3. Chirng thuc chir ky trong cac gidy to, vin ban _(@p dung cho cé truong hep
chitng thwe diém chi va truong hep ngudi yéu cau chieing thuc khong thé ky,
khong thé diém chi dwec)

Trinh tw thuc hién

+ Ngudi yéu cu chung thue chir ky/diém chi/khong thé ky, khong thé diém
chi dugc phai xuét trinh céc gidy to phuc vu viée ching thuc chir ky.

+ Trong truong hop ngudi yéu cau ching thuc khong thong thao tiéng Viét thi
phai c6 nguoi phién dich. Nguoi phién dich phai 1a nguoi 6 nang lyc hanh vi dan sy
day du theo quy dinh ctia phap luat, thong thao tiéng Viét va ngbn nglk ma nguoi yéu
cau chtng thuc str dung. Nguoi phién dich do nguoi yéu cau chimg thuc moi hodc do
co quan thyc hién chimg thuc chi dinh. Thu lao phién dich do ngudi yéu cau chimg
thuc tra.

+ Nguoi thuc hién chimg thuc kiém tra gidy to yéu cau ching thyuc, néu thiy
du gidy to theo quy dinh, tai thoi diém chung thyuc, nguoi yéu cau chimg thuc minh
man, nhan thitc va 1am chu dugc hanh vi cia minh va viéc chimg thuc khong thudc
cac trudng hop khong duoc ching thuc chit ky thi yéu cau ngudi yéu cau chimg thuc
k}'//diém chi trudc mat va thuc hi¢n chung thuc nhu sau:

* Ghi day du 101 ching chung thuc chit ky theo mau quy dinh;

* Ky, ghi r0 ho tén, dong diu cua co quan, t6 chirc thuc hién chung thuc va ghi
vao s ching thue.

Déi v6i gidy to, vin ban co tir (02) hai trang trd 18n thi ghi 101 ching vao trang
cudi, néu gidy to, van ban c6 tir 02 (hai) to tro 1én thi phai dong dau giap lai.

+ Béi voi truong hop chang thuc chir ky/diém chi/khong thé ky, khdng thé
diém chi duoc tai bo phan tiép nhan va tra két qua theo co ché mot cira, mot cua lién
thong thi cong chic tiép nhan hd so kiém tra cac gidy to, néu nhan thiay nguoi yéu
cau chang thuyc c6 du didu kién quy dinh tai Khoan 2 Diéu 24 Nghi dinh sé
23/2015/ND-CP thi dé& nghi ngudi yéu cau ching thuc ky/diém chi vao gidy to can
chtrng thuc va chuyén cho ngudi c6 tham quyén ky ching thuc.

Céch thirc thuc hién: Lua chon mot trong cac cach thic:

- Nop hd so truc tiép;

- Nop hd so truc tuyén qua dia chi https://dichvucong.hanoi.gov.vn

Thanh phan ho so

+ Ban chinh hoic ban sao cé ching thuc Giay chitng minh nhan dan hoic Ho
chiéu con gia tri st dung.

+ Giay to, vin ban ma minh s&yéu cau ching thyc chix ky. Truong hop ching
thuc chir ky trong gidy to, vin ban bang tiéng nudc ngoai, neu nguoi thuc hién ching
thuc khéng hiéu rd ndi dung ciia gidy to, van ban thi co quyén yéu Cau ngudi yéu cau
chung thuc nop kém theo ban dich ra tiéng Viét noi dung cua gidy to, van ban dé
(ban dich khéng can cong chitng hoic chiing thuc chir ky ngudi dich, nguoi yéu cau
chtng thuc phai chiu trach nhiém vé noi dung cua ban dich).

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

S6 bd ho so: 01

Phi: 10.000 dong/trudng hop (trudng hop duoc tinh 1a mot hoac nhiéu chit ky
trong mot gidy to, van ban).



Thoi han giai quyet Trong ngady co quan, t6 chic 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 tlep theo thi nguoi tlep nhan hd so phai ¢6 phiéu hen ghi rd
thoi gian (gio, ngay) tra két qua cho ngudi yéu cau ching thuec.

Péi twong thuc hién: Ca nhan

Co quan thuc hién: UBND UBND cép xa

Pia chi tiép nhan hd so: Bo phan Mot cira UBND cap cap xa

Két qua thuc hién: Gidy to, van ban duoc chirng thuc chir ky/diém chi.

Can cw phap ly

Nghi dinh 23/2015/ND-CP ngay 16/02/2015 cua Chinh phi vé cip ban sao tir
ban chinh, chirng thyc chir ky va chiing thuc hop dong giao dich;

Thong tu 01/2020/TT-BTP ngay 03/3/2020 quy dinh chi tiét va huéng dan thi
hanh mot s6 diéu cta nghi dinh s6 23/2015/NB-CP ngay 16/02/2015 ctia Chinh phi
vé cap ban sao tir ban chinh, chting thuc chit ky va chimg thuc hop dong giao dich;

Thong tu 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy dinh mirc
thu, ché do thu, ndp, quan 1y va st dung phi chimg thuc

Yéu cau hoic diéu kién dé thwc hién TTHC

Truong hop khong dugce chirng thuc chir ky:

+ Tai thoi diém ching thuc, ngudi yéu cau ching thuc chir ky khéng nhin
thire va lam chu dugc hanh vi cia minh.

+ Ngudi yéu cau ching thuc chit ky xuat trinh Gidy chimg minh nhan dan hoic
Ho chiéu khong con gia tri st dung hoac gia mao.

+ Gidy to, vin ban ma ngudi yéu ciu ching thuc ky vao c6 ndi dung quy dinh
tai Khoan 4 Piéu 22 cua Nghj dinh 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu

+ Gidy to, van ban c6 noi dung 1a hop déng, giao dich, trir cac trudng hop quy
dinh tai Biém d Khoan 4 Diéu 24 cua Nghi dinh 23/2015/ND-CP ngay 16/02/2015
cua Chinh phu hoac trueong hop phap luat c6 quy dinh khac.
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