THU TUC HANH CHINH PUQC SUA POI, BO SUNG; THU TUC HANH
CHINH BI BAI BO TRONG LINH VUC CHUNG THUC THUQC PHAM
VI QUAN LY CUA BQ TU PHAP
(Ban hanh kém theo Quyét dinh s6 1857/0P-BTP ngay 23 thang 6 ndm 2025
cua Bo truong Bo Tu phadp)

DANH MUC THU TUC HANH CHINH

Phan I

1. DANH MUC THU TUC HANH CHINH PUQC SUA POI, BO SUNG

ST | S6hdso | Tén thii tuc hanh Tén VBQPPL quy dinh | Linh vue | Co quan

T TTHC chinh ndi dung sira doi, bé sung thuce hién

A. Thu tuc hanh chinh ap dung chung

1 [2.000908 |Céip ban sao tir s6 | Piéu chinh k¥ thuat dé dam | Chimg Cac co
gbe bao chinh xéc, day du theo | thuc quan, to

quy dinh cua phap luét hién chuc l1ap
hanh. s6 gbc

2 |2.000815 | Chung thuc ban sao | Piéu chinh k¥ thuat dé dam | Ching | Uy  ban
tir ban chinh gidy t0, | bao chinh xac, diy du theo | thuc nhan dan
van ban do co quan, | quy dinh cua phéap luat hién cip x4
t0 chic c6 tham hanh. Té chtire
quyén cua  Viét hanh
Nam; co quan, ‘té nghé
chtc ¢6 tham quyén cong
cua nu’('fg ngoai; co chimg;
quan, t6‘ chuc c¢o6 Co quan
tham quyén cta Viét dai dién
Nam lién két véi co
quan, to chiic co
thim quyén cua
nudec ngoai cap hodc
chung nhan

3 [2.000884 |Chimg thyc chit kY | Didu chinh k¥ thuat d& dam | Ching | Uy  ban
trong céac gidy t0, van | bao chinh xac, diy du theo | thuc nhhan dan
ban (ap dung cho ci | quy dinh cua phép luat hién cap  xa;
truong hop chung | hanh. To chuc
thue diém chi va hanh
truong hop nguoi yéu nghé
cau chimg thuc cong
khong ky, khong chung;
diém chi duoc) Co quan

dai dién

B. Thi tuc hanh chinh thwe hién tai co quan dai dién
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1. Chimg thuc chit ky Diéu chinh k¥ thuat dé dam
nguoi dich ma bao Chil’lh xac, d’ﬁy du theo ,
2.000988 | ngudi dich 1a vien | 9% dinh cta phap luat hién | Chung Cq quan
, o hanh. thuc dai dién
chitc ngoai giao,
vién chire 1anh sy
2. |12.000975 | Ching thuc chit ky inléu Clrlinh kif thlgélt dé dam | Chung Cq Quan
ngudi  dich ma bao chlnh {(ac, C?ay d}l th?O thuc dai dién
nguoi dich khong | 9% dinh cua phap luat hién
o1y a . | hanh.
phai la vién chuc
ngoai giao, Vvién
chure 1anh su
C. Thii tuc hanh chinh cap xi
1 [2.001035 | Chung thuc hop | Diéu chinh k¥ thuat dé dam | Chtng | Uy  ban
ddng, giao dich lién | bao chinh x4c, ddy du theo | thuc nhan dan
quan dén tai san 1a | quy dinh cua phép luat hién cap x4
dong san, quyén sir | hanh.
dung dt, nha ¢
2 |2.001019 | Ching thuc di chiic | Piéu chinh k¥ thuat dé dam | Chimg | Uy  ban
bao chinh xac, day du theo | thyuc nhan dan
quy dinh cta phép luat hién cap x4
hanh.
3 |2.001016 | Chung thuc vin ban | Diéu chinh ky thuat ¢é dam | Chung | Uy  ban
tir chdi nhan di san | bao chinh xac, diy du theo | thuc nhan dan
quy dinh cta phép luat hién cap x4
hanh.
4 |2.001406 | Chung thyc vin ban | Diéu chinh k¥ thuat d¢ dam | Chung | Uy  ban
thoa thuan phan chia | bao chinh xac, diy du theo | thuc nhan dan
di san ma di san 1a | quy dinh cia phap luat hién cap x4
dong san, quyén sir | hanh.
dung dét, nha &
5 |2.001009 | Chimng thyuc vin ban | Diéu chinh ky thuat dé dam | Ching | Uy  ban
khai nhan di san ma | bao chinh xac, diy du theo | thuc nhan dan
di san 1a dong san, | quy dinh cua phap luat hién cap x4
quyén st dung dat, | hanh.
nha ¢
6 [2.000913 | Chung thuc viéc stra | Nghi dinh s6 120/2025/NP- | Chimg | Uy  ban
d6i, bd sung, hiy bo | CP ctia Chinh phu ngay | thuc nhan dan
hop dong, giao dich | 11/6/2025 quy dinh vé phan cap x

dinh thAm quyén cua chinh
quyén dia phuong 02 cap
trong linh vuc quan ly nha
nudc cia BO Tu phap




7 |2.000927 | Sira 16i sai s6t trong | Nghi dinh s6 120/2025/ND- | Chimg | Uy  ban
hop dong, giao dich | CP cua Chinh phu_ngay | thuc nhan dan
11/6/2025 quy dinh vé phan cap xa
dinh thAm quyén cua chinh
quyén dia phuong 02 cép
trong linh vuc quan ly nha
nudc cua BO Tu phéap
8 |2.000942 |Cip ban sao c6 | Nghidinhsd 120/2025/ND- | Chimg | Uy  ban
chung thyc tu ban | CP cta Chinh phu ngay | thuc nhan dan
chinh hop dodng, | 11/6/2025 quy dinh vé phan cap xa
giao dich dd duoc | dinh thAm quyén cua chinh
chirng thyc quyén dia phuong 02 cap
trong linh vuc quan ly nha
nudce cia Bo Tu phap
9. . ~ 1 | Nghi dinh s6 120/2025/Nb- Uy ban
Chimg thue chir kY| -5 1" Chinh phit ngay nhan dan
nguoi  dich ma : A ona Ao
nguoi dich 1a cong 1_1/6/20;25 quy iimhqve pl,lan Chitng cap xa
2.000992 o A < | dinh thAim quyén cia chinh
tac vién dich thuat A 4 : | thuc
cia Uy ban nhdn quyen fha phu:()’ng 02, cap
dén cdp xd trorrlg hvnh VUC quan 1y nha
nudce cia Bo Tu phap
10. |2.001008 | Chung thuc chir ky | Thong tw sb 08/2025/TT- | Chémg | Uy ban
nguoi dich ma | BTP ngay 12/6/2025 quy | thuc nhan dan
nguoi dich khong | dinh vé phan dinh tham cap x4
phai 13 cong tac vién | quyén cua chinh quyén dia
dich thuit cua Uy | phuong 02 cdp va phan cip
ban nhdan déan cdp | trong linh vuc quan 1y nha
Xa nudc cia Bo Tu phap
2. DANH MUC THU TUC HANH CHIiNH BI BAI BO
STT | S6hdso | Tén thii tuchanh | Tén VBQPPL quy dinh | Linh | Co quan
TTHC chinh viéc bai b6 TTHC vuc | thwe hién
Thi tuc hanh chinh cip huyén
1 |2.001044 | Ching thuc  hop | Nghi dinh s6 120/2025/ND- |Ching | Phong Tu
dong, giao dich lién | CP ctoa Chinh phu ngay |thuc phép
quan dén tai san la | 11/6/2025 quy dinh vé phan
dong san dinh thAm quyén cta chinh
quyén dia phuong 02 cap
trong linh vuc quan ly nha
nude cua B Tu phap
2 12.001050 | Ching thyc van ban | Nghij dinh s6 120/2025/ND- |Chimg | Phong Tu
thoa thuan phan chia | CP cua Chinh phu_ngay |thuc phap
di san ma di san 1a | 11/6/2025 quy dinh vé phan
dong san dinh thdm quyén cta chinh
quyén dia phuong 02 cip
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trong linh vuc quan ly nha
nudc cua BO Tu phap

2.001052 | Ching thuc van ban | Nghi dinh s6 120/2025/ND- [Chimmg | Phong Tu
khai nhén di san ma | CP cua Chinh phu ngay [thuc phap

di san la dong san 11/6/2025 quy dinh vé phan
dinh thdm quyén cta chinh
quyén dia phuong 02 cap
trong linh vuc quan ly nha
nudc cua BO Tu phap

Phéan II
NOI DUNG CU THE CUA TUNG THU TUC HANH CHIiNH

A. Thu tuc hanh chinh ap dung chung
1. Thii tuc cip ban sao tir sd gbc
- Trinh ty thuc hién:

+ Nguoi yéu cau cap ban sao tur s6 gbc phai xuat trinh cac glay to phuc vy
cho yéu cau cap ban sao tu s6 gbc. Trudng hop nguoi yéu cau cip ban sao tu sO
gbc giri qua buu dién thi phai gti kém theo ban sao c6 chung thuc gidy to theo
quy dinh.

+ Co quan, t6 chtrc can ctr vao s6 goc dé cap ban sao cho nguoi yéu cau;
ndi dung ban sao phai ghi theo dung ndi dung da ghi trong s6 goc.

+ Trong truong hop khong tim thay so gbc hoic trong s6 gbc khong co
thong tin v€ nd1 dung yéu cau cap ban sao thi co quan, t6 chtc dang luu gitr s6
gbc co trach nhiém tra 161 bang vian ban cho ngudi yéu cau.

+ Nguoi yéu cau cap ban sao tir s6 goc nhan két qua tai noi1 nop hd so hodc
qua buu dién (n€u ndp qua buu dién).

- Cach thire thue hién: Nop ho so truc tiép tai co quan, t6 chirc luu so goc
hoac gtri yéu cau qua buu dién.

- Thanh phén, s lwong hd so:

+ Truong hop ndp truc tiép thi xuat trinh ban chinh hodc ban sao c6 ching
thue Gidy chimg minh nhan dan/The can cudc cong dan/The can cufoc/G1ay ching
nhan can cudc/Ho chiéu/gidy to xuit nhap canh/gidy to c6 gia tri di lai qudc té con
gia tri sir dung hodc Can cudce dién tur.

+ Truong hop ngudi yéu ciu cip ban sao tir s gdc gui qua buu dién thi
phai giri kém theo ban sao co ching thuc Gidy ching minh nhan dan/Thé cin
cudc cong dan/Thé can cudc/Gidy chimg nhén can cudc/H chiéu/gidy to xuat
nhap canh/gidy to co gid tri di lai qudc té con gié tri st dung, phong bi dan tem
ghi 13 ho tén, dia chi ngudi nhan cho co quan, t6 chirc cip ban sao.
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+ Truong hop ngudi yéu cau 1a nguoi dai dién theo phap luat, ngudi dai
dién theo Gy quyén cta ca nhén, té chic duoc cip ban chinh; cha, me, con; vo,
chdng; anh, chi, em rudt; nguoi thura ké khac cua nguoi duoc cap ban chinh trong
truong hop nguoi d6 da chét thi phai xuat trinh gidy to' ching minh quan hé voi
nguoi dugce cap ban chinh.

- Thoi han gidi quyét: Thoi han thyc hién yéu cau chimg thuc 1a ngay
trong ngay co quan, t6 chirc tiép nhan yéu cau hoic trong ngay lam viée tlep theo
néu tiép nhan yéu cau sau 15 gio. Trudng hop tra két qua trong ngay lam viéc tiép
theo hodc phai keo dai thoi gian theo thoa thuén thi nguoi tiép nhan ho so phai co
phiéu hen ghi rd thoi gian (gi0, ngay) tra két qua cho ngudi yéu cau chig thuec.

- P6i twong thue hién thii tuc hanh chinh: C4 nhan, to chic.

- Co quan thyc hién thi tuc hanh chinh: Co quan, t6 chtic 1ap s6 gbc.

- Két qua thwe hién thii tuc hanh chinh: Bén sao dugc cap tir s6 goc.

- Phi: Khéng.

- Tén miu don, miu t& khai: Khong.

- Yéu cau, diéu kién thyc hién thii tuc hanh chinh: Phai c6 so6 goc.

- Can cu phap ly cia tha tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cap ban
sao tir ban chinh, chung thuc chir ky va chimg thyc hop dong, giao dich.

+ Nghj dinh s6 07/2025/ND-CP ngay 09/01/2025 ciia Chinh phu sira doi, bo
sung mot s6 diéu ctuia cac Nghi dinh trong linh vuc ho tich, quoc tich, ching thuc.

2. Thu tuc chu’ng thwe ban sao tir ban chlnh glay to, van ban do co quan,
t6 chirc c6 thAm quyen & Viét Nam; co quan, t6 chirc c6 thAm quyén cia nwoc
ngoai; co’ quan, t0 chitc ¢6 thAm quyen ciia Viét Nam lién két véi co' quan, to
chirc c6 thAm quyén ciia nwée ngoai cap hodc chimg nhéin

- Trinh ty thyc hién:

+ Nguoi yéu cau chtng thyc phai xuat trinh ban chinh gidy to, van ban lam
co s& dé ching thuc ban sao va ban sao can ching thuec.

+ Truong hop nguoi yéu cau ching thyc chi xuat trinh ban chinh thi co
quan, td chtrc tién hanh chup tir ban chinh dé thuc hién chimg thuc, trir truong hop
co quan, to chuc khong c6 phuong tién dé chup.

+ Nguoi thuc hién chimg thuc kiém tra ban chinh, ddi chiéu véi ban sao,
néu ndi dung ban sao dung véi ban chinh, ban chinh gidy to, van ban khong thude
cac truong hop ban chinh gidy to, van ban khong dugc dung lam co s dé chung
thuc ban sao thi thuc hién chung thuc nhu sau:

* Ghi dy du 16i ching chimg thyc ban sao tir ban chinh theo mau quy dinh;

* Ky, ghi r0 ho tén, dong dau cua co quan, td chirc thuc hién chung thuc va
ghi vao s6 ching thuec.
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Dbi v6i ban sao c6 tir 02 (hai) trang trd 18n thi ghi 101 ching vao trang cubi,
néu ban sao co tir 02 (hai) to trd 1én thi phai dong dau giédp lai.

MBJi ban sao duoc chimg thyc tir mot ban chinh gidy to, van ban hoic nhiéu
ban sao dugc chung thuc tir mot ban chinh giay to, van ban trong cung mot thoi
diém dugc ghi mot s6 chung thuc.

+ Ngudi yéu cau ching thue nhan két qua tai noi ndp ho so.
- Cach thire thye hién: Nop ho so tryc tiép.

- Thanh phin, s lwong hd so: Ban chinh gidy to, van ban 1am co so dé
chtng thyc ban sao va ban sao can ching thuc. Trudng hop ngudi yéu ciu ching
thuc chi xuét trinh ban chinh thi co quan, td chirc tién hanh chup tir ban chinh dé
thue hién chung thyc, trir trudng hop co quan, to chirc khong c6 phuong tién dé
chup. Ban sao, chup tir ban chinh dé thuc hién chimg thuc phai c6 diy du cac
trang da ghi thong tin cua ban chinh.

- Thoi han giai quyét:

Thoi han thyc hién yéu cau ching thuc phai dugc bao dam ngay trong
ngay co quan, to chtrc tiép nhan yéu cau hodc trong ngay lam viéc tiép theo, néu
tiép nhan yéu cau sau 15 gid. Doi véi truong hop cung mot lac yéu cau chung
thuc ban sao tir nhiéu loai ban chinh gidy to, van ban; ban chinh c6 nhiéu trang;
yéu cau so lugng nhiéu ban sao; ndi dung gidy td, vin ban phirc tap kho kiém tra,
d6i chiéu ma co quan, to chtrc thuc hién ching thuc khong thé dap tmg dugc thoi
han néu trén thi thoi han ching thuc dugce keo dai thém khong qua 02 (hai) ngay
1am viéc hodc c6 thé dai hon theo thoéa thuin bang vin ban v6i nguoi yéu céu
chtng thyc. Trudng hop tra két qua trong ngay lam viéc tiép theo hodc phai kéo
dai thoi gian theo quy dinh thi nguoi tiép nhan ho so phai c6 phiéu hen ghi 16 thoi
gian (gi0, ngay) tra két qua cho ngudi yéu cau ching thyc.

- P6i twong thue hién thii tuc hanh chinh: Ca nhan, t6 chirc

- Co quan thyc hién tha tuc hanh chinh: Uy ban nhan dan cp xa; T
chtrc hanh nghé cong chung; Co quan dai dién.

- Két qua thure hién thii tuc hanh chinh: Ban sao duoc chimg thuc tir ban chinh.
- Phi:
+ Tai Uy ban nhan dan cap xa, T6 chtc hanh nghé cong chung: 2.000

déng/trang; tu trang thtr 3 tro 1én thu 1.000 dong/trang, t6i da thu khong qua
200.000 dong/ban. Trang la can ctr d€ thu phi dugc tinh theo trang cia ban chinh;

+ Tai co quan dai dién: 10 USD/ban.

- Tén mau don, miu to khai: Khong

- Yéu ciu, diéu kién thuc hién thi tuc hanh chinh: Ban chinh gidy to,
van ban can chung thuc.

Ban chinh gidy to, van ban khéng dugc dung lam co s& dé chimg thuc ban
Sao:
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+ Ban chinh bi téy x0a, stra chira, thém, bt nd1 dung khong hop 1€.

+ Ban chinh bi hu hong, cii nat, khong xac dinh dugc ndi dung.

+ Ban chinh dong dau mat cua co quan, t6 chirc c¢6 tham quyén hoic khong
dong dau mat nhung ghi 16 khong dugc sao chup.

+ Bén chinh cc} noi d}mg trai phap luat, dao duc xa hoi; tuyén truyén, kich
dong chién tranh, chong ché do xa hoi chu nghia Vi¢t Nam; xuyén tac liqch sUr cua
dan tdc Vi‘ét Nam; xtc pham danh du, nhan pham, uy tin ctia ca nhan, t6 chtc; vi
pham quyeén céng dan.

+ Ban chinh do co quan, to chiic c6 tham quyén ciia nudc ngodi cip, cong
ching hodc ching nhén chua duge hop phap hoa lanh su theo quy dinh tai Khoan
1 Diéu 20 Nghi dinh s6 23/2015/ND-CP, trir h¢ chiu, thé can cudc, thé thuong
tra, theé cu tra, gidy phep lai xe, bang tot nghiép, chimg chi va bang diém kém theo
bang tot nghiép, ching chi.

+ Gidy to, van ban do ca nhan tu 1ap nhung khong c6 xac nhan va dong dau
clia co quan, tO chirc c6 thim quyén.

- Can cwr phap ly cua tha tuc hanh chinh:

+ Nghj dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cip ban
sao tir ban chinh, chung thuc chit ky va chimg thuc hop dong, giao dich;

+ Nghi dinh s0 07/2025/ND-CP ngay 09/01/2025 ciia Chinh phi stra doi, bo
sung mot s diéu cuia cac Nghi dinh trong linh vuc ho tich, qudc tich, chiing thyc;

+ Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua Bo truong B Tu phap
quy dinh chi tiét va huéng din thi hanh mét so dleu cua Nghi dinh s6
23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cip ban sao tir ban chinh,
chirng thuc chir ky va chung thuc hop dong, giao dich;

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai
chinh quy dinh muc thu, ché d6 thu, ndp, quan 1y va st dung phi chiing thyc;

+ Théng tu sb 264/2016/TT-BTC ngay 14/11/2016 cua Bo truong Bo Tai
chinh quy dinh muc thu, ché dg, thu, ndp, quan 1y va str dung phi, 1¢ phi trong linh
vuc ngoai giao ap dung tai cac co quan dai dién Viét Nam & nude ngoai;

+ Théng tu sb 257/2016/TT-BTC ngay 11/11/2016 cua B truong Bo Tai
chinh quy dinh muc thu, ché d6 thu, nop, quan ly, sir dung phi céng chimg; phi

chung thuc; phi thim dinh tiéu chuan, diéu kién hanh nghe cong chung; phi tham
dinh diéu kién hoat dong van phong cong chimg; 18 phi cip thé cong ching vién.

3. Tha tuc chirng thyc chir ky trong cac gidy to, vin ban (ap dung cho
ca tru’O'ng hop chirng thue diém chi va trweong hgp nguoi yéu ciu chirng thuc
khong thé ky, khong thé diém chi dwoc)

- Trinh ty thuc hién:

+ Nguoi yéu cau chung thue chir ky/diém chi/khong thé ky, khong thé diém
chi dugc phai xuét trinh céc gidy to phuc vu viée ching thyuc chit ky.
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+ Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng Viét
thi phai c6 nguodi phién dich. Ngudi phién dich phai 1a nguodi cé nang lyc hanh vi
dan sy day du theo quy dinh cua phap luat, théng thao tiéng Viét va ngdn ngit ma
ngudi yéu cau chung thue sit dung. Nguoi phién dich do ngudi yéu cau ching
thuc moi hoac do co quan thuc hién ching thuc chi dinh. Thu lao phién dich do
ngudi yéu cau chimg thuc tra.

+ Nguoi thue hién chimg thuc (hodc ngu’(n tiép nhéan hd so trong truong
hop tlep nhan tai BS phdn Mot cira) kiém tra gidy to yéu cau ching thue, néu thy
du gidy to theo quy dinh, tai thoi diém chtng thuc, ngudi yéu cau chimg thuc
minh man, nhan thic va lam chui dugc hanh vi cia minh va viéc chung thyc
khong thudc cac trudng hop khong dugc chimg thuc chit ky thi yéu cau nguoi yéu
cau chimg thyc ky/diém chi trude mat va thye hién chimg thue nhu sau:

* Ghi day du 10i chung ching thyc chir ky theo mau quy dinh phia duéi chir
ky duoc chimg thyc hoac trang lién sau cta trang gidy td, van ban co chir ky duoc
chtng thuc; néu ho so tiép nhan tai B6 phdn Mot cira thi ngudi tiép nhan ho so ky
vao dudi 10i chimg theo mau quy dinh va chuyén hé so cho nguoi thuc hién ching
thuc.

* Nguoi thuc hién ching thuc ky, ghi 0 ho tén, dong dau cua co quan, to
chtrc thuc hién chung thuc va ghi vao s6 ching thuec.

Do voi gidly to, van ban ¢6 tir 02 (hai) to tr¢ 1én thi phai dong dau gidp lai.
Truong hop o1 chimg duoc ghi tai to lién sau cua trang c6 chir ky thi phai dong dau
giap lai gitra giay to, van ban ching thyc chir ky va trang ghi 101 chimg.

- Cach thire thwe hién: Nop ho so truc tiép tai Uy ban nhan dan cip xa, To
chtrc hanh nghé cong chimg, Co quan dai dién hodc ngoai tru s¢ cua co quan thuc
hién chung thyc néu ngudi yéu cau chung thuc thudc dién gia yéu, khong thé di
lai dugc, dang bi tam gift, tam giam, thi hanh 4n phat tu hodc c¢6 1y do chinh dang
khéc.

- Thanh phan ho so:
Nguoi yéu cau chimg thuc phai xuét trinh cac gidy to sau:

+ Ban chinh hodc ban sao c6 ching thuc Gidy chimg minh nhan dan/The can
cudc cong dan/The can cu:orc/Glay ching nhéan can cudc/HO chiéu/gidy to xuat nhap
canh/gidy to c6 gia tri di lai qudc té con gia tri sir dung hodc Can cude dién tir.

+ Gidy to, vin ban ma minh s¢ yéu cau chimg thyc chtr ky. Truong hop
chung thuc chir ky trong glay to, van ban bang tiéng nudc ngoai, néu nguoi thyuc
hién chimg thyc khong hiéu rd nodi dung cua gidy to, van ban thi 6 quyén yéu cau
ngudi yéu cau chimg thuc ndp kem theo ban dich ra tiéng Viét noi dung cua gidy
t, vin ban d6 (ban dich khong can coéng chung hodc ching thuc chir ky ngudi
dich, nguoi yéu cau chirng thuc phai chiu trach nhiém vé ndi dung cta ban dich).

+ Ngudi yéu cau ching thue nhan két qua tai noi ndp hd so.

- Thoi han thwe hién yéu ciu ching thuwe: Thoi han thyc hién yéu cau
ching thuc 1a ngay trong ngay co quan, t6 chirc ti€ép nhan yéu cau hoac trong ngay
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lam viéc tiép theo néu tiép nhan yéu cu sau 15 gid. Truong hop tra két qua trong
ngay lam viéc tiép theo hodc phai keo dai thoi gian theo thoa thuan thi ngudi tiép
nhén h6 so phai c6 phiéu hen ghi 13 thoi gian (gi0, ngay) tra két qua cho ngudi
yéu cau chung thuec.

- P6i twong thue hién thii tuc hanh chinh: C4 nhan.

- Co quan thyc hién thi tuc hanh chinh: Uy ban nhan déan cap x4, To
chtrc hanh nghé cong ching, Co quan dai dién.

- Két qua thyc hién thu tuc hanh chinh: Gidy tO, van ban dugc ching
thuc chir ky/diém chi.

- Phi:

+ Tai Uy ban nhan dan cdp xi, T6 chtc hanh nghe cong ching: 10.000
d6ng/truong hop (truong hop duoc tinh 1a mot hodc nhiéu chir ky trong mot gidy
to, van ban).

+ Tai co quan dai dién: 10 USD/ban.

- Tén miu don, miu to khai: Khong.

- Yéu cau, diéu kién thyc hién thii tuc hanh chinh:

Truong hop khong dugce chung thuc chit ky:

+ Tai thoi diém chimg thyc, nguoi yéu cau ching thuc chir ky khong nhan
thirc va lam chu dugc hanh vi cua minh.

+ Nguoi yéu cau chimg thuc chit ky xudt trinh Gidy chtirng minh nhan dan
hoac Ho chi€u khong con gié tri sir dung hoac gia mao.

+ Gidy t0, van ban ma ngudi yéu cau ching thuc ky vao c6 noi dung quy
dinh tai Khoan 4 Diéu 22 cta Nghi dinh s 23/2015/ND-CP.

+ Gidy to, van ban co ndi dung la hop dong, glao dich; trir Gidy ty quyen
trong cac truong hop Gidy uy quyén: (1) iy quyén vé viéc ndp ho, nhan ho ho 50,
gidy to, trir truong hop phap luat quy dinh khong dugc uy quyén; (2) Gy quyén
nhén h¢ lvong huu, buu pham tro cap, phu cap; (3) uy quyén nh¢ trong nom nha
ctra; (4) Gy quyén cua thanh vién ho gia dinh dé vay von tai Ngan hang chinh sach
xa ho1; hodc trur truong hop phap luat c6 quy dinh khac.

- Can cur phap ly cia tha tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phii vé cap ban
sao tir ban chinh, chung thyc chit ky va chung thyc hop dong, giao dich;

+ Nghi dinh s0 07/2025/ND-CP ngay 09/01/2025 ciia Chinh phi stra doi, bo
sung mdt s6 di€u cua cac Nghi dinh trong Iinh vuc ho tich, qudc tich, chung thuc;

+ Thong tu:rsé 01/2020/TT-BTP ngay 03/3/2020 cua B truéng Bo Tu phap
quy dinh chi tiét va huéng dan thi hanh mét s6 di€u cua Nghi dinh s6
23/2015/ND-CP ngay 16/02/2015 ctua Chinh phu vé cap ban sao tu ban chinh,
ching thuc chir ky va chung thuc hop dong, giao dich;
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+ Thong tu sb 226/2016/TT-BTC ngay 11/11/2016 cta B truong Bo Tai
chinh quy dinh muc thu, ché d6 thu, ndp, quan 1y va str dung phi ching thuc;

+ Théng tu sb 264/2016/TT-BTC ngay 14/11/2016 cua B truong Bo Tai
chinh quy dinh muc thu, ché do, thu, ndp, quan 1y va str dung phi, I¢ phi trong linh
vuc ngoai giao ap dung tai cac co quan dai dién Vi¢t Nam ¢ nudc ngoai;

+ Thong tu sd 257/2016/TT-BTC ngay 11/11/2016 caa Bo truong Bo Tai
chinh quy dinh muc thu, ché d6 thu, ndp, quan 1y, sit dung phi céng ching; phi
chtng thyc; phi thim dinh tiéu chuan, diéu kién hanh nghé cong chimg; phi thAm
dinh diéu kién hoat dong van phong cong chung; 18 phi cip thé cong chimg vién.

B. Thi tuc hanh chinh thwe hién tai Co' quan dai dién

1. Tha tuc chirng thue chir ky ngwoi dich la vién chirc ngoai giao, vién
chirc lanh sw

- Trinh ty thuc hién:

+ Vién chuc ngoai giao, vién chirc lanh sy phai cam doan vé vi¢c da dich
chinh xac ndi dung giay to, van ban;

+ Ky, ghi 15 ho tén, dong ddu ctia co quan dai dién va ghi vao so chimg
thuec.

Pbi voi ban dich gidy to, van ban c¢6 tir 02 (hai) trang trd 1én thi ghi 1o cam
doan vao trang cudi, néu gidy to, van ban co tur 02 (hai) to trd 1€n thi phai dong
dau giap lai.

+ Ngudi yéu cau ching thue nhan két qua tai noi ndp hd so.

- Cach thire thye hién: Nop hd so truc tiép tai Co quan dai dién.

- Thanh phan hd so: Ban dich dinh kém gidy to, vin ban can dich.

- Thoi han thwe hién: Thoi han thyc hién yéu cau chung thuc 1a ngay trong
ngay co quan, to chtic tiép nhan yéu cau hoic trong ngay lam viéc tiép theo néu
tiép nhan yéu cau sau 15 gid. Truong hop tra két qua trong ngay lam viéc tiép
theo hodc phai kéo dai thoi gian theo thoa thuan thi ngudi tiép nhan ho so phai ¢6
phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho nguoi yéu ciu chung thyec.

- Pdi twong thwe hién thi tuc hanh chinh: Ca nhan.
- Co quan thue hién thu tuc hanh chinh: Co quan dai dién.

- Két qua thuc hién thi tuc hanh chinh: Gidy to, vin ban dugc ching
thuc chir ky nguoi dich.

- Phi: 10 USD/ban

- Tén miu don, miu to khai: Khong

- Yéu céu, diéu kién thyc hién thi tuc hanh chinh (néu cé):

Gidy to, van ban khong duoc dich dé chimg thyc chit ky ngudi dich:

+ Giéy td, van ban da bi téy x0a, sua chira; thém, bat ndi dung khong hop

~

1€.
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+ Giéy to, van ban bi hu héng, cii nat khong xac dinh dugc ndi dung.

+ Giay to, van ban dong ddu mat cua co quan, to chic c6 thim quyén hoic
khong dong dau mat nhung ghi 16 khong dugc dich.

, + Giéy to, van ban c¢6 ndi dung quy dinh tai Khoan 4 Diéu 22 cla Nghi dinh
s0 23/2015/NDb-CP .

+ Gidy to, van ban do co quan, to chirc c6 thAm quyén ctia nudc ngoai cap,
cong chimg hodc ching nhén chua duge hop phap hoa lanh su theo quy dinh tai
Khoan 1 Diéu 20 cua Nghi diph SO 23/2015/N‘D-CP’ ; trir ho chiéu, thé can cudc,
thé thuong tra, the cu tra, gidy phep lai xe, bang tot nghiép, chung chi va bang
diém keém theo bang tot nghiép, chimg chi.

- Can ctr phap ly cia tha tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cap ban
sao tir ban chinh, chung thuc chit ky va ching thuc hop dong, giao dich;

+ Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua B¢ truong Bo Tu phap
quy dinh chi tiét va hudng dan thi hanh mot so dleu cua Nghi dinh s6

23/2015/ND-CP ngay 16/02/2015 ctua Chinh phu vé cip ban sao tir ban chinh,
chirng thuc chir ky va chung thuc hop dong, giao dich;

+ Thong tu sO 264/2016/TT-BTC ngay 14/11/2016 ctia Bo Tai chinh quy
dinh muc thu, ché do, thu, np, quan 1y va st dung phi, I¢ phi trong linh vyc ngoai
giao ap dung tai cac co quan dai dién Viét Nam ¢ nudc ngoai.

2. Thu tuc chirng thuce chir ky ngwoi dich khong phai vién chirc ngoai
giao, vién chirc l1anh sy

- Trinh ty thyc hién:

+ Nguoi yéu cau chimg thyc chir ky nguoi dich phai xuét trinh cac gidy to
phuc vu viéc ching thuc chir ky nguoi dich.

+ Nguoi thuc hién chimg thuc kiém tra gidy to do nguoi yéu cau chimg
thue xudt trinh, néu thiy du glay to theo quy dinh va gidy td, vin ban duogc dich
khong thudc cac truong hop giay to, van ban khong duge dich dé chung thuc chir

ky nguoi dich thi yéu cau nguoi yéu cau chimg thuc ky trude mit va thyc hién
chirng thuc nhu sau:

* Ghi day du 101 chimg chung thuc chit ky nguoi dich theo mau quy dinh;

* Ky, ghi 0 ho tén, dong diu cta co quan, td chirc thue hién ching thuc va
ghi vao so chirng thuc.

Pbi voi ban dich gidy t0, van ban c6 tir 02 (hai) trang trd 1én thi ghi 1oi _chimg
vao trang cudi, néu gidy to, vin ban c6 tir 02 (hai) to trd 1én thi phai dong dau giap
lai.

+ Ngudi yéu cau ching thyc nhan két qua tai noi nop ho so.
- Cach thire thwe hién: Nop hd so truc tiép tai Co quan dai dién.

- Thanh phén ho so:
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* Ban chinh hodc ban sao c6 chimg thyc Gidy ching minh nhan dan/The can
cude cong dan/Theé can cude/Gidy ching nhan can cudc/HO chiéu/gidy to xuat nhap
canh/giay to co6 gia tri di lai quoc té con gid tri sir dung hoac Can cudc dién tu.

* Ban chinh hodc ban sao tu scx), gbc, ban sao ¢co ching thuc bang cir nhan
(dai hoc) ngoai ngir tr¢ 1én vé thir tieng nudc ngoai can dich hodc c6 bang tot
nghiép dai hoc trd 1€n doi voi thir ti€ng nudce ngoai can dich; trir truong hop dich
nhitng ngén ngir khong phd bién ma nguoi dich khéng co bang cir nhan ngoai
ngtr, bang tot nghiép dai hoc nhung thong thao ngoén ngir can dich.

* Ban dich dinh kém gidy to, van ban can dich.

- Thoi han thwe hién yéu ciu ching thye: Thoi han thyc hién yéu cau
ching thuc la ngay trong ngay co quan, t6 chtre tiép nhan yéu cau hodc trong ngay
lam viéc tlep theo néu tiép nhan yéu ciu sau 15 glo Truong hop tra két qua trong
ngay lam viéc tiép theo hodc phai kéo dai thoi gian theo thoa thuan thi ngudi tiép
nhan ho so phai c6 phiéu hen ghi 16 thoi gian (gio, ngdy) tra két qua cho ngudi
yéu cau chung thuec.

- P6i twong thwe hién thi tuc hanh chinh: C4 nhan.

- Co quan thyc hién thi tuc hanh chinh: Co quan dai di¢n.

- Két qua thwc hién thi tuc hanh chinh: Gidy to, van ban duoc chimng
thuc chir ky nguoi dich.

- Phi: 10 USD/ban.

- Tén miu don, miu to khai: Khong.

- Yéu cau, diéu kién thuwe hién thi tuc hanh chinh (néu cé):

Giéy to, van ban khong duoc dich dé ching thuc chir ky nguoi dich:

+ Giéy td, van ban da bi t'fly x0a, stra chira; thém, bat ndi dung khong hop 1€.

+ Giéy t0, van ban bi hu héng, cii nat khong xac dinh dugc ndi dung.

+ Giay to, van ban dong ddu mat cua co quan, to chic c6 thim quyén hoic
khong dong dau mat nhung ghi ré khong dugc dich.

+ Gidy to, van ban c6 ndi dung quy dinh tai Khoan 4 Diéu 22 ciia Nghj dinh s6
23/2015/Nb-CP.

+ Gidy to, van ban do co quan, to chirc c6 thAm quyén ctia nudc ngoai cap,
cong chung hodc chimg nhén chua duge hop phap hoa lanh sy theo quy dinh tai
Khoan 1 bicu 20 ctia Nghi dgnh SO 23/2015/I\{B—CF3, trir ho chiéu, thé can cudc,
the thuong trd, the cu trd, giay phep lai xe, bang tot nghi¢p, chung chi va bang
diém kem theo bang tot nghi¢p, chiing chi.

- Can cur phap ly cia tha tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé& cap ban
sao tur ban chinh, chimg thyc chit ky va chimg thuc hop dong, giao dich;

+ Nghj dinh s6 07/2025/ND-CP ngay 09/01/2025 ciia Chinh phu sira doi, bo
sung mot s6 diéu cua cac Nghi dinh trong linh vuc ho tich, quoc tich, ching thuc;
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+ Théng tu s6 01/2020/TT-BTP ngay 03/3/2020 ctia B trudng Bo Tu phap
quy dinh chi tiét va hudng dan thi hanh mot sé diéu cua Nghi dinh sb
23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cap ban sao tir ban chinh,
chtng thue chit ky va ching thuc hop dong, giao dich;

+ Théng tu sb 264/2()16/TT-BTC ngay 14/11/2016 cua Bo trudéng Bo Tai
chinh quy dinh muc thu, ché dg, thu, ndp, quan Iy va st dung phi, 1€ phi trong linh
vuc ngoai giao ap dung tai cac co quan dai dién Viét Nam & nude ngoai.

C. Thii tuc hanh chinh cép xa

1. Tha tuc ching thue hop ddng, giao dich lién quan dén tai san la dong
san, quyen sir dung dat va nha &

- Trinh ty thuc hién:

+ Nguoi yéu cau chimg thuc xuat trinh ban chinh hodc ban sao c¢6 chimng
thuc Gidy chimg minh nhan dan/The can cude cong dan/The can cude/ Gléy ching
nhan can cudc/Ho chiéu/gidy to xuat nhap canh/gidy to c6 gia tri di lai quoc té con
gia tri st dung hodc Cin cudc dién tir va nop 01 (mot) bd hd so yéu cau ching
thuc.

+ Nguoi thye hién ching thuc (hodc nguoi tlep nhan hd so trong truong hop
tiép nhén ho so tai B phdn Mot cira) kiém tra gidy to trong hé so yéu cau ching
thuc, néu day du, tai thoi diém ching thuc cic bén tham gia hop dong, giao dich
tu nguyén, minh m?m va nhan thirc, lam chu duoc hanh vi cua minh thi thuc hién
chung thuec.

+ Cac bén tham gia hop dong, giao dich phai ky trudc mat nguoi thuc hién
chung thyc, néu hop dong, giao dich c6 tir 02 (hai) trang tr¢ 1én thi phai ky vao
tung trang. Truong hop ngudi yeu cau chimg thue ndp hd so tai BJ phan Mot cua
thi cac bén tham gia hop dong, giao dich phai ky truéc mat nguoi tiép nhan ho so.
Truong hop ngudi c¢6 tham quyén giao két hop ddng cua cac to chirc tin dung,
doanh nghiép di dang ky chit ky miu tai co quan thyc hién chimg thuc thi c6 thé ky
trudc vao hop dong; nguoi thyce hién chimg thyce (hodc ngudi tiép nhan hod s0 tai Bo
phdn Mét cira) phai doi chleu chit ky cta ho trong hop dong véi chit ky miu trude
khi thyc hién chimg thyc, néu nghi ngd chit ky trong hop dong khac véi chir ky
mau thi yéu cau nguoi d6 ky trudc mat.

+ Trudng hop ngudi yéu cau ching thuc khong ky duogc thi phai diém chi;
néu ngudi d6 khong doc duoc, khong nghe dugc, khong ky, khong diém chi duoc
thi phai c6 02 (hai) nguoi lam chimg. Nguoi lam chimg phai c6 du nang luc hanh
vi dan su va khong co quyén, loi ich hodc nghia vy lién quan dén hop dong, giao
dich. Nguoi lam chimg do ngudi yéu cau ching thuc bd tri. Truong hop ngudi
yéu cau ching thyc khong bo tri dugc thi dé nghi co quan thyc hién chimg thuc
chi dinh nguoi lam ching.

+ Nguoi thyc hién chimg thyc (hoac nguoi tlep nhan hd so) ghi 10 ching
tuong Umg voi tung loai hop dong, giao dich theo mau quy dinh. Truong hop tiép
nhan ho so tai Bé phdn Mt cira thi ngudi tiép nhan hd so ky vao timg trang ctia hop
d6ng, giao dich va ky vao dudi 161 chimg theo mau quy dinh.
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_ Nguoi thue hién chung thyc ky vao timg trang cta hop ddng, giao dich (néu
ho so khong duoc tiép nhan qua Bg phan Mot cura), ky, ghi 16 ho tén, dong dau cua
co quan thyc hién ching thuc va ghi vao s6 ching thyec.

Pbi v0i hop ddng, giao dich c6 tir 02 (hai) trang tr¢ 1€n, thi timg trang phai
dugc danh sb thir tu, ¢6 chir ky cua nguoi yéu cau chimg thuc va ngu’m thuc hién
chtng thuc; sé luong trang va 1i chimg duoc ghi tai trang cudi cua hop dong,
giao dich. Truong hop hop dong, giao dich c6 tir 02 (hai) td tré 1én thi phai dong
dau giap lai.

+ Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng Viét
thi phai ¢6 nguoi phién dich. Nguoi phién dich phai 1a nguoi 6 nang lyc hanh vi
dan sy day du theo quy dinh cua phap luat, thong thao tiéng Viét va ngén nglr ma
nguoi yéu cau chung thuc sit dung. Nguoi phién dich do ngudi yéu cau ching
thue moi hodc do co quan thyc hién chimg thuc chi dinh. Thu lao phién dich do
ngudi yéu cau chimg thuc tra. Ngudi phién dich 6 trach nhiém dich day du, chinh
x4c noi dung cta hop dong, giao dich, ndi dung 1oi chimg cho ngudi yéu cau
chtng thuc va ky vao timg trang hop dong vai tu cach 1a ngudi phién dich.

- Cach thire thwe hién: Nop ho so truc tiép tai Uy ban nhéan dan cap x4.
Vige chumg thyce cac hop dong, giao dich lién quan dén quyen cua nguoi su dung
dat dugc thyuc hién tai Uy ban nhan dan cdp xa noi c6 dat. Viéc ching thuc cac
hop dong, giao dich lién quan dén nha & duogc thuc hién tai Uy ban nhan dan cap
x4 noi co nha.

- Thanh phan, s6 lweng ho so:

Nguoi yéu cau chtng thuc nop 01 (mot) bd hd so yéu cau chung thue, gdm
cac giady to sau day:

+ Dy thao hop dong, giao dich;

+ Ban sao gidy chimg nhan quyen s& hitu, quyén st dung hodc ban sao gidy
to thay thé duoc phap luat quy dinh d6i véi tai san ma phéap luat quy dinh phai
dang ky quyén s& hiru, quyén su dung trong truong hop hop dong, giao dich lién
quan dén tai san d6 (xuét trinh kém theo ban chinh dé d6i chiéu).

- Thoi han giai quyet

Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhén du hé so yéu cau chung
thue hodc co thé kéo dai hon theo thoa thuan bang van ban voi nguoi yéu cau
chimg thyc. Truong hop kéo dai thoi han giai quyét thi ngudi tiép nhan ho so phai
c6 phiéu hen ghi rd thoi gian (gid, ngdy) tra két qua cho nguoi yéu cau ching thuec.

- P6i twong thue hién thii tuc hanh chinh: Ca nhan, to chic.

- Co quan thuce hién thi tuc hanh chinh: Uy ban nhan dan cip xa.

- Két qua thye hién thii tuc hanh chinh: Hop dong, giao dich dugc chig thuc.
- Phi: 50.000 dong/hop dong, giao dich.

- Tén miu don, miu to khai: Khong.

- Yéu céu, diéu kién thuc hién thi tuc hanh chinh: /
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- Can cu phap ly cia tha tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phii vé cap ban
sao tur ban chinh, chimg thuc chit ky va chimg thyc hop dong, giao dich;

+ Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 ciia Chinh phi stra doi, bo
sung mdt s6 di€u cua cac Nghi dinh trong Iinh vuc ho tich, qudc tich, chung thuc;

+ Thong tw s6 01/2020/TT-BTP ngay 03/3/2020 cua B truong BO Tu phap
quy dinh chi tiét va hudng dan thi hanh mot so dleu cua Nghi dinh s6
23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cap ban sao tir ban chinh,
chtng thue chit ky va ching thuc hop dong, giao dich;

+ Thong tu sb 226/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai
chinh quy dinh muc thu, ché do thu, ndp, quan 1y va str dung phi chiing thuec.

2. Thu tuc chung thue di chuc
- Trinh ty thuc hién:

+ Nguoi yeu cau ching thyc xuat trinh ban chinh hodc ban sao c6 chimg
thue Gidy ching minh nhan dan/The can cudc cong dan/Thé can cude/ Glay ching
nhén can cudce/Ho chiéu/gidy to xuat nhap canh/gidy to c¢6 gid tri di lai quoc té con
gia tri st dung hoac Can cude dién tir va ndp 01 (mot) bo hd so yéu cau chung
thuec.

+ Nguoi thue hién ching thue (hodc nguoi tlep nhan ho so trong truong
hop tiép nhan ho so tai B phdn Mot cira) kiém tra gidy to trong hd so yéu cau
chtng thuc, néu day du, tai thoi diém chung thue nguoi 14p di chic ty nguyén,
minh man va nhan thirc, 1am chi dugc hanh vi ctia minh thi thuc hién ching
thuc.

+ Nguoi 1ap di chic phai ky trude mit ngudi thuce hién ching thuc, néu di
chuc c6 tir 02 (hai) trang tr¢ 1én thi phai ky vao timg trang. Truong hop nguoi yéu
cau ching thyc nop ho so tai B phdn Mgt cira thi phai ky trude mat ngudi tiép
nhén hd so.

+ Trudng hop ngudi yéu cau ching thuc khong ky dugc thi phai diém chi;
néu nguoi d6 khong doc dugc, khong nghe duoc, khong ky, khong diém chi duoc
thi phai c6 02 (hai) nguoi lam ching. Nguoi lam ching phai c6 du nang lyc hanh
vi dan su va khong co quyen lot ich hodc nghia vu lién quan dén giao dich. Nguoi
lam ching do nguoi yéu cau chung thuc bb tri. Trudng hop ngudi yéu cau chimg
thuc khong bd tri duoc thi dé nghi co quan thuc hién chung thuc chi dinh nguoi
lam chung.

+ Nguoi thuc hién ching thyc (hoac nguoi tiép nhan ho so) ghi 10i ching
theo mau quy dinh. Truong hop tiép nhan ho so tai Bé phdn Mét cira thi nguoi
tiép nhan ho so ky vao ting trang cta di chuc va ky vao duéi 16i chimg theo mau
quy dinh.

Nguoi thuc hién chung thuc ky vao ting trang cta di chic (néu hd so
khong dugc tiép nhan qua BJ phdn Mot cira), ky, ghi rd ho tén, dong dau cia co
quan thyuc hién chtmg thuc va ghi vao s6 ching thuc.
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Déi v6i di chuc ¢o tir 02 (hai) trang tr¢ I€n, thi timg trang phai dugce danh so
thur tu, ¢6 chit ky cua nguoi yéu cau chimg thuc va nguoi thyce hién chung thyc; sO
lugng trang va 101 chimg duogc ghi tai trang cudi cua di chiic. Trudng hop di chuc
co tur 02 (hai) to tré 1€n thi phai dong dau giép lai.

+ Trong trudng hop ngudi yéu cau ching thyc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi phién dich phai la nguoi c6 nang lyc hanh vi
dan sy day du theo quy dinh cua phap luét, thong thao tiéng Viét va ngdn nglr ma
nguoi yéu cau chung thue st dung. Nguoi phién dich do ngudi yéu ciu ching
thuc moi hqéc do co quan thyc hi¢n chung thuc chi dinh. Thu lao phién dich do
nguoi yéu cau chimg thue tra.Nguoi phién dich co6 trach nhiém dich day du, chinh
xac ndi dung cua di chic, ndi dung 161 chiing cho nguoi yéu cau ching thuc va ky
vao ting trang di chtic véi tu cach 1a ngudi phién dich.

- Cach thire thure hién: Nop ho so tryc tiép tai Uy ban nhan dan cip xa.

- Thanh phén, s6 lwong hd so:

Nguoi yéu cau chtng thuc nop 01 (mot) bd hd so yéu cau chung thue, gdm
cac gidy to sau day:

+ Du thao di chdc;

+ Ban sao gidy chimg nhan quyén s& hitu, quyén st dung hodc ban sao gidy
to thay thé duoc phap luat quy dinh d6i voi tai san ma phap luat quy dinh _phai
dang ky quyén s& hiru, quyén st dung trong truong hop di chic lién ‘quan dén tai
san do; tru truong hop nguoi 1ap di chuc dang bi cai chét de doa dén tinh mang
(xuat trinh kem theo ban chinh dé doéi chiéu).

- Thoi han giai quyét:

Khoéng qua 02 (hat) ngay lam viéc, ké tur ngay nhan du hd so yéu cau ching
thuc hoic co thé kéo dai hon theo thoa thuin bang van ban voi nguoi yéu cau
chung thue. Truong hop keo dai thot han giai quyét thi nguoi tiép nhan hé so phai
c6 phi€u hen ghi ro thoi gian (g10, ngay) tra két qua cho nguoi yéu cau ching thuec.

- Pdi twong thure hién thii tuc hanh chinh: C4 nhan, to chirc.

- Co quan thyc hién thi tuc hanh chinh: Uy ban nhan dan cip xa.

- Két qua thuc hién thi tuc hanh chinh: Di chic duoc ching thyc.

- Phi: 50.000 dong/di chiic.

- Tén miu don, miu to khai: Khong.

- Yéu céu, diéu kién thuc hién thi tuc hanh chinh: /

- Can cu phap ly cua thu tuc hanh chinh:

+ Nghi dinh s0 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cip ban
sao tir ban chinh, chung thuc chit ky va chimg thuc hop dong, giao dich;

+ Nghi dinh s0 07/2025/ND-CP ngay 09/01/2025 ctia Chinh phi stra doi, bo
sung mot s6 di€u cua cac Nghi dinh trong linh vuc ho tich, quoc tich, ching thuc;
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+ Théng tu s6 01/2020/TT-BTP ngay 03/3/2020 ctia B trudng Bo Tu phap
quy dinh chi tiét va hudng dan thi hanh mot s diéu cua Nghi dinh s6
23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cdp ban sao tir ban chinh,
chtng thue chit ky va ching thuc hop dong, giao dich;

+ Thong tu sb 226/2016/TT-BTC ngay 11/11/2016 cua B truong Bo Tai
chinh quy dinh mirc thu, ché d¢ thu, ndp, quan ly va str dung phi chiing thuc.

3. Thit tuc chirng thwe vin bén tir chdi nhén di san
- Trinh ty thuc hién:

+ Ngudi yéu cau chung thuc xuat trinh ban chinh hodc ban sao ¢ chimg
thuc Gidy ching minh nhan dan/The can cude cong dan/The can cude/ Giéy ching
nhan can cudc/Ho chiéu/gidy to xuit nhap canh/gidy to c6 gia tri di lai quoc té con
gia tri st dung hodc Cin cudc dién tir va nop 01 (mot) bd hd so yéu cau ching
thuc.

+ Nguoi thyc hién ching thuce (hodc nguoi tlep nhan hd so trong truong hop
tiép nhén ho so tai B phdn Mgt cira) kiém tra gidy to trong hd so yéu cau ching
thuc, néu day du, tai thoi diém chung thuc nguoi tir chdi nhan di san ty nguyén,
minh man va nhan thirc, 1am cht dugce hanh vi ciia minh thi thuc hién chirng thuc

+ Nguot tur chdi nhan di san ky truéc mit nguoi thue hién ching thuc, néu
van ban tur ch01 c6 tu 02 (hai) trang tr¢ 1én thi phai ky vao timg trang. Trudng hop
nguoi yéu cau ching thuc nop hd so tai B phdn Mét cira thi phai ky trude mit
ngudi tiép nhan hd so.

+ Trudng hop ngudi yéu cau ching thuc khong ky dugc thi phai diém chi;
néu ngudi d6 khong doc duoc, khong nghe dugc, khong ky, khong diém chi duoc
thi phai c6 02 (hai) nguoi lam chimg. Nguoi lam chimg phai ¢6 du nang lyc hanh
vi dan sy va khong co quyen lot ich hodc nghia vu lién quan dén giao dich. Nguoi
lam ching do nguoi yéu cau chung thuc b tri. Trudng hop ngudi yéu cau ching
thuc khong bd tri duoc thi dé nghi co quan thuc hién ching thuc chi dinh nguot
lam ching.

+ Nguoi thuc hién ching thuc (hodc ngudi tiép nhan ho so) ghi 161 ching
theo mau quy dinh. Trudng hop tiép nhin ho so tai B6 phdn Mét cira thi ngudi
tiép nhan ho so ky vao ting trang ctia van ban tir chdi va ky vao dudi 1oi ching
theo mau quy dinh.

Nguoi thue hién chung thuc ky vao timg trang cta van ban tir chdi (néu hd
so khong dugc tiép nhan qua Bg phdn Mgt cira), ky, ghi 1d ho tén, dong dau cia
co quan thuc hién ching thue va ghi vao sé chung thyc.

£)01 v6i vin ban tir chdi 6 tir 02 (hai) trang tr¢ Ien, thi tung trang phai duoc
danh so thir tu, c6 chir ky cua nguoi yéu cau ching thue va nguoi thue hién chimg
thue; sb luong trang va 101 ching duoc ghi tai trang cudi ctia vin ban tir chdi nhan
di san. Truong hop van ban tir chdi nhan di san c¢é tir 02 (hai) to tro 1én thi phai
dong dau giap lai.
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+ Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng Viét
thi phai co6 nguoi phién dich. Nguoi phién dich phai la nguoi c6 nang lyc hanh vi
dan sy day du theo quy dinh cta phap luat, thong thao tiéng Vit va ngon nglr ma
nguoi yéu cau ching thuc st dung. Ngudi phién dich do ngudi yéu cau chung
thuc moi hqéc do co quan thyc hi¢n chung thuc chi dinh. Thu lao p}}ién dich do
nguoi yéu cau ching thue tra. Nguoi phién dich c6 trach nhiém dich day du, chinh
xac ndi dung cua van ban tir choi nhan di san, ndi dung 161 ching cho nguoi yéu
cau chirg thuc va ky vao ting trang van ban tir choi nhan di san véi tu cach 1a
nguoi phién dich.

- Cach thire thye hién: Nop ho so tryuc tiép tai Uy ban nhan dan cép xa.

- Thanh phén, s lwong hd so:

Nguoi yéu cau chtng thuc nop 01 (mot) bd hd so yéu cau chung thue, gdm
cac gidy to sau day:

+ Dy thdo vin ban tir chbi nhan di san;

+ Ban sao gidy chirng nhan quyéq s& hitu, quyén st dung hodc ban sao gidy
to thay thé duoc phap luat quy dinh do6i voi tai san ma phap luat quy dinh phai

dang ky quyén s& hiru, quyén su dung trong truong hop hop dong, giao dich lién
quan dén tai san d6 (xuét trinh kém theo ban chinh dé d6i chiéu).

- Thoi han giai quyet°

Khong qua 02 (hat) ngay lam viéc, ké tur ngay nhan du hd so yéu cau chung
thuc hodc co thé kéo dai hon theo thoa thuan bang van ban voi nguoi yéu cau
chung thuc. Truong hop keo dai thot han giai quyét thi nguoi tiép nhén ho so phai
c6 phi€u hen ghi ro thoi gian (gi0, ngay) tra két qua cho nguoi yéu cau ching thuec.

- P6i twong thue hién thii tuc hanh chinh: Ca nhan, to chic.

- Co quan thue hién thi tuc hanh chinh: Uy ban nhan dan cip xa.

- Két qua thwe hién thi tuc hanh chinh: Vin ban tir chdi nhan di san
dugc chung thyc.

- Phi: 50.000 dong/van ban.

- Tén miu don, miu to khai: Khong.

- Yéu céu, diéu kién thuc hién thi tuc hanh chinh: /

- Can cu phap ly cua thua tuc hanh chinh:

+ Nghj dinh s0 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cip ban
sao tir ban chinh, chung thuc chit ky va chimg thuc hop dong, giao dich;

+ Nghi dinh s0 07/2025/ND-CP ngay 09/01/2025 cuia Chinh phi stra doi, bo
sung mot s6 diéu cuia cac Nghi dinh trong linh vuc ho tich, qudc tich, chiig thuc;

+ Thong tu sb 226/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai
chinh quy dinh mirc thu, ché dg thu, ndp, quan 1y va str dung phi chiing thuc.

4. Thu tuc chirng thuc van ban théa thuan phan chia di san ma di sdn
la dong san, quyén sir dung dat, nha &
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- Trinh ty thuc hién:

+ Ngudi yéu cau chung thuc xuat trinh ban chinh hodc ban sao ¢ chimg
thue Gidy ching minh nhan dan/Thé cin cude cong dan/Thé cin cude/Gidy ching
nhén cin cudc/Ho chiéu/gidy to xuit nhap canh/gidy to c6 gia tri di lai qudc té con
gia tri st dung hodac Can cudc dién tir va nop 01 (mot) bo hd so yéu cau chung
thuc.

+ Nguoi thye hién ching thyce (hodc nguoi tlep nhan hd so trong truong hop
tiép nhan ho so tai Bg phdn Mot cira) kiém tra gidy to trong hé so yéu cau chimng
thuc, néu day du, tai thoi diém chung thuc cac bén tham gia thda thuan phan chia di
san tu nguyén, minh man va nhan thirc, 1am chii dugc hanh vi cia minh thi thyc hién
chiing thuec.

+ Cac bén tham gia thoa thuan phan chia di san phai ky trudec mat nguoi
thuc hién chig thyc, néu vian ban théa thuan phan chia di san c6 tir 02 (hai) trang
tré 1én thi phai ky vao timg trang. Truong hop nguoi yéu cau ching thuc nop hod
so tal Bo phdn Mot cua thi cac bén théa thuan phan chia di san phai ky trudc mat
nguoi tiép nhan ho so.

+ Trudng hop ngudi yéu cau ching thuc khong ky duogc thi phai diém chi;
néu ngudi d6 khong doc duoc, khong nghe duoc, khong ky, khong diém chi dugc
thi phai c6 02 (hai) nguoi lam chimg. Nguoi lam chung phai ¢6 du nang luc hanh
vi dan sy va khong co quyen lot ich hoac nghia vu lién quan dén giao dich. Nguoi
lam chimg do nguoi yéu cau chung thyc bb tri. Trudng hop nguoi yéu cau chimg
thuc khong b tri duoc thi dé nghi co quan thuc hién ching thuc chi dinh nguoi
lam chirng.

+ Nguoi thyc hién chimg thuc (hodc nguoi tiép nhan hd so) ghi 161 ching
theo mau quy dinh. Trudng hop tiép nhan ho so tai B6 phdn Mét cira thi ngudi
tiép nhan hod so ky vao timg trang cta vin ban thoa thuin phan chia di san va ky
vao dudi 11 chimg theo mau quy dinh.

Nguoti thyc hién chung thyuc ky vao timg trang cua van ban thoa thuan phan
chia di san (neu hé so khong duoc tiép nhan qua Bg phdn Mot cita), ky, ghi 1o ho
tén, dong ddu cua co quan thuc hién chimg thuc va ghi vao s6 chtng thuc.

Pbi v6i van ban thoa thuan phan chia di san co tir 02 (hai) trang tré 1én, thi
ting trang phai dugc danh sb tha ty; sd luong trang va 11 chimg dugc ghi tai
trang cudi ctia van ban thoa thuan phan chia di san. Truong hop vin ban thoa
thuan phan chia di san c6 tir 02 (hai) to tr¢ 1én thi phai dong dau giap lai.

+ Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng Viét
thi phai ¢6 nguoi phién dich. Nguoi phién dich phai 1a nguoi 6 nang lyc hanh vi
dan sy day du theo quy dinh cua phap luét, thong thao tiéng Viét va ngon ngir ma
ngudi yéu cau chung thue sit dung. Nguoi phién dich do ngudi yéu cau ching
thuc mo1 hodc do co quan thyc hi¢n chirng thuc chi dinh. Thu lao phién dich do
nguoi yéu cau ching thuc tra. Ngudi phién dich c¢6 trach nhiém dich day du, chinh
xac ndi dung cuia vin ban thoa thuan ndi dung 16i chimg cho ngudi yéu cau chimg
thuc va ky vao tung trang van ban thoéa thuan véi tu cach 1a ngudi phién dich.
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- Cach thire thyee hién: Nop hd so truc tiép tai Uy ban nhan dan cép x4.

- Thanh phén, s6 lwong hd so:

Nguoi yéu cau chtng thuc nop 01 (mot) bd hd so yéu cau chung thuc, gdm
cac gidy to sau day:

+ Dy thdo van ban thoa thuin phan chia di san;

+ Ban sao gidy chimg nhan quyen s& hitu, quyén sir dung hodc ban sao gidy
t& thay thé duoc phap luat quy dinh dbi voi tai san ma phap luat quy dinh phai
dang ky quyén s& hiru, quyeén su dung trong truong hop hop dong, giao dich lién
quan dén tai san d6 (xuét trinh kém theo ban chinh dé d6i chiéu).

- Thoi han giai quyét:

Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan du hd so yéu cau chimg
thuc hodc co thé kéo dai hon theo thoa thuan bang van ban voi nguoi yéu cau
ching thyc. Truong hop kéo dai thoi han giai quyét thi nguoi tiép nhén ho so phai
c6 phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chimg thuc.

- Pdi twong thue hién thii tuc hanh chinh: C4 nhan, t6 chic.

- Co quan thye hién thi tuc hanh chinh: Uy ban nhan dan cip xa.

- Két qua thyc hién thii tuc hanh chinh: Vin ban thoa thuan phan chia di
san dugc ching thyec.

- Phi: 50.000 dong/vin ban.

- Tén miu don, miu to khai: Khong.

- Yéu céu, diéu kién thuc hién thi tuc hanh chinh: /

- Can cwr phap ly cua tha tuc hanh chinh:

+ Nghi dinh s0 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cip ban
sao tur ban chinh, chung thuc chit ky va chimg thuc hop dong, giao dich;

+ Nghi dinh s0 07/2025/ND-CP ngay 09/01/2025 ciia Chinh phi stra doi, bo
sung mot s diéu cua cac Nghi dinh trong linh vuc ho tich, quoc tich, chung thuc;

+ Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua Bo truong B Tu phap
quy dinh chi tiét va huéng dan thi hanh mot so dleu cua Nghi dinh sb
23/2015/ND-CP ngay 16/02/2015 ctua Chinh phu vé cip ban sao tir ban chinh,
ching thuc chit ky va chung thyc hop dong, giao dich;

+ Thong tu sb 226/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai
chinh quy dinh muc thu, ché do thu, ndp, quan 1y va str dung phi chiing thuec.

_ 5. Thu tuc chirng thyc van ban khai nhin di san ma di san la dong san,
quyeén stra dung dat, nha ¢

- Trinh ty thyc hién:

+ Nguoi yéu cau ching thyc xudt trinh ban chinh hodc ban sao c6 chimg

thuc Gidy chimg minh nhan dan/Thé can cude cong dan/Thé can cudc/ Glay ching
nhan can cudc/Ho chiéu/gidy to xuit nhap canh/gidy to c6 gia tri di lai quéc té con
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gia tri st dung hodc Cin cude dién tr va ndp 01 (mdt) bd hd so yéu ciu ching
thue.

+ Nguoi thuc hién ching thuc (hodc nguoi tlep nhan hd so trong truong hop
tiép nhén hé so tai Bg phdn Mot cua) kiém tra gidy to trong hd so yéu cau ching
thuc, néu day du, tai thoi diém chung thuc cac bén tham gia van ban khai nhéan di san
t nguyén, minh man va nhan thic, lam chi duoc hanh vi cia minh thi tiép nhan hd
s0, thuc hién chimg thuec.

+ Nguoi khai nhan di san phai ky trude mit ngudi thuc hién chimg thuc, néu
van ban khai nhan di san c6 tir hai trang tr¢ [én thi phai ky vao timg trang. Truong
hop nguoi yéu cau chimg thuc nop hé so tai B phdn Mot cira thi ngudi khai nhan
di san phai ky trudc mat ngudi tiép nhan ho so.

+ Trudng hop ngudi yéu cau ching thuc khong ky duogc thi phai diém chi;
néu nguoi d6 khong doc dugc, khong nghe duge, khong ky, khong diém chi duoc
thi phai c6 02 (hai) nguoi lam chimg. Nguoi lam chimg phai ¢6 du nang lyc hanh
vi dan sy va khong co quyen lot ich hodc nghia vu lién quan dén giao dich. Nguoi
lam ching do nguoi yéu cau chung thuc b tri. Truong hop ngudi yéu cau ching
thue khong bb tri duoc thi dé nghi co quan thuc hién chtng thyc chi dinh ngudi
lam chung.

+ Nguoi thyc hién ching thyc (hoac nguoi tiép nhan hd so) ghi 1oi ching
theo mau quy dinh. Truong hop tiép nhan ho so tai Bé phdn Mot cira thi ngudi
tiép nhan hd so ky vao ting trang cua vin ban khai nhan di san va ky vao dudi 10
chimg theo mau quy dinh.

Nguoi thuc hién chimg thuc ky vao ting trang cia van ban khai nhan di san
(néu ho so khong duoc ti€p nhan qua Bo phdn Mot cua), ky, ghi 10 ho tén, dong dau
cta co quan thyc hién chimg thyc va ghi vao s6 chiing thuc.

Péi vOi van ban khai nhén c6 tur 02 (hai) trang tro 1én, thi tung trang phai
dugc danh sb thir tu, co chir ky cua nguoi yéu cau chtng thuc va nguoi thuc hién
chtng thyc; s6 lugng trang va 10i chimg dugc ghi tai trang cudi ctia van ban thoa
thuan. Truong hop van ban khai nhan c6 tir 02 (hai) to trd 1én thi phai dong dau
giap lai.

+ Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng Viét
thi phai c6 ngudi phién dich. Nguoi phién dich phai 1a nguoi c6 nang luc hanh vi
dan sy day du theo quy dinh cua phap luat, théng thao tiéng Viét va ngdn ngit ma
nguoi yéu cau chung thuc sir dung. Nguoi phién dich do ngudi yéu cau ching
thuc mo1 hodc do co quan thyc hi¢n chirng thuc chi dinh. Thu lao phién dich do
ngudi yéu cau chimg thyuc tra. Nguoi phién dich co trach nhiém dich day du, chinh
xac n6i dung cta van ban khai nhan di san, noi dung 10i chimg cho ngudi yéu cau
chung thuc va ky vao ting trang van ban khai nhéan vai tu cach 1a nguoi phién dich.

- Cach thire thyee hién: Nop ho so tryc tiép tai Uy ban nhan dan cip xa.
- Thanh phan, s6 lwong hd so:

Ngudi yéu cau chimg thuc ndp 01 (mdt) bd hd so yéu cau ching thuc, gdm
cac gidy to sau day:
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+ Du thao van ban khai nhan di san;

+ Ban sao gidy chimg nhan quyen so hitu, quyén sir dung hoic ban sao gidy
to thay thé duoc phap luat quy dinh d6i véi tai san ma phéap luat quy dinh phai
dang ky quyen 80 hitu, quyén sir dung trong truong hop van ban khai nhan di san
lién quan dén tai san do (xuat trinh kem theo ban chinh dé doi chiéu).

- Thoi han giai quyét:

Khoéng qua 02 (hai) ngay lam viéc, ké tur ngay nhéan du hd so yéu cau ching
thuc hodc co thé kéo dai hon theo thoa thuan bang van ban vdi nguoi yéu cau
chung thue. Truong hop keo dai thot han giai quyét thi ngudi tiép nhén hé so phai
c6 phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chimg thuc.

- P6i twong thue hién thii tuc hanh chinh: Ca nhan, to chic.

- Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cip xa.

- Két qua thuc hién thii tuc hanh chinh: Vin ban khai nhan di san duoc
chirng thuec.

- Phi: 50.000 ddng/vin ban.

- Tén méiu don, miu to khai: Khong.

- Yéu céu, diéu kién thyc hién thi tuc hanh chinh: /

- Can cu phap ly caa tha tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phii vé cap ban
sao tur ban chinh, chung thuc chit ky va chimg thuc hop dong, giao dich;

+ Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025¢ctia Chinh phii sira doi, bo
sung mdt s6 diéu cua cac Nghi dinh trong Iinh vuc ho tich, qudc tich, ching thuc;

+ Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua B truong B Tu phap
quy dinh chi tiét va hudng dan thi hanh mot so dleu cua Nghi dinh s6

23/2015/ND-CP ngay 16/02/2015 ctua Chinh phu vé cip ban sao tir ban chinh,
chung thuc chit ky va chung thyc hop dong, giao dich;

+ Thong tu sb 226/2016/TT-BTC ngay 11/11/2016 cta B truong Bo Tai
chinh quy dinh mirc thu, ché dg thu, ndp, quan 1y va str dung phi chiing thuc.

6. Thii tuc chirng thuc viée sira doi, bé sung, hity bé hop dong, giao dich
- Trinh ty thuc hién:

+ Nguoi yéu cau chimg thyc xuat trinh ban chinh hodc ban sao ¢ ching
thue Gidy chimg minh nhan dan/The can cude cong dan/The can cude/ Glay ching
nhan cin cudc/Ho chiéu/gidy to xuit nhap canh/gidy to c6 gia tri di lai quoc té con
gia tri str dung hodc Can cudc dién tir dé nguoi thuc hién ching thuc kiém tra va
nop 01 (mdt) bo hd so .

+ Viéc stra ddi, bd sung, huy bo hop ddng, giao dich di dugc ching thuc
chi duoc thuc hién khi c6 thoa thuan bang vin ban cta cic bén tham gia hop
ddng, giao dich.
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+ Viéc sta d6i, bd sung, huy bé hop déng, giao dich dugc thuc hién tai co
quan da chimg thuc hop dong, giao dich. Truong hop sura d6i, bo sung, thay thé,
hiy bo mot phan hodc toan bd di chuc thi co thé ching thuc tai bat ky co quan co
thAm quyén chimg thuc nao.

+ Nguoi thyc hién chimg thuc (hodc nguoi tlep nhan ho so trong truong
hop tiép nhan ho so tai Bé phdn Mot cira) kiém tra gidy to trong hé so yéu cau
chtng thuc, néu day du tai thoi diém chung thuc cac bén tham gla hop dong, giao
dich ty nguyén, minh man va nhan thirc, 1am chi dwoc hanh vi cia minh thi tiép
nhan hd so, thuc hién ching thuc.

+ Cac bén tham gia hop ddng, giao dich phai ky trudc mat ngudi thyuce hién
chung thuc, néu hop dong co tir 02 (hai) trang tr¢ 1€n thi phai ky vao timg trang.
Tru’ong hop nguoi yeu cau chimng thuc ndp hd so tai BS phédn Mot cua thi cac bén
tham gia hop dong, giao dich phai ky trudc mat nguoi tlep nhan hé so. Truong
hop ngudi c6 thaim quyén giao két hop dong cua céc to chuc tin dung, doanh
nghiép da dang ky chir ky mau tai co quan thuc hién chtng thuc thi c6 thé ky
trudc vao hop dong; nguoi thuc hién chimg thyc (hodc nguoi tiép nhan ho so tai
Bé phdn Mot cira) phai doi chleu chit ky cua ho trong hop dong véi chit ky mau
trude khi thye hién ching thuec, néu nghi ngd chit ky trong hop dong khac véi chi
ky mau thi yéu cau nguoi d6 ky trudc mit.

+ Trudng hop ngudi yéu cau ching thuc khong ky duogc thi phai diém chi;
néu ngudi d6 khong doc duoc, khong nghe duoc, khong ky, khong diém chi duge
thi phai c6 02 (hai) nguoi lam chimg. Nguoi lam ching phai c6 du nang luc hanh
vi dan su va khong co quyén, loi ich hodc nghia vy lién quan dén hop dong, giao
dich. Nguoi lam chimg do ngudi yéu ciu chung thuc bd tri. Truong hop nguoi
yéu cau chimg thyc khong b tri duge thi dé nghi co quan thuc hién chimg thyc
chi dinh nguoi lam ching.

+ Nguoi thuc hién chimg thyc (hoac nguoi tlep nhan hd so) ghi 1oi ching
tuong mg voi tung loai hop dong, giao dich theo mau quy dinh. Truong hop tiép
nhan ho so tai Bé phdn Mét cira thi nguoi tiép nhan hé so ky vao timng trang ctia hop
d6ng, giao dich va ky vao dudi 101 chimg theo mau quy dinh.

_ Nguoi thuc hién chung thyc ky vao tung trang cua hop dong, giao dich (néu
ho so khong dugc tiép nhan qua Bo phan Mot cira), ky, ghi ro ho tén, dong dau cua
co quan thuc hién chirng thuc va ghi vao s6 chig thyec.

Pbi v6i hop dong, giao dich c6 tir 02 (hai) trang trd 1én, thi timg trang phai
duoc danh s tht tu; sd luong trang va 101 chiing dugc ghi tai trang cudi cua hop
ddng, giao dich. Truong hop hop dong, giao dich cé tir 02 (hai) to trd 1én thi phai
dong dau giap lai.

+ Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng Viét
thi phai ¢6 nguoi phién dich. Nguoi phién dich phai 1a nguoi 6 nang lyc hanh vi
dan sy day du theo quy dinh cua phap luét, thong thao tiéng Viét va ngdn ngr ma
ngudi yéu cau chung thuc st dung. Ngudi phién dich do ngudi yéu cau chung
thuc mo1 hodac do co quan thyc hién chirg thuc chi dinh. Thu lao phién dich do
ngudi yéu cau chimg thuc tra. Nguoi phién dich c6 trach nhiém dich ddy d, chinh
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xac ndi dung cua hop ddng, giao dich, ndi dung 161 ching cho nguoi yéu cau
chung thuc va ky vao tung trang hop dong véi tu cach 1a nguodi phién dich.

+ Co quan thyc hi¢n viéc sura ddi, bod sung, thay thé, hiy bo mdt phén hoac
toan b di chuc phai thong bao bang van ban cho co quan da ching thyc truoc day
v€ ndi dung stra doi, bo sung, tha}y thé, hiy bo mét phan hoac toan bd di chuc dé
ghi cht vao S6 chiig thuc hop dong, giao dich.

+ Ngudi yéu cau ching thue nhan két qua tai noi ndp hd so.

- Cach thire thue hién: Nop hd so truc tiép tai Uy ban nhdn dén cdp xa.

- Thanh phén, s lwong hd so:

Nguoi yéu cau chtng thuc nop 01 (mot) bd hd so yéu cau chimg thue, gdbm
cac giady to sau day:

+ Hop déng, giao dich da dugc ching thuc;

+ Dy thao hop dong, giao dich sira d6i, bd sung, hity bé hop dong, giao dich
da duoc ching thuc;

+ Trong truong hop ndi dung sira d6i, b6 sung c6 lién quan dén tai san thi
nguoi yéu cau chung thyc phai ndp ban sao kem ban chinh dé ddi chiéu gidy ching
nhan quyén so hiru, quyén st dung hodc ban sao gidy to thay the dugc phap luat
quy dinh ddi voi tai san ma phap luat quy dinh pha1 dang ky quyen s& hitu, quyén
str dung, trir trudong hop nguoi lap di chiic dang bi cai chét de doa dén tinh mang.

- Thoi han giai quyé't:, Thoi han thye hién yéu cau chung thuc la ngay
trong ngay co quan, to chirc ti€p nhan yéu cau hodc trong ngay lam viéc tiép theo,
néu tiép nhan yéu cau sau 15 gio. Truong hop tra két qua trong ngay lam viéc tiép
theo thi nguoi tiép nhan h6 so phai c6 phiéu hen ghi 16 thoi gian (gio, ngay) tra
két qua cho ngudi yéu cau chimg thuc.

- Pdi twong thue hién thii tuc hanh chinh: C4 nhan, to chirc

- Co quan thyc hién thii tuc hanh chinh: Uy ban nhén dan cdp xd.

- Két qua thue hién thi tuc hanh chinh: Hop dong, giao dich duoc chimg thyuc

- Phi: 30.000 d6ng/hop dong, giao dich.

- Tén méiu don, miu to khai: Khong

- Yéu cau, diéu ki€én thuc hi¢n thu tuc hanh chinh:

Viéc stra d6i, bo sung, huy boé hop dong, giao dich di duoc chimg thuc chi
dugc thuc hién khi c6 thoa thuan bang van ban cta cc bén tham gia hop dong,
giao dich.

- Can cr phap ly cia tha tuc hanh chinh:

_ + Nghi dinh s6 120/2025/ND-CP cua Chinh phu ngay 11/6/2025 quy dinh
vé phan dinh tham quyén cua chinh quyén dia phuwong 02 cap trong linh vic quan
ly nha nuwoc cua Bo Tw phap;
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+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cap ban
sao tr ban chinh, chimg thuc chir ky va ching thuc hop dong, giao dich;

+ Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 cua Chinh phi sira doi, bo
sung mot s6 di€u cuia cac Nghi dinh trong linh vuc ho tich, quoc tich, chung thuc;

+ Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua B truong Bo Tu phap
quy dinh chi tiét va hudng dan thi hanh mot so dleu cua Nghi dinh s0

23/2015/ND-CP ngay 16/02/2015 ctua Chinh phu vé cip ban sao tir ban chinh,
chung thuc chit ky va chung thuc hgp dong, giao dich;

+ Thong tu sb 226/2016/TT-BTC ngay 11/11/2016 cua B truong Bo Tai
chinh quy dinh muc thu, ché d6 thu, ndp, quan 1y va str dung phi chiing thuec.

7. Thi tuc sira 18i sai sot trong hep dong, giao dich
- Trinh ty thuc hién:

+ Ngudi yéu cau chung thuc xuét trinh ban chinh hodc ban sao c¢6 ching
thue Gidy chimg minh nhan dan/Thé cin cude cong dan/Thé cin cude/Gidy ching
nhan can cudc/Ho chiéu/gidy to xuat nhap canh/gidy to c6 gia tri di lai qubc té con
gia tri str dung hodc Can cudce dién tir va ndp 01 (mdt) bo ho so.

+ Viéc sira 10i sai sot trong khi ghi chép, danh may, in hop dong, giao dich
da dugc ching thuc duge thuc hién theo thdéa thuan bﬁng van ban cua cac bén
tham gia hop dong, giao dich, néu khong 1am anh hudng dén quyén, nghia vu cia
cac bén va dugc thuc hién tai co quan da chimg thyc hop déng, giao dich.

+ Nguoi thuyc hién chung thuc gach chﬁp 16i sai s()t‘ can stra, dong diu cua
co quan thuc hién chimg thuc va ghi vao bén 1€ cua hop dong, giao dich ndi dung
da sura, ho tén, chir ky ctia nguoi stra, ngay thang nam sua.

+ Ngudi yéu cau ching thue nhan két qua tai noi ndp hd so.

- Céch thirc thue hién: Nop ho so truc tiép tai Uy ban nhdn dén cdp xa.

- Thanh phén, s lwong hd so:

Nguoi yéu cau chtng thuc nop 01 (mot) bd hd so yéu cau chung thue, gdm
cac gidy to sau day:

+ Vin ban thoa thuan vé viéc sira 16i sai sot trong hop dong, giao dich da
dugc ching thuc

+ Hop dong, giao dich di dugc chimg thuc;

+ Ban sao gidy chimg nhan quyen s& hitu, quyén st dung hodc ban sao gidy
to thay thé duoc phap luat quy dinh d6i v6i tai san ma phéap luat quy dinh phai

dang ky quyén s& hiru, quyén sur dung trong truong hop hop dong, giao dich lién
quan dén tai san d6 (xuét trinh ban chinh dé ddi chiéu).

- Thoi han giai quyet Thoi han thyc hién yéu cau chimg thuc Ia ngay
trong ngay co quan, t6 chirc tiép nhan yéu cau hoic ‘trong ngay lam viéc tiép theo,
néu tiép nhan yéu cau sau 15 gio. Truong hop tra két qua trong ngay lam viéc tiép
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theo thi nguoi tiép nhan hd so phai co phiéu hen ghi rd thoi gian (gid, ngay) tra
két qua cho ngudi yéu cau chung thuc.

- P6i twong thue hién thii tuc hanh chinh: C4 nhan, to chic.

- Co quan thwe hién thii tuc hanh chinh: Uy ban nhén dén cdp xa.

- Két qua thuc hién thi tuc hanh chinh: Hop dong, giao dich duoc sira

161 ky thuat.

- Phi: 25.000 dong/hop dong, giao dich.

- Tén miu don, miu t& khai: Khong.

- Yéu cu, diéu kién thue hién thii tuc hanh chinh: /

- Can cwr phap ly cua tha tuc hanh chinh:

_ + Nghi dinh 6 120/2025/ND-CP cua Chinh phu ngay 11/6/2025 quy dinh
vé phan dinh tham quyén cua chinh quyén dia phuwong 02 cap trong linh vic quan
Iy nha nuoc cua Bé Tu phap;

+ Nghi dinh s0 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cip ban
sao tu ban chinh, chirng thuc chir ky va chimg thuc hgp dong, giao dich;

+ Nghi dinh s0 07/2025/ND-CP ngay 09/01/2025 cua Chinh phi stra doi, bo
sung mot s diéu cua cac Nghi dinh trong linh vyc ho tich, quoc tich, ching thuc;

+ Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua B¢ truong Bo Tu phap
quy dinh chi tiét va huéng din thi hanh mét so dleu cua Nghi dinh s6
23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cdp ban sao tir ban chinh,
chtng thuce chit ky va ching thyc hop dong, giao dich;

+ Thong tu sb 226/2016/TT-BTC ngay 11/11/2016 cua B truong Bo Tai
chinh quy dinh muc thu, ché do thu, ndp, quan 1y va stir dung phi chiing thyec.

8. Thii tuc cap ban sao c6 chirng thwe tir ban chinh hop dong, giao dich
da dugc chung thuc

- Trinh ty thyc hién:

+ Nguoi yeu cau cép ban sao co chtng thuc tir ban chinh hop ddng, giao
dich phai xuat trinh cac gidy to theo quy dinh.

+ Nguoi thue hién chimg thuc kiém tra gidy to do ngudi yéu cau cap ban
sao c¢6 chtng thyc tir ban chinh hop dong, giao dich xuat trinh.

+ Viéc cap ban sao c6 ching thyc tir ban chinh hop dong, giao dich da duoc
chirng thuc duogc thuc hién tai co quan luu trir hgp dong, giao dich.

+ Co quan thyc hién chtng thue tién hanh chyp tir ban chinh hop dong, giao
dich dang dugc luu trit va thyc hién ching thyc nhu sau:

* Ghi day du 101 ching theo mau quy dinh;

* Ky, ghi 0 ho tén, dong diu cta co quan, td chirc thue hién ching thuc va
ghi vao s6 ching thuc.
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’ Dbi v6i ban sao c6 tir 02 (hai) trang trd 1én thi ghi 161 chimg vao trang cudi,
néu ban sao co tir 02 (hai) to trd 1én thi phai dong dau giédp lai.

MBJi ban sao duoc chimg thyc tir mot ban chinh gidy to, van ban hoic nhiéu
ban sao dugc chung thuc tir mot ban chinh gidy to, van ban trong cuing mdt thoi
diém dugc ghi mot s6 chung thuc.

- Cach thire thyee hién: Nop hd so truc tiép tai Uy ban nhdn dén cdp xd.

- Thanh phén, s6 lwgng hd so: Nguoi yéu cau chimg thuc xuét trinh ban
chinh hodc ban sao ¢6 chung thuc Giay chimg minh nhén dan/The can cudc cong

dan/Thé can cuO'c/Glay ching nhan can cude/HY chiéu/gidy to xuit nhap
canh/gidy to c6 gia trj di lai qudc té con gia trj str dung hodc Cin cudc dién tir.

- Thoi han giadi quyét: Thoi han thyc hién yéu cau chimg thuc 1a ngay
trong ngay co quan, t6 chirc tiép nhan yéu cau hodc trong ngay lam viéc tlep theo
néu tiép nhan yéu cau sau 15 gio. Truong hop tra két qua trong ngay lam viéc tiép
theo hodc phai keo dai thoi gian theo thoa thuan thi nguoi tiép nhén hé so phai co
phi€u hen ghi r6 thoi gian (g10, ngay) tra két qua cho ngudi yéu cau chirng thuec.

- Pdi twong thure hién thii tuc hanh chinh: C4 nhan, to chirc.

- Co quan thyc hién thi tuc hanh chinh: Uy ban nhén ddn cdp xa luu triv
hop dong, giao dich.

- Két qua thuwc hién thi tuc hanh chinh: Ban sao hop dong, giao dich
dugc chig thyec.

- Phi: 2.000 déng/grang; tu trang thu 3 tro 1én thu 1.000 ddng/trang, t6i da
thu khong qua 200.000 dong/ban. Trang 1a cdn cur d€ thu phi dugc tinh theo trang
cua ban chinh.

- Tén miu don, miu to khai: Khong.

- Yéu cau, diéu kién thuc hién thii tuc hanh chinh: /

- Can cur phap ly cia tha tuc hanh chinh:

_ * Nghi dinh s 120/2025/ND-CP cua Chinh phu ngay 11/6/2025 quy dinh
vé phan dinh tham quyén cua chinh quyén dia phuwong 02 cdp trong linh vuc quan
[y nha nuoc cua Bo Tu phap;

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cap ban
sao tur ban chinh, chimg thuc chit ky va chirg thyc hop dong, giao dich;

+ Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 cua Chinh phu sira doi, bo
sung mot s6 diéu cuia cac Nghi dinh trong linh vuc ho tich, qudc tich, chig thyc;

+ Thong tu:,sé 01/2020/TT-BTP ngay 03/3/2020 ctua B truong Bo Tu phap
quy dinh chi ti€t va huong dan thi hanh mét s6 diéu cua Nghi dinh s0
23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban sao tir ban chinh,
chung thuc chir ky va chung thyc hop dong, giao dich;

+ Thong tu sb 226/2016/TT-BTC ngay 11/11/2016 cua B truong Bo Tai
chinh quy dinh muc thu, ché d6 thu, ndp, quan 1y va stir dung phi chiing thuec.
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9. Chirng thye chir ky nguoi dich ma nguoi dich la cfng tac vién dich
thuat cia Uy ban nhan din cdp xa
- Trinh tu thuc hién:

+ Nguoi yéu cau chung thuc chit ky ngudi dich phai xuat trinh cac gidy to
phuc vu viéc ching thuc chir ky nguoi dich.

+ Nguoi thuc hién chimg thyc (hodc nguoi tiép nhén hd so trong truong
hop tiép nhan ho so tai Bo phdn Mot cua) kiém tra gidy to do nguoi ylu cau
chtng thuc xuat trinh, néu thay du glay td theo quy dinh va gidy to, vin ban dugc
dich khong thudc cac truong hop gidy td, van ban khong duoc dich dé ching thuc
chir ky nguoi dich thi thuc hién chimg thuc nhu sau:

* Khi thuc hién ching thuc, ngudi thuc hién ching thuc phai ddi chiéu chir
ky cua nguoi dich trén ban dich véi chit ky mau trude khi thuc hién chimg thuc;
truong hop nghi ngd chit ky trén ban dich sé véi chir ky mau thi yéu cau ngudi
dich ky trudc mat.

* Ghi day d 1oi chting chung thuc chir ky nguoi dich theo mau quy dinh;

* Kjf, ghi 0 ho tén, dong diu cua co quan, t6 chire thuc hién chting thuc va
ghi vao so chirng thuc.

Pbi v6i ban dich gidy to, van ban co6 tir 02 (hai) trang trd 1én thi ghi 10
ching vao trang cudi, néu giay to, van ban c6 tr 02 (hai) to trd 1én thi phai dong
dau giap lai.

- Cach thire thwe hién: Nop hd so truc tiép tai Uy ban nhdn ddn cdp xa.

- Thanh phan ho so: Ban dich va gidy to, van ban can dich.

- Thoi han thwe hién: Thoi han thyc hién yéu cau chimg thuc 13 ngay
trong ngay co quan, to chirc tiép nhan yéu cau hoic trong ngay 1am viéc tiép theo
néu tiép nhan yéu cau sau 15 gio. Truong hop tra két qua trong ngay lam viéc tiép
theo hodc phai kéo dai thoi gian theo thoa thuan thi ngudi tiép nhan hd so phai co
phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho nguoi yéu cau chimg thuc.

- P6i twong thwe hién thi tuc hanh chinh: C4 nhan
- Co quan thuce hién thi tuc hanh chinh: Uy ban nhén dén cdp xa.

- Két qua thyc hién thit tuc hanh chinh: Gidy to, vin ban duoc ching
thuc chit ky nguoi dich.

- Phi: 10.000 dong/trudng hop.

- Tén miu don, miu t& khai: Khong

- Yéu cau, diéu kién thuc hién thi tuc hanh chinh:

Gidy t0, van ban khong duoc dich dé chimg thuc chit ky nguoi dich:

+ Giéy to, van ban da bi téy x0a, stra chira; thém, bdt nd1 dung khong hop

- Giéy t0, van ban bi hu héng, cii nat khong xac dinh dugc ndi1 dung.
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+ Gidy to, van ban dong diu mat cua co quan, td chirc ¢6 tham quyén hodc

khong dong dau mat nhung ghi rd khong duogc dich.
ot Gidy to, van ban c6 ndi dung quy dinh tai Khoan 4 Diéu 22 cta Nghi dinh
s0 23/2015/NDb-CP .

+ Gidy to, vin ban do co quan, to chic c6 thim quyén cta nudc ngoai cap,
cong chung hodc ching nhén chua duge hop phap hoa lanh su theo quy dinh tai
Khoan 1 Diéu 20 cfla Nghi dinh s6 ‘23/2(,)15/NB—CP , trr giay ho chiéu, othé can
cude, the cu tra, gidy phép lai xe, bang tot nghiép, chung chi va bang diém kem
theo bang tot nghiép, ching chi.

- Can cur phap ly caa thia tuc hanh chinh:

+ Nghi dinh sé 120/2025/ND-CP cua Chinh phu ngay 11/6/2025 quy dinh
vé phdn dinh tham quyén cia chinh quyén dia phirong 02 cdp trong linh vie qudn
ly nha nuoc cua Bo Tu phap;

+ Nghi dinh s6 23/2015/ND-CP ngdy 16/02/2015 cta Chinh phi v& cap ban
sao tur ban chinh, ching thyc chit ky va ching thuc hop dong, giao dich;

+ Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua B6 truong Bo Tu phap
quy dinh chi tiét va hudng dan thi hanh mot so dleu cua Nghi dinh s6

23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cip ban sao tir ban chinh,
chung thuc chit ky va chung thuc hop dong, giao dich;

+ Thong tu sb 226/2016/TT-BTC ngay 11/11/2016 ctua B truong Bo Tai
chinh quy dinh muc thu, ché do thu, ndp, quan 1y va str dung phi chiing thyec.

10. Ching thyc chir ky nguwoi dich ma ngwoi dich khong phai la cong
tac vién dich thuat cia Uy ban nhdn din cap xa

- Trinh ty thuc hién:

+ Nguoi yéu cau chimg thyc chir ky nguoi dich phai xuét trinh cac gidy to
phuc vu viéc chung thye chit ky nguot dich.

+ Nguoi thue hién chimg thyc (hodc nguoi tiép nhan hd so trong truong
hop tiép nhan ho 80 tai Bo phan Mot cua) kiém tra gidy to do nguoi yéu cau
chtng thuc xudt trinh, néu thay du glay t& theo quy dinh va gidy to, vin ban dugce
dich khong thuc cac truong hop gidy to, van ban khong dugce dich dé chung thuc
chir ky nguoi dich thi yéu cau nguoi dich ky trude mat va thuc hién ching thuc
nhu sau:

* Ghi day du 101 chimg chung thuc chit ky ngudi dich theo mau quy dinh;

* Ky, ghi 0 ho tén, dong dau cta co quan, td chirc thuc hién chung thuc va
ghi vao so chirng thuc.

Péi v0i ban dich gidy t0, van ban c6 tir 02 (hai) trang trd 1én thi ghi 10 chu’ng

vao trang cudi, néu gidy to, van ban c6 tir 02 (hai) to trd 1én thi phai dong dau giap
lai.

- Cach thire thyee hién: Nop hd so truc tiép tai Uy ban nhan dan cép xa.
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- Thanh phén hé so: Nguoi yéu cau chimg thuc xudt trinh cac gidy to sau:

+ Ban chinh hodc ban sao c¢6 chimg thuc Gidy chimg minh nhén dan/Thé can
cude cong dan/The can cudc/Gidy chimg nhén can cude/Ho chiéu/gidy to xuat nhap
canh/giay to c6 gia tri di lai quoc té con gia tri st dung hoac Can cudc dién tir;

+ Ban chinh hodc ban sao tu sO géc ban sao co ching thuc bang ctr nhan
ngoai ngir tré 1én Ve thr tiéng nudc ngoai can dich hoic bang tot nghiép dai hoc
tré 1én d6i véi thr tiéng nude ngoai can dich; trir truong hop dich nhitng ngdén ngi
khong phd bién ma ngudi dich khong co bang ctr nhan ngoai ngi, bang tot nghlep
dai hoc nhung thong thao ngdn ngir can dich thi phai nfp ban cam két vé viéc
thong thao ngdn ngit d6 va chiu trach nhiém vé ndi dung ban dich;

+ Ban dich dinh kém gidy to, vin ban can dich.

- Thoi han thwe hién: Thoi han thyuc hién yéu cau chung thuc 1a ngay trong
ngay co quan, to chtic tiép nhan yéu cau hoic trong ngay lam viéc tiép theo néu
tiép nhan yéu cau sau 15 gid. Truong hop tra két qua trong ngay lam viéc tiép
theo hodc phai kéo dai thoi gian theo thoa thuan thi nguoi tiép nhan ho so phai co
phiéu hen ghi 5 thoi gian (gid, ngay) tra két qua cho ngudi yéu cau ching thuyc.

- Pdi twong thuwe hién thu tuc hanh chinh: C4 nhén.
- Co quan thuc hién thi tuc hanh chinh: Uy ban nhén ddn cdp xa.

- Két qua thyc hién thi tuc hanh chinh: Gidy to, van ban dugc ching
thuc chir ky nguoi dich.

- Phi: 10.000 dong/trudng hop.
- Tén mau don, miu to khai: Khong.
- Yéu céu, diéu kién thyc hién thi tuc hanh chinh:

* Uy ban nhan dan cp x4 chi chimg thuc chir ky nguoi dich khong phai 1a
cong tac vién khi nguoi do tu dich giay to, van ban ctia minh.

* Gidy t0, van ban khong duoc dich dé chimg thuc chit ky nguoi dich:
+ Giéy td, van ban da bi t'fly x0a, stra chira; thém, bat nd1 dung khong hop 1€.
+ Giéy t0, van ban bi hu hong, cii nat khong xac dinh dugc ndi dung.

+ Giay to, van ban dong ddu mat cua co quan, to chic c6 thim quyén hoic
khong dong dau mat nhung ghi ré khong dugc dich.
, + Giéy t0, van ban c¢6 nd1 dung quy dinh tai Khoan 4 Diéu 22 cua Nghi dinh
s0 23/2015/NDb-CP.
+ Gidy t0, van ban do co quan, to chirc c6 thAm quyén ctia nudc ngoai cap,
cong chung hodc ching nhén chua duge hop phap hoa lanh su theo quy dinh tai
Khoan 1 Piéu 20 ctia Nghi dinh so 23/2015/Nb-CP, tru glay ho chiéu, thé cin

cudc, the thuong tru, the cu tra, gidy phép lai xe, bang t6t nghiép, chimg chi va
bang diém kém theo bang tt nghiép, ching chi.

- Can cu phap ly cia tha tuc hanh chinh:
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+ Thong tu 6 08/2025/TT-BTP ngay 12/6/2025 quy dinh vé phén dinh
tham quyén ciia chinh quyén dia phwong 02 cdp va phan cdp trong linh viee quan
[y nha nuoc cua Bo Tu phdp;

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cap ban
sao tur ban chinh, chimg thuc chit ky va chimg thyc hop dong, giao dich;

+ Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 cua Chinh phi sira doi, bo
sung mot s6 diéu ctuia cac Nghi dinh trong linh vuc ho tich, quoc tich, ching thuc;

+ Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua B¢ truong Bo Tu phap
quy dinh chi tiét va hudng dan thi hanh mot so dleu cua Nghi dinh s0
23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cap ban sao tir ban chinh,
chtng thuce chit ky va ching thue hop dong, giao dich;

+ Thong tu sb 226/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai
chinh quy dinh muc thu, ché d6 thu, ndp, quan 1y va str dung phi chiing thuec.



