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UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
THANH PHO HAI PHONG Pic ldp - Tw do - Hanh phiic
$6:4517 /QD-UBND Hai Phong, ngay 10 thdang 11 nam 20025
QUYET DINH

Vé viée cdng bd danh muc thii tuc hanh chinh duge sira ddi, bo sung va bi bii
bo linh vue chirng thire thuge pham vi, chire niéng quan Iy cua So Tw phap

CHU TICH UY BAN NHAN DAN THANH PHO

Cdin cir Ludt To chire chinh quyén dia phwong ngay 16/6/2025;

Cdn cir Nghi dinh 56 63/2010/ND-CP ngay 08/6/2010 cia Chinh phii vé
kiém sodt thu tuc hanh chinh; Nghi dinh sé 48/2013/ND-CP ngay 14/5/2013 cua
Chinh phii vé sita doi, b6 sung mét sé diéu ciia cde Nghi dinh lién quan dén kiém
sodt thii tue hanh chinh; Nghi dinh sé 92/2017/ND-CP ngay 07/8/2017 eiia Chinh
phii sita doi, bo sung mét sé diéu cia cde Nghi dinh lién quan dén kiém sodt thi
tuc hanh chinh;

Cén cir Nghi dinh s6 118/2025/NP-CP ngay 09/6/2025 ciia Chinh phi vé
thiee hién thii tue hémh chinh theo co ché mét cira, mét ciea lién thong tai Bé phédn
MGt cira va Dich vu céng quéc gia;

Cdn cir Théng tw s6 02/2017/TT-VPCP ngay 31/10/2017 ciia Bé truong,
Chii nhiém Vin phong Chinh phi hueémg dan vé nghiép vu kiém sodt thi tuc hanh
chinh;

Cén cir Thong hesé 03/2025/TT-VPCP ngay 15/9/2025 ciia B truomg, Chii
nhiém Vin phong Chinh phit heéng dan thi hanh mét s6 néi dung cua Nghi dinh
s6 118/2025/ND-CP ngay 09/6/2025 cia Chinh phit vé thue hién thi tuc hanh
chinh theo co ché mét cira, mét cira lién théng tai Bé phdan Mot cica va Céng Dich
Vi cong quoc gia;

Cdn eir Quyét dinh s6 3152/QD-BTP ngay 31/10/2025 ciia Bg trucng Bo
Tu phdp vé viéc céng bé thi tuc hanh chinh dweoe siea déi, bé sung, thi tuc hanh
chinh bi bai bo trong linh vuc chimg thuwe thuge pham vi quan ly cua Bé T phadp;

Theo dé nghi ctia Giam doc So Tu phdp tai To trinh s6 4185/TTr-STP ngay
06/11/20235.

QUYET DINH:

Hiéuj. Cong b6 kém theo Quyét dinh nay Danh muc thu tuc hanh chinh
dugc stra doi, bo sung va bi bdi bo linh vire chimg thye thude pham vi, chirc ning
quan ly cua S& Tu phap, cu thé nhur sau:



I. Danh muc tht tyc hanh chinh dugc stra doi, bo sung: 12 thu tuc hanh
chinh linh vye chimg thye thuge phgm vi, chire ndng quan ly cua So Tu phap. Noi
dung thi tuc hanh chinh dugc cong bo tai Quyet dinh s0 3152/QD-BTP ngay
31/10/2025 cua B truong Bo Tu phap vé viée cong bo thi tuc hanh chinh dugce
stra d6i, bd sung, thu tuc hanh chinh bi bdi bo trong linh vuc chimg thuc thude
pham vi quan ly ciia B& Tu phap. (Chi tiét, tai Phu luc I kém theo).

2. Danh muc tht tuc hanh chinh bi béi bo: 01 thu tuc hanh chinh Iinh vuc
chimg thue dugce cong b tai Quyet dinh s0 2040/Qb-UBND ngay 25/6/2025 cua
Chu tich Uy ban nhén dén thanh phd vé viéc cong b6 danh muc thu tuc hanh chinh
duoc sira doi, bo sung va bi bdi bo linh vuce boi thuong nha nudc va chimg thuc
trén dia ban thanh pho Hai Phong (Chi tiet, tai Phu luc Il kem theo).

Diéu 2. Trich nhiém thye hién

1. S& Tu phap va cac co quan, don vi lién quan c6 trach nhiém giai quyét
thi tyc hanh chinh dam bao ding quy dinh; cung cap ndi dung thu tuc hanh chinh
dén Trung tdm Phuc vu hanh chinh cﬂng thanh phn Trung tdm Phuc vu hanh
chinh cong cic xa, phuong, dac khu dé niém yet cong khai, huéng din tiép nhén
vé tra két qua giai quyet thu tuc hanh chinh; xéy dung, trinh Chu tich Uy ban nhén
dan thanh phc- phé duyét quy trinh ndi b giai quyét thu tuc hanh chinh tai muc 1
Piéu 1 Quyét dinh nay (néu co sur thay d6i) trong thoi han 02 ngay lam viée ké tir
ngay nhan dugce Quyét dinh.

2. Viin phong Uy ban nhan dan thanh phé:

a) Chu tri, phoi hop véi S& Tu phap va cac co quan co lién quan xay
dung/thay thé/gdr bo quy trinh dién tr glal quyel thii tuc hanh chinh tai Diéu 1
Qu}{ct dinh nay trén Hé thong thong tin giai quyét thu tuc hanh chinh cia thanh
pho ngay sau khi nhén duge Quyét dinh nay.

b) Ping tai cong khai th tuc hanh chinh trén Co so dit liéu qubc gia vé thu
tuc hanh chinh dam bao kip thai, ddy du, chinh xac ding quy dinh.

Piéu 3. Chénh Vin phong Uy ban nhan dan thanh phé, Giam déc So Tu
phép, Chu tich Uy ban nhan déan cac xd, phudng, dic khu; Giam doc Trung tim
Phuc vu hanh chinh cong thanh pho va céc to chirc, ca nhan ¢6 lién quan chiu
trach nhiém thi hanh Quyét dinh nay./.

Nei nhﬁét: KT. CHU TICH
- Nhur Pigu 3 ; DH [

- Cuc KSTTHC (VPCP); HO CHUTICH
- CT, céc PCT UBND TP, '
- Céc Sé, ban, nganh thuge UBND TP;

- Bio va phiét thanh, truyén hinh HP;

- Cac PCVP UBND TP;

- Cac Phing, don vi: TTPVHCCTP, NC;
- Cong TTDT TP;

« Luu: VT, N.V. Truromg.

Hoang Minh Cwong



/OD-UBND ngay

Phu lue I 8 '
DANH MUC THU TUC HANH CHINH PUQC SUA POIL, BO SUNG VA Bl BAI BO LINH VU'C CHUNG THY'C
THUQC PHAM VI, CHUC NANG QUAN LY CUA SO TU PHAP (13 TTHC)

(Kém theo Quyét dinh s6

I. DANH MUC THU TUC HANH CHINH PUQC SUA POI, BO SUNG (12 TTHC)

/ /2025 ciia Chii tich Uy ban nhén dén thanh phé Hai Phong)

chitc ¢6 thim quyén cua

chinh

Cung cip
Mii thu Noi tiép p dich vu cong
TT | tuc hanh Tén thi tuc ,_.._._.w. han =_a_,u _um Phi, 1¢ phi (néu true tuyén (X) Cin it phip I
hinh hinh chinh giadi _.._.G.m. S0 va tra ch)
- két qua Toin Mgt
trinh u&wu
L. Thu tuc hanh chinh dp dung chung
Céc co - Nghj dinh s6 280/2025/ND-CP;
1. | 2.000008 | Cép ban sao tirsd gdc MHH _mw Khong X - Nghi dinh sé 23/2015/ND-CP;
e | shgbe - Théng tu s 01/2020/TT-BTP;
gay trong ngay :
Chimg Eﬁh ban sao tir | lam viée Trung 2.000 dong/trang; - Nghi dinh s6 280/2025/ND-CP;
in chinh gidy té 5 ; tir tr thir 3 trd P
ban chinh gidy 13, vin ban | pose trong ngaY | tam phyc __.,H mn_m._ - : _”__m__.m - Nghi dinh s6 23/2015/ND-CP;
_noi co n_E:,r 6 chirc ¢o | 1am vide tiép hanh en u 1 i
thim quyén cia Viét|theo néu tidp | qup | dOM@/trang, t6i da - Théng tu s6 01/2020/TT-BTP;
£ : c h . : :
7 7.000815 Hﬂﬂf co ...”_._"“_m._.r #n" chire M_M_ nhén yéu ciu sau i nmﬂ. W—M.M- ﬂﬂﬂ#ﬂ&:&ﬂﬂ@fﬂ” . - Théng n...—.m_ﬁw 226/2016/TT-BTC:
am quyen cua nu 15 gior & T : 5 - Thong tur so 264/2016/TT-BTC;
REOM; 00 quan, Lchi o chic | T 14 cin ot 6 - Thong tu s 257/2016/TT-BTC.
thim quyén cia Viét Nam hanh thu phi dugc tinh
lién két voi co quan, to nghé theo trang cia ban




nudc  ngoai nmﬁ hodc

cong

yéu cdu chimg

chimg nhén chimg

Chimg thyc chir ky trong 10.000 - Nghi dinh s6 280/2025/ND-CP;
cic giay to, van ban (dp dong/trudmg  hop - Nghi dinh s6 23/2015/ND-CP;
dung cho ca trudmg hop (truomg hgp duoc .

3. | 2.000884 | chimg thyc diém chi va tinh 14 mét hodc - Thong Emm 01/2020/TT-BTP:;
truomg hop ngudi yéu ciu nhiéu chit ky trong - Thong tu s0 226/2016/TT-BTC;
chimg thic khong ky, mot gidy t&, vin - Thong tu s6 264/2016/TT-BTC;
khong diém chi dugc) ban) - Théng tu s 257/2016/TT-BTC.
Chimg thyc chir ky ngudi - Nghi dinh sb 280/2025/ND-CP;
SH so8.nguin dleh. 18 - Nghi dinh s6 23/2015/ND-CP;

4 2.000992 cong. tac vién dich thudt :

. ctia Uy ban nhin din cép - Thong tur s 01/2020/TT-BTP;
xd, to chic hanh nghé - Thong tu s6 226/2016/TT-BTC;
St S . 10.000 déng/trromg
Chimg thyc chit ky nguoi hop - Nghi dinh s 280/2025/ND-CP;
n_n_w o _“m_a_ .ﬂ__n.__,as_um - Nghj dinh s6 23/2015/ND-CP;
phai la cdng tac vién dich :

5. | 2001008 | st cia Uy ban nhén - Thong tu s 01/2020/TT-BTP;
dan chp x&, 18 chrc hanh - Thong tu s6 226/2016/TT-BTC;
nghé cong chimg

IL. Thii tuc hanh chinh cip xi
Chimg thyc giao dich lién | KPOng qué 02| o - Nghi dinh s6 280/2025/ND-CP;

6. | 2001035 |9uan dén tai sn 1a dong (hai) ngay 1am | oo\ phyc | 50.000 ddng/giao - Nghi dinh sé 23/2015/ND-CP;

o sin, quyén sir dung ddt, | V¥ KE W NGAY | oy, dich - Théng tu sé 01/2020/TT-BTP;
sha & nhin du ho so e 8

- Théng tu s6 226/2016/TT-BTC;




thuc hodic ¢o thé
kéo dai hon theo

7. | 2.001019 | Chimg thyc di chic théa thudn bang
vin ban wv&i
ngudi yéu cau
chimg thure.

) | Trudmg hgp kéo
g [2.001016 |Chimg thyc vin ban tF | 43 thoi han gidi
choi nhén di san quyét thi ngudi
tiép nhin ho so
phai c6 phiéu hen
) ghi rd thii gian
Chimng thyre van ban phén (gio, ngay) tra
9, 2 001406 nwuum _n_._.wmn ma n_u.mw_._ la két qua cho
n.wnm san, E.Emn sir dung ngudi yéu céu

dit, nha & ﬂ?ﬁnﬂm thre.
Ngay trong ngay
Chimg thyc viée sira ddi, | co quan, 15 chirc

0. . ik :

_ el bd sung, hiy bo giao dich | ti€p nhén yéu
cdu hodc trong
ngay lam viée
tiép theo ﬂm.: tiep
nhin yéu ciu sau

Stra 16i sai sot trong giao | 15 gid.

11. | 2.000927

dich

cong nm_u

- Nghi dinh s6 280/2025/ND-CP;
50.000 déng/di - Nghi dinh sb 23/2015/ND-CP;
chic - Théng tu sb 01/2020/TT-BTP;
- Théng tur sd 226/2016/TT-BTC;
: - Nghj dinh sb 280/2025/ND-CP;
50.000 déng/van =
itk - Nghi dinh sb 23/2015/ND-CP;
- Thong tu s 226/2016/TT-BTC;
- Nghi dinh s6 280/2025/ND-CP;
- Nghi dinh s6 23/2015/ND-CP;
50.000 dong/vin - Théng tu sé 01/2020/TT-BTP:
SR - Théng tw sé 226/2016/TT-BTC;
- Nghi dinh s6 280/2025/ND-CP;
30.000 dong/giao - Nghi dinh s6 23/2015/ND-CP;
dich - Théng tr sé 01/2020/TT-BTP;
- Thong tur s6 226/2016/TT-BTC:
- Nghi dinh s6 280/2025/ND-CP;
25.000 dbng/giao - Nghi dinh sb 23/2015/ND-CP;
dich

- Théng tu s 01/2020/TT-BTP;
- Thong tu s6 226/2016/TT-BTC;




12.

2.000942

Cép ban sao c6 chimg
thuc tir ban chinh giao
djch da duge chimg thue

Trung
tdm Phuc

chinh
cong cdp

x4 noi

luru trir
giao dich

2.000 dong/trang;
tir trang thi 3 tro
lén thu  1.000
déng/trang, t6i da
thu khong qua
200.000 dong/ban.
Trang 1a ciin cir dé
thu phi duge tinh
theo trang cua bén
chinh.

- Nghi dinh s6 280/2025/ND-CP;

- Nghi dinh s6 23/2015/ND-CP;
- Thong tur s 01/2020/TT-BTP;
- Théng tu s6 226/2016/TT-BTC;




~ Phulycll :
DANH MUC THU TUC HANH CHINH BI BAI BO
THUQC PHAM VI, CHUC NANG QUAN LY CUA SO TU PHAP

(Kém theo Quyét dinh /QD-UBND ngay / /2025
ctea Chui tich UBND thanh pho Hai Phong)
STT | S6hoso | Tén thi tuc hanh | Tén VBQPPL la ¢iin | Linh vwe | Co quan
TTHC chinh cir sira ddi, b6 sung thye hién
THU TUC HANH CHINH CAP XA (01 TTHC)
I. |2.001009 | Chimg thyc vin ban | Nghi dinh s0 | Chimg Uy  ban

khai nhiin di san ma | 280/2025/ND-CP sira | thyc nhin din
di san 1a dong san, | d6i, bd sung mot so diéu cip xa
quyén sir dung dit, |cta Nghi dinh s6

nha &

23/2015/ND-CP vé cap
ban sao tir sb gobc,
chimg thyc ban sao tir
ban chinh, chimg thue
chir ky va ching thue
hop déng, giao dich,
duge sira doi, bd sung
bdi  Nghi dinh
07/2025/ND-CP

s0




NOI DUNG CU THE CUA TUNG THU TUC HANH CHINH
A. Thu tue hanh chinh ap dung chung
1. Thii tuc ciip ban sao tir s6 goc
- Trinh tw thye hién:

+ Truong hop ndp ho so truc nep tai co quan, 16 chire ¢6 tham quyen

nguoi yéu cau cdp ban sao tu $6 goc xuat trinh cde gidy 16 theo quy dinh dé ngudci
tiép nhan hé so kiém tra;

+ Truong hp'p nop | hé so qua dich vu buu chinh, nguoi yéu cdu cap ban sao
tir 56 goc phm giri kém ho so theo quy dinh va 01 phong bi dén tem ghi ré ho tén,
dia chi ngwoi nhan;

+ anmrg hop nop hé so true tuyén, nguoi yéu cdu cdp ban sao tir s6 goc
¢6 thé ngp ban dién tir hodc ban sao dién tie g:ay te theo quy dinh.

+ Co quan, fa chire cdn cir vao su gﬂc dé cap ban sao; noi dung ban sao
phai ding theo so6 gac Truong hop s6 gac khong con duwoc lwu trit hodc khong cd
théng tin theo yéu cau thi co quan, 16 chirc co trdch nhiém tra loi bang van ban
cho nguwoi yéu cau.

+ Két qua dwgc tra truc tiép hodc qua dich vu buu chinh céng ich hodc
truc tuyén theo phwong thirc nguoi yéu cau da da'ng ky.

+ Nguoi thuc hién chung thuc khong yéu edu nguwoi yéu cau chimg thue
nép, xuat trinh ban chinh hode ban sao cdc gmy to, tai liéu da dwoe tich hop trén
VNelD khi nguwoi yéu cau chimg thuc da xudt trinh théng tin twong img tir VNelD.

+ Trucng hop ngudi yéu .-.:'au chimg thiee dé nghi va ngw: thue hién chimg
thure ¢6 thé khai thdc thong tin, gidy to tir Co so dir ligu quoc gia vé dan cu hodc
cdc co so dir liéu khdc theo quy dinh cua phap ludt I}u nguwoi thwe hién chimg thue
c6 trdch nhiém thuc hi¢n viée khai thdc thong tin, gidy 1o tir cdc co 56 dit liéu nay,
khong yéu cau nguoi yéu cau ch:mg thue xudat trinh ban chinh, ban sao tir s6 goc
hodic ban sao ¢6 chimg thuc déi véi cdc thong tin, gidy té dé dwge khai thic.

- Cich thire thye hién: Nop rryc tiép hodc qua dich vu buu chinh hode
triec tuyén trén moi truong dién twe dén co quan, 16 chire luu s6 guc Két qua duge
tra truc r:ep hogc qua djch vu buu chinh cong ich hodc truc myen theo phu‘cmg
thire nguwdi yéu cau da dang ky (da di diéu kién thue hién dich vu céng true tuyén
toan trinh).

- Thanh phén, s6 lwgng ho so:
Hoé so dé nghi cdp ban sao tir s6 goc bao gom cdc gidy to sau day:

+ Mot trong ede gidy to sau: Can cude dién tir; ban chinh hode ban sao
cua Thé can cude cong ddn hodc Thé cdn cude hogc Gidy chimg nhdn cdn cuoe
hodic Hg chiéu hodc gidy té xuat nhdp canh hode giay 16 ¢é gid tri di lai quoc té
con gia tri su dung;
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+ Ban chinh hodc ban sao ¢6 chimg thuc gmy tor r:hung minh quan hé voi
nguoi duge cap ban chinh rrcmg trucng hop nguoi yéu cau la ngudi dai dién theo
phap luat, nguoi dai dién theo uy quyén cua ca nhan, té chire dicge cdp bdn chinh;
cha, me, con; vo, chong; anh, chi, em rugt; nguoi thira ké khde cia nguoi duoe
cdp ban chinh trong truomg hop nguoi dé da chét.

- Thoi han giai quyét: Thoi han thuc hién yéu cau chimg thuce la ngay
trong ngay co quan, 16 chirc nep nhan yéu cau hodc trong ngay lam viéc f.'ep theo
néu tiép nhdn yéu cdu sau 15 gio. Thoi han dwgc tinh tir ngay co quan, t6 chire
nhdn di ho so hop I¢ truc tiép, theo dau buu di¢n dén hodc theo thoi diem hé
thong dich vu cong ghi nhan da nhan du ho so hop Ié.

- Doi twgng thwe hién thi tye hanh chinh: Ca nhén, t6 chirc.

- Co quan thyre hién thi tuc hanh chinh: Co quan, t6 chire lip s6 gc.

- Két qui thue hién thii tuc hanh chinh: Ban sao duge cip tir s6 goc.

- Phi: Khong.

- Tén miu don, miu to khai: Khong.

- Yéu ciu, diéu kién thye hién thi tuc hanh chinh:

+ Co quan, 15‘ chire cdn cir vao sé goc dé cap ban sao; néi dung ban sao
phai diing theo so goc.

- Can cir phap Iy cua thu tuc hanh chinh:

+ Nghi dinh s6 280/2025/ND-CP sira doi, b6 sung mét so diéu cia Nghi
dinh sé6 23/2015/ND-CP vé cap ban sao tir s6 goc, chimg thuc ban sao tue ban
chinh, chimg thuc chir ky va chimg thuc hop dong, giao dich, dwge swa doi, bo
sung bai Nghj dinh s6 07/2025/ND-CP;

+ Nghi dinh s 23/2015/ND-CP vé cp bén sao tir ban chinh, chimg thyc
chir ky va chimg thuc hop dong, giao dich;

+ Thong tu s6 01/2020/TT-BTP quy dinh chi tiét va huéng din thi hanh
mot s6 diéu ciia Nghi dinh s6 23/2015/ND-CP veé cép ban sao tir ban chinh, chimg
thuc chir ky va chimg thye hgp dong, giao dich.

2. Tha tue chu'ng t]urc ban sao tir ban {.‘hlllll glay 0, viin ban dn co' quan,
to chire ¢6 tham uyen o Viét Nam; ¢o quan, to chirc ¢6 thim quyén ciia nu‘tfrc

ngoai; o quan, to to chirc ¢6 tham quyen cia Viét Nam lién két véi co’ quan, to
chire ¢6 tham quyen cilia nwée ngoai cap hoiic chimg nhén

- Trinh tw thye hién:

+ Ngudi yéu cau chimg thue phai xuat trinh ban chinh gidy t&, vin ban lam
co sé dé chimg thire ban sao va ban sao can chirng thure.

+ Truéng hgp ngudi yéu ciu chimg thuc chi xudt trinh ban chinh thi co
quan, to chirc nen hanh chup tir ban chinh de thue hién chimg thyc, trir trurdng
hop co quan, t6 chire khéng ¢é phuong tién dé chup.
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~ + Ngudi thyc hi¢n chimg thyc kiém tra ban chinh, déi chiéu véi ban sao,
néu ndi dung ban sao dung vai ban chinh, ban chinh gidy to, vin ban khong thude
céc trudng hop ban chinh gidy td, vin ban khong duge ding lam co sé dé chimg
thyre ban sao thi thyc hién chimg thye nhur sau:

* Ghi diy du 11 chimg chimg thuc ban sao tir ban chinh theo mau quy dinh;

* Kj, ghi r6 ho tén, dong dédu cua co quan, t6 chire thue hién chimng thyc va
ghi vao so chirng thue.

P6i vai ban sao co tir 02 (hai) trang tré [én thi ghi 16 chimg vao trang cudi,
néu ban sao cé tir 02 (hai) t&r tré 1én thi phai dong dau giap lai.

Moi ban sao duge chimg thyre tir mot ban chinh gidy t&, viin ban hodic nhiéu
ban sao dugc chimg thuc tir mot ban chinh gidy to, vin ban trong cling mot thoi
diém dugc ghi mot so chimg thue.

+ Ngudi yéu cau chimg thyc nhin két qua tai noi ndp hé so.

+ Nguoi thuc hign chimg thuc khong yéu cdu nguwoi yéu cau chimg thuc
ngp, xuat trinh ban chmh hodc ban sao cac gmy ta, tai liéu da dwoc tich hop trén
VNelD khi nguwai yéu cau chimg thue da xudt trinh théng tin twong umg tir VNelD.

+ Truong hop nguoi yéu cau chimg thuee dé nghi va ngwm thuc hién chimg
thue c6 thé khai thdc théng tin, gidy to tie Co sé dit liéu qum:' gia vé ddn cu hodc
cdc co so dit liéu khdc theo quy dinh cua phdp ludt thi nguai thire hién chirng thue
¢6 trdach nhiém thuc hién viéc khai thdc thong tin, gidy 10 tir cde co so dit liéu nay,
khéng yéu cau ngu'm yéu cdu chzmg thwc xuat trinh ban chinh, ban sao tir 56 goc
hodc ban sao co chung thuc doi véi cdc théng tin, gidy to da dwge khai thac.

+ Ngudi yéu cau chung thie ban sao phai chiu trdach nhigm vé noi dung,
tinh hop 1¢, hgp phdp cia ban chinh gidy 16, vin ban dung lam co sé dé chung
thuc ban sao. Nguwoi yéu cau chimg thue ¢é trdch nhiém xdc dinh cdc logi gmy
to, van ban can chimg thuc ban sao tir ban chinh theo quy dinh cua phdp ludt va
khong dwoc yeu cau chimg thuc ban sao tir ban chinh gidy to, van ban quy dinh
tai Diéu 22 cuia Nghi dinh sé 23/2015/ND-CP.

+ Ngwoi thwee hién chimg thue chiu trach nhiém vé tinh chinh xdc ctia ban
sao so vai ban chinh. Truang hop ngudi thwe hign chiong thuc nhén thay phdp
ludt khong quy dinh vé viéc phai sw dung gmy 10, vdn ban chig thuc ban sao tie
ban chinh thi huéng dan cho nguoi yéu cau chimg thue vé viée nay.

- Ciich thire thwe hién: Nop hd so tryc tiép.

- Thanh phan, s6 lwgng hu so: Ban chinh gidy t&, vin ban lam co s¢r dé
chimg thire ban sao va ban sao can chimg thue. Truong hop ngudi yéu ciu chimg
thye chi xudt trinh ban chinh thi co quan, to chirc tién hanh chup tir ban chinh dé
thue hién chimg thue, trir trudmg hcrp co quan, to chirc khong c6 phuong tién dé
chup. Ban sao, chyp tir ban chinh dé thuc hién chimg thyc phai ¢6 diy du cac
trang da ghi thong tin cua ban chinh.

- Thoi han giai quyét:
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Thoi han thuc hién yéu cau  chimg thyc phai dugce bao dam ngay trong ngay
¢o quan, tu chire tiép nhén yéu céu hodc trong ngay lam viéc llEp theo, néu tiep
nhin yéu cau sau 15 gi¢. D6i véi trucmg hop cing mat lac yeu cau ching thye
ban sao tir nhiéu loai ban chinh gidy t&, van ban; ban chinh ¢6 nhiéu trang; yéu
céu sb Im:mg nhiéu ban sao; ndi dung gidy tor, vain ban phtre tap khé kiém tra, doi
chiéu ma co quan, t6 chire thuc hién chimg thuc khéng thé dap img dugc thoi han
néu trén thi thoi han chimg thye duge kéo dai thém khong qua 02 (hai) ngay lam
viéc hodc co thé dai hon theo thoa thudn hang vin ban vOi ngudi yéu cau chimg
thyue. Trudng hop tra két qua trong ngay lam vigc tiép then hodc phai kéo dai thoi
gian theo quy dinh thi ngudi tiép nhan hé so phai ¢6 phiéu hen ghi rd thai gian
(gid, ngay) tra két qua cho nguoi yéu cau chimg thuc.

- D6i twgng thue hién thi tuc hanh chinh: Cé nhan, 6 chirc.

- Co quan thye hi¢n tha tye hanh chinh: Uy ban nhén dén cép xa; T6
chirc hanh nghé céng chimg; Co quan dai dién.

- Két qua thuc hién thii tuc hanh chinh: Ban sao dugc chimg thure tir ban chinh.

- Phi:

+ Tai Uy ban nhén dén cép xi, To chirc hanh nghf&r cong chimg: 2.000
dong/trang; tir trang thir 3 tré 1én thu 1.000 dong/trang, toi da thu khong qué
200.000 dong/ban. Trang la cdn cir dé thu phi dugc tinh theo trang cua ban chinh;

+ Tai co quan dai dién: 10 USD/ban.

- Tén méu dom, mau to khai: Khong

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

Ban chinh gidy to, van ban khong dugc ding lam co s¢ dé chimg thyc ban
5a0:

+ Ban chinh bj tay x6a, stra chira, thém, bt ni dung khong hop 18

+ Ban chinh bi hu hong, cii nat, khong xac dinh duge ngi dung.

+ Ban chinh dong diu mat cia co quan, td chire ¢6 tham quyén hoic khong
dong dau mat nhung ghi rd khong dugc sao chup.

+ Ban chinh c6 ndi dung trdi phép ludt, dao dirc xa hoi; tuyén truyén, kich
dong chién tranh, chong ché d§ xa hdi chi nghia Viét Nam; xuyén tac lich sir cua
dén toc Viét Nam; xic pham danh dy, nhdn pham, uy tin cua cé nhén, to chirc; vi
pham quyén cong dan.

+ Ban chinh do co quan, t6 chirc ¢6 thim quyén cua nude ngoai cap, cong
chimg hoéic chimg nhﬁq chua duoc hop phap hoa lidnh su theo quy dinh tai Khoan
I Dieu 20 Nghi dinh s6 23/2015/ND-CP, trir hg chiéu, thé cin cudc, the thudng

trd, thé cu tra, gidy phép lai xe, bing t6t nghiép, chimg chi va bang diém kém theo
biing tot nghiép, chimg chi.
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+ Gidy 10, véin ban do ca nhan ty 1dp nhung khéng cé xéc nhan va dong dau
cua co quan, t6 chire ¢6 thim quyen

- Cin cwr phap ly cua thu tue hanh chinh:

+ Nghij dinh 56 280/2025/ND-CP swa dm ba sung mét s6 dieu cuia Nghi
dinh 56 23/2015/ND-CP vé cdp ban sao tir s6 gac chimg thue ban sao tir ban

chinh, ching thiee chit ky va chimg thuc hgp dong, giao dich, dugc sira doi, bo
sung boi Nghi dinh sé 07/2025/ND-CP;

+ Nghl dinh s6 23/2015/ND-CP vé cap ban sao tir ban chinh, chimg thuc
chir ky va chimg thuc hgp déng, giao dich;

+ Théng tu s 01/2020/TT-BTP quy dinh chi tiét va huéng dén thi hanh
mdt s6 diéu cua Nghj dinh s0 23/2015/ND-CP vé cap ban sao tir ban chinh, chimg
thyue chir ky va chimg thuc hop dong, giao dich;

+ Théng tu s6 226/2016/TT-BTC quy dinh mirc thu, ché d thu, nép, quan
1y va sir dung phi chimg thurec;

+ Théng tu s6 264/2016/TT-BTC quy dinh mirc thu, ché d, thu, ndp, quan
ly va sir dung phi, 1€ phi trong linh vire ngoai giao ap dung tai cac co quan dai
dién Viét Nam & nudce ngoai;

+ Thong tur s6 257/2016/TT-BTC quy dinh mirc thu, ché do thu, ngp, quan
ly, sir dung phi cong chimg; phi chimg thyc; phi tham dinh tiéu chudn, diéu kién
hanh nghe cong chimg; phi thim dinh diéu kién hoat dong vin phong cong chimg;
|& phi cap thé cong chimg vién.

3. Tha tue chirng thue chir ky trong cac gidly t&, viin ban (ap dung cho
ci trueong hop chirng thue diém chi va truwong hop ngudi yéu ciu chirng thye
khong thé ky, khong thé diém chi dugc)

- Trinh ty thue hién:

+ Ngudi yéu ciu chimg thlﬂ: chir kyi’dlem chi/khong thé ky, khong thé diém
chi duge phai xudt trinh cac gidy t& phuc vy viée chimg thuc chit ky.

+ Trong tnmng hop ngudi yéu cau chimg thure khong thong thao tiéng Viét
thi phai c6 ngudi phién dich. Ngum phién dich phai la ngu.'m co nﬁng Iyre hanh vi
dan sy day du theo quy dinh cua phap luat, thong thao tiéng Viét va ni:,on ngir ma
ngudi yéu cau chimg thyue sir dung. Ngudi phién dich do ngudi yéu cau chimg
thire mai hodc do co quan thye hién chimg thue chi dinh. Thi lao phién dich do
nguoi yéu cau chimg thuc tra.

+ Ngum thue hién chu'ng thye {hu&c ngudi tiép nhan hd so) klem tra gidy
to yéu cau c:hu'ng thue, néu thay du glay td theo quy dinh, tai thoi diém chimg
thure, ngum yéu cau chirng thye minh man, nhan thirc va 1am cha duge hanh vi
cua minh va viée chimg thyc khong thude cac truong hgp khong duge chimg thyc
chir ky thi yéu céu nguoi yéu cau chimg thye ky/diém chi trirde mit va thye hién
chirng thuc nhu sau:
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* Ghi day du 16i chimg chimg thye chir ky theo qlﬁu quy dinh phia dudi
chir ky dugc chimg thuc hodc trang lién sau cua trang giay to, van ban c6 chir kj
duge chimg thye; néu hd so llEp nhén tai Trung tam phyc vu hanh chinh céng cap
xa, Co quan dai di¢n thi nguoi nep nhan ho so ky vao dudi 1o chimg theo mau
quy dinh va chuyén hé so cho ngudi thyce hién chimg thyc.

* Nguéi thue hign chimg thyuce ky, ghi rd ho tén, déng diu cua co quan, t6
chirc thye hién chimg thure va ghi vao s6 chimg thue.

Dbi véi gidy to, van ban cé tir 02 (hai) to tro 1én thi phal déng dau giap lai.
TrLr{mg hop 16i chimg duge ghi tai to lién sau cia trang c6 chir ky thi phai déng
déu gidp lai gitra gidy to, viin ban chimg thyc chir ky va trang ghi 10 chimg,

+ Nguoi thuce hign chimg thuc khung yéu cau nguoi yéu cau chimg thue
ngp, xudt trinh ban chinh hodc ban sao cdc ,gmy to, tai liéu da dwore tich hop trén
VNelD khi nguwdi yéu cau chimg thwe da xudt trinh théng tin tiwong tmg tir VNelD.

+ Truong hop nguoi yéu cau chiing thiee dé nghi va ng:rm thuc hién chimg
thiee ¢6 thé khai thdc thong tin, gidy to tie Co so di ligu quoc gia vé dan cu hodc
cac co so dit ligu khdc theo quy dinh cua phdp ludt thi nguoi thue hién chiing thuc
¢6 trach nhiém thye hign viéc khai thac thong tin, gidy to tir cde co so dit li¢u nay,
khéng yéu cau ngtrm yéu cau chimg thuc xuat trinh ban chinh, ban sao tir s6 goc
hodc ban sao ¢é chimg thue doi véi cac thong tin, gidy to da dwoc khai théc.

- Cich thire thwe hién: Nop ho so tryc tlf.:p tai U}f ban nhén dan cip xi, T6
chirc hanh nghe cﬂng chimg, Co quan dai di¢n hodic ngoai try s¢ cua co quan thye
hién chimg thuc néu ngudi yéu cau chimg thye thude dién gia yéu, khong thé di
lai dugce, dang bi tam giit, tam giam, thi hanh an phat ti hoéc ¢6 ly do chinh dang
khac.

- Thanh phin ho so:
Ngudi yéu cau chimg thyc phai xuit trinh cée gidy to sau:

+ Mot trong cde gidy to sau: Can cude dién ti; ban chinh hodc ban sao
cua The can cudc c‘ang dan hodc The cdn cudc hode Gmy chung nhdn can cuoc
hodc Hé chiéu hode gidy 1o xudt nhdp canh hode g;ay 16 ¢ gid tri di lai quoc té
con gida tri sur dung.

+ Gidy to, vin ban ma minh s& yéu cau ching thyc chir ky. Trudmg hop
chimg thuc chir ky trong glay td, vin ban bﬁng tiéng nurdc ngoai, néu ngudi thye
hién chimg thire khong hiéu rd ndi dung cua giay 10, vin ban thi co quyén yéu cau
ngudi yéu ciu chimg thyc ndp kém theo ban dich ra tiéng Viét ndi dung cua giay
t&r, van ban d6 (ban dich khéng can cong chimg hodic chimng thuc chir ky ngudi
dich, ngudi yéu cau chimg thyre phai chju trach nhiém vé ndi dung cua ban dich).

+ Ngudi yéu cdu chimg thuc nhan két qua tai noi ndp ho so.

- Théi han thyue hién yéu chu chirng thye: Thoi han r.hm: hién yéu cau
chu.mg thyc la ngay tmng ngay co quan, to chire tlep nhén yéu cu hoiic trong ngay
lam viéc tiép theo néu tiép nhén yéu cau sau 15 gid. Trudmg hop tra két qua trong
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ngay lam vigc tiep theo hodc phai kéo dai thoi gian theo thoa thudn thi ngudi tiép

nhén ho so phai ¢6 phiéu hen ghi rd thai gian (gid, ngdy) tra két qua cho ngudi
yéu cau chimg thue.

- Poi twgng thwe hién thi tuc hanh chinh: Cé nhén.

- Co quan thye hién thu tuc hanh chinh: Uy ban nhan dan cap xa, To
chirc hanh nghé cong chirng, Co quan dai dién.

- Két qua thye higén thu tuc hanh chinh: Gidy to, van ban dugc chimg
thyc chir ky/diém chi.

- Phi:

. Uy ban nhan dan cép xd, Té chic hanh nghé cong chimg: 10.000
dong/truromg hop (truomg hop duoc tinh 1a mét hodc nhiéu chir ky trong mét giay
to, van ban).

+ Tai co quan dai di¢n: 10 USD/ban.

- Tén mau don, miu to khai: Khong,

- Yéu ciu, didu Kién thwe hién thi tuc hanh chinh:

Trudmg hop khong duge chimg thuce chir ky:

+ Tai thoi diém chimg thyc, nguoi yéu cau chimg thuc chir ky khong nhin
thirc va lam chi duge hanh vi cua minh.

+ Ngudi yéu cau chimg thyc chir ky xuat trinh Cén cuoc dign tir hodc The
cdn cuoc r:ong dan hodic Thé can cudc hodc Gidy chimg nhéin can cude hode Ho
chiéu hode giay 16 xudt nhdp canh hode giay to cé gia tri di lai quoc 1é khong con
gi4 trj sir dung hodc gia mao.

+ Gidy té, van ban ma ngudi yéu c%u ching thue ky vao cé ndi dung quy
dinh tai Khoan 4 Diéu 22 cia Nghij dinh s6 23/2015/ND-CP.

+ Gidy td, van ban c6 ndi dung la giao dich; trir Giay uy quyen trnng cac
trudmg hop Gidy uy quyén: (1) ty quyén vé viéc np hq, nhén hé hd so, gidy to,
trir truong hop phap ludt quy dinh khong duge uy quyén; (2) uy quyén nhan ho
lwong huu, buu pham, trg cap, phu cap; (3) uy quyén nho trong nom nha cua; (4)
uy quyen cia thanh vién h gia dinh dé vay von tai Ngan hang chinh sach xa hdi;
hodc trir trurémg hop phap luét co quy dinh khac.

- Can cir phap ly cia thi tuc hanh chinh:

+ Nghij dinh 56 280/2025/ND-CP sua dc:f bc:-: sung mét s6 diéu cua Nghi
dinh s6 23/2015/ND-CP vé cap ban sao tir 56 gac chirng thuc ban sao tie ban

chinh, chimg thuc chir ky va chimg thuc hop dong, giao dich, dwgc sua doi, bé
sung béi Nghi dinh s6 07/2025/ND-CP;

+ Nghi dinh s6 23/2015/ND-CP vé cap ban sao tir ban chinh, chimg thuc
chir ky va chimg thuc hop dong, giao dich;
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+ Thong tu 50 01/2020/TT-BTP quy dinh chi tiét va hudéng din thi hanh
mét so diéu ctia Nghi dinh sb 23/2015/ND-CP vé cép ban sao tir ban chinh , chimg
thuc chir ky va chung thyue hop dong, giao dich;

+ Théng tu s6 226/2016/TT-BTC quy dinh mire thu, ché do thu, nop, quan
ly va sur dung phi chimg thuec;

+ Théng tu s6 264/2016/TT-BTC quy dinh mirc thu, ché dé, thu, ndp, quan
ly va sir dung phi, 1€ phi trong linh vire ngoai giao ap dung tai ciac co quan dai
dién Viét Nam ¢ nudc ngoai;

+ Théng tu s6 257/2016/TT-BTC quy dinh murc thu, ché do thu, ndp, quan
ly, str dung ph: cong chimg; phi chirng thl,rc phi thim dinh tiéu chuén, diéu kién
hanh nghe cong chimg; phi tham dinh diéu kién hoat déng vin phong céng chimg;
I€ phi cap thé cong chimg vién.

4. Chirng thye chir ky ngm:n dy:]l ma nguoi dich 1a cong tac vién dich
thuiit ciia Uy ban nhin dén cap xa, 16 chirc hanh nghé cong chirng

- Trinh ty thue hién:

+ Ngudi yéu cau chimg thyuc chir ky nguai dich phai xuét trinh cac gidy to
phuc vu viéc chimg thure chir ky nguai dich.

+ Ngum thye hign chimg thue (hoac nguoi tiép nhan hé so) kiém tra glay to
do ngudi yéu cdu chimg thyc xuét trinh, néu thay du gidy t& theo quy dinh va gidy
td, viin ban dugc dich khong thudce céc trrong hop gidy 1o, van ban khéng dugce dich
dé chimg thure chir ky ngudi dich thi thye hién chimg thyc nhu sau:

* Khi thue hién chimg thure, nguoi thyue hlf;n chimg thyc phai déi chiéu chir
ky ctia ngudi dich trén ban dich véi chir ky mau trude khi thye hi¢n chimg thuc;
truong hop nghi ngér chit ky trén ban dich so véi chit ky méau thi yéu cau nguéi dich
ky trudc mat.

* Ghi day du 11 chimg chimg thye chir ky ngudi dich theo mau quy dinh;

* Ky, ghi r6 ho tén, dong diu cla co quan, t6 chire thuc hién chimg thuc va
ghi vao so chimg thuc.

Doéi vai ban dich gidy 1o, van ban ¢é tir 02 trang tro lén thi ting trang phai
duoc dénh s6 thie tw, ¢6 chi ky cuia nguoi dich va nguwoi thuc hign chimg thuc, s6
leong trang, to va 16i chimg dwoce ghi tai trang cuéi cua ban dich hodc trang lién
sau trang cuoi ciia ban dich; néu gidy té, van ban c6 tir 02 16 tro lén thi phai dong
dau gidp lai.

+ Nguwdi thue hién chimg thue khung Véu cdu nguoi yéu cau chimg thue nop,

xudt trinh ban chinh hodc ban sao cdc gidy 10, tai liéu da dwoc tich hop trén VNelD
khi nguoi yéu cau chimng thiee dé xudt trinh théng tin teong g tie VNelD.

+ Truong hop nguoi yéu cau chitg thiee dé nghi va nguoi thue hign chimg
thuc ¢6 thé khai thac thong tin, gidy to tir Co s& dit ligu quoc gia vé dan cu hode cdc
co so dit ligu khdc theo quy dinh cua phdp ludt thi nguoi thue hign chimg thue ¢o
trdch nhiém thiec hién viéc khai thdc thong tin, gidy 1o tir cdc co sé dit liéu nay, khéng
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Yéu cau nguoi yéu nau chzrng thure xudt trinh ban chinh, ban sao tir 56 goc hode ban
sao c6 chimg thue doi véi cée théng tin, gidy to di dhege khai théc.

- Cich thirc thwe hién: Nop hé so truc tiép tai Uy ban nhén dan cip xa, 16
chize hanh nghé céng chimg.
- Thanh phan ho so: Ban dich va gidy to, vin ban can dich.

- Thoi hQn thire hién: Thai han thyc hién yéu cdu chu'ng thuc la ngay trong
ngay co quan, 1o chirc uep nhan yeu cau hodc trong ngay lam viéc tlep theo néu t]ép
nhan yéu cau sau 15 gio hodc ¢6 thé kéo dai hon theo thoa thuan bing véin ban voi
ngudi yéu ciu churng thyre. Trudmg hop tra két qua trong ngay lam vige tiep theo hojic
phai kéo dai thoi gian theo thoa thudn thi ngum uep nhan hé so phai 6 phiéu hen
ghi rd thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chimg thyc.

- P6i twong thue hién thi tuc hanh chinh: Ca nhan.

- Co quan thye hi¢n thii tuc hanh chinh: Uy ban nhan dén cp xd, 16 chire
hanh nghé cong chimg.

- Két qui thyc hién thii tye hanh chinh: Gidy 0, vin ban duge chimg thyc
chir ky nguoi dich.

- Phi: 10.000 dong/truong hop.

- Tén miu don, mau tir khai: Khoéng

- Yéu ciu, diéu kién thwe hién thi tuc hanh chinh:

Gidy t&, viin ban khéng dugc dich dé chimg thye chir ky ngudi dich:

+ Gidly to, vn ban da bj tiy xoa, sira chita; thém, bét ndi dung khong hop 1.

+ Gidly t&, vn ban bi hu hong, cii nat khéng xac dinh duge néi dung.

+ Gidy 10, van ban dong ddu mat cia co quan, t6 chirc ¢6 tham quyén hoic
khong dong dau mat nhung ghi ré khong dugc dich.

ot Gidy t&, viin ban c6 ndi dung quy dinh tai Khoan 4 Piéu 22 ciia Nghi dinh

s0 23/2015/ND-CP .

+ Gidy td, viin ban do co quan, té chirc c6 thdm quyén cia nuéc ngoai cép,
cong chimg hodc chimg nhén chua dugc hop phap héa lanh sir theo quy dinh tai
Khoan 1 Bleu 20 cua Nghi dinh so 23/2015/ND-CP, trir gidy hd ¢h1¢u, the cén cudc,
the cu tru, gidy phép ldi xe, bang tt nghiép, chimg chi va bang diém kém theo bing
tot nghiép, chimg chi.

- Can cir phap ly cua thu tuc hanh chinh:
~ +Nghidinh 56 280/2025/ND-CP sua c@‘ﬁi. b6 sung mot s6 diéu ciia Nghi dinh
so 23/2015/ND-CP vé cap ban sao tir s6 goc, chumg thiee ban sao tir ban chinh,
chiimg thue chit ky va chimg thuc hop dong, giao dich, dwpc sira doi, bo sung boi
Neghj dinh so 07/2025/ND-CP;
+ Nghi dinh s6 23/2015/ND-CP vé cp ban sao tir ban chinh, chimg thye chix
ky va chimg thuc hop dong, giao dich;
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+ Thong tur s6 01/2020/TT-BTP quy dinh chi tiét va huéng dén thi hanh mét
s0 diéu ctia Nghi dinh sb 23/2015/NDB-CP ve cap ban sao tir ban chinh, chimg thue
chir ky va chimg thuc hop ddng, giao dich;

+ Théng tu s6 226/2016/TT-BTC quy dinh miic thu, ché dé thu, nop, quan ly
va sir dung phi chimg thuc.

5. Ching thye chir ky nguoi d!ch ma nguoi dich khong phai la cng tac
vién dich thuit ciia Uy ban nhén déin cip xa, 14 chirc hanh nghé cong chirng

- Trinh ty thue hién:

+ Ngudi yéu cau chimg thuc chir ky nguoi dich phai xuat trinh céc gidy tor
phuc vu viée chimg thuc chir ky ngudi dich.

+ Ngufri thye hién chimg thyue (hodc nguoi tiép nhén hé so) kiém tra gidy 1o
do ngudi yéu cau chimg thye xuat trinh, néu thiy du gidy to theo quy dinh va gidy
td, viin ban duge dich khong thuge cae truong hop gidy t&, vin ban khéng duoc dich
dé chimg thye chir ky ngudi dich thi yéu cau nguoi dich ky trude mit va thyc hién
chimg thyc nhur sau:

* Ghi ddy du 1o chimg chimg thuc chir ky nguéi dich theo mau quy dinh;

¥ I'gj,’f, ghi rd ho tén, dong déu cua co quan, to chirc thue hién chimng thuc va
ghi vao so chimg thyec.

Doéi vdi ban dich gidy 16, van ban ¢6 tir 02 trang tré lén thi timg trang phai
duwge danh s6 thir tw, ¢6 chit ky ciia nguoi dich va ngum thwre hién chimg thuc; so
lwgmg trang, to va loi chimg dwoc ghi tai trang cudi cua ban dich hodc trang lién
sau trang cudi cuia ban dich; néu giay to, vén ban cé tir 02 to tro lén thi phai déng
dau gidp lai.

+ Nguoi thuc hién chimg thuc khong yéu cau nguwdi yéu cau chimg thuee ngp,
xuat trinh ban chinh hodc ban sao cdce giay to, tai ligu da diwgc tich hop trén VNelD
khi nguoi yéu cau chimg thye dé xudt trinh thong tin twong g tir VNelD.

+ Truong hop nguoi yéu r::au chimg thue dé nghj va nguoi thue hign ching
thuee ¢6 thé khai théc thong tin, gidy to tir Co so dit liéu quoc gia vé dan ci hodc cde
co so dit liéu khac theo quy dinh ctia phdp ludt thi ngmn thue hién r.huﬂg thwe co
trdch nhi¢m thiee hién viéc khai thac thong tin, giay 1o tir cdc co so dit ligu nay, khong
Véu cau nguai yéu cau chimg thiee xuat trmh ban chinh, ban sao tir s6 goc hodc ban
sao cé chimg thuee doi véi cdc théng tin, giay to dé dwoc khai théc.

- Cich thirc thye hién: Nop hé so true tiép tai Uy ban nhan dén l:'ip X4, 16
chire hanh nghé céng chimg.

- Thanh phén hé so:
Ngudi yéu ciu chirng thye xuat trinh cic gidy to sau:

+ Mgt trong cde gidy to sau: Can cude dién ti; ban chinh hode ban sao cua
Thé can cwde cong dan hode Thé can cude hode Giay chimg nhdn can cuoe hode
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H¢ chiéu hodc gidy té xudt nhép canh hodc gidy 1o c6 gid tri di lai quoc té con gia
tri sw dung;

+ Ban chinh hodc ban sao tir 50 goc, ban sao ¢ chimg thue bang cur nhin (dai
hoc) ngoai ngir trd 1én vé thir tiéng nudc ngual can dich hodc c6 bing tot nghiép dai
hoc trds 1én d6i voi thir tiéng nudc ngoai can dich; trir lnm'ng hop dich nhimg ngén
ngit khéng phd bién ma ngudi dich khong co béng ctr nhan ngoai ngf, bing tét
nghiép dai hoc nhung thong thao ngdn ngir céin dich.

+ Ban dich dinh kém giay to, viin bin cin dich.

- Thoi han thye hign: Thoi han thye hién yéu ciu chimg thyc la ngay trong
ngay co quan, to chire tlEp nhén yeu cau hodc trong ngay lam viéc tIEp theo néu t:ep
nhén yeu cdu sau 15 gio hodc co thé kéo dai hon theo thoa thuin bﬁng vén ban vai
ngudi yéu cdu -::hung thyre. Truomg hop tra két qua trong ngdy lam vigc tiép theo hodc
phai kéo dai thoi gian theo thoa thuén thi nguoi tiép nhan hé so phai ¢6 phiéu hen
ghi rd thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chimg thure.

- Péi twgng thye hién thi tue hanh chinh: Ca nhén.

- Co quan thue hién thi tuc hanh chinh: Uy ban nhan dan cép X, 16 chire
hanh nghé céng chimg.

- Két qué thue hién thii tue hanh chinh: Gidy td, vin ban duge chimg thuc
chir ky nguoi dich.,

- Phi: 10.000 dong/trudng hop.

- Tén méau don, miu tir khai: Khong,

- Yéu ciu, diéu kién thue hién thi tuc hanh chinh:

* Uy ban nhan din cAp xa chi chimg thyc chir ky ngudi dich khéng phai 12
cong tac vién khi nguoi do tr dich gidy to, van ban cia minh.

* Gidly to, viin ban khong dugce dich dé chimg thuc chir ky ngudi dich:

+ Gidy t&, vin ban d bi tiy xoa, stra chira; thém, bot ndi dung khéng hop 1€

+ Gidy to, vin ban bj hu hong, cii nat khong xac dinh duge ndi dung.

+ Gidy t&, van ban déng ddu mét ciia co quan, td chirc ¢6 thim quyén hogc
khong dong dau mét nhung ghi rd khong duoc dich.

st Gidy td, vin ban c6 ndi dung quy dinh tai Khoan 4 Dieéu 22 cua Nghj dinh
s0 23/2015/ND-CP.

+ Gidy t&, vin ban do co quan, té chirc ¢6 tham quyén clia nude ngodi cap,
cong chimg hodc chimg nhén chua dugc hop phap hoa ]anh suir theo quy dinh tai
Khoan 1 Piéu 20 ctia Nghj dinh s623/201 S/ND-CP, trir gla}' hé chiéu, thé cin cude,

thé thudmg tra, thé cur tra, gidy phép l4i xe, bing tot nghiép, chimg chi va bang diém
kém theo béng t6t nghiép, chimg chi.

- Ciin cir phap ly cua thu tue hanh chinh:
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+ Nghi dinh so 280;?025#1&)—(‘!’ sta r.i'm b6 sung mgt sé diéu ciia Nghi dinh
56 23/2015/ND-CP vé cdp bdn sao tir so goc, chimg thiee ban sao tir ban chinh,

chimg thue chir ky va chimg thue hop dong, giao dich, dwoe sia doi, bo sung boi
Nghi dinh s6 07/2025/NP-CP;

+ Nghi dinh s6 23/2015/NDb-CP vé cp ban sao tir ban chinh, chimg thuc chit
ky va chimg thuc hop dong, giao dich;

+ Théng tu sd 01;’202{}{['1‘ BTP quy dinh chi tiét va huéng dan thi hanh mét
sé diéu ciia Nghj dinh s 23/2015/ND-CP vé cép ban sao tir ban chinh, chimg thyc
chir ky va chimg thuc hop dong, giao dich;

+ Théng tr s6 226/2016/TT-BTC quy dinh mic thu, ché dé thu, ndp, quan ly
va sir dung phi chimg thure.

B. Thi tue hanh chinh thye hién tai Co quan dai dién

1. Thii tuc chirng thue chir ky nguoi dich la vién chire ngoai giao, vién
chire lanh sy

- Trinh tw thye hién:

+ Vién chirc ngoai giao, vién chirc lanh sy phai cam doan vé viée di dich
chinh xdc ndi dung gidy t&, vin ban;

+ Ky, ghi rdé ho tén, déng ddu cia co quan dai dién va ghi vao s6 chimg
thure.

Doi vai ban dich gidy 10, van ban ¢ tie 02 trang tro lén thi timg trang phai
dwoe ddnh s6 thix tu, c6 chit ky ciia ngudi dich va n,glrm thuc hién chimg thuc; so
hegng trang, to va loi ching dwoc ghi tai trang cuoi ctia ban dich hodc trang lién
sau trang cuéi ciia ban dich; néu gidy 16, van ban cé tie 02 to tre lén thi phai dong
dau gidp lai.

+ Ngudi yéu cau chimg thyuc nhan két qua tai noi ndp ho so.

- Céch thire thwe hién: Nop ho so truc tiép tai Co quan dai dién.

- Thanh phén ho so: Ban dich va gidy t&, van ban can dich.

- Théi han thye hién: Thoi han thue hién yéu cau chimg thyc 1a ngay trong
ngay co quan, to chire tiép nhan yéu cau hodc trong ngay lam viéc tiép theo néu
tiep nhan }'EU ciu sau 15 gio hodc co thé kéo dai hon theo thoa thuin bing vin
béan voi nguoi yéu céu chimg thuc. Truong hop tra két qua trong ngay lam viéc
t:r:p theo hodc phai kéo dai thoi gian theo thoa thudn thi ngudi tlep nhan ho so

phai c6 phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudi yéu ciu chimg
thye.

- P6i twong thire hién thi tuc hanh chinh: Ca nhan.
- Co quan thyc hién tha tuc hanh chinh: Co quan dai dién.

- Két qua thwe hién thi tuc hanh chinh: Gidy to, vin ban dugc chimg
thure chir ky ngudi dich.
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- Phi: 10 USD/ban

- Tén mau don, mau ti khai: Khong

- Yéu cau, diéu kién thwe hién thi tuc hanh chinh (néu ¢é):

Gidy 1o, vin ban khéng duge dich dé chimg thuc chit ky ngudi dich:

+ Gidy to, viin ban da bj tiy xoa, sira chira; thém, bt ndi dung khong hep

+ Gidy t&, van ban bi hu hong, cti nat khéng xac dinh duoc ndi dung.

+ Gidy 10, van ban dong dau mat ciia co quan, to chirc c6 tham quyén hoic
khong dong dau mét nhung ghi rd khong dugc dich.
| e B Giéy t&, viin ban ¢6 ndi dung quy dinh tai Khoan 4 Piéu 22 ctia Nghj dinh
s0 23/2015/ND-CP .
+ Gidy t&, viin ban do co quan, t6 chire c6 thim quyén ciia nudc ngodi cap,
cong chimg hodc chimg nhin chua duge hgp phap héa lanh sy theo quy dinh tai
Khoan 1 Diéu 20 cia Nghi dinh s6 23/2015/ND- CP; trir ho chiéu, thé can cudc,

thé thuong tri, the cu tra, gidy phép lai xe, bing tét nghiép, chimg chi va bang
diém kém theo bing tt nghiép, chimg chi.

- Ciin cir phap Iy cia thu tue hanh chinh:

+ Nghi dinh 56 280/2025/ND-CP sua dm ba sung mot sé diéu cia Nghi
dinh s6 23/2015/ND-CP vé cap ban sao tir 56 goc ching thue ban sao tie ban
chinh, chimg thuc chir ky va chumg thuc hop dong, giao dich, dugc swa doi, bé
sung boi Nghi dinh s6 07/2025/NP-CP;

+ Nghi dinh s6 23/2015/NDB-CP vé cap ban sao tir ban chinh, chimg thye
chir ky va chimg thyuc hop dong, giao dich.

+ Théng tr s6 01/2020/TT-BTP quy dinh chi tiét va hudng dén thi hanh
mét s6 diéu ctia Nghj dinh s6 23/2015/ND-CP vé cap ban sao tir ban chinh, chimg
thye chir ky va chimg thue hop dong, giao dich;

+ Thong tu s6 264/2016/TT-BTC quy dinh mirc thu, ché dg, thu, ndp, quéan
ly va sir dung phi, 1€ phi trong linh vyuc ngoai giao ap dung tai cac co quan dai
dién Viét Nam & nude ngoai.

2. Thi tuc chirng thuwe chir ky nguwdi dich khong phaii vién chire ngoai
giao, vién chire lanh sur

- Trinh ty thue hién:

+ Ngudi yéu cau chimg thue chir ky ngudi dich phai xuat trinh céc gidy to
phuc vu viéc chirng thue chir ky nguot dich.

+ Nguoi rhuc hién chng thuc kiém tra gidy to do ngudi yéu céu chimg

thyre xuit trinh, néu thay du g 1,1:1:; t&r theo quy dinh va gidy t&, vin ban duge dich
khéng thude céc truémg hop gidy to, van ban khéng duge dich dé chimg thuc chir
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ky ngudi dich thi yéu ciu ngudi yéu céu chimg thuc ky trudc mit va thue hién
chimg thyc nhu sau:

* Ghi déy du 101 chimg chimg thye chit ky ngudi dich theo méu quy dinh;

* Ky, ghi rd ho tén, dong déu cua co quan, t6 chire thue hién chimg thyuc va
ghi vao so chimg thye.

Do voi ban dich gidy 16, vin bdn ¢6 tir 02 trang tro Ién thi img trang phai
duoe danh sé thir tw, ¢6 chit ky cia nguoi dich va ngw: thue hién chimg thue, s6
lwomg trang, to va loi chimg dwge ghi tai trang cuoi cua ban dich hodc trang lién
sau trang cuoi cua ban dich; néu giay ta, van ban co tie 02 to tro lén thi phai dong
dau giap lai.

+ Nguoi yéu cau chimg thuc nhin két qua tai noi nép hd so.

- Cich thire thye hién: Nop hé so truc tiép tai Co quan dai dién.

- Thanh phén hd so:

+ Mot trong cde gidy to sau: Céan cudce dién ti; ban chinh hodc ban sao
cua Thé can cudc cong dan hoac The can cuoc hr}gc Gidy chimg nhdn cdn cuoe

hodic Hg chiéu hode gidy té xudt nhdp canh hodc gidy té ¢6 gid tri di lgi quoc té
con gid tri sw dung;

+ Ban chinh hoéc ban sao tir 50 guc, ban sao ¢o chtrng thue bang cur nhén
(dai hoc) ngoai ngir tr& 1én vé thir tleng nuoc ngoai can dich hoidc cé bing tot
nghiép dai hoc tro 1én doi voi thu tiéng nudc ngoai can dich; trir truong hop dich
nhimng ngdn ngir khong phd bién ma ngudi dich khung co bing cir nhan ngoai
ngit, bing tét nghiép dai hoc nhung théng thao ngén ngir can dich.

+ Ban dich dinh kém gidy t&, vin ban can dich.

- Thii han thye hién yéu ciu chirng thg‘rc Thai han thue hién yéu céu
chung thyc la ngay trong ngay co quan, to chire uep nhdn yéu cau hodc trong ngay
lam vige nep theo néu tiép nhén yeu cdu sau 15 gid hodc co thé kéo dai hon theo
thoa thudn bing van ban véi nguoi yéu ciu chimg thuc. Truong hop tra két qua
trong ngay lam viée tiép theo hodc phai kéo dai thoi gian theo thoa thuén thi ngudi
tiép nhin ho so phai co phlEU hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudi
yéu cau chimg thyc.

- D6i twgng thye hién thii tuc hanh chinh: Ci nhén.
- Co quan thwe hién thi tuc hanh chinh: Co quan dai dién.

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

- Phi: 10 USD/ban.
- Tén méiu domn, mau to khai: Khong.
- Yéu céu, diéu kién thire hién thii tuc hanh chinh (néu cé):

Gidy t&, vin ban khéng duoc dich dé chimg thue chit ky ngudi dich:
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+ Gidy to, viin ban da bj ty x6a, sira chita; thém, bot ndi dung khéng hop 1.
+ Gidy t&, viin ban bi hu hong, cii nat khong xéc dinh dugc ndi dung.

+ Giﬁy to, van ban dong diu mat cua co quan, td chirc ¢ tham quyé‘n hodc
khong dong dau mét nhung ghi rd khong duge dich.

+ Gifly &, vin bin ¢6 ndi dung quy dinh tai Khoan 4 Diéu 22 cia Nghj dinh so
23/2015/ND-CP.

+ Gidy td, vin ban do co quan, t6 chirc ¢6 thim quyén cia nudc ngoai cép,
cdng chimg hodic chimg nhan chua duge hgp phap hoa linh su theo quy dinh tai
Khoan 1 Diéu 20 ctia Nghi dinh s 23/2015/ND-CP, trir h chiéu, thé cin cude,
thé thuong trd, thé cu tri, gidy phép ldi xe, bing tot nghiép, chimg chi va bang
diém kém theo bing tot nghiép, chimg chi.

- Ciin cir phap 1y cua thi tuc hanh chinh:

+ Nghi dinh sé 280/2025/ND-CP stra doi, bo sung mot 6 diéu cua Nghi
dinh s6 23/2015/ND-CP vé cdp ban sao fir $0 gcfc. chimg thuc ban sao tir ban
chinh, chimg thiee chir ky va chimg thuc hgp dong, giao dich, duwoc swa doi, bo
sung boi Nghi dinh s6 07/2025/ND-CP;

+ Nghi dinh s6 23/2015/ND-CP vé cép ban sao tir ban chinh, chimg thyc
chir ky va chimg thuc hgp dong, giao dich.

+ Théng tw s 01/2020/TT-BTP quy dinh chi tiét va huéng dan thi hanh
mot sb diéu cia Nghj dinh s0 23/2015/ND-CP ve cap ban sao tir ban chinh, chimg
thue chit ky va chimg thuc hgp dong, giao dich;

+ Thong tu s6 264/2016/TT-BTC quy dinh mirc thu, ché d9, thu, ndp, quén
ly va str dung phi, 1& phi trong linh vye ngoai giao 4p dung tai cac co quan dai
dién Viét Nam & nudc ngoai.

C. Thii tue hanh chinh cip xa

1. Thii tuc chitng thwe giao dich lién quan dén tai san la dong san, quyén
sir dung dit va nha o

- Trinh tu thue hién:

+ Newoi yéu cau chimg thuc xudt trinh mét trong cde gidy to sau: Can
cude dién tw; ban chinh hodc ban sao cua Thé cdn cudc cong déan hodc The can
cude hoge Gidy chimg nhdn can cwoc hodc H¢ chiéu hodc giay to xuat nhap canh
hodic gidy 16 ¢6 gid tri di lai quoc té con gid tri sir dung va ngp 01 bg ho so yéu
cau chimg thue.

+ Ngudi thyce hién chimg thuc (hodc ngudi tiép nhan ho so) kiém tra gidy t&r
trong hd so yéu cdu chimg thyc, néu day du, tai thoi diém chimg thyc cdc bén
tham gia giao dich ty nguyén, minh man va nhéan thire, lam chu duge hanh vi cua
minh thi thyc hién ching thye.

~ +Céc bén tham gia giao dich phai ky trudc mit ngudi thue hién chimg thyr,
néu giao dich c6 tir 02 (hai) trang tr¢ [én thi phai ky vao timg trang, Truong hop
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ngudi yéu cau chimg thye ndp hé so tai Trung tdm Phuc vu hanh chinh cong cip
xa thi cac bén tham gia giao djch phai ky truée mjt ngudi tiép nhin ho so. Truong
hgp ngudi c6 thim quyén giao két hgp dong ctia céc 10 chire tin dyng, doanh nghiép
da ding ky chir ky mau tai co quan thyc hién chimg thye thi ¢6 thé ky trudc vao
hop déng; ngudi thyc hién chimg thuc (hogc ngudi tiép nhin ho so) phai déi chiéu
chir ky cua ho trong hgp dong voi chir ky mau trude khi thue hién chimg thue, néu
nghi ngo chit ky trong hgp dong khac vai chirky méau thi yéu cau ngudi do ky trude
mat.

~ + Trudng hop ngudi yéu ciu chimg thuc khong ky duge thi phai diém chi;
néu nguoi do khong doc duge, khong nghe dugce, khong ky, khong diém chi duoe
thi phai c6 02 (hai) nguoi lam chimg, Ngudi lam chimg phai c6 di nang lyc hanh
vi dan s va khong co quy%n, lgi ich hofic nghia vy lién quan dén giao dich. Ngudi
lam chimg do ngudi yéu cdu chimg thye bo tri. Trudng hgp nguoi yéu céu ching
thuc khong bé tri duge thi dé nghi co quan thyc hign chimg thyc chi dinh nguoi
lam chimg.

+ Ngudi thye hién chimg thyc (hode ngudi tiép nhn ho so) ghi 10i chimg
twong {mg vdi timg logi giao dich theo mau quy dinh. Truong hop tiep nhan ho so
tai Trung tdm Phuc vy hanh chinh cong cap xa thi ngudi tiép nhén ho soky vao timg
trang cuia giao dich va ky vao dudi 101 chimg theo mau quy dinh.

Nguti thye hién chimg thue ky vao timg trang cua giao dich (néu ho so
khéng duge tiép nhan qua Trung tdm Phyc vu hanh chinh cdng cap xa), ky, ghi 15
ho tén, dong dau ciia co quan thye hién chimg thuc va ghi vao so chimg thye.

Dbi véi giao dich ¢6 tir 02 (hai) trang tro 1én, thi timg trang phai dugc danh
so thir tur, co chit ky cua ngudi yéu cau chimg thye va nguoi thyce hién ching thuc;
s6 luong trang va 11 chimg dugce ghi tai trang cudi cua giao dich. Truong hgp
giao dich cé tir 02 (hai) & trd 1én thi phai déng dau gidp lai.

+ Trong trudng hop ngudi yéu cau chimg thuc khéng thong thao tiéng Viét
thi phai ¢6 ngudi phién dich. Ngudi phién dich phai la ngudi ¢6 nang luc hanh vi
dén sy diy du theo quy dinh cia phép ludt, thong thao tieng Viét va ngén ngir ma
ngudi yéu cdu chimg thue sit dung. Ngudi phién dich do ngudi yéu ciu chimg
thue méi hodc do co quan thye hién chimg thyc chi dinh. Thu lao phién dich do
ngudi yéu ciu chimg thyc trd. Nguoi phién dich c6 trach nhiém dich day du, chinh
xéc ndi dung cua giao dich, ngi dung 1&i chimg cho ngudi yéu cau chimg thyrc va
ky vao timg trang giao dich véi tu cach 12 ngudi phién dich.

+ Nguoi thuc hién chimg thuc khong yéu cau nguoi yéu cau chimg thuc
ngp, xuat trinh ban cht’r.:h hodc ban sao cac giciy to, tai liéu da dwoce tich hop trén
VNelD khi nguci yéu cau chimg thuwe da xuat trinh thong tin twong tmg tir VNelD.

+ Truwomg hop nguoi yéu ::'a::{ chimg thue dé nghi va nguoi thuc hién chimg
thiee ¢6 thé khai thac thong tin, giay 16 tie Co so dit ligu quoc gia ve dan cw hodac
cdc co so dit liéu khde theo quy dinh cua phdp ludt thi nguoi thuc hién chimg thuc
c6 trach nhiém thue hién viée khai thac thong tin, gf‘é:y to tie cac co so dir lieu nay,
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khéng yéu cau ngiweoi yéu cau chumg thuc xudt trinh ban chinh, ban sao tir 56 goc
hodc ban sao ¢é chimg thue doi véi eac thong tin, giay to da dwge khai thac.

- Céch thire thye hién: Nop truc tiép hodc qua dich vu bweu chinh hodc
fricc fuyén trén moi trwong dién . Viec chimg thyc cdc giao dich lién quan dén
qrgfén cua nguwdi si dung dat dwgce thue hién tai Uy ban nhdn dan cap xa noi co
dc‘::f, viée chimg thuc cde giao dich vé nha o dwgc thuc hién tai Uy ban nhan dan
cap xd noi ¢é nha, trir cde treong hop sau: chimg thuc giao dich lién quan dén
tai san la déng san; chimg thuc di chiic, chumg thuc van ban tir choi nhan di san;
chimmg thiec van ban uy quyén lién quan dén viéc thuc hién cdc quyén cua nguoi
sie dung dat, nha ¢; chimg thuc viée swa doi, bo sung, hiy bo giao dich néu trén.

- Thanh phén, s6 lugng ho so:

~ Nguoi yéu cau chimg thue ngp 01 bd hé so yéu cau chimg thyc, gbdm céc
giay to sau day:

+ Du thao giao dich;

+ Ban chinh hodc ban sao c6 chimg thiee hodc ban sao dién tw duoc chahrg
thue tie ban chinh cua giay chitng nhan quyén so hiru, quyén su dung hodc giay
16 thay thé dugc phdp ludt quy dinh déi voi tai san ma phap ludt guy dinh phai
ddng ky quyén so hitu, quyén su dung trong truwong hop giao dich lién quan den
tai san do; trir truong hop nguoi !;;ip di chiic dang bi cdi chét de doa dén tinh
mang. Trudng hop nop ho so truc tiép, ngudi yéu cau chieng thue ¢ thé ngp ban
sao kém xuat trinh ban chinh dé doi chieu.

- Thoi han giai qu}'ét:

Khéng qua 02 (hai) ngay lam viée, ké tir ngdy nhén du hd so yéu cau chimg
thue hoic ¢6 thé kéo dai hon theo thoa thudn béng vin ban vdi ngudi yéu cau chimg
thue. Truong hop kéo dai thdi han gidi quyét thi ngudi tiép nhan ho so phai co
phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chimg thye.

- Pbi twgng thue hign thii tuc hanh chinh: Cd nhén, to chirc.

- Co quan thue hién thi tyc hanh chinh: Uy ban nhén dan cap xa.

- Két qui thye hién thi tuc hanh chinh: Giao dich dugc chimg thy.

- Phi: 50.000 dong/giao dich.

- Tén mau don, miu to khai: Khong.

- Yéu ciu, diéu kién thye hi¢n thi tuc hanh chinh: /

- Ciin cir phap ly cia tha tyc hanh chinh:

+ Nghi dinh s6 280/2025/ND-CP sira doi, b6 sung mot so diéu ciia Nghi
dinh so 23/2015/ND-CP vé edp ban sao tie 56 gac, chiing thwe ban sao tir ban
chinh, chimg thuc chi ky va chimg thuc hop dong, giao dich, dwoc swa doi, bo
sung bei Nghi dinh s6 07/2025/ND-CP;

+ Nghi dinh sb 23/2015/ND-CP vé cap ban sao tir ban chinh, chimg thyc
chir ky va chimg thyc hop dong, giao dich;
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+ Thong tu s0 01/2020/TT-BTP quy dinh chi tiét va hudng din thi hanh
mot sb diéu ctia Nghi dinh s 23/2015/ND-CP vé cip ban sao tir ban chinh, chimg
thyre chir ky va chung thue hop dong, giao dich;

+ Théng tir s6 226/2016/TT-BTC quy dinh mue thu, ché dd thu, nop, quan
ly va sur dung phi ching thure.

2. Thu tue chirng thue di chue
- Trinh tyw thue hién:

+ Nguoi yéu cau chimg thue xudt trinh mét trong cdc gidy to sau: Can
cwoe dién twe; ban chinh hode ban sao cua The can cuoe mng ddan haar. The can
cudc hodc Gmy chuwg nhdn cdn cude hode HG chiéu hode gmy ter xuat nhap canh
hogic gidy to ¢6 gid tri di lai quoc 1€ con gid tri sic dung va nép 01 bo ho so yéu
cau chung thuc.

+ Ngl.rm thyc hién chimg thure (hodc nguoi tiép nhén ho so) kiém tra gla}f tor
trong ho so yéu ciu chimg thuc néu diy du, tai thoi diém chimg thyuc nguoi lap
di chiic tr nguyén, minh man va nhén thirc, lam chu duge hanh vi ctia minh thi
thure hién chirng thue.

+ Nguoi lap di chic phai ky trrde mat ngudi thuc hién chimg thye, néu di
chuc co tir 02 (hai) trang trd 1én thi phai ky vao timg trang. Truong hop ngudi yeu
cdu chimg thuc ndp ho so tai Trung tdm Phuc vu ‘hanh chinh cong cdp xd thi cac
bén tham gia giao dich phai ky truéc mat nguai tiép nhén ho so.

+ Trumlg hop ngudi yéu ciu chimg thyc khong ky dugc thi phai diém chi;
néu ngum d6 khong doc dugc, khong nghe dugc, khong ky, khnng diém chi dugc
thi phai ¢6 02 (hai) nguoi lam chimg. Ngudi lam chimg phai ¢6 du nang luc hanh
vi dan sur va khcmg co quyen lgi ich hodc nghia vy lién quan dén di chic. Ngudi
lam chimg do ngudi yéu cau chimg thyre b tri. Truémg hgp ngudi yéu cau chl.mg
thue khong bé tri dugc thi dé nghi co quan thyc hién chimg thye chi dinh ngudi
lam chimg.

+ Ngum thuc hién chimg thue {hnéc ngudi tlep nhén ho so) ghi 101 chimg di
chuc theo mau quy dinh. Tn.r{mg, hop tlep nhin hd so tai Trung tam Phuc vu hanh
chinh céng edp xd thi nguoi tiép nhin hé so ky vao timg trang cua di chiic va ky vao
dudi 161 chimg theo mau quy dinh.

Nguoi thyce hign chimg thue ky vao timg trang cua di chuc (néu ho so khéng
duoc tiep nhén qua Trung tam Phuc vu hanh chinh cong r.ap xa), ky, ghi rd ho tén,
déng déu ciia co quan thye hién chimg thyre va ghi vao so chimg thye.

Péi véi di chie co tir 02 (hai) trang tr 1én, thi timg trang phai dugc danh
so thir ty, ¢6 chir ky cta ngudi yéu cau chimg thuc va ngudi thue hién chimg thye;
s6 luqng trang va 1&i chimg dugc ghi tai trang cudi cua di chic. Truong hop di
chiic ¢6 tir 02 (hai) tér trés 1én thi phai dong dau giap lai.

+ Trong trurdng hop ngudi yéu cau chimg thyre khong thong thao tiéng Viét
thi phai c6 ngudi phién dich. Nguoi phién dich phai la nguoi c6 néng lyc hanh vi
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dan sy day du theo quy dinh cua phap luat, thong thao tiéng Viét va ngén ngir ma
ngudi yéu cau chimg thue sir dung. Nguoi phién dich do nguoi yéu cdu chimg
thuc mdi hodc do co quan thue hién chimg thuc chi dinh. Thu lao phién dich do
ngudi yéu ciu chimg thye trd. Ngudi phién dich cé trach nhiém dich day du, chinh
xac ndi dung cua di chic, ndi dung loi chimg cho ngudi yéu céu chimg thyc va
ky vio timg trang di chic véi tu cach 1a ngudi phién dich.

+ Nguoi thyc hién ching thuc khong yeéu cau ngudi yéu cau chimg thuc
ngp, xuat trinh ban chinh hodc ban sao cdc gidy to, tai liéu da dwoc tich hop trén
VNelD khi ngudi yéu cau chimg thuc da xuat trinh thong tin twong ung tie VNelD.

+ Truong hop nguoi yéu ccfzf chirng thue de nghi va nguoi thiec hién chirmg
thie ¢6 thé khai thdc thong tin, giay to tir Co so dit ligu quoc gia ve dan cu hoac
cdc co 5o die liéu khdc theo quy dinh cua phap lugt fhf' nguoi thuc hién ching thuc
c6 trach nhiém thuc hién viéc khai thdc thong tin, giay té tir cdc co 5o dir liéu nay,
khéng yéu cdu ngudi yéu cau chieng thuc xuat trinh ban chinh, ban sao tir s6 goc
hodic ban sao ¢6 chimg thwe doi véi cdc thong tin, giay to da dwoc khai thac.

- Céch thire thye hién: Nop truc tiép hodc qua dich vu buu chinh hodc
triec tuyén trén moi truomg dién nir.

- Thanh phén, s6 lrgng ho so:

Ngudi yéu céu chimg thuc ndp 01 (mét) bd hd so yéu cdu chimg thuc, gdm
cac giay to sau day:

+ Du thao di chic;

+ Ban chinh hodgc bfin sao ¢o chung thue hodc ban sao dién tir duwrgc chimg
thue tir ban chinh cua gidy chirng nhdn quyén so hitu, quyén s dung hodc gidy
to thay the dugc phap luat quy dinh doi vai tai san ma phdp ludt quy dinh phai
déng ky quyén sc hitu, quyeén st dung trong truong hop giao dich lién quan dén
tai san do; trir triwomg hop nguoi lap di chic dang bi cai chét de doa den tinh
mang. Tricong hop nop ho so truc liép, nguoi yéu cau chimg thuc co thé ngp ban
sao kém xuat trinh ban chinh dé doi chiéu.

- Thi han giai quyét:

Khéng qué 02 (hai) ngay lam vigc, ké tir ngay nhéiin du hd so yéu cau chimg
thuc hoiic ¢6 thé kéo dai hon theo thoa thudn bang vén ban voi ngudi yéu cau chimg
thyc. Trutmg hop kéo dai thoi han gidi quyet thi ngudi tiép nhan hd so phai c6
phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chimg thuc.

- Dbi twgng thue hién thi tye hanh chinh: Ca nhan.

- Co quan thye hién thu tuc hanh chinh: Uy ban nhan dan cip x4.

- Két qué thye hién thi tue hanh chinh: Di chic duoe chimg thue.

- Phi: 50.000 dong/di chiic.

- Tén miu don, mau to khai: Khong.

- Yéu cau, diéu kién thye hién thi tuc hanh chinh: /
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- Cin cir phap 1y ciia thu tuc hanh chinh:

+ Nghi dinh 56 280/2025/ND-CP swa d’a: ba sung mét s6 diéu clia Nghi
dinh s6 23/2015/ND-CP vé cdp ban sao tir 56 goc chimg thuc ban sao tir ban

chinh, chimg thyc chit ky va chimg thuc hop dong, giao dich, dwgc sira déi, bo
sung bai Nghj dinh s6 07/2025/ND-CP;

+ Ngh; dinh s6 23/2015/ND-CP vé cép ban sao tir ban chinh, chimg thuc
chir ky va chimg thue hop dong, giao dich;

+ Théng tu s6 01/2020/TT-BTP quy dinh chi tiét va huéng din thi hanh
mot s6 diéu cua Nghi dinh 56 23/2015/ND-CP vé cap ban sao tir ban chinh, chimg
thue chir ky va chimg thye hop dong, giao dich;

+ Théng tu sb 226/2016/TT-BTC quy dinh mirc thu, ché dé thu, nép, quan
ly va sir dung phi chimg thuyre.

3. Thii tue chirng thye vin ban tir chdi nhén di sin
- Trinh ty thue hién:

+ Nguoi yéu cau chimg thuc xudt trinh mét trong cde giay to sau: Cén
cuoe dign tie; ban chinh hodc ban sao cua The can cuwoc cong dan hodc Thé cdn
cudc hode Gi idy chimg nhdn cdn cude hodc Ho chiéu hodc gmy to xuat nhdp canh
hodc giay to cé gia tri di lai quoc té con gia tri sir dung va ngp 01 bo hé so yéu
cau chumg thuc.

+ Nguoi thye hién chimg thye (hodc ngudoi tmp nhén ho so) kiém tra gmy o
trong hd so yéu cau churng thuc, néu day du, tai thoi diém chimg thuc ngm:rl tur
chdi nhin di san tu nguyén, minh mén va nhén thirc, lam chu dugc hanh vi cua
minh thi thue hién chimg thye.

+ Nguoi tir chéi nhan di san ky trude mat ngudi thyue hién chl.'mg thue, néu
viin ban tir chdi nhén di san ¢0 tir 02 (hai) trang tro 1€n thi phai ky vao timg trang.
Tnmng hop ngudi yéu ciu chimg thye nop ho sor tai Trung tam Phuc vy hanh chinh
cong eap xd thi phai ky trude mit ngudi llﬂp nhén hé so.

+ Trudng hop ngudi yéu cau chimg thyc khong ky duge thi phai diém chi;
néu ngudi dé khong doc duge, khong nghe dugce, khong ky, khﬂng diém chi dugc
thi phéi c6 02 (hai) ngudi 1am chimg. Nguoi lam chimg phai cc- du ndng luc hanh
vi dan sy va khong co quyen loi ich hodc nghla vu lién quan dén giao dich. Nguoi
lam chimg do ngudi yéu cau chimg thyuc bo tri. Truong hop ngudi yéu cau chimg
thyre khéng bd tri dugce thi dé nghi co quan thue hién chimg thuc chi dinh nguoi
lam chirng.

+ Ngudi thye hién chimg thyce (hodc nguoi tiép nhin hé so) ghi 16 chimg theo
mau quy dinh. Truong hop tiép nhin hé so tai Trung tam Phuc vu hanh chinh cong
edp xa thi ngudi tiép nhan hé so ky vio timg trang ctia van ban tir chdi nhén di san
va ky vao dudi loi chimg theo miu quy dinh.

Nguoi thye hién c:hung;, thue ky vao timg trang ctia vin ban tir chdi nhan di
san (néu hd so khong dugc tiép nhin qua Trung tdm Phuc vu hanh chinh c¢éng cdp
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xd), ky, ghi rd ho tén, déng déu cia co quan thuc hién chimg thuc va ghi vao sd
chirmng thure.

D6i véi vin ban tir chdi nhén di san ¢6 tir 02 (hai) trang tr¢ 1€n, thi timg
trang phai dugc danh 50 thir tu, co chir ky cua nguoi yéu cau chimg thue va nguoi
thire hién chimg thue; s6 lugng trang va 1o chimg duoc ghi tai trang cudi cua vin
ban tir chéi nhén di san. Tnmng hop vin ban tir chdi nhén di san ¢6 tir 02 (hai) t&
tror 1én thi phai dong déu giap lai.

+ Trong trudng hop ngudi yéu cau chimg thuc khong théng thao tiéng Viét
thi phai ¢6 ngudi phién dich. Ngudi phién dich phai la ngum ¢6 néng Iuc hanh vi
dan sy day du theo quy dinh cua phap ludt, thong thao tiéng Viét va ngcm ngir ma
nguoi }feu cdu chimg thyc sir dung. Ngudi phién dich do ngudi yéu cau chimg
thye m&i hodc do co quan thyc hién chimg thyuc chi dinh. Thi lao phién dich do
ngudi yéu cau chimg thyre tra. Nguai phién dich ¢6 trach nhiém dich day du, chinh
xdc ndi dung ctia vin ban tir choi nhén di san, ndi dung i ching cho ngudi yéu
cdu chimg thuc va ky vao timg trang vin ban tir chéi nhan di san véi tu cach la
ngudi phién dich.

+ Nguoi thuce hién chimg thye khong yéu cau ngudi yéu cau chimg thue
ngp, xudt trinh ban chinh hode ban sao cdc gmy to, tai liéu da dwoe tich hop trén
VNelD khi nguwoi yéu cau chimg thuwce dé xuat trinh théng tin twong img tir VNelD.

+ Truong hop ngudi yéu cr.m: chirng thuce dé nghi va nguoi thue hién ching
thuwe ¢o the khai thac théng tin, giay to tir Co so dit liéu quoc gia vé dan cw hode
edc co 5o dit liéu khdc theo quy dinh cua phdp ludt thi ngueoi thue hién ching thuc
c6 trach nhiém thuc hién viéc khai thac thong tin, gidy 10 tir cdc co sé dir liéu nay,
khéng yéu cau nguoi yéu cau r.h:mg thiee xudt trinh ban chinh, ban sao tir s6 goc
hode ban sao c¢6 chimg thuc déi voi ede théng tin, gidy té di dwoe khai thdc.

- Céch thire thye hién: Nop triec tiép hodc qua dich vu buu chinh hodic
truec tuyeén trén moi truong dién tir.

- Thanh phén, s6 lugng ho so:

~ Ngudi yéu cdu chimg thue nop 01 bd ho so yéu cau chimg thue, gom céc
gidy to sau day:

+ Dy théo vin ban tir chéi nhén di san;

+ Ban chinh hodc ban sao c¢é chimg thuc hodc ban sao dién tir dicgc chii ung
thwe tie ban chinh cua gidy chimg nhén quyén sé hitu, quyen sw dung hodc giay
tor thay thé dugc phap ludt quy dinh doi voi tai san ma phdp ludt quy dinh phai
dding ky quyén sC hitu, quyén si dung trong truomg hop van ban tie cﬁm nhdn di

san lién quan dén tai san do. Truong hop nop hé so truc .t‘rep, nguoi yéu cau chimng
thue ¢co the ngp ban sao kéem xudt trinh ban chinh dé doi chiéu.

- Thoi han gidi quyét:

Khong qua 02 (hai) ngay lam viée, ké tr ngay nhéan du hé so yéu {:B.l.l chimg
thue hodic cé thé kéo dai hon theo thoa thudn bing vin ban véi ngudi yéu cau chimg
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thire. Trudng hop kéo dai thoi han giai quyet thi nguoi IlEp nhan ho so phai c6
phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chimg thyec.

- Péi twong thue hién thi tuc hanh chinh: Ca nhén, 16 chire.
- Co quan thye hién thii tye hanh chinh: Uy ban nhan dén cép xa.

- Két qua thye hién thi tuc hanh chinh: Vin ban tir chéi nhén di san
dugc ching thue.

- Phi: 50.000 dong/van ban.

- Tén méu don, méu to khai: Khong,

- Yéu céu, diéu kién thwe hién thi tuc hanh chinh: /
- Cin cir phap ly caa tha tue hanh chinh:

+ Nghi dinh 56 280/2025/ND-CP sita d{;.r b(.; sung mét so diéu cia Nghi
dinh sé 23/2015/ND-CP vé cdp ban sao tir s6 gac chimg thuc ban sao tic ban
chinh, chimg thue chit ky va chimg thuc hop dong, giao dich, dwoc sia doi, bo
sung boi Nghi dinh s6 07/2025/ND-CP;

+ Nghi dinh sb 23/2015/ND-CP vé cép ban sao tir ban chinh, chimg thyc
chir ky va chimg thue hop dong, giao dich;

+ Théng tu s6 226/2016/TT-BTC quy dinh mirc thu, ché dé thu, ndp, quan
ly va sir dung phi chimg thuc.

4. Thu tuc chirng thwe van ban phan chia di san ma di san la dong san,
quyén sir dung dit, nha o

- Trinh ty thwe hién:

+ Ngudi véu cau chimg thuc xuat trinh mét trong cdc gid:v to sau: Can
cwde dién tr; ban chinh hogc ban sao cua Thé can cudc cong ddn hodc Thé can
cude hodce Gidy chimg nhén cdn cude hogdc Ho chiéu hodc gmy tor xudt nhdp canh
hodc giay to co gia tri di lai quoc té con gid tri sir dung va ngp 01 bé ho so yéu
cdu chimg thue.

+ Ngum thuc hién chimg thue (hodc nguoi tiép nhin hé so) kiém tra gidy to
trong hd so yéu cau chung thue, néu day du, tai thoi diém chimg thuc cac bén
tham gia phdn chia di san tu nguyén, minh man va nhén thire, lam chu duroce hanh
vi ctia minh thi thyc hién chimg thue.

+ Céac bén tham gia phdn chia di san phai ky truéc mit ngudi thuc hién
chimg thue, néu vin ban phan chia di san cé tir 02 (hai) trang tr& 1én thi phai ky
véo timg trang. Truong hop ngudi yéu cau chimg thuc ndp ho so tai Trung tam
Phuc vy hanh chinh céng cap xa thi cac bén tham gia phdn chia di san phai ky
trude mit ngudoi tiép nhin ho so.

+ Trudmg hop ngudi yéu cau chimg thyuc khong ky dugc thi phai diém chi;
néu ngudi do khéng doc dm‘;c, khéng nghe dugc, khong ky, khong diém chi duge
thi phai ¢6 02 (hai) ngum lam chimg. Nguoi lam chimg phai ¢6 di nang lyc hanh
vi dén sur va khong c6 quyén, lgi ich hodic nghia vu lién quan dén giao dich. Nguoi
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lam chimg do ngudi yéu cau chimng thue bd tri. Trudng hop ngudi yéu cu chu‘ng
thie khéng bo tri duge thi dé nghi co quan thuc hién chimg thyuc chi dinh nguoi
lam chimg.

+ Nguoi thye hién chimg thye (hodc ngudi tiép nhén ho so) ghi i chimg theo
mau quy dinh. Tnmng hop tlep nhén hé so tai Trung tam Phuc vy hanh chinh r:ang
cap xd thi ngudi tiép nhan hd so ky vao timg trang cua vdn ban phdn chia di san va
ky vao dudi loi chimg theo mau quy dinh.

Nguoi thyce hign chimg thye ky véo timg trang cuia vdn ban phan chia di san
(néu hé so khong duge tlep nhan qua Trung tam Phuc vu hanh chinh cong cap xd),
ky, ghi rd ho tén, dong dau ctia co quan thyc hién chimg thuc va ghi vao sd chimg
thre.

Déi voi van ban phdn chia di san ¢6 tir 02 (hai) trang tro 1€n, thi timg trang
phai duge danh s6 thir tir, 6 chir ky cua ngudi yéu cau chimg thye va nguoi thuce
hién chimg thuc; sé luong trang va 16i chimg dugc ghi tai trang cubi ctia vén ban
phan chia di san. Truong hop van ban phan chia di san ¢6 tir 02 (hai) to tro lén
thi phai déng ddu gidp lai.

+ Trong tm&ng hop ngudi yéu cau chimg thye khong théng thao tiéng Viét
thi phai ¢6 nguoi phién dich. Ngudi phién dich phai la ngum ¢6 ning luwe hanh vi
dan sy day du theo quy dinh cua phap luat, thong thao tieng Viét va ngnn ngir ma
ngudi yéu cau chimg thuc sir dung. Ngudi phién dich do ngudi yéu cau chimg
thure maoi hnac do co quan thyc hién chimg thye chi dinh. Thu lao phién dich do
ngum yéu céu chung thure tra. Nguoi phlen dich co trach nhiém dich déy du, chinh
xac ndi dung ctia vén ban phdn chia di san, néi dung 1oi chimg cho ngudi yéu cau
chimg thyc va ky vio timg trang vdn ban phan chia di san véi tu cach la ngudi
phién dich.

+ Nguoi thuc hién chimg thuc kﬁang yéu cau nguoi yéu cau chimg thue
ngp, xuat trinh ban chinh hode ban sao cac g;ay to, tai liu da dwgce tich hop trén
VNelD khi nguci yéu cau chimg thuc da xudt trinh théng tin twong vmg tie VNelD.

+ Trudng hop nguoi yéu cau chmrg thue dé nghi va ngw: thue hién chung
thue ¢ thé khai thdc thong tin, gidy to tir Co so dit liéu quoc gia vé dan cw hode
cdc co so di ligu khdc theo quy dinh cua phap ludt thi nguoi thuc hién chimg thue
co trach nhi¢m thue hién wgc khai thdc thong tin, gidy 1o tir cdc co so dit liéu nay
khdng yéu cau nguwoi yéu cau chung thuc xuat trinh ban chinh, ban sao tur s6 goc
hodic ban sao ¢é chimg thuwe déi véi cdc théng tin, gidy té da dwoe khai thdc.

- Cach thire thye hién: Nop fruc tiép hodc qua dich vu buu chinh hodc
truc ruyen trén moi truong dign tw. Viée chimg thyc cdc giao dich lién quan dén
quyén cua nguoi si dung dat dwoc thue h!?ﬂ tai Uy ban nhdn dén cap xa noi ¢é
dar viéc ch.amg thuce cde giao dich vé > nha o dwge thuc hién tai Uy ban nhdn ddn
cap xd noi ¢é nha.

- Thanh phiin, sé lrgng hd so:
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Ngudi yéu ciu chimg thuc ndp 01 bd hd so yéu cau chimg thue, gom céc
gidy to sau day:
+ Dy thao vén ban phén chia di san;

+ Ban chinh hode ban sao c6 chimg thye hodc ban sao dién tir depe chzmg
thuc tie ban chinh cua gidy chirng nhdn quyén s hitu, quyén sir dung hodic gidy
tér thay thé diwoc phap ludt quy dinh doi véi tai san ma phap lugat quy dinh phai
dang ky quyen 80 hitu, quyén sur dung trong truong hop van ban phan chia di san
lién quan dén tai san do. Tru'mrg hop nop hé so triec Ilep nguoi yéu cau chimg
thue 6 thé ngp ban sao kém xuat trinh ban chinh dé doéi chiéu.

- Thoi han giai quyet:

Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhéan du ho so yéu céu chimg
thue hodc ¢o thé kéo dai hon theo thoa thudn béng van ban voi ngudi yéu cau chimg
thuc. Truomg hop kéo dai thoi han giai quyet thi ngudi uep nhén hé so phai ¢é
phiéu hen ghi ro thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chimg thue.

- P6i twgng thuwe hién thi tuc hanh chinh: Cé nhan, t6 chirc,

- Co quan thye hién thi tyc hanh chinh: Uy ban nhan dén cép xa.

- Két qua thwe hién thi tuc hanh chinh: Vin ban phén chia di san dugc
chirng thyre.

- Phi: 50.000 déng/vin ban.

- Tén miu don, mau to khai: Khong,

- Yéu ciu, diéu kién thwe hién thii tuc hanh chinh: /

- Cin cir phap ly cia tha tuc hanh chinh:

+ Nghij dinh s6 280/2025/ND-CP sua d‘m ba sung mot s6 diéu cua Nghj
dinh s6 23/2015/ND-CP vé cap ban sao tir s6 _guc chimg thuc ban sao tir ban

chinh, chimg thuc chit ky va chung thuc hop dong, giao dich, dwgc sia doi, bo
sung boi Neghi dinh s6 07/2025/ND-CP;

+ Nghj dinh s6 23/2015/ND-CP vé cép ban sao tir ban chinh, chimg thyc
chir ky va chimg thuc hop dong, giao dich;

+ Théng tu s6 01/2020/TT-BTP quy dinh chi tiét va huéng dén thi hanh
mot s6 diéu cua Nghi dinh so 23!2‘{}1 5/ND-CP vé cap ban sao tir ban chinh, chimg
thuc chir ky va chimg thuc hop dong, giao dich;

+ Théng tu s6 226/2016/TT-BTC quy dinh mic thu, ché d thu, ndp, quan
ly va sir dung phi chimg thue.

5. Thii tuc chieng thuee viéc siva doi, bé sung, huy bo giao dich

- Trinh ty thye hién:

+ Ngwoi yéu cau chimg thwe xudt trinh mét trong cdc gidy to sau: Cén
cude dién ti; ban chinh hoge ban sao cua Thé can cude cang dan hodc Thé can
cuwoe hodc G;ay chimg nhdn can cude hoge Ho chiéu hodic giay 1o xuat nhdp canh



23

hodc gidy to c6 gid tri di lai quéc té con gia tri sir dung va ngp 01 bo hé so yéu
cau chimg thuc.

+ Viéc sira dbi, bd sung, huy bo giao dich da dugc chimg thyc chi duge
thyre hién khi co thoa thudn bang vin ban cua cac bén tham gia giao dich.

+ Viée stra ddi, bd sung, huy bo giao dich duge thyc hién tai co quan dé
chimg thuc giao dich. Tnmrng hop stra doi, I::n sung, thay thé, huy bo mat phin
hodc toan b di chic thi ¢6 thé chung thyre tai bat ky co quan ¢é thim quyén chimg
thire nao; co quan da thye hién viée sira d6i, bd sung, thay thé, hity bé mot phan
hodc toan bo di chuc phai thong béo bing vin bén cho co quan da chimg thuc
trude déy vé noi dung sua déi, bo sung, thay thé, hiy bo mot phan hodc toan bd
di chiic dé ghi chii vao so chimg thyc giao dich.

+ Ngudi thue hlen chimg thyc (hodc nguai tiép nhgn hé so) kiém tra gidy
1o trong ho so yéu céu chimg thue, neu day du, tai thoi diém chimg thue cic bén
tham gia giao dich ty nguyén, minh mén va nhén thie, lam chi dugc hanh vi cla
minh thi thuc hién chirng thye.

+ Cac bén tham gia giao dich phai ky trudc méit ngudi thue hién ching
thyre, néu gia:} dich c6 tir 02 (hai) trang trd I&n thi phai ky vao timg trang. Truong
hCI’p ngurdi yeu céu chimg thuc ndp ho so tai Trung tdm Phuc vy hanh chinh céng
cép xa thi cac bén tham gia giao dich phai ky trudc mét nguoi tlep nhén ho so.
Truémg hop ngudi cé tham quyén giao két hgp déng cua cac t6 chirc tin dung,
doanh nghlep da déng ky chir ky mau tai co quan thyc hién chimg thye thi c6 thé
ky trude vao hop dong; ngudi thuc hién chimg thyc (hodc nguoi tiép nhan ho so)
phai déi Chil:l.l chir ky cua ho trong hgp dﬂng voi chir ky mau trude kh1 thye hién
chn.mg thue, néu nghi ngo chir ky trong hop dong khéc véi chir ky mau thi yéu cau
nguoi do ky trude mat.

+ Truﬁmg hop nguoi yéu cau chimg thye khong ky duge thi phai diém chi;
néu ngum do6 khong doc dm;m khong nghe duoc, khong ky, khéng diém chi dugc
thi phai c6 02 (hai) ngum lam chimg. Ngudi 1am chimg phai ¢6 du néng luc hanh
vi dan sir va khung co quyen lgi ich hodc nghla vu lién quan dén gla{} dich. Ngudi
lam chimg do ngudi yéu cau chimg thue bo tri. Trudng hop ngudi yéu cau chimg
thue khéng b tri duge thi dé nghi co quan thuc hién chimg thuc chi dinh nguoi
lam chimg.

+ Ngl.rm thyc hign chlmg thuc (huac nguoi tiép nhin ho so) ghi 10i chimg
tuong (mg voi timg loai giao dich theo méu quy dinh. Truong hop tiép nhén ho
so tai Trung tim Phuc vu hanh chinh céng cap xa thi ngudi tiép nhan hd so ky
vao timg trang cua giao dich va ky vao duéi 1oi chimg theo méu quy dinh.

Nguoi thue hién chimg thuc ky vao timg trang cua giao dich (néu ho so
khéng dirge tiép nhin qua Trung tim Phuc vy hanh chinh cung Lap xd), ky, ghi ro
ho tén, dong dau cua co quan thure hién chirng thye va ghi vao so chimg thyre.

Poi véi giao dich ¢6 tir 02 (hai) trang tr¢ I€én, thi timg trang phai dugc dénh
s6 thir tu, ¢6 chir ky ctia ngudi yéu cau chimg thyue va ngudi thyuc hién chimg thuc;
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s6 lugng trang va loi chimg dugc ghi tai trang quf‘)i cua giao dich. Truong hop
giao dich co tir 02 (hai) to tra 1én thi phai dong dau giap lai.

+ Trong trudmg hop ngudi yéu cau chimg thue khong théng thao tiéng Viét
thi phai co nguoi phién dich. Ngudi phién dich phai la ngum co nﬁng lire hanh vi
dan s day du theo quy dinh cua phap ludt, thong thao tiéng Viét va ngun ngir ma
nguol yéu cau chimg thue st dung. Nguoi phién dich do nguol yéu cau chimg
thire mon hnac do co quan thyc hién ching thyc chi dinh. Tha lao phién dich do
ngum yeu cau -:hu'ng thye tra. Nguoi phién dich ¢6 trach nhiém dich diy du, chinh
xac ndi dung cua giao dich, ndi dung 101 chimg cho nguoi yéu cau chimg thye va
ky vio timg trang giao dich vadi tu cach la ngudi phién dich.

+ Nguoi yéu cau chimg thuc nhén két qua tai noi ndp hd so.

+ Nguwai thyc hién chimg thuc khang yeu cau nguoi yéu cau chimg thue
nép, xudt trinh ban chinh hodc ban sao cdc giay 16, tai li¢u da dworc tich hop trén
VNelD khi ngudi yéu cau chimg thwc da xuat trinh thong tin twong img tie VNelD.

+ Truong hop ngudi yéu cau chitng thuwe dé nghi va nglrm thiee hién chimg
thiee ¢6 thé khai thde théng tin, gidy to tir Co s¢ dit liéu quac gia vé dan cw hode
cde co so dir ligu khae theo quy dinh cua phap lugt thi nguoi thuc hién ching thuec
c6 trach nhiém thuc hién viéc khai thac thong tin, gidy 16 tie cdc co so dir liéu nay,
khéng véu cau ngw: yéu cau ch:mg thiee xuat trinh ban chinh, ban sao twr s6 goc
hodie ban sao ¢6 chimg thue d6i véi cde thong tin, gidy to da dwoe khai théc.

- Cich thire thye hién: Ngp truc tiép hodc qua dich vu bweu chinh hodc truc
tuyén trén mai trucmg dién ti.

- Thanh phén, s lwgng ho so:

Ngudi yéu céu chimg thuc ndp 01 (mdt) bd hd so yéu cau chimg thye, gbm
cac giay to sau day:

+ Giao dich da dwoc ching thuce;

+ D thao giao dich sira doi, bo sung, hity bo giao dich da dwgc chimg
thue.

Troﬂg trucmg hop noi dung sira doi, bo sung, iy bo giao dich co lién quan
dén tai san phai ding Ay quyén so hitu, quyen sur dung thi ngum véu cdu chuﬂg
thue phai ngp ban sao gidy 1o ching minh quyén so hitu, quyén su dung hodc giay
to thay thé dwge phap ludt quy dinh va xudat trinh ban chinh dé doi chiéu; trir
truomg hop ngwoi ldp di chiic dang bj cdi chét de doa dén tinh mang.

- Théi han giai quyet. Thai han thyce hién yéu cdu chimg thyuc la ngay
trong ngay co quan, to chirc tiép nhén yéu cau hodc trong ngdy lam viéc uep theo,
néu tiép nhin yeu cdu sau 15 gio. I"nmng hop tra két qua trong nga:-,r lam viée tiép
theo thi ngudi tlep nhan hé so phai ¢6 phiéu hen ghi rd thoi gian (gio, ngay) tra
két qua cho ngudi yéu cdu chimg thyc.

- P6i twgng thye hién thi tuc hanh chinh: C4 nhin, t6 chire.
- Co quan thwe hién thii tuc hanh chinh: Uy ban nhin dén cép xa.
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- Két qua thue hién thi tuc hanh chinh: Giao dich duge chimg thue.
- Phi: 30.000 dong/giao dich.

- Tén méu don, méu tir khai: Khong

- Yéu ciu, diéu kién thwe hién thii tuc hanh chinh:

Viéc stra doi, bo sung, huy bo giao dich da dugc chimg thue chi duge thue
hién khi c6 thoa thudn bang viin ban cia cac bén tham gia giao dich.

- Ciin cir phap ly cia thi tuc hanh chinh:

+ Nghi dinh 56 280/2025/ND-CP sua d'o: bo sung mét sé dieu cua Nghi
dinh s6 23/2015/NP-CP vé cap bén sao tir 56 _gar..' chimg thue ban sao tir ban

chinh, chimg thuc chit ky va chimg thue hop dong, giao dich, dugc sua doi, bo
sung boi Nghi dinh 56  07/2025/ND-CP;

+ Ngh; dinh s6 23/2015/ND-CP vé cip ban sao tir ban chinh, chimg thyc
chir ky va chimg thyc hop dong, giao dich;

* Thung tu so 01/2020/TT- BTP quy dinh chi tiét va hudng dan thi hanh
mot s6 diéu ctia Nghj dinh 50 23/2015/ND-CP vé cip ban sao tir ban chinh, chimg
thuc chir ky va ::hu'ng thue hop dong, giao dich;

+ Thong tu sb 226/2016/TT-BTC quy dinh mirc thu, ché d6 thu, ndp, quan
ly va sir dung phi chimg thye.

6. Thu tuc swra 16 sai sot trong giao dich
- Trinh tur thye hién:

+ Nguoi yéu cau chimg thuce xuat trinh mgt trong cdc g:ay to sau: Can
cude dién ti; ban chinh hodc ban sao cua Thé can cudc cong ddn hogc The can
cwde hodc G:ay chimg nhén cdn cudc hode Ho chiéu hodic gidy to xuat nhap canh
hodc gidy to ¢é gid tri di lai quoc 1é con gid tri sir dung va ngp 01 b hé so yéu
cau chung thue.

+ Viéc sira 16i sai sot trong khi ghi chép, danh may, in giao dich da duoc
chimg thyc dugc thuc hién theo thoa thuan bang van ban cla cdc bén tham gia
giao dich, néu khéng lam anh huong dén quyén, nghia vy cia cic bén va dugc
thye hién tai co quan da chimg thuc giao dich.

+ Ngudi thyc hién chimg thuc gach chan 15i sai sét cin stra, dong déu cla
co quan thyuc hién chimg thye va ghi vao bén & cua giao dich ni dung da sira, ho
tén, chir ky cia ngudi sira, ngay thang nam sura.

+ Nguwoi thuc hién chimg thuc khong yeéu cau nguoi yéu cau chimg thue
ngp, xuat trinh ban chinh hodc ban sao cac gidy to, tai ligu da dwge tich hop trén
VNelD khi nguoi yéu cau chimng thwe dd xudt trinh théng tin twong g tic VNelD.

+ Trucng hop nguoi yéu cau chimg thue dé nghi va nng thyee hign chung
thue c6 thé khai thac théng tin, gidy 16 tic Co so diF li¢u qum:r gia vé dan cu hodc
edc co so dit ligu khdc theo quy dinh ciia phdp ludt thi nguoi thiec hién chimg thue
c6 trdch nhiém thuwe hién viéc khai thac théng tin, gidy to tir cde co sé di liéu nay,
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khéng yéu cau ngudi yéu cau chtmg thwee xudt trinh ban chinh, ban sao tir $6 gac
hodic ban sao ¢6 chitmg thue doi vdi ede thong tin, gidy té da dwge khai thac.

- Céch thire thye hi¢n: Nop truec tiép hodc qua dich vu buu chinh hodc tric
n{yen trén moi truong dién tu, két qua dwoe tra truc tiép hodc qua dijch vu buu chinh
cong ich (da du diéu kién thue hién dich vu cong triec tuyén toan trinh).

- Thanh phién, s lugng ho so:

Nguoi yéu céu chirng thyre nop 01 (mot) bo ho so yéu cau chirng thure, gfi-m
céc gidy to sau déy:

+ Vin ban thoa thuan vé viéc sira 15i sai sét trong giao dich da duoc chimg
thure

+ Giao dich di dugc chimg thuc;

- Thei han giai qn}'et* Thoi han thyc hign yéu céu chimg thyc la ngay
trong ngdy co quan, to chire tiep nhén yéu cau hofic trong ngay lam viéc tiép theo,
néu tiép nhén yeu cau sau 15 gid. Tnmrng hop tra két qua trong ngay lam viéc tiép

theo thi nguoi tlep nhéan hé so phai ¢ phiéu hen ghi rd thoi gian (gio, ngay) tra
két qua cho ngudi yéu cau chimg thye.

- Pbi tugng thwe hién thia tue hanh chinh: Ca nhan, to chire.

- Co quan thyre hién thii tuc hanh chinh: Uy ban nhén dén cap xa.

- Két qua thwe hién thi tue hanh chinh: Giao dich duge sira 15i sai sot.
- Phi: 25.000 dong/giao dich.

- Tén mau don, mau tor khai: Khong,

- Yéu cau, di¢u kién thye hién thi tuc hanh chinh: /

- Cin cir phap Iy cua thu tue hanh chinh:

+ Nghi dinh 56 280/2025/ND-CP siza dbi, b sung mét s6 diéu cia Nghi
dinh sé6 23/2015/ND-CP vé cap ban sao tir 56 goc chimmg thwe ban sao tir ban
chinh, chimg thuce chit ky va chimg thuc hop dong, giao dich, duge sia doi, bo
sung boi Nghi dinh s6 07/2025/ND-CP;

+ Nghi dinh s6 23/2015/ND-CP vé cdp bin sao tir ban chinh, chimg thyc
chir ky va chimg thuc hop dong, giao dich;

+ Théng tu s 01/2020/TT-BTP quy dinh chi tiét va huéng dan thi hanh
mat s0 diéu cua Nghij dinh s6 23/2015/ND-CP veé cap ban sao tir ban chinh, chimg
thue chir ky va chimg thuc hop dong, giao dich;

+ Théng tu s6 226/2016/TT-BTC quy dinh mirc thu, ché d thu, nép, quan
Iy va sir dung phi chimg thue.

7. Thii tuc cap bin sao ¢é chirng thue tiv ban chinh giao dich da dicge
chirng thue

- Trinh tu thye hién:
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+ Nguoi yeu cdu cap bén sao ¢6 chimg thyc tir ban chinh giao djch phai
xudt trinh céc gidy to theo quy dinh.

+ Ngudi thue hién chimg thue kiém tra gidy t& do ngudi yéu cau cap ban
sao ¢ chimg thyce tir ban chinh giae dich xuat trinh.

+ Viéc cép ban sao cé chimg thyc tir ban chinh giao dich da duge chimg
thue dwoc thye hién tai co quan luu trir giao dich.

+ Co quan thyc hién chimg thyrc tién hanh chup tir ban chinh giao dich dang
duoc luu trir va thue hién chimg thyuc nhur sau:

* Ghi déy du 161 chimg theo mau quy dinh;

* Ky, ghi o ho tén, dong dau cilia co quan, t6 chire thye hién chimg thyc va
ghi vao so chimg thyre.

D6i véi ban sao c6 tir 02 (hai) trang tré 1én thi ghi 101 chimg vao trang cudi,
néu ban sao c6 tir 02 (hai) to tro 1én thi phai déng dau giap lai.

Moi ban sao duge chimg thue tir mot ban chinh glay t&r, van ban hodc nhiéu
ban sao dugc chimg thuc tir mot ban chinh giay to, vin ban trong cing mét thoi
diém duge ghi mot s6 chimg thuye.

+ Nguoi thuc hién chung thuc khong yéu cau ngwoi yéu cau chimg thuc
ngp, xuat trinh ban chinh hodc ban sao cdc giay to, tai liéu da dwge tich hop trén
VNelD khi ngudi yéu cau chimg thwe da xuat trinh thong tin twong img tir VNelD.

+ Truong hop nguoi yéu ::au chitng the dé nghi va ngum thuc hién chimg
thiee ¢6 thé khai thde théng tin, gidy to tir Co so di liéu quoc gia vé dan cuw hode
cdc co so dit ligu khde theo quy dinh cua phap lugt thi nguoi thue hign chimg thue
¢ trach nhi¢gm thuc hi¢n viéc khai thdc thong tin, gidy to tir cdc co so dir liéu nay,
khong yéu cau ngum Yéu cau chimg thuc xuat trinh ban chinh, ban sao tir so goc
hodc ban sao c6 chimg thuc déi véi cde thong tin, gidy té da dwoe khai théc.

- Céch thire thwe hién: Nop ho so true tiép tai Uy ban nhén dan cép xa.

- Thanh phén, sb lwgng hd so: Negwoi yéu cdau chimg thue xudt trinh mot
trong cdc gidy to sau: Cdn cude dién tir; ban chinh hodc ban sao cua Thé can
cude cong dan hode The can cudce hodc Gidy chw:g nhgn can cude hode Ho chiéu
hodc giay to xuat nhdp canh hodc gidy to ¢ gia tri di lai quoc té con gid tri sir
dung.

- Thoi han giai quyet' Thoi han thye hién yéu cau chimg thyc la ngay
trong ngay co quan, to chirc tlep nhén yéu cu hodc trong ngay lam viéc nep theo
neu tlEp nhin yéu cau sau 15 gio. Truong hop tra két qua trong ngdy lam vige tlep
theo hodc phai kéo dai thoi gian theo thoa thudn thi nguoi uep nhén ho so phai c6
phleu hen ghi rd thai gian (gid, ngay) tra két qua cho ngudi yéu cau chimg thuc.

- D6i twgng thwe hién thi tuc hanh chinh: Ca nhén, t6 chire,

- Co quan thye hién thii tye hanh chinh: Uy ban nhin dén cip xa luu trir
giao dich.
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- Két qua thyc hién thii tuc hanh chinh: Ban sao giao dich dugc chimg
thure.

- Phi: 2.000 d{mgftrang, tir trang thir 3 tré [én thu 1.000 dong/trang, toi da
thu khong qua 200.000 dong/ban. Trang 14 cin cr dé thu phi dugce tinh theo trang
cua ban chinh.

- Tén méu don, méu tir Khai: Khong.

- Yéu chu, diéu kién thye hién thi tye hanh chinh: /

- Ciin cir phap ly cia thi tue hanh chinh:

+ Nghi dinh 56 280/2025/ND-CP sua ci'm Im sung mgt s6 diéu cua Nghi
dinh s6 23/2015/ND-CP vé cap ban sao tir 50 gac' chimg thwe ban sao tic ban

chinh, chimg thuc chit ky va chimg thuc hop dong, giao dich, dwgc sia doi, bé
sung bai Nghi dinh s6 07/2025/ND-CP;

+ Nght dinh sb 23/2015/ND-CP vé cap ban sao tir ban chinh, chimg thure
chir ky va chimg thuce hop dong, giao dich;

h Thong tu 56 01/2020/TT-BTP quy dinh chi tiét va hudmg déan thi hanh
mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP vé cap ban sao tir ban chinh, chimg
thuc chir ky va chimg thyc hop ddng, giao dich;

+ Théng tu s6 226/2016/TT-BTC quy dinh mirc thu, ché do thu, nép, quan
ly va sir dung phi chimng thuc.
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dinh v¢ phin dinh thim quyén cua chinh
a_c_._.__m: dia phuong 02 cip va phin Eh__n_ trong
linh vire quin ly nha nude cua Bo Tu phap.

Hd tich

Uy ban nhan din cap xa

8

2.000522

D..m.:_m.. ky lai khai sinh co
yeu 10 nude ngodl

-Nghi dinh s0 120/2025/ND-CP :.M..._,u.w.w
11/6/2025 cua Chinh phu quy dinh vé phéin
dinh thim quyén cia chinh quyén dia
phurong 02 cip trong linh vuc quan ly nha
nurde cua B Tu phap;

- Thong tr sé 08/2025/TT-BTP ngay
12/6/2025 cioa Bo trdmg Bo Tu phap quy
dinh vé phin dinh thim quyén cta chinh
n:wm: dia phuong 02 nmu vit phin nmﬁ trong
linh vire quan 1y nha nude cua Bo Tu phip.

Hé tich

Uy ban nhén dén cip xa

16.

1.001022

Png ky nhin cha, me, con

-Nghi dinh s6 120/2025/ND-CP ngay
11/6/2025 cia Chinh phi quy dinh vé phin
dinh thim ::wm: cia chinh quyén dia
phwong 02 cip trong linh vire quan 1y nha

Ho tich

Uy ban nhin din cip xa
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nurée cua B Tu phip;

- Théng twr s6 08/2025/TT-BTP ngay
12/6/2025 cia B truong Bo Tu phap quy
dinh vé phin dinh thim quyén cia chinh
quyén dja phuong 02 cip va phan cip trong
linh vyre quan 1y nhdi nurée cua Bo Tu phap.

7

2.000779

1.000689

Bing ky nhin cha, me, con
¢O yeu 10 nude ngodi

-Nghi dinh s6 120/2025/ND-CP ngay
11/6/2025 cia Chinh phi quy dinh vé phan
dinh thim quyén cia chinh quyén dja
phuong 02 nm._ﬁ trong linh vue quan ly nha
nuoe cua Bo Tu phap:

- Théng tr sé 08/2025/TT-BTP ngay
12/6/2025 cua Bo truomg Bo Tu phip quy
dinh vé phin dinh thim quyén cia chinh
P_:...__._..mn dia phuong 02 nm_u_ vi phiin nm__ trong
linh vire quan Iy nha nwrée coa B Tu phap;

Ho tich

Ding ky khai sinh két hgp
dang ky nhin cha, me, con

-Nghi dinh s 120/2025/ND-CP ngay

11/6/2025 ciia Chinh phi quy dinh vé phén
dinh thim quyén cuia chinh quyén  dja
phuong 02 cip trong linh vire quan ly nha
nude cua Bo Tu phap;

- Théng tr sd 082025/TT-BTP ngay
12/6/2025 cia Bé trromg B Tu phap quy
dinh vé phin dinh thim quyén cta chinh

Uy ban nhin dén cip xi

Ho tich

Uy ban nhan din cip xd
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quyén dia phuong 02 cép va phin cip trong
linh vire quan ly nha nude caa B Tu phap.

19.

20.

1.001695

1.004772

Diang ky khai sinh két hop
dang ky nhin cha, meg, con
¢O yeu 1o murde ngodi

-Nghi dinh s& 120/2025/ND-CP  ngay
11/6/2025 cia Chinh phu quy dinh vé phén
dinh tham quyén ctia chinh quyén dia
phurang 02 cip trong linh vue quian ly nha
nude cua Bo Tu phap;

- Théng tr s6 08/72025/TT-BTP ngay
12/6/2025 cua B§ truong Bo Tu phap quy
dinh v& phian dinh thim quyén cua chinh
c:wm: dia phuong 02 cip va phin nmﬁ trong
linh vire quéin ly nha nurde cua B Tu phip.

Ho tich

Uy ban nhin din cip xi

Ding ky khai sinh cho
ngudi di ¢6 ho so, gidy o
ca nhin

dinh s6 120/2025/ND-CP ngiy
11/6/2025 cuia Chinh pha quy dinh vé phin
dinh tham quyén cua chinh quyén dia
phurong 02 nmﬂ_ trong linh vue quan ly nha
nude cua Bo Tu phap;

- Thong tr so 082025/ TT-BTP ngay
12/6/2025 cua B truomg Bo Tu phiap quy
dinh vé phin dinh thim quyén cia chinh
quyén dia phuong 02 cép vi phan cip trong
linh vire quan ly nha nude cua Bo Tu phéap.

- Nghi

Ho tich

Uy ban nhén dén cip xa

21.

1.000893

Ding ky khai sinh co yéu
10 nude ngodi cho ngudi
| dd_co hd so, gidy to ca

-Nghi dinh s6 120/2025/ND-CP ngay
11/6/2025 cia Chinh phi quy dinh vé phin

Uy ban nhin dén clip xa
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nhin

dinh tham ;:..mm._.__u cua  chinh EG;.”.: dia
phwong 02 cap trong linh vie quan 1y nha
murde cua B Tu phap;

- Théng tr sb 08/2025/TT-BTP ngay
12/6/2025 cua Bo truong B Tu phiap quy
dinh vé phin dinh thim quyén cia chinh
quyén dia phwong 02 cip va phin cdp trong
linh vyre quan ly nha nrde cia B Tur phap.

22,

1.000894

Ding ky két hon

-Nghi dinh s§ 120/2025/ND-CP ngay |

11/6/2025 cua Chinh phi quy dinh vé phin
dinh thim quyén cua chinh quyén dia
phuong 02 cip trong linh vye quan ly nha
nude cua BO Tu phap;

- Thong tr s& 08/2025/TT-BTP ngay
12/6/2025 cua BO truomg Bo Tu phap quy
dinh vé phan dinh tham quyén cua chinh
quyén dia phuong 02 ciip va phin cip trong
linh vyre quan ly nha nude caa Bo Tu phap.

H tich

Uy ban nhin dén cip x3

2.000806

Diang ky két hon €6 yéu t6
nude ngoai

-Nghi dinh s§ 120/2025/ND-CP ngay
11/6/2025 cia Chinh pha quy dinh vé phén
dinh tham quyén cia chinh quyén dia
phuong 02 cip trong linh vue quin ¥ nha
nude cua Bo Tu phiap;

- Théng tu s6 08/2025/TT-BTP ngaiy

H tich

Uy ban nhén din cip xi
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12/6/2025 cia Bo truomg Bé Tu phdp quy
dinh vé phin dinh thim quyén cia chinh
quyén dia phuong 02 cap va phan cap trong
linh vure quan 1y nha nude coa B Tu phap.

24,

1.004746

Ping ky lai két hon

-Nghi dinh s6 120/2025/ND-CP __m_w..m.

11/6/2025 ciia Chinh phu quy dinh vé phin
dinh thim quyén cia chinh quyén dija
phuong 02 E"E_ trong linh vye quin 1y nha
nude cua Bo Tu phap;

- Théng tur sd 08/2025/TT-BTP ngiy
12/6/2025 cua BO truwong Bo Tu phap quy
dinh v& phin dinh thim quyén cia chinh
quyén dija phiong 02 cip va phén cip trong
linh vue quan ly nha nude cia B Tu phip.

H tich

Uy ban nhin din cip xa

25.

2.000513

Diing ky lai két hon ¢ yéu
1O nurdre ngodi

-Nghi dinh so 120/2025/ND-CP ngay
11/6/2025 ctia Chinh phu quy dinh vé phin
dinh thim nc.ﬂm: cia chinh quyén dia
phurrong 02 cip trong linh vuc quan ly nha
nurae caa BO Tu phap;

- Thong tr s& 08/2025/TT-BTP ngay
12/6/2025 chaa Bo truwong BO Tu phip quy
dinh vé phin dinh thim quyén cua chinh
a:w._wn dia phuong 02 Ehﬁ vi phiin nm_u trong
linh vire quan ly nha nude caa Bo Tu phap.

Hd tich

Uy ban nhén dén cap xa
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1.000656

BPéang ky khai tir

-Nghi dinh sé 120/2025/ND-CP ngay
11/6/2025 cua Chinh phu quy dinh vé phéan
dinh thim quyén cta chinh quyén dia
phuong 02 cip trong linh vue quan 1y nha
nude cua Bo Tu phip;

- Thiong tr so 08/2025/TT-BTP ngay
12/6/2025 cua B§ truong Bo Tw phap quy
dinh vé phan dinh thim quyén cia chinh
L:gm: dia phuong 02 cap va phan cip trong
linh vyre quin ly nha mude cua Bo Tu phap.

Ho tich

Uy ban nhin dén cip xa

54

1.001766

Dang ky khai tir c6 yéu 16
nurde ngodi

-Nghi dinh s0 120/2025/ND-CP ngay
11/6/2025 cua Chinh phit quy dinh vé phin
dinh thim __:w..m: cia chinh quyén dia
phurrong 02 cip trong linh vure quan 1y nha
nurde cua Bo Tu phap:

- Théng tu sb 08/2025/TT-BTP ngiy
12/6/2025 coa BO truomg B Tu phap quy
dinh vé phin dinh tham quyén cia chinh
quyén dia phuong 02 cip va phin cip trong
linh vyre quan 1y nhia nude caa B Tu phap.

28,

1.005461

Diing ky lai khai ur

-Nghi dinh s6 120/2025/ND-CP  ngay

11/6/2025 cia Chinh phu quy dinh vé phin
dinh thim quyén cua chinh quyén dia
phurong 02 cap trong linh vue quan ly nha

Ho tich

Uy ban nhén din cip xa

H{ tich

Uy ban nhin din cap xi




nude cua Bo Tu phap:

- Théng tr s6 08/2025/TT-BTP ngay
12/6/2025 cua B truong Bo Tu phiap quy
dinh vé phin dinh thim quyén cia chinh
g:%m: dia phurong 02 _EhE vi phin ﬁ,.E trong
linh vire quén ly nha nude caa Bo Tu phap.

29,

2.000497

Ding ky lai khai tir ¢6 yéu
10 nurdre ngoai

-Nghi dinh s6 120/2025/ND-CP ngay
11/6/2025 cia Chinh phi quy dinh vé phin
dinh thim quyén cua chinh quyén dia
phuong 02 nmu trong linh vie quan ly nha
nurdre cua B Tu phap;

- Thong tu sé 082025/TT-BTP ngay
12/6/2025 coa Bé truomg B Tu phap quy
dinh vé phin dinh thim quyén cta chinh
quyén dia phurong 02 cip va phiin nm_u trong
linh vyre quén ly :.:w nudre cua B Tu phap.

30.

1.004837

Diing Ky giam ho

Ho tich

-Nghi dinh sé 120/2025/ND-CP ngay
11/6/2025 cia Chinh phi quy dinh vé phin
dinh thim ﬁ_:wm: cua  chinh n_=wm: dia
phuong 02 ciap trong linh vire quan 1y nha
nurde cua B Tu phap;

- Thong wr sd 08/2025/TT-BTP ngiy
12/6/2025 cua B¢ truong BO Tu phip quy
dinh vé phin dinh thaim quyén cua chinh

H tich

Uy ban nhan dén cép xa

Uy ban nhin dan cip xa
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quyén dia phuong 02 cip va phin cap trong
linh vure quan ly nha nude coa B Tu phap.

.

1.001669

Diang ky giam hd co véu 6
nurde ngodi

-Nghi dinh s6 120/2025/ND-CP ngiy
11/6/2025 cia Chinh phi quy dinh vé phin
dinh thim quyén cua chinh quyén dia
phwong 02 cip trong linh vue quan 1y nha
nurdre cua Bo Tu phip;

- Théng twr sb6 08/2025/TT-BTP ngay
12/6/2025 caa B§ truwomg B Tu phip quy
dinh vé phin dinh thim quyén cua chinh
quyén dia phirong 02 cip va phén ciip trong
linh vire quan ly nha nude coa Bo Tu phap.

H§ tich

Uy ban nhin dén ciip xa

32.

1.004845

Ding ky chim dirt giam ho

-Nghj dinh s0 120/2025/ND-CP  ngay
11/6/2025 cua Chinh phu quy dinh vé phén
dinh thim quyén cua chinh quyén dja
phwrong 02 cip trong linh vie quan 1y nha
nude cua Bé Tu phap;

- Théng tw s6 08/2025/TT-BTP ngay
12/6/2025 cia B truomg B Tu phip quy
dinh vé phan dinh thim quyén cta chinh
quyén dia phuong 02 cip va phéin ciip trong
linh vure quan ly nha nude caa Bo Tu phap.

H§ tich

Uy ban nhén din cip xi

33.

2.000756

Ding ky cham dirt giam h
¢ yéu td nrée ngoai

-Nghi dinh 0 120/2025/ND-CP ngay

11/6/2025 cia Chinh phu quy dinh vé phin

Ho tich

Uy ban nhin dén cap xa




13

dinh thim quyén cia chinh quyén dia
phuong 02 cip trong linh vire quan 1y nha
nude coa Bo Tu phap;

- Thong tr sé 08/2025/TT-BTP ngay
12/6/2025 cua Bo truong B Tu phap quy
dinh vé phan dinh thaim quyén cta chinh
quyén dia phuong 02 cip va phin cip trong
linh vire quan ly nha nuée caa By Tu phap.

34,

3.000323

Dang ky gidm sat vige
giam ho

-Nghi dinh s6 120/2025/ND-CP  ngay
11/6/2025 cua Chinh phi quy dinh vé phéin
dinh thim quyén cia chinh quyén dia
phurong 02 cip trong linh vire quin 1y nha
nurde cua Bo Tu phip;

- Théng tr s6 O08/2025/TT-BTP ngiy
12/6/2025 cua Bo trudmg Bo Tu phip quy
dinh vé& phin dinh thim quyén cta chinh
quyén dja phuong 02 ¢ip va phin cip trong
linh vye quan 1y nha nude coa By Tu phap.

Uy ban nhén dén cip xa

35.

3.000322

Ding ky cham dit giam
sit vige giam ho

-Nghj dinh s& 120/2025/ND-CP ngay
11/6/2025 ctia Chinh phi quy dinh vé phin
dinh thim quyén cua chinh quyén dja
phuong 02 cdp trong linh vye quan 1y nha
nudce cua By Tu phap:

- Théng tu sé 08/2025/TT-BTP ngaiy

H tich

Uy ban nhin dén cip xd
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36.

1.004859

12/6/2025 cua Bo truong Bo Tu phap quy
dinh vé phin dinh thiam ;:m_.m: cia chinh
ﬁ_:m.m_._ dia phuong 02 n.m.__n. vit phin Eh;a trong
linh vire quan ly nha nuée cua Bo Tu phap.

Thay doi, cai  chinh, bo
sung théng tin ho tich, xac
dinh lai diin toc

-Nghi dinh s6 120/2025/ND-CP =m3_,-
11/6/2025 cua Chinh phi quy dinh vé phin
dinh thim quyén ctia chinh quyén dia
phurong 02 cip trong linh vie quan ly nha
nude cua Bo Tu phip;

- Théng tr sé 08/2025/TT-BTP ngay
12/6/2025 cua Bo truong BO Tu phap quy
dinh vé phin dinh thim _._.._v.mz cua chinh
s:wmz dia phuong 02 cap va phin nm_“_ trong
linh vure quan ly nha nude cia Bo Tu phip.

Hd tich

Uy ban nhén din cap xi

37.

2.000748

Thay doi, cai chinh, bd
sung théng tin ho tich, xdc
dinh lai din toe c6 yéu to
nurde ngodi

-Nghi dinh s6 120/2025/ND-CP ngay
11/6/2025 ¢ia Chinh pha quy dinh vé phin
dinh tham quyén cua chinh quyén dia
phuong 02 cip trong linh vie quan Iy nha
nude cua Bo Tu phap;

- Thong tr sb 08/2025/TT-BTP ngay
12/6/2025 coa B truomg Bo T phap quy
dinh vé phian dinh thim quyén cia chinh
quyén dja phuong 02 cip va phin cip trong
linh vyre quan ly nha nwde cua BO Tu phap.

Hé tich

Uy ban nhin dén cip xi
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38.

2.002189

Ghi vio s6 ho tich viée két
hon cua cong dan Viét
Nam da dugc giai gﬁ,m_ tai
¢ quan ¢o tham gquyen cua
NirGae ngoai

39.

2.000554

40.

2.000547

F—— =

Ghi vio s ho tich viée ly
hon, hiy viée két hon cia
cong dian Viét Nam da
duge giai quyét tai co quan
¢6 tham quyén cia mude
ngodii

-Nghi dinh s6 120/2025/ND-CP  ngay
11/6/2025 cia Chinh phi quy dinh vé phin
dinh thim quyén cua chinh quyén dia
phuong 02 cip trong linh vue quan ly nha
nude cua B Tu phap;

o sd 082025/ TT-BTP  ngay
12/6/2025 cua B treong B Tu phap quy

- Thing

dinh vé phin dinh tham quyén cua chinh
quyén dia phurong 02 cip va phan cip trong
linh vyre quan 1y nha nude cua Bo Tu phap.

Ho tich

Uy ban nhin diin ¢ip xa

-Nghi dinh s6 120/2025/ND-CP  ngay
11/6/2025 cia Chinh phii quy dinh vé phin
dinh thim quyén cua chinh quyén dia
phuong 02 c¢ip trong linh vue quan 1y nha
nurdre cua B T phap;

- Théng tw s6 08/2025/TT-BTP ngiy
12/6/2025 cua Bo truomg Bo Tu phap quy
dinh vé phin dinh thim quyén cua chinh

quyen dia phurong 02 cap vi phin ciip trong
linh vire quan 1y nha nude caa Bo Tu phap.

Hd tich

Uy ban nhin dén ciip xi

Ghi vao so hd tich viée ho
tich khic coa cong din
Viét Nam dia duoc giai
::E.hu tai co quan c6 tham

quyén cua nudc  ngoai

-Nghi dinh s 120/2025/ND-CP ngiy
11/6/2025 cia Chinh phi quy dinh vé phin
dinh thim quyén cua chinh quyén dija

phuong 02 ciip trong linh vy quin Iy nha

Ho tich

Uy ban nhin dan cip xi
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(khai sinh; giam ho: nhin
cha, meg, con; xac dinh cha,
me, con; nudi con nudi;
khai tir; thay doi hé tich)

nudce cua Bo Tu phap:

- Théng tr so 08/2025/TT-BTP ngay
12/6/2025 cua Bo trrémg Bo Tu phap quy
dinh vé phin dinh tham ....:wma cua chinh
quyén dia phuong 02 nm_u vit phin nmﬁ trong
linh vire quan 1y nha nude cua B Tu phép.

41.

1.003583

Ding ky khai sinh luu
ding

-Nghi dinh so 120/2025/ND-CP ngiy
11/6/2025 ¢ia Chinh pha quy dinh vé phin
dinh tham a:wmz cua  chinh ﬁ_wmz dia
phuong 02 cip trong linh vire quan 1y nha
nude cua Bo Tu phip;

- Thong 08/2025/TT-BTP  ngay
12/6/2025 cua B trrdmg BO Tu phip quy
dinh vé phin dinh thim quyén cua chinh
g:wm: dia phuong 02 EhE vii phiin cip trong

tr SO

linh vure quéan ly nha nurde caa B Tu phip.

42,

1.000593

Pang ky két hon lwu dong

Ho tich

Uy ban nhin din cip xi

-Nghi dinh s6 120/2025/ND-CP  ngiy
11/6/2025 cta Chinh phu quy dinh vé phin
dinh thim a__._u:.,.un cua  chinh a:....,_m: dia
phuong 02 cip trong linh vye quan 1y nha
nurére cua Bo Tu phap:

- Thong wr sd 08/2025/TT-BTP ngay
12/6/2025 cua Bo truong B Tu phap quy
dinh vé phin dinh thim quyén cta chinh

Ho tich

Uy ban nhin dén cip xa
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c:%m: dia phurong 02 nmt vi m_rmz E#. trong
linh vure quan ly nha nude coa B Tu phap.

1.000419

44.

1.000110

Dang ky khai tir lua dong

-Nghi dinh s6 120/2025/ND-CP  ngay

11/6/2025 ciia Chinh phi quy dinh vé phin
dinh thim quyén cia chinh quyén dia
phuong 02 cip trong linh vye quan ly nha
nude cua BO Tu phap;

- Thong tr s6 08/2025/TT-BTP ngiy
12/6/2025 caa B truomg B Tu phap quy
dinh v¢ phan dinh thim quyén cia chinh
quyén dia phrong 02 ciip va phin cip trong
linh vyre quan ly nha nude cia B Tu phap.

Hé tich

Uy ban nhin dan cip xi

Ding ky khai sinh co yéu
t0 nurde ngoai tai khu vire
bién gidi

-Nghi dinh s& 120/2025/ND-CP  ngiy
11/6/2025 cia Chinh phi quy dinh vé phin
dinh tham quyén cia chinh quyén dija
phuong 02 cap trong linh vire quan ly nha
nurde ctia B Tu phap;

- Thong tr sé 08/2025/TT-BTP ngay
12/6/2025 cua B truong By Tu phip quy
dinh vé phin dinh thim quyén cia chinh
quyén dia phuong 02 cip va phin cip trong
linh vure quan Iy nhi nude cia Bo T phap.

Ho tich

Uy ban nhin din cip xa

45.

1.000094

Ding ky két hon co yéu 16
nurde ngoai tai khu wyre
bién gidi

-Nghi dinh s§ 120/2025/ND-CP ngay
11/6/2025 ciia Chinh phi quy dinh vé phin

H9 tich

Uy ban nhin din cip xa
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dinh tham quyén cua chinh _ﬂ.u_zw..w: dia
phurang 02 céip trong linh vie quan 1y nha
nurdre cia BO Tu phip:

- Théng wr s6 08/2025/TT-BTP ngay
12/6/2025 cha Bo trirong BO Tu phip quy
dinh vé phian dinh thim quyén cta chinh
n:u.,mz dia phuong 02 cap va phin nm_u trong
linh vyre quan ly nha nurde coa B Tu phap.

46.

1.000080

Ding ky nhén cha, me, con
¢O yéu 10 nude ngoai tai
khu vire bién gidi

-Nghj dinh s& 120/2025/ND-CP ngay
11/6/2025 cua Chinh phi quy dinh vé phin
dinh thim quyén cta chinh quyén dia
phurrong 02 cip trong lich vic quin ly nha
niurde cua Bo Tu phap:

- Théng twr s6 08/2025/TT-BTP ngiy
12/6/2025 cioa B truwdong Bo Tu phap quy
dinh vé phin dinh thim quyén cia chinh
quyen dia phuong 02 cip va phin cip trong
linh vyre quan ly nha nuwdc coa Bo Tu phip.

Hd tich

Uy ban nhén dén nmu xa

47.

1.004827

Dang ky khai tir ¢o yéu 16
nude ngoai tai khu wyc
bién gidi

11/6/2025 ciia Chinh phii quy dinh vé phin
dinh thim quyén cua chinh quyén dia
phuong 02 cip trong linh vire quan ly nha
nude cua Bo T phap;

- Thong tr sé 08/2025/TT-BTP ngay

Ho tich

Uy ban nhén dén cip xi
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12/6/2025 cua Bo trueong Bo T phap quy
dinh vé phin dinh thim quyén cia chinh
quyén dia phuong 02 cip va phin ciip trong
linh vyre quan 1y nha nude cna B Tu phap.

48.

1.004873

Cép Gidy xiéc nhin tinh
trang hon nhin

-Nghi dinh s6 120/2025/ND-CP ngay
11/6/2025 ciia Chinh phii quy dinh vé phin
dinh thim _.___wm_._ cua chinh ;E__m: dia
phiromg 02 edp trong linh vire quin 1y nha
nurdre cua Bo T phap;

- Thong tr s6 08/2025/TT-BTP ngay
12/6/2025 cua Bo truong By Tu phap quy
dinh vé phin dinh thim quyén cua chinh
quyén dja phuong 02 cip va phin cip trong
linh vyre quan Iy nha nuée cia B Tur phap.

Hé tich

Uy ban nhin din cip xa

49,

2.001263

Dang ky viée nudi con
nudi trong nurde

- Nghi dinh s6 120/2025/ND-CP ngay 11
thang 6 nam 2025 cioa Chinh phi quy dinh
vé phiin dinh thim quyén ctia chinh quyén
dia phuong 02 nmv trong linh vye quan ly
nha nude cua B Tu phip;

- Théng tr s6 10/2025/TT-BTP ngay 20
thang 6 nam 2025 cua B truong Bo Tu
phap sira doi, bo sung mét s6 diéu cua
Théong tir s6 10/2020/TT-BTP ngay 28 thang
12 ndm 2020 coa Bo trudmg BG T phap ban
hénh, hudng din viée ghi chép, sir dung,

Nudi con
nuoi

Uy ban nhén déin cip xi
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m.:uﬁ Iy va luu trir S0, mau wm&_:m? ho so
nudi con nudi duge sira doi., bo sung mot 56
diéu theo Thong tr s6 07/2023/TT-BTP:

- Nghi dinh sé 120/2025/ND-CP ngay 11
thing 6 ndm 2025 cia Chinh pha quy dinh
vé phin dinh thim quyén cta chinh quyén
dia phirong 02 cip trong linh vire quan 1y
nha nude coa Bo Tu phap:

- Théng tw s6 10/2025/TT-BTP ngay 20

Diéng ky lai viéc nudi con 3 ‘iia Bo trud B Nudi con . y
s0. | 2.001255 .=.m. yla .r.. c Em.:m_ 6 :w_w.uawm cua Bo truromg Bo Tw E.:t Uy ban nhén dan cip xa
nuoi trong nuroc phap sira doi, bo sung mdt so6 diéu cia nuol
Théng tr s6 10/2020/TT-BTP ngay 28 thing
12 ndim 2020 cua Bg trromg B Tu phap ban
hanh, hwdng din vi¢e ghi chép, sir dung,
quan Iy va luu trir S6, miu gidy 1o, hd so
nudi con nudi duge sira doi, bo sung mot sd
diéu theo Thong tr s6 07/2023/TT-BTP.
o - Nghi dinh sé 120/2025/ND-CP ngay 11
ST T - thang 6 nam 2025 ciaa Chinh phu quy dinh
ial quyet viée ngudi g : g : 3
: = ere v phin dinh tham quyén cua chinh quyén
A0 DN OU S Ay dia phuomg 02 cip trong linh vire quéan 1y Nudi con
51. | 1.003005 | vy bién gici nuce ling | O Prone D2 €ap trong finh vire quan ly S Uy ban nhin din cip xa
. nha nude cha Bo Tu phap; nuoi

==k

giéng nhin tré em Viét
MNam lam con nudi

- Thong tu s6 10/2025/TT-BTP ngay 20
thang 6 nam 2025 caa B truomg BG Tur
phap sira nmmu bo sung mét s6 di¢u cia
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Théng tur s6 10/2020/TT-BTP ngay 28 thang
12 ndm 2020 cia Bo trurong Bo Tu phap ban
hanh, huéng din viée ghi chép, sir dung,
quin Iy va luu trir S6, miu gidy t&r, ho so
nudi con nudi duoe sira dbi, b sung maot 56
diéu theo Thong tr s6 07/2023/TT-BTP;

52.

2.002349

Ciip gidy xac nhin cong
din Vi¢t Nam thuong tri o
khu vire bién giai du diéu
ki¢n nhan tré em coa nude
lang mmmzm cur tri o khu
vire bién gidgi lam con nudi

- Nghi dinh s6 120/2025/ND-CP :wmmﬁ 11
thiang 6 ndm 2025 coa Chinh pha quy dinh
veé phan dinh tham mﬂu_,m: cua chinh _..__.G,m.s
dia phuong 02 cdp trong linh vire quan Iy
nha nude cua Bo Tw phap;

- Thong tur s6 10/2025/TT-BTP ngay 20
thang 6 nim 2025 cua B truong B Tu
phap stra doi, bo sung mot s6 dicu cia
Théng tr s6 10/2020/TT-BTP ngay 28 thing
12 ndm 2020 cia B trirdmg Bo Tu phap ban
hanh, hudng din viée ghi chép, sir dung,
quan 1y va lwu trir S6, mau mmmu_. 17, ho so
nudi con nudi duge sira doi, bo sung mét sé
diéu theo Thong tr s6 07/2023/TT-BTP;

MNudi con
nudi

Uy ban nhén dén cip xa

53.

2.002363

Ghi vio SO ding ky nudi
con nuoi viée nudi con
nudi di duge giai _.Eu.m_ tai
co quan ¢6 tham ::wm= cua
nurdre ngodii

- Nghi dinh s6 120/2025/ND-CP ngay 11
thang 6 nam 2025 cua Chinh phi quy dinh
vé phin dinh thim quyén cia chinh quyén
dia phwong 02 cap trong linh virc quan ly
nha nude cua B Tu phip;

MNudi con
nudi

Uy ban nhin din cip xa
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- Thong tir s6 04/2024/TT-BTP ngay
06/6/2024 cia Bé truong Bo Tu phip sira
d6i, bo sung mét s6 dicu cia Thong tur 50
02/2020/TT-BTP ngay 08/4/2020 cia Bo
trudng B Tu phip ban hanh, hudng dan sir
dung. quan ly miu s6 qudce tich va miu gidy
t&r vé qude tich va Théong tw s6 04/2020/T°T-
BTP ngay 28/5/2020 ciua B trudmg Bo Tu
phép quy dinh chi tiét thi hanh mét s6 diéu
cua Ludt Ho tich va Nghi dinh SO
123/2015/ND-CP ngay 15/11/2015 cua
Chinh phu quy dinh chi tiét mét s6 diéu va
bién phap thi hanh Luat 16 tich;

- Thong tur s6 08/2025/TT-BTP ngay
12/6/2025 cha Bé trudmg Bo Tu phip quy
dinh v¢é phin dinh thim quyén cia chinh
n:w...mn dia phuong 02 nwﬁ vil phiin cmﬁ trong
linh vire quan 1y nha nude ciua B Tu phap.
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I1. LINH VUC CHUNG THUC

A. Thu tuc hanh chinh ap dung chung
1. Thii tuc cap bén sao tir s6 goc

- Trinh tr thye hién:

+ Ngm’:ri yéu cau cap ban sao tur s0 goc phai xudt trinh cac giéy to phuc vu
cho yéu cau cap ban sao tur s6 gbe. Trudomg hop ngudi yéu cau cap ban sao tur 50
goc giri qua buu dién thi phai giri kém theo ban sao ¢6 chimg thuc gidy to theo
quy dinh.

+ Co quan, to chirc cin cir vao so goc dé cap ban sao cho ngudi yéu cau;
ndi dung ban sao phai ghi theo ding néi dung da ghi trong so goc.

+ Tmng tn.rm'lg hop kh{}n’g tim thay s6 goc hoic trong s6 goc khnng co
thong tin vé ndi dung yéu cau cap ban sao thi co quan, 10 chire dang luu gitr 50
goc co trach nhiém tra loi bang van ban cho nger yéu cau.

+ Nguoi yéu cpu cap ban sao tir s6 goc nhan két qua tai noi nop ho so
hodc qua buu dién (néu ngp qua buu dign).

= Cach thirc thwe hi¢n: Nop ho so tryuc tiép tai co quan, td chire luu s6
goc hodc guri yéu cau qua buu dién.

- Thanh phan, s6 lwgng hd so:

+ Truong hop ndp tryc tiép thi xuat trinh ban chinh hodc ban sao cé
chimg thyc Gidy chimg minh nhan dan/Thé cin cude céng dan/Thé can
cude/Gidy chl.mg nhdn cin cude/HoO chiéu/gidy tér xuat nhap canh/gidy t&r ¢ gia
tri di lai quoc té con gia tri sir dung hodc Céan cudc dién tur.

+ Truomg hop ngudi yéu cu cap ban sao tir s6 goc giri qua buu dién thi
phal gm kém theo ban sao c6 chimg thuc Giay chimg minh nhan dan/The can
cude cong dan/Thé cin cude/Gidy chl.mg nhin can cude/Ho chiéu/gidy t& xuat
nhdp canh/giay t&r ¢6 gia tri di lai quoc té con gid tr su dung, phong bi dan tem
ghi ré ho tén, dia chi ngudi nhan cho co quan, t6 chire cap ban sao.

+ Truong ht;rp ngum yeéu cau la nguoi dai dign theo phép luat, ngudi dai
dI-:n theo uly quyén cua cé nhan, t6 chire duge cap ban chinh; cha, me, con; Vg,
chong; anh, chi, em rudt; nguoi thira ké khac cua nguoi duge cap ban chinh
trong tmcmg hop nguoi do da chét thi phai xuat trinh gidy t& chimg minh quan
hé vai nguoi duge cap ban chinh.

- Thoi han giai quyet Thm han thuc hién yéu céu chlmg thuc la ngay
trong nga}f co quan, to chirc tiép nhan yéu ciu hodac trong ngay lam vigc tiép
theo néu tiép nhan yéu cau sau 15 gm Truong hop tra két qua trong ngay lam
viéc tiép theo hodc phai kéo dai thoi gian theo thoa thudn thi nguoi uep nhan hc-
so phai cé phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho nguoi yéu cau
chimg thyec.

- Poi tugng thyc hién thi tue hanh chinh: Ca nhan, t6 chire.
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- Co quan thye hién thi tuc hanh chinh: Co quan, t6 chire ldp so goc.

- Két qua thyre hién thii tuc hanh chinh: Ban sao duoc cap tir s6 goc.

- Phi: Khong.

- Tén mau dom, mau to khai: Khong.

- Yéu cau, dieu kién thwe hién thi tuc hanh chinh: Phai c6 s6 goc.

- Can cir phap ly cua tha tuc hanh chinh:

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

+ Nghj dinh s0 07/2025/ND-CP ngay 09/01/2025 cua Chinh phu sira doi,

b6 sung mot so diéu cua cac Nghi dinh trong linh vire h tich, quéc tich, chimg
thure.

2. Thu tuc thl.mg thu'c ban sao tir ban chmh gidy to, viin ban du cor
quan, to chire ¢6 thim quyen o Viet Nam, ¢o quan, to chire c6 tham qu}'en cua
nuée ngodi; co' quan, to chire c6 thim quyén cia Viét Nam lién két véi co
quan, to chirc ¢6 thim quyén ciia nwéc ngoai cip hoic chimg nhéin

- Trinh tw thyre hién:

+ Ngudi yéu cau t:hu'ng thuc phai xuat trinh ban chinh glay
td, van ban Iam cd sd dé chirng thuc ban sao va ban sao can
chirng thutc.

+ Truong hop ngudi yéu cau chimg thuc chi xuat trinh ban chinh thi co
quan, t6 chirc tlen hanh chup tir ban chinh dc thuc hién chimg thuc, trir truomg
hop co quan, t6 chire khéng c6 phuong tién dé chup.

+ Ngusi thuc hién ching thuc kiém tra ban chinh, doi
chiéu vdi ban sao, néu ndi dung ban sao dang vdi ban chinh,
ban chinh gidy t&, van ban khéng thudc céc trudng hap ban
chinh gidy td, van ban khéng dudc dung lam cd s& dé ching
thuc ban sao thi thuc hién chifng thuc nhu sau:

* Ghi diy du 16i chimg chimg thuc ban sao tir ban chinh theo miu quy
dinh;

* Ky, ghi rd ho tén, dong dau ciia co quan, td chire thyc hién chimg thyc
va ghi vao so ching thuc.

Bm voi ban sao co tir 02 (hai) trang tro 1én thi ghi 16i chimg vao trang
cudi, néu ban sao ¢6 tir 02 (hai) t&r tré 1én thi phai déng dau giap lai.

Madi ban sao duoc chimg thuc tir mét ban chinh gidy t&, van ban hodc
nhiéu ban sao dwgc chimg thue tir mgt ban chinh giay to, van ban trong ciing
mot thoi diém duge ghi mot sé chimg thue.

+ Nguoi yéu cau chimg thyce nhan két qua tai noi ndp ho so.
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- Cach thire thye hién: Nop hd so tryc tiép.

- Thanh phén, so lwgng ho so: Ban chinh gidy to, viin ban lam co s@ dé
chimg thyc ban sao va ban sao can chimg thyc. Trudomg hop nguoi yéu ciu
chimg thye chi xuat trinh ban chinh thi co quan, t6 chirc tién hanh chup tir ban
chinh dé thuc hién chimg thuye, trir trudmg hgp co quan, t6 chirc khéng co
phuong tién dé chup. Ban sao, chup tir ban chinh dé thuc hién chimg thuc phai
c6 ddy dii céc trang da ghi thong tin cia ban chinh.

- Thoi han giai quyét:

Thoi han thye hién yéu cau chung thue phai duge bao dam ngay trong
nga}f ¢o quan, m chire tiép nhén yéu cau hodc trong ngay lam vigc tiép theo, néu
tiép nhan yéu cau sau 15 gio. Doi vdi tn.mfng hop cing mét luc yeu cau chimg
thuc ban sao tir nhiéu loai ban chinh giay to, van ban; ban chinh co nhiéu trang;
yéu cau so ll.m'ng nhiéu ban sao; ndi dung gidy 1o, van ban phire tap kho kiém
tra, d6i chiéu ma co quan, té chirc thyc hién chimg thuc khéng thé dap img dugc
thoi han néu trén thi thoi han chimg thye dugce kéo dai thém khong qua 02 (hai)
ngay lam viéc hodc c¢6 thé dai hon theo thoa thudn bang vin ban v&i nguoi yéu
cau chimg thyc. Truong hop tra két qua trong ngay lam viéc tiép theo hodc phai
kéo dai thai gian theo quy dinh thi nguoi llEp nhan hé so phai cé phiéu hen ghi
rd thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chimg thue.

- Poi twgng thwe hién thi tuc hanh chinh: Ca nhan, t6 chirc

- Co quan thye hién thi tyc hanh chinh: Uy ban nhén dan cap xa; To
chuc hanh nghe cong chirng; Co quan dai dién.

- Két qua thye hién thi tuc hanh chinh: Ban sao duge chimg thue tir ban
chinh.

- Phi:

+ Tai Uy ban nhan dan cip xa, Té chirc hanh nghe cong chung: 2.000
dﬂngftrang, tir trang thir 3 tré 1én thu 1.000 dong/trang, toi da thu khong qua

200.000 dong/ban. Trang la can cir dé thu phi dugc tinh theo trang cia ban
chinh;

+ Tai co quan dai dién: 10 USD/ban.
- Tén mau dom, mau to khai: Khong

- Yeu cau, diéu ki¢n thye hién thi tuc hanh chinh: Ban chinh j_.{,lﬂ}-’ to,
van ban can chimg thuc.

Ban chinh gidy t&, van ban khéng duge diing lam co so dé chimg thuc ban
sao:

+ Ban chinh bj tay xéa, sira chira, thém, bot ndi dung khong hgp 1é.
+ Ban chinh bj hu hong, cii nat, khong xac dinh duge ndi dung.

+ Ban chinh dong ddu mat cta co quan, té chirc ¢6 tham quyén hoic
khong déng dau mat nhung ghi rd khong duoc sao chup.
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+ Ban chinh ¢6 ni dung trai phap ludt, dao dirc xa hoi; tuyen truyén, kich
déng chién tranh, chong ché d6 xa hoi chu nghia Viét Nam; xuyén tac lich sur
cua dan toc Viét Nam; xtc pham danh dy, nhan pham, uy tin cia ca nhén, to
chirc; vi pham quyen cong dan.

+ Ban chinh do co quan, t6 chirc c6 tham quyén cuia nude ngoai cap, cong
chimg hodc chimg nhin chua dugc hop phap hoéa lanh su theo quy dinh tai
Khoan 1 Diéu 20 Nghj dinh s0 23/2015/ND-CP, trir h¢ chiéu, thé can cudc, thé
thuong tri, thé cu tri, gidy phép lai xe, bing tot nghiép, chimg chi va bang diém
kém theo bang tot nghiép, chimg chi.

+ Gidy to, van ban do ca nhan ty 1dp nhung khong c6 xdc nhan va dong
déu ctia co quan, t6 chirc ¢6 tham quyén.

- Cén cir phap ly caa tha tuc hanh chinh:

+ Nghi dinh s 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cap

ban sao tir ban chinh, chimg thue chir ky va chimg thue hop dong, giao dich;

~ + Nghi dinh 50 07/2025/ND-CP ngay 09/01/2025 cua Chinh phu sira doi,
bo sung mot so diéu cua cac Nghi dinh trong linh vuc ho tich, quoc tich, chirmg
thuec;

+ Thong tur SSFGIIEUZQFIT-BTF ngay 03/3/2020 cua B¢ truong By Tu
phap quy dinh chi tiét va hudng dan thi hanh mdt so dicu cua Nghi dinh so
23/2015/ND-CP ngay 16/02/2015 cua Chinh phu ve cip ban sao tir ban chinh,
chimg thue chir ky va chimg thuc hop dong, giao dich;

+ Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo truomg B Tai
chinh quy dinh mure thu, ché dé thu, ndp, quan ly va sur dung phi chimg thyc;

+ Théng tu sb 264/2016/TT-BTC ngay 14/11/2016 cua Bo truong B Tai
chinh quy dinh muec thu, cheé d¢, thu, nop, quan ly va su dung phi, ¢ phi trong
linh vue ngoai giao ap dung tai cac co quan dai dién Viét Nam o nudce ngoai:

+ Thong tu s6 257/2016/TT-BTC ngay 11/11/2016 cia Bo tru-:mg Bo Tai
chinh quy dinh mirc thu, ché do thu, nop, quan ly, str dung phi cong chimg; phi
chimg thyc; phi thdm dinh tiéu chuan, diéu kién hanh nghe cong chimg; phi
tham dinh diéu kién hoat dong van phong cong chimg; 1é phi cap thé cong chimg
vién.

3. Thii tyc chirng thye chir ky trong cic giay to, van ban (ap dung cho
ca trudmg hgp chimg thwe diém chi va truong hop nguoi yéu ciu ching
thue khong thé ky, khong thé diém chi dwgrc)

- Trinh tu thuc hién:

+ Nguoi yéu cau chimg thyc chir ky/diém chu’khong thé ky, khong thé
diém chi dugc phai xuét trinh cac gidy t& phuc vu viéc chimng thuc chir ky.

+ Trong truomg hop nguoi yéu cau chirng thuc khong thong thao tiéng
Viét thi phai ¢o ngudi phién dich. Ngudi phién dich phai la ngudi cé nang luc
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hanh vi dan sy day du theo quy dinh cuia phap ludt, thong thao tiéng Viét va
ngdn ngir ma ngudi yéu cau chimg thue sir dung. Nguoi phién dich do nguoi
yéu cau chimg thuc moi hodc do co quan thue hién chimg thuce chi dinh. Tha lao
phién dich do ngudi yéu cau chimg thyc tra.

+ Nguai thue hién chimg thue (hoac ngum tiép nhén hn SO trong trl.n:mg
hop tiép nhén tai Bg phdn Mot cua) kiém tra gidy to yéu cau chu‘ng thyc, néu
thay du giay to theo quy dinh, tai thoi diém chimg thue, ngudi yéu cau chimg
thuec minh man, nhan thirc va lam chu dugce hanh vi cia minh va viéc chimg
thuc khong thude cac truomg hop khong duge chimg thue chir ky thi yéu cau
ngudi yéu cau chimg thue ky/diem chi trude mat va thye hién chimg thye nhu
sau:

* Ghi day du 1oi chimg chimg thye chir ky theo mﬁu quy dinh phia dudi
chir ky duge chimng thyre hodc trang lién sau cua trang gidy to, van ban co chir ky
duge chimg thyue; néu hé so tiép nhan tai Bo phan Mot cua thi ngudi tiép nhén
hd so ky vao dudi 1oi chimg theo mau quy dinh va chuyén ho so cho nguai thuc
hién chimg thue.

* Nguoi thyc hign chimg thuce ky, ghi ré ho tén, dong dau cua co quan, to
chire thuc hién chimg thue va ghi vao so chimng thuc.

P6i vai giay to, van ban ¢ tir 02 (hai) to tro lén thi phal dong dau giap lai.
Truo‘ng hop loi chu*ng duoc ghi tai to lién sau cta trang c6 chir ky thi phai dong
dau gidp lai giira gidy to, vin ban chimg thuc chir ky va trang ghi 16i chimg.

- Céch thire thye hién: Nop ho so truc tiép tai Uy ban nhan déan cap xa,
To chirc hanh nghe cong chimg, Co quan dai di¢n hodc ngoai try s¢ cua co quan
thye hién chimg thuc néu ngudi yéu cau chimg thye thude dien gia yéu, khong
thé di lai duge, dang bj tam giir, tam giam, thi hanh an phat ta hodc cé ly do
chinh dang khac.

- Thanh phan ho so:

Ngudi yéu cau chirng thuc phai xuat trinh cac gidy to
sau:

+ Ban chinh hodc ban sao c¢6 chimg thyc Giay chimg minh nhan dan/The
cén cude cong dan/The can cude/Gidy r:hung nhan cin cudc/Ho chmufgla}r tor
xuat nhap canh/gidy to ¢ gia tri di lai quoc té con gia tri sir dung hoac Can cude
dién tur.

+ Gidy to, vin ban ma minh sé& yéu cau chimg thue chir ky. Trucrng hop
chimg thyc chir ky trong gidy to, vén ban bing neng nudc ngoai, néu nguoi thue
hlgn chu‘ng thye khong hiéu rd ndi dung cua giay t&, vén ban thi co quyen yéu
cau nguoi yéu cau chimg thyc ngp kém theo ban dich ra t:eng Viét ndi dung cua
gidy to, vin ban do (ban dich khong can cong chimg hodc chimg thuc chir ky
nguoi dich, nguoi yéu cau chimg thuc phai chju trach nhiém vé ndi dung cua
ban dich).
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+ Nguoi véu cau chimg thyc nhan két qua tai noi ngp hé so.

- Thdi han thuc hién yéu cau chifng thuc: Thai han
thuc hién yéu cau chirng thuc la ngay trong ngay cd quan, to
chirc ti€p nhan yéu cau hodc trong ngay lam viéc tiép theo néu
ti€p nhan yéu cau sau 15 gid. Trudng hgp tra két qua trong
ngay lam viéc ti€p theo hoac phai kéo dai thdi gian theo thoa
thuan thi ngudi ti€p nhan hd sd phai co phiéu hen ghi ré thoi
gian (gi®, ngay) tra két qua cho ngudi yéu cau chirng thuc.

- Doi tugng thuc hién thu tuc hanh chinh: Ca nhan.

- Co quan thye hién thu tye hanh chinh: Uy ban nhén dén cap xa, T6
chirc hanh nghé cong ching, Co quan dai dién.

- Két qua thuc hién tha tuc hanh chinh: Gidy tg, van
ban dudc chirng thuc chir ky/diém chi.

- Phi:

+ Tai Uy ban nhan dan cap xd, Té chire hanh nghe cong chimg: 10.000
dong/truomg hgp (truong hop duge tinh 1a mot hodc nhiéu chir ky trong mot gidy
to, van ban).

+ Tai co quan dai dién: 10 USD/ban.

- Tén méu don, mau to khai: Khong.

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

Truong hop khéng duge chimg thue chir ky:

+ Tai thoi diém chimg thuc, nguoi yéu cau chimg thure chir ky khang nhén
thirc va lam chu dugce hanh vi caa minh.

+ Nguoi yéu cau chimg thue chir ky xuat trinh Gidy chimg minh nhén dan
hoac Ho chieu khong con gia tri sir dung hodc gia mao.

+ Gidy to, van ban ma ngudi yéu cs"_iu chimg thuc ky vao cé ndi dung quy
dinh tai Khoan 4 Diéu 22 cua Nghi dinh so 23/2015/ND-CP.

+ Gidy t&, vin ban c6 noi dung la h:;rp dong glaﬂ dich; trir Gidy uy quyen

tmng cac truong hop Gidy uy quyén: (1) iy quyén vé viéc n@p ho, nhan hg ho

glay to, trir truong hnp phap ludt quy dinh khong dugce uy quyen (2) uy

quyen nhan h luong huu, buu pham, trg cap, phl,l cap; (3) uy quyen nho trong

nom nha cira; (4) iy quyén cua thanh vién ho gia dinh dé vay von tai Ngéan hang
chinh sach xa hgi; hodc trir truong hop phap ludt cé quy dinh khac.

- Can cir phap Iy cia thu tuc hanh chinh:

+ Nghi dinh sb 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phi vé cip
ban sao tir ban chinh, ching thue chir ky va chimg thue hgp dong, giao dich;
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+ Nghi dinh 50 07/2025/ND-CP ngay 09/01/2025 cua Chinh phu sira doi,

bé sung mot s6 diéu cua cac Nghi dinh trong linh vuc hé tich, quéc tich, chimg
thyre;

+ Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua B¢ truong By Tu
phap quy dinh chi tiét va huéng dan thi hanh mot sO diéu cua Nghi dinh s6
23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban sao tir ban chinh,
chimg thuyre chir ky va ching thue hop dong, giao dich;

+ Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cia By truong B Tai
chinh quy dinh mirc thu, che d¢ thu, ngp, quan ly va sur dung phi chimg thye;

+ Théng tu s6 264/2016/TT-BTC ngay 14/11/2016 cua By truong B Tai
chinh quy dinh mure thu, ché d¢, thu, ngp, quan ly va sir dung phi, 1¢ phi trong
linh vuc ngoai giao ap dung tai cac co quan dai dien Viét Nam o nudc ngoai;

+ Théng tu s6 257/2016/TT-BTC ngay 11/11/2016 cua B truong Bé Tai
chinh quy dinh mirc thu, ché do thu, nop, quan ly, s dung phi cang chimg; phi
chimg thyc; phi thim dinh tiéu chuan, diéu kién hanh nghe cong chimg; phi
tham dinh diéu kién hoat déng vin phong cong chimg; 1é phi cap thé cong chimg
vién.

B. Thii tuc hanh chinh thye hién tai Co quan dai di¢n

1. Thi tue chirng thwe chir ky ngwai dich 1a vién chire ngoai giao, vién
chire lanh sy

- Trinh tr thwe hién:

+ Vién chirc ngoai giao, vién chirc lanh sy phai cam doan vé viéc da dich
chinh xac nd1 dung giay to, van ban;

+ Ky, ghi rd ho tén, déng dau ctia co quan dai dién va ghi vao so chimg

thure.

P6i voi ban dich glay Lo, vﬁn ban ¢o6 tir 02 (hai) trang tro 1én thi ghi loi
cam doan vao trang cudi, néu gidy to, viin ban cé tir 02 (hai) & tro 1én thi phai
dong dau giap lai.

+ Nguoi yéu cau chimg thyre nhan két qua tai noi nop hé so.

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

- Thanh phan hé so: Ban dich dinh kém giay to, viin ban can dich.

- Thoi han thye hién: Thoi han thye hién yéu ciu chlmg thue la ngay
trong ngay co quan, to chuc tiép nhan yéu cau hodc trong ngay lam vige tiep
theo néu tiép nhén yéu ciu sau 15 gio. Truong hop tra két qua trong ngay lam

vige tlep theo hodc phai kéo dai thoi gian theo thoa thudn thi ngudi uep nhan hn

so phai c6 phiéu hen ghi ro thoi gian (gio, ngay) tra két qua cho ngudi yéu cau
chimg thye.

- Poi twgng thye hién thi tuc hanh chinh: Ca nhan.
- Co quan thye hién thu tue hanh chinh: Co quan dai dién.
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- Két qua thuwe hién thi tue hanh chinh: Gidy to, van ban duge chimg
thue chir ky nguoi dich.

- Phi: 10 USD/ban

- Tén mau don, mau to khai: Khong

- Yéu cau, diéu kién thyre hién thii tuc hanh chinh (néu cé):

Gidy to, van ban khong duge dich dé chimg thue chir ky ngudi dich:

+ Gidy 1o, vin ban da bj tay xéa, stra chira; thém, bat noi dung khong hop

+ Gidy to, vin ban bi hu hong, cii nat khéng xac dinh duge ndi dung.

+ Gidy to, van ban dong dau mit cua co quan, t6 chirc ¢6 tham quyén
hoac khong dong dau mat nhung ghi rd khéng duoc dich.

+ Gidy t&, vin ban ¢6 ndi dung quy dinh tai Khoan 4 Diéu 22 cua Nghi
dinh 506 23/2015/ND-CP .

+ Gidy to, van ban do co quan, t chirc ¢é thim quyen ctia nudc ngoai
cap, cong chimg hodc chl.mg nhan chua duge hop phap hoéa lanh su theo quy
dinh tai Khoan 1 Diéu 20 cua Nghj dinh sO 23/2015/ND-CP ; trir h$ chiéu, the
cén cudce, the thuong tru, the cur tra, gidy phép lai xe, bang tot nghiép, chimg chi
va bang diém kém theo bang tot nghiép, chimg chi.

- Cin cir phap Iy cua thu tue hanh chinh:

+ Nghij dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap
ban sao tir ban chinh, chimg thuc chir ky va chimg thuc hgp dong, giao dich;

+ Théng tu s6 01/2020/TT-BTP ngay 03/3/2 020 cua Bg truong B Tu
phap quy dinh chi tiét va huéng dan thi hanh mat sc:- diéu cua Nghi dinh s6

23/2015/ND-CP ngay 16/02/2015 cua {;hinh phu vé cap ban sao tir ban chinh,
chimg thyc chir ky va chimg thuc hop dong, giao dich;

+ Thong lu"sé:r 264/2016/TT-BTC ngay 14/11/2016 caa B Tai chinh quy
dinh mirc thu, cheé do, thu, ngp, quan ly va sir dung phi, 1é phi trong linh vuc
ngoai giao ap dung tai cac co quan dai dién Viét Nam ¢ nudc ngoai.

2. Thu tuc chirng thue chir ky ngudi dich khong phai vién chire ngoai
giao, vién chirc lanh sy

- Trinh tu thuc hién:

+ Nguoi yéu cau chimg thyc chir ky nguoi dich phai xuét trinh céc gidy tor
phuc vu viéc chimg thyc chir ky nguoi dich.

+ Nguoi thue hién chimg thuc kiém tra giay to do nguoi yéu cau chimg
thue xuat trinh, néu thay du glay t& theo quy dinh va giay to, van ban dugc dich
khong thugc cdc truong hop giay to, van ban khong duge dich dé chimg thuc
chir ky nguoi dich thi yéu cau nguoi yéu cau chimg thue ky trude mit va thuc
hién chimg thyc nhu sau:
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* Ghi day du 1o chimg chimg thuc chir ky ngudi dich theo mau quy dinh;

* Ky, ghi rd ho tén, dong dédu clia co quan, to chire thue hién chimg thuc
va ghi vao so chimng thue.

i voi ban dich gidy to, van ban ¢6 tir 02 (hai) trang tro lén thi ghi 16i
chimg vao trang cudi, néu gidy to, véin ban co tir 02 (hai) t& tro 1én thi phai dong
dau giap lai.

+ Ngudi yéu cau chimg thue nhan két qua tai noi nop hé so.

- Céch thire thue hién: Nop ho so tryc tiép tai Co quan dai dién.

- Thanh phan ho so:

* Ban chinh hodc ban sao c6 chimg thyc Gidy chimg minh nhan dan/Thé
can cude cong dan/The can cudc/Gidy chung nhan can cudc/Ho chiéwgiay to
xudt nhap canh/gidy t&r 6 gia tri di lai quc té con gia tri sir dung hodc Can cudce
dién .

* Ban chinh hodc ban sao tir 50 goc, ban sao co6 chimg thyc bing cir nhan
(dai hoc) ngoai ngir tro lén vé thir tleng nuge ngoai can dich hodc ¢o bang tot
nghiép dai hoc tro Ién d6i vai thir tiéng nude ngoai can dich; trir truong hop dich
nhimg ngén ngir khong pho bién ma nguoi dich khong co bing cir nhan ngoai
ngir, bang tot nghiép dai hoc nhung thong thao ngon ngir can dich.

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

= Thoi han thyue hién yeu ciu chirng thye: Thoi han thyce hién yéu cau
chung thye 1a ngay trong ngay co quan, to chire tiép nhan yéu cau hodc trong
nga}' lam viée tiep theo néu tiép nhén yéu cau sau 15 gm Truong hop tra két
qua tmng ngay lam viéc tiép theo hodc phai kéo dai thai g L,Ial“l theo thoa thuan thi

nguoi tiep nhan hu so phai c6 phiéu hen ghi rd thoi gian (gio, ngay) tra két qua
cho ngudi yéu cau chimg thue.

- Pbi tuwgng thye hién thi tuc hanh chinh: Cé nhan.
- Co quan thye hién thu tye hanh chinh: Co quan dai dién.

- Két qua thwe hién thi tuc hanh chinh: Gidy 1o, van ban duoc chimg
thue chir ky ngudi dich.

- Phi: 10 USD/ban.

- Tén mau dom, mau tir khai: Khong.

- Yéu ciu, diéu kién thyc hién thi tuc hanh chinh (néu c6):

Gidy t&, vin ban khéng duge dich dé chimg thuc chir ky nguéi dich:

+ Giday to, vian ban da bi tay xoa, sira chira; thém, bot ndi dung khong hop

+ Gidy 1o, vin ban bj hu hong, cii nat khong xac dinh dugc néi dung.
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+ Gidy t&, vin ban déng diu mit cua co quan, o chic ¢6 tham quyen
hodc khong dong dau mat nhung ghi rd khong dugce dich.

+ Gidy to, vin ban c6 ndi dung quy dinh tai Khoan 4 Diéu 22 cta Nghj dinh s6
23/2015/ND-CP.

+ Gidy t&, van ban do co quan, t6 chirc cé tham quyén cia nudc ngoai
cap, cong chimg hodc chimg nhan chua dugc hgp phap hoa linh su theo quy
dinh tai Khoan 1 Diéu 20 cua Nghi dinh 50 23/2015/ND-CP, trir ho chiéu, the
cén cudc, the thudng tra, the cu tra, glay phép lai xe, bfmg tot nghiép, chimg chi
va bang diém kém theo béng t6t nghiép, chimg chi.

- Can cir phap ly cua thu tue hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phu vé cip
ban sao tir ban chinh, ching thuce chir ky va chimg thuc hgp dong, giao dich;

~ + Nghi dinh s 07/2025/ND-CP ngay 09/01/2025 cta Chinh phu sira dbi,
b6 sung mot so diéu cua cac Nghj dinh trong linh vure ho tich, quoc tich, chimg
thue;

+ Thong tu sd 01/2020/TT-BTP ngay 03/3/2020 cua Bé truong Bé Tu
phap quy dinh chi tiét va huéng dan thi hanh mot so diéu cla Nghi dinh s6
23/2015/ND-CP ngay 16/02/2015 cia Chinh phii vé cép ban sao tir ban chinh,
chimg thye chir ky va chimg thuc hop dong, giao dich;

+ Théng tu sé 264/2016/TT-BTC ngay 14/11/2016 cia B truong B Tai
chinh quy dinh mirc thu, ché do, thu, ndp, quan ly va sir dung phi, 1é phi trong
linh vue ngoai giao ap dung tai cac co quan dai dién Viét Nam & nudc ngoai.

C. Thii tuc hanh chinh cap xa

1. Tha tgu: chirng thue hq‘p dong, giao dich lién quan dén tai sin la
dong sin, quyén sir dung dat va nha &

- Trinh tr thwe hién:

+ Ngudi yéu cau chimg thuc xuat trinh ban chinh hodc ban sao c6 chimg
thyc Gidy chimg minh nhan dan/The can cude cong dan/The cén cudc/Giay
chl.mg nhan cin cude/Ho chiéu/gidy tor xuat nhép -::anhfglay to co gia tri di lai
quoc té con gia trj sir dung hoédc Cén cudce dién tir va nop 01 (mot) bo hé so yéu
cdu ching thue.

+ Nguoi thye hién ching thyc (hodc nguai tlEp nhan hé so trong mmng
hop tiép nhén h::r so tai B phan Mot cua) kiém tra gidy to trong hé so yéu cau
chung, thue, néu da}r du, tai thoi diém chimg thyre cac bén tham gla hop dong,
giao dich tu nguyén, minh man va nhan thirc, lam chu duge hanh vi cua minh thi
thue hién chimg thuec.

+ Céc bén tham gia hop dong, glau dich phai ky trude mat nguoi thuc hién
chimg thyuc, néu hop dong, giao dich ¢6 tir 02 (hai) trang tro lén thi phai ky vao
tung trang Tn.mng hop nguoi yeu cau chimg thyuc np ho so tai Bé phan Mot cua
thi cdc bén tham gia hgp dong, giao dich phai ky trude mat nguoi tiép nhan ho so.
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Truong hop ngudi c¢6 tham quyén giao két hop ddng cua céc té chire tin dung,
doanh nghlep da dang ky chir ky mau tai co quan thyc hi¢n chimg thye thi cé thé
ky trude vao hop dong; ngudi thire hign chimg thye (hodc nguoi tlep nhan ho so
l:al Bé phédn Mgt cua) phai d6i chiéu chir ky cua ho trong hep dong voi chir ky
mau trude khi thye hi¢n chl.mg thue, néu nghi ngor chir ky trong hgp dong khac
voi chir ky mau thi yéu cau ngudi dé ky trude mat.

+ Trudng hop ngudi yéu cau chimg thue khong ky duge thi phai dlem chi;
néu ngudi doé khﬂng doc duge, khong nghe duge, khong ky, khong diém chi
duge thi phai c6 02 (hai) ngudi lam chimg. Nguoi lam chimg phai cé du nang
Iyc hanh vi dan sy va khong co quycn, lgi ich hodc nghia vu lién quan dén hop
déng, glacr dich. Nguoi lam ching do ngum yéu cau chimg thyc b6 tri. Truong
hop ngudi yéu cau chimg thuc khong bo tri duge thi dé nghi co quan thuc hién
chirng thure chi dinh ngudai lam chimg.

+ Nguoi thye hién chimg thue (hodc nguoi nep nhén ho so) ghi loi chimg
twong Umg voi timg loai hop dong, giao dich theo mau quy dinh. Trudng hop tiép
nhan ho so tai Bg phan Mot ciza thi ngudi tiép nhan ho so ky vao timg trang cua
hogp dong, giao dich va ky vao dudi 1o chimg theo mau quy dinh.

Ngudi thye higén chung thuc ky vao timg trang cua hop dong, giao dich
{neu hé so khong dugc ticp nhan qua Bo phan Mot cura), ky, ghi rd ho tén, dong
déu ctia co quan thue hién chirng thye va ghi vao so chimg thyc.

Doi voi hcp dong, giao dich ¢6 tir 02 (hai) trang tra lén, thi timg trang
phai duge danh so thir tu, c6 chir ky cia ngudi yéu cau chlmg thuc va ngum
thye hi¢n chimg thue; so lugng trang va 10i chimg dugc ghi tai trang cuoi cua
hop dong, giao cl|ch Trudng hop hop dong, giao dich ¢é tir 02 (hai) t& trér 1én thi
phai déng dau gidp lai.

+ Trong trLrErng hgp ngudi yéu cau chimg thye khong théng thao tiéng
Viet thi phai c6 nguoi phién dich. Ngudi phién dich phai la nguoi c6 nang luc
hanh vi dan sy day du theo quy dinh cua phap Iuat théng thao tiéng Viét va
ngcm ngu ma ngudi yéu cau chimg thue sir dung. Ngudoi phién dich do nguoi
yéu cau chimng thuc mai hoéc do co quan thyc hién chimg thyc chi dinh. Thu lao
phién dich do ngudi yéu cau chimg thyc tra. Ngudi phién dich c6 trach nhiém
dich day du, chinh xac ndi dung cua hcrp dong, giao dich, noi &ung loi chimg
cho ngudi yéu cau chimg thuc va ky vao timg trang hop dong véi tu cach 1a
ngudi phién dich.

- Cich thire tlupc hi¢n: Nop hd so trye tiép tai U}' ban nhin dén cap x4.
Viéc chimg thuc cac hop dnng, giao dich lién quan den quyen cua nguoi su
dl,mg dit dugc thuc hién tai Uy ban nhén dén cap xa noi c6 dat. Viéc chimg thure

cac hop dong, giao dich lién quan dén nha ¢ duge thuc hién tai Uy ban nhan dan
cip x4 noi co nha,

- Thanh phan, so lwgng ho so:

. Ngum yéu cau chimg thuc nop 01 (mét) bd hd so yéu céu chimg thuec,
gom cac giay to sau day:
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+ Du thao hop dong, giao dich;

+ Ban sao gidy chimg nhan quyén s¢ hiru, quyén str dung hodc ban sao
gidy t& thay thé dugc phap luat quy dinh déi voi tai san ma phap luat quy dinh
phai dang ky qu}’en s0 hiru, quyén sur dung trong truong hgp hop dcmg giao
dich lién quan dén tai san do (xuat trinh kém theo ban chinh dé d6i chiéu).

- Thoi han giai qu}'et:

Khﬂng qua 02 (hai) ngay lam viéc, ké tir ngay nhan du hé so yéu cau chu‘ng
thue hodc cé thé kéo dai hon theo thoa thudn bﬁng vén ban véi ngudi yéu cau
chimg thyc. Trudng hop kéo dai thoi han giai quyet thi nguoi tiép nhan h‘D so phai
co phiéu hen ghi ro thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chimg
thuye.

- P6i twong thue hién thi tuc hanh chinh: Ca nhén, t6 chirc.

- Co quan thye hién thi tyc hanh chinh: Uy ban nhén dén cap xa.

- Két qua thue hién thi tue hanh chinh: Hop dong, giao dich duge chimg
thure.

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

- Tén méu don, miu to khai: Khong.

- Yéu ciu, diéu kién thwe hién thii tuc hanh chinh: /

- Can cir phap Iy cua thu tuc hanh chinh:

+ Nghj dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phu vé cap
ban sao tir ban chinh, chimg thyc chir ky va chimg thue hgp dong, giao dich;

+ Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 cua Chinh phu sira doi,

bé sung mot s6 diéu cua cac Nghi dinh trong linh vyuc ho tich, quuc tich, chimg
thue;

+ Thong tu s 01/2020/TT-BTP ngay 03/3/2020 cia Bg truong B Tu
phdp quy dinh chi tiet va huéng dan thi hanh mot 50 diéu cua Nghi dinh s6
23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban sao tir ban chinh,
chimg thuc chir ky va chimg thuc hop déng, giao dich;

+ Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bd truong Bé Tai
chinh quy dinh mirc thu, ché dé thu, ndp, quan ly va sir dung phi chimg thyre.

2. Thu tuc chirng thye di chic
- Trinh tyr thue hién:

+ Ngudi yéu cau chimg thuc xuat trinh ban chinh hodc ban sao ¢6 chimg
thye Gidy chimg minh nhan dan/Thé cin cudc cong dan/The can cuucfﬁzay
chu’ng nhin cin cude/Ho chiéu/gidy tor xudt nhap canh/gidy to c6 gia tri di lai
quoc té con gia tri sir dung hodc Can cude dién tir va nop 01 (mét) bo ho so yéu
cau chimg thyec.
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+ Nguoi thye hién chimg thue (hodc nguoi tlep nhan ho so trong tn.mrng
hop tiép nhan hn so tai BG phan Mot cura) kiém tra gidy to trong hé so yéu cau
chimg thue, néu day du, tai thoi diém chimg thue ngudi lap di chie tu nguyén,
minh man va nhan thl.'rc. lam chu duge hanh vi cua minh thi thuc hién chimg
thure.

+ Nguai 1ap di chiic phai ky trude mit nguoi thue hién chimg thue, néu di
chic co tir 02 (hai) trang tro 1én thi phai ky vao timg trang. Truong hop ﬂng'D‘l
yéu cau chimg thue nop hé so tai Bé phdn Mot ciea thi phai ky trude mit ngudi
tiép nhan ho so.

+ Truong hop nguoi yéu cau chimg thue khong ky duge thi phai diém chi;
néu ngudi dé khong doc duoc, khéng nghe duoc, khong ky, khong diém chi
dugc thi phai ¢6 02 (hai) nguoi lam chimg. Ngudi 1am chimg phai ¢6 du nang
lye hanh vi dan su va khong co quyen lgi ich hodc nghia vu lién quan dén glau
dich. Ngum lam chimg do ngum yéu cau chimg thuc bo tri. Truomg hop nguoi
yéu cau chimg thyuc khong bo tri dugc thi dé nghi co quan thyc hién chimg thuc
chi dinh ngudi lam chimg.

+ Nguoi thyc hién chimg thyce (hodc ngudi tiép nhan hé so) ghi 10 chung
then mau quy dinh. Tnmrng hop tlep nhan ho so tai Bg phan Mot cira thi ngudi
tlep nhén hé so ky vao timg trang cua di chiic va ky vao duéi 1oi chimg theo
mau quy dinh.

Nguoi thue hién chung thye ky vao timg trang cua di chic (neu ho so
khong dugc tiep nhan qua Bg phdan Mot cua), ky, ghi rd ho tén, dong dau cua co
quan thyc hién chimg thyc va ghi vio so chimg thure.

Déi vai di chic ¢6 tir 02 (hai) trang tro 1€n, thi timg trang phai dugc danh
so thir tu, co chir ky cua ngudi yéu cau chimg thye va ngum thuc hién ching
thire; s6 lugng trang va loi chimg duge ghi tai trang cuoi cua di chie. Truong
hop di chiic ¢6 tir 02 (hai) tor trér 1én thi phai dong déu giap lai.

+ Trong trudong hop ngudi yéu cau chimg thuc khéng théng thao tiéng
Viét thi phai c6 ngudi phién djch. Ngum phién dich phai la ngudi c6 nang lyc
hanh vi dan sy da}' du theo quy dinh cua phdp ludt, thong thao tiéng Viét va
ngdén nglr ma nguoi yéu cau chimg thuc sir dung. Nguoi phién dich do ngudi
yéu cau chimg thyc mai hodc do co quan thye hién chimg thye chi dinh. Tha lao
phién dich do nguoi yéu cau chimg thuyc tra. Ngum phién dich cé trach nhiém
dlch day du, chinh xéc néi dung cua di chic, ngi dung loi chu*ng cho ngudi yéu
cau chimg thyc va ky vao timg trang di chiic voi tu céch la nguoi phién dich.

- Céch thire thye hién: Nop ho so truc tiép tai Uy ban nhan dan cép xa.
- Thanh phan, so lwgng ho so:

Ngum yéu ciu chimg thye nop 01 (mot) bo ho so yéu cau chimg thuc,
gom céc gidy t& sau day:

+ Du thao di chic;
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+ Ban sao gidy chimg nhan quyén s¢ hiru, quyen su dung hodc ban sao
gidy to thay thé dugce phap luat quy ¢ dinh doi voi tai san ma phap Iuat quy dinh
phai déng ky quyén s& hiru, quyén sir dung trong truomg hcrp di chic lién quan
dén tai san do; trir truong hop nguoi 1ap di chic dang bj cai chét de doa dén tinh
mang (xuét trinh kém theo ban chinh dé déi chiéu).

- Thvi han gidi quyét:

Khnng 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 thudn bang, van ban voi ngudi yéu céu
chimg thue. Trudong hop kéo dai thoi han giai quyét thi nguai tiép nhan hp s phai
c6 phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chimg
thure.

- Po6i twgng thue hién thi tuc hanh chinh: Ca nhan, t6 chirc.

- Co' quan thwre hién thii tuc hanh chinh: Uy ban nhan din cap xa.

- Két qui thwe hién thu tue hanh chinh: Di chic duge chimg thuc.

- Phiz 50.000 déng/di chic.

- Tén mau dom, mau to khai: Khong,

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

- Can cir phap ly cua thu tuc hanh chinh:

+ Nghj dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap
ban sao tir ban chinh, chimg thure chir ky va chimg thuce hgp dong, giao dich;

+ Nghi dinh s0 07/2025/ND-CP ngay 09/01/2025 cua Chinh phu sira doi,

bé sung mdt s6 diéu cla cac Nghi dinh trong linh vuc ho tich, qudc tich, chimg
thue;

+ Théng tu s6 01/2020/TT-BTP ngay 03/3/2020 cua Bg truong Bo Tu
phap quy dinh chi tiét va hudng dan thi hanh mot so diéu cua Nghi dinh s6
23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban sao tir ban chinh,
chimg thyc chir ky va chimg thuc hgp dong, giao dich;

+ Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cia Bo truong B Tai
chinh quy dinh mue thu, ché d¢ thu, ndp, quan Iy va sir dung phi chimg thuec.

3. Thi tyc chirng thye viin ban tir ch6i nhén di sin
- Trinh ty thye hién:

+ Ngudi yéu cau chimg thyc xuét trinh ban chinh hodic ban sao cé chimg
thue Gidy chimg minh nhan dan/Thé cén cude cong dan/The can CLI.'UCJ'GI&}-’
chimg nhan cén cude/Ho chiéu/gidy t& xuét nhap canh/gidy to co gia tri di lai
qum: té con gia trj sir dung hodc Can cude dién tir va nép 01 (mét) bé ho so yéu
cau chimg thue.

+ Nguoi thue hién chimg thye (hodc ngudi trep nhan hé so trong truong
hop tiép nhan hn so tai B phan Mgt ciea) kiém tra giay 10 trong hé so yéu cau
chimg thyc, néu day du, tai thoi diém chimg thuc ngudi tir chdi nhan di san tu
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nguyén, minh man va nhan thirc, lam chi duge hanh vi cia minh thi thyc hién
chirng thue

+ Nguoi tir chdi nhan di san ky trude mat nguoi thuc hién chimg thuc,
néu van ban tir chéi co tir 02 (hai) trang tro 1én thi phai ky vao tu*ng trang.
Trudng hgp ngudi yéu cau chimg thuc ndp hé so tai B phdn Mot ciea thi phai
ky trude mit ngudi tiép nhan ho so.

+ Trucmg hop nguoi yéu cau chimg thye khong ky dugc thi phai diém chi;
néu ngudi do khong doc dugc, khéng nghe duge, khéng ky, khong diém chi
duge thi phai ¢6 02 (hai) ngudi 1am chimg. Nguoi 1am chirg phai ¢6 du ning
luc hanh vi dan su va khong co quyen lgi ich hodc nghia vu lién quan dén glan
dich. Nguoi lam chimg do ngum yéu ciu chimg thuce bé tri. Truomg hop nguoi
yéu cau chimg thuc khong bo tri duge thi dé nghi co quan thuce hién chimg thuc
chi dinh ngudi lam ching.

+ Ngudi thue hién chimg thuc (hodc nguoi uep nhén hé so0) ghl 1o chn.mg
theo mau quy dinh. Truong hop tiép nhan ho so tai B¢ phdn Mot ciea thi ngudi
uep nhan ho so ky vao timg trang cua vin ban tir chdi va ky vao duot lo1 chimg
theo mau quy dinh.

Nguoi thye hign chung thyc ky vao timg trang cua van ban tir choi (neu
hé so khéng duoe tiép nhan qua Bé phdn Mot cua), ky, ghi rd ho tén, dong déu
cua co quan thue hién chimg thyc va ghi vao s6 chimg thue.

Doi vOi van ban tir chéi ¢6 tir 02 (hai) trang tro 1én, thi timg trang phai
duge danh so thir ty, c6 chir ky cua ngudi yéu cau chimg thue va nguoi thuc
hién chimg thyc; s6 lugng trang va loi chimg dugc ghi tai trang cudi cta vin ban
tir ch6i nhén di san. Truomg hop vin ban tir chdi nhan di san ¢6 tir 02 (hai) t& tro
lén thi phai dong dau giap lai.

+ Trong trudmg hop nguoi yéu cau chimg thuc khong thong thao tiéng
Viét thi phai c6 nguoi phién dich. Ngudi phién dich phai la nguoi c6 ning luc
hanh vi dan sy day du theo quy dinh cta phap ludt, théng thao tiéng Viét va
ngon nglr ma ngudi yéu cau chimg thyc sir dung. Nguai phién dich do nguoi
yéu cau chimg thuc mdi hodic do co quan thyc hién chimg thyc chi dinh. Thi lao
phién dich do ngudi yéu cau chimg thyc tra. Ngudi phién dich ¢6 trach nhi¢m
dich day du, chinh xéc ‘ngi dung cua van ban tir chéi nhén di san, néi dung loi
chimg cho ngudi yéu cau chimg thyc va ky vao timg trang vin ban tir chéi nhén
di san vai tu cach la nguoi phién dich.

- Céch thire thye hién: Nop ho so trye tiép tai Uy ban nhan dén cap xa.
- Thanh phin s6 lwgng hb so:

Ngm:n yéu cau chimg thuc ngp 01 (mot) bd ho so yéu cau chimg thuc,
gom cdc giay tér sau day:

+ Du thao vin ban tir chéi nhén di san;

+ Ban sao glay chirng nhéan quyEn 5O hiru, quyén sir dung hodc ban sao
gidy to thay thé duoc phap ludt quy dinh doi véi tai san ma phap ludt quy dinh
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phai dang ky quyen s hiru, quyen st dung trong trudng hop hop dr.:mg g1ao
dich lién quan dén tai san do (xuat trinh kém theo ban chinh dé déi chiéu).

- Thoi han gidi quyét:

Khong qua 02 (hai) ngay lam vigc, ke tir ngdy nhén du hé so yéu cau chimg
thuc hodc co thé kéo dai hon theo thoa thu@n bang van ban véi ngudi yéu cau
chimg thye. Trudng hop kéo dai thoi han giai quyét thi nguai nep nhan hn so phai
c6 phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chimg
thure.

- P6i twgng thuwe hién thi tuc hanh chinh: Cé nhan, t6 chire.

- Co quan thwe hién thi tue hanh chinh: Uy ban nhan dén cap xa.

- Két qua thye hién thi tuc hanh chinh: Van ban tir chdi nhéan di san
duge chimg thye.

- Phi: 50.000 déng/vén ban.

- Tén miu don, méu tir khai: Khong.

- Yéu ciu, diéu kién thye hién thu tuc hanh chinh: /

- Ciin cir phap ly cua thi tuc hanh chinh;:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cia Chinh phi vé cép
ban sao tir ban chinh, chirng thue chir ky va chimg thuce hgp dong, giao dich;

+ Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 cuia Chinh phu sira doi,

bé sung mét s6 diéu cua cac Nghi dinh trong linh vue h tich, qudc tich, chimg
thure;

+ Théng tu sé 226/2016/TT-BTC ngay 11/11/2016 cua B0 truong Bo Tai
chinh quy dinh mirc thu, ché dé thu, ngp, quan ly va sir dung phi chimg thye.

4. Thi tuc cl'urng thue van ban thoa thuan phan chia di san ma di san
la djng sin, quyen sir dung dit, nha &

- Trinh tr thue hién:

+ Ngudi yéu cau chimg thyc xuét trinh ban chinh hodc ban sao cé chimg
thue Gidy chirng minh nhan dan/Thé cin cudc cong dan/Thé cin cude/Gidy
chimg nhan can cude/Ho chi¢u/gidy to xuat nhap canhfglay to co gia tri di lai
quoc té con gia tri sir dung hodc Cén cude dién tir va ngp 01 (mot) bd hd so yéu
cau chimg thue.

c Nyurm thuc hién chimg thyc (hodc nguoi tlep nhén hé so trong tnmng hop
tiép nhan hé so tai Bo phdn Mot cua) kiém tra gidy to trong hd so yéu ciu chimg
thue, néu day du, tai thoi diém chimg thyc cac bén tham gia thoa thuan phén chia di
san ty nguyén, minh man va nhén thirc, lam chi duge hanh vi ciia minh thi thuc
hién chimg thuec.

+ Cac bén tham gia thoa thudn phén chia di san phai ky truée mat nguoi
thye hién chimg thyre, néu van ban théa thuin phan chia di san co tir 02 (hai)
trang tro Ién thi phai ky vao timg trang. Trudong hgp ngudi yéu cau chimg thue
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ndp ho so tai Bo phdn Mgt cua thi céc bén thoa thudn phan chia di san phai ky
trude mit ngudi tiép nhin ho so.

+ Trm:mg hop ngudi yéu cau chimg thuc khong ky dugce thi phai diém chi;
néu ngudi do khéng doc duge, khong nghe duge, khong ky, khong diém chi
dugec thi phal 6 02 (hai) nguoi lam chimg. Nguoi lam chimg phai c6 du nang
luc hanh vi dan sy va khong c6 quyén, loi ich hodc nghia vu lién quan dén glac
dich. Nguoi lam ching do n;.:um yéu cau chung thyc bo tri. Truomg hop nguoi
yéu cau chl.mg thyc khong bo tri duge thi dé nghi co quan thyc hién chimg thuc
chi dinh ngudi lam chimg.

+ Ngudi thue hién chimg thyuc (hodc nguoi tiép nhan ho so) ghi loi ::hu'ng
theo mau quy dinh. Tru-:mg hop tlep nhan ho so tai Bé phdn Mgt cira thi nguéi
tiép nhéan ho so ky vao umg trang cua van ban thoa thuan phan chia di san va ky
vao dudi 1oi chimg theo mau quy dinh.

Nguoi thye hién chung thue ky vao timg trang cua vin ban thoa thuan
phan chia di san (neu ho so khong duge tiép nhan qua Bé phdn Mot cua), ky, ghi
rd ho tén, dong dau cua co quan thyc hién chimg thyuc va ghi vao s6 chimg thuec.

Doi vai vian ban thoa thu@n phan chia di san c6 tir 02 (hai) trang tro lén,
thi timg trang phai duge danh s6 thir t; s6 lugng lrang va 101 chimg duoce ghi tai
trang cudi cua van ban thoa thuan phén chia di san. Truong hgp van ban thoa
thuan phan chia di san co tir 02 (hai) to tro 1én thi phai dong dau giap lai.

+ Trong truomg hop ngudi yéu ciu chimg thue khong théng thao tiéng
Viét thi phai co nguoi phién dich. Ngudi phién dich phai la nguoi c6 néng lyc
hanh vi dan su day du theo quy dinh cua phap luat, thong thao tieng Viét va
ngdn ngir ma ngudi yéu cau chimg thue sir dung. Ngudoi phién dich do ngudi
yéu cau chimg thue moi hodic do co quan thyc hién chimg thye chi dinh. Thu lao
phién dich do nguoi yéu ciu chimg thye tra.Ngudi phién dich c6 trach nhiém
dich da}f du, chinh xéc néi dung cua van ban thoa thuan néi dung loi Chl.m_:_.:, cho
nguoi yéu cau chimg thuc va ky vao timg trang van ban thoa thuan vai tu cach
la nguoi phién dich.

- Cach thire thye hi¢n: Nop ho so truc tiép tai Uy ban nhéan dan cap xa.
- Thanh phén, s6 lwgng ho so:

~ Ngudi yéu céu chimg thuc ndp 01 (mét) bd hé so yéu cau chimg thye,
gom cac giay to sau day:

+ Dy thao véan ban thoa thudn phan chia di san;

+ Ban sao gidy chimg nhin quyén so hiru, quyen st dung hodc ban sao
gidy to thay thé dugc phap luat quy dinh doi véi tai san ma phép luat quy dinh
phai dang ky quyén s hitu, quyén sir dung trong truong hgp hop dong, giao
dich lién quan dén tai san do (xuat trinh kém theo ban chinh dé déi chiéu).

- Thivi han gidi quyét:

Khong qué 02 (hai) ngay lam viéc, ké tir ngay nhén du ho so yéu cau chlmg
thue hodic ¢6 thé kéo dai hon theo thoa thudn bing van ban véi ngudi yéu cau
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chimg thue. Truong hop kéo dai thoi han giai quyét thi ngudi tiép nhan hf‘) so phai
c6 phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chimg
thure.

- P6i twong thwe hién thi tuc hanh chinh: Ca nhén, t6 chirc.

- Co quan thye hién thi tuc hanh chinh: Uy ban nhan dén cap xa.

- Két qui thye hién thi tuc hanh chinh: Vin ban thoa thuan phan chia
di san dugc chimg thyc.

- Phi: 50.000 dong/van ban.

- Tén mau dom, mau to khai: Khong.

- Yéu ciu, diéu kién thwe hién thii tuc hanh chinh: /

- Can cir phap ly cua thu tuc hanh chinh:

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

~ + Nghj Qinh_sﬁ 07/2025/ND-CP ngay 09/01/2025 cua Chinh phu sira doi,

b6 sung mét so diéu cua cac Nghi dinh trong linh vuce hé tich, quoc tich, chimg
thure;

+ Thong tu 51:.- 01/2020/TT-BTP ngay 03/3/2020 cua B¢ truong Bo Tu
phap quy dinh chi tiét va huéng dan thi hanh mot sn diéu cua Nghi dinh sb

23/2015/NB-CP ngay 16/02/2015 cua Chinh phu vé cép ban sao tir ban chinh,
chimg thuc chir ky va ching thuc hgp dong, giao dich;

+ Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bj truong Bo Tai
chinh quy dinh mirc thu, ché do thu, ndp, quan Iy va sir dung phi chimg thue.

5. Thu tye chirng thye vin ban khai nhan di sin ma di sin la dong
sén, quyén sira dung dat, nha &

- Trinh ty thwe hién:

+ Nguoi yéu cdu chimg thuc xuat trinh ban chinh hodc ban sao ¢6 chimg
thuye Gidy chimg minh nhan dan/The cin cudc cong dan/The cén cuac:'Glay
chimg nhén can cude/H chiéu/gidy t& xuat nhap canh/gidy t& ¢6 gia tri di lai
quoc té con gia tri sur dung hodc Can cude dign tr va nop 01 (mot) b hé so yéu
cau chirng thue.

+ Nguai thyre hién chimg thye (hodc ngudi uep nhén hoé so trnng tn.r{mg hop
ln:p nhan hé so tai Bo phan M{J! cuea) kiém tra gidy to tmng hé so yéu cau chimg
thue, néu day du, tai thcn diém chimg thuc cic bén tham gia van ban khai nhin di
san tr nguyén, minh man va nhan thire, lam chu duge hanh vi cua minh thi tiép
nhén hé so, thue hién chimg thue.

+ Nguoi khai nhén di san phai ky truée mat nguai thue hién chimg thue, néu
van ban khai nhan di san c6 tir hai trang tro l1én thi phai ky vao timg trang
Trudng hep ngudi yéu cau chimg thuc n-:;up hé so tai Bo phdn Mot ciza thi ngudi
khai nhdn di san phai ky truée mat ngudi tiép nhén ho so.
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+ Trudmg hop nguoi yéu cau chimg thue khong ky duoc thi phai diem chi;
néu ngudi do khong doc duge, khong nghe duge, khong ky, khong diém chi
dugc thi phai c6 02 (hai) nguoi lam chimg. Nguoi lam chimg phai ¢6 du nang
lire hanh vi dan su va khong co quyé-n lgi ich ho@ic nghia vy lién quan dén giao
dich. Ngudi lam ching do ngum yéu cau chimg thye bo tri. Truong hop ngudi

yéu cau chimg thuc khong bo tri duge thi dé nghj co quan thyuc hién chimg thuc
chi dinh ngudi lam chimg.

+ Ngum thuc hién chimg thyuc (hodc ngudi tiép nhan ho so) ghi 1o chi.mg
theo mau quy dinh. Truong hop ti€p nhan ho so tai Bo phan Mot cwa thi nguai
tiép nhan ho so ky vao timg trang cta van ban khai nhan di san va ky vao dudi
l&r chimg theo mau quy dinh.

Nguoi thure hién chimg thye Ky vao timg trang cua van ban khai nhén di san
(neu ho so khong duge tiép nhin qua Bé phan Mot cua), ky, ghi r6 ho tén, dong
dau cuia co quan thue hién chimg thuc va ghi vao s chimg thue.

Déi vGi véan ban khai nhan ¢6 tir 02 (hai) trang, trar 1én, thi tu‘ng trang phai
duge danh so thir ty, c6 chir ky cua ngudi yéu cau chimg thuc va nguoi thuc
hién chimg thuc; s6 lwong trang va 1oi chimg dugce ghi tai trang cudi cla vin ban
théa thudn. Truong hop van ban khai nhan co tir 02 (hai) to tro 1én thi phai dong
déu giap lai.

+ Trong truong hop ngudi yéu cau chimg thuc khong théng thao tiéng
Viét thi phai c6 nguoi phién dich. Ngum phién dich phai 1a nguai ¢ nang lue
hanh vi dan s day du theo quy dinh cua phép ludt, thong thao tiéng Viét va
ngén ngir ma ngudi yéu cau chimg thyc str dung. Ngudi phién dich do ngudi
yéu cau chimg thyc moi hodc do co quan thyue hién chimg thue chi dinh. Tha lao
phién dich do ngudi yéu cau chimg thuc tra. Nguoi phién dich ¢6 trach nhiém
dich day du, chinh xac ndi dung cua van ban khai nhén di san, ndi dung loi chimg
cho ngudi yéu cau chimg thyc va ky vao timg trang vin ban khai nhin véi tu cach
la nguoi phién dich.

- Cich thire thye hign: Nop ho so truc tiép tai Uy ban nhan dan cip xa.

- Thanh phan, so lwgng ho so:

Ngl.rm yéu cau chimg thue nop 01 (mdt) bé hd so yéu cau chimg thue,
gOm cdc gidy to sau day:

+ Dur thao vin ban khai nhan di san;

+ Ban sao gidy chimg nhan quyén so hiru, quyén sir dung hodic ban sao
gidy to thay thé duge phép ludt quy dinh d6i voi tai san ma phap luét quy dinh
phal dang ky quyén so htru, quyén st dung trong trudng hop van ban khai nhén
di san lién quan dén tai san d6 (xuét trinh kém theo ban chinh dé déi chiéu).

- Thoi han giai quyet,

Khnng qua 02 (hai) ngay lam viéc, ké tir ngay nhén du ho so yéu cau chl.rng
thuc hodc cé thé kéo dai hon theo thna 1huan barlg van ban vdi ngudi yéu cau
chimg thyc. Truong hop kéo dai thai han giai quyét thi nguoi tiép nhén hé so phai
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¢6 phiéu hen ghi ro thoi gian (gio, ngay) tra két qua cho ngudi yéu ciu chimg
thure.

- Pbi twgng thwe hién thi tuc hianh chinh: Cé nhan, t6 chirc.

- Co quan thye hién thi tyc hanh chinh: Uy ban nhan dan cap xa.

- Két qua thuwre hién tha tuc hanh chinh: Van ban khai nhan di san dugc
chimg thure.

- Phi: 50.000 dong/van ban.

- Tén méiu don, mau tir khai: Khong.

- Yéu cau, diéu kién thue hién thii tue hanh chinh: /

- Cén cir phap Iy cia thu tue hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phi vé cip
ban sao tir ban chinh, chirng thuc chir ky va chimg thuc hgp dong, giao dich;

+ Nghi dinh s0 07/2025/ND-CP ngay 09/01/2025cua Chinh phu stra doi,
bd sung mét s6 diéu cua cac Nghij dinh trong linh vuc hé tich, quéc tich, chimg
thure;

+ Théng tu sérﬂIIEOEUFTT-B‘TP ngay 03/3/2020 cua B§ truong By Tu
phap quy dinh chi tiet va huéng dan thi hanh mgt so diéu cua Nghj dinh so
23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban sao tir ban chinh,
chimg thue chir ky va chimg thuc hgp dong, giao dich;

+ Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cua B¢ truong Bg Tai
chinh quy dinh muc thu, ché d¢ thu, ngp, quan ly va sir dung phi chimg thuc.

6. Thii tuc chirng thye viée sira doi, bo sung, hily bo hop dong, giao
dich

- Trinh ty thue hién:

+ Nguoi yéu cau chimg thuc xuat trinh ban chinh hodc ban sao ¢6 chimg
thyc Gidy chimg minh nhin dan/Thé can cudc cong dan/Thé cin cucrchm}'
chimg nhén cin cudc/Ho chiéu/gidy to xuat nhap canhfblay Lo co gia trj di lai

quoc té con gia trj s dung hodc Cén cudc dign tur dé ngudi thye hién chimg
thyre kiém tra va nop 01 (mdt) bo hé so .

+ Viée sira doi, bo sung, huy bo hop dong, giao dich da durgce chl.'mg thue
chi dugc thyc hién khi ¢6 thoa thudn bing vin ban cua cic bén tham gia hop
dong, giao djch.

+ Viéc stra doi, bo sung, huy bo hgp dong, giao dich dugce thye hign tai co
quan da chimg thuc hop dong, giao dich. Trudng hop stra doi, bd sung, thay thé,
hu}? bo mot phan hodc toan b di chiic thi ¢ thé chimg thye tai bat ky co quan
¢6 tham quyén chimg thyc nao.

+ Ngudi thue hién ching thye (hodc ngudi tlep nhan hé so trong lrucrn;,
hop tiép nhan hn so tai Bo ph.;m Mot cuwa) kiém tra gmy tor trong ho so yéu cau
chimg thyc, néu diy du tai thoi diém chimg thuc cdc bén tham gia hop dong,
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giao dich tu nguyén, minh man va nhin thire, lam chu duoe hanh vi cua minh thi
tiép nhan ho so, thuc hién chimg thue.

+ Cac bén tham gia hgp dﬂng, giao dich phai ky truée mat nguoi thue
hi¢n chimg thyc, néu h(;rp dong co tir 02 (hai) trang tro Ién thi phai ky vao timg
trang. Truong hop ngudi yéu cau chimg thue ndp hé so tai Bg phdn Mot ciea thi
ciac bén tham g:a ht:.rp dcmg giao d;ch phai ky trude mat ngudi tlep nhén hoé so.
Trudmg hop ngudi c6 tham quyén glao két hop dong cua cac to chure tin dung,
doanh nghi¢p di dang ky chir ky mau tai co quan thyc hién chimg thue thi co thé
ky trude vao hgp dong; ngudi thye hién chimg thyue (hodc ngudi tlep nhén ho so
tal Bo phdn Mot ciea) phai d6i chiéu chir ky cua ho trong hgp déng véi chir ky
mau trude khi thuc hién chimg thuc, néu nghi ngé chir ky trong hop déng khéc
vai chir ky mau thi yéu cau ngum do6 ky trude mat.

+ Trm:mg hgp ngudi yéu cau chimg thue khong ky duoc thi phai diém chi;
néu nguoi do khﬂng doc dugc, khong nghe duoc, khong ky, khong diém chi
dugc thi phal c6 02 (hai) nguoi lam chimg. Ngudi lam chimg phai ¢6 du nang
lyre hanh vi dan sy va khong co quyeén, lgi ich hodc nghia vu lién quan dén hop
dong, glau dich. Nguoi lam chimg do ngum yéu cau chimg thyrc b6 tri. Truong
hop nguoi yéu cau chimg thue khéng bo tri duge thi dé nghi co quan thyuc hién
chimg thuc chi dinh nguoi lam chimg.

o Ngum thuc hién chimg thl,:c (hodc nguoi t]Ep nhan hé so) ghi loi chimg
twong ung vai timg loai hop dr:rng giao dich theo mau quy dinh. Truong hop ticp
nhén h{} so tai B phan Mot ciea thi nguoi tiép nhén hé so ky vao timg trang cia
hop dong, giao dich va ky vao dudi 16i chimg theo mau quy dinh.

Nguoi thue hién chung thye ky vao timg trang cua hop dong, giao dich
{neu ho so khong dugc tiép nhin qua Bg phdn Mot cura), ky, ghi rd ho tén, dong
diu cua co quan thye hién chimg thuc va ghi vao sé chimg thure.

béi véi hcrp dong, glao dich co tir 02 (hai) trang tro 1én, thi timg trang
phai duge danh so thir tw; so lugng trang va 16i chimg dugc ghi tai trang cuoi
cua hgp dn:mg, giao djch. Truong hop hgp dong, giao dich c6 tir 02 (hai) t&r tro
|én thi phai dong dau giap lai.

+ Trong truomg hop ngudi yéu cau chimg thue khéng Iht“mg thao tiéng
Viét thi phai c¢6 nguoi phién dich. Ngudi phién dich phai 1a nguoi c6 nang luc
hanh vi dan sy da}f du theo quy dinh cua phip ludt, thong thao tieng Viét va
ngon 1ngu ma nguoi yéu cau chimg thue sir dung. Ngudai phién dich do ngudi
yéu cau chimg thuc mai hode do co quan thye hién chimg thye chi dinh. Thu lao
phién dich do ngudi yéu cu chl.mg thue tra. Ngum phién d;ch co trach nhigém
dich day du, chinh xac ni dung cia hqp dong, giao dich, noi dung 10i chimg
cho nguoi yéu ciu chimg thyc va ky vao timg trang hop dong véi tu cach la
nguoi phién dich.

+ Co quan thyuc hién viéc sira dg:‘:rL bo sung, thay thé, huy bo mét phan
hodc toan bg di chic phai thong bao bang vén ban cho co quan da chimg thuc
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truoe day vé ndi dung sira déi, bé sung, thay thé, hu}r bo mét phan hodc toan bo
di chiic dé ghi cha vao S6 chimg thuc hop dong, giao dich.

+ Nguoi yéu cau chimg thuc nhan két qua tai noi ndp hé so.

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

- Thanh phan, s6 lwgng ho so:

Ngudi yéu cdu chimg thye nop 01 (mét) bd héd so yéu cau chimg thue,
gdm céc gidy to sau day:

+ Hop dong, giao dich di dugc chimg thuc;

+ Du thao hgp dong, giao dich sira di, bd sung, hiy bé hop déng, giao
dich da dugc chimg thuc;

+ Trong trudng hop néi dung sira doi, bd sung co lién quan dén tai san thi
nguoi yéu cau chimg thuc phai nop ban sao kém ban chinh dé doi ChIEl.I gidy
chimg nhan quyen so hiru, quyén sir dung hodc ban sao gidy to thay thé dugc
phap ludt quy dinh d6i vai tai san ma phap lut quy dinh phai ding ky quyén so
hiru, quyén str dung, trir trudng hop nguoi lap di chiic dang bi cai chét de doa dén
tinh mang.

- Thoi han giai quyét: Thoi han thye hién yéu cau chimg thyc la ngay
trong ngay co quan, to chire tiép nhan yéu céu hodc trong ngdy lam vige tiép
theo, néu tiép nhan yéu cau sau 15 gio. Tn.rcrng hgp tra két qua trong nga:f lam
viée tiép theo thi nguoi tiép nhan hé so phai cé phiéu hen ghi r thoi gian (gio,
ngay) tra két qua cho ngudi yéu cau chimg thue.

- P6i twgng thue hién thi tue hanh chinh: Ca nhan, t6 chirc

- Co quan thye hién thii tue hanh chinh: Uy ban nhan dan cap xa.

- Két qua thye hién tha tuc hanh chinh: Hop dong, giao dich duge chimg
thye

- Phi: 30.000 dong/hgp dong, giao dich.

- Tén mau don, méu té khai: Khong

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

Viéc sira d6i, bo sung, huy bo hop dong, giao dich da dugc chu'ng thyec
chi dugc thuc hién khi c6 théa thuan bang vin ban cia cac bén tham gia hop
dong, giao dich.

- Can cir pha’p Iy ciia thi tuc hanh chinh:

+ Nghi dinh s6 120/2025/ND-CP cua Chinh phu ngay 1 1/6/2025 quy dinh
vé phdn dinh tham quyén cua chinh quyén dia phwong 02 cap trong linh vue
quan Iy nha nwoc cua Bo Tu phdp;

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé Cap
ban sao tir ban chinh, chimg thyc chir ky va chimg thuc hop dong, giao dich;
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+ Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 cua Chinh phu siura doi,
bo sung mot so diéu cua cac Nghi dinh trong linh vuc h tich, quéc tich, chimg

thure;

+ Thong tu sé 01/2020/TT-BTP ngay ﬁ3f3f”ﬂ21] cua B¢ truong By Tu
phap quy dinh chi tiét va huéng dan thi hanh mot 50 diéu cua Nghi dinh s6
23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cip ban sao tir ban chinh,
chimg thuc chir ky va ching thuc hop dong, giao dich;

+ Théng tu sb 226/2016/TT-BTC ngay 11/11/2016 cia B) truong Bo Tai
chinh quy dinh mirc thu, ché d¢ thu, ndp, quan ly va sir dung phi chimg thure.

7. Thii tue sira 16i sai sot trong hop dﬁng. giao dich
- Trinh ty thyre hién:

+ Ngudi yéu cau chimg thuc xudt trinh ban chinh hodc ban sao ¢6 chimg
thue Gidy chimg minh nhin dan/Thé can cudc cong dan/Thé can cude/Gidy
chu‘ng nhan can cuoe/HO chiéu/gidy to xuét nhap canhfglay to co gia tri di lai
quoc t€ con gia tri str dung hodic Cén cude dién tir va ndp 01 (mot) bo ho so.

+ Viéc stra 16i sai sot trong khi ghi chép, danh médy, in hgp dong, giao
dich da dugc chimg thuc durge thyre hién theo thoa thuin bang van ban cua cac
bén tham gia hop déng, giao dich, néu khéng 1am anh huéng dén quyf':n, nghia
vu cua cdc bén va duge thuc hién tai co quan da chimg thuc hop dong, giao
dich.

+ Ngudi thue hién chimg thye gach chan lf':':i sai sot cén.sﬁa, dong dau cua
co quan thye hién chimg thue va ghi vao bén lé cua hop dong, giao dich ndi
dung da sura, ho tén, chir ky cua nguoi sira, ngay thang nam sira.

+ Ngudi yéu cau chimg thuc nhan két qua tai noi nop hé so.

- Céch thire thyre hién: Nop ho so truc tiép tai Uy ban nhan dan cap xa.

- Thanh phén, sé lwgng hd so:

~ Ngudi yéu cau chimg thuc ngp 01 (mdt) b hé so yéu cau chimg thure,
gom cac giay to sau day:

+ Vin ban thoa thudn vé viéc sira 18i sai s6t trong hop dong, giao dich da
duge chimg thuc

+ Hop dong, giao dich da dugc chimg thuc;

+ Bén sao gidy chimg nhan quyén s& hiru, quyén sir dung hodc ban sao
gidy t&r thay thé dm;:rc phap luat quy dinh doi véi tai san ma phap luat quy dinh
phai dang ky quyen so hir, quyen sir dung trong trudng hop hop dong, giao
dich lién quan dén tai san d6 (xuat trinh ban chinh dé doi chleu)

- Thoi han giai quyet' Thai han thye hign yéu cau chimg thyc la ngay

trong nga}f co quan, t6 chic tiép nhan yéu cau hoic trong ngay lam vigc tiep
theo, néu tiép nhan yéu cau sau 15 gio. Trudong hop tra két qua trong ngay lam
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viéc tiép theo thi ngudi tiep nhén.hc:: so phai ¢ phiéu hen ghi rd thoi gian (gio,
ngay) tra két qua cho ngudoi yéu cau chimg thure.

- Poi twgng thye hién thi tue hanh chinh: Ca nhan, t6 chire.

- Co quan thue hién thi tuc hanh chinh: Uy ban nhdn déin cap xa.
- Két qua thyce hién thi tuc hanh chinh: Hop dong, giao dich dugc stra
loi k¥ thuat.

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

- Tén mau dom, méu ti khai: Khong.

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

- Cin cir phap Iy cia thi tuc hanh chinh:

+ Nghij dinh so 120/2025/ND-CP cua Chinh phu ngay 11/6/2025 quy dinh

vé phan dinh tham quyén cua chinh quyén dia phwong 02 cdp trong linh vuc
quan [y nha meoc cua Bo Tu phdp;

+ Nghj dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cép
ban sao tir ban chinh, chimg thure chir ky va chimg thyuce 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 ciia cac Nghi dinh trong linh vuc ho tich, qudc tich, chimg
thue;

+ Thong tu sé_ﬂle[)Z{}fTT-B_'I'P ngay 03/3/2020 cua Bo truong By Tu
phap quy dinh chi tiét va huéng dan thi hanh mgt so dicu cua Nghi dinh s0
23/2015/ND-CP ngay 16/02/2015 cua Chinh phu ve cap ban sao tir ban chinh,
chimg thye chir ky va chimg thuc hgp dong, giao dich;

+ Théng tu s6 226!‘?{}16£TT-B I'C ngay 11/11/2016 cua B¢ truong B Tai
chinh quy dinh murc thu, ché dé thu, nop, quan ly va su dung phi ching thure.

8. Thu tuc tap bin sao ¢ chirng thwe tir ban chinh hop ddng, giao
dich da duge chirng thye

- Trinh tr thue hién:

+ Nguoi yéu cau cap ban sao c6 chimg thuc tir ban chinh hgp dong, giao
dich phai xuat trinh cac giay to theo quy dinh.

+ Nguoi thuc hién chimg thuc ktem tra gidy 1o do nguoi yéu cau cap ban
sao co chimg thye tir ban chinh hop dong, giao dich xuit trinh.

+ Viéc cap ban sao ¢ chimg thuc tir ban chinh hop dong, giao dich da
dugc chimg thuce duge thue hién tai co quan luu trir hgp dong, giao dich.

+ Co quan thyre hién chimg thue tién hanh chup tir ban chinh hop dong,
giao dich dang duoc luu trir va thye hién chimg thye nhu sau:

* Ghi day du 1&i chimg theo mau quy dinh:

* Ky, ghi rd ho tén, déng déu cua co quan, to chire thuc hién chimg thuc
va ghi vao so chimg thue.
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E)Dl voi ban sao co tir 02 (hai) trang tro 1én thi ghi 16i chimg vao trang
cudi, néu ban sao ¢6 tir 02 (hai) tor trar 1én thi phai dong dau glap lai.

Mdi ban sao duge chimg thuc tir mdt ban chmh gm}f to, van ban hodc
nhiéu ban sao dugc chimg thue tir mgt ban chinh giay to, van ban trong ciing
mét thoi diém duoc ghi mét sb chimg thue.

- Céch thirc thye higén: Nop hé so truc tiép tai Uy ban nhdn dan cap xa.

- Thianh phin, s6 lrgng hd so: Nguoi yéu cau chimg thyue xuit trinh ban
chinh hodc ban sao c6 chimg thuc Giay chimg minh nhan déin/Thé cén cudc
cong dan/The can cude/Gidy chirng nhan cén cuoc/HO chiéu/gidy t& xudt nhap
canh/gidy t&r 6 gia tri di lai quoc té con gia tri sir dung hodc Can cudce dién .

- Théi han giai quyét: Thoi han thyce hién yéu cau chimg thuc la ngay
trong ngay co quan, to chire tlep nhan yéu cau hodc trong ngay lam vigc t:Ep
theo neu tiép nhén yéu cau sau 15 glﬂ Trudmg hop tra két qua trong ngay lam
viéc tiép theo hodc phai kéo dai thoi gian theo thoa thudn thi nguoi uep nhan hn
so phai ¢6 phiéu hen ghi rd thoi gian (gi, ngay) tra két qua cho ngudi yéu cau
ching thure.

- Doi twgng thue hién thia tuc hanh chinh: Ca nhén, to chire.

- Co quan thye hién thu tyc hanh chinh: Uy ban nhén ddn cap xa heu
trir hop dong, giao dich.

- Két qua thwe hién thi tuc hanh chinh: Ban sao hgp dong, giao dich
duge ching thye.

- Phi: 2.000 dﬂngﬁtrang, tir trang thir 3 tror 1én thu 1.000 dong/trang, t6i da
thu khnng qué 200.000 dong/ban. Trang la can clr dé thu phi duge tinh theo
trang cua ban chinh.

- Tén mau don, mau t& khai: Khong.

- Yéu cau, diéu Kién thye hién thi tuc hanh chinh: /

- Cin cir phap Iy cua tha tue hanh chinh:

+ Nghi dinh 56 120/2025/ND-CP cua Chinh phu ngay 11/6/2025 quy dinh

vé phan dinh tham quyén cua chinh quyén dia phwong 02 cdp trong linh viec
quan Iy nha meoc cua Bo Tie phdp;

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

+ Nghj dinh s6 07/2025/ND-CP ngay 09/01/2025 cua Chinh phu sira doi,
b6 sung mét so diéu cua cac Nghi dinh trong linh vue hé tich, qudc tich, chimg
thue;

+ Théng tu so L01/2020/TT-BTP ngay 03/3/2020 cua B¢ truong B Tu
phap quy dinh chi tiét va hudng din thi hanh maot sn diéu cua Nghi dinh so
23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban sao tir ban chinh,
chimg thyc chit ky va chimg thuc hgp dong, giao dich;
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+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cia Bé truong Bo Tai
chinh quy dinh muc thu, ché dé thu, ndp, quan ly va sir dung phi chimg thuc.

9. Chirng thye chir ky ngudi dich ma ngudi dich la edng tic vién dich
thuit cia Uy ban nhin dan cip xi

- Trinh tu thue hién:

+ Nguoi yéu cau chimg thue chir ky ngudi dich phai xudt trinh cac giay to
phuc vu viéc chimg thyuc chir ky nguai dich.

+ Nguai thyc hién chimg thuc (hodc nguoi tiép nhan ho so trong truong
hop tiép nhan ho so tai Bo phan Mot cua) kiém tra gidy to do ngucn yéu cau
chimg thue xudt trinh, néu thay du gidy o theo quy dinh va giay to, vén ban

duge dich khong thudc céc truong hop gidy to, van ban khong duge dich dé
chimg thue chir ky ngudi dich thi thue hién chimg thuc nhu sau:

* Khi thl,rc hién chimg thyre, ngum thue hlEI’l chimg thue phai déi chiéu
chir ky ctuia ngudi dich trén ban dich vai chir ky mau trude khi thyuce hién chimg
thue; truong hop nghi ngér chir ky trén ban dich sé véi chit ky mau thi yéu cau
nguoi dich ky trude mat.

* Ghi day du 1oi chimg chimg thyc chir ky ngudi dich theo méu quy dinh;

* Ky, ghi rd ho tén, dong déu cia co quan, to chire thue hién chimg thuc
va ghi vao so6 chimg thure.

Doi vdi ban dich gidy 4, van ban c6 tir 02 (hai) trang trd 1én thi ghi 1oi
chimg vao trang cuoi, néu giay to, vin ban co tir 02 (hai) to tro 1én thi phai dong
dau giap lai.

- Cach thire thye hién: Nop ho so tryuc tiép tai Uy ban nhdn ddn cdp xa.

- Thanh phén hé so: Ban dich va gidy to, vin ban can dich.

- Thoi han thye hién: Thoi han thue hién yeu cau chimg thuc la ngay
trong nga}f co quan, to chire tiep nhan yéu cau hoic trong ngay lam viéc tiep
theo néu tiép nhan yéu cau sau 15 ycr Truomg hop tra két qua trong ngay lam
viéc tiép theo hodc phai kéo dai thoi gian theo thoa thudn thi ngudi tiép nhén hn
so phai ¢6 phiéu hen ghi rd thoi gian (gir, ngay) tra két qua cho nguoi yéu cau
chimg thye.

- Doi twgng thue hién thi tuc hanh chinh: Cé nhan
- Co quan thye hién thi tue hanh chinh: Uy ban nhdn déin cdp xa.

- Két qua thyc hién thi tyc hanh chinh: Gidy to, van ban dugc chimg
thue chir ky ngudi dich.

- Phi: 10.000 dong/truong hop.

- Tén miu don, mau to khai: Khong

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

Gié}' td, van ban khong duge dich dé chimg thure chir ky nguai dich:
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+ Giay to, vin ban da bj tay xoa, sira chira; thém, bt néi dung khong hop
€.

+ Gidy t&, van ban bi hu hong, cii nat khong xac dinh duge ndi dung.

+ Giay to, van ban dong dau mat cua co quan, t6 chirc c6 tham quyen
hodc khéng déng dau méat nhung ghi rd khéng duge dich.

+ Gidy t&, van ban ¢é ndi dung quy dinh tai Khoan 4 Diéu 22 cua Nghi
dinh s6 23/2015/ND-CP .

+ Giay t0, vin ban do co quan, t6 chirc ¢6 thdm quyén cua nudc ngoai
cap, cong chimg hodc chimg nhan chua dugc hop phap hoa lanh su theo quy
dinh tai Khoan 1 Diéu 20 cua Nghi dinh sO 23/2015/ND-CP , trir giay ho chiéu,
the cdn cudc, the cu tru gidy phép lai xe, bang tot nghiép, chimg chi va bang
diém kém theo béng t6t nghiép, chimg chi.

- Cén cir phap Iy cua thu tue hanh chinh:

+ Nehij dmh O !20;’2025,-’,"&"{}-(? P cua Chinh phu ngay Hfﬁr’ 2025 quy dinh
vé phan dinh tham quyén cua chinh quyén dia phcong 02 cap trong linh viec
quan Iy nha nuoc cua Bo Tu phdp,

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

+ Théng tu s6 01/2020/TT-BTP ngay 03/3/2020 cua B truong Bo Tu
phép quy dinh chi tiét va hudng dan thi hanh mat sn diéu cua Nghi dinh sb

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

+ Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bj truong Bo Tai
chinh quy dinh mirc thu, ché do thu, ndp, quan Iy va sir dung phi chimg thue.

10. Chirng tlu;c chir ky nguoi dich ma nguoi dich khong phai la cong
tac vién dich thuit caa Uy ban nhin din cdp xi

- Trinh tu thuc hién:

+ Nguoi yéu cau chimg thyce chir ky ngudi dich phai xuat trinh céc gidy t&r
phuc vu viéc chimng thye chir ky nguai dich.

+ Nguoi thue hign chimg thue (hodc nguoi tiép nhén ho so trong truong
hop tlep nhan h{} S0 tai Bo phan Mot cwa) kiém tra gld}" to do ngl.rm yéu cau
chimg thyc xuat trinh, néu thiy du gidy to theo quy dinh va giay to, van ban
duge dich khong thugc cac truong hop giay to, van ban khéng dugce dich dé
chimg thyue chir ky nguoi dich thi yéu cau nguoi dich ky trurde miét va thue hién
chimg thye nhu sau:

* Ghi day du 1oi chimg chimg thuc chir ky ngudi dich theo mau quy dinh;

2 Ky ghi rd ho tén, dong déu ciia co quan, t6 chire thue hién chimg thye
va ghi vao so chimg thuc.
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Pbi voi ban Qich’giéy’tf:r, van ban c6 tir 02 (hai) trang tro 1én thi ghi loi
chimg vao trang cudi, néu giay to, vin ban co tir 02 (hai) to tre lén thi phai dong
dau giap lai.

- Céch thire thye hién: Nop ho so tryc tiép tai Uy ban nhén dan cép xa.

- Thanh phan hd sd: Ngudi yéu cau chirng thuc xuat
trinh cac giay td sau:

+ Ban chinh hodc ban sao ¢6 chimg thuc Giay chimg minh nhan dan/The can
cude cong dan/Thé cén cude/Gidy chimg nhén can cudce/H chiéu/gidy t& xuat
nhip canh/giay to c6 gia tri di lai quoc té con gid trj sur dung hodc Céan cudce digén
tur;

+ Ban chinh hogc ban sao tir s0 g,m:, ban sao ¢ chimng thyc bang cir nhén
ngoai ngir tré 1én vé thu tlcng nurdc ngﬂal can dich hodc bang tot nghiép dai hoc
tro 1én d6i voi tha lleng nuoc ngoai can dich; trir truong hop dich nhu*ng ngon
ngit khong pho bién ma ngudi dich khong co bang cur nhdn ngoai ngilr, bang tot
ng,hlep dai hoc nhung théng thao ngén ngir can dich thi phai ngp ban cam két vé
viéc théng thao ngdn ngir do va chju trach nhiém vé ni dung ban djch;

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

- Thoi han thye hién: Thoi han thye hl¢n yéu cau chimg thyuc la ngay
trong ngay co quan, to chie tiép nhdn yéu cau hodc trong ngay lam viéc tiép
theo néu tiép nhén yéu ciu 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 tiep nhén hn
so phai ¢ phiéu hen ghi ro thoi gian (gid, ngay) tra ket qua cho ngudi yéu cau
chimg thure.

- Doi tugng thuc hién thu tuc hanh chinh: Ca nhén.
- Cor quan thye hién thii tue hanh chinh: Uy ban nhén déin cdp xa.

- Két qua thuc hién tha tuc hanh chinh: Gidy td, van
ban dudc ching thuc chi ky ngudi dich.

- Phi: 10.000 dong/trudng hagp.

- Tén mau dom, miu t khai: Khong,
- Yéu céu, diéu kién thwe hién thi tuc hanh chinh:

* Uy ban nhén dén cdp xa chi chimg thye chir ky ngudi dich khong phai la
cong tac vién khi nguoi do tu dich giay to, van ban cua minh.

* Gidy o, van ban khéong dugc dich dé chimg thyc chir ky ngudi dich:
+ Gidy to, van ban da bj tay xoa, sira chira; thém, bat néi dung khong hop

-

le.

+ Gidy t&, vin ban bj hu hong, cii nat khong xac dinh duge néi dung.
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+ Giay 1o, van ban dong diu mat cua co quan, t6 chitc ¢ thim quyén
hodc khong dong dau mat nhung ghi ré khong duge dich.
+ Gidy to, van ban ¢6 ndi dung quy dinh tai Khoan 4 Diéu 22 cua Nghj
dinh so0 23/2015/ND-CP.
ok Gidy to, van ban do co quan, t6 chirc c6 thAm quyén ctia nude ngoai
cap, cong chimg hodc ching nhan chua duge hgp phap hoa lanh su theo quy
dinh tai Khoan 1 Piéu 20 cia Nghij dinh sn 23/2015/ND-CP, trir gidy hé chiéu,

thé cén cudc, the thuong tri, the cu try, gidy phép lai xe, bing t6t nghiép, chimg
chi va bang diém kém theo bing tét nghiép, chimg chi.

- Ciin cir phap Iy cia tha tye hanh chinh:

+ T}mng tie 56 08/2025/TT-BTP ngay 12/6/2025 quy dinh vé phan dinh
tham quyén cua chinh quyén dia phwong 02 cdp va phdn cdp trong linh viec
quan ly nha nueoc cua Bo Tw phap,

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

~ + Nghi dinh s0 07/2025/ND-CP ngay 09/01/2025 cua Chinh phu stra doi,
bod sung mgt so diéu cua cac Nghi dinh trong linh vuc hé tich, quoc tich, chimg
thyre;

+ Thong tu séF{lIIZI}Z{}ITT -BTP ngay 03/3/2020 cua B¢ truong B Tu
phap quy dinh chi tiét va huéng dan thi hanh mot so diéu cua Nghi dinh so
23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cdp ban sao tir ban chinh,
chimg thyc chir ky va chimg thuc hgp dong, giao dich;

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cia Bo truong Bo Tai
chinh quy dinh muc thu, ché do thu, nép, quan ly va sir dung phi chimg thyc.



