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THONG BAO
Cong bé danh muc thii tuc hanh chinh dwgrc sira ddi, bo sung va bi bai bé linh vwe chirng
thwe thudc pham vi, chirc ning quan ly ctia Sé Tw phap

Can ctir Quyét dinh s6 4517/QD-UBND ngay 04/11/2025 ctia UBND thanh phd Hai
Phong vé viéc cong bd danh muc tha tuc hanh chinh duge sira d6i, bd sung va bi bai bo linh
vuc ching thuc thudc pham vi, chitrc nang quan 1y cua S Tu phap.

Vin phong HDND - UBND xi Cam Giang niém yét cong khai tai Trung tam phuc
vu hanh chinh cong va trén Cong thong tin dién tir xd Cam Giang tai dia chi truy
cap:camgiangl.haiphong.gov.vn danh muc thu tuc hanh chinh duogc sitra d6i, bd sung va bi
b&i bo linh vuc ching thuc trén dia ban; cu thé nhu sau:

1.THU TUC HANH CHIiNH BI BAI BO LINH VU'C CHUNG THUC

STT | Sohoso Tén thii tuc hanh Tén VBQPPL la cin civ | Linh vue Co quan
TTHC chinh sira ddi, bd sung thyue hién
Nghi dinh sb 280/2025/ND-
CP stra ddi, bd sung mot $6
diéu cta Nghi dinh s6
Chimg thyc vén ban | 23/2015/ND-CP vé cap ban 7
khai nhén di san ma di sao tur s6 goc, chiing thuc , Uy ban nhan
1 2.001009 san la dong san, quyén | ban sao tir ban chinh, chimg Chimg thyc dan cép xa
st dung dat, nha & thuc chir ky va ching thuc
hop déng, giao dich, dugc
sira d6i, bo sung bai Nghi
dinh s6 07/2025/ND-CP

2.THU TUC HANH CHINH PUQC SUA POI, BO SUNG TRONG LINH
VUC CHUNG THUC

ST
T

So ho so
TTHC

Tén tha tuc hanh
chinh

Tén VBQPPL quy dinh
nodi dung sira doi, bo sung

Linh
vue

Co quan
thuc hién

2.000908

Cép ban sao tir s6 goc

Nghi dinh s 280/2025/ND-
CP sira doi, bd sung mot $6
diéu cuia Nghi dinh s
23/2015/ND-CP vé cip ban
sao tir s6 gdc, chimg thyc ban
sao tir ban chinh, chirng thuc
chir ky va chimg thuc hop
déng, giao dich, dugc sua doi,
bd sung bai Nghi dinh sd
07/2025/Nb-CP

Ching
thuc

Céc coquan, t6
chic 1ap s6
g0c




Chtrng thuc ban sao tur
ban chinh giay to, van
ban do co quan, to chiic

Nghi dinh s6 280/2025/ND- CP

c6 thim quyén ciia Viét stra ddi, bd sung mot s6 diéu cua Uy ban
) z ., -, | Nghidinh s6 23/2015/ND-CP vé nhan dan cap
INam; co quan, t6 chirc cé L1, 2oz , o A 1
thim quyén ctia nudc cap l?an 540 t U S0 806, chun,g Chung *d To chu;c
2.000815 . e thuc ban sao tir ban chinh, ching hanh nghé
ngodi; co quan, t chuc thuc chit ky va chirng thyc hop thye cong ching;
c6 tham quyeén cua Viét X . . N ¢ ;
Nam lién kit véi co dongxg, giao d%gh, du_(yc.sua c301, Co quan dai
Y bo sung bai Nghi dinh so6 dién
quan, 16 chiic ¢6 tham 07/2025/ND-CP
quyén cua nudc ngoai
cép hodc chung nhan
Nghi dinh s6 280/2025/ND- CP
Chung thyc chit ky trong | sira d6i, bd sung mot sé diéu cia Uy ban
c4c gidy to, van ban (4p | Nghi dinh s6 23/2015/ND-CP vé nhan dan cp
dung cho ca truong hop cép ban sao tir s6 gbc, chimg Chim xd; T6 chure
2.000884 | ching thuc diém chi va | thuc ban sao tir ban chinh, ching thucg hanh nghé
truong hop ngudi yéu cau | thuc chit ky va ching thuc hop : cong ching;
ching thuc khong ky, ddng, giao dich, duoc sira doi, Co quan dai
khong diém chi duoc) bd sung boi Nghi dinh sb dién
07/2025/ND-CP
Nghi dinh s6 280/2025/ND- CP
stra d6i, bd sung mot sb diéu cua
Chung thuc chit ky ngudi | Nghi dinh s6 23/2015/ND-CP vé Uy  ban
dich ma nguoi dich 1a cAp ban sao tir s6 gbc, ching nhan dan cip
cdng tac vién dich thuat | thuc ban sao tir ban chinh, ching X&; T6 chirc
cua Uy’ban nhan dan c{ip thue chir ky va ching thuc hop Chimg hanh nghé
2 000992 Xa, t6 chitc hanh nghé dong, giao dich, dugc stra (jéi, thure cong ching
cong chung bo sung bdi Nghi dinh s6 :
07/2025/Nb-CP
Nghi dinh s6 280/2025/ND- CP
Ching thyc chit ky nguoi | stra doi, bo sung mot sb diéu ctia
dich ma nguoi dich | Nghi dinh s6 23/2015/ND-CP vé Uy ban
khong phai la cong tac cép ban sao tir s6 gdc, chimng Chim nhan dan cip
2.001008 | vién dich thuat ciia Uy | thuc bdn sao tir ban chinh, ching thu’cg X&; To chirc
ban nhan dan cap X&, t6 | thuc chir ky va chirng thuc hop : hanh nghé
chire hanh nghé cong ddng, giao dich, duoc sira doi, cdng chitng
chung bd sung boi Nghi dinh sb
07/2025/Nb-CP
Nghi dinh s 280/2025/ND- CP
stra d6i, bd sung mot sb diéu cua
Chitng thyc giao dich Nglgi diflh s 23‘/2915;/ND-¢P ve
lién quan dén tai san la cap ban sao tir s0 £0°%, chimg Ching Uy ban nhéan
2.001035 s , S sir d thye ban sao tir ban chinh, ching A~
ong san, quyen s dyng thuc dan cap xa

dat, nha o

thue chit ky va chirng thuc hop
déng, giao dich, duoc stra ddi,
bd sung boi Nghi dinh sb
07/2025/Nb-CP




2.001019

Chung thyc di chic

Nghi dinh s6 280/2025/ND- CP
stra d6i, bd sung mot sb diéu cua
Nghi dinh s 23/2015/ND-CP vé
cip ban sao tir s6 gbc, ching
thyc ban sao tir ban chinh, chiing
thuc chit ky va chirng thuc hop
déng, giao dich, duoc stra ddi,
bd sung boi Nghi dinh sb
07/2025/Nb-CP

Chung
thuc

Uy ban nhan
dan cap xa

2.001016

Chung thyc van ban tur
choi nhén di san

Nghi dinh s6 280/2025/ND- CP
stra d6i, bd sung mot sb diéu cua
Nghi dinh s6 23/2015/ND-CP vé
cép ban sao tir s6 gbc, chimng
thyc ban sao tir ban chinh, chiing
thuc chit ky va chung thuc hop
déng, giao dich, duoc stra ddi,
bd sung boi Nghi dinh sb
07/2025/Nb-CP

Chung
thuc

Uy ban nhén
dan cap xa

2.001406

Chung thuc van ban
phan chia di san ma di
san la dong san, quyén

sir dung dat, nha ¢

Nghi dinh s6 280/2025/ND- CP

stra d6i, bd sung mot sb diéu cua
Nghi dinh s6 23/2015/ND-CP vé

cip ban sao tir s6 gbc, chimng

thyc ban sao tir ban chinh, chiing
thuc chit ky va chung thuc hop

df”)ng, giao dich, duoc stra doi,

bd sung boi Nghi dinh sb
07/2025/ND-CP

Chung
thuc

Uy ban nhén
dan cap xa

10

2.000913

CﬁL}ng thuee viée sira doi,
bo sung, hity bo giao dich

Nghi dinh s6 280/2025/ND- CP
stra d6i, bd sung mot sb diéu cua
Nghi dinh s6 23/2015/ND-CP vé
cAp ban sao tir s6 gbc, ching
thuc ban sao tir ban chinh, ching
thuc chit ky va chiing thuc hop
déng, giao dich, duoc stra ddi,
bd sung boi Nghi dinh sb
07/2025/Nb-CP

Chung
thuc

Uy ban nhan
dan cap xa

11

2.000927

Sika 16i sai sot trong giao

dich

Nghi dinh s 280/2025/ND- CP
stra d6i, bd sung mot sb diéu cua
Nghi dinh sb 23/2015/ND-CP vé

cép ban sao tir s6 gbc, ching
thuc ban sao tir ban chinh, ching
thue chit ky va chirng thuc hop

déng, giao dich, duoc stra ddi,

bd sung boi Nghi dinh sb
07/2025/Nb-CP

Chung
thue

Uy ban nhan
dan cap xa




Cdp ban sao c6 chimg
12 2.000942 | thuc tir ban chinh giao

Nghi dinh s6 280/2025/ND- CP

stra d6i, bd sung mot sb diéu cua
Nghi dinh s0 23/2015/ND-CP vé

cap ban sao tur s0 goc, ching

thye ban 520 tir ban chinh, chimg | P8

Uy ban nhéan

dich da diegc chimg thye | thyc chit ky va ching thye hop thye dan cap xa
déng, giao dich, dugc stra (K)i,
b6 sung boi Nghi dinh so6
07/2025/ND-CP
Noi nhin: CHANH VAN PHONG

- Lanh dao UBND xa (b/c);
- Cac phong, don vi thuoc UBND x&;
- Luu: VP,

Nguyén Hai Tan




JC HANH CHINH PUQC SUA POL, BO SUNG
LINH VUC CHUNG THUC
1. Thii tuc cap bén sao tir sd goc

- Trinh tu thuc hién:

+ Truong hop nop ho so truc tiép tai co quan, to chire ¢é tham quyén,
nguoi yéu cdu cap ban sao tir s6 goc xudt trinh cdc gidy to theo quy dinh dé
ngueoi tiép nhdan ho so kiém tra;

+ Truong hop nop hé so qua dich vu buu chinh, nguoi yéu cau cdp ban
sao tir s6 goc phdi giri kém hé so theo quy dinh va 01 phong bi ddn tem ghi ré
ho tén, dia chi nguoi nhdn;

+ Truong hop nép ho so triec tuyén, nguoi YeU cdu cdp ban sao tir s6 goc
CO thé ndp ban dién tir hodc ban sao dién tir giay to theo quy dinh.

+ Co quan, té churc can cur vao Sé gé'c dé cdp ban sao,; ndi dung ban sao
phdi diing theo s6 goc. Truong hop s goc khong con dwoc luu triv hodc khong
co thong tin theo yéu cau thi co quan, t6 chirc ¢é trach nhiém trd 1oi bang vin
ban cho nguwoi yéu cau.

+ Két qua dwoc tra truc tié'p hodc qua dich vu buu chinh cong ich hoac
truc tuyén theo phuong thirc nguoi yéu cau da dang ky.

+ Nguoi thuc hién ching thuc khong yéu cau nguoi yéu cau chitng thire
ndp, xudt trinh bdn chinh hodc ban sao cdc gzay to, tai liéu da dwoc tich hop

trén VNelD khi nguoi yéu cau chimg thuwe dd xudt trinh thong tin twong g tir
VNelD.

+ Truwong hop nguoi yéu cdau chimg thwe dé nghi va nguwoi thiee hién
chitng thurc c6 thé khai théc thong tin, gidy to tir Co s6 dit liéu quéc gia vé dan
cu hodc cac co so dir lieu khac theo quy dinh cua phap luat thi nguoi thuc hién
ching thyc co trach nhiém thyc hi¢n viéc khai thac thong tin, gicfy to tu cac co
so dit ligu nay, khong yéu cau nguwoi yéu cau ching thuc xudt trinh ban chinh,
ban sao tir 6 goc hodc ban sao ¢é chirng thwe doi véi cdc théng tin, gidy to da
duoc khai thac.

- Cach thire thwe hién: Nép truc tiép hodc qua dich vu buu chinh
hodc triec tuyén trén méi triong dién tir dén co quan, t6 chirc leu s6 goc. Két
qua dwoc tra truc tié}? hodac qua dich vu buu chinh cong ich hodc truc tuyén
theo phwong thirc ngwoi yéu cau da dang ky (da di diéu kién thwc hién dich vu
cong triee tuyén toan trinh).

- Thanh phén, s6 lwong hd so:
Ho so dé nghi cdp ban sao tir s6 goc bao gom cdc gidy to sau dady:

+ Mot trong cdc gidy to sau: Can cude dién tir; ban chinh hodc bdn sao
cua Theé can cudc cong ddan hodac Thé can cudc hodc Gidy chung nhdn can
cudc hodc Ho chiéu hodc gidy to xudt nhdp canh hodc gidy to ¢é gid tri di lai
quoc té con gia tri sw dung;

+ Bdn chinh hodc bdn sao ¢é chimg thice gidy to chirng minh quan hé
voi nguoi dwoc cdp ban chinh trong truong hop nguoi yéu cau la nguoi dai



di¢n theo phap ludt, nguoi dai di¢n theo uy quyén ciia cd nhdn, t6 chirc dwoce
cdp ban chinh; cha, me, con; vo, chong; anh, chi, em ruét; nguoi thira ké khac
ciia nguoi dwoc cdp bdan chinh trong triweong hop ngwoi dé da chét.

- Thoi han giai quyet Thoi han thuc hién yéu cau chimg thuc la
ngay trong ngay co quan, 6 chirc tiép nhdn Yéu cau hodc trong ngay lam
viéc tzep

theo néu tiép nhdn yéu cdau sau 1 5 gio. Thoi han dwoc tinh tir ngay co quan, t6
chire nhédn dit ho so hop 1é triee tiép, theo dau buu dién dén hodc theo thoi diém
hé thong dich vu cong ghi nhan da nhan du ho so hop Ié.

- Po6i twong thure hién thi tuc hanh chinh: Ca nhan, t6 chic.

- Co quan thye hién thi tuc hanh chinh: Co quan, t6 chuc lap s6 gdc.

- Két qua thwe hién thi tuc hanh chinh: Ban sao duoc cap tir s6 gdc.

- Phi: Khong.

- Tén miu don, miu to khai: Khong.

- Yéu cau, diéu kién thue hién thi tuc hanh chinh:
+ Co quan, 16 chirc can cir VAo so goc dé cap ban $ao; ndi dung ban sao
phai dung theo so goc.

- Can ctr phap ly cia tha tuc hanh chinh:

+ Nghi dinh 6 280/2025/ND-CP sua dél bé sung mét s6 diéu ciia Nghi
dinh s6 23/2015/ND-CP vé cdp bdn sao tir s6 goc chitng thyc ban sao tir ban
chinh, chitng thuwc chit ky va chimg thuc hop dong, giao dich, dwoc sira doi, b6
sung béi Nghi dinh s6 07/2025/NP-CP;

+ Nghi dinh 86 23/2015/ND-CP vé cap ban sao tir ban chinh, chimg thuc
chir ky va chirng thuc hgp dong, giao dich;

+ Thong tu sO 01/2020/TT-BTP quy dinh chi tiét va hudng dan thi hanh
mot s6 diéu ctia Nghi dinh s6 23/2015/ND-CP vé cap ban sao tir ban chinh,
chtmg thuc chit ky va chtng thuc hop dong, giao dich.

2. Thu tuc chirng tl‘u.rc ban sao tir ban chinh gidy to, viin ban (‘10
co’ quan, t0 chire 6 tham quyén & Viét Nam; co' quan, to chire c0 thim quyén

ciia nuwéc ngoai; co’ quan, t0 chirc co tham quyén cuia Viét Nam lién két voi
co quan, to chirc O thaim quyén ciia nwéc ngoai cap hoic chirng nhan

- Trinh tw thwce hién:

+ Ngudi yéu ciu ching thuc phai xuét trinh ban chinh gidy to, vin ban
lam co s dé chirng thuce ban sao va ban sao can ching thuec.

+ Truong hop nguoi yéu cau chung thuc chi xuat trinh ban chinh thi co
quan, t6 chirc tlen hanh chup tir ban chinh dé thuc hién chtng thyc, trir trudng
hop co quan, t6 chirc khong c6 phuong tién dé chup.

+ Ngudi thuc hién chung thuc kiém tra ban chinh, d6i chiéu v&i ban sao,
néu ndi dung ban sao dung voi ban chinh, ban chinh gidy to, vin ban khong
thudc cac truong hop ban chinh gidy to, van ban khong duoc dung lam co s&
dé chung thyc ban sao thi thuc hi¢n ching thuc nhu sau:



* Ghi day du 1o chimg ching thyc ban sao tir ban chinh theo miu quy
dinh;

* Ky, ghi rd ho tén, dong du cua co quan, t chirc thyc hién chtng thuc
va ghi vao s6 chung thuec.

Dbi vé6i ban sao ¢6 tir 02 (hai) trang tré 18n thi ghi 101 ching vao trang
cuoi, néu ban sao co tir 02 (hai) to tro 1én thi phai dong dau giap lai.

MJi ban sao duoc chimg thuc tir mot ban chinh giéy td, van ban hoac
nhic€u ban sao dugc chung thyc tir mot ban chinh gidy to, van ban trong cung
mot thot diém dugc ghi mot s6 chig thuec.

+ Ngudi yéu cau chimg thuc nhan két qua tai noi ndp hd so.

+ Nguoi thuc hién chirng thuc khong yéu cau nguoi yéu cau chitng thuc
nép, xudt trinh bdan chinh hoac ban sao cac gzay to, tai liéu da duoc tich hop
trén VNelD khi nguwoi yéu cau chirng thwe da xudt trinh théng tin tiong g tiv
VNelD.

+ Truong hop nguoi yéu cau chieng thuc dé nghi va nguoi thuc hién
chitng thye c6 thé khai thac théng tin, gidy to tir Co s6 dir liéu quéc gia vé dan
cuw hodc cac co so dir liéu khac theo quy dinh cua phap ludt thi nguoi thuc hién
chimg thuc c6 trach nhiém thuwc hién viéc khai thac thong tin, giéy to tw cdc co
so dit ligu nay, khong yeu cau nguwoi yéu cau ching thic xudt trinh ban chinh,
ban sao tir 6 goc hodc ban sao c¢é chirng thwe déi véi cdc théng tin, gidy to da
duwoc khai thac.

+ Nguwoi yéu cau chirng thiee ban sao phai chiu trach nhi¢m vé néi dung,
tinh hop 1¢, hop phdp cua ban chinh gidy to, van ban ding lam co s¢ dé chimg
thwc ban sao. Nguoi yéu cau chitng thuee ¢6 trach nhiém xdc dinh cdc logi gidy
to, van ban can ching thwc ban sao tir ban chinh theo quy dinh cua phap ludt
va khong duwoc yéu cau chiing thye ban sao tur ban chinh gidy to, van ban quy
dinh tai Diéu 22 cia Nghi dinh s6 23/2015/NP-CP.

+ Nguoi thuc hién chirng thuc chiu trach nhiém vé tinh chinh xdc ciia
ban sao so voi ban chinh. Truong hop nguoi thuc hién ching thic nhdn thdy
phdp ludt khdng quy dinh vé viéc phdi sir dung glay t0, van ban chirng thyc ban
sao tir ban chinh thi hiwdng dan cho nguoi yéu cau chirng thuc vé viéc nay.

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

- Thanh phan, s6 lwong hd so: Ban chinh gidy to, van ban lam co
s0' dé chimg thyc ban sao va ban sao can chimg thyc. Truong hop nguoi yéu
cau chung thuc chi xuat trinh ban chinh thi co quan, t6 chuc tién hanh chuyp tir
ban chinh dé thyc hi¢n ching thuc, trir truong hop co quan, t6 chure khong co
phuong tién dé chup. Ban sao, chyp tir ban chinh dé thuc hién ching thuc phai
c6 day du cac trang da ghi thong tin cua ban chinh.

- Thoi han giai quyét:

Thot han thye hién yéu cau ching thyc phai duoc bao dam ngay trong

ngay co quan, t6 churc tiép nhan yéu cau hodc trong ngay lam viéc tiép theo,

néu tiép nhan yéu cau sau 15 gio. Ddi véi trudng hop cing mot IGc yéu cau
ching



thue ban sao tu nhiéu loai ban chinh gidy to, 'van ban; ban chinh ¢6 nhiéu trang;
yéu cau s6 1u:0’ng nhiéu ban sao; ndi dung gidy td, van ban phirc tap kho kiém
tra, di chiéu ma co quan, to chirc thyc hién ching thue khéng thé dap tng
dugc thot han néu trén thi thoi han chimg thuc dugc kéo dai thém khong qua
02 (hai) ngay lam viéc hodc c6 thé dai hon theo thoa thuan bang van ban vOi
ngudi yéu cau ching thue. Truong hop tra két qua trong ngay lam viéc tiép
theo hodc phai kéo dai thoi gian theo quy dinh thi ngudi tiép nhan ho so phai
c6 phiéu hen ghi 5 thoi gian (gid, ngay) tra két qua cho ngudi yéu cau chimg
thuc.

Poi twong thue hién thi tuc hanh chinh: C4 nhan, t6 chue.

- Co quan thyec hién thi tuc hanh chinh: Uy ban nhén dén cép
xa; To chirc hanh nghé cong chirng; Co quan dai dién.

K¢ét qua thwe hién thi tuc hanh chinh: Ban sao dugc chimg thuc tir ban

chinh.

Phi:

+ Tai Uy ban nhan dan cip x&, T chuc hanh nghé cong chung: 2.000
dong/trang; tr trang thir 3 tré Ién thu 1.000 dong/trang, toi da thu khéng qua

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

+ Tai co quan dai dién: 10 USD/bén.
Tén mau don, miu to khai: Khong

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

Ban chinh gidy to, van ban khong duoc ding 1am co s& dé ching thuc ban
Sa

0. + Ban chinh bi téy x0a, stra chira, thém, bt nd1 dung khong hop 1€.

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

+ Ban chinh dong diu mat cta co quan, to chirc c6 tham quyén hoic
khong dong dau mat nhung ghi rd khong dugc sao chup.

+ Ban chinh c6 ndi dung trai phép luat, dao dtrc xa hoi; tuyén truyén,
kich dong chién tranh, chéng ché d6 xa hoi chii nghia Viét Nam; xuyén tac lich
st cua dan toc Viét Nam; xuc pham danh dy, nhan pham, uy tin ctia ca nhan,
t6 churc; vi pham quyén cong déan.

+ Ban chinh do co quan, t6 chitc c6 thim quyén ciia nudc ngoai cap,
cong chung hoac chung nhan chua dugc hop phap hoa lanh su theo quy dinh
tai Khoan 1 Dicu 20 Nghj dinh s6 23/2015/ND-CP, trir hg chiu, thé can cudc,
thé thuong tra, the cu tra, gidy phép lai xe, bang tét nghiép, chtng chi va bang
diém kém theo bang tot nghiép, ching chi.

+ Gidy t0, van ban do ca nhén ty 1ap nhung khong c6 xac nhan va dong
déu ctia co quan, to chirc c6 thim quyén.



- Can cw phap ly caa thi tuc hanh chinh:
+ Nghi dinh 6 280/2025/ND-CP sua dét bé sung mot s6 diéu ciia Nghi
dinh s6 23/2015/ND-CP vé cdp ban sao tir s6 goc chung thyuc ban sao tir ban

chinh, ching thuwc chit ky va ching thuc hop dong, giao dich, dwoc sira doi, bo
sung boi Nghi dinh s6 07/2025/NP-CP;

+ Nghi dinh sb 23/20{5/ND-CP vé cép ban sao tur ban chinh, ching thuc
chir ky va chirg thuc hop dong, giao dich;
+ Thong tu sO 01/2020/TT-BTP quy dinh chi tiét va huéng dan thi hanh

mot s6 diéu cia Nghi dinh s6 23/2015/ND-CP vé cap ban sao tir ban chinh,
chung thyc chit ky va chimg thuc hop dong, giao dich;

+ Thong tu $6 226/2016/TT-BTC quy dinh murc thu, ché d6 thu, nop,
quan 1y va str dung phi chung thuc;

+ Thong tu s6 264/2016/TT-BTC quy dinh muc thu, ché dg, thu, ndp,
quan 1y va st dung phi, I¢ phi trong linh vuc ngoai giao 4p dung tai cac co quan
dai dién Viét Nam & nudc ngoai,

+ Thong tu s6 257/2016/TT-BTC quy dinh mtrc tl}u, ché do thu, nQp,
quan 1y, str dung phi cdng chung; phi chung thyc; phi tham dinh tiéu chuan,
diéu kién hanh ngh€ cong ching; phi tham dinh di€u kién hoat dong van phong
cong chig; 1€ phi cap thé cong chiing vién.

3. Thu tuc chung thwe chir ky trong cac glay to, van ban (ap

dung cho ca trwong hop chung thye diém chi va truong hop ngudi yéu cau
chirng thwe khong thé ky, khong thé diém chi dwoc)

Trinh tw thwe hién:

~ + Nguoi yéu cau chimg thyc chir ky/diém chi/khong thé ky, khong thé
diém chi dugc phai xuat trinh cac gidy to phuc vu viéc ching thuc chir ky.

+ Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng
Viét thi phai c6 nguoi phién dich. Nguoi phién dich phai 1a ngudi cé nang luc
hanh vi dan sy day du theo quy dinh cua phap luat, thong thao tiéng Viét va
ngon ngir ma nguoi yéu cau chimg thyc st dung. Nguoi phién dich do ngudi
yéu cau ching thuc moi hoac do co quan thuc hién chimg thyc chi dinh. Thu
lao phién dich do nguoi yéu cau chimg thuc tra.

+ Nguoi thuc hién ching thuc (hodc nguoi tiép nhan ho so) kiém tra
gidy to yéu cau ching thuc, néu thay du gidy to theo quy dinh, tai thoi diém
ching thuc, nguoi yéu cau chirng thuc minh man, nhan thic va lam cha duoc
hanh vi cua minh va viéc chig thuc khong thude cac truong hop khong dugce
chtng thuce chit ky thi yéu cau nguoi yéu cau chimg thuc ky/diém chi trude
mat va thuc hién ching thuc nhu sau:

* Ghi day du 10i chting chung thyc chit ky theo mau quy dinh phia
dudi chir Ky duge chimg thue hodc trang lién sau cua trang gidy td, van ban cO
chit ky duoc chung thuc; néu hd so tiép nhan tai Trung tdm phuc vu hanh
chinh céng



cap X8, Co quan dai dién thi ngudi tiép nhan ho so ky vao dudi 101 chimg theo
mau quy dinh va chuyén hé so cho nguoi thuc hién chiung thuc.

* Nguoi thue hién chung thuc ky, g}li r0 ho tén, dong diu cua co

quan, td chure thuc hién chirng thuc va ghi vao s6 ching thuec.

Dbi voi gidy to, van ban ¢6 tir 02 (hai) to tr¢ 1€n thi phai dong dau giap
lai. Truong hop 101 chimg dugc ghi tai to lién sau cua trang c6 chir ky thi phai
dong dau giap lai gitra giay to, van ban ching thuc chir ky va trang ghi 1oi
chung.

+ Nguoi thuc hién ching thuc khong yeu cau nguwoi yéu cau chimng thiee
nép, xudt trinh bdan chinh hoac ban sao cac gzay to, tai liéu da dwoc tich hop
trén VNelD khi ngwoi yéu cau chirng thwe da xudt trinh théng tin tiong iing tir
VNelD.

+ Truong hop nguoi yéu cau ching thuc dé nghi va nguoi thyc hién
chitng thye c6 thé khai thac théng tin, gidy to tir Co s6 dit liéu quéc gia vé dan
cuw hodc cac co so dir liéu khac theo quy dinh cua phap ludt thi nguoi thuc hién
chimg thuc co trach nhiém thuc hién viéc khai thac thong tin, gicfy to tw cdc co
so dit ligu nay, khong yeu cau nguwoi yéu cau ching thic xudt trinh ban chinh,
ban sao tir 6 goc hodc ban sao c¢é chitng thwe déi véi cdc théng tin, gidy to da
duwoc khai thac.

- Cach thire thwe hién: Nop ho so truc tiép tai Uy ban nhan dan
cap xa, T6 chire hanh nghé céng ching, Co quan dai dién hodc ngoai tru so clia
co quan thuc hién ching thuc néu ngudi yéu cau chimg thuc thudc dién gia
yéu, khong thé di lai duoc, dang bi tam gitr, tam giam, thi hanh an phat tu hoac
c6 ly do chinh dang khac.

Thanh phan hd so:
Nguoi yéu cau chimg thuc phai xuat trinh cac gidy to sau:

+ MGt trong cdc gidy to sau: Can cudc dién tir; ban chinh hodc ban sao
cua The can cudc cong dan hodc Thé can cuoc hodc Gicfy churng nhdn can
cwde hodc Hp chiéu hodc gidy to xudt nhdp canh hodc gidy to c6 gid tri di lai
quoc té con gid tri sir dung.

+ Gidy to, vin ban ma minh s& yéu cau ching thue chir ky Truong hop
chung thyc chit ky trong gidy td, van ban bang tleng nudc ngoai, néu nguoi
thue hién chimg thyc khong hiéu rd noi dung cua gidy to, van ban thi c6 quyen
yéu cau ngu’oq yéu cau chimg thue ndp kém theo ban dich ra tiéng Viét noi
dung cua gidy to, van ban do6 (ban dich khong can cong chung hodc ching thyc
chir ky nguoit dich, nguot yéu cau chung thuc phai chiu trach nhi€ém vé noi
dung cua ban dich).

+ Ngudi yéu cau chimg thuc nhan két qua tai noi ndp hd so.

- Thoi han thue hién yéu cau chirng thwe: Thoi han thyc hién yéu

cau chu’ng thyc la ngay trong ngay co quan, t6 chuc tiép nhan yéu cau hoic

trong ngay lam vige tiép theo néu tiép nhan yéu cau sau 15 gio. Trudng hop
tra két



qua trong ngay lam viéc tiép theo hodc phai keo dai thoi gian theo thoa thuén
thi nguoi tiép nhén ho so phai c6 phiéu hen ghi 13 thoi gian (gio, ngay) tra két
qué cho ngudi yéu cau ching thuc.
- P6i twong thue hién thi tuc hanh chinh: C4 nhan.
- Co quan thyc hién thi tuc hanh chinh: Uy ban nhan dan cip
xa, To chtc hanh nghé cong chung, Co quan dai dién.

- Két qua thuc hién thu tuc hanh chinh: Gidy to, van ban dugc

chung thyuc chit ky/diém chi.
- Phi:

. TTai Uy ban nhéan dan cép x4, To chitc hanh nghé cong chung: 10.000
dong/truong hop (truong hop duge tinh 1a mot hodc nhi€u chit ky trong mot
giay to, van ban).

+ Tai co quan dai dién: 10 USD/ban.

- Tén miu don, mau t& khai: Khong.

- Y&u cau, diéu kién thwe hién thii tuc hanh chinh:
Truong hop khong dugce chung thuc chir ky:

+ Tai thoi diém chung thuc, ngudi yéu cau chimg thuc chir ky khong
nhan thirc va lam chu duoc hanh vi ciia minh.

+ Nguoi yéu cau chung thuc chit ky xuat trinh Can cudc dién tw hodc
Thé can cuoc cong dan hodc Thé can cudc hodc Gidy ching nhan can cudc
hodc Ho chiéu hodc gidy to xudt nhap canh hodc giay to co gia tri di lai quoc
té khong con gia tri st dung hoac gia mao.

+ Gidy to, van ban ma nguoi yeu cau chimg thyce ky vao cd ndi dung quy
dinh tai Khoan 4 Bic¢u 22 cua Nghi dinh s6 23/2015/NDb-CP.

+ Gidy to, van ban c6 no1 dung 1a giao dich; trir Gidy uy quyen trong cac
truong hop Gidy iy quyén: (1) Gy quyén vé viéc ndp ho, nhén ho ho so, _giay
to, trir truong hop phap luét quy dinh khong duge uy quyen (2) iy quyén nhéan
ho luong huu, buu pham, tro cap, phu cip; (3) uy quyén nhd trdng nom nha
cua;

(4) uy quyeén cuaa thanh vién ho gia dinh d€ vay von tai Ngan hang chinh sach xa
hoi; hodc trir truong hop phap luat c6 quy dinh khéc.
- Can cir phap ly cia tha tuc hanh chinh:

+ Nghi dinh s 280/2025/ND-CP sua d‘(;z b(; sung mot sé diéu ciia Nghi
dinh s6 23/2015/ND-CP vé cdp ban sao tir s6 goc chung thuc ban sao tur ban

chinh, chitng thuwc chit ky va ching thuc hop dong, giao dich, dwoc sira doi, bo
sung boi Nghi dinh s6 07/2025/ND-CP;

+ Nghi dinh sb 23/201‘5/NB—CP vé cép ban sao tir ban chinh, ching thuc
chir ky va chirg thuc hop dong, giao dich;



+ Thong tu s0 01/2020/TT-BTP quy dinh chi tiét va huéng dan thi hanh
mot sO diéu ctia Nghi dinh s0 23/2015/ND-CP vé€ cap ban sao tur ban chinh,
chung thuc chit ky va chung thuc hgp dong, giao dich;

+ Thong tu s6 226/2016/TT-BTC quy dinh muc thu, ché do thu, ndp,
quan 1y va st dung phi chung thuc;

+ Thong tu s6 264/2016/TT-BTC quy dinh murc thu, ché do, thu, ndp,
quan 1y va str dung phi, I¢ phi trong linh vuc ngoai giao ap dung tai cac co quan
dai dién Viét Nam ¢ nudc ngoai,

+ Thong tu s6 257/2016/TT-BTC quy dinh mtc thu, ché do thu, nop,
quan 1y, str dung phi cdng chung; phi chimg thyc; phi tham dinh tiéu chun,
diéu kién hanh nghé cong ching; phi tham dinh diéu kién hoat dong vin phong
cong chung; 1€ phi cap thé cong chung vién.

4, Chirng thyce chir ky nguoi dich ma nguoi dich la cong tac vién
dich thuit cia Uy ban nhan dan cap xa, #o chirc hanh nghé cong chirng

- Trinh tw thyc hién:

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

+ Nguoi thyce hién ching thyc (hodc nguoi tiép nhan hd so) kiém tra giéy
t do nguoi yeu cau chimg thuc xudt trinh, néu thiy du glay to theo quy dinh va
gidy to, van ban dugc dich khong thudc cac trudng hop gidy td, vin ban khong
duoc dich dé chimg thuc chir ky ngudi dich thi thuc hién chtmg thue nhu sau:

*

Khi thuc hién chimg thuc, ngudi thyc hién ching thuc phai doi
chiéu chit ky cta nguoi dich trén ban dich vé6i chit ky miu trude khi thuc hién
chimg thuc; trudng hop nghi ngd chit ky trén ban dich so véi chit ky mau thi
yéu cau ngudi dich ky trude mit.

* Ghi day du 101 chtng chimg thuc chit Ky ngudi dich theo mau quy dinh;

* Ky, ghi 16 ho tén, dong diu cta co quan, to chirc thuc hién chimg
thuc va ghi vao s6 ching thuc.

Poi véi ban dich gidy to, van ban ¢ tir 02 trang tré 1én thi fiemg trang
phai dugc danh s6 thir tir, €O chiv Ky ciia nguoi dich Va nguoi thuc hién chirg
thuee; s6 lwong trang, to' va loi chitng duoc ghi tqi trang cuoi cua ban dich hoac
trang lién sau trang cudi ciia ban dich; néu gidy to, van bdn co tir 02 to tré 1én
thi phdi déng ddu gidp lai.

+ Nguoi thuc hién chitng thuc khong yeu cau nguwoi yéu cau chimng thire
nép, xudt trinh bdan chinh hodc ban sao cac glay to, tai liéu da dwoc tich hop
trén VNelD khi nguoi Yeu cdu chimg thue da xudt trinh théng tin furong img tir
VNelD.

+ Ter'ng hop nguoi yéu cdu chitng thire dé nghi va nguot thuc hién
chitng thurc c6 thé khai théc thong tin, gidy to tir Co s& di lidu qudc gia vé dan
cu hodc cdc co so dit liu khac theo quy dinh ciia phap ludt thi nguoi thuc hién
chitng thuc cé trach nhiém thuc hién viéc khai thac théng tin, giay to tir cac co
so dir liéu nay,



khong yéu cau nguwoi Yeu cau chitng thuc xudt trinh ban chinh, ban sao i 0
goc hodc ban sao ¢ chirng thuce doi véi Cac thdng tin, giay to da dwoc khai thac.
- Céach thirc thye hién: Nop hé so tryc tiép tai Uy ban nhan dan cap
X4, to chirc hanh nghé cong chirng.
- Thanh phén ho so: Ban dich va gidy td, vin ban can dich.

- Thoi han thye hién: Thoi han thuc hién yéu cau chung thuc 12
ngay trong ngay co quan, t6 chure tiép nhan yéu ciu hodc trong ngay lam viéc
tiép theo néu tiép nhan yéu ciu sau 15 gio hodc ¢6 thé kéo dai hon theo thoa
thuan bang vin ban vOi nguoi yéu cau chimg thuc. Truong hop tra két qua
trong ngay lam viéc tiép theo hodc phai kéo dai thoi gian theo thoa thuén thi
nguoi tiép nhan hé so phai c6 phiéu hen ghi rd thoi gian (gio, ngay) tra két qua
cho ngudi yéu cau chimg thuc.

- Poi twong thure hién thii tuc hanh chinh: Ca nhan.

- Co quan thyc hién thii tuc hanh chinh: Uy ban nhan déan cap x4,
t6 chirc hanh nghé cong ching.

- Két qua thwe hién thi tuc hanh chinh: Gidy to, van ban duoc
chung thyc chit ky nguoi dich.

- Phi: 10.000 dong/trudng hop.

- Tén miu don, miu t& khai: Khong

- Yéu ciu, diéu kién thyre hién thii tuc hanh chinh:
Gidy to, van ban khong duoc dich dé ching thue chir Ky nguoi dich:
+ Gidy to, vin ban da bi tay X0a, stra chira; thém, bét ndi dung khong hop 18.
+ Gidy to, van ban bi hu hong, cii nat khdng xac dinh duoc ndi dung.

+ Gidy to, vin ban dong diu mat ciia co quan, to chirc c6 tham quyén
hoac khong dong dau méat nhung ghi rd khong dugc dich.

+ Gidy to, vén ban ¢6 ndi dung quy dinh tai Khoan 4 Dicu 22 ctia Nghi
dinh s6 23/2015/ND-CP .

o Gidy t0, van ban do co quan, to chtrc ¢4 thAm quyén ciia nude ngoai
cap, cong ching hodc chimg nhan chua duge hop phap hoa lanh sy theo quy
dinh tai Khoan 1 Dicu 20 ctiia Nghi dinh s6 23/2015/ND-CP, trir gidy ho chiéu,
theé can cudc, the cu tra, gidy phép lai xe, bang tot nghiép, chimg chi va bang
diém keém theo bang tot nghiép, ching chi.

- Can ctr phap ly ciaa thi tuc hanh chinh:

+ Nghi dinh s6 280/2025/ND-CP swa d(;l bé sung mot sé diéu ciia Nghi
dinh s6 23/2015/ND-CP vé cdp ban sao tir s6 goc chung thuc ban sao twr ban
chinh, chitng thuwc chit ky va ching thuc hop dong, giao dich, dwoc sira doi, bo
sung boi Nghi dinh s6 07/2025/ND-CP;

+ Nghi dinh s6 23/2015/ND-CP v& cap ban sao tir ban chinh, chimg thye
chit ky va chung thuc hgp dong, giao dich;



+Thong tu s0 01/2020/TT-BTP quy dinh chi tiét va huéng dan thi hanh
mdt s0 dieu ciia Nghi dinh s6 23/2015/ND-CP ve cap ban sao tir ban chinh,
chung thuc chit ky va ching thuc hop dong, giao dich;

+ Thong tu s6 226/2016/TT-BTC quy dinh murc thu, ché do thu, nop,
quan 1y va st dung phi chung thuec.

5. Ching thuc chir ky ngudi dich ma nguoi dich khong phai 1a
cong tac vién dich thuit cia Uy ban nhan dan cap xa, té chirc hanh nghé
cOng chirng

- Trinh ty thyc hién:

+ Ngudi yéu cau ching thue chit ky ngudi dich phai xuat trinh cac gidy
to phuc vu viéc ching thuc chir Ky ngudi dich.

+ Nguoi thyce hién ching thyuc (hodc ngudi tiép nhan ho so) kiém tra gidy
to do ngudi Yéu cau ching thyc xuét trinh, néu thay du gidy to theo quy dinh va
gidy to, van ban duogc dich khong thudc cac trudng hop gidy to, vin ban khong
duogc dich dé chimg thuc chir ky ngudi dich thi yéu cau ngudi dich ky trude mat
va thuc hién ching thuc nhu sau:

* Ghi day du 101 chting chimg thuc chit Ky ngudi dich theo mau quy dinh;

* Ky, ghi r6 ho tén, dong dau cia co quan, to chirc thuc hién chimg
thuc va ghi vao so6 chirng thuc.

Poi véi ban dich gidy to, van ban ¢ tir 02 trang tr¢ 1én thi fiemg trang
phai duoc danh s6 thir tir, €O chiv Ky ciia nguoi dich Va nguoi thuc hién chimg
thue; s6 lwong trang, to' va loi chitng duoc ghi tai trang cuoi cua ban dich hoac
trang lién sau trang cudi ciia ban dich; néu gidy to, van bdn c0 tir 02 to tré 1én
thi phdi déng ddu gidp lai.

+ Nguoi thuc hién ching thuc khong yeu cau nguwoi yéu cau chimng thiee
nép, xudt trinh bdan chinh hodc ban sao cac gzay to, tai lieu da dwoc tich hop
trén VNelD khi nguoi Yeu cdu chitng thue da xudt trinh théng tin fwong g tir
VNelD.

+ Truwong hop ngwoi YeU cau chimg thuc dé nghi VA nguoi thuc hién
chitng thyc c6 thé khai théac théng tin, gidy to tir Co s6 dit liéu quoc gia vé dan
cu hodc cac co so dir liéu Khac theo quy dinh cia phap luat thi nguoi thuc hién
chitng thuc cd trach nhiém thuc hi¢n viéc khai thac thong tin, gldy to tir cac co
so dit liéu nay, khong yéu cau ngu’o’l yéu cdu chitng thuc xudt trinh ban chinh,
ban sao tir s6 goc hodc ban sao ¢ chirng thwe déi véi cac thong tin, gidy to da
duwoc khai thac.

- Cach thire thue hién: Nop ho so truc tiép tai Uy ban nhan dan cap
X&, to chirc hanh nghé cong ching.
- Thanh phan ho so:
Nguoi yéu cau chirng thure xudt trinh cac gidy to sau:

+ Mgt trong cac gidy to sau: Cdan cude dién tit; ban chinh hodc bdn sao
cua Thé can cudc cOng dan hodac Thé can cudc hoac Giay chirng nhdn can cudc
hoac



HO chiéu hodc gidy to xudt nhdp canh hodc gidy to €0 gid tri di lai qudc té con
gia tri su dung;

+ Ban chinh hodc ban sao tir s6 gdc, ban sao c6 chtng thuc bang cir nhan
(dai hoc) ngoai ngir tré 1€n vé thir ti€ng nudc ngoai can dich hodc co bang tot
nghiép dai hoc trd 18n d6i vaoi thir tiéng nude ngoai can dich; trir truong hop
dich nhitng ngdn ngir khdng pho6 bién ma ngudi dich khdng ¢6 bang cir nhan
ngoai ngir, bang tot nghiép dai hoc nhung théng thao ngdn ngir can dich.

+ Ban dich dinh kém gidy to, viin ban cén dich.

- Thoi han thye hién: Thoi han thuc hién yéu cau chung thuc 12
ngay trong ngay co quan, t6 churc tiép nhan yéu ciu hodc trong ngay lam viéc
tiép theo néu tiép nhan yéu cau sau 15 gio hodc o thé kéo dai hon theo thoa
thuan bang vin ban véi ngudi yéu cau ching thuc. Trudng hop tra két qua
trong ngay lam viéc ti€p theo hoac phai kéo dai thoi gian theo thoa thuan thi
ngudi tiep nhan ho so phai c6 phiéu hen ghi rd thoi gian (gio, ngay) tra két qua
cho nguoi yéu cau ching thyc.

- Poi twong thure hién thii tuc hanh chinh: Ca nhan.

- Co quan thyc hién thii tuc hanh chinh: Uy ban nhan dan cap x4,
t6 chirc hanh nghé cong chung.

- Két qua thwce hién thi tuc hanh chinh: Gidy to, van ban duoc
chung thuc chit ky nguoi dich.

- Phi: 10.000 déng/trudng hop.
- Tén miu don, miu t& khai: Khong.
- Y&u céu, diéu kién thye hién thi tuc hanh chinh:
* Uy ban nhan dan cap xa chi chimg thue chir ky ngudi dich khong
phai la cong tac vién khi nguoi do tu dich giay to, van ban cua minh.
* Gidy to, van ban khong dugc dich dé ching thuce chir Ky nguoi dich:
+ Gidy to, van ban da bi tiy x0a, stra chita; thém, bot ndi dung khdng hop 16.
+ Gidy to, van ban bi hu hong, cii nat khdng xac dinh duoc ndi dung.

+ Giay to, van ban dong dau mat cua co quan, to chirc ¢ thim quyén
hoac khong dong dau mat nhung ghi rd khong dugc dich.

+ Gidy to, vén ban ¢6 ndi dung quy dinh tai Khoan 4 Dicu 22 ctia Nghi
dinh s0 23/2015/ND-CP.

ot Gidy t0, van ban do co quan, to chtrc ¢4 thAm quyén ciia nude ngoai
cap, cong ching hodc ching nhan chua duge hop phap hoa lanh sy theo quy
dinh tai Khoan 1 Biéu 20 cua Nghi dinh s6 23/2015/ND-CP, trir gidy hd chiéu,
theé can cudc, the thuong tra, the cu tru, gidy phép lai xe, bang t6t nghiép,
chimg chi va bang diém kem theo bang tot nghiép, ching chi.
- Cian ctr phap ly cia thi tuc hanh chinh:



+ Nghi dinh s6 280/2025/ND-CP sua déz bd sung mot sé diéu ciia Nghi
dinh s6 23/2015/ND-CP vé cdp ban sao tir s6 goc chung thyc ban sao tur ban

chinh, ching thuwc chit ky va ching thuc hop dong, giao dich, dwoc sira doi, bo
sung béi Nghi dinh sé6 07/2025/ND-CP;

+ Nghi dinh s6 23/2015/ND-CP v& cap ban sao tir ban chinh, chimg thyc
chit ky va chung thyc hop dong, giao dich;
+Thong tu s0 01/2020/TT-BTP quy dinh chi tiét va huéng dan thi hanh
mdt s0 dieu ciia Nghi dinh s6 23/2015/ND-CP vé cap ban sao tir ban chinh,
chung thuc chit ky va ching thuc hop dong, giao dich;
+ Thong tu s6 226/2016/TT-BTC quy dinh murc thu, ché do thu, nop,
quan 1y va str dung phi chung thuc.
B. Thi tuc hanh chinh thye hién tai Co quan dai dién
1. Thia tuc chirng thwe chir ky ngwoi dich la vién chire ngoai giao, vién
chire lanh su
- Trinh ty thwce hién:

+ Vién chirc ngoai giao, vién chirc 1anh sy phai cam doan vé viéc da dich
chinh x&c ndi dung giay to, van ban;

+ Ky, ghi rd ho tén, dong dau cia co quan dai dién va ghi vao so ching
thuec.

Poi véi ban dich gidy to, van ban c6 tir 02 trang tré 1én thi timg trang
phai dugc danh 6 thit tw, c6 chiv ky ciia ngwoi dich va ngueoi thwc hién chung
thue; sé lwong trang, to va loi ching dwoc ghi tai trang cudi cia bdn dich
hodc trang lién sau trang cudi cua ban dich; néu gidy to, van bdan cé tir 02 to
tré lén thi phdi dong dau gidp lai.

+ Ngudi yéu cau ching thuc nhan két qua tai noi ndp ho so.
- Céch thire thure hién: Nop ho so tryc tiép tai Co quan dai dién.
- Thanh phén hd so: Ban dich va gidy t&, van ban can dich.

- Thoi han thyc hién: Thoi han thyc hién yéu cau chtng thyc 1a
ngay trong ngay co quan, t6 chue tiép nhan yéu cau hoic trong ngay lam viéc
tiép theo néu tiép nhan yéu ciu sau 15 gio hodc co thé kéo dai hon theo thoa
thuan bang vin ban v6i nguoi yéu cau ching thuc. Truong hop tra két qua
trong ngay lam viéc tiép theo hodc phai kéo dai thoi gian theo thoa thuan thi
nguoi tiép nhan ho so phai co phiéu hen ghi ro thot gian (gi0, ngay) tra két qua
cho nguoi yéu cau chiing thuec.

- P6i twong thue hién thi tuc hanh chinh: C& nhan.
- Co quan thye hién thi tuc hanh chinh: Co quan dai dién.

- Két qua thuc hién thii tuc hanh chinh: Gidy to, van ban dugc
ching thuc chir ky nguot dich.



- Phi: 10 USD/ban
- Tén méu don, miu to khai: Khong
- Yéu ciu, diéu kién thwe hién thi tuc hanh chinh (néu cé):
Gidy t0, vin ban khong dugc dich dé chimg thuc chit ky ngudi dich:
+ Gidy t0, van ban da bj tay x0a, stra chita; thém, bét noi dung khdng hop
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+ Giéy to, van ban bi hu hong, cli nat khong xac dinh dugc ndi dung.
+ Gidy t0, van ban dong dau mat cua co quan, to chirc 6 thAm quyén
hodc khong dong dau mat nhung ghi rd6 khong dugc dich.

+ Gidy to, van ban c6 ndi dung quy dinh tai Khoan 4 Diéu 22 ctia Nghi
dinh s6 23/2015/ND-CP .

+ Gidy t0, vin ban do co quan, t6 chic ¢6 thAm quyén cia nudc ngoai
cap, cong chtng hodc chimg nhan chua dugc hop phap hoa lanh su theo quy
dinh tai Khoan 1 Dicu 20 cua Nghi dinh s6 23/2015/ND-CP; trir h¢ chiéu, the
can cudc, the thuong tra, the cu tra, gidy phép 1ai xe, bang tot nghiép, chimg
chi va bang diém kém theo bang tot nghiép, chimg chi.

- Can cwr phap ly cia tha tuc hanh chinh:

+ Nghi dinh 0 280/2025/ND-CP sua dét bé sung mot sé diéu ciia Nghi
dinh s6 23/2015/ND-CP vé cdp bdn sao tir s6 goc chitng thuc ban sao tir ban

chinh, chitng thuwc chit ky va ching thuc hop dong, giao dich, dwoc sira doi, bo
sung boi Nghi dinh s6 07/2025/ND-CP;

+ Nghi dinh sb 23/20{5/NB-CP vé cép ban sao tir ban chinh, ching thuc
chit ky va ching thuc hop dong, giao dich.
+ Thong tu sO 01/2020/TT-BTP quy dinh chi tiét va huéng dan thi hanh

mot s6 diéu ctia Nghi dinh s6 23/2015/ND-CP vé cap ban sao tir ban chinh,
chung thyc chit ky va chimg thuc hop dong, giao dich;

+ Thong tu s6 264/2016/TT-BTC quy dinh muc thu, ché dg, thu, ndp,
quan 1y va st dung phi, I¢ phi trong linh vuc ngoai giao 4p dung tai cadc co quan
dai dién Viét Nam ¢ nudc ngoai.

2. Thi tuc chirng thue chir ky ngwoi dich khong phai vién chirc ngoai
giao, vién chire 1anh s
- Trinh ty thyce hién:

+ Nguoi yéu cau ching thuc chit ky ngudi dich phai xuét trinh cac gidy
to phuc vu viéc chung thuc chit ky nguoi dich.

+ Nguoi thue hién ching thyc kiém tra gidy to do nguoi yéu cau chimg
thue xuét trinh, néu thay du gidy to theo quy dinh va gidy t, van ban duogc dich

khong thudc céc truong hop gidy to, van ban khong duoc dich dé ching
thuc



chit ky nguoi dich thi yéu cau ngudi yéu cau chimg thuc ky trude mit va thuc
hién ching thyc nhu sau:

* Ghi day dua 101 ching chimg thuc chir ky nguoi dich theo mau quy dinh;

* Ky ghi rd ho tén, dong dau cua co quan, té chirc thyc hién ching thuc
va ghi vao sb chimg thyc.

Déi véi ban dich gidy to, vin ban ¢6 tir 02 trang tr¢ |én thi zing trang
phai duoc danh s6 thir t, €O chiv Ky ciia nguoi dich va nguoi thuc hién chimg
thuc; s6 lwong trang, to' va loi chitng duoc ghi tqi trang cuoi cua ban dich hoac
trang lién sau trang cudi ciia ban dich; néu gidy to, van bdn c6 tir 02 to tré 1én
thi phdi déng dau gidp lai.

+ Ngudi yéu cau chung thuc nhan két qua tai noi ndp ho so.
- Céch thire thure hién: Nop ho so tryc tiép tai Co quan dai dién.
- Thanh phan hd so:
+ Mt trong cdc gidy to sau: Can cude dién tir; ban chinh hodc bdn sao
cua The can cudc cong dan hoac Thé can cudc hodc Gzay chung nhdn can

cudc hodc Ho chiéu hodc gidy to xudt nhdp canh hodc gidy to ¢é gid tri di lai
quoc té con gia tri su dung;

+ Ban chinh hodc ban sao tir s6 gdc, ban sao co chtng thue bang cir nhan
(dai hoc) ngoai ngit trd 1én vé thir tiéng nudc ngoai can dich hodc ¢ bang tot
nghiép dai hoc tro 1én dbi voi thi tiéng nudc ngoai can dich; trix truong hop
dich nhiing ngén ngir khong pho bién ma ngudi dich khong co bang cu nhan
ngoai ngit, bang tot nghiép dai hoc nhung théng thao ngon ngir can dich.
+ Ban dich dinh kém gidy to, vin ban can dich.

- Thoi han thye hién yéu ciu chirng thye: Thoi han thyc hién yéu
cau ching thyc 1a ngay trong ngay co quan, t6 chuc tiép nhan yéu cau hoic
trong ngay lam viéc tiép theo néu tiép nhan yéu cau sau 15 gio hodc co thé kéo
dai hon theo thoa thuén bang vin ban v6i ngudi yéu cau ching thyc. Truong
hop tra ket qua trong ngay lam viéc ti€p theo hodc phai kéo dai thoi gian theo
thoa thuan thi nguoi ti€p nhan ho so phai c6 phiéu hen ghi rd thoi gian (gio,
ngay) tra két qua cho nguoi yéu cau chimg thyec.

- Pdi twong thwe hién thi tuc hanh chinh: C4 nhan.
- Co quan thue hién thi tuc hanh chinh: Co quan dai dién.

- Két qua thyuc hién thi tuc hanh chinh: Giy to, vin ban duoc
chung thuc chit ky nguoi dich.

- Phi: 10 USD/ban.
- Tén méu don, mau t& khai: Khong.
- Yéu ciu, diéu kién thwe hién thi tuc hanh chinh (néu cd):
Gidy to, van ban khong duoc dich dé chimg thuc chit ky nguoi dich:



+ Gidy t0, van ban da bi tay x0a, stra chita; thém, bét ndi dung khdng hop 1é.
+ Gidy t0, van ban bi hu hong, cii nat khong xac dinh dugc ndi dung.
+ Gidy to, van ban dong ddu mat cia co quan, to chirc ¢ thim quyén

hodc khong dong dau mat nhung ghi ré khong dugce dich.

~ +Gidy t0, van ban ¢6 ndi dung quy dinh tai Khoan 4 Piéu 22 cia Nghi dinh
$0 23/2015/Nb-CP.

o Gidy t0, vin ban do co quan, to chirc ¢6 thim quyén ctia nudc ngoai
cap, cong chimg hodc chimg nhén chua du;qc hop phap hoa lanh sy theo quy
dinh tai Khoan 1 Diéu 20 cua Nghi dinh s6 23/2015/ND-CP, trr h¢ chiéu, thé

can cudc, thé thuong tra, the cu tra, gidy phép 1ai xe, bang tot nghiép, chimg
chi va bang diém kém theo bang t6t nghiép, ching chi.

Can cwr phap ly ctia tha tuc hanh chinh:

+ Nghi dinh 0 280/2025/ND-CP sua dét bé sung mot s6 diéu ciia Nghi
dinh s6 23/2015/ND-CP vé cdp bdn sao tir s6 goc chung thyc ban sao tur ban

chinh, chitng thuwc chit ky va ching thuc hop dong, giao dich, dwoc sira doi, bo
sung boi Nghi dinh s6 07/2025/ND-CP;

+ Nghi dinh s 23/2015/ND-CP vé cap ban sao tir ban chinh, chimg thuc
chir ky va ching thuc hop dong, giao dich.

+ Thong tu 5O 01/2020/TT-BTP quy dinh chi tiét va huéng dan thi hanh
mot sO di€u ctia Nghi dinh so 23/2015/ND-CP vé€ cap ban sao tir ban chinh,
chung thuc chit ky va ching thyc hop dong, giao dich;

+ Thong tu s6 264/2016/TT-BTC quy dinh muc thu, ché dg, thu, ndp,
quan 1y va st dung phi, I¢ phi trong linh vuc ngoai giao 4p dung tai cadc co quan
dai dién Viét Nam ¢ nudc ngoai.

. Thii tuc hanh chinh cip x&

1. Thii tuc chikng thuc giao dich lién quan dén tai san la dong sdn,
quyén sur dung dat va nha o

Trinh tw thwe hién:

+ Ngwoi yéu cdu chirng thiee xudt trinh mét trong cdc gidy to sau: Can
cudc dién tu; ban chinh hodc ban sao cua Thé can cudc cong dan hodc Thé
can cuoc hodc Gzay chimg nhdn can cuoc hogc Ho chiéu hodc gidy to xudt
nhap canh hodc gidy to 6 gia tri di lai quoc té con gia tri sir dung va ngp 01
bé hé so yéu cau chirng thye.

+ Nguoi thuc hién ching thuc (hodc nguoi tiép nhan ho so) kiém tra
giéy to trong hd so yéu cau ching thuec, néu déy du, tai thoi diém ching thuc
cac bén tham gia giao dich tu nguyén, minh man va nhan thuc, lam chu dugc
hanh vi cua minh thi thuc hién ching thuc.

+ C4&c bén tham gia giao dich phai ky trudc mat nguoi thuc hién chimg
thuc, néu giao dich c6 tir 02 (hai) trang tré 1én thi phai ky vao timg trang.
Truong



hop nguoi yéu cau chimg thuc nop hé so tai Trung tdm Phyc vy hanh chinh
cong cap xa thi cac bén tham gia giao dich phai ky truéc mat nguoi tlep nhan
hé so. Truong hop ngudi cé tham quyén giao két hop ddng cua cac to chire tin
dung, doanh nghiép da dang ky chir Ky mau tai co quan thuc hién ching thuc
thi ¢6 thé ky trude vao hop dong; ngudi thuc hién ching thuc (hodc nguoi tiép
nhan ho so) phai dbi chiéu chir ky cua ho trong hop dong véi chit Ky mau trude
khi thue hién chimg thue, néu nghi ngo chit ky trong hop déng khac véi chir ky
mau thi yéu cau nguoi d6 ky trudc mat.

+ Truong hop ngudi yéu cau chimg thuc khong ky dugc thi phai diém
chi; néu ngudi d6 khong doc duoc, khong nghe duogc, khong ky, khong diém
chi dugc thi phai ¢6 02 (hai) nguoi lam chimg. Nguoi lam ching phai ¢6 du
nang lyc hanh vi dan sy va khong c6 quyén, loi ich hodc nghia vu lién quan
dén giao dich. Nguoi 1am chimg do nguoi yéu cau chung thyc bb tri. Truong
hop ngudi yéu cau ching thuc khong bé tri duoc thi dé nghi co quan thyc hién
chirng thuc chi dinh nguoi lam ching.

+ Nguoi thue hién ching thue (hodc ngudi tiép nhan ho so) ghi 10
chtng tuong tmg véi timg loai giao dich theo miu quy dinh. Trudng hop tiép
nhan hd so tai Trung tam Phuc vu hanh chinh cong cap x4 thi nguoi tiép nhan
hd so ky vao ting trang cta giao dich va ky vao dudi 1oi chtng theo mau quy
dinh.

Nguoi thyc hién chimg thuc ky vao tung trang cua giao dich (néu hd so
khong dugc tiép nhan qua Trung tim Phuc vu hanh chinh céng cap xa), ky, ghi
rd ho tén, dong dau cta co quan thuc hién chimg thuc va ghi vao s chimg
thuec.

D01 voi giao dich co tir 02 (hai) trang tr¢ 1€n, thi ting trang phai dugc
danh s6 thir tw, co chir ky cua nguoi yéu cau ching thyc va nguoi thue hién
chtng thuc; s6 luong trang va 1oi chimg duoc ghi tai trang cudi cua giao dich.
Truong hop giao dich c6 tir 02 (hai) to trd 1én thi phai dong dau gidp lai.

+ Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng
Viét thi phai c6 nguoi phién dich. Nguoi phién dich phai 1a ngudi cé nang luc
hanh vi dan sy dy du theo quy dinh cua phap luat, thong thao tiéng Viét va
ngon nglr ma nguoi yéu cau chimg thyc st dung. Nguoi phién dich do ngudi
yéu cau chirng thuc moi hoac do co quan thuc hién chimg thyc chi dinh. Thu
lao phién dich do nguoi yéu cau chimg thuc tra. Ngudi phién dich c6 trach
nhiém dich day du, chinh x4c ndi dung cua giao dich, ndi dung 16i chimg cho
ngudi yéu cau chimg thuc va ky vao timg trang giao dich v6i tu cach 13 nguoi
phién dich.

+ Nguoi thuc hién ching thuc khong yéu cau nguwoi yéu cau ching thuec
nép, xudt trinh bdan chinh hodac ban sao cdac glay to, tai liéu da dwoc tich hop

trén VNelD khi nguwoi yéu cau chirng thwe da xudt trinh théng tin tiong vng tir
VNelD.

+ Truong hop nguoi yéu cau chimg thwe dé nghi va ngueoi thuc hién
chitng thuc co thé khai thac thong tin, gidy to tw Co so dir lieu quoc gia vé dan
cu hodc cac co So dir liéu khac theo quy dinh cua phap ludt thi nguoi thuc
hién



chimg thuc c6 trach nhiém thuwc hién viéc khai thac thong tin, gicfy to tur cac co
so dit lieu nay, khong yeu cau nguwoi yéu cau ching thirc xudt trinh ban chinh,

ban sao tir 6 goc hodc ban sao ¢é chitng thwe doi véi cdc théng tin, gidy to da
duwoc khai thac.

- Cach thirc thue hién: Nop truc tiép hodc qua dich vu buru chinh
hodc truc tuyen trén moi truong dién tu. Viéc chung thuc cac giao dich lién
quan dén quyén cia ngwoi sit dung dat dwoc thuc hien tai Uy ban nhén ddn
cap xd noi co dat, viéc chumg thyc cdc giao dich vé nha & dwoc thuc hién tai
Uy ban nhdn dén cdp xd noi ¢é nha, trir cdc truong hop sau: chiing thiee giao
dich lién quan dén tai san la dong san; chitng thwc di chiic, chitng thyc van
ban tir choi nhén di san; chirng thwe vin ban 1y quyén lién quan dén viéc thuc
hién cdc quyén cia nguoi sit dung ddat, nha &; chitng thuc viéc sira doi, bo
sung, huy bo giao dich néu trén.

- Thanh phan, s6 lwong ho so:
Nguoi yéu cau chimg thuc ndp 01 bd hd so Yéu cau ching thuce, gdm cac
gidy to sau day:
+ Du thao giao dich;

+ Ban chinh hoac ban sao co chung thuc hodac ban sao dién tu dwoc
ching thyc tir ban chinh cua gidy chitng nhdn quyén & hitu, quyén sir dung
hodc gidy to thay thé duoc phap ludt quy dinh doi véi tai san ma phdp ludt quy
dinh phai dang ky quyén sé hitu, quyén sit dung trong truong hop giao dich
lien quan dén tai san do; trir truong hop nguoi lap di chic dang bi cai chét de

doa dén tinh mang. T ruong hop ngp hé so truc tzep, nguoi yéu cau ching thuc
O thé ngp ban sao kém xudt trinh ban chinh dé doi chiéu.

- Thoi han giai quyét:

Khong qua 02 (hai) ngay 1am viéc, ké tir ngay nhan du ho so yéu cau
chtng thuc hodc c6 thé kéo dai hon theo théa thuan bang vin ban véi ngudi
yéu cau chimg thuc. Trudng hop kéo dai thoi han giai quyét thi nguoi tiép nhan
ho so phai c6 phiéu hen ghi rd thoi gian (gio, ngdy) tra két qua cho nguoi yéu
cau chung thuc.

- P6i twong thue hién thi tuc hanh chinh: C4 nhan, t6 chuc.

- Co quan thuee hién thii tuc hanh chinh: Uy ban nhan dan cap xa.
- Két qua thue hién thi tuc hanh chinh: Giao dich dugc chimg thuc.

- Phi: 50.000 dong/giao dich.

- Tén miu don, mau to khai: Khong.

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

- Can cw phap ly caa thi tuc hanh chinh:

+ Nghi dinh sO 280/2‘025,/NB-CP sua dé}’, bé sung mot s6 diéu cua Nghi
dinh so 23/2015/ND-CP vé cap ban sao tuir so goc, chung thuc ban Sao tir ban



chinh, chirng thuc chit ky va chirng thuc hop dong, giao dich, dwoc sira doi, bo
sung baoi Nghi dinh so 07/2025/ND-CP;

+ Nghi dinh sb 23/201‘5/ND-CP vé cép ban sao tur ban chinh, chirng thuc
chir ky va chirg thuc hop dong, giao dich;

-+ Thong tu s6 01/2020/TT-BTP quy dinh chi tiét va huéng dén thi hanh
mot sO di€u cuia Nghi dinh s6 23/2015/ND—CP vé€ cap ban sao tir ban chinh,
ching thuc chir ky va ching thuc hop dong, giao dich;

+ Thong tu s6 226/2016/TT-BTC quy dinh mtrc thu, ché do thu, nop,
quan 1y va str dung phi chung thuc.

. Thi tuc chirng thue di chic
Trinh tw thwe hién:

+ Ngwoi yéu cdu chirng thiee xudt trinh mét trong cdc gidy to sau: Can
cuoc dién tu; ban chinh hodc ban sao cua Thé can cuoc cong dan hoac Thé
can cuoc hodc Gicfy chutng nhan can cuoc hoac Ho chiéu hodc gidy {0 xudt
nhdp canh hodc gidy to ¢6 Qia tri di lai quéc té con gia tri sit dung va nép 01
bé hé so yéu cau chirng thuec.

+ Nguoi thue hién chtng thue (hodc ngudi tiép nhan ho so) kiém tra
gidy to trong ho so yéu cau ching thuc, néu day du, tai thoi diém ching thuc
ngudi 1ap di chuc ty nguyén, minh man va nhan thirc, 1am chii dugc hanh vi
cua minh thi thuc hién ching thuc.

+ Nguc‘yi 12p di chuc phai ky trudc mat nguc‘yi thie hién ching thuc, néu
di chuc co tr 02 (hai) trang trg [én thi phai ky vao timg trang. Truong hop nguoi
yéu cau chung thuc nop ho so tai Trung tdm Phuc vu hanh chinh cong cdp xa
thi cac bén tham gia giao dich phai ky trudc mit ngudi tiép nhan ho so.

+ Trudng hop ngudi yéu cau ching thue khong ky dugc thi phai diém
chi; néu ngudi d6 khong doc duoc, khéng nghe duogc, khong ky, khong diém
chi dugc thi phai c6 02 (hai) nguoi lam ching. Nguoi lam ching phai c6 du
nang lyc hanh vi dan sy va khong co quyén, lg1 ich hoac nghia vu lién quan
dén di chtic. Nguoi 1am chimg do ngudi yéu cau ching thuc bb tri. Truong hop
ngudi yéu cau ching thue khong bé tri dugce thi dé nghi co quan thuc hién
chung thuc chi dinh ngudi l[am chimg.

+ Nguoi thue hién chiang thue (hoac nguoi tiép nhan ho so) ghi 10i chimg
di chuc theo mau quy dinh. Trudng hop tiép nhan ho so tai Trung tam Phuc vu
hanh chinh cong cap xa thi nguoi tlep nhan hd so ky vao timg trang cua di
chac va ky vao dudi 161 chimg theo mau quy dinh.

Nguot thyc hién chimg thyc ky vao tung trang cua di chuc (néu hd so
khong duoc tiép nhan qua Trung tAm Phuc vy hanh chinh cong cdp xa), ky, ghi
rd ho tén, dong dau cta co quan thuc hién chimg thuc va ghi vao so chimg
thue.

Dbi véi di chic c6 tir 02 (hai) trang tré 1én, thi timg trang phai dugc
danh so thir tu, cO chit Ky cuia ngudi yYéu cau chimg thuc va nguoi thuc hién
chung



thuc; sb lugng trang va 1oi chimg duogc ghi tai trang,cuéi cua di chuc. Truong
hop di chic c6 tir 02 (hai) to trd 1€n thi phai dong dau giap lai.

+ Trong trudng hop ngudi yéu cau ching thyc khong thong thao tiéng
Viét thi phai ¢6 nguoi phién dich. Ngudi phién dich phai 1a nguoi ¢6 nang luc
hanh vi dan sy dy du theo quy dinh cua phap luat, thong thao tiéng Viét va
ngon nglr ma nguoi yéu cau chimg thyuc st dung. Nguoi phién dich do ngudi
yéu cau ching thuc moi hoac do co quan thyc hién chimg thyc chi dinh. Thu
lao phién dich do nguoi yéu cau chimg thuc tra. Nguoi phién dich c6 trach
nhiém dich day dd, chinh xac ndi dung cua di chic, ndi dung 161 chimg cho
ngudi yéu cau chimg thue va ky vao ting trang di chuc véi tu cach 14 ngudi
phién dich.

+ Nguoi thuc hién chirng thuc khong yéu cau nguwoi yéu cau ching thiec
nép, xudt trinh bdan chinh hoac ban sao cac gzay to, tai liéu da duoc tich hop

trén VNelD khi nguoi yéu cau chiing thue da xudt trinh thong tin twong iing tie
VNelD.

+ Truong hop nguoi yéu cau ching thuc dé nghi va nguoi thyc hién
chitng thye c6 thé khai thac théng tin, gidy to tir Co s6 dit liéu quéc gia vé dan
cw hodc cac co so dir liéu khac theo quy dinh cua phdp luat thi nguoi thuc hién
chimg thyc co trach nhiém thyc hi¢n viéc khai thdac thong tin, giéy to tur cdc co
so dit liéu nay, khong yéu cau ngueoi yéu cau chimg thuc xudt trinh ban chinh,
ban sao tir 6 goc hodc ban sao c¢é chieng thwe déi véi cdc théng tin, gidy to da
duwoc khai thac.

- Cach thirc thwe hién: Nop triee tiép hodc qua dich vu buu chinh
hodc truc tuyén trén moi truong dién tu.

Thanh phan, sb lwong ho so:

Ngudi yéu cau chimg thuc ndp 01 (mot) bd ho so yéu cau chimg thure,
gom cac gidy to sau day:

+ Du thao di chuc;

+ Ban chinh hodc ban sao co chung thuc hodac ban sao dién tw duoc
ching thye tir ban chinh cua gidy chitng nhdn quyén so hitu, quyén sir dung
hodc gidy to thay thé dwoc phdp ludt quy dinh doi voi tai san ma phdp ludt quy
dinh phai dang ky quyén s¢ hitu, quyén sir dung trong trieong hop giao dich
lien quan dén tai san do; trir truong hop nguoi lap di chuc dang bi cai chét de
doa dén tinh mang. T ruong hop ngp hé so truc tzep, nguoi yéu cau chitng thuc
O thé ndp bdn sao keém xudt trinh ban chinh dé doi chiéu.

Thoi han giai quyét:

Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan di ho so yéu cau
ching thue hodc co thé kéo dai hon theo thoa thuén bang van ban voi nguoi
yéu cau ching thue. Truong hop kéo dai thoi han giai quyet thi nguoi tiép nhan
ho so phai c6 phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudoi yéu
cau chimg thuye.



Poi twong thuwe hién thi tuc hanh chinh: C& nhan.

Co quan thwe hién thi tuc hanh chinh: Uy ban nhan dan cép x4.
Két qua thwe hién thii tuc hanh chinh: Di chic duoc chimg thue.
Phi: 50.000 dong/di chuc.

- Tén miu don, mau to khai: Khong.

Y&u ciu, diéu kién thwe hién thi tuc hanh chinh: /
Cin cir phap ly cia tha tuc hanh chinh:

+ Nghi dinh s6 280/?0%5/NB—CP sua atéi, ’bog sung mot s6 dieu cua Nghi
dinh s6 23/2015/ND-CP vé cap ban sao tir so6 goc, ching thic ban sao tir ban
chinh, chitng thuwc chit ky va ching thuc hop dong, giao dich, dwoc swa doi, bo
sung boi Nghi dinh so 07/2025/NP-CP,

+ Nghi dinh sb 23/20{5/NB-CP vé cép ban sao tir ban chinh, chirng thuc
chit ky va ching thuc hop dong, giao dich;

+ Thong tu 5O 01/2020/TT-BTP quy dinh chi tiét va huéng dan thi hanh
mot sO diéu cuia Nghi dinh s6 23/2015/ND-CP vé cap ban sao tur ban chinh,
chung thuc chit ky va chung thuc hop dong, giao dich;

+ Thong tu $6 226/2016/TT-BTC quy dinh murc thu, ché d6 thu, nop,
quan 1y va str dung phi chung thuc.

. Thii tuc chirng thye vin ban tir chdi nhan di san

Trinh tw thwe hién:

+ Ngwoi yéu cdu chirng thiee xudt trinh mét trong cdc gidy to sau: Can
cuoc dién tw; ban chinh hodc ban sao cua Thé can cuoc cong dan hoac Thé
can cuoc hodac Giéy chitng nhan can cudéc hoac Ho chiéu hodc gicfy 10 xudt
nhdp canh hodc gidy to ¢6 gia tri di lai quoc té con gia tri sir dung va nép 01
bé hé so yéu cau chirng thyec.

+ Nguoi thue hién ching thue (hodc ngudi tiép nhan ho so) kiém tra
gidy to trong ho so yéu cau ching thuc, néu day du, tai thoi diém ching thuc
nguoi tu chdi nhan di san tu nguyén, minh man va nhan thirc, 1am chi duoc
hanh vi cua minh thi thyc hién chimg thyc.

+ Nguoi tir chdi nhan di san Ky trude mat nguoi thuc hién chimg thuc,
néu vin ban tir ch6i nhan di san cd tir 02 (hai) trang trd 18n thi phai ky vao timg
trang. Trudng hop ngudi yéu cau ching thyc ndp ho so tai Trung tdm Phuc vu
hanh chinh cng cdp xa thi phai ky trude mit ngudi tiép nhan ho so.

+ Truong hop ngudi yéu cau chimg thue khong ky duoc thi phai diém
chi; néu ngudi d6 khong doc duoc, khéng nghe duogc, khong ky, khong diém
chi dugc thi phai c6 02 (hai) nguoi lam chung. Nguoi [am ching phai c6 du
nang luc hanh vi dan sy va khong cé quyén, loi ich hodc nghia vy lién quan
dén giao dich. Nguoi 1am ching do nguoi yéu cau chimg thuc bé tri. Truong
hop nguoi



yéu cau chimg thuc khong bé tri dugc thi dé nghi co quan thuc hién ching thuc
chi dinh nguoi lam chung.

+ Nguoi thuc hién ching thyc (hoidc ngudi tiép nhan ho so) ghi 1oi
chtng theo mau quy dinh. Trudng hop tiép nhan hd so tai Trung tAm Phuc vu
hanh chinh c6ng cdp XA thi ngudi tiép nhan hd so Ky vao timg trang ciia van ban
tir chdi nhan di san va ky vao dudi 101 chimg theo mau quy dinh.

Nguoi thue hién chimg thuc ky vao timg trang ctia van ban tir chdi nhan
di san (néu hd so khong dugc tiép nhan qua Trung tdm Phuc vu hanh chinh
cong cdp x&), ky, ghi rd ho tén, dong dau ctia co quan thuc hién chimg thuc va
ghi vao so chimg thuc.

Pbi vi vin ban tir chéi nhan di san c6 tir 02 (hai) trang tr¢ 1én, thi ting
trang phai dugc danh sd thir tu, ¢6 chir ky cta nguoi yéu cau chimg thyuc va
nguoi thyc hién chimg thuc; sO luong trang va 10i ching duoc ghi tai trang
cudi ciia vin ban tir chdi nhéan di san. Truong hop van ban tur ch6i nhan di san
c6 tir 02 (hai) to trd 1én thi phai dong dau giap lai.

+ Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng
Viét thi phai c6 nguot phién dich. Nguoi phién dich phai 1a ngudi c6 nang luc
hanh vi dan sy ddy du theo quy dinh cta phap luat, thong thao tiéng Viét va
ngdn ngir ma ngudi yéu cau ching thue stir dung. Ngudi phién dich do nguoi
yéu cau chig thuc moi hoic do co quan thyc hién chimg thyc chi dinh. Thi
lao phién dich do ngudi yéu cau chimg thuc tra. Nguoi phién dich c6 trach
nhiém dich déy du, chinh xac nd1 dung cua van ban tur chdi nhén di san, noi
dung 10i chimg cho ngudi yéu cau ching thuc va ky vao timg trang van ban tir
chbi nhan di san véi tu cach 14 nguoi phién dich.

+ Nguoi thuc hién chirng thuc khong yéu cau nguwoi yéu cau ching thuec
nép, xudt trinh bdan chinh hoac ban sao cdac glay to, tai lieu da duoc tich hop

trén VNelD khi nguoi yéu cau chirng thwe da xudt trinh théng tin tiwong g tir
VNelD.

+ Truong hop nguoi yéu cau chieng thuc dé nghi va nguoi thuc hién
chitng thurc c6 thé khai théc thong tin, gidy to tir Co s6 dit liéu quéc gia vé dan
cw hodc cac co so dir liéu khac theo quy dinh cua phap ludt thi nguoi thuc hién
ching thyc co trach nhiém thyc hi¢n viéc khai thac thong tin, gicfy to twr cdc co
so dit ligu nay, khong yéu cau ngum yéu cau ching thuc xudt trinh ban chinh,
ban sao tir 6 goc hodc ban sao c¢é chitng thwe doi véi cdc thong tin, gidy to da
duwoc khai thac.

- Cach thire thuwe hién: Nop truc tié}? hodc qua dich vu buu chinh
hodc tryc tuyen trén moi truong dién tu.

Thanh phan, so lwong ho so:

Nguoi yéu cau chimg thuc ndp 01 bd hd so Yeu cau ching thuc, gdm cac
gidy to sau day:

+ Du thdo van ban tir cho1 nhan di san;



+ Ban chinh hoac ban sao co chung thuc hodc ban sao dién tw duoc
ching thyc tiw ban chinh cua gidy chitng nhdn quyén S hitu, quyén sir dung
hodc gidy to thay thé dwoc phdp ludt quy dinh déi véi tai san ma phap ludt quy
dinh phdi dang ky quyén so hitu, quyén sir dung trong truong hop van ban tir
choi nhdn di san lien quan dén tai san dé. Truong hop nop hé so truc tlep,
nguoi yéu cau chitng thire ¢6 thé ndp ban sao kém xudt trinh ban chinh dé doi
chiéu.

- Thoi han giai quyét:

Khang qua 02 (hai) ngay 1am viéc, ké tir ngay nhan du ho so yéu cau
chﬁng thuc hoac c6 thé kéo dai hon theo thda thuan bang yén ban voi ngu’éi
yéu cau chimg thye. Truong hop kéo dai thoi han giai quyet thi ngudi tiep nhén
ho so phai c6 phiu hen ghi r6 thoi gian (gio, ngay) tra két qua cho nguoi yéu
cau chung thuc.

- Po6i twong thure hién thi tuc hanh chinh: Ca nhan, t6 chic.
- Co quan thue hién thii tuc hanh chinh: Uy ban nhan dan cap xa.

- Két qua thue hién thi tuc hanh chinh: Vian ban tir chdi nhan di
san dugc ching thyec.

- Phi: 50.000 dong/van ban.

- Tén méu don, mau to khai: Khong.

- Yéu cau, diéu Kkién thue hién thi tuc hanh chinh: /
- Cian cwr phap ly caa thi tuc hanh chinh:

+ Nghi dinh s0 280/2025/ND-CP swa déi, !)(5 sung mot sé diéu ciia Nghi
dinh s6 23/2015/ND-CP ve cap ban sao tir s6 goc, chirng thyc ban sao tir ban
chinh, chitng thuwc chit ky va chimg thuc hop dong, giao dich, dwoc swa doi, bo
sung boi Nghi dinh so 07/2025/ND-CP,

+ Nghi dinh sb 23/20{5/NB-CP vé cép ban sao tir ban chinh, ching thuc
chit ky va ching thuc hop dong, giao dich;

+ Théng tu s6 226/2016/TT-BTC quy dinh mirc thu, ché d6 thu, ndp,
quan 1y va str dung phi chung thuc.

4. Thu tuc chirng thuc van ban phén chia di san ma di sin la djng
sdn, quyén sw dung dat, nha o

- Trinh tw thwce hién:

+ Neuwoi yéu cau chiing thuc xudt trinh mét trong cdc gidy to sau: Can
cudc dién tu; ban chinh hodc ban sao cua Thé can cudc cong dan hodc Thé
can cuoc hodc Gzay chimg nhdn can cudc hogc Ho chiéu hodc gidy to xudt
nhdp canh hodc giay to O gia tri di lai quoc té con gia tri sit dung va ngp 01
bé hé so yéu cau chirng thyec.

~ +Nguot thyc hién chimg thyc (hodc ngudi tiép nhan ho $0) kiém tra
gidy to trong ho so yéu cau ching thuc, néu day du, tai thoi diém ching thuc
cac bén



tham gia phan chia di sdn ty nguyén, minh man va nhan thirc, 1am chu duoc
hanh vi cua minh thi thyc hi¢n chig thuec.

+ Cac bén tham gia phdn chia di san phai ky truéc mat nguoi thuc hién
chtng thuce, néu vin ban phan chia di san c0 tir 02 (hai) trang tr¢ 1€n thi phai ky
vao tung trang. Truong hop ngudi yeu cau chung thue ndp ho so tai Trung tam
Phuc vu hanh chinh céng cap xa thi cac bén tham gia phan chia di san phai ky
tredc mit ngudi tiép nhan ho so.

+ Truong hop ngudi yéu cau ching thue khong ky duogc thi phai diém
chi; néu ngudi d6 khong doc duoc, khéng nghe duogc, khong ky, khong diém
chi dugc thi phai c6 02 (hai) nguoi lam chung. Nguoi [am chung phai c6 du
nang lyc hanh vi dan sy va khong co quyén, loi ich hodc nghia vu lién quan
dén giao dich. Nguoi lam ching do nguoi yéu cau ching thue bb tri. Trudng
hop ngudi yéu cau ching thuc khong bé tri duoc thi dé nghi co quan thyc hién
ching thuc chi dinh nguoi lam ching.

+ Nguoi thuc hién chung thyc (hodc ngudi tiép nhan ho so) ghi 10i
chtng theo mau quy dinh. Truong hop tiép nhan ho so tai Trung tam Phuc vu
hanh chinh céng cdp xa thi nguoi tiép nhan ho so Ky vao timg trang cta véin bdn
phan chia di sdn va ky vao dudi 161 chimg theo mau quy dinh.

Nguoi thue hién chimg thyc ky vao tung trang cua van ban phdn chia di
san (néu ho so khong duoc tiép nhan qua Trung tdm Phuc vu hanh chinh cong
cdp xa), ky, ghi rd ho tén, dong dau cta co quan thuc hién ching thyc va ghi
vao sO ching thyc.

Dbi v6i van ban phdn chia di san c6 tir 02 (hai) trang trd 1én, thi ting
trang phai dugc danh sb tha ty, ¢o chit ky ctia nguoi yéu cau ching thuc va
nguoi thuc hién chimg thuc; sé luong trang va 16i chimg duoc ghi tai trang
cudi ctia van bdan phdn chia di san. Trudng hop vin ban phan chia di san c6 tix
02 (hai) to trd 1én thi phai dong dau giap lai.

+ Trong trudng hop ngudi yéu cau ching thyc khong théng thao tiéng
Viét thi phai c6 nguoi phién dich. Nguoi phién dich phai la ngudi co nang luc
hanh vi dan su day du theo quy dinh cua phap luat, thong thao tiéng Viét va
ngdn ngit ma ngudi yéu cau chimg thuc str dung. Ngudi phién dich do nguoi
yéu cau chimng thuc moi hoic do co quan thyc hién chimg thyc chi dinh. Thi
lao phién dich do nguoi yéu cau chimg thyc tra. Nguoi phién dich ¢ trach
nhiém dich déy du, chinh xac ndi dung cua van ban phdn chia di san, ndi1 dung
101 chimg cho ngudi yéu cau ching thuc va ky vao ting trang vin ban phdn
chia di san voi tu cach la nguoi phién dich.

+ Nguoi thuc hién chirng thic khong yeu cau nguoi yéu cau chirng thye
nép, xudt trinh bdan chinh hoac ban sao cdac glay to, tai lieu da duoc tich hop

trén VNelD khi nguwoi yéu cau chirng thwe da xudt trinh théng tin tiong vng tir
VNelD.

+ T ru’O'ng hop nguoi yéu cau chimg thic dé nghi va nguoi thwc hién
chimg thuc ¢ thé khai thac thong tin, gidy to tir Co sé dit lidu quéc gia vé
dan



cw hoac cdc co so dir liéu khdc theo quy dinh cua phap ludt thi nguoi thuc hién
ching thyc co trach nhiém thyc hién viéc khai thac thong tin, gldy to tur cdc co
so dit lieu nay, khong yeu cau ngu"m yéu cau chirng thuc xudt trinh ban chinh,

ban sao tir 6 goc hodc ban sao ¢é chitng thue doi véi cdc théng tin, gidy to da
duwoc khai thac.

- Cach thirc thye hién: Nop truc tiép hodc qua dich vu buu chinh
hoac truc Zuyen trén moi truong dién tu. Viéc chung thuc cdc giao dich lién
quan dén quyen ciia nguwoi s dung dat dwoc thuc hién tai Uy ban nhén dén
cap xd noi co dat, viéc chirng thuc cdc giao dich vé nha & dwoc thuc hién tai
Uy ban nhén dén cdp xd noi c6 nha.

- Thanh phan, s6 lwong ho so:
Nguoi yéu cau chung thuc nop 01 bd hd so yéu cau chimg thuc, gdm C4c
gidy to sau day:
+ Du thao van ban phan chia di san;

+ Ban chinh hoac ban sao co chung thuc hqdc ban sao dién tw duoc
chimg thyc tir ban chinh cua gidy chimg nhdn quyén so hitu, quyéen sir dung
hodc gidy to thay thé dwgc phap ludt quy dinh doi voi tai san ma phap ludt quy
dinh phai dang ky quyén so hitu, quyen sw dung trong truong hop van ban
phan chia di san lien quan dén tai san do. Truong hop nop hé so truc tzep,
nguoi yeéu cau ching thiee ¢ thé nép ban sao kém xudt trinh ban chinh dé doi
chiéu.

- Thoi han giai quyét:

Khang qua 02 (hai) ngay 1am viéc, ké tir ngay nhan du ho so yéu cau
ching thuc hodc c6 thé keo dai hon theo thoa thuén bang véan ban voi ngudi
yéu cau ching thue. Truong hop kéo dai thoi han giai quyet thi nguoi ti€p nhén
ho so phai c6 phiu hen ghi r6 thot gian (gi0, ngay) tra két qua cho nguoi yéu
cau chung thuyc.

- P6i twong thue hién thi tuc hanh chinh: C4 nhan, t6 chuc.
- Co quan thuee hién thii tuc hanh chinh: Uy ban nhan dan cap xa.

- Két qua thwe hién thi tuc hanh chinh: Vin ban phan chia di san
duoc chung thyc.

- Phi: 50.000 dong/van ban.

- Tén miu don, mau to khai: Khong.

- Yéu ciu, diéu kién thwe hién thi tuc hanh chinh: /
- Can cir phap ly cia tha tuc hanh chinh:

+ Nghi dinh s0 280/2‘02,5/NB-CP sua déi, bé sung mot s6 diéu ciia Nghi
dinh so 23/2015/ND-CP vé cdp ban sao tu s6 goc, chirng thuc ban sao tir ban

chinh, chitng thuc chit ky va chimng thuc hop dong, giao dich, dwoc sira doi, bo
sung boi Nghi dinh so 07/2025/NP-CP,



+ Nghi dinh sb 23/20{5/ND-CP vé cép ban sao tur ban chinh, ching thuc
chit ky va ching thuc hop dong, giao dich;

+ Théng tu s6 01/2020/TT-BTP quy dinh chi tiét va huéng dén thi hanh
mot sO di€u ctia Nghi dinh s6 23/2015/ND—CP vé€ cap ban sao tir ban chinh,
ching thuc chir ky va ching thuc hop dong, giao dich;

+ Thong tu s6 226/2016/TT-BTC quy dinh muc thu, ché do thu, ndp,
quan 1y va st dung phi chung thuc.

. Thii tuc chirng thuee viéc siva doi, bo sung, hiiy bé giao dich

Trinh tu thuc hién:

+ Ngwoi yéu cdu chirng thiee xudt trinh mét trong cdc gidy to sau: Can
cuoc dién tu; ban chinh hogc ban sao cua Thé can cuoc cong dan hoac Thé
can cudc hodc szy ching nhan can cuoc hodac Ho chiéu hodc gidy to xudt
nhdp canh hodc giay to 6 gia tri di lai qudc té con gia tri sir dung va nép 01
bé hé so yéu cau chirng thuec.

+ Viéc sira d6i, bo sung, huy bo giao dich da dugc chung thuc chi dugc
thuc hién khi c6 théa thuan bang van ban ctia cac bén tham gia giao dich.

+ Viéc sira doi, bo sung, huy bo giao dich dugc thyc hién tai co quan da
ching thuc giao dich. Truong hop sura d6i, bo sung, thay thé, hity bo mot phan
hoc toan bo di chiic thi ¢ thé chimg thuc tai bat ky co quan c6 tham quyén
chtng thure ndo; co quan da thyc hién viée stra doi, bd sung, thay thé, huy bo
mot phan hoic toan bd di chuc phai thong bao bang van ban cho co quan da
chtng thuce trude day vé noi dung stra dbi, bd sung, thay thé, hiy bé mot phan
hodc toan bd di chic dé ghi chu vao ) ching thuc giao dich.

+ Nguoi thuc hién ching thuc (hodc nguoi tiép nhan ho so) kiém tra
gidy to trong ho so yéu cau ching thuc, néu day du, tai thoi diém ching thuc
cac bén tham gia giao dich tw nguyén, minh man va nhan thirc, 1am chu duoc
hanh vi ctia minh thi thuc hién chirng thuec.

+ Cac bén tham gia giao dich phai ky tru6c mat nguoi thue hién ching
thuc, néu giao dich c6 tir 02 (hai) trang tr6 1€n thi phai ky vao timg trang.
Truong hop nguoi yéu cau chimg thyc nop ho so tai Trung tim Phuc vu hanh
chinh cong cap xa thi cac bén tham gia giao dich phai ky trudc mat nguoi tlep
nhan ho so. Truong hop ngudi c6 tham quyén giao két hop dong clia cac to
churce tin dung, doanh nghiép da dang ky chit ky mau tai co quan thyc hién
chtng thuce thi ¢6 thé ky trudc vao hop dong; ngudi thuc hién ching thuc (hodc
ngudi tiép nhan ho so) phai ddi chiéu chir ky ciia ho trong hop dong voi chir ky
mau trude khi thyc hién chimg thuc, néu nghi ngo chit ky trong hop dong khac
v6i chit ky mau thi yéu cau ngudi d6 ky trude mit.

+ Truong hop ngudi yéu cau ching thue khong ky duogc thi phai diém
chi; néu nguoi d6 khong doc duogc, khong nghe duoc, khong ky, khong diém
chi duoc thi phai ¢6 02 (hai) nguodi lam ching. Nguoi lam ching phai c6 du
nang luc hanh vi dan sy va khdng cé quyén, loi ich hodc nghia vu lién quan
dén giao



dich. Nguoi lam ching do nguoi yéu cau ching thyc bb tri. Trudng hop ngudi
yéu cau chung thuc khong bo tri dugc thi dé nghi co quan thyc hién chung thyc
chi dinh nguoi lam chung.

+ Nguoi thuc hién chung thyc (hodc ngudi tiép nhan ho so) ghi 1oi
chung twong (mg véi timg loai giao dich theo mau quy dinh. Truong hop tiép
nhan ho so tai Trung tim Phuc vu hanh chinh céng cap xa thi nguoi tiép nhan
hd so ky vao timg trang cua giao dich va ky vao dudi 101 chimg theo mau quy
dinh.

Nguoi thye hién chimg thuc ky vao tung trang cta giao dich (néu ho so
khong duoc tiép nhan qua Trung tim Phuc vy hanh chinh cong cap xa), ky, ghi
rd ho tén, dong dau cta co quan thuc hién ching thyuc va ghi vao s chimg
thuec.

D01 voi giao dich c6 tu 02 (hai) trang tro 18n, thi timg trang phai dugc
danh s thir tw, co chir ky cua nguoi yéu cau ching thyc va nguoi thue hién
chtng thue; s6 luong trang va 1oi chimg duoc ghi tai trang cudi cta giao dich.
Truong hop giao dich c6 tir 02 (hai) to trd 1én thi phai dong dau giap lai.

+ Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng
Viét thi phai c¢6 nguoi phién dich. Nguoi phién dich phai la nguoi c6 nang luc
hanh vi dan su day du theo quy dinh cua phap luét, thong thao tiéng Viét va
ngon ngir ma nguoi yéu cau ching thyc st dung. Nguoi phién dich do ngudi
yéu cau chirng thuc moi hoac do co quan thuc hién chimg thyc chi dinh. Thu
lao phién dich do ngudi yéu cau chimg thuc tra. Ngudi phién dich ¢6 trach
nhiém dich day du, chinh xac ndi dung cua giao dich, ndi dung 10i chimg cho
ngudi yéu cau chimg thuc va ky vao timg trang giao dich véi tu cach 1a ngudi
phién dich.

+ Ngudi yéu cau chimg thuc nhan két qua tai noi ndp hd so.

+ Nguoi thuc hién ching thuc khong yeu cau nguwoi yéu cau chimng thiee
nép, xudt trinh bdan chinh hoac ban sao cdac glay to, tai lieu da duoc tich hop

trén VNelD khi nguoi yéu cau chimg thuwe dd xudt trinh thong tin twong irng tir
VNelD.

+ Truong hop nguoi yéu cau chirng thuc dé nghi va nguoi thuc hién
chitng thurc c6 thé khai théc thong tin, gidy to tir Co 6 dit liéu quéc gia vé dan
cu hodc cac co so dir liéu khac theo quy dinh cua phap ludt thi nguoi thuc hién
ching thyc co trach nhiém thuc hién vi¢c khai thac thong tin, gicfy to tur cdc co
so dit ligu nay, khong yéu cau nguwoi yéu cau chimg thuc xudt trinh ban chinh,
ban sao tir 6 goc hodc ban sao c¢é chirng thwe déi véi cdc théng tin, gidy to da
duwoc khai thac.

- Cach thire thuwe hién: Nop truc tié}? hodc qua dich vu buu chinh
hodc tryc tuyen trén moi truong dién tu.

- Thanh phan, s6 lwgng ho so:

Nguoi yéu cau chimg thuc ndp 01 (mdt) bd hd so yéu cau chimg thuc,
gom cac gidy to sau day:



+ Giao dich da dwoc chung thyc;

+ Dur thdo giao dich sira doi, bé sung, hiy bé giao dich da duwoc
thy chung

Trong truong hop ngi dung sua doi, bo sung, huy bo giao dich cd lién
quan dén tai san phdi ding ky quyén so' hitu, quyén su dyng thi nguoi yéu cau
ching thyc phai nop ban sao gidy to ching minh quyen SO hitu, quyén sir dung
hodc gidy to thay thé dwoc phdp ludt quy dinh va xudt trinh ban chinh dé doi
chiéu; trir truong hop nguoi ldp di chiic dang bi cdi chét de doa dén tinh mang.

- Thoi han giai quyét: Thot han thye hién yéu cau chimg thuc 13
ngay trong ngay co quan, t6 chure tiép nhan yéu cau hoic trong ngay lam viéc
tiép theo, néu tiép nhan yéu cap sau 15 gio. Truong hop tra két qua trong ngay
lam viéc ti€p theo thi nguoi ti€p nhan ho so phai c6 phiéu hen ghi ro thoi gian
(g10, ngay) tra két qua cho nguoi yéu cau chig thyec.

- Péi twong thue hién thi tuc hanh chinh: C4 nhan, t6 chuc.

- Co quan thuee hién thii tuc hanh chinh: Uy ban nhan dan cap xa.
- Két qua thye hién thii tuc hanh chinh: Giao dich dugc ching thuc.

- Phi: 30.000 dong/giao dich.

- Tén méu don, mau to khai: Khong

- Y&u cau, diéu Kkién thwe hién thii tuc hanh chinh:

Viéc sira ddi, bd sung, hﬁy bo giao dich da dugc chung thuc chi duoc
thuc hién khi c¢é thoa thuan bang van ban cua cac bén tham gia giao dich.

- Can cir phap ly ciia tha tuc hanh chinh:

+ Nghi dinh 6 280/2025/ND-CP sua dyoxi, !)(5 sung mét s6 diéu ciia Nghi

dinh so 23/2015/NP-CP vé cap ban sao tir s6 goc, chieng thyuc ban sao tir ban

chinh, chitng thuwc chir ky va chimg thuce hop dong, giao dich, dwoc sira doi, bo
sung boi Nghi dinh so 07/2025/ND-CP,

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

+ Thong tu s6 01/2020/TT-BTP quy dinh chi tiét va huéng dan thi hanh
mot sO di€u cia Nghi dinh so 23/2015/ND—CP vé cap ban sao tur ban chinh,
chung thuc chit ky va chung thyc hop dong, giao dich;

+ Thong tu s6 226/2016/TT-BTC quy dinh muc thu, ché do thu, ndp,
quan 1y va str dung phi chung thuc.

6. Thii tuc sira 16 sai sét trong giao dich
- Trinh tw thwce hién:

+ Nguoi yéu cdau chitng thire xudt trinh mét trong cdc gidy to sau: Can

cudc dién tu; ban chinh hodc ban sao cua Thé can cudc cong dan hodc Theé

can cude hodc Gidy chitng nhdn can cuwde hodc Hé chiéu hodc gidy to xudt
nhdp



canh hodc gidy to ¢ Qia tri di lai qudc té con gia tri sir dung va ngp 01 b6 ho so
yu cau chimg thie.

+ Viéc stra 16i sai sot trong khi ghi chép, danh may, in giao dich d3 dugc
ching thuc duoc thuc hién theo théa thuan bﬁng van ban cua cac bén tham gia
giao dich, néu khong 1am anh hudng dén quyén, nghia vu ciia cac bén va dugc
thuc hién tai co quan da ching thuc giao dich.

+ Ngudi thue hién ching thuc gach chan 13i sai sot can sira, dong dau
cua co quan thuc hi¢n chung thyc va ghi vao bén 1€ cua giao dich néi dung da
sua, ho tén, chir ky cua nguoi stra, ngay thang nam sua.

+ Nguoi thuc hién chirng thuc khong yéu cau nguwoi yéu cau chimng thiee
nép, xudt trinh bdan chinh hoac ban sao cac gzay to, tai liéu da dwoc tich hop
trén VNelD khi nguwoi yéu cau chirng thwe da xudt trinh thong tin twong iing tir
VNelD.

+ Truong hop nguoi yéu cau ching thuc dé nghi va nguoi thyc hién
chitng thye c6 thé khai thac théng tin, gidy to tir Co s6 dir liéu quéc gia vé dan
cuw hodc cac co so dir liéu khac theo quy dinh cua phap ludt thi nguoi thuc hién
ching thyc co trach nhiém thyc hién viéc khai thac thong tin, gicfy to tur cdc co
so dit ligu nay, khong yeu cau nguwoi yéu cau ching thic xudt trinh ban chinh,
ban sao tir 6 goc hodc ban sao c¢é chitng thwe déi véi cdc théng tin, gidy to da
duwoc khai thac.

- Cach thire thwe hién: Nop truc tiép hodc qua dich vu buu chinh
hodc triec tuyén trén mdi truong dién tir, két qua dwoc tra truec tiép hodc qua dich
vu burw chinh cong ich (da du diéu kién thuc hién dich vu cong tric tuyén toan
trinh).

- Thanh phén, s6 lwong hd so:

Ngudi yéu cau chimg thuc ndp 01 (mot) bd ho so yéu cau chimg thure,
gom cac gidy to sau day:

+ Vin ban thoa thuan vé viée sira 161 sai sot trong giao dich da dugc
chirng thuc

+ Giao dich da dugc ching thuc;

- Thoi han giai quyét: Thoi han thyc hién yéu cau chimg thuc 13
ngay trong ngay co quan, t6 chure tiép nhan yéu cau hoic trong ngay lam viéc
tiép theo, néu tiép nhan yéu cau sau 15 gio. Truong hop tra két qua trong ngay
lam viéc tiép theo thi nguoi tiép nhan ho so phai c6 phiéu hen ghi rd thoi gian
(gi0, ngay) tra két qua cho ngudi yéu cau chimg thuc.

- Po6i twong thure hién thi tuc hanh chinh: Ca nhan, t6 chic.

- Co quan thwe hién thii tuc hanh chinh: Uy ban nhan dan cap xa.

- Két qua thue hién thii tuc hanh chinh: Giao dich duoc sira 16i sai S6t.
- Phi: 25.000 dong/giao dich.

- Tén mau don, mau to khai: Khong.



- Yéu cau, diéu Kién thwe hién thi tuc hanh chinh: /
- Can cwr phap ly caa thi tuc hanh chinh:

+ Nghi dinh s6 280/?0%5/NB—CP swa dtéi, bé sung mot s6 dieu cia Nghi
dinh s6 23/2015/ND-CP vé cap ban sao tir s6 goc, ching thyc ban sao tir ban
chinh, chitng thuwc chit ky va chimg thuc hop dong, giao dich, duoc sia doi, bo
sung boi Nghi dinh s6 07/2025/ND-CP,

+ Nghi dinh 36 23/201‘5/ND—CP veé cép ban sao tir ban chinh, ching thuc
chir ky va chiing thuc hop dong, giao dich;

+ Thong tu s0 01/2020/TT-BTP quy dinh chi tiét va huéng dn thi hanh
mot sO di€u ctia Nghi dinh s6 23/2015/ND—CP vé€ cap ban sao tir ban chinh,
chung thuc chir ky va chung thuc hop dong, giao dich;

+ Thong tu s6 226/2016/TT-BTC quy dinh muc thu, ché do thu, ndp,
quan 1y va str dung phi chung thuc.

7. Thii tuc cdp béin sao cé chirng thwc tiv bin chinh giao dich di
dwoc chirng thuc
Trinh ty thye hién:

~ + Nguoi yéu cau cap ban sao c6 chimg thyc tir ban chinh giao dich phai
xuat trinh céc giay to theo quy dinh.

+ Nguoi thyc hién chimg thuc kiém tra gidy t& do ngudi yéu cau cap ban
sao c6 ching thuc tir ban chinh giao dich xuat trinh.

+ Viéc cap ban sao co ching thuc tir ban chinh giao dich da dugc chimg
thuc duogc thyc hién tai co quan luu trir giao dich.

+ Co quan thuc hién chtng thuc tién hanh chup tir ban chinh giao dich
dang duoc luu trir va thuc hién ching thuc nhu sau:

* Ghi day du 101 ching theo mau quy dinh;

* Ky, ghi rd ho tén, dong dau cua co quan, t6 chirc thyc hién ching thuc
va ghi vao s6 chung thuec.

Dbi véi ban sao co tir 02 (hai) trang tro 18n thi ghi 1oi chimg vao trang
cuoi, néu ban sao co tir 02 (hai) to trd 1€n thi phai dong dau giap lai.

M&di ban sao duge chirng thuc tir mgt ban chinh gi?iy td, van ban hoac
nhiéu ban sao dugc ching thuc tir mot ban chinh giay to, van ban trong cung
mot thot di€ém dugc ghi mot s6 ching thuec.

+ Nguoi thuc hién chirng thic khong yeu cau nguwoi yéu cau chiimg thiee
nép, xudt trinh bdan chinh hoac ban sao cdac glay to, tai lieu da duoc tich hop

trén VNelD khi nguoi yéu cau chirng thwe dd xudt trinh thong tin twong iing tir
VNelD.

+ Truong hop nguoi yéu cau chirng thuc dé nghi va nguoi thuc hién
chitng thuc O thé khai thac thong tin, giay to tiwr Co so dir liéu quoc gia ve
dan



cu hodc cac co so dir ligu khdc theo quy dinh cua phdp ludt thi nguoi thuc
hién chu’ng thwc o trdach nhi¢m thyc hi¢n viéc khai thac thong tin, gidy to
tir cdc co s dit lieu nay, khong yeu cau nguroi yeu cau chimg thyc xudt
trinh ban chinh, ban sao tir s6 goc hodc ban sao c6 chimg thuc doi véi cdc
théng tin, gidy to da dwoce khai thac.

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

- Thanh phan, so lwong ho so: Nguwoi yéu cau chirng thuc
xudt trinh mét trong cdc gidy to sau: Can cudc dién tir; ban chinh hodc
ban sao cua Thé can cudc cong dan hodc Thé can cudc hodc Glay, chung
nhan can cuoc lgodc,' Ho chiéu hodc giay to xudt nhdp canh hoac gidy to co
gia tri di lai quoc té con gid tri su dung.

- Thoi han giai quyet Thot han thyc hién yéu cau ching thyc
1a ngay trong ngay co quan, t6 chirc tlep nhan yéu cau hoic trong ngay lam
viée tiép theo néu tlep nhén yéu cau sau 15 gid. Truong hop tra két qua
trong ngay lam viéc 'Elep theo hodc phai keo dai thoi gian theo thoa thuén
thi nguoi tiép nhan ho6 so phai c¢o phi€u hen ghi r6 thoi gian (gio, ngay) tra
ket qua cho nguodi yéu cau ching thuec.

- Pdi twong thure hién thi tuc hanh chinh: Ca nhan, t6 chuc.

- Co quan thwe hién thit tuc hanh chinh: Uy ban nhan dan
cap xa luu trir giao dich.

- Két qua thwe hién thi tuc hanh chinh: Ban sao giao dich duoc ching
thure.

- Phi: 2.000 dong/trang; tir trang thu 3 tr¢ [én thu 1.000 géng/trang, t6i da
thu khéng qué 200.000 dong/ban. Trang la can ctir dé thu phi dugc tinh
theo trang cua ban chinh.

- Tén miu don, mau to khai: Khong.

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

- Can cir phap ly ciaa thia tuc hanh chinh:

+ Nghi dinh s 280/2025/ND-CP sua doi, bé:suigg mét sé diéu ciia
Nghi dinh s6 23/2015/ND-CP vé cdp ban sao tir s6 goc, chimg thuc ban
sao tir ban chinh, chimg thwc chit ky va chimg thuc hop dong, giao dich,
dwoc swra doi, bo sung boi Nghi dinh so 07/2025/NP-CP;

+ Nghi dinh s6 23/2015/NB-CP vé cap ban sao tir ban chinh, ching
thuc chir ky va chimg thuc hop dong, giao dich;

+ Thong tu s6 01/2020/TT-BTP quy dinh chi tiét va huéng dan thi
hanh mot s6 diéu ctia Nghi dinh s6 23/2015/N£?—CP vé cap ban sao tur ban
chinh, chimg thuc chit ky va ching thuc hop dong, giao dich;

+ Thong tu s6 226/2016/TT-BTC quy dinh muc thu, ché d6 thu,
ndp, quan ly va st dung phi chirng thuc.
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