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

ANH CHINH PUQC SUA POI, BO SUNG, THU TUC HANH CHINH BI BAI BO TRONG LINH VUC
79\ CHUNG THUC THUQC THAM QUYEN GIAI QUYET CUA UBND CAP HUYEN
o g (Kem theo Quyér dinh so 174 /OD-UBND ngay 04 /02/2025 cua Chu tich UBND tinh)

Thei han gii Théi han giai quyét Thuc hign qua
. quyét cua cic co' quan d,;ch vu bu:u
Co che (Sau cat giam) chinh cbng ich
STT | Thi tuc hanh chinh giz:}i(l) Theo Sau Phong UI?ND . Phi, I¢ phi Tidp Tra Ghi chu
quyet 2 A huyén, thi A £
quy cat chuyén W&, thanh nhan ket
dinh | giam mon ’phé ho so qua
(1) (2) 3) (4) (5) (6) ) (8) (9) (10)
Truong  hop
nhan hd so sau
15 gio0 ma
khong giai
1 |Capbansaotirsdgéc | MC frong | Trong Khong X X |quyét  duoc
ngay | ngay ngay thi tra két
qua trong ngay
lam viéc tiép
theo.
Chung thuc ban sao tur 2.000
ban chinh gidy to, vin dong/trang. Tir
9 ban do, coquan, }6 MC Tro\ng Tro\ng traing thar ba tré
chitc c6 tham quyen ngay ngay Ién thu 1.000
cia Viét Nam;co dong/trang,
quan, t6 chtrc ¢ tham nhung mic thu

@ Co ché giai quyét: MCLT: Thyc hién theo co ché mot cira lién thong; MC: Thuc hién theo co ché mét cira; K: Khong thuc hién theo co ché mot cira, mot cira lién thdng
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Thai han giai

Thai han giai quyét
cua cac co quan

Thuc hién qua
dich vu buu

Co ché quyet (Sau cét gigm) chinh cong ich
STT | Thi tuc hanh chinh giz:}i(l) Theo | Sau | Phong | UI?NDh. Philephi [ | g Ghi chi
quye quy cat | chuyén ngfrr: 3 ;h! nhan két
dinh | giam mon ’phf') ho so qua
quyén ctia nudc NYOA; t6i da khong qua
co quan, to chac cd 200.000
tham quyén caa Viét dong/ban. Trang
Nam lién két voi co 1a can ctr dé thu
quan, t6 chtrc ¢ tham phi duoc tinh
quyén ciia nudc nNgoai theo trang cua
cap hodc chiing nhan ban chinh.
Chung thuc chr ky
trong cac giay to, vin
ban (ap dung cho ca Trong ngay
trudng  hop chfxng Trong | Trong lam viéc ti_ép
> e i e T i
cau chung thuc khong sau 15 gio
ky, khong diém chi
duogc)
Truong hop
phuc tap: c6
Chuang thuc viéc sta thé dai hon
4 | ddi, b‘é sung, hay bo | MC nog nog dgg'oo?géhgzh theo thoa thuan
hop dong, giao dich gay gay ong. g ! bang van ban
véi nguoi yéu
cau chieng thuc
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Thai han giai

Thai han giai quyét
cua cac co quan

Thuc hién qua
dich vu buu

Co ché quyet (Sau cét gigm) chinh cong ich
STT | Thi tuc hanh chinh glz:l(l) Theo Sau Phong UI?ND . Phi, I¢ phi Tidp Tra Ghicha
quyet < o huyén, thi n X
quy cat chuyén AN nhan ket
. - 2 x&, thanh A X
dinh | giam mon ohé ho so qua
Swtra 16i sai s6t trong 02 02 25.000d/hop
5 X T MC N N X S
hop dong, giao dich ngay ngay dong, giao dich
_2.000
dong/trang. Tu
trang tha ba tré
1én thu 1.000 Truong hop
Cép ban sao ¢6 chang dong/trang, phirc tap: €0
N . nhung muc thu thé dai hon
thuc tir ban chinh hop Trong | Trong Z. . , X A
6 déng, giao dich da MC ngay ngay toi da khong qua theo thoa thuan
L : 200.000 bang van ban
duoc ching thuc A \ \ - e on
dong/ban. Trang Vi nguoi yéu
la can cur d@é thu cau chung thuc
phi duoc tinh
theo trang cua
ban chinh.
Ngay lam viéc
Chung thuc chr ky t.'f P theAO neu
N N o tiep nhan yéu
nguoi dich ma nguoi cAu sau 15 did
dich khoéng phai la Trong | Trong 10.000d/treong . glo.
7 ;. ) L . MC \ \ Truong hop
cong tac vién dich ngay ngay hop , o
o \ phtec tap: co
thuat cia Phong Tu hé da
hap thé dai hon
P the;o thoa thuan
bang van ban
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Thai han giai

Thai han giai quyét
cua cac co quan

Thuc hién qua
dich vu buu

Co ché quyet (Sau cét gigm) chinh cong ich
STT | Thi tuc hanh chinh l?ué};(l) Theo sau Phong hJJ%rl:l[t)hi Phi, 1€ phi Tidp Tri Ghi chu
quy quy cat chuyén xéyihél ah nhan ket
dinh | giam mon L X ho so qua
pho
Vi ngudi yeu
cau chang thuc
Truong hop
phuc tap: ¢6
C_hu:ng f[hl.l’C hﬁ)’p dong, 02 02 50.000d/hop thé dfu honA
8 |giao dich lien quan MC nad nad dna. aiao dich theo thoa thuan
den tai san 1a dong san gay gay 9.9 ‘ bang van ban
V6i ngudi yéu
cau chung thyc
Truong hop
Chang thuc van ban phl;IC F%p: co
thoa thuan phén chia 02 02 the dai hon
9 ST T MC . . 50.000d/van ban theo thoa thuan
di san ma di san la ngay ngay 3 < 1.
o , bang van ban
dong san . e A
véi nguoi yéu
cau ching thuc
Chang thuc van ban
10 |Khai nhandisanmadi | MC | 2 | O 200000
san la dong san gay gay

- Noi tiép nhan hd so: B phin Tiép nhén va tra két qua ciia UBND cip huyén.




Il. THU TUC HANH CHINH BI BAI BO

STT | S6 ho so Tén thia tuc hanh chinh Tén VBQPPL quy dinh viéc | Linh vuc | Co quan thuc Ghi cha
TTHC bai bé TTHC hign
Thi tuc hanh chinh &p dung chung
1 [2.000843 | Chung thuc ban sao tir ban chinh | Nghj dinh s6 07/2025/ND-CP |Chung thuc | Phong Tu phap; | Noi dung thu tuc da

gidy to, vin ban do co quan, to
chuc cd tham quyén cua nudc
ngodi; co quan, to chic ¢d tham
quyén caa Viét Nam lién két voi
co quan, t6 chac ¢ tham quyén
cia nudc ngodi cap hoic chung
nhan

ngay 09/01/2025 cua Chinh
phu sira do6i, bd sung mot sb
diéu cua cac Nghi dinh trong
linh vuc ho tich, quéc tich,
chang thuec.

Té6 chuc hanh
nghé cong ching

duoc gop vao ma
2.000815 dé dam
bao théng nhat,
tranh trung lap.




I11. NOI DUNG THU TUC HANH CHINH
1. Thi tuc cip ban sao tir s6 géc
- Trinh ty thuc hién:

+Nguoi yéu Cau cap ban sao tur s6 gbc phai xuat trinh cac glay to phuc vu
cho yéu cau cap ban sao tu s6 gbc. Truong hop ngudi yéu cau cap ban sao tur s6
goc giri qua buu dién thi phai giri kém theo ban sao c6 ching thuc gidy to theo
quy dinh.

+ Co quan, to chtrc can cr vao sé goc dé cap ban sao cho nguoi yéu Cau;
noi dung ban sao phai ghi theo dung ndi dung da gh1 trong so goc

+ Trong truong hop khong tim thiy s gbc hoic trong s6 goc khong co

thdng tin vé ndi dung yéu cau cip ban sao thi co quan, to chtrc dang luu gitt 56
goc co trach nhiém tra 1oi bang vin ban cho ngudi yéu cau.

+ Ngudi yéu cau cap ban sao tir s6 goc nhan két qua tai noi nop hd so hoic
qua buu dién (néu ndp qua buu dién).

- Céch thirc thuc hién: Nop ho so truc tiép tai co quan, t6 chirc luu s6 goc
hoac gui yéu cau qua buu dién.

- Thanh phan, sé lrgng hé so:

+ Trudng hop nop truc tiép thi xuat trinh ban chinh hodc bdn sao c6 ching
thuc Gidy chitng minh nhan dan/Thé can cudéc cong dan/Thé cdn cudclGidy
ching nhdn cdn cwdc/Hé chiéulgidy to xudt nhdp canh/gidy to ¢o gia tri di lai
quac té con gia tri sit dung hodc Can cude dién tit.

+ Truong hop nguoi yeu cau cap ban sao tir s goc gui qua buu dién thi
phai giri kém theo bdn sao c6 chitng thuc Gidy chizng minh nhan dan/Thé can
cuéc cdng dan/Thé can cuéclGidy ching nhén can cuwéc/Hg chieulgiay to xuat
nhdp canh/gidy to c6 gid tri di lai quac té con gla tri su- dung, phong bi dan tem
ghi rd ho tén, dia chi ngudi nhan cho co quan, t6 chtc cip ban sao.

+ Truong hop ngudi yéu cau 1a nguoi dai dién theo phap luat, nguoi dai
dién theo ty quyén cua ca nhan, té chic duoc cap ban chinh: cha, me, con; vg,
chdng; anh, chi, em rudt; nguol thura ké khac cua ngudi dugc cap ban chinh trong
truong hop ngudi do da chet thi phdi xuat trinh giay to chiing minh quan hé voi
ngudi dugc cap ban chinh.

- Thai han giai quyet Trong ngdy co quan, t6 chuc tiép nhan yéu cau hoac
trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio. Trong truong hop
y&u cau cap ban sao tir §0 gbc dugc giri qua buu dién thi thoi han dugc thyuc hién
ngay sau khi co quan, t6 chirc nhan du ho so hop 1€ theo dau buu dién dén.

- Pdi twong thuc hién thia tuc hanh chinh: Ca nhan, to chuc.

- Co quan thuc hién thi tuc hanh chinh: Co quan, t6 chirc 1ap sb goc.

- Két qua thuc hién thi tuc hanh chinh: Béan sao dugc cap tir s6 goc.

- Phi: Khong.

- Tén miu domn, miu té khai: Khong.

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



7

- Can cir phép ly caa thi tuc hanh chinh:

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

+ Nghi dinh s6 07/2025/NP-CP ngay 09/01/2025 ciia Chinh phii sira d6i, bo
sung mot s6 diéu ciia cdc Nghi dinh trong linh viee ho tich, quéc tich, chung thuc.

2. Tha tuc chieng thuc ban sao tir ban chinh gidy to, vin ban do co
quan, té chirc c6 tham quyén & Viét Nam; co quan, td chic c6 tham quyén
ciia nwéc ngoai; co quan, to chirc c6 thAm quyén caa Viét Nam lién két véi
co quan, to chirc c6 tham quyeén ciia nwéc ngoai cap hoic chirng nhan

- Trinh ty thuc hién:

+ Nguoi yéu cau chimg thuc phai xuat trinh ban chinh gidy to, vin ban lam
co s& dé chimg thuc ban sao va ban sao can chung thuc.

+ Truong hop ngudi yéu cau chang thyc chi xuat trinh ban chinh thi co
quan, t6 chirc tién hanh chup tir ban chinh dé thuc hién chang thuyc, trir truong
hop co quan, t6 chic khong c6 phuong tién dé chup.

+ Nguoi thuc hién chimg thuc kiém tra ban chinh, d6i chiéu véi ban sao,
néu ndi dung ban sao dung véi ban chinh, ban chinh gidy to, van ban khong thudce
cac truong hop ban chinh gidy to, van ban khong duoc dung lam co sé dé chimg
thuc ban sao thi thuc hién chirng thuc nhu sau:

* Ghi day du loi chiang ching thyuc ban sao tir ban chinh theo mau quy dinh;

* Ky, ghi rd ho tén, dong dau cua co quan, t6 chac thyuc hién ching thuc va
ghi vao s6 chang thuc.

Pdi vai ban sao co tir 02 (hai) trang tro 1én thi ghi 1oi chung vao trang cudi,
néu ban sao co tir 02 (hai) to tro 1én thi phai dong dau giép lai.

MJdi ban sao dugc ching thuc tir mot ban chinh gidy to, van ban hoic nhiéu
ban sao duoc chung thuc tir mot ban chinh gidy to, vin ban trong cing mot thoi
diém duoc ghi mot sé ching thuc.

+ Ngudi yéu cau ching thuc nhan két qua tai noi nop hd so.

- Céch thirc thuc hién: Nop ho so truc tiép.

- Thanh phan, s6 lwong hd so: Ban chinh gidy to, van ban 1am co s¢ dé
chtng thuc ban sao va ban sao can ching thue. Trudng hop nguoi yéu cau ching
thuc chi xuét trinh ban chinh thi co quan, t6 chirc tién hanh chyp tir ban chinh dé
thuc hién ching thuc, trir trudng hop co quan, t6 chirc khéng c6 phuong tién dé
chup. Ban sao, chup tir ban chinh dé thuc hién chang thuc phai c6 day du cac
trang da ghi thong tin cua ban chinh.

- Thoi han giai quyét:

Thoi han thuc hién yéu cau  chung thyc phai dugc bao dam ngay trong ngay
CO quan, to chuc tiép nhan yéu cau hozc trong ngay lam viéc tlep theo, néu tiép
nhan yéu cau sau 15 gid. Di voi truong hop cling mot lic yéu cau chang thuc
ban sao tir nhiéu loai ban chinh gidy to, van ban; ban chinh c6 nhiéu trang; yéu
cau sé lwong nhiéu ban sao; ndi dung gidy to, vin ban phuc tap kho kiém tra, doi



8

chiéu ma co quan, t6 chirc thuc hién chang thuc khong thé dap tmg dugc thoi han
néu trén thi thoi han chang thue duoc kéo dai thém khéng qua 02 (hai) ngay lam
viéc hoic cd thé dai hon theo thoa thuan bang vin ban véi nguoi yéu cau ching
thuc. Trudng hop tra két qua trong ngay 1am viéc tiép theo hoic phai kéo dai thoi
gian theo quy dinh thi ngudi tiép nhan hd so phai c6 phiéu hen ghi rd thoi gian
(gio, ngay) tra két qua cho nguoi yéu cau ching thyc.

- Péi twong thuc hién thia tuc hanh chinh: C4 nhan, té chic

- Co quan thuc hién thi tuc hanh chinh:UBND cdp x&;Phong Tu phap;
T6 chac hanh nghé cong ching; Co quan dai dién.

- Két qua thuc hién thit tuc hanh chinh: Ban sao duoc chimg thyc tir ban chinh

- Phi:

+ Tai Phong Tu phap, T6 chizc hanh nghé cong chimg: 2.000 ddng/trang;
tir trang th 3 tré lén thu 1.000 dong/trang, téi da thu khong qua 200.000
d6ng/ban. Trang 1 can ctr dé thu phi duoc tinh theo trang caa ban chinh;

+ Tai co quan dai dién: 10 USD/ban.

- Tén mau don, miu té khai: Khong

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

Ban chinh gidy to, vin ban khong duoc dung 1am co s¢ dé ching thyc ban sao:

+ Ban chinh bj tay xda, sira chita, thém, bét noi dung khdng hop 18.

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

+ Ban chinh déng dau mat cia co quan, té chirc c6 tham quyén hoic khéng
dong dau mat nhung ghi rd khong dugc sao chup.

+ Ban chinh ¢6 ndi dung trai phap luat, dao duc xa hoi; tuyén truyén, kich
dong chién tranh, chdng ché do xa hoi chi nghia Viét Nam; xuyén tac lich st caa
dan toc Viét Nam; x(c pham danh dy, nhan pham, uy tin caa ca nhan, t6 chuc; vi
pham quyén cong dan.

+ Ban chinh do co quan, t6 chirc ¢6 tham quyén ctia nudc ngoai cap, cong
chung hoac ching nhan chura dugc hop phap héa lanh su theo quy dinh tai Khoan
1 Biéu 20 Nghi dinh s 23/2015/ND-CP, trir ho chiéu, thé can cuée, thé thuong
trd, thé cu trd, gidy phép lai xe, bang tot nghiép, chiing chi va bang diém kém theo
bang tét nghiép, ching chi.

+ Gidy to, van ban do ¢ nhan tu 1ap nhung khong ¢ xac nhan va dong dau
clia co quan, to chirc ¢6 tham quyeén.

- Can cw phap ly cia tha tuc hanh chinh:

+ Nghi dinh s6 23/2015/NB-CP ngay 16/02/2015 cua Chinh phu vé cap ban
sao tir ban chinh, chang thyc chir ky va chiing thuc hop dong, giao dich;

+ Nghi dinh s6 07/2025/NP-CP ngay 09/01/2025 ciia Chinh phii sira d6i, bo
sung mot s6 diéu cuia cdc Nghi dinh trong linh vuc ho tich, quéc tich, chung thuc,

+ Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 caa Bé truéng Bo Tu phap
quy dinh chi tiét va hudng dan thi hanh mot sb diéu cia Nghi dinh s6 23/2015/ND-
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CP ngay 16/02/2015 caia Chinh phu vé& cp ban sao tir ban chinh, chang thuc chit
ky va chtng thuc 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 @6 thu, nop, quan 1y va sir dung phi chtng thuc;

+ Thong tu s6 264/2016/TT-BTC ngay 14/11/2016 cua Bo truong Bo Tai
chinh quy dinh mic thu, ché 4o, thu, nop, quan ly va st dung phi, 1& phi trong linh
vuc ngoai giao ap dung tai cac co quan dai dién Viét Nam & nudc ngoai;

+ Thong tu s6 257/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly, st dung phi cdng chang; phi
chtng thuc; phi tham dinh tiéu chuan, diéu kién hanh nghé cong ching; phi tham
dinh diéu kién hoat dong vian phong cong chung; 18 phl' cap thé cong chang vién.

3. Thia tuc chitng thuc chir Ky trong cac gidy te, vin ban (ap dung cho
ca trudng hgp ching thue diém chi va truong hep nguoi yéu cau chirng thuc
khong thé ky, khong thé diém chi dworc)

- Trinh tw thuc hién:

+ Ngudi yéu cau chiing thuc chit ky/diém chi/khéng thé ky, khdng thé diém
chi dugc phai xuat trinh cac gidy to phuc vu viéc ching thyuc chi ky.

+ Trong trudng hop ngudi yéu cau ching thuc khdng thdng thao tiéng Viét
thi phai ¢6 nguoi phién dich. Nguoi phién dich phai 12 ngudi c6 nang luc hanh vi
dan su day du theo quy dinh cua phap luét, thong thao tiéng Viét va ngon ngir ma
nguoi yéu cau chang thuc sir dung. Nguoi phién dich do ngudi yéu cau ching
thuc mai hoac do co quan thuc hién chang thuc chi dinh. Thu lao phién dich do
ngudi yeu cau ching thuc tra.

+ Nguoi thyc hién ching thuc (hodc ngudi tiép nhan ho so trong truong
hop tiép nhan tai bo phan mot ctra, mét cua lien thong)klem tra gidy to yéu cau
chung thuc, néu thay du gidy to theo quy dinh, tai thoi diém ching thuc, nguoi
yéu cau chuang thuc minh man, nhan thic va l1am chi dugc hanh vi caa minh va
viéc chung thuc khong thugce cac truong hop khong dugc ching thyc chi ky thi
y&u cau ngudi yYéu cau chang thyce ky/diém chi trudc mat va thuc hién chimng thuc
nhu sau:

* Ghi day du 10i chitng chieng thuc chit ky theo mau quy dinhphia duéi chir
ky dugc ching thuc hoic trang lién sau cia trang giay to, van ban ¢ chir ky dugc
chung thyc; néu ho so tiép nhan tai bo phan mot cira, mot cira lién thong thi nguoi
tiép nhan hod so ky vao dudi loi ching theo mau quy dinh va chuyén hé so cho
nguoi thuc hién ching thuec.

* Nguoi thuc hién chiing thyuc ky, ghi rd ho tén, dong du cia co quan, to
chtrc thuc hién ching thuc va ghi vao sé ching thyc.

Doi v6i gidy to, van ban ¢6 tir 02 (hai) to tro 1én thi phai dong dau giap lai.
Tru:ong hop 1061 ching dugc ghi tai to lién sau cua trang cO chit ky thi phai dong
dau giap lai giira gidy to, van ban ching thuc chir ky va trang ghl lo1 chang.

- Céch thuc thuc hign: Nop hd sotruc tiép tai UBND cap xi, Phong Tu
phap, To6 chac hanh nghé cong ching, Co quan dai dién hoac ngoai tru so cia co
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quan thuc hién chimng thuc néu ngudi yéu cau ching thuc thudc dién gia yéu,
khéng thé di lai dugc, dang bi tam giit, tam giam, thi hanh &n phat tU hoac c6 ly
do chinh dang khac.

- Thanh phan hé so:

Ngudi yéu cau chirng thwc phai xuét trinh cac giay to sau:

+ Ban chinh hodc ban sao ¢é ching thic Gidy chizng minh nhan dan/Thé
can cwéc cong dan/Thé can cudclGidgy ching nhdn can cudclHG chiéulgidy to
Xudt nhdp canh/gidy to- ¢6 gia tri di lai quéc té con gia tri s dung hodc Can cudéc
dien tuw.

+ Gidy to, van ban ma minh séyéu cau chang thuc chir ky. Truong hop
chung thuc chir ky trong glay to, van ban bang tiéng nudc ngoai, néu nguoi thuc
hién chung thuc khong hiéu rd noi dung cua giay to, van ban thi co quyén yéu Cau
nguoi yeu cau ching thuc nop kem theo ban dich ra tiéng Viét noi dung cua giay
to, van ban d6 (ban dich khong can cong chiing hoic ching thuc chit ky nguoi
dich, nguoi yéu cau chung thuc phai chiu trach nhiém vé noi dung cua ban dich).

+ Nguoi yéu cau chung thuc nhan két qua tai noi nop ho so.

- Thoi han thyc hién yéu cu chirng thye: Trong ngay co quan, to chtrc
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 theo thi ngudi tiép nhan
hé so phai c6 phiéu hen ghi 1 thoi gian (gid, ngay) tra két qua cho ngudi yéu cau
chirng thyec.

- Péi twong thuc hién thi tuc hanh chinh: Ca nhan.

- Co quan thuc hién thi tuc hanh chinh: UBND cép x4, Phong Tu phap,
T6 chtic hanh nghé cong chimg, Co quan dai dién.

- Két qua thuc hién thia tuc hanh chinh: Gidy to, van ban duoc chimg
thue chit ky/diém chi.

- Phi:

+ Tai UBND cap x4, Phong Tu phap, To chic hanh nghé cong chung:
10.000 dong/truong hop (truong hop duoc tinh 1a mot hoac nhiéu chir ky trong
mot gidy to, van ban).

+ Tai co quan dai dién: 10 USD/ban.

- Tén mau don, miu to khai: Khong.

- Yéu ciu, diéu kién thuc hién tha tuc hanh chinh:

Truong hop khong dugc ching thuc chir ky:

+ Tai thoi diém chting thuc, ngudi yéu cau ching thuc chir ky khéng nhan
thirc va lam chu duoc hanh vi caa minh.

+ Ngudi yéu cau chieng thyuc chit ky xuat trinh Gidy ching minh nhan dan
hoac Ho chiéu khong con gia tri st dung hoic gia mao.

+ Gidy to, van ban ma ngudi yéu cau chung thuc ky vao cé noi dung quy
dinh tai Khoan 4 Biéu 22 cia Nghi dinh sé 23/2015/ND-CP.
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+ Gidy t&, vin ban ¢ noi dung la hop dong giao dich; tru Gidy uy quyen
trong cac trudng hop Gidy uy quyén: (1) ty quyén vé viéc nop hg, nhan ho hd S0,
giay to, trir truong hop phap luat quy dinh khong dugc uy quyén; (2) ay quyén
nhan ho luong huu, buu pham, tro cap, phu cap; (3) uy quyen nho trong nom nha
ctra; (4) uy quyén cua thanh vién ho gia dinh dé vay vén tai Ngan hang chinh sach
xa hoi; hoac trir truong hop phap luat cé quy dinh khéc.

- Can cwr phéap ly caa tha tuc hanh chinh:

+ Nghi dinh s 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phi vé cap ban
sao tir ban chinh, chung thuc chit ky va chitng thuc hop déng, giao dich;

+ Nghi dinh so 07/2025/NP-CP ngay 09/01/2025 ciia Chinh phii sita doi,
bé sung mot s6 diéu cuia cdc Nghi dinh trong linh vuc ho tich, quéc tich, chung
thuee,

+ Théng tu s6 01/2020/TT-BTP ngay 03/3/2020 cua B truéng B Tu phép
quy dinh chi tiét va huéng dan thi hanh mot sb diéu cia Nghi dinh s6 23/2015/ND-
CP ngay 16/02/2015 ciia Chinh phii vé cap ban sao tir ban chinh, chang thuc chit
ky va chtng thuc hop dong, giao dich;

+ Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai
chinh quy dinh muc thu, ché d6 thu, nop, quan ly va sir dung phi ching thuc;

+ Théng tu sb 264/2016/TT-BTC ngay 14/11/2016 cua Bo truong Bo Tai
chinh quy dinh mirc thu, ché 4o, thu, nop, quan ly va st dung phi, 1¢ phi trong linh
vuc ngoai giao ap dung tai cac co quan dai dién Viét Nam & nudc ngoai;

+ Théng tu s 257/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai
chinh quy dinh muc thu, ché do thu, nop, quan Iy, sir dung phi cong ching; phi
chtng thuc; phi tham dinh tiéu chuan, diéu kién hanh nghé cong ching; phi tham
dinh diéu kién hoat dong van phong cong ching; 18 phi cap thé cdng ching vién.

4. Thii tuc chirng thye viée sira ddi, bo sung, hity bé hop dong, giao dich

- Trinh ty thuc hién:

+ Nguoi yéu cau ching thuc xuat trinh ban chinh hogc ban sao ¢ ching
thuc Gidy chitng minh nhan dan/Thé can cudc cong dan/Thé cdn cudclGidy
ching nhdn cdn cwdc/Hé chiéulgidy to xudt nhdp canh/gidy to ¢d gia tri di lai
quoc té con gia tri sir dung hodce Cain cude dién tir && ngudi thuc hién chang thuc
kiém trava nop 01 (mot) bo hd so .

+ Viéc stra d6i, bo sung, hay b hop dong, giao dich di dugc chiing thuc
chi dugc thuc hién khi c6 thoa thuan bang vin ban cua cac bén tham gia hop dong,
giao dich.

+ Viéc sira d6i, bd sung, hay bo hop dong, giao dich dugc thuc hién tai co
quan di chiing thuc hop ddng, giao dich. Truong hop stra ddi, b sung, thay thé,
hity bé mot phan hoic toan bo di chic thi c6 thé chang thuc tai bat ky co quan co
tham quyén ching thyuc nao.

+ Nguoi thuc hién chiing thuc (hodc ngudi tiép nhan hd so trong truong
hop tiép nhan ho so tai bo phan mot cira, mot cura lién thong) kiém tra gidy to
trong ho so yéu cau chiing thuc, néu day du tai thoi diém chang thuc cac bén tham
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gia hop dong, giao dich tu nguyén, minh man va nhan thiec, 1am chi dugc hanh
vi ciia minh thi tiép nhan hd so, thuc hién chiing thuc.

+ Céc bén tham gia hop dong, giao dich phai ky trudc mat ngudi thuc hién
chung thuc, néu hop dong c6 tir 02 (hai) trang tré 18n thi phai ky vao ting trang.
Truong hop nguoi yéu cau chimg thyc nop hd so tai by phan mot cira, mot cira
lién thong thi cac bén tham gia hop dong giao dich phai ky trugc mat ngu’0’I tiép
nhan hd so. Trudng hop ngudi c6 tham quyen giao két hop ddng cua céc to chic
tin dung, doanh nghiép da dang ky chit ky mau tai co quan thyuc hién chang thuc
thi c6 thé ky trudc vao hop dong; ngudi thuc hién chiing thuc (hoic ngudi tiép
nhan hd so tai bd phan mot cira, mot cta lién théng) phai ddi chiéu chit ky cua ho
trong hop dong vai chit ky mau trudc khi thuc hién chimng thue, néu nghi ngo chix
ky trong hop ddng khac véi chit Ky mau thi yéu cau ngudi d6 ky trudc mat.

+ Truong hop nguoi yéu cau ching thyc khong ky duoc thi phai diém chi;
néu nguoi d6 khong doc duge, khong nghe duoge, khong ky, khong diém chi duoc
thi phai c6 02 (hai) nguoi lam ching. Nguoi lam ching phai c6 dt nang luc hanh
vi dan sy va khéng cd quyén, loi ich hodc nghia vu lién quan dén hop dong, giao
dich. Ngudi 1am ching do nguoi yéu cau ching thuc b tri. Truong hop nguoi
yéu cau chang thuc khdng bd tri duoc thi dé nghi co quan thyc hién chang thuc
chi dinh nguoi lam ching.

+ Nguoi thyc hién chiing thuc (hodc nguoi tiép nhan ho so) ghi 1oi ching
twong (rng voi ting loai hop dong, giao dich theo mau quy dinh. Truong hop
tiép nhan ho so tai bo phan mot ctra, mot cta lién thong thi ngudi tiép nhan hd
so ky vao ting trang cua hop dong, giao dich va ky vao dudi 10i chang theo mau
quy dinh.

Ngudi thuc hién chung thuc ky vao tiing trang cua hop dong, giao dich (néu
ho so khong duoc tiép nhan qua bo phan mot cira, mot cira lién thong), ky, ghi rd
ho tén, dong dau cia co quan thyuc hién chang thuc va ghi vao sé chang thuc.

Péi véi hop dong giao dich co trr 02 (hai) trang trg 1én, thi ting trang phai
dugc danh s thir tu; s6 luong trang va |61 ching dugc ghi tai trang cubi cua hop
dong, giao dich. Truong hop hop ddng, giao dich cd tir 02 (hai) to tro 1én thi phai
dong dau giap lai.

+ Trong trudng hop ngudi yéu cau ching thuc khdng thdng thao tiéng Viét
thi phai c6 nguoi phién dich. Ngudi phién dich phai la nguoi co nang luc hanh vi
dan su day du theo quy dinh cua phap luat, thong thao tiéng Viét va ngon ngir ma
nguoi yéu cau chang thuc sir dung. Nguoi phién dich do ngudi yéu cau ching
thuc moi hodce do co quan thuc hi¢n chung thyc chi dinh. Thu lao phién dich do
ngudi yéu cau chang thyc tra. Nguoi phién dich c6 trach nhiém dich day du, chinh
xac noi dung caa hop dong, giao dich, noi dung 1oi chimg cho nguoi yéu cau
chung thuc va ky vao ting trang hop dong voi tu cach 1a ngudoi phién dich.

+ Co quan thuc hién viéc stra d6i, bo sung, thay thé, hiy bo mot phan hoac
toan bo di chic phai théng bdo bang vin ban cho co quan di chung thyuc trude
day vé noi dung stra doi, bo sung, thay thé, hiy bo mot phan hoic toan b di chic
dé ghi cht vao S6 chiing thuc hop dong, giao dich.
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+ Ngudi yéu cau ching thuce nhan két qua tai noi nop ho so.

- Céch thiic thure hign: Nop hé so truc tiép tai UBND cap xa, Phong Tu phap.

- Thanh phan, sé lwong hd so:

Ngudi yéu cau ching thuc nop 01 (mdt) bo hd so yéu cau chimng thuc, gom
C4c gidy to sau day:

+ Hop dong, giao dich da duoc chung thuc;

+ Dy thao hop dong, giao dich stra doi, bd sung, huy b hop déng, giao dich
da duoc ching thuc;

+ Trong truong hop ndi dung stra ddi, b6 sung co lién quan dén tai san th
nguoi yéu cau chung thuc phai nop ban sao kem ban chinh dé ddi chiéu giay
chttng nhan quyén sé hitu, quyén sir dung hoic ban sao gidy to thay thé duoc
phap luét quy dinh d6i vai tai san ma phép luat quy dinh phai dang ky quyen SO
hitu, quyén st dung, trir trudng hop nguoi lap di chuc dang bi céi chét de doa
dén tinh mang.

- Thei han giai quyét: Thoi han thuc hién yéu céu chung thuc phai dugc
bao dam ngay trong ngdy co quan, t0 chuc tiép nhan yéu cau hoac 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 ho so phai cé phiéu hen ghi rd thoi
gian (gio, ngay) tra két qua cho ngudi yéu cau ching thyc.

- Péi twong thuc hién thii tuc hanh chinh: C4 nhan, té chic

- Co quan thuc hién thi tuc hanh chinh: UBND cap xa, Phong Tu phap

- Két qua thuc hién thi tuc hanh chinh: Hop dong, giao dich dugc
chung thuc.

- Phi: 30.000 ddng/hop ddng, giao dich.

- Tén mau don, miu to khai: Khong

- Yéu cu, diéu kién thuc hién tha tuc hanh chinh:

Viéc sira doi, bo sung, huy bo hop dong, giao dich da dugc ching thyc chi
duoc thuc hién khi c6 thoa thuan bang van ban cua cac bén tham gia hop dong,
giao dich.

- Can cwr phap ly caa tha tuc hanh chinh:

+ Nghi dinh s 23/2015/ND-CP ngay 16/02/2015 caa Chinh phi vé cap ban
sao tir ban chinh, chung thuc chi ky va chiing thuc hop déng, giao dich;

+ Nghi dinh s6 07/2025/NP-CP ngay 09/01/2025 ciia Chinh phii sira d6i, bo
sung mot so diéu ciia cdc Nghi dinh trong linh vuee hé tich, quéc tich, chimg thuc;

+ Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 ciia Bo truéng Bo Tu phap
quy dinh chi tiét va huéng dan thi hanh mot sb diéu cia Nghi dinh s6 23/2015/ND-
CP ngay 16/02/2015 ctia Chinh phii vé cap ban sao tir ban chinh, chiing thuc chir
ky va chtng thuc hop dong, giao dich;

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cia Bo truong Bo Tai
chinh quy dinh mic thu, ché d6 thu, nop, quan 1y va sir dung phi chiing thuc.
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5. Thi tuc sira 16i sai st trong hep dong, giao dich

- Trinh tyw thgc hién:

+ Ngudi yéu cau ching thyc xuat trinh ban chinh hogc ban sao c6 ching
thuc Giay ching minh nhan dan/Thé can cuoc cong dan/The can cuoc/Giay
chiing nhdn can cudc/Hg chieulgiay to xuat nhdp canh/giay to 6 gia tri di lai
quaoc té con gia tri si dung hodc Can cudce dién tir va nop 01 (mot) bo ho so.

+ Viéc stra 16i sai sot trong khi ghi chép, danh may, in hop ddng, giao dich
da dugc chung thue duoc thyuc hién theo thoa thuén bang vén ban cua cac bén
tham gia hop dong, giao dich, neu khdng lam anh huong den quyén, nghia vu cua
cac bén va dugc thuc hién tai co quan da chang thuc hop dong, giao dich.

+ Nguoi thyc hién ching thuc gach chan 16i sai s6t can sira, dong dau cua
co quan thuc hién chirng thuc va ghi vao bén l€ cua hop dong, giao dich ndi dung
da sua, ho tén, chir ky ctia nguoi stra, ngay thang nam sta.

+ Ngudi yéu cau ching thuc nhan két qua tai noi nop hod so.

- Céch thirc thuc hién: Nop ho so tryc tiép tai UBND cap xa, Phong Tu phap.

- Thanh phan, sé lweng hé so:

Ngudi yéu cau ching thuc nop 01 (mot) bd ho so yéu cau chiing thuc, gom
cac giay to sau day:

+ Vin ban théa thuan vé viéc stra 18i sai st trong hop dong, giao dich da
dugc chang thuc

+ Hop dong, giao dich da dwoc ching thyc;

+ Ban sao gidy chitng nhan quyen s& hitu, quyén sir dung hoic ban sao giy
to thay thé duoc phap luat quy dinh dbi véi tai san ma phap luat quy dinh phai

dang ky quyén s hitu, quyen su dung trong truong hop hop ddng, giao dich lién
quan dén tai san d6 (xuét trinh ban chinh dé ddi chiéu).

- Thei han giai quyét: Thoi han thuc hi¢n yéu Cau chung thuc phai duoc
bao dam ngay 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. Truong hop tra két qua trong
ngay lam viéc tiép theo thi nguoi tiép nhan‘ho so phai c6 phiéu hen ghi rd thoi
gian (gio, ngay) tra két qua cho nguoi yéu cau chirng thuc.

- Pdi twong thuc hién thia tuc hanh chinh: Ca nhan, to chuc.

- Co quan thyc hién thia tuc hanh chinh: UBND cap xi,Phong Tu phép.

- Két qua thyc hién thi tuc hanh chinh: Hop dong, giao dich duoc sia
16i ky thuat.

- Phi:25.000 d¢éng/hop dong, giao dich.

- Tén mau don, miu te khai: Khong.

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

- Can cr phéap ly caa tha tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban
sao tur ban chinh, ching thuc chir ky va chieng thuc hop dong, giao dich;
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+ Nghi dinh s6 07/2025/NP-CP ngay 09/01/2025 ciia Chinh phii sita doi, bo
sung mot s6 diéu cuia cdc Nghi dinh trong linh viee ho tich, quéc tich, ching thuc,

+ Thong tu s 01/2020/TT-BTP ngay 03/3/2020 cia Bé truong B Tu phap
quy dinh chi tiét va hudng dan thi hanh mét sb diéu cua Nghi dinh s6 23/2015/ND-
CP ngay 16/02/2015 caa Chinh phu vé& cp ban sao tir ban chinh, chung thuc chit
ky va chtng thuc hop dong, giao dich;

+ Thong tu sé 226/2016/TT-BTC ngay 11/11/2016 cua Bo truéng Bo Tai
chinh quy dinh mic thu, ché d6 thu, nop, quan 1y va sir dung phi chiing thuc.

6. Thi tuc cap ban sao cé chieng thuc tir ban chinh hop ddng, giao dich
da dwgc chirng thuc

- Trinh ty thuc hién:

+ Nguoi yéu cau cip ban sao c6 chang thuc tir ban chinh hop dong, giao
dich phai xuat trinh c4c gidy to theo quy dinh.

+ Nguoi thuc hién chung thyuc kiém tra gidy to do ngudi yéu cau cap ban
sao 6 chung thuc tir ban chinh hop dong, giao dich xuat trinh.

+ Viéc cap ban sao c6 ching thuc tir ban chinh hop dong, giao dich da duoc
chung thue duoc thuc hién tai co quan luu trit hop dong, giao dich.

+ Co quan thyc hién chang thuc tién hanh chup tir ban chinh hop déng,
giao dich dang dugc luu trir va thuc hién ching thuc nhu sau:

* Ghi day du 10i chung theo mau quy dinh;

* Ky, ghi rd ho tén, dong dau cua co quan, t chac thyuc hién ching thuc va
ghi vao s6 chang thuc.

Ddi vai ban sao co tir 02 (hai) trang trd 18n thi ghi 1oi ching vao trang cudi,
néu ban sao co tir 02 (hai) to tro 18n thi phai dong dau giép lai.

MJdi ban sao duogc ching thuc tir mot ban chinh gidy to, van ban hoic nhiéu
ban sao dugc chang thuc tir mot ban chinh gidy to, van ban trong cling mot thoi
diém duoc ghi mot sé ching thuc.

- Céch thwc thuc hién: Nop ho so truc tiép tai UBND céap x&, Phong
Tu phép.

- Thanh phan, s6 lwong hd so: Ngudi yéu cau ching thuc xuét trinhban
chinh hodc bdn sao c6 ching thuc Gidy chizng minh nhan dan/Thé can cuée cong
dan/Thé can cuoclGidy chimg nhdn cin cuwdéc/HG chiéulgidy to xuat nhdp
canh/gidy to c6 gia tri di lai quac té con gia tri sir dung hodc Can cude dién tt.

- Thai han giai quyet Trong ngdy co quan, to chue tiép nhan yéu cau hoac
trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio. Tru:ong hop tra
két qua trong ngay lam viéc tiép theo thi ngudi tiép nhén hd so phai ¢d phiéu hen
ghi rd thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chung thyc.

- Pdi twong thuc hién thia tuc hanh chinh: Ca nhan, to chuc.
- Co' quan thyec hién thi tuc hanh chinh: UBND cép x4, Phong Tu phap
luu trir hop dong, giao dich.
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- Két qua thuc hién tha tuc hanh chinh: Ban sao hop ddng, giao dich
dugc chang thuc.

- Phi: 2.000 ddng/trang; tir trang thir 3 tré 1én thu 1.000 déng/trang, ti da
thu khong qua 200.000 dong/ban. Trang 1a cin cr dé thu phi dugc tinh theo trang
cua ban chinh.

- Tén miu domn, miu té khai: Khong.

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

- Can cwr phéap ly caa tha tuc hanh chinh:

+ Nghi dinh s 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phii vé cap ban
sao tir ban chinh, chang thuc chit ky va chiing thuc hop déng, giao dich;

+ Nghi dinh 56 07/2025/ND-CP ngay 09/01/2025 ciia Chinh phii siea doi, bo
sung mot s6 dieu cua cdc Nghi dinh trong linh vuec ho tich, quéc tich, chirng thuec,

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

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo truong B Tai
chinh quy dinh mic thu, ché d6 thu, nop, quan 1y va sir dung phi chiing thuc.

7. Thi tuc chiwng thuc chir ky ngwoi dich ma ngwai dich khong phai la
cong tac vién dich thuat

- Trinh tw thuc hién:

+ Ngudi yéu cau ching thuc chir ky nguoi dich phai xuét trinh cac gidy to
phuc vu viéc chang thuc chit ky nguoi dich.

+ Nguoi thyc hién chiing thuc (hodc nguoi tiép nhan ho so trong truong
hop tiép nhan ho so tai bd phan mot cira, mot cira lién thong) kiém tra gidy to do
nguoi yéu cau ching thuc xuat trinh, néu thay du gidy to theo quy dinh va giay
to, van ban duoc dich khdng thudc cac truong hop gidy to, van ban khong dugc
dich dé ching thuc chit ky nguoi dich thi yéu cau ngudi dich ky trude mit va thuc
hién ching thuc nhu sau:

* Ghi day du 10i chung chang thuc chit ky nguoi dich theo mau quy dinh;

* Ky, ghi rd ho tén, dong dau cua co quan, t chac thyuc hién ching thuc va
ghi vao s6 chang thuc.

Pdi vai ban dich glay to, van ban co tr 02 (hai) trang tro Ién thi ghi loi
ching vao trang cubi, néu gidy to, van ban co tir 02 (hai) to trg 1én thi phai dong
dau giap lai.

- Céch thirc thuc hién: Nop ho sotruc tiép tai Phong Tu phap

- Thanh phén ho so: Nguoi yéu ciu chirng thuce xuét trinh cac gidy to sau:

+ Bdn chinh hogc bdn sao c6 chitng thuc Gidy chizng minh nhan dan/Thé
can cuéc cdng dan/Thé cdn cudclGidy ching nhdn can cuéc/HS chiéulgidy to
xudt nhdp canh/gidy to c6 gia tri di lai quoc té con gid tri stz dung hodc Can cuéc
dien tu;
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+ Ban chinh hozc ban sao tir s6 géc, ban sao c6 chung thuc bang ctr nhan
ngoai ngir tro 18n ve thir tiéng nuéc ngoai can dich hoac bang tot nghiép dai hoc
tré 1én dbi voi thr tiéng nudc ngoai can dich; trir truong hop dich nhhing ngon
ngir khéng pho bién ma nguoi dich khéng co bing ctr nhan ngoai ngit, bang tot
nghiép dai hoc nhung thong thao ngdn ngir can dich thi phai nop ban cam két vé
viéc thdng thao ngdn ngir d6 va chiu trach nhiém vé noi dung ban dich;

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

- Thoi han thyc hién: Trong ngay co quan, to chic tiép nhan yéu cau hoic
trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio hoac co thé kéo
dai hon theo thoa thuan bang van ban véi nguoi yeu cau ching thuc. Trudng hop
tra két qua trong ngay lam viéc tiép theo hodc phai kéo dai thoi gian theo thoa
thuan thi nguoi tiép nhén hd so phai c6 phiéu hen ghi rd thoi gian (gio, ngay) tra
két qua cho nguoi yéu cau ching thuc.

- Péi twong thuc hién thi tuc hanh chinh: Ca nhan.

- Co quan thyc hién tha tuc hanh chinh: Phong Tu phap.

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

- Phi: 10.000 dong/trudng hop.

- Tén mau don, miu to khai: Khong.

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

* Phong Tu phap chi ching thuc chit ky nguoi dich khéng phai la cong tac
vién khi nguoi d6 tu dich gidy to, vin ban cua minh.

* Giay to, van ban khong duogc dich dé chung thuc chit ky nguoi dich:

+ Gidy to, van ban di bi tiy X0a, stra chita; thém, bét noi dung khdng hop 16.

+ Gidy td, vin ban bi hu hong, cii nat khong xac dinh duoc noi dung.

+ Gidy to, vin ban dong dau mat cia co quan, to chac ¢6 tham quyén hoac
khong dong dau mat nhung ghi rd khong duoc dich.

+ Giay to, van ban ¢ noi dung quy dinh tai Khoan 4 Biéu 22 cua Nghi dinh
s6 23/2015/ND-CP.

+ Gidy to, vin ban do co quan, t6 chiic c6 tham quyén caa nudc ngoai cap,
cdng chung hoac ching nhan chua dugc hop phap hoa lanh sy theo quy dinh tai
Khoan 1 Diéu 20 cua Nghi dinh s6 23/2015/ND-CP, trir gidy ho chiéu, thé can
cudc, thé thuong trd, thé cu tra, gidy phép lai xe, bang tét nghiép, ching chi va
bang diém kém theo bang tét nghiép, ching chi.

- Can cw phap ly cia tha tuc hanh chinh:

+ Nghi dinh s6 23/2015/NB-CP ngay 16/02/2015 cua Chinh phu vé cap ban
sao tir ban chinh, chang thyc chir ky va chiing thuc hop dong, giao dich;

+ Nghi dinh s6 07/2025/NP-CP ngay 09/01/2025 ciia Chinh phii sira d6i, bo
sung mot s6 diéu ciia cdc Nghi dinh trong linh vuc ho tich, quéc tich, chirng thuc,

+ Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua Bo truéng B Tu phap
quy dinh chi tiét va huéng dan thi hanh mot sb diéu cia Nghi dinh s6 23/2015/ND-
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CP ngay 16/02/2015 caia Chinh phu vé& cp ban sao tir ban chinh, chang thuc chit
ky va chtng thuc hop dong, giao dich;

+ Théng tu sé 226/2016/TT-BTC ngay 11/11/2016 cua Bé truong Bé Tai
chinh quy dinh mic thu, ché d6 thu, nop, quan 1y va sir dung phi chiing thuc.

8. Thii tuc chirng thue hop dong, giao dich lién quan dén tai san 1a
dong san

- Trinh ty thyc hién:

+ Nguoi yéu cau ching thuc xudt trinh bdn chinh hogc ban sao ¢ ching
thic Gidy ching minh nhan dan/Thé cdan cuéc cong dan/Thé can cuéclGiay
ching nhdn can cwdécIHG chiéulgidy to xudt nhdp canh/gidy to c6 gia tri di lai
quéc té con gia tri sir dung hodce Can cude dién tirva ndp 01 (mot) bo hd so yéu
cau ching thyc.

+ Nguoi thuc hién chiing thuc (hodc ngudi tiép nhan ho so trong truong
hop tiép nhan hd so tai bo phan mot cira, mot cura lién thong) kiém tra gidy to
trong hd so yéu cau chuang thuc, néu day du, tai thoi diém ching thuc cac bén
tham gia hop déng, giao dich tu nguyén, minh man va nhan thic, 1am chi dugc
hanh vi caa minh thi tiép nhan ho so, thuc hién chiing thuc.

+ Céac bén tham gia hO’p ddng, giao dich phai ky trugc mat nguoi thuc hién
chtng thuc, néu hop dong cé tur 02 (hai) trang tro 1én thi phai ky vao tung trang.
Truong hop nguol y&u cau chung thuc nop hd so tai bo phan mot cira, mét cua
lién thong thi cac bén tham gia hop dong giao dich phai ky tru6c mat nguoi tiép
nhan ho so. Truong hop nguoi c6 tham quyen giao két hop ddng cua céc to chirc
tin dung, doanh nghiép da ding ky chir Ky mau tai co quan thuc hién chang thuc
thi cd thé ky trudc vao hop dong; ngudi thuc hién ching thuc phai déi chiéu chix
ky cta ho trong hop déng véi chir ky mau truéc khi thuc hién chiing thuc, néu
nghi ngo chit Ky trong hop dong khéac voi chir ky mau thi yéu cau ngudi do ky
trudc mat.

+ Truong hop nguoi yéu cau ching thyc khong ky duoc thi phai diém chi;
néu nguoi d6 khong doc dugc, khong nghe duogc, khong ky, khong diém chi duoc
thi phai c6 02 (hai) nguoi lam ching. Nguoi lam ching phai c6 dt nang luc hanh
vi dan sy va khéng cd quyen, loi ich hodc nghia vu lién quan dén hop dong, giao
dich. Nguoi lam chtng do nguoi yéu cau chiing thuc bé tri. Truong hop nguoi
yéu cau chang thuc khdng bd tri duoc thi dé nghi co quan thyc hién chang thuc
chi dinh nguoi lam ching.

+ Nguoi thyc hién chiing thuc (hodc nguoi tiép nhan ho so) ghi 1oi ching
twong (rng Vvoi ting loai hop dong, giao dich theo mau quy dinh. Truong hop
tiép nhan ho so tai bo phan mot cira, mot cta lién thong thi nguoi tiép nhan hd
so ky vao ting trang cua hop dong, giao dich va ky vao dudi 10i chang theo mau
quy dinh.

Nguoi thue hién chung thuc ky vao ting trang cua hop dong, giao dich (néu
ho so khong duoc tiép nhan qua bo phan mot cira, mot cira lién thong), ky, ghi rd
ho tén, dong dau cta co quan thyuc hién chang thuc va ghi vao sé chang thuc.
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Doi v6i hop dong giao dich c tir 02 (hai) trang tro I€n, thi ting trang phai
dugc danh s thir tu; s6 lwong trang va loi chimg dugc ghi tai trang cudi cua hop
ddng, giao dich. Truong hop hop ddng, giao dich cd tir 02 (hai) to tro 18n thi phai
dong dau giap lai.

+ Trong trudng hop ngudi yéu cau ching thuc khdng thdng thao tiéng Viét
thi phdi c6 nguoi phién dich. Nguoi phién dich phdi la ngudi c6 nang luc hanh vi
dan su day du theo quy dinh cua phap luat, thong thao tiéng Viét va ngon ngir ma
ngudi yéu cau ching thuc sir dung. Nguoi phién dich do ngudi yéu cau ching
thuc moi hoac do co quan thyc hién chung thyc chi dinh. Thu lao phién dich do
nguorl yéu cau chizng thuc tra.Nguoi phién dich cé trach nhiém dich day du, chinh
xac ndi dung cua horp ddng, giao dich, noi dung 10i chimg cho nguoi yéu cau
chtng thue va ky vao ting trang hop déng voi tu cach 1a ngudi phién dich.

- Céch thirc thuc hién: Nop ho so truc tiép tai Phong Tu phap.

- Thanh phan, sé lwong hd so:

Ngudi yéu cau ching thuc nop 01 (mét) bo ho so yéu cau chiing thuc, gom
cac giay to sau day:

+ Dy thao hop dong, giao dich;

+ Ban sao giay chitng nhan quyen s& hitu, quyén sir dung hoic ban sao giy
to thay thé duoc phap luat quy dinh dbi véi tai san ma phap luat quy dinh phai

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

- Thoi han giai quyét:

Khong qué 02 (hai) ngay lam viéc, ké tir ngay nhan du ho so yéu cau
chL’rng thuc hoac coO thé kéo dai hon theo théa thuan béng van ban voi nguoi
yéu cau chung thyc. Truong hop kéo dai thoi han giai quyét thi nguoi tiep nhan
ho so phai co phieu hen ghi ro thoi gian (gio, ngay) tra ket qua cho ngudi yéu
cau chung thuc.

- Pdi twong thuc hién thia tuc hanh chinh: Ca nhan, to chuc.

- Co quan thyc hién tha tuc hanh chinh: Phong Tu phap.

- Két qua thuc hién thi tuc hanh chinh: Hop dong, giao dich dugc
chang thuc.

- Phi:50.000 ddng/hop ddng, giao dich.

- Tén miu domn, miu té khai: Khong.

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

- Can cr phéap ly caa tha tuc hanh chinh:

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

~ + Nghi dinh s6 07/2025/NP-CP ngay 09/01/2025 cuia Chinh phi sua doi,
bo sung mét so diéeu cua cac Nghi dinh trong linh v hé tich, quoc tich, ching
thuc;
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+ Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cia Bé truong B Tu phap
quy dinh chi tiét va hudng dan thi hanh mét sb diéu cia Nghi dinh s6 23/2015/ND-
CP ngay 16/02/2015 cua Chinh phu vé cip ban sao tir ban chinh, ching thuc chix
ky va chtng thuc hop dong, giao dich;

+ Théng tu sé 226/2016/TT-BTC ngay 11/11/2016 cua Bé truong Bé Tai
chinh quy dinh muc thu, ché d6 thu, nop, quan 1y va sir dung phi chiing thuc.

9. Thi tuc ching thwe van ban théa thuan phéan chia di san ma di san
la dong san

- Trinh tw thuc hién:

+ Nguoi yéu cau ching thuc xudt trinh bdn chinh hogdc ban sao c6 ching
thic Gidy ching minh nhan dan/Thé cdan cuéc cong dan/Thé can cudclGiay
chitng nhdn cdn cwdéc/HG chiéulgidy to xudt nhdp canh/gidy to 6 gia tri di lai
quoc té con gia tri sir dung hodce Can cude dién tiva nop 01 (mot) bo hd so yéu
cau ching thyc.

+ Nguoi thuc hién chiing thuc (hodc ngudi tiép nhan hd so trong truong
hop tiép nhan ho so tai bo phan mot cira, mot cua lién thong) kiém tra gidy to
trong ho so yéu cau chung thyuc, néu day du, tai thoi diém ching thuc cac bén
tham gia vin ban thoa thuan tu nguyén, minh man va nhan thac, lam chu dugc
hanh vi caa minh thi tiép nhan ho so, thuc hién chiing thuc.

+ Cac bén tham gia thoa thuan phan chia di san phai ky trudC Mat nguoi
thuc hién chung thuc, néu van ban thoa thuan phan chia di san co tur 02 (hai) trang
tré 18n thi phai ky vao ting trang. Truong hop nguoi yéu cau ching thuc nop ho
so tal bd phan mot ctra, mot cira lién thdng thi cac bén thoa thuan phéan chia di san
phai ky trudc mat nguoi tiép nhan ho so.

+ Truong hop nguoi yéu cau ching thue khong ky duoc thi phai diém chi;
néu ngudi d6 khong doc duoc, khong nghe duoc, khong ky, khong diém chi duoc
thi phai c6 02 (hai) nguoi lam ching. Nguoi lam chang phai c6 dt nang luc hanh
vi dan su va khong c6 quyén, loi ich hoic nghia vu lién quan dén giao dich. Nguoi
lam chtmg do ngudi yéu cau chuang thuc bé tri. Truong hop ngudi yéu cau ching
thuc khéng bé tri dugc thi dé nghi co quan thuc hién ching thuc chi dinh nguoi
lam chuang.

+ Nguoi thuc hién chiing thuc (hodc nguoi tiép nhan ho so) ghi 10i ching
theo mau quy dinh. Truong hop tiép nhan hd so tai bo phan mot cira, mot cia lién
thong thi ngudi tiép nhan hd so ky vao ting trang cia van ban thoéa thuan phan
chia di san va ky vao dudi 16i chiung theo mau quy dinh.

Nguoi thuc hién chung thuc Ky vao tirng trang cta van ban thoa thuan phéan
chia di san (néu hd so khong duoc tiép nhan qua b phan mot cira, mot cua lién
thong), ky, ghi rd ho tén, dong dau ciia co quan thyc hién ching thyuc va ghi vao
s6 chang thuyc.

Pdi véi van ban thoa thuan phan chia di san ¢ tir 02 (hai) trang tro 1én, thi
ting trang phai dugc danh sb tha tu; sé luong trang va loi chimg duoc ghi tai
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trang cudi cia van ban thoa thuan phan chia di san. Truong hop vin ban thoa
thuan phan chia di san c6 tir 02 (hai) to tro 18n thi phai dong dau giép lai.

+ Trong trudng hop ngudi yéu cau ching thuc khdng thdng thao tiéng Viét
thi phdi c6 nguoi phién dich. Nguoi phién dich phai la ngudi c6 nang luc hanh vi
dan su day du theo quy dinh cua phap luat, thong thao tiéng Viét va ngon ngir ma
ngudi yéu cau ching thuc sir dung. Nguoi phién dich do ngudi yéu cau ching
thuc mai hoac do co quan thuc hién chang thuc chi dinh. Thu lao phién dich do
ngudi yéu cau chang thyc tra. Ngudi phién dich co trach nhiém dich day du, chinh
x&c ndi dung cia van ban thoa thuan noi dung loi chimg cho ngudi yéu cau ching
thuc va ky vao ting trang van ban théa thuan phan chia di san vai tu cach la nguoi
phién dich.

- Céch thiec thuc hién: Nop hd so truc tiép tai Phong Tu phap.

- Thanh phan, sé lwong hd sor:

Ngudi yéu cau chung thuc nop 01 (mot) bo ho so yéu cau ching thuc, gom
C4C gidy to sau day:

+ Du thao van ban thoa thuan phan chia di san;

+ Ban sao gidy ching nhan quyeén sé hitu, quyen sir dung hogc ban sao giy
to thay thé duoc phap luat quy dinh dbi véi tai san ma phap luat quy dinh phai
dang ky quyén so hitu, quyen su dung trong truong hop van ban thoa thuan phan
chia di san lién quan dén tai san d6 (xuét trinh kém theo ban chinh dé ddi chiéu).

- Thoi han giai quyét:

Khong quéa 02 (hai) ngay lam viéc, ké tir ngay nhan du ho so yéu cau
chung thuc hoac c6 thé kéo dai hon theo thoa thuan bang van ban véi nguoi
yéu cau chung thuc. Truong hop kéo dai thoi han giai quyet thi nguoi tiep
nhan ho so phai co phieu hen ghi r6 thoi gian (gio, ngay) tra ket qua cho nguoi
yéu cau chung thuc.

- P6i twong thuc hién thii tuc hanh chinh: C& nhan, to chic.

- Co quan thyc hién tha tuc hanh chinh: Phong Tu phap.

- Két qua thuc hién thi tuc hanh chinh: Vin ban thoa thuan phan chia di
san dugc churng thuc.

- Phi:50.000 dong/van ban.

- Tén mau don, miu to khai: Khong.

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

- Can cw phap ly cia tha tuc hanh chinh:

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

~ + Nghi dinh ,sé 07/2025/ND-CP ngay 09/01/2025 cua Chinh phu sita
doi, bo sung mot so diéu cua cac Nghi dinh trong linh vuc ho tich, quoc tich,
chung thuc;

+Thong tu 5O 01/2020/TT-BTP ngay 03/3/2020 cua B9 truong Bo Tu phap
quy dinh chi tiét va hudng dan thi hanh mot so dieu cia Nghi dinh s6 23/2015/ND-
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CP ngay 16/02/2015 caia Chinh phu vé& cp ban sao tir ban chinh, chang thuc chit
ky va chtng thuc hop dong, giao dich;

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai
chinh quy dinh mic thu, ché d6 thu, nop, quan 1y va sir dung phi chiing thuc.

10. Tha tuc chieng thwe vian ban khai nhan di san ma di san la dong san

- Trinh ty thyc hién:

+ Nguoi yéu cau ching thuc xudt trinh bdn chinh hogc ban sao c¢6 ching
thuc Gidy chitng minh nhan dan/Thé can cudéc cong dan/Thé cdn cudéclGidy
ching nhdn can cwdécIHG chiéulgidy to xudt nhdp canh/gidy to c6 gia tri di lai
quéc té con gia tri sir dung hodc Can cude dién tirva nop 01 (mot) bo hd so yéu
cau ching thuec.

+ Nguoi thuc hién chiing thuc (hodc ngudi tiép nhan hd so trong truong
hop tiép nhan hd so tai bo phan mot cira, mot cura lién théng) kiém tra gidy to
trong hd so yéu cau chuang thyuc, néu day du, tai thoi diém ching thuc cac bén
tham gia van ban khai nhan di san ty nguyén, minh man va nhan thac, lam chu
duoc hanh vi caa minh thi tiép nhan hé so, thuc hién chang thuc.

+ Nguoi khai nhan di san phai ky truéc mat nguoi thuc hién ching thuc,
néu van ban khai nhan di san c6 tir 02 (hai) trang tro 1én thi phai ky vao ting trang.
Truong hop nguoi yéu cau ching thuc nop hd so tai bd phan mot cira, mot cira
lién thong thi nguoi khai nhan di san phai ky truéc mat ngudi tiép nhan ho so.

+ Truong hop nguoi yéu cau ching thyc khong ky duoc thi phai diém chi;
néu ngudi d6 khong doc duoc, khong nghe duoc, khong ky, khong diém chi duoc
thi phai c6 02 (hai) nguoi lam ching. Nguoi lam chang phai c6 dt nang luc hanh
vi dan sy va khdng c6 quyén, loi ich hoic nghia vu lién quan dén giao dich. Nguoi
lam chtmg do ngudi yéu cau chung thuc bé tri. Truong hop ngudi yéu cau ching
thuc khdng b tri duge thi dé nghi co quan thuc hién ching thyuc chi dinh nguoi
lam chuang.

+ Nguoi thuc hién chiing thuc (hodc nguoi tiép nhan hd so) ghi 10i ching
theo mau quy dinh. Truong hop tiép nhan hd so tai bo phan mot cira, mot cia lién
thong thi ngudi tiép nhan hé so ky vao ting trang cua vin ban khai nhan di san
va ky vao dudi 16i ching theo mau quy dinh.

Nguoi thuc hién chung thuc ky vao tirng trang cua van ban khai nhan di
san (néu hod so khéng dugc tiép nhan qua bd phan mot cira, mot chira lién
thong) ky, ghi rd ho tén, dong dau cia co quan thuc hién chang thuc va ghi
vao s6 chung thuc.

Péi Vi van ban khai nhan co tir 02 (hai) trang tro 1én, thi ting trang phai
dugc danh sd thir tw, o chix ky cua nguoi yéu cau chung thuc va nguoi thyc hign
chung thuc; s6 lugng trang va loi chimg duoc ghi tai trang cudi cia van ban thoa
thuan. Truong hop van ban khai nhan c6 tir 02 (hai) to tré 1én thi phai dong dau
giap lai.

+ Trong trudng hop nguoi yéu cau ching thuc khéng thong thao tiéng
Viét thi phai c6 nguoi phién dich. Nguoi phién dich phai 1a nguoi c¢6 nang luc
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hanh vi dan sy day du theo quy dinh cua phap luat, thong thao tiéng Viét va ngon
ngir ma ngudi yeu cau chang thuc s dung. Nguoi phién dich do nguoi yéu cau
ching thuc moi hoac do co quan thuc hién chang thuc chi dinh. Thu lao phién
dich do ngudi yéu cau ching thuc tra.Nguoi phién dich cé trach nhiém dich day
du, chinh xac ndi dung cua van ban thoa thuan noi dung loi ching cho ngudi yéu
cau chung thuc va ky vao ting trang van ban khai nhan di san véi tu cach 1a
nguoi phién dich.,

- Céch thiec thuc hién: Nop hd so truc tiép tai Phong Tu phap.

- Thanh phan, sé lwgng hd sor:

Nguoi yéu cau chang thuc nop 01 (mét) bo hd so yéu cau ching thuc, gom
C4cC gidy to sau day:

+ Dy thao van ban khai nhan di san;

+ Ban sao giay chitng nhan quyen s& hitu, quyén sir dung hoic ban sao giy
to thay thé duoc phap luat quy dinh dbi véi tai san ma phap luat quy dinh phai
dang ky quyen s& hiu, quyen st dung trong treong hop van ban khai nhan di san
lién quan dén tai san d6 (xuat trinh kém theo ban chinh dé déi chiéu).

- Thoi han giai quyét:

Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan da ho so yéu cau
chiing thuc hoic co thé kéo dai hon theo théa thuan bang vin ban véi ngudi
yéu cau chuang thuc. Truong hop kéo dai thoi han giai quyét thi ngudi tiép nhan
ho so phai ¢ phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudi yéu
cau ching thuc.

- Pdi twong thuc hién thia tuc hanh chinh: Ca nhan, to chuc.

- Co quan thyc hién tha tuc hanh chinh: Phong Tu phap.

- Két qua thuc hién thi tuc hanh chinh: Van ban khai nhan di san duoc
chung thuc.

- Phi: 50.000 dong/van ban.

- Tén miu don, miu té khai: Khong.

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

- Can cr phéap ly caa 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, chang thuc chit ky va chiing thuc hop dong, giao dich;

+ Nghi dinh s6 07/2025/NP-CP ngay 09/01/2025 ciia Chinh phit sita d6i, bo
sung mot s6 diéu cuia cdc Nghi dinh trong linh viee ho tich, quéc tich, ching thuc,

+ Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua Bo truéng B Tu phap
quy dinh chi tiét va hudng dan thi hanh mot sb diéu cia Nghi dinh s6 23/2015/ND-
CP ngay 16/02/2015 caia Chinh phu vé cp ban sao tir ban chinh, chung thuc chit
ky va chtng thuc hop dong, giao dich;

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo trudng Bo Tai
chinh quy dinh mic thu, ché d6 thu, nop, quan ly va sir dung phi chiing thuc.
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