Thu tuc chirng thuc chir ky trong cac giay to, van ban (ap
dung cho ca truong hop chirng thuc diém chi va truong
hop ngudi yéu cau chirng thuc khong thé ky, khéng thé
diém chi duoc)

Murc do 2

Trinh tu thuc hién

- Ngudi yéu cau ching thuc chit ky/diém chi/khong thé ky, khong thé diém chi dugc phai xuat
trinh céc gidy t& phuc vu viéc ching thuc chir ky.

- Trong truong hop ngudi yéu cau chirng thuc khong thong thao tiéng Viét thi phai cé nguai phién
dich. Nguai phién dich phai la ngudi ¢ nang luc hanh vi dan sy day du theo quy dinh cua phéap
luat, thong thao tiéng Viét va ngén nglr ma nguoi yéu cau ching thuc stir dung. Nguai phién dich
do nguai yéu cau chirng thuc mai hodc do co quan thuc hién chirng thuc chi dinh. Thi lao phién
dich do ngudi yéu cau chirng thuc tra.

- Nguoi thuc hién ching thuc kiém tra gidy to yéu cau chirng thuc, néu thay dua gidy to theo quy
dinh, tai thai diém ching thuc, nguoi yéu cau chirng thuc minh man, nhan thire va lam chd dugc
hanh vi ciia minh va viéc chirng thuc khong thudc céc truong hop khéng duoc ching thuc chir ky
thi yéu cau nguoi yéu cau ching thuc ky/diém chi trude mat va thuc hién ching thuc nhu sau:

+ Ghi day du |6i chirng chirng thuc chir ky theo mau quy dinh;

+ Ky, ghi ré ho tén, dong dau cla co quan, té chirc thuc hién chirng thuc va ghi vao sé chiing
thuec.

DOi vai gidy 10, van ban cé tlr (02) hai trang trd 1én thi ghi |6i chirng vao trang cudi, néu giay to,
van ban cé tlr 02 (hai) to trg 1én thi phai déng dau giap lai.

- DI vai truong hap chirng thuc chir ky/diém chi/khong thé ky, khong thé diém chi dugc tai bd
phan tiép nhan va tra két qua theo co ché mot ctra, mot cira lién thong thi cong chirc tiép nhan ho
so kiém tra cac giay t&, néu nhan thay nguoi yéu cau ching thuc cé da diéu kién quy dinh tai
Khoan 2 Diéu 24 Nghi dinh s& 23/2015/ND-CP thi dé nghi ngudi yéu cau ching thuc ky/diém chi
vao gidy to can chirng thuc va chuyén cho ngudi cé thdm quyén ky ching thuc.

Thai gian tié€p nhan ho so va tra két qua: Vao gio hanh chinh cac ngay lam viéc trong tuan (tlr tha
2 dén thur 6).

- Sang: Tir 07h00’ dén 11h30'.
- Chiéu: Ttr 13h00’ dén 17h00".

(Trlr ngay th Bay, ngay Chu nhat va cac ngay |€).

Linh vuc

Linh vuc ching thuc (XP)



Do6i tugng thuc hién

Cong dan,
Doanh nghiép

Cach thuc thuc hién

N&p ho so truc tiép tai UBND cap xa hodc ngoai tru sé clia co quan thuc hién ching thuc néu
ngudi yéu cau chirng thuc thudc dién gia yéu, khong thé di lai duoc, dang bi tam gitr, tam giam,
thi hanh an phat tu hoac cé ly do chinh dang khac.

Thanh phan ho so

Giay to phai xuat trinh:

- Thanh phan h6 so gom:

:j- Ban chinh hodc ban sao cé chirng thuc Gidy chirng minh nhan dan hoac Ho chiéu con gia tri st
ung.

+ Gidy to, van ban ma minh sé ky/diém chi. Truong hop ching thuc chir ky trong gidy tg, van ban
bang tiéng nudc ngoai, néu ngudi thuc hién chirng thuc khéng hiéu ré ndi dung cla gidy to, van
ban thi cé quyén yéu cau ngudi yéu cau chirng thuc nop keém theo ban dich ra tiéng Viét noi dung
cua gidy t0, van ban dé (ban dich khong can céng chirng hodc ching thuc chit ky nguai dich,
ngudi yéu cau ching thuc phai chiu trach nhiém vé ndi dung cda ban dich).

Yéu cau thuc hién
Truong hgp khong dugc chiang thuce chi ky:

+ Tai thoi diém ching thue, ngudi yéu cau chirng thuc chir ky khong nhéan thie va lam chid duoc
hanh vi cia minh.

+ Nguoi yéu cau ching thuc chir ky xuat trinh Gidy chirg minh nhan dan hodc Ho6 chiéu khéng
con gia tri str dung hoéc gia mao.

+ Gidy t0, vdan ban ma nguai yéu cau chirng thuc ky vao cé néi dung quy dinh tai Khoan 4 biéu 22
ctia Nghi dinh sé 23/2015/ND-CP.

+ Gidy t0, van ban cé n6i dung la hop déng, giao dich, trir cac truong hop quy dinh tai Piém d
Khoan 4 Diéu 24 ctia Nghi dinh s6 23/2015/ND-CP hoéc truong hop phap luat cé quy dinh khac.

Can cu phap ly

- Nghi dinh sé 23/2015/ND-CP ngay 16/02/2015 cuta Chinh phu vé cap ban sao tlr ban chinh,
chirng thuc chir ky va chirng thuc hgp dong, giao dich;



- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 cua Bo Tu phap quy dinh chi tiét va hudng dan
thi hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap
ban sao tlr ban chinh, chirng thuc chir ky va ching thuc hgp déng, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cta B Tai chinh quy dinh muc thu, ché d6 thu,
nop, quan ly va str dung phi chirng thuc;

+ Thong tu s6 257/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh quy dinh mirc thu, ché do
thu, nép, quan ly, sir dung phi cong ching; phi chirng thuc; phi tham dinh tiéu chuan, diéu kién
hanh nghé cong ching; phi thdm dinh diéu kién hoat dong van phong cong chirng; 1é phi cap thé
céng chirng vién.

Lé phi

10.000 dong/truang hop (truong hop dugc tinh la mot hodc nhiéu chir ky trong moét gidy to, van
ban).

Co quan thuc hién

- Ngudi yéu cau ching thuc chit ky/diém chi/khong thé ky, khong thé diém chi dugc phai xuat
trinh cdc gidy to phuc vu viéc chirng thuc chir ky.

- Trong trudng hop ngudi yéu cau chirng thuc khong thong thao tiéng Viét thi phai cé nguai phién
dich. Nguai phién dich phai la ngudi ¢ nang luc hanh vi dan sy day du theo quy dinh cua phap
luat, thong thao tiéng Viét va ngén nglr ma ngudi yéu cau ching thuc st dung. Nguai phién dich
do nguai yéu cau chirng thuc mai hodc do co quan thuc hién chirng thuc chi dinh. Thu lao phién
dich do ngudi yéu cau chirng thuc tra.

- Nguoi thuc hién ching thuc kiém tra gidy to yéu cau chirng thuc, néu thay dua gidy to theo quy
dinh, tai thai diém ching thuc, nguoi yéu cau chirng thuc minh man, nhan thirc va lam chd dugc
hanh vi ciia minh va viéc chirng thuc khong thudc céc truong hop khéng duoc chirng thuc chir ky
thi yéu cau nguoi yéu cau ching thuc ky/diém chi trude mat va thuc hién ching thuc nhu sau:

+ Ghi day du |6i chirng chirng thuc chir ky theo mau quy dinh;

+ Ky, ghi r6 ho tén, dong dau cla co quan, té chirc thuc hién chirng thuc va ghi vao sé chiing
thuc.

D0i vai gidy 10, van ban cé tlr (02) hai trang trd I1én thi ghi |6i chirng vao trang cudi, néu giay to,
van ban cé tlr 02 (hai) to trg 1én thi phai dong dau giap lai.

- DI vai truong hap chirng thuc chir ky/diém chi/khong thé ky, khong thé diém chi dugc tai bd
phan ti€p nhan va tra két qua theo co ché mét clra, mét cira lién thong thi cong chire tiép nhan ho
so kiém tra cac giay t&, néu nhan thay nguoi yéu cau ching thuc cé da diéu kién quy dinh tai



Khodan 2 Diéu 24 Nghi dinh s 23/2015/ND-CP thi dé nghi nguai yéu cau chirng thuc ky/diém chi
vao giay t& can ching thuc va chuyén cho nguoi cé tham quyén ky ching thuc.

Thoi gian tiép nhan hoé so va tra két qua: Vao gio hanh chinh céc ngay lam viéc trong tuan (tlr tha
2 dén thu 6).

- Sang: Tlr 07h00’ dén 11h30'.
- Chiéu: Tr 13h00’ dén 17h00".

(Trr ngay thir Bay, ngay Chud nhat va céac ngay |€é).

Co quan ban hanh

Co quan phai hop



