Thu tuc chirng thuc ban sao tir ban chinh giay to, van ban
do co quan t6 chirc c6 tham quyén cta Viét Nam cap
hoac chirng nhan

Murc dé 2

Trinh tu thuc hién

- Ngudi yéu cau chirng thuc phai xuat trinh ban chinh gidy tg, vén ban lam co sd dé ching thuc
ban sao va ban sao can ching thuec.

- Trudng hop ngudi yéu cau chirng thuc chi xuat trinh ban chinh thi co quan, t6 chirc tién hanh
chup ttr ban chinh dé thuc hién chirng thuc, trir trudng hop co quan, t6 chire khong cé phuong
tién dé chup.

- Nguoi thuc hién ching thuc ki€ém tra ban chinh, d6i chiéu véi ban sao, néu ndi dung ban sao
ddng véi ban chinh, ban chinh giay tg, van ban khéng thudc céc truong hop ban chinh gidy tg, van
ban khong duoc dung lam cao s& dé chirng thuc ban sao thi thuc hién chirng thuc nhu sau:

* Ghi day du 16i chirng ching thuc ban sao tir ban chinh theo mau quy dinh;

* Ky, ghi rd ho tén, dong dau cta co quan, t6 chirc thuc hién ching thuc va ghi vao sé chirng
thuc.

Doi vai ban sao ¢ tir 02 (hai) trang trd 1én thi ghi I6i chirng vao trang cudi, néu ban sao cé tir 02
(hai) to trd |én thi phai déng dau giap lai.

Moi ban sao duoc ching thuc tir mot ban chinh gidy tg, van ban hodc nhiéu ban sao dugc chirng
thuc tr mét ban chinh gidy to, van ban trong cing mot thai diém dugc ghi mot sé chirng thuc.

- Ngudi yéu cau chirng thuc nhan két qua tai noi nép ho so.

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

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

(Trir ngay thir Bay, ngay Chd nhat va céac ngay l€é).

Linh vuc

Linh vuc ching thuc (XP)

D6i tuong thuc hién

Cong dén,



Doanh nghiép

Cach thurc thuc hién

NOp ho so truc tiép tai UBND cap xa.

Thanh phan ho so
Giay to phai xuat trinh:

Ban chinh gidy t&, van ban lam co s& d€ chiing thuc ban sao va ban sao can ching thuc. Trudng
hop ngudi yéu cau chirng thuc chi xuat trinh ban chinh thi co quan, t6 chirc tién hanh chup tir ban
chinh dé thuc hién ching thuc, trir trrong hop co quan, t6 chire khong c6 phuong tién dé chup.
Ban sao, chup tlr ban chinh dé thuc hién chirng thuc phai cé day du céac trang da ghi thong tin
cua ban chinh.

Yéu cau thuc hién

- Ban chinh giay 10, vdan ban can chirng thuec.

- Ban chinh giay to, van ban khéng dugc dung lam co sd dé chirng thuc ban sao:
+ Ban chinh bi tay xda, stra chira, thém, bét nodi dung khong haop 1€.

+ Ban chinh bi hu hong, cii nat, khong xac dinh duoc noi dung.

+ Ban chinh déng dau mat cla co quan, t6 chirc cé tham quyén hodc khong déng dau méat nhung
ghi rd khéng dugc sao chup.

+ Ban chinh cé ndi dung trai phap luat, dao dirc xa hoi; tuyén truyén, kich dong chién tranh, chéng
ché do xa hoi chu nghta Viét Nam; xuyén tac lich sir clia dan téc Viét Nam; xtic pham danh du,
nhan pham, uy tin cla cé nhan, t6 churc; vi pham quyén céng dan.

+ Gidy to, van ban do cé nhan tu lap nhung khong c6 xac nhan va déng dau cua co quan, td chirc
c6 tham quyén.

Can cur phap ly

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh pht vé cap ban sao tlr ban chinh,
ching thuc chir ky va chirng thuc hop dong, giao dich.

- Théng tu s6 20/2015/TT-BTP ngay 29/12/2015 ctia Bo Tu phap quy dinh chi tiét va hudng dan
thi hanh mot sé diéu ctia Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh pht vé cap
ban sao tir ban chinh, ching thuc chir ky va ching thuc hop dong, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia Bé Tai chinh quy dinh murc 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

2.000 déng/trang; tir trang thir 3 trd [én thu 1.000 dong/trang, t6i da thu khong qua 200.000
dong/ban. Trang la can cir dé thu phi dugc tinh theo trang cta ban chinh.

Co quan thuc hién

- Nguoi yéu cau ching thuc phai xuat trinh ban chinh gidy 1o, van ban lam co sé& dé chirng thuc
ban sao va ban sao can chirng thuc.

- Trudng hgp ngudi yéu cau chirng thuc chi xuat trinh ban chinh thi co quan, t6 chirc tién hanh
chup ttr ban chinh dé thuc hién chirng thuc, trir trudng hop co quan, t6 chirc khong cé phuong
tién dé chup.

- Nguoi thuc hién ching thuc kiém tra ban chinh, d6i chiéu véi ban sao, néu noi dung ban sao
ddng véi ban chinh, ban chinh gidy tg, van ban khéng thudc céc truong hop ban chinh gidy tg, van
ban khéng duoc dung lam co s dé chirng thuc ban sao thi thuc hién ching thuc nhu sau:

* Ghi day du 1oi chirng ching thuc ban sao tir ban chinh theo mau quy dinh;

* Ky, ghi rd ho tén, dong dau cla co quan, t6 chirc thuc hién ching thuc va ghi vao sé chirng
thuc.

Dai vai ban sao ¢ tir 02 (hai) trang trd 1én thi ghi 6i chirng vao trang cudi, néu ban sao cé tir 02
(hai) to trd |én thi phai déng dau giap lai.

Moi ban sao dugc ching thuc tir mot ban chinh gidy tg, van ban hodc nhiéu ban sao dugc chirng
thuc tr mét ban chinh giay to, van ban trong cing mot thai diém dugc ghi mot sé chirng thuc.

- Nguoi yéu cau chirng thuc nhén két qua tai noi nop ho so.

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

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

(Trr ngay thir Bay, ngay Chd nhat va céac ngay l€é).



Co quan ban hanh

Co quan phéi hop



