] . QUY TRIiNH |Mahigu:  QT11/CC-BTTP
iggg;gﬁ‘g Diang ky tham du kiém tra két —; :
CAN THO qua tap sw hanh nghé cong Lan banhanh: 02
chirmg Ngay ban hanh:  27/01/2026
MUC LUC
SUA POI TAI LIEU
1. MUC PiCH
2. PHAM VI
3. TAILIEU VIEN DAN
4. PINH NGHIA/VIET TAT
5. NOIDUNG QUY TRINH
6. BIEU MAU
7. HO SO CAN LUU
Trach Soan thao Xem xét Phé duyét
nhiém
. Duong Dinh | Nguyén Thi Phuong
Ho ten Ngoc Tram Thu W2
0\
<
1°_
s P
A *
Chit ky % / | A\
Chuc vu | Chuyén vién Truong phong Phé Giam dc




QUY TRINH Ma hiéu: QT11/CC-BTTP

SO TU PHAP . « | Lan ban hanh: 02
THANH PHO | Pang ky tham du kiém tra ket ar? an ar? :
CAN THO qua tip sw hanh nghé cong Ngay ban hanh: 27/01/2026
ching
SUA POI TAI LIEU
~ x| Trang/Phan Lan ban Ngay
Yeéu cau stra ‘n Az A o 2R \ A
Zes oy R lien quan | Mo tad ngi dung swra doi | hanh/Lan ban
doi/ bo sung | .. .z, 2R X
viéc swra doi stra doi hanh
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SO TU PHAP . ., | L4n ban hanh: 02
THANH PHO | Pang ky tham du kiém tra ket ar? - arT -
CAN THO qua tap sw hanh nghé cong | Ngdy banhanh: — 27/01/2026

QUY TRINH Ma hiéu: QT11/CC-BTTP

ching

1. MUC PiCH

Quy dinh trach nhiém va phuong phap giai quyét thu tuc bang ky tham du

kiém tra két qua tip su hanh nghé cong chimg, nham dam bao cho tit ca cong chirc
thudc don vi thuc hién cac bude cong viéc dung trinh tu, thoi gian theo quy dinh.

2. PHAM VI

Ap dung dbi voéi Pang ky tham du kiém tra két qua tap su hanh nghé cong

chung.

Chuyén vién thu 1y phong chuyén mén dugc phan cong, Trung tam phuc vu

hanh chinh cong chiu trach nhiém thuc hién va kiém soat quy trinh nay.
3. TAI LIEU VIEN DAN

- Tiéu chuan qudc gia TCVN ISO 9001:2015
- Céc vin ban phéap quy lién quan dé cap tai muc 5.8

4. PINH NGHIA/VIET TAT

-TCCN:  T6 chtic ca nhan
- TTPVHCC: Trung tdm phy vu hanh chinh cong
- TTHC: Thu tuc hanh chinh

5.NOI DUNG QUY TRINH

5.1 | Piéu kién thii tuc hanh chinh
1. Nhitng nguoi sau ddy dugc dang ky tham du kiém tra:
a) Pa dugc cong nhan hoan thanh tap su theo quy dinh tai Diéu 11 ctua Thong tu sd
06/2025/TT-BTP;
b) Da tham dy nhung khong dat yéu cau trong ky kiém tra trude, trir trudng hop khong
dat yéu cau trong 03 ky kiém tra truéc ma chua tap su lai.
2. Nhitng nguoi sau ddy khong dugc dang ky tham du kiém tra:
a) Pa duoc cong nhan hoan thanh tip sy nhung bi huy bo két qua da dugc cong nhan;
b) Sao chép Bao cao két qua tap su, SO nhat ky tip su cua nguoi khac hodc co hanh vi
gian déi, khong trung thuc khac dé dugc ding ky tham du kiém tra;
¢) ba tham du nhung khéng dat yéu cau trong 03 ky kiém tra két qua tap su ma chua tip
su lai.

5.2 Thanh phin hé so Ban chinh | Ban sao
- Gidy dang ky tham dy kiém tra két qua tap sy hanh nghé X

cong chimg (Mau TP-TSCC-10 ban hanh kém theo Thong
tu s6 06/2025/TT-BTP);
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QUY TRINH Ma hiéu: QTI11/CC-BTTP
SO TU PHAP . - | Lan ban hanh: 0
THANH PHO | Pang ky tham du kiém tra ket an ban Aan:
CAN THO qua tap suw hanh nghé cong Ngay ban hanh: 27/01/2026
ching
X X

- Ban chinh hodc ban sao c¢6 chiing thuc hodc ban sao dién
tor Quyét dinh cong nhan hoan thanh tap su;

- Ban chinh hodc ban sao c¢6 chiing thuc hodc ban sao dién
to gidy to chirng minh da ndp phi tham dinh tiéu chuan, X X
diéu ki¢n hanh nghé cong ching.

5.3 | S6 lwong hd so: 01 bo

5.4 | Thoi han giai quyét: Trong thoi han 15 ngay ké tir ngdy nhan du hd so hop 1é.

5.5 | Noi tiép nhan va tra két qua

1. TTPVHCC thanh phdé Can Tho: S6 109, dudng Nguyén Trai, phudng Ninh
Kiéu, thanh ph6 Can Tho;
2. TTPVHCC xa/phuong.

5.6 | Phi, 1¢ phi

Phi: 3.500.000 dong/ho so' (4p dung mirc phi 1.750.000 dong/ho so ké tir ngay
01/7/2025 dén hét ngay 31/12/2026 theo Thong tu s6 64/2025/TT-BTC)

5.7 | Quy trinh xir ly cong viéc

TT Trinh tw :ll;flécll; Thoi gian Biéu miw/Két qua
A 1A . A Gid hanh | Thanh phan ho so theo muc
B1 | Nop ho so theo quy dinh Cé4 nhan chinh 59
B2 Tiép nhan hd so, xem xét,
kiém tra tinh chinh xéc, day
dua cua ho so. TTPV
- Trudng hop hd so chua day | HCC thanh | Giohanh | Biéu mau theo Thong tu s6
da, chinh xac hodc khong| pho/xa/ chinh 03/2025/TT-VPCP
thudc thdm quyén giai quyét| phuong.
theo quy dinh: Thong bao,
néu rd6 ndi dung, ly do va
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QUY TRINH
SO TU PHAP . ] .
THANH PHO | Pang ky tham du kiém tra ket
CAN THO qua tap sw hanh nghé cong

ching

Ma hiéu:

QT11/CC-BTTP

LAn ban hanh: 02

Ngay ban hanh:

27/01/2026

hudng dan cu thé, day du.

- Néu ho so day du, hop 1é:
Tiép nhén va chuyén cho b
phan tham quyén dé giai
quyét theo quy trinh quy dinh.

B3 Dy thao thong bdo cho
nguol dang ky tham du
Kiém tra ho so (tham tra tinh kiem tra vé viéc du dicu
thong nhét, hop 1€ cua cac Chuyén \ kién dé nghi Bo Tu phap
thong tin trong hd so, gidy to, vién 100gay | 5 tham du kiém tra hodc
tai liéu dinh kém). van ban thong bao co6 1y do
d6i véi truong hop tir choi.
B4 | Xem xét ky duyét van ban Trinh du thao thong bdo
- Pong y: Trinh Thu trudng cho nguoi dang ky tham
co quan, don vi xem xét. du kiém tra vé viéc du
- Khéng déng y: Chuyén lai Lﬁnf} dao 02 ngdy dié}l kién dé nghi Bf’ Tu
bude 3 Phong phap cho tham du kiém tra
hoac van ban thong bdo co
ly do dbi véi trudong hop
tir chéi.

B5 | Chuyén Thu truéng co quan, Ky thong bao cho nguoi
don vi xem xét va ky duyét Lanh dao dang ky tham du kiém tra
50 vé viée di diéu kién dé
02 ngay | nghi B Tu phap cho tham
du kiém tra hodc vin ban
thong béo co 1y do ddi véi

truong hop tir choi.
B6 Thong bao cho nguoi dang
ky tham dy kiém tra vé
Ky sb, dong dAu, phét hanh Vinthe | 01ngay |Yiéc du di€u kién d€ nghi

Bo Tu phap cho tham dy
kiém tra hoac Vén’ ban
thong bao co6 1y do doi voi
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QUY TRINH M hiéu:  QT11/CC-BTTP
SO TU PHAP ) . | Lan ban hanh: 02
THANH PHO | Pang ky tham du kiém tra ket ar? an ar?
CAN THO qua tip sw hanh nghé cong Ngay ban hanh: 27/01/2026
ching
truong hop tir chdi.
B7 | Hoan tra két qua giai quyét TTPV Gio hanh | Tra két qua giai quyét TTHC

TTHC; ghi s6 hodc nhap may. | HCC thanh chinh
phé/xa/
phuong.

5.8

Co sé phap ly

- Thong tu s 06/2025/TT-BTP ngay 15/5/2025 cta Bo trudng Bo Tu phap quy
dinh vé tap sy hanh nghé cong chung;

- Thong tu s6 257/2016/TT-BTC ngay 11/11/2016 ciia Bo truong Bo Tai chinh
quy dinh muc thu, ché do thu, ndp, quan ly, st dung phi cong chimg; phi chiing
thuc; phi tham dinh tiéu chuan, diéu kién hanh nghé cong chtng; phi tham dinh
diéu kién hoat dong Vin phong cong chimg; 18 phi cip thé cong chimg vién, duoc
stra d6i, bo sung boi Thong tu sé 111/2017/TT-BTC ngay 20/10/2017 cia Bo
truong Bo Tai chinh;

- Thong tu s6 64/2025/TT-BTC ngay 30/6/2025 ctia Bo trudng Bo Tai chinh quy
dinh murc thu, mién mot s6 khoan phi, 1¢ phi nham hd trg cho doanh nghiép, ngudi
dan.

6. BIEU MAU
TT |Biéu miu
1 | Hé théng Biéu mau theo Thong tu s6 03/2025/TT-VPCP ngay 15/9/2025 cuia Bo
truéng, Chu nhiém Van phong Chinh phu
* BM 01 — Mau Giay tiép nhan ho so va hen tra két qua
* BM 02 — Mau Phiéu yéu cau bd sung, hoan thién ho so
* BM 03 — Mau Phiéu tir chéi tiép nhan giai quyét ho so
* BM 04 — MAu Vin ban xin 131 va gia han thoi gian giai quyét
* BM 05 — Mau Théng bao dimg giai quyét ho so
* BM 06 — Mau Phiéu kiém soat qua trinh giai quyét ho so
* BM 07 — Mau S6 theo ddi hd so
2 | Miu don: Mau TP-TSCC-10 ban hanh kém theo Théng tu s6 06/2025/TT-BTP.
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QUY TRINH
SO TU PHAP . . .
THANH PHO | Pang ky tham du kiém tra ket
CAN THO qua tap sw hanh nghé cong
ching

Ma hiéu: QT11/CC-BTTP

LAn ban hanh: 02

Ngay ban hanh: 27/01/2026

7. HO SO LUU: Ho so lwvu bao gdm cac thanh phan sau

TT Ho so luu Trach nhiém Thoi gian

1 | Thanh phan hd so theo muc 5.2

2 | Két qua giai quyét TTHC
Thong bao cho nguoi dang ky tham du Th o

. . . ) : \ . th

kiém tra v& viéc di didu ki¢n dé nghj Bo | S Tu phép quy dinh otz
Tu phap cho tham dy kiém tra hodc van van ban hién
ban thong bao co ly do ddi voi truong hanh
hop tur choi.

3 | Hé thong biéu miu theo Thong tu s6| Trung tam PVHCC
03/2025/TT-VPCP thanh pho/xa/phuong
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QUY TRINH Ma hiéu: QT11/CC-BTTP

SO TU PHAP . ., | L4n ban hanh: 02
THANH PHO | Pang ky tham du kiém tra ket ar? - arT -
CAN THO qua tap sw hanh nghé cong | Ngdy banhanh: — 27/01/2026

ching

CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

GIAY PANG KY THAM DU’
KIEM TRA KET QUA TAP SU HANH NGHE CONG CHUNG
(Ky kiém tra két qua tdp sw hanh nghé cong ching ... ) (5)
Kinh gui: Bo Tu phéap

Ngay, thang, ndm sinh:............oo/iiiii i )

S6 thé can cudc cong dan/So6 thé can cude/SO6 dinh danh cd nhan: ...l

Ngay cap ()i e, [ s NOTCAP (31 (doi véi thé cin
cudc cong dan/thé can cudc),

NOT O RN a1 (4) et e e e ;
SO dién thoais......vveveeeeieinnn, semalli. .. ;
T61 da hoan thanh thoi gian va nghia vu cia nguoi tap su tai (6): ...... ;
Cong ching vien hudng dAn tAP S (7).....cueveeeeeeeeeeeeeeeeee et ;
Thoi gian tap sy: 12 thang, th ngay ...../...../....... AN gAY ...of oo ;
Di duge cong nhan hoan thanh tip su theo quyét dinh sb: .......... ngay ..../..../.... cla
S Tu phap tinh/thanh phd............... :

D4 ting tham du ky kiém tra két qua tap su hanh nghé cong chimg (8):..................... :

T6i xin cam doan chip hanh ding cac quy dinh phap ludt va thuc hién ddy du cac nghia

vu cua thi sinh tham du kiém tra.

......... , ngay ... thang ... nam ......
Nguoi dé nghi
(ky va ghi ro ho tén)
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QuUY TRINH Ma hi¢u: QT11/CC-BTTP
SO TU PHAP . - | Lan ban hanh: 0
THANH PHO | Pang ky tham du kiém tra ket an ban hanh:
CAN THO qua tap suw hanh nghé cong Ngay ban hanh: 27/01/2026
ching
Chau thich:

1. Céc théng tin s6 (1), 2), (3), (4):

- Trwong hop ngp hé so triee tuyen Cdc thong tin dwoc khai thac tie Co so dir liéu quoc
gia vé dan cu dé tw dong dién vao biéu mau, nguoi thyc hién thu tuc hanh chinh khong can ké
khai. Néu cdc thong tin khong duoc tw dong dién vao biéu mau thi nguoi thue hién thu tuc hanh
chinh ké khai day du.

- Trwong hop ndp hé so gidy (ndp truec tiép hodc qua dich vy bwu chinh): Nguoi thuc
hién thii tuc hanh chinh ké khai ddy dii cac thong tin trong biéu mau.

2. Thong tin 6 sd (5): Ghi 5 ky kiém tra mudn ding ky tham dy, vi du: “lan tht sau”

3. Théng tin 6 s6 (6): Ghi 16 tén, dia chi tru sé ciia Phong cong chimg/Van phong cong
ching noi da tép su; truong hop thay ddi noi tap su thi ghi day du thong tin vé cac to chirc hanh
nghé cong ching da tap su.

4. Théng tin 6 s6 (7): Ghi 16 ho tén; s6 va ngay, thang, nim ctia thé céng ching vién
hudng dan tap su; truong hop thay ddi cong chimg vién hudng dan tap su thi ghi ddy du thong
tin vé cac cong ching vién da timg hudng dan.

5. Théng tin 6 s6 (8): Ghi 1o ky kiém tra da tham dy, vi du: “lan thir ba”; trudng hop da
tham dy nhiéu hon 01 ky kiém tra thi ghi cac ky kiém tra da tham du. D6i véi nguoi lan dau
dang ky tham dy kiém tra thi ghi: “Chura tham dy ky kiém tra két qua tap sy hanh nghé cong
chirng nao”.
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