UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM

TINH CA MAU ' Poc lap - Tu do - Hanh phiic
S6: 1214 /Qb-UBND Ca Mau, ngay 04  thdang 9 ndm 2015
QUYET DINH

Céng bd thii tuc hanh chinh méi ban hanh linh vuc Chirng thuc ap dung
chung tai cac té chirc hanh nghe cong chirng trén dia ban tinh Ca Mau

CHU TICH UY BAN NHAN DAN TINH

Can cir Luat T8 chirc Hoi ddng nhan dan va Uy ban nhan dan nim 2003;

Can cir Nghi dinh s6 63/2010/ND-CP ngay 08 thang 6 ndm 2010 ctia Chinh
pht vé kiém soat thi tuc hanh chigh; nghi dinh s6 4’8/2(?13/ND—CP ngay 14 thang
5 nam 2013 cta Chinh phu stra doi, bo sung mét so diéu cua cac Nghi dinh lién
quan dén kiém soat thi tuc hanh chinh;

Cin clt Thong tr s6 05/2014/TT-BTP ngay 07 thang 02 nim 2014 cia B3

trudng B6 Tu phép huéng dan céng bd, niém yét thii tuc hanh chinh va béo céo vé
tinh hinh, két qué thuc hién kiém soét thi tuc hanh chinh;

Thye hién Quyét dinh sé 1136/QD-BTP ngay 22/6/2015 cta Bd trudng Bo
Tu phap vé viéc cong bo thi tuc hanh chinh mdi ban hanh, bi hiy bo, bii bo trong
linh vuc chimg thuc thudc pham vi chirc nang quan ly ctia B Tu phap;

Theo dé nghi ciia Gidm ddc S& Tu phap tai To trinh s& 162/TTr-STP ngay 21
thang 8 nam 2015,

QUYET DINH:

Diéu 1. Cong bd kém theo Quyét dinh nay 2 thi tuc hanh chinh méi ban
hanh linh vuc Ching thuc ap dung chung tai cac to chirc hanh nghé cong chimg trén
dia ban tinh Ca Mau (¢o danh muc kem theo).

Piéu 2. Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay ky.

Diéu 3. Chanh Van phong Uy ban nhén dén tinh, Giam doc S& Tur phap,
Thi trudng so, ban, nganh, Chi tich UBND huyén, thanh pho Ca Mau, Chu tich
UBND xd, phuong, thi trén va cac to0 chirc, ca nhén c6 lién quan chiu trach nhiém
thi hanh Quyét dinh nay./.

Noi nhin: )
- Nhu Didu 3; KT. CHU TICH
PHO CHU TICH

- Cuc Kiém soat TTHC, BS Tu phap; -
' . W
P

- TT.TU, TT.HDND tinh;
" Tran Hong Quén

- CT, cac PCT UBND tinh;

- Céng TTDT Ca Mau;

- Trung tdm Cong bao - Tin hoc Ca Mau;
- NC (N);

- Luu: VT, Ktr03/9.
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AP-B EING CHUNG TAI CAC TO CHUC HANH NGHE CONG CHUNG
B A TREN PIA BAN TINH CA MAU

(Ban hanh kém theo Quyét dinh SO K /OD-UBND
héng 9 nam 2015 ciia Chi tich Uy ban nhén dén tinh Ca Mau)

PHAN I
DANH MUC THU TUC HANH CHINH

Danh myc thi tuc hanh chinh ban hanh méi thugc linh vuce chirng thyc ap
dung chung tai cac To chirc hanh nghé cong chirng trén dia ban tinh Ca Mau.

STT | Tén thi tuc hanh chinh

Chirng thue ban sao tir ban chinh gidy 10, van ban do co quan, td chirc co thim
1 quyén cua Viét Nam; co quan, t chirc co tham quyén nuo’c ngoai; co quan, to
chtrc ¢6 thdm quyen clia Viét Nam lién két voi co quan, td chire ¢6 thdm quyén
clia nude ngoai cdp hodc chirng nhan.

Chirng thuc chir ky trong céac gidy to, van ban (_ap dung cho ca truong hop
D) chimg thue diém chi va truong hop nguoi yéu cau ching thuc khong thé ky,
khong thé diém chi dugce).




PHAN II

~ NOI DUNG CUA THU TUC HANH CHINH THUQC LINH VUC
CHUNG THUC AP DUNG CHUNG TAI CAC TO CHUC HANH NGHE
CONG CHUNG:

1. Thu tue: Chirng thyc ban sao tir ban chinh glay to, van ban do co quan,
t6 chirc ¢6 tham quyén cia Viét Nam; co quan, td chire ¢§ thim quyén nwoc
ngoai; co' quan, to chirc ¢6 thim quyen cia Viét Nam lién két voi co quan, to
chirc ¢6 thim quyén caa nwéc ngoai cip hoic chirng nhén.

Buéc 1: Chuin bi hé so.

Ngudi yéu cau dén t3 chirc hanh nghé cOng chirng vao gid lam viéc cac ngay
trong tuén (tro ngay nghi 1€) dé dugc hudéng dan va chuln bi day dd ho so theo quy
dinh cua phap luét.

Bwée 2: Nop ho so.

- Ngudi yéu cdu chimg thuc phai xudt trinh ban chinh gidy to, van ban lam co
s& dé ching thuc ban sao va ban sao cén ching thuc.

- Trueong hop nguoi yéu cau chimg thue chi xudt trinh ban chinh thi co quan, (6
chirc tien hanh chup tw ban chinh dé thuc hién ching thuc, trie truong hop co quan,
16 chirc khong co phuwong tién dé chup.

- Ngudi thuc hién chirng thuc kiém tra ban chinh, déi chiéu v&i ban sao, néu
ndi dung ban sao ding voi ban chinh, ban chinh gidy to, van ban khdng thudc cdc
truong hgp ban chinh gidy 16, van ban khong dwoc dimg lam co sé dé chimg thuc ban
sao thi thuc hi€én ching thuc nhu sau:

* Ghi day du 16 chitng chibng thie ban sao tir ban chinh theo mdu quy dinh;

* Ky, ghi ré ho tén, dong ddu ciia co quan, 16 chire thue hién chimg thue va ghi
vao so chung thuec.

DPéi véi ban sao co tir 02 (hai) trang tré lén thi ghi 1o chimg vao trang cudi,
néu ban sao c6 tir 02 (hat) to trd 1én thi phéi dong dau giap lai.

Méi ban sao dwoc chuimg thuc tir mét ban chinh gicfy 16, van ban hodc nhiéu
ban sao dwoc chung thuc tir mét ban chinh gidy to, van ban trong cling mgt thoi diém
duwoc ghi mot s6 chung thuc.

Bwoce 3: Nhin két qua.

Ngudi yéu cdu ching thuc nhén két qua tal noi ndp hd so.
1.2. Cach thire thwe hién: T4 chic hanh nghé céng chimg.
1.3. Thanh phan, s6 lwong hé so:

1.3.1. Thanh phin ho so bao gom:




Nguéi yéu cau ching thue phai xuét trinh cac gidy to sau day:

- Ban chinh gidy t&, vin ban lam co s& dé ching thuc ban sao.

- Ban sao cin ching thye.

Trong truong hop ban chinh gidy t&, van ban do co quan, t§ chic ¢d thdm
quyén ctia nuéc ngoai cap, cong ching hodc ching nhén thi phai duoc hop phap hoa
lanh sy theo quy dinh cla phéap ludt trude khi yéu cau ching thyue ban sao; trir trudng

hop dugc mién hop phép héa lanh su theo didu udc quoc té ma Viét Nam la thanh
vién hoac theo nguyén tic c6 di, 6 lai.

Truong hgp nguot yéu cau chimg thue chi xut trinh ban chinh thi co quan, to
chirc tién hanh chup tir ban chinh dé thuc hién chimg thue, trir truéng hop co quan, td
ching khdng ¢ phuong tién dé chup.

1.3.2. S6 lwong hé so: .

1.4. Thoi han gidi quyét: Giai quyét ngay trong ngay ké tir khi nhan du ho SO
hop lé hodc trong ngay lam viéc tiep theo, néu tiép nhan yéu céu sau 15 gio: 1901 VO
truong hop cung mét lic yéu cau chimg thuc ban sao tir nhiéu loai ban chinh gzay {o,
van ban; ban chinh cé nhiéu trang; yéu cau sé leong nhzeu ban sao; néi dung giay to,
vén ban phiic tap khé kiém tra, doi chiéu ma co quan, t6 chire thiee hi¢n chimg thue
khéng thé ddp vmg dwoc thoi han quy dinh tai Piéu 7 ciia Nghi dinh nay thi thoi han
chimg thuc dugc keo dai thém khong qua 02 (hai) ngay lam viéc hodc c6 thé dai hon
theo théa thudn bang van ban voi nguoi yéu cau ching thiee,

1.5. P6i twgng thue hién thi tuc hanh chinh: T6 chire, ca nhan.
1.6. Co quan thuc hién tha tuc hanh chinh:
a) Co quan c6 thdm quyén quyét dinh: T6 ching hanh nghé céng chimg

~ b) Coquan hodc nguoi ¢o thAm quyén duoc uy quyén hoac phan cap thuc hién
(néu c6): Khong.

c) Co quan truc tiép thue hién TTHC: Té chitng hanh nghé cong ching
d) Co quan phoi hgp (néu c6): Khong.

1.7. Két qua thwre hién thi tuc hanh chinh: Ban sao duoc chimg thyc tir ban
chinh.

1.8. Phi, I¢ phi: L€ phi chimg thuc ban sao tir ban chinh: 2.0600 dong/trang; tir
trang tht 3 tré 1én thu 1.000 dong/trang, nhung muc toi da khong qua 100.000
dong/ban. '

1.9. Tén méu don, mau t& khai (néu ¢6): Khong.

1.10. Yéu chu, diéu kién thwc hién thi tuc hanh chinh: Ban chinh gidy to,
van ban can chimg thuc. _

Ban chinh gidy to, van ban khong dugc diung lam co sé dé ching thuc ban sao:

+ Ban chinh b ty x6a, sira chita, thém, bét ndi dung khdng hop 1.




-+ Ban chinh bi hu hdong, cii nat, khéng xac dinh dugc ndi dung.

+ Ban chinh dong d4u mét cta co quan, t6 chic co tham quyén hodc khong dong
d4u mét nhung ghi rd khéng duoc sao chup.

+ Ban chinh c6 ndi dung trai phap luét, dao dirc xd hoi; tuyén truyén, kich dong
chién tranh, chéng ché do xa hdi chu nghia Viét Nam; xuyén tac lich sir cia dan toe
Viét Nam; xtic pham danh du, nhan phdm, uy tin cda c4 nhan, 6 chirc; vi pham quyén
cong dan.

+ Ban chinh do co quan, t6 chirc ¢6 tham quyén cda nudc ngoai cip, cong chimg
hodc chimg nhin chua dugc hop phap hoa lanh su theo quy dinh tai khoan 1 Didu 20
Nghi dinh s 23/2015/ND-CP.

+ Glay to, vén ban do ca nhan tu lp nhimg khong ¢6 xac nhan va dong dau cia
co quan, td chire ¢6 tham quyén.

1.11. Can ¢ phap ly ciia thi tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phi vé cip ban sao
tr sO gdc, chung thuc ban sao tr ban chinh, ching thuc chir ky va ching thue hop
dong, giao dich.

- Nghi quyét s6 06/2012/NQ-HDND ngay 12/7/2012 cia Hoi dong nhan dan
tinh Ca Mau ban hanh 1€ phi ching thyc trén dia ban tinh Ca Mau.




2. Tha tuc: Chirng thuc chiv ky trong cac gmy to, van ban (ap dung cho ca
truong hop chimg thue diém chi va truomng hop ngudi yéu ciu ching thuc khong
thé ky, khong thé diém chi dwgc).

3.1. Trinh tu thwe hién: Gom 03 budc:

Buge 1: Chuén bi hd so.

Ngudi yéu ciu dén td chirc hanh nghé cOng chimg vao gio lam viéc cac ngay
trong tudn (trir ngdy nghi 1&) dé duoc huéng din va chuan bj day du hd so theo quy
dinh cta phap luat.

Bude 2: Np hd so

- Nguoi yéu chu chimg thuc chir ky/diém chi/khéng thé ky, khong thé diém chi
dugc phai xuat trinh cac giay to phuc vu viée chirng thuce chir ky.

- Ngudi thuc hién chitng thuc kiém tra gidy to yéu cdu chimg thuc, néu thay di
gidy to theo quy dinh, tai thoi diém chimg thuc, nguoi yéu cdu ching thuc minh mdn,
nhén thiee va lam chu dwoc hanh vi cua minh va viéc chung thuc khong thudc cac
trudng hop khéng duoc chimg thiwc chit ky thi yéu cdu nguoi yéu cdu ching thyc
ky/diém chi trucc mat va thuc hién chimg thuc nhu sau:

* Ghi ddy di 16i chimg chitng thue chit ky theo mdu quy dinh;

* Ky, ghi rd ho tén, déng dau cia co quan, 16 chic thiee hién chitng thuc va ghi
vao so chung thuc.

Boz vm gidy to, van béan 6 tir (02) hai trang tré lén thi ghz loi chimg vao trang
cudi, néu gidy t&, van ban c6 tir 02 (hai) to tro 1én thi phai déng dau giap lai.

- P6i véi trudmg hap chung thuc chit ky/diém chl/khong thé ky, khéng thé diém
chi dugce tai bo phan tiép nhin va tré két qua theo co ché mt cua, mét cua lién thong
thi cong chirc tiép nhdn hé so kiém tra cdc gidy to, néu nhdn thdy nguol yéu cau

chitng thie c6 di diéu kién quy dinh tai Khodn 2 Diéu 24 Nghi dinh 56 23/2015/ND-
CP thi dé nghi nguoi Yéu cdu chu'ng thiee ky/diem chi vao gidy to cdn chieng thuc va
chuyén cho nguoi cé thim quyén ky ching thie.

Buéce 3: Nhin két qua.

Ngudi yéu cau chimg thue nhan két qua tai noi nop hé so.

2.2. Cach thirc thuc hlen Nop ho so truc tiép tai to chirc hanh nghe cong’
chiang hoac ngoai tru SO’ ciia 16 chire hamh nghé cong chimg néu nguci yéu cdu chimg
thuc thudc dién gia yeu, khong thé di lai duorc, dang bi tam gitt, tam giam, thi hanh an
phat tu hodic co Iy do chinh dang khdc.

2.3. Thanh phén, s6 lwgng hd so
2.3.1. Thanh phén hb so bao gom:




Nguoi yéu cu chimg thue chit ky ciia minh phai xudt trinh cdc gidy to sau ddy:

- Bén chinh hodc bén sao cé chimg thuc Gidy chung minh nhain dan hodc Ho
chiéu con gid tri s dung;

- Gidy 16, van ban ma minh sé ky/ diém chi

2.3.2. Sé Juwong ho so:

2.4. Théi han gidi quyét: Giai quyét ngay trong ngay ke tir khi nhan di hé so
hop 1€ hodc trong ngay lam viéc tiép theo, néu tiép nhdn yéu cdu sau 15 gio.

2.5. Pbi twong thue hién tha tuc hanh chinh: ca nhan.

2.6. Co quan thye hién thu tuc hanh chinh:

a) Co quan co thdm quyén quyét dinh: TS ching hanh ngé cong chirng

~ b) Co quan hoac nguoi co tham quyén dugc uy quyén hoac phén cip thuc hién

(néu c6): Khong.

¢) Co quan truc tiép thuc hién TTHC: T4 chirc hanh nghé céng chirc

d) Co quan phdi hop (néu c6): Khong,

2.7. Két qua thyc hién thii tuc hanh chinh: Gidy 10, vin ban dugc chiing
thuc/diém chi.

2.8, Phi, 1& phi: L& phi chimg thuc chit ky 10.000 déng/truéng hop.

2.9. Tén mau dom, mau to khai (néu ¢0): Khong.

2.10. Yéu ciu, diéu ki¢n thwe hién thii tuc hanh chinh:

- Nhitng trueong hop khong duoc chimg thuc chit ky:

+ Tai thoi diém chimg thiee, nguoi yéu cau chimg thue chiv ky khéng nhan thire
va lam chui dugc hanh vi cua minh.

+ Nguoi yéu cu chimg thuc chiv ky xudt trinh Gidy chisng minh nhan dén hodc
H¢ chiéu khéng con gid tri si dung hodc gia mao.

+ Gidy to, vdn ban ma ngudi yéu cau chimg thue ky vao cé néi dung trdi phép
ludt, dao dirc xa héi; tuyén truyén, kich dong chién tranh, chéng ché dg xa héi chi
nghia Viét Nam, xuyén tac lich st cua ddn téc Viet Nam, xuc pham danh du, nhan
pham, uy tin cia cd nhan, t6 chikc; vi pham quyén cong dan.

+ Gidy to, vin ban c¢é néi dung la hop dong, giao dich, trie cdc truong hop
Chumg thuc chit ky trong Gzay uy quyen déi voi tru’(mg hop uy quyén khéng cé this
lao, khong co nghia vu béi thu'ong cua bén dugc uy quyén va khdng lién quan den
viée chuyén quyén so hitu tai san, quyén sie dung bat déng sén hodc truong hop phdp
[udt co quy dinh khac.

- Vigc chung thuc chit ky quy dinh tai cac Diéu 23, 24 va trucng hop khong duoc
chimg thuc chiv ky tai Diéu 25 Nghi dinh s6 23/201 5/ND-CP ciing dugc dp dung

trong truong hop chung thuc dzem chi khi nguoi yéu cdu chimg thuc chit ky khong ky
duoc va truong hop nguoi yéu cau chimg thuc khéng thé ky, diém chi duor.



2.11. Can cir phap ly cia thi tuc hanh chinh:

- Nghi dinh s6 23/2015/NP-CP ngay 16/02/2015 cta Chinh pht vé& cap ban sao
tr 86 gde, chimg thuc ban sao th ban chinh, ching thuc chir ky va ching thuc hop
dong, giao dich.

- Nghi quyét s6 06/2012/NQ-HDND ngay 12/7/2012 cua Hoi dbng nhin dan
tinh Ca Mau ban hanh L& phi ching thuc trén dia ban tinh Ca Mau.




