UBND TINH THANH HOA  CQNG HOA XA HQI CHU NGHIA VIET NAM
SO NGOAI VU Doc 1ap - Tw do - Hanh phuc

$61493 /SNgV-LSBG Thanh Hoa, ngay 29 thang 7 nam 2026
V/v thong bao va hudng dan thyc
hién tiép nhan va tra két qua
ching nhéan lanh sy, hop phap
hoa lanh sy trén dia ban tinh
Thanh Hoa.

Kinh gir:
- Céc s&, ban nganh cap tinh;

- UBND cac xa, phuong trén dia ban tinh;
- Hiép Ho1 doanh nghi¢p tinh Thanh Hoa.

Thue hién Thong tu sé 03/2026/TT-BNG ngay 06/5/2026 cta Bo trudng
Bo Ngoai giao quy dinh vé phan cap thim quyén ching nhan lanh su, hop phap
hoa lanh sy cho Uy ban nhan din cip tinh. Ngay 17/6/2026 UBND tinh ban
hanh Quyét dinh s6 1768/QD-SNgV vé viéc uy quyén cho Giam déc Sé Ngoai
vu thuc hién tiép nhan va tra két qua chang nhan 1anh su, hop phap hoa lanh su
thudc tham quyén caa UBND tinh (cé Quyét dinh kém theo).

Pé tao diéu kién thuan loi cho cac co quan, don vi, doanh nghi¢p va nguoi
dan trén dia ban tinh trong qué trinh thuc hién thu tuc vé chirng nhan lanh su,
hop phéap hoa lanh sy, S& Ngoai vu tran trong thong bao nhu sau:

I. V& ndi dung thwe hién ity quyén

1. Noi dung thue hién ity quyén: Giam déc So Ngoai vu tinh Thanh Héa
thuc hién viéc tiép nhan ho so va tra két qua ching nhéan 1anh sy, hop phap hoa
1anh su doi véi céc giéy to, tai liéu cua cac to chirc, ca nhan trén dia ban tinh
Thanh Hoéa theo quy dinh tai Piéu 3 Thong tu s6 03/2026/TT-BNG ngay
06/5/2026 cua Bo truang Bo Ngoai giao.

2. Thoi gian thuc hién @y quyén: Ké tir ngay Quyét dinh s6 1768/QP-
UBND c6 hiéu luc thi hanh (ngay 17/6/2026) dén hét ngay 31/12/2030.

3. Pia diém tiép nhan hd so va tra két qua: Bo phan tiép nhan va tra két
qua tai phong Lanh sy Bién gidi, S& Ngoai vu (dia chi: 30 Nguyén Duy Hiéu,
phuong Hac Thanh, tinh Thanh Hoa).

4. Pé nghi phdi hop trién khai thong tin:

- Pé nghi cac s6, ban, nganh cip tinh phdi hop pho bién ndi dung nay dén
cac don vi truc thudc; Hi€p hoi1 Doanh nghi€p tinh thong tin dén cac doanh



nghiép hoi vién, cung céc td chirc, c4 nhan ¢ nhu cau dé thun tién lién hé cong
tac.

- Pé nghi UBND céc x4, phuong thyuc hién niém yét cong khai thong tin
thong bao ndy tai tru s& co quan va té chirc tuyén truyén, phd bién rong rai trén
hé théng truyén thanh cua dia phuong dé nhan dan trén dia ban dugc biét, thuc
hién.

II. Hwéng din tao va ndp ho so dién tir thi tuc ching nhan linh su,
hgp phap hoa lanh sw

1. To chirc, ca nhén tw ndp ho so qua VNeiD ca nhan (theo hudng din
phu luc 01)

2. T6 chirc, ca nhan ndp tai S& Ngoai vu (theo hudng dan phu luc 02)

Trong qua trinh trién khai thuc hién, néu c6 kho khan, vudng mac hodc
can duoc hudng dan, dé nghi cac co quan, don vi, td chirc, c4 nhan xin vui long
lién hé truc tiép v6i S& Ngoai vu (qua phong Lanh su - Bién gidi) dé duoc
huéng dan, giai quyét theo quy dinh.

S& Ngoai vu tran trong thong bao dé cac co quan, don vi dugc biét va phéi
hop trién khai thuc hién./.

Not nhn: KT. GIAM POC
- Nhu trén; 7 ’ =
- Giam déc (dé b/c); PHO GIAM DOC

- Luu: VT-LSBG (MH).




Phu luc 01

I. Hwéng dan cach ding nhap

1. D6i v6i to chire, ca nhan (c6 tai khoan dinh danh dién tit VNeID
cap d6 2)

Buéc 1: Ping nhiap Coéng dich vu cong qubc gia tai
https://dichvucong.gov.vn — Chon [Tai khoan dinh danh dién tir (VNeID) cua
cong dan] va hoan tit xac thuc danh tinh.

Budc 2: Chon [Thi tuc chirng nhan linh su, hgp phap héa lanh su
gidy to, tai liéu tai cic co quan & trong nwéc].

Budc 3: Chon [Pong ¥]

Budce 4: Chon [NOp truc tuyén]

2. Poi véi to chirc, i nhan khong c6 VNelD (ngudi nwéc ngodi, ngudi
Viét Nam dinh cw ¢ nwéc ngoai)

Ping nhap hé théng thong tin giai quyét thii tuc hanh chinh cua B Ngoai
giao tai https://dichvucong.gov.vn — Chon [Pang nhap] hoac [Pang ky] —
néu chua c6 tai khoan.

I1. Huwéng din ndp hd so ban gidy (chir ky, con didu mue twoi)

Budéc 1: Tao méi hd so dién tir

1. Truy cép [Dich vu cong] = Chon [Tao to khai]

2. Lua chon don vi giai quyét thu tuc (Noi giri ho so)

3. Tai muc [Thanh phan hé so] —> kich hoat “(Béan khai truwe tuyén)
dé mo to khai.

4. Hoan thanh viéc khai céc thong tin theo yéu cau. Trong do, luu ¥

- Lua _chon diing tén co quan va phan cip hanh chinh ciia co quan cap
phat giay t& ma nguoi dé nghi can ching nhén lanh suw, hgp phap hoa lanh su

- Chi nhip tén co quan va tén nguoi ky cap gidy to (nhap dung va du
dau).

- Pinh kém bén quét dang pdf cua gidy to can chimg nhan 1anh sy, hop
phéap héa lanh su.

Luu y: file pdf la ban sao (ban chup) ciia ban chinh, ¢é néi dung day du,
chinh xdc nhw néi dung ghi trong bdn goc cua gidy t0, tai liéu dé nghi chimg
nhan lanh su, hop phap hoa lanh su.

- Chon ding muc dich sir dung va nuéc sir dung gidy to 1am co sé thuc
hién thu tuc.

5. Kich hoat [Luu to khai] sau khi hoan tét viéc ké khai va dinh kém giay
to.

Buéc 2: Lwa chon phwong thirc np hd so va nhan két qua


https://dichvucong.gov.vn/
https://dichvucong.gov.vn/

- Néu mudn nop hd so qua buu dién s Tich chon vao 6 “Qua buu
chinh cong ich”. Nguoc lai, néu ndp truc tiép thi bo, khong tich chon.

- Néu mudn nhén ho so qua buu dién —>  Tich chon vao 6 “Qua buu
chinh cong ich”. Nguoc lai, néu nhan tryc tiép thi tich chon 6 “Trwe tiép tai
B¢ phan Tiép nhan”.

Budéc 3: Chon [Luru hd so] dé hoan thanh ho so dién tir

Buéc 4: Dit lich hen ndp ho so

1. Kich hoat [Dat lich hen]

2. Xac dinh chinh xac “Phén loai hd so” —> Chon dung thong tin, cu thé:

- Phan loai nguoi dung:

+ Nop cho bin than (1): Cac gidy to d& nghi ching nhén lanh su, hop
phap hoa lanh sy mang tén ngudi dé nghi (duwong don).

+ Nop cho nguoi than trong gia dinh (2): cac gidy to dé nghi ching
nhan 1anh sy, hop phap hoa lanh sy mang tén ngudi than rudt thit trong gia dinh
(bd me, con rudt) ciia nguoi dé nghi (dwong don). Can xuat trinh gidy to ching
minh mbi quan h¢ khi nop ho so.

+ Nop cho cong ty, doanh nghiép (3): Ngudi dé nghi 12 nguoi dai dién
cho cong ty, doanh nghiép dé nop hd so. Can xuat trinh gidy gi6i thiéu khi nop
ho so.

+ Nop ho cho nguoi khac (4): cac gidy to dé nghi chting nhan lanh sy,
hop phap hoéa lanh sy ding tén ngudi khac, khong c6 moi quan hé rudt thit
v6i ngudi dé nghi (duong don).

+ Nguoi nude ngoai (5): gdm ngudi nudc ngoai va ngudi Viét Nam dinh
cu & nudc ngoai khong co tai khoan VNelD.

- Chon thoi gian nop ho so

- C6 thé kich hoat [Kiém tra khung gid con chd] dé hd trg viéc tim thoi
diém phu hop cho viée ndp hd so.

3. Chon [X4c nhéin] dé hoan tit cong doan ké khai ho so truc tuyén

Sau khi dat lich thanh cong, hé¢ théng hién thi thong tin lich hen da dat va
huéng dan viéc in to khai, ndp ho so. Ngudi dé nghi chu dong ghi ma dat lich

1én t& khai khi ndp cung ho so gidy.

III. Trinh tu xu ly

1. Doi véi hd so hop 18, di dieu kién giai quyét

- P6i v6i ho so c6 s lugng dudi 10 loai gidy to, tai liéu: 02 ngay lam
viéc, ké tir ngay nhan du ho so hop 1¢é.

- Bdi v6i ho so ¢6 s6 lugng tir 10 loai gidy to, tai liéu tro 1én: khong qué 5
ngay lam viéc, ké tur ngay nhan du ho so hop 1€.

2. Doi véi ho so can xdc minh, kiém tra tinh xdc thuc ciia con déu, chiv
ky va chivc danh trén gidy t0, tai ligu dé nghi chitng nhin lanh sw hodc chiv



ky, con diu va chirc danh ciia co quan va ngwoi cé tham quyén ciia nwéc
ngoai trén gidy to, tai liéu dé nghi hop phdp héa linh sw chwa dwoc chinh
thivc thong bdo: Ngay sau khi nhin dwoc két qud xdc minh.

3. Lé phi

- Hop phap hoéa lanh su: 30.000 VND/ban

- Chuing nhén 1anh su: 30.000 VND/ban

(Thiee hién theo Thong tw sé 157/2016/TT-BTC ngay 24/10/2016 ciia Bé trucng
Bé Tai chinh quy dinh mikc thu, ché do thu, nép, quan Iy va sir dung phi, 1¢ phi
churng nhan lanh sy va hop phap hoa lanh su)

4. Thanh phan hd so

a) Péi véi viéc chitng nhdn lanh sy gicfy 10, tai liéu cua Viét Nam dé dwoc
cong nhdn va sw dung o nudc ngoai

- 01 to khai ching nhan/hop phéap héa lanh su (cé mdu to khai dé nghi
chitng nhdn lanh sw, hop phdp héa lanh s gidy to, tai liéu dinh kém theo);

- Giéy to, tai lidu dé nghi dugc ching nhan lanh su. Néu c6 tur 02 trang tro
1én thi phai duoc dong dau giap lai giita cac to.

- 01 ban scan (hodc ban chup) gidy to, tai liéu dé nghi chimg nhan lanh sy

- 01 phong bi ghi rd dia chi nguoi nhan ddi v6i truong hop yéu cau tra két
qua giai quyét TTHC qua dich vu buu chinh cong ich (t6 chtrc, ca nhan tu chiu
cude phi dich vu buu chinh cong ich hai chiéu).

b) DPoi vdi viéc hop phdp héa lanh sw gidy to, tdi liéu ciia niede ngodi dé
dwoc cong nhdan va sw dung o Viét Nam

- 01 to khai ching nhan/hop phéap héa lanh su (cé mdu to khai dé nghi
chirng nhdn lanh sw, hop phdp héa lanh sie gidy to, tdi liéu dinh kém theo)

- Gidy t0, tai liéu dé nghi duoc hop phap hoa 1anh sy di dugc co quan dai
dién ngoai giao, co quan lanh sy hodc co quan khac dugc uy quyén thuc hién
chtrc nang lanh sy ciia nudc ngoai chung nhan;

- 01 ban dich gidy to, tai lidu (cac gidy to dé nghi hop phap héa lanh sy)
sang tiéng Viét hodc tiéng Anh, néu gidy to, tai liu d6 khong duoc 1ap bang cac
thtr tiéng néu trén, khong phai chimg thuc; ngudi ndp hd so phai chiu trach
nhiém vé tinh chinh x4c cua ban dich.

- 01 ban scan (hoic ban chup) gidy to, tai liéu (ca ban dé nghi hop phap
hoa va ban dich);

- 01 phong bi ghi r5 dia chi ngudi nhan ddi véi truong hop yéu cau tra két
qua giai quyét TTHC qua dich vu buu chinh cong ich (t6 chirc, ca nhan tu chiu
cude phi dich vu buu chinh cong ich hai chiéu).



Phu luc 02

Bude 1: TH chire, ca nhan chuin bi hd so theo quy dinh va ndp ho so tai
phong Lanh su, Bién gidi;

- Péi véi viéc churng nhan lanh sy gidy 10, tai liéu ciia Viét Nam dé dwoc
cong nhdn va sir dung ¢ nudc ngoai

+ 01 to khai ching nhan/hop phap hoéa lanh su (néu ¢d) hodc can bd
phong Lanh su- Bién gidi s€ khai trén dich vu cong.

+ Giéy to, tai lidu dé nghi dugc chiing nhan Ianh su. Néu ¢c6 tir 02 trang
tré 1én thi phai duoc dong dau giap lai gitra céc to.

- Déi véi viée hop phdp héa lanh s gidy to, tai liéu ciia nuwde ngoai dé
dwoc cong nhdan va sw dung o Viét Nam

+ 01 to khai chimg nhan/hop phap hoa lanh su (néu ¢d) hodc can bod
phong Lanh su- Bién gio1 s€ khai trén dich vy cong

+ Gidy to, tai liéu dé nghi dugc hop phap hoa lanh sy d3 duge co quan dai
dién ngoai giao, co quan lanh sy hodc co quan khac dugc uy quyén thuc hién
chtrc nang lanh su ciia nudc ngoai chung nhan;

+ 01 ban dich gidy to, tai liéu (cac gidy to dé nghi hop phap hoa lanh su)
sang tiéng Viét hoac tiéng Anh, néu giéy to, tai liéu d6 khong duoc lap bﬁng cac
thtr tiéng néu trén, khong phai chimg thuc; ngudi ndp hd so phai chiu trach
nhiém vé tinh chinh x4c cua ban dich.

Budéc 2: Tiép nhan ho so

Can bd phong Lanh su Bién gidi tién hanh tiép nhan ho so, in “Gidy tiép
nhén va hen tra két qua”.

Buéc 3: Tra két qua va 1é phi

- Sau khi tiép nhan hd so, can bd phong Lanh su khai to khai chung
nhan/hop phap hoa lanh sy tai https://dichvucong.gov.vn .

- Pong gbi hd so va guri ra Cuc Lanh sy, BO Ngoai giao.

- Thu 1€ phi:

+ Hop phép hoa l1anh sy: 30.000 VND/ban

+ Chung nhan l1anh su: 30.000 VND/ban
(Thye hién theo Thong tw s6 157/2016/TT-BTC ngay 24/10/2016 ciia Bf trucng
B¢ Tai chinh quy dinh murc thu, ché dé thu, nop, quan ly va sw dung phi, lé phi

chung nhan lanh sy va hop phap hoa lanh su)
+ Phi giri qua dich vu buu chinh cong ich (6 chuc, ca nhan tu chiu
cude phi dich vu buu chinh cong ich hai chiéu).
- Thoi gian xtr Iy va tra két qua


https://dichvucong.gov.vn/

+ Tiép nhan ho so va khai trén dich vu céng qudc gia: 01 ngay lam viéc

+ Gui dich vy buu chinh cong ich ra Cuc Lanh sy va nguoc lai : 06 ngay

+ Thoi gian Cuc Lanh sy xtr 1y hd so:

* P6i voi hd so co s6 lugng dudi 10 loai gidy to, tai liéu: 02 ngay
lam viéc, ké tur ngay nhan du hd so hop 1€.

* P6i voi hd so ¢o sé luong tir 10 loai gidy to, tai lidu tré 1én:
khéng quéa 5 ngay 1am viée, ké tir ngay nhan du hd so hop 18

+ Thoi gian tra két qua cho td chtrc, c4 nhan tai S& Ngoai vu: 01 ngay lam
viéc.

- Luu y:

+ Truong hop ho so phdi bé sung, hoan thién theo quy dinh, Cuc Lanh suw
sé théng bdo bang vin ban, ghi vé 1y do, ndi dung can bé sung dé giri cho to
chire, cd nhdn (théng qua S¢ Ngoai vu). Viéc yéu cau bo sung, hoan thién hé so
chi duoc thuc hién (01) lan. Thoi han giai quyét TTHC duoc tinh lai tir dau sau
khi nhén day di hé so;

+ Truong hop khong thé tra két qua ding thoi han hodc hé so phdi xdc
minh véi co quan cé tham quyén lién quan, Cuc Lanh su sé théng bdo bang vin
ban cho S Ngoai vu va giri van ban xin 16i t6 chire, cd nhan trong dé ghi ré Iy
do qud han va thoi gian sé trd két qua theo mau. Viéc hen lai ngay trd két qua
dwoc thuwe hién khong qud mét (01) lan;

+ Trueong hop ho so khéng di diéu kién gidi quyét, Cuc Lanh sw tra lai ho
s0, kém van ban néu ré 1y do khéng gidi quyét hé so (théng qua S6 Ngoai vu) dé
giti cho t6 chite, cd nhan.

+ Truong hop phdt hién gidy to, tai liéu gid mao hodc dwoc cdp, chirng
nhén sai tham quyén quy dinh cua phap ludt hoac co noi dung xam pham loi ich
Nha miee Viét Nam, Cuc Lanh sy thu giit gidy to, tai liéu, kip thoi thong bdo
cho S¢ Ngoai vu va co quan cé tham quyén lién quan dé phdi hop, xir 1y theo
quy dinh.



Mau LS/HPH-2012/TK
Form LS/HPH-2012/TK

TO KHAI CHUNG NHAN/ HQOP PHAP HOA LANH SU
Application for consular authentication

Full name of the applicant

2. S6 CMND/Hb chiéu/Gidy to thay thé ho chiéu: NEay Cap: ..o vveeeeeenns
ID/Passport/Travel Document No.: Date of issue (dd/mm/yyyy)

3. DPiachi Hen lac: . ... e e e
Contact address
S6 dién thoai: .................. Thu dién t. ..
Telephone No. Email address

4. Giay to can chirng nhan/hop phéap hoa lanh sy:
Document(s) requiring consular authentication

Téng cong: .. .. ... van ban
Total document(s)

5. Trong trudng hop gidy to khong du diéu kién dé duoc ching nhan/hop phéap héa lanh sy theo quy
dinh phap luat, to1 dé nghi chung nhén giéy to d duoc xuét trinh tai Bo Ngoai giao
(Pdnh dau X vao 6 vuéng néu dong )

If the document(s) fail(s) to meet conditions for consular authentication under the law, | apply for
certification that the document(s) has/have been seen at the Vietnam’s Ministry of Foreign Affairs
(Mark X in the box if you agree)

Country where the document(s) has/have to be used

T61 xin cam doan nhiing 101 khai trén 1a dung sy that va hoan toan chiu trach nhiém trudc
phap luat vé tinh xac thuc ctia hd so nay.

I hereby certify that, to the best of my knowledge and belief, the statements provided here are
true and correct. | am fully liable for the authenticity of this dossier.

....... ,ngay...thang...ndm.....
Ghi chd: danh cho co quan tiép nhén hd so Place and date (dd/mm/yyyy)
For authorized officers only Ngudi ndp hd so
........................................... (Ky va ghi ro ho tén)
........................................... Applicant’s signature and full name
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