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3. Chirng thue chir ky trong cac gidy to, viin ban (dp dung cho ca trudng hop chirng thwe diém chi va truong hop

ngudi yéu ciu chirng thwe khong thé ky, khong thé diém chi dwgrc)
3.1. Trinh tw, cach thirc, thoi gian giai quyét thi tuc hanh chinh

TT Trinh ty thye hién Cach thirc thyc hién Thoi gian giai quyét
. 1. Nop truc tiép qua Té churc hanh ngl}é Cong chung. . ) i?;agg: tﬁuiﬁ gio den 11
. NOp ho so thu tuc hanh 2. Ngoai tru s¢ cua To chirc hanh nghé Cong chirng néu ngudi yéu cau glo o A p  ney i %
Budérc 1 e : , NN n 2 g . -~ - Chiéu: tur 13 gio 30 den
chinh: chung thuc thudc dién gia yéu, khong thé di lai duoc, dang bi tam gitr, tam 17 qiss cia cac noay 1am
giam, thi hanh an phat ti hodc c6 1y do chinh dang khac. viég u gay
Cong chirng vién tiép nhan ho so tai T6 chirc hanh nghé Cong ching xem
xét, kiém tra tinh chinh xac, day du cta ho so; quét (scan) va luu trir ho so Chuvé h so tid
dién tr, cap nhat vao co s¢ dir li¢u cuia phan meém mot ctra di€n tir cia Tinh. h P yen ngiy 0 80 1ep‘
a) Truong hop hé so chua day du, chua chinh xac theo quy dinh thi phai il an trAuc EEP tro(;lég nea %1
Tido nhin va chuvén ha hudng dan dai dién to chire, ca nhén bd sung, hoan thién ho so theo quy dinh a'r‘nl\‘/lec (.A 01111gw ¢ c}llua 2
Budc 2 ﬂ:(fp n zn Vl? ch’u)lflen 0so va néu 0 ly do theo mau Phi€u yéu cau bo sung, hoan thién h6 so; glo ;{n Vl.e‘c) f)a(l:‘c uyen
u tuc hanh chin b) Trudng hop tir chéi nhan hd so thi phai néu rd Iy do theo mau Phiéu tir | Y20 dau glongay lam viee
£: 2 A 1.2 tiép theo doi voi truong
choi gidi quyét ho so thu tuc hanh chinh; hob tiép nha 15 oic
¢) Truong hop hé so day du, chinh xac theo quy dinh thi tiép nhan ho SO va h?p 1ep nhian sau 15 glo
1ap Gidy tiép nhan hd so va hen ngay tra két qua; dong thoi giai quyét TTHC ang ngay.
theo quy trinh.
Sau khi nhan ho so thu tuc hanh chinh ",Fé) chirc hanh I}ghé cong chirng xem 01 ngay lam viéc, trong
x€t, tham dinh ho so, trinh phé duyét két qua gidi quyét tha tuc hanh chinh: do:
&t thi 3 1. Tiép nhan hd so 01 gio
Buée 3 Giai quyczthtilrlllrl] tuc hanh o
2. Gidi quyét ho so, trong do: 07 gio
+ Chuyén vién 04 gio
+ Cong chitng vién 02 gio
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TT Trinh tu thuc hién Cach thire thue hién Thoi gian giai quyét

+ Van thu 01 gio

Véan thu nhap vao s0 theo ddi ho so va phén mém dién tir thuc hién nhu sau:
- Thong bao cho dai dién to chirc, ca nhan biét trude qua tin nhin, thu dién
twr, dién thoai hodc qua mang xa hoi duoc cép ¢4 thAm quyén cho phép dbi
Tra két qua giai quyét thi | voi hd so gii quyét thu tuc hanh chinh trudc thoi han quy dinh.

tuc hanh chinh - Pai dién t6 chirc, ca nhan nhan két qua giai quyét thi tuc hanh chinh theo
thoi gian, dia diém ghi trén Gidy tiép nhan hd so va hen tra két qua (xuét
trinh giay hen tra két qua). Van thu kiém tra phiéu hen va yéu cau nguoi dén
nhan két qua ky nhan vao s6 va trao két qua.

- Séang: tir 07 gio dén 11
gio 30 phut;

- Chiéu: tir 13 gid 30 dén
17 gio cua cac ngay lam
Viéc.

Budc 4

3.2. Thanh phan, so lwong hd so

a) Thanh phan ho so

- Ban chinh hodc ban sao c6 ching thuc Gidy chirmg minh nhan dan hodc Ho chiéu con gia tri st dung.

- Giay to, van ban ma minh s€ yéu cau chimg thuc chit ky. Trudng hop ching thue chir ky trong gidy to, van ban bang
tleng nudc ngoai, néu nguoi thuc hién ching thue khong hiéu 16 noi _dung cua gidy t0, van ban thi c6 quyén yéu cau ngudi yéu
cau ching thuc ndp kém theo ban dich ra tleng Viét noi dung cia gidy to, vin ban d6 (ban dich khong can cong ching hodac
chtng thuc chit ky ngudi dich, ngudi yéu cau ching thuc phai chiu trach nhiém vé ndi dung ctia ban dich).

b) S6 lugng hd so: 01 bod

3.3. Poi twong thue hién thi tuc hanh chinh: Cé nhan

3.4. Co quan giai quyét thi tuc hanh chinh: T6 chirc hanh nghé cong chimng.

3.5. Két qua thue hién thi tuc hanh chinh: Gidy to, vin ban dugc ching thyc chir ky/diém chi.

3.6. Phi, 1& phi: 10.000 dong/trudmg hop (trudng hop duogce tinh 13 mét hodc nhiéu chir ky trong mot gidy to, vin ban).

3.7. Tén miu don, miu to khai: Khong quy dinh.

3.8. Yéu cau, diéu kién thwe hién thi tuc hanh chinh:

Truong hop khong duge chirng thuc chir ky:

+ Tai thoi diém ching thuc, ngudi yéu cdu ching thuc chit ky khong nhan thirc va 1am cha dugc hanh vi ctia minh.

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

+ Gidy t0, van ban ma ngudi yéu cau ching thuc ky vao co ndi dung quy dinh tai Khoan 4 Diéu 22 ctia Nghi dinh sé
23/2015/NDb-CP.

+ Gidy to, vin ban c6 ndi dung 13 hop dong, giao dich, trir cac truong hop quy dinh tai Piém d Khoan 4 Piéu 24 cua Nghi
dinh s6 23/2015/ND-CP hoic truong hop phéap ludt ¢6 quy dinh khac.

3.9. Can cwr phap ly cua thu tuc hanh chinh

- biéu 5, 7, 23, 24, 25, 26 Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cap ban sao tir ban chinh,
chtng thuc chit ky va chimg thuc hop dong, giao dich;

- Pbiéu 8 Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ctia B6 Tu phéap quy dinh chi tiét va huéng din thi hanh mot sd
diéu ctia Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cip ban sao tir ban chinh, ching thuc chit ky va ching
thuc hop ddng, giao dich;

- biéu 4, Thong tu s6 257/2016/TT-BTC ngay 11/11/2016 cta Bo Tai chinh quy dinh mirc thu, ché d6 thu, ndp, quan 1y, sir
dung phi cong chtng; phi chirng thuc; phi thim dinh tiéu chuan, diéu kién hanh nghé cong chimg; phi thim dinh diéu kién hoat
dong van phong cong chirng; 18 phi cip thé cong ching vién.

3.10. Lwru ho so (ISO):

Thanh phan hd so luu B¢ phan luu triv Thoi gian luvu

- Nhu muc 3.2;
- Két qua gidi quyét TTHC hodc Vian ban tra 10i clia don vi doi véi ho so \ . Tir 01 nam, sau d6 chuyén hd

n . A A X 1ia T6 chttc hanh nghé Cong N ~ . 2
khong dép tng yéu cau, diéu kién. , so dén kho luu trit cia To

\ 5 . , chung , \ X ~a ,

- H6 so tham dinh (néu c6) chirc hanh nghé Cong ching
- Vin ban trinh co quan cép trén (néu co)



https://thuvienphapluat.vn/van-ban/thue-phi-le-phi/thong-tu-257-2016-tt-btc-phi-cong-chung-thuc-tham-dinh-hanh-nghe-cong-chung-the-cong-chung-vien-333295.aspx
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Céc biéu mau theo Khoan 1, Piéu 9, Thong tur s 01/2018/TT-VPCP ngay
23 thang 11 nam 2018 cua B truong, Chu nhiém Van phong Chinh phu
quy dinh chi tiét mot sd didu va bién phap thi hanh Nghi dinh sb
61/2018/ND-CP ngay 23 thang 4 nim 2018 ctia Chinh phu vé thyc hién co
ché mot ctra, mot cira lién thong trong giai quyét thu tuc hanh chinh.

T6 chirc hanh nghé Cong
chiing

(Hét)




