52. Thiu tuc Chirng thuce chir ky trong cac glay t0, van ban (thu tuc nay ciing
dwogc ap dung trong truwong hop chirng thuc diém chi kh1 nguoi yéu cau chlrng
thue chir ky khong ky dwgce va treong hgp nguoi yéu ciu chirng thuc khong thé
ky, diém chi dwoc)

* Trinh tyu thuwe hién:

— Budc 1: Nguoi yéu cau chung thuc nop hd S0 truc tiép tai BO phan tiép nhan
va tra két qua ctia Uy ban nhan dan phuong, x4, thi trdn, tir tht hai dén tht sau (budi
sang tur 07 gio 30 phat dén 11 gio 30 phut, budi chiéu tir 13 gio 00 phit dén 17 it 00
phut) va budi sang thir bay (tir 07 gid 30 phat dén 11 gio 30 phit) hodc yéu cau ching
thue ngoai tru so ctia Uy ban nhan dan phudng, x4, thi tran, néu nguoi yéu cu ching
thuc thudc dién gia yéu, khong thé di lai dugc, dang bi tam giit, tam giam, thi hanh an
phat tu hodc co6 1y do chinh dang khac.

— Buéc 2: Cong chire tiép nhan ho so kiém tra thanh phan, s6 lugng ho so:

+ Trudong hop ho so day da va hop 18 va nhan thdy nguoi yéu cau ching thyc
minh man, nhan thtc va 1am chu duoc hanh vi cia minh va viéc ching thuc khong
thugc cac truong hop khong dugce ching thue chir ky theo quy dinh, thi dé nghi nguoi
yéu cau ching thue ky hodc diém chi (néu nguoi yéu cau ching thyc khong ky dugc)
vao gidy to can chung thuc trude mit cong chire tiép nhan ho so va chuyén cho nguoi
thuc hién ching thuec.

+ Truong hop ngu’m yéu cau ching thuc khong the ky, khong thé diém chi
duogc thi cong chirc tiép nhan hd so kiém tra thanh phan, sb luong hd so. Néu hd so
day du va hop 18 va nhan thay nguoi yéu cau chimg thuc minh man, nhan thirc va lam
chu dugc hanh vi cua minh va viéc chung thuc khong thudc cac truong hop khong
dugc chung thyc chir ky theo quy dinh, thi ghi nhan va chuyén ho so dong thoi bao
cao truong hop cuia nguoi yéu cau chung thuc cho nguoi thuc hién ching thuc.

* Truong hop tiép nhan ho so sau 15 gid ma co quan thue hién ching thuc
khong thé giai quyét va tra két qua ngay trong ngay thi nguoi tlep nhan ho so phai co
phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho nguoi yéu cau chimg thuc.

+ Trudong hop ho so chua day du thi nguoi tiép nhan ho so hudng dan nguoi
yéu cau chung thyc bd sung hod so theo quy dinh, hodc hudng dan nop ho so den co
quan c6 tham quyén ching thuc, néu ndp ho so khong dung co quan c6 thim quyén.

— Budc 3: Nguoi thuce hién chung thyc thyc hién ching thyc nhu sau:

+ Ghi day du 10i ching ching thuc chit ky theo miu quy dinh.

+ Ky, ghi r6 ho tén, dg')ng dau cua Uy ban nhan dan phuong, xa, thi tran thuc
hién chirng thuc va ghi vao s6 chig thyec.

D01 vOi gidy t&, van ban c6 tir (02) hai trang trd 1én thi ghi loi chung vao trang
cudi, néu gidy to, van ban co tir 02 (hai) to trd 1én thi phai dong dau giap lai.



- Uy ban nhan dan phuong, x3, thi trdn thuc hién chimg thyc luu 01 (mot) ban
gidy to, van ban dd chimg thuc hodc luu 01 (mot) ban chup gidy to, van ban do.
Truong hop Uy ban nhan dan phuong, xa, thi tran khong c¢6 phuong tién dé chup thi
van ban luu trir do nguo1 yéu cau chung thuc cung cap.

- Trong truong hop tur chdi ching thue, nguoi thuc hién chimg thuc phai giai
thich 1o 1y do bang van ban cho ngudi yéu cau chung thuc.

— Buére 4: Nguoi yéu cau chimg thuc nhan két qua tai noi nop ho so.

* Cach thirc thwe hién: Nop ho so va nhan két qua truc tiép tai Bo phan tiép
nhan va tra két qua cua Uy ban nhan dan phuong, xa, thi tran hodc yéu cau chung
thuc ngoai tru so.

* Thanh phan, s6 lwong ho so:

— Thanh phan ho so:

+ Xuat trinh ban chinh hodc ban sao c6 ching thuc Gidy ching minh nhan dan
hoac HO chiu con gia tri st dung.

+ Nop gidy to, van ban ma nguoi yéu cau chtng thuc s& ky vao (s6 luong theo
nhu cu ctia nguoi yéu cau chtng thuyc).

* Truong hop ching thuc ngoai tru so thi ngudi yéu cau ching thuc phai nop
van ban yéu cau chung thuc ngoai tru so.

— S6 luong ho so: 01 bo.

* Thoi han giai quyet Trong ngay tiép nhan yéu cau hodc trong ngay lam viéc
tiép theo, néu tiép nhan yéu cau sau 15 gio.

* Poi twong thwe hién thi tuc hanh chinh: Ca nhan.

~ * Co quan thyc hién thi tyc hanh chinh: Uy ban nhan dan phudng, x4, thi
tran.

* Két qua thuce hién thii tuc hanh chinh: Gidy to, vin ban dugc chung thuc
theo mau quy dinh hoac van ban tir choi ching thuc ¢é néu 16 1y do.

* Lé phi: 000 dong/truong hop (truong hop duge tinh 1a mot hodc nhiéu chir
ky trong mot gidy to, van ban).

* Tén miu don, miu t& khai: Khong.

* Yéu cau, diéu kién thuc hién thi tuc hanh chinh:

— Nhirng truong hop khong dugc chung thuc chit ky:

+ Tai thoi diém ching thuc, nguoi yéu cau chimg thuc chit ky khong nhan thirc
va lam chu duogc hanh vi ciia minh.

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



+ Gidy t0, van ban ma nguoi yéu cau chimg thuc ky vao ¢ ndi dung trai phap
luat, dao duc xa hoi; tuyén truyén, kich dong chién tranh, chéng ché do xa hoi chu
nghia Viét Nam; xuyén tac lich sir cua dan tdc Viét Nam; xuc pham danh du, nhan
pham, uy tin ctia ca nhén, t6 chic; vi pham quyén cong dan.

+ Gidy to, vin ban ¢ noi dung 1a hop ddng, giao dich, trir cac truong hop
ching thuc chir ky trong Glay Uy quyén dbi véi truong hop uy quyén khong c6 thu
lao, khong c6 nghia vu bdi thudng cua bén dugc uy quyén va khong lién quan dén
viéc chuyén quyén sé hiru tai san, quyén sir dung bat dong san hodc truong hop phap
luat c6 quy dinh khac.

— Khi chung thue chir ky trong gidy to, vian ban bang tiéng nudc ngoai, neu
nguoi thue hién ching thuc khong hiéu rd ndi dung cta gidy to, van ban thi co quyen
yéu céu nguoi yéu cau chimg thyc nop kém ban dich ra tiéng Viét ndi dung cua gidy
to, van ban do. Ban dich gidy to, van ban khong phai cong chirng hoac chimg thuc
cht ky nguoi dich; nguoi yéu cﬁu chtng thuc phai chiu trach nhiém vé noi dung cia
ban dich.

* Can ctr phap ly caa tha tuc hanh chinh:

— Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cta Chinh pha vé
cap ban sao tir ban chinh, chimg thuc chit ky va chimg thuc hop ddng, giao dich (c6
hiéu luc ké tir ngay 10 ndm 4 nim 2015);

— Thong tu s6 20/2015/TT-BTP ngay 29 thang 12 nim 2015 cta Bo truong Bo
Tu phap quy dinh chi tiét va huéng dan thi hanh mot s6 diéu cia Nghi dinh sb
23/2015/NP-CP ngay 16 thang 02 nam 2015 ciia Chinh phu vé cap ban sao tir s6 goc,
chtng thuc ban sao tir ban chinh, chimg thuc chit ky va chtng thuc hop dong, giao
dich (c6 hiéu lyc ké tir ngay 15 thang 02 nim 2016);

— Thong tu lién tich s6 158/2015/TTLT-BTC-BTP ngay 12 thang 10 nim 2015
ctia BO truong Bo Tai chinh va Bo truong B Tu phap quy dinh mic thu, ché do thu,
ndp va quan ly 1€ phi chung thuc ban sao tir ban chinh, ching thuc chit ky, chiing
thuc hop dong, giao dich (c6 hiéu luc ké tir ngay 30 thang 11 nam 2015).



