan két qua giai quyét hd so tryc tiép tai tru so Vin
phong Cong ching;

— Trong trudng hop nguoi gia yéu khong thé di lai duoc, nguoi dang bi tam gifr, tam
giam, dang thi hanh &n phat tu hoac c6 ly do chinh dang khac khong thé dén try sé cua to
chirc hanh nghé cong chung, viéc cong chirng cé thé dugc thuc hién ngoai tru sé cua to
chirc hanh nghé cong ching theo don yéu cau cua ngudi cd yéu cau cong chung.

Thanh phﬁn, s0 luwgng ho so: Bao gém:

+ Phiéu yéu cau cong chimg (theo mau cua Vian phong cong chiing Pong Thanh Phd)

+ Ban sao gidy td tuy than: Ching minh nhan dan/Cin cudc cong dan/Gidy ching minh
si quan quan d6i nhan dan Viét Nam/Ching minh quén nhan chuyén nghiép, cong nhan
va vién chirc quoc phong/Ho chiéu ctia cac bén tham gia giao dich;

+ Ban sao gidy chimg nhan quyén st dung, so hitu tai san: Gidy chimg nhin quyén s
dung dat, Gidy chirng nhan quyén st dung dat quyén s& hiru nha ¢ va tai sdn khac gan
lién véi dat; dang ky xe mo td, xe mdy .....hodc ban sao giay to thay thé dugc phap luat
quy dinh;

+ Ban sao gidy to khac c6 lién quan dén hop dong giao dich ma phap luat quy dinh phai
co, nhu:

M0t trong nhitng ban sao Gidy to' chirng minh vé tinh trang tdi sin chung/riéng (trong
truwong hop la ca nhdn):

An ly hon chia tai san/an phén chia thira ké/van ban ting cho tai san..

Thoa thudn phén chia tai san chung riéng/nhap tai san riéng vao khoi tal san chung
vo chong, thoa thuan xac 1ap ché do tai san cua vo chdng;

Vin ban cam két/thoa thuan vé tai san riéng trong thoi ky hon nhan;

Gidy chimg nhan két hon/xac nhan vé quan hé hon nhan (trong trudng hop song
chung nhung chua 1am thu tuc ding ky két hon);

Gidy to xac dinh vé viéc tai san nam ngoai thoi ky hon nhan: Gidy xac nhan vé
tinh trang hon nhan (trén co s& ddi chiéu véi thoi diém tao dung tai san). ..



Mot trong nhirng Bdan sao Gid’v to vé tham quvén dai dién:

Trong trudong hop giao dich cua ngudi chua thanh nién

Ban sao khai sinh;

Trong trudng hop ngudi dai dién thuc hién giao dich: Gidy cam két vé viéc dai
dién vi loi ich cho con chua thanh nién trong cac giao dich dan sy lién quan dén tai san
cua con chua thanh nién;

Trong trudng hop ngudi chua thanh nién thue hién cac giao dich: Gidy chdp thudn
cua nguoi dai dién theo phap ludt cho nguoi chua thanh nién thuc hién, xac 1ap giao
dich dan sy theo quy dinh phap luat;

Trong truong hop dai dién theo uy quyén: Hop dong uy quyén dugc 14p ding hinh thic
quy dinh.

Trong truong hop mat/han ché nang lyc hanh vi:
An toa tuyén bé mat nang luc hanh vi/han ché nang lyc hanh vi dan su;
Vin ban thoa thuan ctr nguoi gidm ho, nguoi gidm sat giam hg, dang ky gidm ho;
Vian ban cam két vé viéc nguoi gidm ho giao dich 1ién quan dén tai san vi loi ich
cua ngudi mat ndng luc hanh vi, c6 sy dong ¥ ciia nguoi giam sat gidm ho;

Mot trong nhirng bdan sao Gid'v to’ chirng minh tw cach chu thé tham oia giao dich:

Ca nhan 1a nguoi Viét Nam cu tra trong nudce: ho khau;

C4 nhan 13 nguoi Viét Nam dinh cu ¢ nude ngoai: ¢6 cac gidy to chirng minh theo
quy dinh cta phép luat vé qudc tich nhu: Gidy to chimg minh ngudn gbc Viét Nam;
Giéy chirng nhan cé quéc tich Viét Nam, thoi quéc tich Viét Nam, dang ky cong dan,
cac gidy to ching minh dugc phép nhap canh vao Viét Nam...;

Té chirc, doanh nghiép c6 von dau tu nudc ngoai (gdm doanh nghiép 100% von
dau tu nudc ngoai, doanh nghi¢p lién doanh, doanh nghiép Viét Nam ma nha dau tu
nuoc ngoai mua co phan, sap nhap, mua lai theo quy dinh cua phap luat vé dau tu): ¢o
cac gidy to thé hién tu cach phap nhan va tham quyén quyét dinh thyc hién giao dich
theo phap luat vé doanh nghiép, phéap luat vé dau tu:

. Gidy dang ky kinh doanh/Gidy chung nhan ding ky doanh nghiép/Gidy
phép dau tu;

. Con diu cta phap nhan (dé dong diu vao vin ban cong ching theo Diéu 18
cua doanh nghié¢p);

. Bién ban hop cua Hoi déng thanh vién/Hoi déng quan tri/bBai hoi cd

déng/Ban chii nhiém hop tac x3/Pai hoi xd vién vé viéc chip thuin hop dong giao
dich hodc vin ban dong ¥ cua chi s¢ hitu doanh nghiép d6i voi giao dich khong
thudc tham quyén quyét dinh ctia nguoi dai dién theo phap luat (theo quy dinh cua
diéu 1& doanh nghiép va van ban phap luat)...;

. Diéu 1¢ ctia doanh nghiép/hop tac xa;

. B4o c4o tai chinh (trong trudng hop ching minh tham quyén cta hoi dong
quan tri, hoi déng thanh vién, ban chu nhiém Hop tac xa).



Bin_sao Gidy to chitng minh vé ning lwe hanh vi: gidy kham strc khoe/tam than...
(trong truong hop c6 nghi ngd vé nang lyc hanh vi cua bén tham gia giao két hgp dong);

Bdn sao Chirng minh nhédn din cia nguwoi lam chung/ngwoi phién dich (trong truong
hop can phai c6 ngudi lam ching/nguoi phién dich);

Ban sao mét so gid'v to khac lién quan dén viéc thwe hién quvén cua ngwoi sw dung
dit:

. Gidy to xac nhan vé nguf)n géc dat duoc giao, cho thué, nhan chuyén nhuong ma
tién st dung dat, tién thué dit, tién nhan chuyen nhuong khong c6 nguén goc tir ngan
sach nha nuéc (d6i voi truong hop bén chuyén nhuong 13 to chirc ¢6 von gdp nha
nudc);

. Gidy to vé viéc ndp tién thué dat cho ca thoi gian thué;

. Gidy to vé viéc di hoan tat nghia vu tai chinh theo quy dinh;

Bin sao gidy to khdc cé lién quan dén vin bin yéu cau chikng nhin ma phdp ludt quy
dinh phdi co;

Déi véi truong hop hop doAng dwoc nguoi yéu ciu cong chirng soan thdo san: ngodi
thanh phan néu trén thi kém theo Dw thdao hop dong. SO lugng ho so: 01 bd.

. Thoi han giai quyét ho so: Khong qua 02 ngay lam viéc ké tir khi nhan di ho so
hop 1&; doi voi hop dong, giao dich c6 nodi dung phuc tap thi thoi han cong chimg co
thé kéo dai hon nhung khong qua 10 ngay lam viéc.

. Poi twong thwe hién thii tuc hanh chinh: Ca nhan, t6 chic, ho gia dinh, t6 chirc.

Co quan giai quyét thii tuc hanh chinh:Vin phong cong ching

. Két qua thue hién thi tuc hanh chinh:Hop dong dugc cong chimg hodc van ban

tir chdi cong ching, c6 néu rd ly do.
Phi, 1€ phi:

. Phi cong chirng: Theo Thong tu s6 257/2016/TT-BTC

. Thu lao cong chirng: Do van phong cong chung ching xac dinh khong
vuot qua mirc tran thu lao cong ching dugce Uy ban nhan dan thanh phé HO Chi
Minh quy dinh tai Quyét dinh s6 08/2016/QD-UBND ngay 21/3/2016;

. Chi phi khéc: Do sy thoéa thuan gitta ngudi yéu cau cong chimg va t6 chiic
hanh nghé cong chung.



