CHI TIET THU TUC HANH CHINH

Tén thu tuc Chung thyc ban sao tir ban chinh gidy to, vin ban do co quan, to
chuc c6 thdm quyén cia Viét Nam; co quan, to chire ¢6 tham quyén
clia nudc ngoai; co quan, t6 chtic c6 tham quyén cua Viét ‘Nam lién
két v6i co quan, t6 chirc c6 thdm quyén cua nude ngoai cip hodc

chirng nhan

Ma thi tuc 2.000815

S6 quyét dinh 3152/QD-BTP

Cép thuec hién Xa, Co quan khac

Loai tha tuc TTHC khong duoc luét giao cho dia phuong quy dinh hodc quy dinh
chi tiet

Linh vuc Chutng thuc

Péi twong thue hién Cong dan Viét Nam, T6 chtrc (khong bao gdm doanh nghiép, HTX),

Nguoi Viét Nam dinh cu ¢ nudc ngoai
Co quan c6 thim quyén
Pia chi tiép nhian HS
Co quan dwoc ity quyén

Co quan phoi hop

TRINH TU THUC HIEN



+ Nguoi yéu cau chimg thuc phai xuat trinh ban chinh gidy to, vin ban lam co s¢ dé chimg thuc ban sao
va ban sao can chung thyec.

+ Trudng hop nguoi yéu cau ching thuc chi xuat trinh ban chinh thi co quan, t6 chirc tién hanh chup tir
ban chinh dé thyc hién ching thyc, trir trudng hop co quan, to chire khong cé phuong tién dé chup.

+ Nguoi thuc hién chung thuc kiém tra ban chinh, d6i chiéu v&i ban sao, néu noi dung ban sao ding voi
ban chinh, ban chinh giay to, van ban khong thude cac truong hop ban chinh gidy to, van ban khong
dugc dung lam co s& d€ chiing thuc ban sao thi thuc hién chiing thuc nhu sau:

* Ghi day du 10i ching chimg thuc ban sao tir ban chinh theo miu quy dinh;
* Ky, ghi 3 ho tén, dong diu ciia co quan, t chirc thyc hién chimg thyuc va ghi vao sb ching thyc.

D6i v6i ban sao c6 tir 02 (hai) trang trd 1én thi ghi 10 chimg vao trang cubi, néu ban sao co tir 02 (hai)
to tro 1én thi phai dong dau gidp lai.

Mbi ban sao duoc ching thuc tir mot ban chinh giéy to, van ban hodc nhiéu ban sao duoc ching thuc tu
mot ban chinh giay to, van ban trong cung mot thoi diém dugce ghi mét s6 ching thuc.

+ Ngudi yéu cau chimg thyc nhan két qua tai noi nop ho so.

+ Nguoi thyc hién chimg thyc khong yéu cdu ngudi yéu cau chimg thuc ndp, xuit trinh ban chinh hogc
ban sao cac giay to, tai liéu da duogc tich hop trén VNelD khi nguoi yéu cau chung thuc da xuat trinh
thong tin tuong tng tor VNelD.

+ Truong hop nguoi yéu ciu ching thue dé nghi va ngudi thyc hién ching thyuc c6 thé khai thac thong
tin, gidy to tir Co so dir liéu qudc gia vé dan cu hodc cac co so dir liéu khac theo quy dinh cua phap luét
thi nguoi thyce hién ching thyc c6 trach nhiém thyc hién viée khai thac thong tin, gidy to tur cac co s¢ dur
liéu nay, khong yéu cau nguoi yéu cau chung thyuc xudt trinh ban chinh, ban sao tir s gdc hodc ban sao
c6 ching thuc ddi voi cac thong tin, gidy to da duoc khai thac.

+ Nguoi yéu cau ching thuc ban sao phai chiu trach nhiém vé noi dung, tinh hop 1€, hop phap cua ban
chinh gidy to, van ban dung lam co s¢ dé chimg thuc ban sao. Nguoi yéu cau ching thyuc c¢6 trach nhiém
xac dinh céc loai glay td, vin ban can chimg thuc ban sao tir ban chinh theo quy dinh cua phap luét va
khéng duoc yéu cau ching thuc ban sao tir ban chinh gidy td, vin ban quy dinh tai Diéu 22 ctia Nghi
dinh s6 23/2015/ND-CP.

+ Nguoi thyc hién chimg thyc chiu trach nhiém vé tinh chinh xac ciia ban sao so vo1 ban chinh. Truong

hop ngudi thuc hién ching thuc nhan thiy phap luat khong quy dinh vé viéc phai sir ‘dung gidy t0, vin
ban chimg thuc ban sao tir ban chinh thi huéng dan cho ngudi yéu cau chimg thuc vé viée nay.

THANH PHAN HO SO



Tén gidy to

Ban chinh giay to, van ban lam co s¢ dé chung
thuc ban sao va ban sao can chuing thuc. Truong

hop ngudi yéu cau chimg thuc chi xudt trinh

ban chinh thi co quan, t6 chirc tién hanh chup tur
ban chinh dé thuc hién chirng thuc, trir trudong
hop co quan, t6 chirc khong c6 phuong tién dé
chup. Ban sao tir ban chinh dé thuc hién ching
thuc phai c6 ddy du cac trang da ghi thong tin

cua ban chinh.

CACH THUC THUC HIEN

Hinh thirc ngp Thoi han giai Phi, 1€ phi
quyeét
Truc tiép Khong xac dinh 2.000 VND
Truc tiép Khoéng xac dinh 10 VNb
CAN CU PHAPLY
Tén van ban phap ly

Quy dinh muec thu, ché do thu, ndp, quan ly va su dung phi, 1€ phi

Maiu don, to khai

S6 lwgng

1 ban chinh

Tai Uy ban nhén dan cap xa, T6 chirc
hanh nghé cong chtng: 2.000 dong/
trang; tur trang th 3 tr¢ 1€n thu 1.000
dong/trang, t6i da thu khong qua
200.000 dong/ban. Trang 1a can cir dé
thu phi duoc tinh theo trang cta ban
chinh;, Tai co quan dai dién: 10 USD/
ban.

Tai Uy ban nhan dan cép x4, T6 chirc
hanh nghé cong chimg: 2.000 dong/
trang; tur trang tha 3 tr¢ 1€n thu 1.000
dong/trang, t0i da thu khong qua
200.000 dong/ban. Trang 1a cin cir dé
thu phi duogc tinh theo trang ctia ban
chinh;, Tai co quan dai dién: 10 USD/
ban.

Ma van ban

264/2016/TT-BTC

trong linh vuc ngoai giao ap dung tai cac Co quan dai dién Viét Nam

O nudc ngoai



Vé cép ban sao tir s6 gbe, chimg thuc ban sao tir ban chinh, ching
thuc chir ky va chung thuc hop dong, giao dich

Thong tu quy dinh mirc thu, ché d6 thu, ndp, quan ly, sir dung phi
cong chimng; phi ching thyc ban sao tir ban chinh, ching thuc chir ky
trong gidy td, van ban; phi thim dinh tiéu chuan, diéu kién hanh nghé
cong chung; phi tham dinh diéu kién hoat dong Van phong cong
chung; 18 phi cap thé cong chimg vién

Nghi dinh s6 280/2025/ND-CP stra d6i, bd sung mot s6 diéu cua
Nghi dinh s6 23/2015/ND-CP vé cép ban sao tir s6 goc, chimg thuc
ban sao tir ban chinh, chimg thuc chit ky va chimg thuc hop dong,
giao dich, dugc stra d6i, bd sung boi Nghi dinh s6 07/2025/ND-CP

Thong tu 01/2020/TT-BTP

Thong tu 1 226/2016/TT-BTC

CO QUAN THUC HIEN

Co quan dai dién c6 tham quyén, T6 chirc hanh nghé cong chimg

YEU CAU, PIEU KIEN THUC HIEN

23/2015/Nb-CP

257/2016/TT-BTC

280/2025/NDb-CP

01/2020/TT-BTP

226/2016/TT-BTC



Ban chinh gidy &, vin ban can chimg thuc.

Ban chinh gidy to, vin ban khong dugc dung 1am co s& dé chimg thuc ban sao:
+ Ban chinh bj tiy x0a, sira chita, thém, bét noi dung khong hop 16.

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

+ Ban chinh dong ddu mat cta co quan, td chic co tham quyén hodc khong dong diu mét nhung ghi rd
khong dugc sao chup.

+ Ban chinh ¢6 ndi dung trai phap luat, dao dtirc xa hoi; tuyén truyén, kich dong chién tranh, chéng ché
dd xa hoi chu nghia Viét Nam; xuyén tac lich str cia dan tdc Viét Nam; xtic pham danh dy, nhan phém,
uy tin cta c4 nhan, t6 chiic; vi pham quyén cong dan.

+ Ban chinh do co quan, t6 chirc c6 thim quyén clia nudc ngoai cap, cong ching hodc chimg nhén chua
dugc hop phap hoa lanh sy theo quy dinh tai Khoan 1 Diéu 20 Nghi dinh 6 23/2015/ND-CP, trir ho
chiéu, thé can cudc, theé thuong tra, the cu tra, gidy phép lai xe, bang t6t nghiép, chimg chi va bang
diém kém theo bang tot nghiép, ching chi.

+ Glay to, van ban do ca nhén tu 14p nhung khong c6 xac nhén va dong dau cua co quan, to chirc ¢6
tham quyeén.

KET QUA XU LY

Bén sao dugc chiing thuc tir ban chinh

Ma: KQ.G15.18.000108

TU KHOA



