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PHU LUC I

THU TUC HANH CHINH PUQC TAI CAU TRUC DUA TREN DU LIEU

(Ban hanh kém theo Théng B&o sé

QUAN LY CUA BQ TU PHAP

/TB-UBND ngay

cua Chu tich UBND xda Thanh Mién)

TRONG LINH VUC CHUNG THUC THUQC PHAM VI, CHUC NANG

thang 10 nam 2026

PHAN |. DANH MUC THU TUC HANH CHINHPUQC TAI CAU TRUC

DUA TREN DU LIEU TRONG LINH VU'C CHUNG THU'C THUQC PHAM
VI, CHUC NANG QUAN LY CUA BQ TU PHAP

ma nguoi dich
khong phai la
vién chuc ngoai
giao, vién chuc
lanh su

15/11/2025 cta Chinh phu
quy dinh cat giam, don gian
hoa thu tuc hanh chinh dua
trén dur li€u

ST | Sohdoso | Ténthitue |TénVBQPPL quydinhndi| Linh | Coquan
T | TTHC hanh chinh dung stra doi, bo sung vue thue
hién
A. Thu tuc hanh chinh &p dung chung
1. [2.001008 | Ching thyc chir | Nghi quyét so | Chimg | Uy ban
ky nguoi dich | 66.7/2025/NQ-CP ngay | thuc nhan dan
ma ngudi dich | 15/11/2025 cua Chinh phu cap X
khong phai la | quy dinh cat gidm, don gian To chuc
cong tac vién | héa tha tuc hanh chinh dua hénh
c}ich thuat cua | trén dir liéu nghé
Uy ban nhan dan cong
cap xd, to chuc ching
hanh nghé cong
ching
B. Thi tuc hanh chinh thye hién tai co quan dai dién
1 12.000975 | Chung thuc chit | Nghi quyét s0 | Chung | Co quan
ky nguoi dich | 66.7/2025/NQ-CP ngay | thuc dai dién
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~ PHAN II. NOI DUNG CUA THU TUC HANH CHINH BUQC TAI
CAU TRUC DUA TREN DU’ LIEU TRONG LINH VU'C CHUNG THUC
THUQC PHAM VI, CHUC NANG QUAN LY CUA BQ TU PHAP

A. Thu tuc hanh chinh 4p dung chung

1. Chirng thue chir Ky ngwoi dich ma ngwai dich khdng phai la cong tac
vién dich thuit ciia Uy ban nhan dan cap xa, to chirec hanh nghe cong chirng

Trinh ty thuce hién:

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

+ Nguoi thue hién chimg thuc (hodc ngudi tiép nhan hd so) kiém tra gidy
to do ngudi yéu cau chimg thuc xuét trinh, néu thay du gidy to theo quy dinh va
gidy t0, van ban dugc dich khong thudc cac trudng hop gidy to, van ban khong
dugc dich dé ching thuc chir ky nguoi dich thi yéu cu nguoi dich ky trudc mat
va thuc hién chung thyc nhu sau:

* Ghi day du 101 chtmg chimg thue chit ky ngudi dich theo mau quy dinh;

* Ky, ghi rd ho tén, dong diu cua co quan, t6 chic thyc hién chimg thuc va
ghi vao s6 chiing thuc.

Pbi v4i ban dich gidy to, van ban ¢ tir 02 trang trd 1én thi ting trang phai
duoc danh sb thu ty, c6 chit Ky ctua ngudi dich va nguoi thue hién chimg thuc; sd
luong trang, to va 10i ching duoc ghi tai trang cudi cua ban dich hodc trang lién
sau trang cudi ctia ban dich; néu gidy to, van ban ¢ tir 02 to tré 1én thi phai dong
dau giap lai.

+ Khdng yéu cau ngudi yéu cau chimg thyc ndp, xuat trinh ban chinh hodc
ban sao cac gidy to, tai liéu ma cac thong tin trong cac gidy to, tai liéu di co dir
lidu trong cac co s& dit lidu dugc co quan chu quan co so dit liéu cong bd.

+ Nguoi thuc hién ching thue khai thac, st dung théng tin da cé trong cac
co s& dir liéu dé thay thé thanh phan ho so giai quyét thu tuc hanh chinh. Truong
hop khdng khai thac duge théng tin hoic thong tin khai thac duoc khdng day du,
khéng chinh xac thi co quan, ngudi ¢ tham quyén tiép nhan, giai quyét thu tuc
hanh chinh yéu cdu c4 nhan, t6 chtrc bd sung thanh phan hd so dé giai quyét tha
tuc hanh chinh; dong thoi dé nghi c& nhan, t6 chirc thuc hién cap nhat, diéu chinh
thong tin trong cac co sd dir liéu theo quy dinh cta phap luéat.

- Céch thire thure hién: Nop ho so truc tiép tai Uy ban nhan dan cap x4, to
chtrc hanh nghé cong chung.

- Thanh phan hd so:

Ngudi yéu cau chimg thuc xuat trinh cc gidy to sau:

+ Mot trong cac gidy to sau: Can cude dién tir; ban chinh hoic ban sao cia
Thé can cude cong dén hoac Thé can cude hodc Giay chirng nhan can cudc hoac
Ho chiéu hodc giay to xuat nhap canh hoac giay to cd gia tri di lai quoc té con gia
tr1 st dung (Khong yéu cau nguoi yéu cau chung thuc xuat trinh gidy to nay khi



3
co quan giai quyét tha tuc hanh chinh khai thac duoc thong tin vé Thé cin cudc
cong dan hodc Thé can cudc hoac Gidy ching nhan can cudc trén Co s dir liéu
quoc gia vé dan cu);
+ Ban chinh hoic ban sao tir so gbc, ban sao ¢ ching thuc bang cir nhan
(dai hoc) ngoai nglr tr¢ 1€n vé thir tiéng nudc ngoai can dich hoac c6 bang tot

nghiép dai hoc tré 1én di voi th tiéng nudc ngodi can dich; trir trudng hop dich
nhiing ngon ngir khong pho bién ma nguoi dich khong co bang ctr nhan ngoai
ngit, bang tbt nghlep dai hoc nhu’ng thong thao ngdn ngit can dich (Khong Yéu cdau
ngueoi yéu cau chiing thye xudt trinh gzay 10 ndy khi co quan gidi quyét thi tuc
hanh chinh khai thac dioc thong tin vé Bang cir nhan (dai hoc) ngoai ngit tro- 18n
hodic Bang tot nghiép dai hoc tré 1én trén Co sé di liéu nganh Gido duc va Bao tao);

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

- Thoi han thue hlen Thot han thu:c hién yéu cau chtng thyc Ia | ngay trong
ngay CO quan, to chtrc tiép nhan yéu cau hoic trong ngay 1am viéc tiép theo néu
tiép nhan yéu ciu sau 15 gio hodc c¢6 thé kéo dai hon theo thoa thuan bang vin
ban va1 nguoi yéu cau chung thyc. Truong hop tra két qua trong ngay lam viéc
tiép theo hodc phai kéo dai thoi gian theo thoa thuan thi nguoi ti€p nhan ho so
phai ¢4 phi¢u hen ghi rd thoi gian (gio, ngay) tra két qua cho nguoi yéu cau chimg thuc.

- Pdi twong thue hién thi tuc hanh chinh: C4 nhan.

- Co quan thure hién thii tuc hanh chinh: Uy ban nhan dan cap x4, to chirc
hanh nghé cong chimg.

- Két qua thwe hién thi tuc hanh chinh: Gidy to, vin ban duoc ching
thuc chir ky nguoi dich.

- Phi: 10.000 dong/trudng hop.

- Tén miu don, miu to khai: Khong.

- Y&u cau, diéu kién thuc hién thi tuc hanh chinh:

* Uy ban nhan dan cap xa chi chimg thuc chit ky nguoi dich khong phai la
cong tac vién khi nguoi do tu dich giay to, van ban cia minh,

* Giéy t0, van ban khong duoc dich dé chung thyc chit ky nguoi dich:

+ Gidy t0, van ban da bi tdy X0a, stra chita; thém, bot ndi dung khéng hop 1é.

+ Gidy to, van ban bi hu hong, cii nat khong xac dinh dugc ndi dung.

+ Gidy to, van ban dong ddu mat ctia co quan, to chirc ¢6 tham quyén hodc
khéng dong dau mat nhung ghi rd khong dugce dich.

+ Gidy to, van ban c6 ndi dung quy dinh tai Khoan 4 Diéu 22 ctia Nghi dinh
s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban sao tir ban chinh,
chtng thuce chit ky va ching thuc hop dong, giao dich.

+ Gidy to, vin ban do co quan, to chirc c6 thim quyén cta nudc ngoai cép,
cong chung hodc chirng nhan chua dugc hop phap héa 1anh su theo quy dinh tai
Khoan 1 Diéu 20 cta Nghi dinh s6 23/2015/ND-CP, trir ho chiéu, thé cin cudc,
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thé thudng tra, thé cu tra, gidy phép lai xe, bang tot nghiép, ching chi va bang
diém kem theo bang tot nghi¢p, chiing chi.

- Can cwr phap ly caa thi tuc hanh chinh:
+ Nghi quyét sé 66.7/2025/NQ-CP ngay 15/11/2025 ciia Chinh phi quy

dinh cdt giam, don gian hoa thu tuc hanh chinh dva trén dir liéu,

+ Nghi dinh s6 18/2026/ND-CP ngay 14/01/2026 ctia Chinh phu sira doi,
bd sung mot sé nghi dinh dé cét giam, don gian hoa thi tuc hanh chinh, diéu kién
kinh doanh thudc pham vi quan 1y ctia B6 Tu phéap;

+ Nghi dinh s6 280/2025/ND-CP ngay 27/10/2025 caa Chinh phu sta d6i,
bd sung mot sd diéu ctia Nghi dinh s6 23/2015/ND-CP vé cap ban sao tir s6 gdc,
chtng thyc ban sao tir ban chinh, ching thuc chir ky va ching thuc hop dong,
giao dich, duogc stra doi, bd sung bo1 Nghi dinh s6 07/2025/ND-CP;

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh phua vé cap ban
sao tir ban chinh, chung thuc chit ky va chimg thuc hop dong, giao dich;

+ Théng tu s6 01/2020/TT-BTP ngay 03/3/2020 ciia Bo truéng B Tu phap
quy dinh chi tiét va hudng din thi hanh mot sé diéu ctia Nghi dinh s6 23/2015/ND-
CP ngay 16/02/2015 ctia Chinh phu vé cip ban sao tir sé gbe, chimg thuc ban sao
tir ban chinh, chtng thyc chit ky va chimg thuc hgp dong, giao dich;

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo truéng B Tu
phap quy dinh murc thu, ché d6 thu, ndp, quan 1y va str dung phi chtng thue.

B. Thi tuc hanh chinh thwe hién tai co quan dai dién

1. Thi tuc chitng thwe chir ky ngwoi dich khong phai vién chirc ngoai
giao, vién chire 1anh sy

- Trinh ty thwce hién:

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

+ Nguoi thuc hién chimg thuc kiém tra gidy to do ngudi yéu cau chimg
thuc xuat trinh, néu thay du gidy to theo quy dinh va gidy to, vin ban duoc dich
khong thudc cac trudng hop gidy td, van ban khong duoc dich dé ching thuc chit
ky nguoi dich thi yéu cau ngudi yéu cau ching thuc ky trudc mit va thuc hién
chung thuc nhu sau:

* Ghi day du 101 chtng chimg thuc chir ky nguoi dich theo mau quy dinh;

* Ky, ghi rd ho tén, dong diu cua co quan, t6 chire thuc hién chimg thuc va
ghi vao so chirng thuc.

Péi voi ban dich gidy to, vin ban ¢6 tir 02 trang trd 18n thi timg trang phai
dugc danh sd tht ty, ¢o chit ky cia nguoi dich va nguoi thyc hién ching thuc; s6
luong trang, to va 101 ching duoc ghi tai trang cudi cua ban dich hoic trang lién
sau trang cudi ciia ban dich; néu gidy to, van ban ¢6 tir 02 to trg 1én thi phai dong
dau giap lai.
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+ Nguoi yéu cau chung thuc nhan két qua tai noi ndp ho so.

+ Khdng yéu cau ngudi yéu cau chimg thye ndp, xuat trinh ban chinh hodc
ban sao cac gidy to, tai liéu ma cac thong tin trong cac gidy to, tai liéu di co dir
lidu trong cac co sd dit lidu dugc co quan chu quan co so dit liéu cong bo.

+ Nguoi thuc hién ching thue khai thc, st dung théng tin da cé trong cac
co s& dir liéu dé thay thé thanh phan ho so giai quyét thu tuc hanh chinh. Truong
hop khéng khai thac duoc thdng tin hodc théng tin khai thac dugc khdng day du,
khong chinh xac thi co quan, ngudi c6 thim quyén tiép nhén, giai quyét thu tuc
hanh chinh yéu cdu c4 nhan, t6 chtrc bd sung thanh phan hé so dé giai quyét thu
tuc hanh chinh; dong thoi dé nghi ¢ nhan, t6 chirc thuc hién cap nhat, diéu chinh
thong tin trong cac co s¢ dir liéu theo quy dinh ctia phép luat.

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

+ Mot trong cé4c gidy to sau: Can cude dién tir; ban chinh hoic ban sao cia
Thé cin cude cong dan hodc Thé can cudce hodc Gidy chimg nhan cin cude hoic
Ho chiéu hoic gidy to xuat nhap canh hodc gidy to ¢ gia tri di lai quc té con gia
tri str dung (Khéng yéu cdu nguwoi yéu cau chiing thie xudt trinh gidy to nay khi
co quan gidi quyét thii tuc hanh chinh khai thdac dwoc théng tin vé Thé cin cudc
cong dan hodc Thé can cuede hodc Gidy chitng nhdn cin cude trén Co sé dir lidu
quéc gia vé dan cu);

+ Ban chinh hozc ban sao tir s6 gdc, ban sao c6 chung thue Bang ctr nhan
(dai hoc) ngoai ngit trd 1én vé thir tiéng nudc ngoai can dich hoic c6 Bang tot
nghiép dai hoc tré 1én doi voi tht tiéng nudc ngodi can dich; trir trudng hop dich
nhitng ngdn ngir khéng pho bién ma ngudi dich khong c6 bang cir nhan ngoai
ngit, bang t6t nghiép dai hoc nhung thdng thao ngdn ngi can dich (Khdng yéu cdu
ngudi yéu cau chieng thuwe xudt trinh gidy to ndy khi co quan gidi quyét thi tuc
hanh chinh khai thac dieoc thong tin vé Bang cir nhan (dai hoc) ngoai ngit tro  18n
hodic Bang tot nghiép dai hoc tré 18n trén Co sé dit liéu nganh Gio duc va Dao tao);

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

- Thoi han thye hién yéu cau chirng thwe: Thoi han thuc hién yéu cau
chtng thyc 1a ngay trong ngay co quan, o chirc 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 thuan bang vin ban véi ngudi yéu cau chung thuc. Trudng hop tra két qua
trong ngay lam viéc tiép theo hodc phai kéo dai thoi gian theo thoa thuan thi ngudi
tiép nhan hd so phai ¢d phiéu hen ghi rd thoi gian (gid, ngay) tra két qua cho nguoi
yéu cau chimng thuc.

- Péi twong thue hién thii tuc hanh chinh: Ca nhan.

- Co quan thue hién thi tuc hanh chinh: Co quan dai dién.
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- Két qua thyc hién thi tuc hanh chinh: Gidy to, vin ban duoc ching
thuc chit ky nguoi dich.

- Phi: 10 USD/ban.

- Tén miu don, miu t& khai: Khong.

- Y&u ciu, diéu kién thwe hién thii tuc hanh chinh (néu cd):

Gidy to, van ban khong duoc dich dé chimg thuc chit ky nguoi dich:

+ Gidy t0, van ban d3 bi tay x0a, sira chita; thém, bét noi dung khdng hop 1€.

+ Gidy t0, van ban bi hu hong, cii nat khong xac dinh dugc ndi dung.

+ Gidy to, vin ban dong du mat caa co quan, to chirc c6 tham quyén hodc
khong dong dau mat nhung ghi rd khong dugc dich.

+ Giay to, van ban c6 ndi dung quy dinh tai Khoan 4 Diéu 22 ctua Nghi dinh
s0 23/2015/NDb-CP.

+ Gidy t0, van ban do co quan, t6 chtrc ¢6 thim quyén cua nudc NGoai cap,
cong chung hodc chimg nhan chua dugc hop phdp hoa lanh sy theo quy dinh tai
Khoan 1 Diéu 20 cua Nghi dinh s6 23/2015/ND-CP, trir ho chiéu, thé cin cudc,
thé thudng tra, thé cu tra, gidy phép lai xe, bang t6t nghiép, chting chi va bang
diém kém theo bang tot nghiép, chtng chi.

- Can cwr phap ly cia thi tuc hanh chinh:

+ Nghi quyét sé 66.7/2025/NQ-CP ngay 15/11/2025 ciia Chinh phi quy
dinh cat giam, don gian hoa thu tuc hanh chinh dva trén dir liéu,

+ Nghi dinh s6 18/2026/ND-CP ngay 14/01/2026 ctia Chinh phu sira doi,
bd sung mot s6 nghi dinh dé cat giam, don gian hoa thi tuc hanh chinh, diéu kién
kinh doanh thudc pham vi quan 1y cua B¢ Tu phap;

+ Nghi dinh s6 280/2025/ND-CP ngay 27/10/2025 caa Chinh phu sta d6i,
bd sung mot sb diéu cua Nghi dinh s6 23/2015/ND-CP vé cap ban sao tir s6 goc,
chtng thyc ban sao tir ban chinh, ching thuc chir ky va ching thuc hop dong,
giao dich, dugc sua doi, bd sung bai Nghi dinh s6 07/2025/ND-CP;

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cap ban
sao tir ban chinh, ching thyc chit ky va chimg thuc hop dong, giao dich;

+ Théng tu s6 01/2020/TT-BTP ngay 03/3/2020 ctia Bo trudng B Tu phap
quy dinh chi tiét va hudng din thi hanh mot s diéu ctia Nghi dinh s6 23/2015/ND-
CP ngay 16/02/2015 ctia Chinh phu vé cip ban sao tir sé gbe, ching thuc ban sao
tor ban chinh, chirng thuc chit ky va chung thuc hop dong, giao dich;

+ Théng tu sd 264/2016/TT-BTC ngay 14/11/2026 ctia Bo trudng Bo Tai
chinh quy dinh muc thu, ché do thu, ndp, quan ly va sir dung phi, 18 phi trong linh
vuc ngoai giao ap dung tai cac co quan dai dién Viét Nam & nude ngoai.
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