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PHAN I1. NQI DUNG THU TUC HANH CHINH
1. Thi tuc chimg thwe ban sao tir ban chinh gidy to, viin ban do co
quan to chirc c6 thaim quyén ciia Viét Nam cip hodc chirng nhén
- Trinh ty thuc hién:

+ Ngudi yéu cau ching thuc phai xuét trinh ban chinh gidy to, van ban
lam co s¢ dé ching thuc ban sao va ban sao can chung thuc.

+ Truong hop nguoi yéu cau ching thyuc chi xut trinh ban chinh thi co
quan, t6 chirc tlen hanh chup tir ban chinh dé thuc hién chimg thyc, trir truong
hop co quan, t6 chirc khong co phuong tién dé chup.

+ Nguo1i thuc hién chig thuc kiém tra ban chinh, d6i chiéu véi ban sao,
néu nodi dung ban sao dung véi ban chinh. Ban chinh gidy to, van ban khong
thudc cac truong hop ban chinh gidy td, van ban khong duoc dung 1am co s dé
chirng thuc ban sao thi thuc hién ching thuc nhu sau:

* Ghi day du 10i chung chimg thuc ban sao tir ban chinh theo mau quy
dinh;

* Ky, ?ghi 0 ho tén, dong dau cua co quan, td chuc thue hién chirng thuc
va ghi vao so chirng thyc.

Pbi voi ban sao co tir 02 (hai) trang trd 1én thi ghi 10i ching vao trang
cudl, néu ban sao co tir 02 (hai) to trd 1€n thi phai dong dau gidp lai.

Mdi ban sao duoc chiing thuc tor mdt ban chinh giéy to, van ban hoac
nhiéu ban sao dugc ching thuc tor mot ban chinh gidy to, van ban trong cung
mot thot diém dugc ghi mot s6 ching thuec.

+ Ngudi yéu cau chtng thuc nhan két qua tai noi ndp ho so.

- Cach thire thue hién: Nop ho so truc tiép

- Thanh phan, s6 lwong ho so' Ban chinh gidy to, vin ban lam co s& dé
ching thuc ban sao va ban sao can chung thuec. Truong hop nguoi yéu cau
chtng thyc chi xuat trinh ban chinh thi co quan, to chirc tién hanh chuyp tir ban
chinh dé thuc hién ching thuc, trir truong hop co quan, to chuc khong c6
phuong tién dé chyp. Ban sao tir ban chinh dé thuc hién chung thuc phai c6 day
du cac trang dé ghi thong tin cua ban chinh.

- Thoi han giai quyet Trong ngay co quan, t6 chirc tiép nhan yéu cau
hodc trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio. Ddi véi
truong hop cung mot Iuc yéu cau _ching thue ban sao tur nhiéu loai ban chinh
gidy to, van ban; ban chinh co nhiéu trang; yéu cau sb luong nhiéu ban sao; noi
dung gidy td, van ban phuc tap khé kiém tra, doi chiéu ma co quan, to chirc thuc
hién chung thuc khong thé dép ung dugc thoi han quy dinh néu trén thi thoi han
ching thue duge kéo dai thém khong qua 02 (hai) ngay lam viéc hodc co thé dai
hon theo théa thuan bang van ban voi nguoi yéu cau ching thyc. Truong hop tra
két qua trong ngay lam viéc tiép theo hodc phai kéo dai thoi gian theo quy dinh
thi ngudi tiép nhan ho so phai co phiéu hen ghi 1 thoi gian (gio, ngay) tra két
qua cho ngudi yéu cau chimg thuc.
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- Pdi twong thure hién thii tuc hanh chinh: Ca nhan, t6 chirc

- Co quan thwe hién thit tuc hanh chinh: T6 chic hanh nghé cong
chung.

- Két qua thwe hién thi tuc hanh chinh: Ban sao dugc ching thuc tir
ban chinh

- Phi: 2.000 déng/trgtng; tur trang thir 3 tro 1én thu 1.000 ddng/trang, ti da
thu khong quéa 200.000 dong/ban. Trang 1a can ctr dé thu phi dugc tinh theo
trang ctia ban chinh.

- Tén miu don, miu to khai: Khong
- Yéu cau, dieu kién thyc hién thi tuc hanh chinh: Ban chinh giay to,
van ban can ching thuc.

Ban chinh gidy to, van ban khong duoc ding lam co sd dé chung thuc ban
Sao.

+ Ban chinh bi téy x0a, stra chira, thém, b6t nd1 dung khong hop 1€.
+ Ban chinh b1 hu héng, cii nat, khong xac dinh dugc ndi dung.

+ Ban chinh déng ddu mat ctia co quan, t6 chic co tham quyén hoic
khong dong dau mat nhung ghi ré khong dugc sao chup.

+ Ban chinh c6 nd1 dung trai phap luat, dao dirc xa hoi; tuyén truyén, kich
dong chién tranh, chéng ché do xa hoi chu nghia Viét Nam; xuyén tac lich st
cua dan tdoc Viét Nam; xtic pham danh du, nhan phém, uy tin cua cd nhan, to
chtrc; vi pham quyén cong dén.

+ Gidy t0, van ban do ca nhan ty 1ap nhung khong cd xac nhan va dong
dau cua co quan, t6 chirc c6 tham quyén.

- Can cwr phap ly cua tha tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cap
ban sao tir ban chinh, ching thyc chir ky va chimg thuc hop dong, giao dich;

+ Théng tw s6 01/2020/TT-BTP ngay 03/3/2020 ciia B trwong B Tuw
phdp quy dinh chi tiét va huéng dan thi hanh mét sé diéu cia Nghi dinh
$6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cdp ban sao tir bdn
chinh, chirng thuc chit ky va chimg thue hop dong, giao dich;

+ Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 ciia Bo truong B Tai
chinh quy dinh murc thu, ché d6 thu, ndp, quan 1y va st dung phi ching thuc;

+ Thong tu s6 257/2016/TT-BTC ngay 11/11/2016 ciia B truong Bo Tai
chinh quy dinh mirc thu, ché d6 thu, ndp, quan 1y, sir dung phi cong ching; phi
chung thuc; phi thAm dinh tiéu chuan, diéu kién hanh nghé cong chung; phi
tham dinh diéu kién hoat dong van phong cong chimg; 1¢ phi cap thé cong ching
vien.


https://thuvienphapluat.vn/van-ban/dich-vu-phap-ly/nghi-dinh-23-2015-nd-cp-cap-chung-thuc-ban-sao-tu-ban-chinh-chung-thuc-chu-ky-266857.aspx
https://thuvienphapluat.vn/van-ban/bo-may-hanh-chinh/thong-tu-01-2020-tt-btp-huong-dan-ve-cap-ban-sao-tu-so-goc-chung-thuc-chu-ky-436529.aspx
https://thuvienphapluat.vn/van-ban/dich-vu-phap-ly/nghi-dinh-23-2015-nd-cp-cap-chung-thuc-ban-sao-tu-ban-chinh-chung-thuc-chu-ky-266857.aspx
https://thuvienphapluat.vn/van-ban/thue-phi-le-phi/thong-tu-226-2016-tt-btc-phi-chung-thuc-322363.aspx
https://thuvienphapluat.vn/van-ban/thue-phi-le-phi/thong-tu-257-2016-tt-btc-phi-cong-chung-thuc-tham-dinh-hanh-nghe-cong-chung-the-cong-chung-vien-333295.aspx
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2. Thii tuc chirng thue ban sao tir ban chinh gidy to, vin ban do co
quan, t6 chirc ¢6 thAm quyén ciia nuéc ngodi; co quan, to chirc cé thaim
quyén ciia Viét Nam lién két v6i co quan, t6 chirc ¢6 thim quyén ciia nuée
ngoai cap hoic chimg nhin

- Trinh ty thuc hién:

+ Ngudi yéu cau ching thuc phai xuét trinh ban chinh gidy to, vin ban
lam co s& dé chig thuc ban sao va ban sao can chimg thuec.

+ Truong hop nguoi yéu cau chimg thuc chi xut trinh ban chinh thi co
quan, t6 chirc tlen hanh chup tir ban chinh dé thuc hién ching thuc, trir truong
hop co quan, td chirc khong co phuong tién dé chup.

+ Nguoi thuc hién chimg thyc kiém tra ban chinh, dbi chiéu v&i ban sao,
néu nodi dung ban sao ding voi ban chinh, ban chinh gidy to, vin ban khong
thudc cac truong hop ban chinh gidy to, van ban khong duoc dung 1am co s dé
chirng thuc ban sao thi thuc hién ching thuc nhu sau:

* Ghi day du 101 ching chimg thuc ban sao tir ban chinh theo mau quy
dinh;

* Ky, ghi r0 ho tén, dong dau cua co quan, td chirc thuc hién chirng thuc
va ghi vao s chimg thue.

Pbi v6i ban sao co tir 02 (hai) trang trd 1én thi ghi 10i ching vao trang
cudi, néu ban sao c6 tir 02 (hai) to trd 1€n thi phai dong dau giédp lai.

MJi ban sao dugc chimg thuc tir mot ban chinh gidy to, van ban hoic
nhi€u ban sao dugc ching thuc tr mot ban chinh gidy td, van ban trong cung
mot thoi diém dugc ghi mot s6 ching thuec.

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

- Cach thire thwe hién: Nop ho so truc tiép

- Thanh phan, so lwong ho so: Ban chinh gidy to, van ban 1am co so dé
ching thyc ban sao va ban sao can chimg thuc. _Trudng hop nguoi yéu cau
chtng thyc chi xuét trinh ban chinh thi co quan, t6 chic tién hanh chyp tir ban
chinh dé thuc hién ching thuc, trir truong hop co quan, to chic khong co
phuong tién dé chup. Ban sao, chup tir ban chinh dé thuc hién ching thuc phai
c6 ddy du céc trang da ghi thong tin cta ban chinh.

- Thoi han giai quyét:

+ Thot han thyc hién yéu cau ching thyc phai duoc bao dam ngay trong
ngay co quan, to chuc tiép nhan yéu cau hodc trong ngay lam viéc tiép theo, néu
tiép nhan yéu cau sau 15 gio. Dbi voi truong hop cung mét luc yéu cau chimg
thue ban sao tur nhiéu loai ban chinh gidy to, van ban; ban chinh c6 nhiéu trang;
yéu cau sd luong nhiéu ban sao; ndi dung gidy t0, van ban phuc tap kho kiém
tra, d6i chiéu ma co quan, to chirc thuc hién chimg thuc khong thé dap tng duoc
tho1 han néu trén thi thoi han ching thuc dugce kéo dai thém khong qua 02 (hai)
ngay lam viéc hodc co thé dai hon theo thoa thuén bang van ban voi nguoi yéu
cau chung thuc. Truong hop tra két qua trong ngay lam viéc tiép theo hodc phai
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kéo dai thoi gian theo quy dinh thi nguoi tiép nhan ho so phai ¢6 phiéu hen ghi
0 thoi gian (gio, ngay) tra két qua cho nguoi yéu cau ching thuc.

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

- Co quan thwe hién thit tuc hanh chinh: T6 chtic hanh nghé cong
chung

- Két qua thwe hién thi tuc hanh chinh: Ban sao dugc chung thuc tir
ban chinh

- Phi: 2.000 dong/trang; tir trang thtr 3 trd 1én thu 1.000 dong/trang, tbi da
thu khong qua 200.000 ddéng/ban. Trang 1a cin cir dé thu phi duogc tinh theo
trang ctia ban chinh.

- Tén miu don, miu to khai: Khong

- Yéu cau, diéu kién thwe hién thi tuc hanh chinh: Ban chinh gidy to,
van ban can chimg thuc.

Ban chinh gidy to, van ban khong duoc ding lam co s& dé ching thuc ban
Sao.

+ Ban chinh bi trfly x0a, stra chira, thém, bt nd1 dung khong hop 1€.
+ Ban chinh b1 hu héng, cii nat, khong xac dinh dugc ndi dung.

+ Ban chinh déng ddu mét ctia co quan, t6 chic co tham quyén hoic
khong dong dau mat nhung ghi 1o khong dugce sao chup.

+ Ban chinh c¢6 noi dung trai phap luat, dao dirc x4 hoi; tuyén truyén, kich
dong chién tranh, chéng ché d6 xa hoi chu nghia Viét Nam; xuyén tac lich sur
cua dan tdoc Viét Nam; xiic pham danh du, nhan phém, uy tin cua cd nhan, to
chtrc; vi pham quyén cong dén.

+ Ban chinh do co quan, to chirc ¢6 thAm quyén clia nudc ngoai cap, cong
ching hodc ching nhan chua dugc hop phap hda lanh sy theo quy dinh tai
Khoan 1 Piéu 20 Nghi dinh s6 23/2015/ND-CP , trir hé chiéu, thé can cuwdc, thé
thwong trii, thé cuw trit, gidy phép ldi xe, bang tot nghiép, chirng chi va bdng
diém kem theo bang tot nghiép, chimg chi.

+ Gidy to, van ban do ¢4 nhan tu 1a3p nhung khong c6 xac nhan va dong
dau cua co quan, t6 chirc c6 tham quyén.

- Can cur phap ly cia tha tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cap
ban sao tir ban chinh, ching thyc chir ky va chimg thuc hop dong, giao dich;

+ Théng tw s6 01/2020/TT-BTP ngay 03/3/2020 ciia Bé truéng Bé Tuwr
phap, quy dinh chi tiét va hwéng dan thi hanh mét sé6 diéu cia Nghi dinh
$6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phii vé cdp ban sao tir bdn
chinh, chitng thuc chit ky va chimg thiee hop dong, giao dich;

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cta Bo truong Bo Tai
chinh quy dinh muc thu, ché do thu, ndp, quan ly va st dung phi ching thuc;

+ Théng tu s6 257/2016/TT-BTC ngay 11/11/2016 cta Bo truong Bo Tai
chinh quy dinh mac thu, ché do thu, ndp, quan 1y, sir dung phi céng ching; phi


https://thuvienphapluat.vn/van-ban/dich-vu-phap-ly/nghi-dinh-23-2015-nd-cp-cap-chung-thuc-ban-sao-tu-ban-chinh-chung-thuc-chu-ky-266857.aspx
https://thuvienphapluat.vn/van-ban/dich-vu-phap-ly/nghi-dinh-23-2015-nd-cp-cap-chung-thuc-ban-sao-tu-ban-chinh-chung-thuc-chu-ky-266857.aspx
https://thuvienphapluat.vn/van-ban/bo-may-hanh-chinh/thong-tu-01-2020-tt-btp-huong-dan-ve-cap-ban-sao-tu-so-goc-chung-thuc-chu-ky-436529.aspx
https://thuvienphapluat.vn/van-ban/dich-vu-phap-ly/nghi-dinh-23-2015-nd-cp-cap-chung-thuc-ban-sao-tu-ban-chinh-chung-thuc-chu-ky-266857.aspx
https://thuvienphapluat.vn/van-ban/thue-phi-le-phi/thong-tu-226-2016-tt-btc-phi-chung-thuc-322363.aspx
https://thuvienphapluat.vn/van-ban/thue-phi-le-phi/thong-tu-257-2016-tt-btc-phi-cong-chung-thuc-tham-dinh-hanh-nghe-cong-chung-the-cong-chung-vien-333295.aspx
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ching thyc; phi tham dinh tiéu chuan, diéu kién hanh nghé, cong chung; phi
tham dinh diéu kién hoat dong van phong cong chung; 1€ phi cap thé cong chung
vién
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3. Thu tuc chirng thuc chir ky trong cac glay to, van ban (ap dung cho
ca truong hop chung thye diém chi va trwong hop ngudi yéu cau chirng
thue khong thé ky, khong thé diém chi dworc)

- Trinh ty thuc hién:

~ *+ Nguoi yéu cﬁ}l ching thyc chir ky/diém chi/khong thé ky, khong thé
diém chi dugc phai xuat trinh cac giay to phuc vu viéc ching thuc chir ky.

+ Trong trudng hop nguodi yéu cau chimg thuc khong thong thao tiéng
Viét thi phai c6 nguodi phién dich. Nguoi phién dich phai 1a ngudi cé nang luc
hanh vi dan sy ddy du theo quy dinh cta phap luat, thong thao tiéng Viét va
ngdn ngit ma ngudi yéu cau ching thuc str dung. Ngudi phién dich do ngudi
yéu cau ching thyc moi hodc do co quan thuc hién chimg thyc chi dinh. Thu lao
phién dich do ngudi yéu cau chimg thuc tra.

+ Nguoi thuc hién chimg thuc (hodc nguwoi tiép nhdn hé so trong truong
hop tiép nhin tai bo phan mot cura, mot cua lién thong) kiém tra gidy to yéu cau
chtng thuc, néu thay du gidy to theo quy dinh, tai thoi diém chung thuc, ngudi
yéu cau ching thuc minh man, nhan thie va lam cha duoc hanh vi cia minh va
viéc chung thue khong thude cac truong hop khong duoc chimg thyc chir ky thi
yéu cau nguoi yéu cau ching thuc ky/diém chi truéc mat va thuc hién ching
thuc nhu sau:

* Ghi day du 10i chting chung thyc chir ky theo mau quy dinh phia duci
chir ky dwoc ching thuc hodc trang lién sau cia trang gidy to, vin bdn c¢é chip
ky dwoc chitng thuc; Néu ho so tiép nhdn tai b phdn mot ciea, mot cua lien
thong thi nguoi tiép nhdn hé so ky vao dwdi 16i chitng theo mau quy dinh va
chuyén hé so cho nguoi thuc hién chirng thuec,

* Nguoi thuc hién ching thuc ky, ghi rd ho tén, dong dau cua co quan, t6
chtrc thuc hién chuing thuc va ghi vao ) ching thyc.

Poéi véi gidy to, van bdn cé tir (02) hai to tré 1én thi phai dong dau gidp
lai. Truwong hop loi chimg dwoc ghi tai to lién sau cua trang c6 chi ky thi phdi
doéng dau gidp lai giita gidy to, van bdn chitng thiee chi ky va trang ghi 1oi
chung,

- Céch thirc thye hién: Nop ho so truc tiép tai To chirc hanh nghé cong
ching hodc ngoai tru s¢ cta co quan thuc hién ching thuc néu nguoi yéu cau
chung thyc thudc dién gia yeu, khong thé di lai duoc, dang bi tam giir, tam
giam, thi hanh 4n phat tu hodc c6 1y do chinh dang khéc.

- Thanh phan ho so:

+ Ban chinh hodc ban sao c6 ching thuc Gidy chimg minh nhan dan/Can
cudc cong dan hodc HY chiéu con gia tri st dung.

+ Gidy to, van ban ma minh s€ yéu cau chung thyc chir ky. Trudng hop
ching thyc chit ky trong glay t&, vin ban bang t1eng nudc ngoai, néu nguoi thuce
hién ching thyc khong hiéu rd nodi dung cua gidy to, van ban thi c6 quyén yéu
cau ngudi yéu cau chimg thuc ndp kém theo ban dich ra tiéng Viét noi dung cia
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gidy tO, vin ban do (ban dich khong can cong ching hodc ching thyuc chir ky
nguoi dich, ngudi yéu cau chung thuc phai chiu trach nhiém vé ndi dung cua
ban dich).

+ Ngudi yéu cau ching thuc nhan két qua tai noi ndp ho so.

- Thoi han thye hién yéu ciu chirng thyre: Trong ngay co quan, to chuc
tiép nhan yéu cau hoic trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau
15 gio. Trudng hop tra két qua trong ngay lam viéc tiép theo thi ngudi tiép nhan
hd so phai co phiéu hen ghi rd thoi gian (gid, ngdy) tra két qua cho ngudi yéu
cau ching thuc.

- Pdi twong thwe hién thi tuc hanh chinh: C4 nhan

- Co quan thuc hién thi tuc hanh chinh: T6 chic hanh nghé cong
chiing

- Két qua thwe hién thi tuc hanh chinh: Gidy to, vin ban dugc chimg
thue chit ky/diém chi.

- Phi: 10.000 déng/trudng hop (trudng hop duogc tinh 13 mot hodc nhiéu
chit ky trong mot gidy to, vin ban).

- Tén miu don, miu to khai: Khong

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

Truong hop khong duoc chung thuc chir ky:

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

+ Nguoi yéu cau chimg thyc chit ky xuat trinh Gidy ching minh nhan dan
hoac HO chiéu khong con gié tri sit dung hodc gid mao.

+ Gily to, van ban ma nguoi yéu ce‘jlu ching thuc ky vao c6 ndi dung quy
dinh tai Khoan 4 Bic¢u 22 cua Nghi dinh s6 23/2015/ND-CP .

+ Gidy to, vin ban c6 néi dung la hop d‘ong giao dich; trir Gidy iy quyen
trong cdc truong hop Gidy 1ty quyén: (1) uy quyén vé viéc nép ho, nhdn ho ho
S0, glay to, true truong hop phap luat quy dinh khong duwoc uy quyen (2) uy
quyén nhan ho lwong huu, buu pham, tro cdp, phu cdp; (3) uy quyen nho trong
nom nha cira; (4) ity quyén ciia thanh vién hé gia dinh dé vay von tai Ngan hang
chinh sach xa hoi; hodc trie truong hop phap ludt co quy dinh khac.

- Can cu phap ly cua thua tuc hanh chinh:

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

+ Théng tw s6 01/2020/TT-BTP ngay 03/3/2020 ciia B trucng Bé Tu
phap quy dinh chi tiét va huong déan thi hanh mét s6 diéu cua Nghi dinh
$6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phii vé cdp ban sao tir bdn
chinh, chitng thuc chit ky va chimg thie hop dong, giao dich,

+ Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cta Bo truong Bo Tai
chinh quy dinh muc thu, ché do thu, ndp, quan ly va str dung phi chung thuc;


https://thuvienphapluat.vn/van-ban/dich-vu-phap-ly/nghi-dinh-23-2015-nd-cp-cap-chung-thuc-ban-sao-tu-ban-chinh-chung-thuc-chu-ky-266857.aspx
https://thuvienphapluat.vn/van-ban/dich-vu-phap-ly/nghi-dinh-23-2015-nd-cp-cap-chung-thuc-ban-sao-tu-ban-chinh-chung-thuc-chu-ky-266857.aspx
https://thuvienphapluat.vn/van-ban/bo-may-hanh-chinh/thong-tu-01-2020-tt-btp-huong-dan-ve-cap-ban-sao-tu-so-goc-chung-thuc-chu-ky-436529.aspx
https://thuvienphapluat.vn/van-ban/dich-vu-phap-ly/nghi-dinh-23-2015-nd-cp-cap-chung-thuc-ban-sao-tu-ban-chinh-chung-thuc-chu-ky-266857.aspx
https://thuvienphapluat.vn/van-ban/thue-phi-le-phi/thong-tu-226-2016-tt-btc-phi-chung-thuc-322363.aspx
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+ Thong tu s6 257/2016/TT-BTC ngay 11/11/2016 ctia Bo truong Bo Tai
chinh quy dinh marc thu, ché do thu, ndp, quan 1y, st dung phi cong chimg; phi
chiung thuc; phi thAm dinh tiéu chuan, diéu kién hanh nghé cong chung; phi
tham dinh diéu kién hoat dong van phong cong chimg; 1¢ phi cap thé cong ching
vién.


https://thuvienphapluat.vn/van-ban/thue-phi-le-phi/thong-tu-257-2016-tt-btc-phi-cong-chung-thuc-tham-dinh-hanh-nghe-cong-chung-the-cong-chung-vien-333295.aspx
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