HUONG DAN THU TUC CHUNG THUC, CONG CHUNG
L. Quy dinh chung
1. Pai str quan cd thé chieng thurc cac viéc sau:
- Churng thuc ban sao tir ban chinh;

- Chiing thuc chix ky trén gidy to, van ban 1a chit ky cia nguoi dé nghi chiing
thuc;

- Chung thuc chix ky cong tac vién phién dich cua Dai st quan trong ban dich tur
tieng nudc ngoai sang tieng Viét, hoac tir tieng Viét sang tiéng nudc ngoai.

2. Cac hop ddng, giao dich, vin ban thoa thuan phan chia di san, vin ban khai
nhan di san 1a d6ng san, vin ban tir chdi nhan tai san thira ké khong lam thi tuc chieng
thuc ma lam thia tuc cong chirng tai Pai st quan (Piéu 5 khoan 3 Nghi dinh
23/2015/ND-CP ngay 16/02/2015 va Piéu 78 Luat Cong chimg nim 2014).

3. Viéc chitng thuc chir ky trén giay iy quyén duoc thuc hién trong céc truong
hop sau:

(i) Uy quyen ve viéc nop hd, nhan ho ho so, gidy to, trir truong hop phap luat
quy dinh khong dugc uy quyen.

(i) Uy quyeén thuc hién céc thu tuc hanh chinh.
(iii) Cac truong hop khac khong yéu cau 1ap hop dong ay quyeén.

Déi Véi vigc ay quyén khong thuge cdc truong hep néu trén, thi phdi lap thanh
hep déng iy quyén.

Trwong hgp dong y cho con vé Viét Nam khéng co cha me di cung, thi s dung
dung mau vin bdn cho cong viéc nay; khong s dung mdu gidy sy quyén gidi quyét
cac cbng viéc tai Viét Nam cho muc dich dwa con vé Vigt Nam.

Il. Chéng thuc ban sao

1. HO so bao gom:

- Ban sao;

- Xuat trinh ban chinh dé dbi chiéu;

- Phong bi ¢6 dén sén tem va ghi dia chi ngudi nhan trong treong hop gui hd so
qua duong buu dién;

- L& phi.

Truong hop ban chinh gidy to, vén ban do co quan, to chirc c6 tham quyen cua
nuGc ngoai cap, cong ching hoac ching nhan thi phai dwec hgp phap hoa lanh sw
truwdc khi yéu cau chirng thuc ban sao (biéu 20 khoan 1 Nghi dinh 23/2015/ND-CP).

2. Ban chinh giay to, vin ban khong dugc dung 1am co s dé ching thuc ban sao:
- Ban chinh bj tay x06a, sira chita, thém, bét noi dung khong hop 1¢.



- Ban chinh bi hu hong, cii nat, khong xac dinh duoc noi dung.

- Banchinh dong dau mat cua co quan, to chirc c6 tham quyén hoic khong dong
dau mat nhung ghi rd khong duoc sao chup.

~ - Ban chiph co r)éi dung trai phap luat, dao dirc xa hoi; tuyén truyén, kich dong
chién tranh, chong ché d6 xa hoi chu nghia Viét Nam; Xuyeén tac lich st cua dén toc
Viét Nam; xuc pham danh du, nhan pham, uy tin ctaa ca nhan, t6 chirc; vi pham quyén
cong dan.

- Ban chinh do co quan, t6 chirc ¢6 thim quyén ciia nudc ngoai cap, cong chiing
hoac chirng nhan chua dugc hop phap hoa lanh sy

- Gidy to, van ban do c& nhan tu lap nhung khong c6 xac nhan va dong dau cua
co quan, to charc ¢6 tham quyen.

I1. Chieng thuc chix Ky ciia ngudi dé nghi chieng thuc
1. Hb so bao gom:
- 01 ban chup ho chiéu (trang nhan than va trang c6 chir ky)/CC/CCCD;

- 01 ban chup giay phép cu tra tai Buc (neu gidy phép cu tra duoc dan trong ho
chiéu thi chyp trang ho chiéu lién quan; néu gidy phép cu trd la thé nhua thi chup hai
mat thé);

- Giay to, van ban c6 chir ky ciia nguoi dé nghi ching thyc, kém theo 01 ban
chup dé luu ho so;

- L& phi.

2. Thu tuc ching thuc chit ky ciing duoc ap dung ddi véi cac truong hop sau day:

- Chung thyc chit Ky cta nhiéu nguoi trong ciing mot gidy to, van ban;

- Chtrng thuc chir ky cua nguoi khai ly lich ca nhéan;

- Chung thuc chit ky trong gidy to, van ban do ¢4 nhan tu lap theo quy dinh cua
phap luat;

- Chung thyc chit ky trong gidy ty quyén.

3. Pai str quan khong chang thuc chit ky trong cac treong hop sau:

- Tai thoi diém chung thuc, nguoi yéu cau chiing thuc chit ky khéng nhan thac
va lam chu duoc hanh vi caa minh.

- Nguoi yéu cau chiing thuc chix ky xuat trinh ho chiéu/CC/CCCD khong con gia
tri st dung hoac gia mao.

- Gidy to, van ban ma nguoi yéu cau ching thuc ky vao ¢ noi dung tréi phap
luat, dao dtrc xa hoi; tuyén truyén, kich dong chién tranh, chong ché do xa hoi chq nghia
Viét Nam; xuyénqtac lich str cua dén toc Viét Nam; xic pham danh du, nhan pham, uy
tin ctia ca nhan, t6 chac; vi pham quyéen cong dan.
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- Gidy td, vin ban c6 ndi dung 1a hep dong, giao dich.

I11. Chirng thwc chir ky ngwoi dich

L. Phién dich tuyén thé theo quy dinh ctia phap luat Dic va da ding ky con diu,
chir ky mau va dwgc chap nhin dwa vao danh sach cong tac vién dich thuat cua

Dai str quan c6 thé dé nghi chiing thyc chix ky cua minh trong cac glay to, van ban tu
tiéng nudc ngoai sang tiéng Viét, tir tiéng Viét sang tiéng nudc ngoai.

2. Ho so bao gdbm:
- Ban dich kém theo gidy to, van ban can dich;
- L& phi.

Truong hop gidy to, van ban can dich do co quan, t6 chic clia nu6c ngoai cap,
cong chung, chang nhén thi phai lam tha tuc hgp phéap hoa lanh sy trwéce khi dé
nghi chieng thuc (bicu 32 khoan 5 Nghi dinh 23/2015/ND-CP).

3. Dai str quan khong ching thuc chir ky nguoi dich trong truong hop gidy to,
van ban can dich thudc dién sau:

- Gidy to, van ban di bi tay x0a, sira chita; thém, bét noi dung khdng hop 18.
- Gidy t0, van ban bi hu hong, cii nat khéng xac dinh dugc noi dung.

- Gidy to, van ban dong dau mat ciia co quan, to chirc ¢d tham quyeén hoic khong
dong dau mat nhung ghi ro6 khong duoc dich.

- Gidy to, van ban c¢6 ndi dung trai phap luat, dao dirc xa hoi; tuyén truyen, kich
dong chién tranh, chéng ché d6 x& hoi chii nghia Viét Nam; xuyén tac lich sir cia dan
toc Viét Nam; xic pham danh dy, nhan pham, uy tin cua c& nhan, t6 chac; vi pham
quyén cong dan.

- Gidy to, van ban do co quan, t6 chtic c6 tham quyén cia nudc ngoai cap, cong
chung hoac ching nhan chua dugc hop phép héa lanh su.

IV. Thi tuc cong chirng
1. Pai str quan cd thé cong chitng céc hop dong, giao dich, cu thé:
- Hop dong ty quyén (mau s6 26/HDUQ);
- Van ban tir chdi nhan tai san thira ké (mau s6 30/VBTC);
- Van ban cam két tai san riéng;
- Di chac.
Luu y:

- Nguoi dé nghi c6 thé str dung mau hop ddng y quyén, vin ban tir chdi nhan tai
san thura ké, van ban cam két tai san riéng do vin phong cong ching trong nudce soan
thao, néu bao dam phu hop véi quy dinh phéap luat Viét Nam. Ddi véi viée iy quyén
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thue hién cac giao dich, dac biét lién quan dén tai san, thi st dung mau hop dong ty
quyén, khong str dung mau gidy ty quyén.

- Pai sir qudn khong cé tham quyén cong chirng hop dong mua bdn, chuyén
doi, chuyén nhwong, tang cho, cho thué, thé chap, g0p von bang bdt dong san tai
Vigt Nam. Viin ban nay can dwoc thie hién tai té chire hanh nghé cong chirng 6 Viét
Nam, noi co tai sdn.

2. Ho so bao gdm:
- Van ban dé nghi cdng chiing, kém theo 01 ban chinh dé luu hd so;

- 01 ban sao ho chiéu (trang nhan than va trang cé chix ky)/CC/CCCD cua céc
bén;
- 01 ban sao gidy phép cu tru tai Duc cua cac bén, néu cé (trudng hop gidy phép

cu tri dan trong ho chiéu thi chup trang ho chiéu lién quan; truong hop gidy phép cu
tra la thé nhya thi chup hai mat thé nhya);

- 01 ban sao gidy chiing nhan quyen sé hiu, quyen sir dung hoac ban sao giay to
thay thé duoc phap luat quy dinh d6i véi tai san ma phap luat quy dinh phai déng ky
quyén s& hitu, quyén sir dung trong trudng hop hop dong, giao dich lién quan dén tai
san do;

- 01 ban sao cac gidy to khac ¢ lién quan dén noi dung hop dong, giao dich;
- L& phi.
Trong truong hop ¢6 can cir cho rang trong ho so yéu cau cong chang c6 van dé
chua 13, viéc giao ket hop dong, giao dich co dau hiéu bi de doa, cudng ép, o su nghi
ngo vé ning luc hanh vi dan sy cua nguoi yéu cau cong ching hodc d6i tugng cua hop

dong, giao dich chua duoc md ta cu thé thi 13nh su dé nghi nguoi yéu cau cdng ching
lam ro.

Berlin, ngay 22 thang 04 nam 2025



