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

TTHC

Trinh tu thuc hién

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

+ Trong truong hop nguoi yéu cau ching thuc khong thong thao tiéng Viét thi phai co nguoi
phién dich. Nguai phién dich phai la ngudi c6 nang luc hanh vi dan sy day da theo quy dinh cua
phap luat, thong thao tiéng Viét va ngon nglr ma ngudi yéu cau chirng thuc sir dung. Nguai phién
dich do ngudi yéu cau chirng thuc mai hodc do co quan thuc hién chirng thuc chi dinh. Thu lao
phién dich do nguoi yéu cau ching thuc tra.

+ Nguai thuc hién chirng thuc (hodc ngudi tiép nhan hé so trong trudng hop tiép nhan tai bo
phan mét clra, mot cira lién thong) kiém tra gidy to yéu cau chirng thuc, néu thay du gidy to theo
quy dinh, tai thoi diém ching thue, nguoi yéu cau chirng thue minh man, nhan thire va lam chu
dugc hanh vi ciia minh va viéc chirng thuc khéng thudc céc truong hop khong dugc chirng thuc
chir ky thi yéu cau nguai yéu cau chirng thuc ky/diém chi truede mat va thuc hién chirng thuc nhu
sau:

* Ghi day du |oi chirng ching thuc chir ky theo mau quy dinh phia dudi chit ky duoc ching thuc
hodc trang lién sau cua trang gidy tg, van ban cé chir ky dugc chirng thuc; Néu hé so tiép nhan
tai bo phan mot cira, mot ctra lién thong thi ngudi ti€p nhan ho so ky vao dudi I6i chirng theo
ma&u quy dinh va chuyén h6 so cho nguai thuc hién chirng thuc.

* Ngudi thue hién ching thuc ky, ghi rd ho tén, déng dau cuia co quan, t6 chirc thuc hién ching
thuc va ghi vao s6 chirng thuc.

DOi vai gidy 10, van ban c¢6 tlr (02) hai t& trd 1én thi phai dong dau giap lai. Truong hop 16i chirng
dugc ghi tai to lién sau cuta trang cé chir ky thi phai dong dau giép lai gitra gidy t&, van ban chiing
thuc chir ky va trang ghi |Gi chiang.

Linh vuc

Chuirng thuc

D6i tuong thuc hién

Cong dan Viét Nam, Nguai Viét Nam dinh cu & nude ngoai, Can bo, cong chirc, vién chirc, Doanh
nghiép, Doanh nghiép c6 von dau tu nude ngoai, To chirc (khdng bao gém doanh nghiép, HTX),
Hop tac xa




Cach thire thuc hién

Truc tiép

Thanh phan ho so
Giay to phai xuat trinh:

1. + Ban chinh hodc ban sao c6 chirng thuc Gidy chirng minh nhan dan/Cén cudc céng dan hoac
HO chiéu con gia tri str dung.

2. + Gidy 10, van ban ma minh sé yéu cau ching thuc chir ky. Truang hop chirng thuc chir ky
trong gidy g, van ban bang tiéng nudc ngoai, néu ngudi thuc hién chirng thuc khong hiéu rd noi
dung cla gidy tg, van ban thi cé quyén yéu cau nguoi yéu cau chirng thuc ndp kém theo ban dich
ra tiéng Viét ndi dung cua giay to, van ban do (ban dich khéng can céng ching hoéc chirng thuc
chit ky ngudi dich, ngudi yéu cau ching thuc phai chiu trach nhiém vé ndi dung cta ban dich).

Yéu cau thuc hién

Truong hap khong dugce ching thuc chir ky:+ Tai thoi diém chirng thuc, ngudi yéu cau chiing
thuc chir ky khong nhan thic va lam chu dugc hanh vi cia minh.+ Nguoi yéu cau ching thuc
chit ky xuat trinh Gidy chirng minh nhan dan hoac Ho chiéu khong con gia tri sir dung hodc gia
mao.+ Giay t0, van ban ma ngudi yéu cau chirng thuc ky vao cé ndi dung quy dinh tai Khoan 4
Diéu 22 cta Nghi dinh s6 23/2015/ND-CP.+ Gidy tg, vdn ban cé néi dung la hgp déng, giao dich;
trlr Gidy Uy quyén trong cac truang hop Gidy dy quyén: (1) dy quyén vé viéc nép hd, nhan hoé ho
S0, gidy t0, trlir truong hop phap luét quy dinh khong dugc dy quyén; (2) iy quyén nhan ho luvong
huu, buu pham, trg cap, phu cap; (3) Gy quyén nho trong nom nha cira; (4) Gy quyén cla thanh
vién ho gia dinh d€ vay von tai Ngan hang chinh sach xa hoi; hoac trir truong hop phap luat co
quy dinh khac.

Can cur phap ly

Thong tu 257/2016/TT-BTCThéng tu 264/2016/TT-BTCNghi dinh 23/2015/ND-CPThéng tu
226/2016/TT-BTCThéng tu 01/2020/TT-BTP

Phi

0

Lé phi

Co quan thuc hién

Uy ban Nhan dan x4, phuong, thi tran.
Phong Tu Phap



T6 chirc hanh nghé coéng chirng
Co quan dai dién c6 tham quyén

Co quan ban hanh

Co quan phai hop



