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VAN BAN PHAP LUAT KHAC
UY BAN NHAN DAN THANH PHO HA NOI

UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HA NOI Poc 1ap - Tw do - Hanh phic
S6: 1287/QD-UBND Ha N¢i, ngay 07 thang 3 nam 2024
QUYET PINH

Vé viéc ban hanh Quy trinh ndi bd giai quyét thii tuc hanh chinh Chirng thuc
ban sao dién tir tir ban chinh trén Cong Dich vu cong, Hé thong thong tin giai
quyét thii tuc hanh chinh thudc thAm quyén giii quyét ciia Phong Tu phap
cap huyén, Uy ban nhéan dan cap xi trén dia ban thanh phé Ha Noi

CHU TICH UY BAN NHAN DAN THANH PHO HA NOI

Can civ Ludt Té chirc chinh quyén dia phwong ngay 19 thang 6 nam 2015;
Ludt sita doi, bo sung mot s6 diéu cua Ludt Té chire Chinh phu va Luat Te 6 chire
chinh quyén dia phwong ngay 22 thang 11 ndm 2019;

Can civ Nghi dinh s6 45/2020/NP-CP ngay 08 thang 4 nam 2020 cia
Chinh phu vé thure hién thii tuc hanh chinh trén méi truong dién tu;

Can cir Van bdn sé 5438/VPCP-KSTT ngay 06 thang 7 ndm 2020 ciia Vin
phong Chinh phu vé thuc hién thii tuc chirng thue ban sao dién tw tur ban chinh
trén Cong Dich vu cong quoc gia;

Theo dé nghi ciia S6 Tw phdp tai To trinh s6 597/TTr-STP ngay 29 thing
02 nam 2024.

QUYET PINH:

Picu 1. Ban hanh Quy trinh ndi bo giai quyét thi tuc hanh chinh Chimg
thuc ban sao dién tir tir ban chinh trén Cong Dich vu cong, Hé thong thong tin
giai quyét thu tuc hanh chinh thudc thim quyén giai quyét ctia Phong Tu phap
cap huyén, Uy ban nhan dan cip x4 trén dia ban thanh phd Ha Noi.

Piéu 2. Quyét dinh nay c6 hiéu lyc thi hanh ké tir ngay ky.
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Piéu 3. Chanh Vin phong Uy ban nhan dan Thanh phd, Giam ddc S¢ Tu
phap, Giam déc S¢ Thong tin va Truyén thong, Chu tich Uy ban nhan dan quén,
huyén, thi xa va cac td chirc, c4 nhan co lién quan chiu trach nhiém thi hanh
Quyét dinh nay./.

KT. CHU TICH
PHO CHU TICH

Lé Hong Son
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QUY TRINH NOI BQ CHUNG THU'C BAN SAO PIEN TU TU BAN
CHINH THUQC THAM QUYEN CUA PHONG TU PHAP CAP HUYEN

1. Chirng thwe bén sao dién tir tir ban chinh gidy to, vin ban do co

quan to chirc cé6 thAm quyén ciia Viét Nam cap hodic chirng nhin; Chirng

thue ban sao tir ban chinh gidy to, viin ban do co quan, t6 chirc cé6 thim

quyén cia nwdc ngoai; co quan, to chirc ¢6 tham quyén cia Viét Nam lién

két véi co quan, to chirc c6 tham quyeén cia nwdc ngoai cap hoac ching

nhan trén Cong Dich vu cong, Hé thong Thong tin gidi quyét thi tuc hanh
chinh ciia thanh pho Ha Ni

1

Muc dich

Quy trinh nay quy dinh trinh ty va cach thicc Chung thuc ban sao dién
tlr tir ban chinh gidy to, vin ban do co quan to chirc ¢6 thim quyén cua
Viét Nam cdp hodc chimg nhin; Ching thuc ban sao tir ban chinh gidy
t, van ban do co quan, to chirc c6 thim quyén ciia nudc ngoai; co quan,
t6 chtrc c6 thAm quyén cta Viét Nam lién két v6i co quan, to chirc ¢o
tham quyén ctia nudc ngoai cip hodc chimg nhan thudc tham quyén cua
Phong Tu phép cap huyén trén Cong Dich vu cong qubc gia, Hé thong
Thong tin giai quyét thi tuc hanh chinh cta thanh phd Ha Noi.

Pham vi

- Ap dung dbi véi viéc Chimg thuc ban sao dién tir tir ban chinh gidy to,
vin ban do co quan t6 chtrc cd thim quyén cua Viét Nam cap hoic
chimg nhéan; Chtng thyc ban sao tir ban chinh gidy to, van ban do co
quan, t6 chic c6 thim quyén ciia nudc ngodi; co quan, to chirc cd tham
quyén cua Viét Nam lién két véi co quan, to chirc ¢ thim quyén cia
nudc ngoai cip hodc chimg nhan thudc thAm quyén ctia Phong Tu phap
cap huyén trén Cong Dich vu cong qudc gia, Hé thong Thong tin giai
quyét thu tuc hanh chinh cta thanh phé Ha Noi.

- Lanh dao, cong chiic thudc Phong Tu phéap, Bo phan TN&TKQ giai quyét
TTHC thuéc UBND cép huyén chiu trach nhiém thyc hién Quy trinh nay.

Noi dung quy trinh

3.1

Co s6 phap ly

1. Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cap
ban sao tir 0 gdc, ching thuc ban sao tir ban chinh, chimg thuc chit ky

va chimg thyc hop déng, giao dich;
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2. Nghi dinh s6 30/2020/ND-CP ctia Chinh phi vé cong tac vin thu;

3. Nghi dinh s6 45/2020/ND-CP ngay 08/4/2020 cua Chinh pht vé thuc
hién thu tuc hanh chinh trén moéi truong dién tu;

4. Thong tu s 01/2020/TT-BTP ngay 03/3/2020 cua Bé Tu phap quy
dinh chi tiét va huéng din thi hanh mot sd didu cia Nghi dinh sb
23/2015/ND-CP ctia Chinh pht1 vé cap ban sao tir s6 gbc, ching thuc ban
sao tir ban chinh, ching thuc chit ky va chimg thuc hop dong, giao dich;
5. Thong tu s6 01/2023/TT-VPCP ctia Vian phong Chinh pht quy dinh
mdt s6 nodi dung va bién phéap thi hanh trong sé héa ho so, két qua giai
quyét thu tuc hanh chinh va thuc hi¢n thu tuc hanh chinh trén moi truong
dién tu.

6. Quyét dinh s6 1329/QD-BTP ngay 01/6/2020 ctia Bo Tu phap vé viéc
cong bd tha tuc hanh chinh dugc stra ddi, bd sung trong linh vuc ching
thuc thudc pham vi chirc nang quan Iy cua B Tu phap;

7. Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia B6 Tai chinh quy
dinh murc thu, ché d6 thu, ndp, quan ly va str dung phi ching thuec.

8. Cong vin s6 5438/VPCP-KSTT ngay 06/7/2020 ctia Van phong Chinh
phu vé viée trién khai dich vu cong chung thuc ban sao di¢n tir tir ban
chinh trén Cong Dich vu cong qubc gia.

3.2 | Thanh phin hd so Ban | Ban
chinh sao
Ban chinh gidy to, vin ban 1am co s& dé chung thuc X
ban sao dién tir.
Ban scan ban chinh can chimg thuc dién tir (néu co).
3.3 | S0 lwong ho so: Khong quy dinh.
3.4 | Thoi gian giai quyét

- Trong ngay Phong Tu phap cip huyén tiép nhan yéu cau hoic trong
ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio.

- Péi véi trudng hop cting mot lic yéu cau ching thuc ban sao dién tir tir
nhiéu loai ban chinh giéy td, van ban; ban chinh ¢ nhiéu trang; ndi dung
gidy to, van ban phirc tap kho kiém tra, doi chiéu ma Phong Tu phap cip
huyén khong thé dap umg dugc thoi han quy dinh néu trén thi thoi han
chirng thuc dugc kéo dai thém khong qua 02 (hai) ngay lam viéc hoac co
thé dai hon theo thoa thuan bang vin ban voi nguoi yéu cau chtng thuc.
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3.5

Noi tiép nhan va tra két qua

Bo phan Tiép nhan ho so va tra két qua giai quyét TTHC - UBND cap
huyén.

3.6

Phi 2.000 dong/trang; tir trang thtr 3 trd 1én thi mdi trang thu 1.000
dong/trang, t6i da khong qua 200.000 dong/ban.

3.7

Két qua giai quyét thi tuc hanh chinh: Ban sao dién tir duoc ching
thuc tir ban chinh.

3.8

Picu kién thyc hién thi tuc hanh chinh:

Ban chinh gidy t0, van ban khong duoc ding lam co s& dé chung thuc
ban sao: Ban chinh bi tay xo6a, stra chita, thém, b6t ndi dung khong hop
1&; Ban chinh bi hu hdéng, cli nat, khong x4c dinh dugc ndi dung; Ban
chinh dong diu mat ctia co quan, to chirc ¢6 tham quyén hoic khong dong
dau mat nhung ghi & khong duoc sao chup; Ban chinh c6 ndi dung trai
phap luat, dao duc xa hoi; tuyén truyén, kich dong chién tranh, chéng ché
do xa hdi chu nghia Viét Nam; xuyén tac lich sir cia dan toc Viét Nam;
xtic pham danh dy, nhan phém, uy tin cua c4 nhan, to chuc; vi pham
quyén cong dan; Ban chinh do co quan, t6 chirc c6 thim quyén ctia nudc
ngoai cép, cong chung hodc chirng nhan chua duge hop phéap hoa 1anh sy
theo quy dinh tai Khoan 1 Diéu 20 cua Nghi dinh sé 23/2015/ND-CP;
Gidy to, van ban do ¢4 nhan tu 1ap nhung khong c6 xac nhan va dong dau
clia co quan, to chirc c6 thim quyén.

3.9

Quy trinh chirng thuc ban sao di€én ti tir ban chinh

Quy trinh chung thyc ban sao dién tir tr ban chinh trén Céng dich vu
cong qubc gia (CDVCQG), Hé thong Thong tin giai quyét thu tuc hanh
chinh cua thanh phd, cic ddi tugng tham gia Quy trinh duoc cdu hinh
theo quyén thyc hién, 03 budc twong tmg voi 03 quyén;

- Quyén tao ban sao: Cong churc thyc hién cong tac chimg thuc caa Phong
Tu phap cap huyén (sau day goi 1a Cong chirc thuc hién cong tac ching
thuec).

- Quyén ky ban sao: Lanh dao Phong Tu phap cip huyén (sau day goi
chung 1a Lanh dao)

- Quyén dong diu ban sao: ngudi quan 1y con ddu Phong Tu phap cip
huyén.

Heé thdng c4u hinh theo quyén c6 thé tiy bién, cdu hinh mot ngudi thuc hién
nhiéu quyén, phi hop véi phan cong nhiém vu thyc té tai Phong Tu phap.
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3.10

Mo ta quy trinh

Bwoc

Thao tac

Poi twong

Thoi gian

- T6 chure, ca nhan ¢ thé dit lich hen
v6i Phong Tu phap cip huyén thuc hién
chimg thuc. Néu dit lich hen, T6 chie,
c4 nhan ding nhap vao Cong DVCQG,
Hé théng Théng tin giai quyét thu tuc
hanh chinh cta thanh phé chon Phong
Tu phap c6 tham quyén thyc hién
chig thuc va dat lich hen.

- Khi thyc hién ching thuc ban sao tu
ban chinh, té chirc, c4 nhan mang ban
chinh gidy to can chimg thuc truc tiép
dén xuét trinh tai Phong Tu phap cip
huyén thuc hién ching thuc dé yéu cau
chimg thuc ban sao dién tu tu ban
chinh.

Sau khi duoc tiép nhan ban chinh dé
chung thyc, t0 chiic, ca nhan ndp phi
chimg thuc tai Bo phan Mot cra UBND
cép huyén noi thuc hién chimg thuec.

Cong dan/Tb chirc

Cong chirc Phong Tu phap cip huyén
thuc hién cong tac chung thuc kiém tra
ban chinh can chung thuc, néu bao dam
cac quy dinh vé chimg thuc thi dang
nhip vao Coéng DVCQG, Hé thdng
Thong tin giai quyét thi tuc hanh chinh
cia thanh phd Ha Noi thuc hién tiép
nhan:

(1) Véi trudng hop to chirc, c4 nhan diat
lich hen, Cong chirc Phong Tu phap cap
huyén thuc hién cong tac ching thuc
chon lich hen trong danh sach lich hen,
thong tin t6 chirc, ca nhan dugc tu dong
lay tir thong tin tai khoan.

Quyén tao ban
sao (Cong chirc
thuc hién cong
tac chung thuc)

Khong qua
04 gio
Truong hop
gidy to can
chung thuc
phuc tap, s6
luong 16n:
Khong qua
16 gio
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(2) Véi truong hop to chiic, ca nhan
khong dat lich hen, Cong chitc Phong
Tu phap cip huyén nhép théng tin cia
td chirc, ca nhan. T6 churc, c4 nhan nhap
tai khoan DVCQG, trén Hé thong
Thong tin giai quyét thu tuc hanh chinh
ctia thanh phd Ha Noi thong tin to chirc,
c4 nhan dugc ty dong dién theo thong
tin tai khoan.

Sau do, Cong chirc Phong Tu phap tao
ban scan, dinh kém file scan ban chinh
1én Hé thong (néu cong dan di co sin
ban scan thi cong chic kiém tra, doi
chiéu ban scan v6i ban chinh) va
chuyén ho so trinh Lanh dao Phong Tu
phap ky.

Lanh dao Phong Tu phép truy cap vao
Cong DVCQG, Hé¢ théng Thong tin giai
quyét thi tuc hanh chinh cta thanh phd
Ha Noi kiém tra ho so htmg thuc dang
trinh, ky s6 1én ban scan.

Quyén Ky ban
sao (Lanh dao
Phong Tu phap)

Khong qua
02 gid

Cong chic Phong Tu phap cap sd
chimg thuc dién tor do H¢ théng cép tu
dong theo s6 chimg thuc ban sao dién
tr tir ban chinh, ky sé Phong Tu phap
lén ban scan, hoan thién quy trinh
chiig thyc ban sao dién tir tir ban chinh
Ban sao dién tir da chung thyuc tir ban
chinh dugc dong bd vé tai khoan Cong
DVCQG, Hé théng Thong tin giai quyét
tha tuc hanh chinh cua thanh phé Ha
No1, gt vé email cho cong dan, déng
thoi luu tai tai khoan cua cong chic,
lanh dao Phong Tu phap cép huyén.

Quyén ky sb co
quan (cong chirc
Phong Tu phap)

Khong qua
02 gio
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HUONG DAN SU DUNG TAO TAI KHOAN CUA CONG DAN TREN
CONG DICH VU CONG QUOC GIA, HE THONG THONG TIN GIAI
QUYET THU TUC HANH CHINH CUA THANH PHO HA NOI

- Pé tao tai khoan cong dan trén Coéng Dich vu cong qudc gia, Hé thong
Thong tin giai quyét thu tuc hanh chinh ctia thanh phd Ha Néi thuc hién qua 02
budc chinh nhu sau:

(1) Phan quyén tao tai khoan cho nguoi dung 1a Cong chirc Bo phan Mot
cua.

(2) Quy trinh cac budc dé tao tai khoan cong dan tir tai khoan cong chirc
da dugc phan quyén.

b) Po6i twong, pham vi sir dung

- Cong chirc dugc phan quyén quan tri cap thanh phd: Phan quyén tao tai
khoan cho cong chirc B phan M{t cura.

- Cong chuc tai BO phan M4t ctra: Tao 1ap tai khoan cho cong dan c6 nhu
cau tai Bo phan Mdt cura.

1. Quy trinh phin quyén cho cong chirc tao tai khoén

bé duoc phan quyén tao tai khodn, tai khoan quan tri thuc hién nhu sau:

(Lwu y: Chi ¢6 c¢éng chirc B phdn Mot cira mdi ¢é thé dwoc phan quyén
tao tai khodn va céng chire do da c6 tai khodn ciia Céng Dich vu céng quoc gia,
trén Hé thong Théng tin gidi quyét thii tuc hanh chinh ciia thanh phé Ha Ngi)

- Buéc 1: Tim Kkiém tai khoén cong chirc

+ Truy cép vao Hé théng: https:/quantri.dichvucong.gov.vn/
https://quantri.dichvucong.hanoi.gov.vn/chon chirc ning: Quan tri hé théng >>
Quan ly ngwoi dung

+ Tim kiém tai khoan cong chirc:
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Quan trj cta dia phuong co thé tim kiém tai khoan theo Tén, s6 dién thoai,
S6 CCCD/CMND

Luu ¥: Truong hop khong tim thay tai khoan, thuc hién thay d6i tiéu chi
tim kiém tai khoan ¢ trang thai “Khéng kich hoat”.

+ Trong trudng hop khong tim thay tai khoan céng chic (ma céng chic
da dang ky tai khoan trén Cong Dich vu cong qudc gia, trén Hé théng Thong tin
giai quyét thu tuc hanh chinh cua thanh phd Ha Noi) thi s& thuc hién bo sung
bude “Thém méi tai khoan” nhu sau:

EXCTS

+ THEM MOA

Chon nut | dé thém tai khodn cong chuc; sau do thuc hién
“Tim kiém” tai khoan.

- Budc 2: Cap nhat don vi cong tac
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Chon nut @ trén dong tai khoan twong tng dé phan quyén don vi cho
cong chuc

Gan ngudi ding vao don vi

B0 OImW

Brung S5 plige i BAnR EhiFR oling

DAt SACH DI VT QA DUTC QAN CHD NoEUTRDONT

DOOUISATHES UR-S X ing Mang T

TeaH BACH DO W CHUA DU AN O WO DD

CUTIINMES.  Trung Mm Drge vy Rins oing cling = Tinh Lam £y
= SO HEE Trung W pf Wy Pasl i oieg Unh Lag TSl
o VT Trung s DR e SdnR cih alng - dnk Sinn P
(32 H Trung S P ey Aind oih cing v Kk g i Puliei. chinh tine Hung Y=

+ Thuc hién: Tim kiém don vi theo ma dinh danh hodc tén don vi.

+ Sau do6 thuc hién Chon don vi béng cach sur dung nit ~'trén don vi can

LU LA

+ Chon

- Buéc 3: Gan quyén tao tai khoin cong din cho cong chirc

s Em—y == i i s E. k8

Chon nut *“ dé cu hinh quyén cho cho tai khoan:
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Gan quyen ngudi ding

Neom :-.-_.inr SGUaR I

LG

+ Tich chon “Quyén tao tai khoan cho céng dan” trong nhém Quyén quan
tri va luu lai bﬁng cach chon m

2. Quy trinh tao tai khoan

Khi cong dan tdi thuc hién thu tuc hanh chinh tai B6 phan Mot ctra cac
cap, cong chirc Mot cira tao tai khoan cho cong dan theo quy trinh nhu sau:

- Buéc 1: Nhap thong tin tai khoan

+ Cong chirc Mot cua truy cdp vao hé théng quan tri tai dia chi:
https://quantri.dichvucong.gov.vn/ https://quantri.dichvucong.hanoi.gov.vn/

bang tai khoan ding ky trén Cong Dich vu cong qudc gia, trén Hé théng Thong
tin giai quyét thu tuc hanh chinh cua thanh phé Ha No61 da dugc Quan tri cua dia
phuong cap quyén.

Chon chtic nang: Quan tri hé thong >> Tao tai khoan cong dan
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Trsdrrss 1 tem Kb

Hé thong hién thi danh sach céc tai khoan cong dan do cong chirc tao
trudc d6. Cong chirc chon nit [Thém méi] dé tao méi thong tin tai khoan cho
cong dan.

+ Nhap s6 Cin cudc cong dan hodc Chimg minh nhan dan (CCCD/CMND);

+ Chon nut : dé tra ctru tai khoan trong hé thng tai khoan cta

Cong Dich vu cong quéc gia, trén Hé thong Thong tin giai quyét thu tuc hanh
chinh cua thanh phd Ha Noi.

Luu y: Truong hop da c6 tai khoan véi s6 CMND/CCCD cuia cong dan thi
thong bao cho cong dan va khong thuc hién tao mai.

+ Quét CMDN/CCCD: Quét 2 mat CMND, CCCD cua cong dan, luu
thanh 1 file dinh dang doc, docx (word) hoac pdf.

+ Cong chirc nhap thong tin ctia cong dan theo CMND/CCCD va mdt s6
thong tin khac, bao gom:

. S6 CMND/CCCD: Bt budc;

. Ho va tén: Bét budc;

. Ngay sinh: Bat budc nhap;

. S6 dién thoai: Bét budc nhap;

. Yéu ciu s dién thoai cta chinh chi tai khoan dang dang ky;

. Pinh kém file CMND, CCCD di quét: Bit budc (Luu y: Dung luong
khong vuot qua SMB);

. Email: Khong bat budc;
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- Chon B0 phan M{t ctra noi cong chirc cong tac: Bit budc.

Tao tai khoan céng dan

Thing tin cong dén

amail con

& File dinh kim: CCCD. paf

Thong tin cén bbb

- Buéc 2: Xac nhén ciia cong dan vé thong tin tai khoan

+ Cong chirc chon [Tai xubng] dé tai xudng gidy dé nghi tao tai khoan
theo thong tin cong dan da cung cap va yéu cau cong dan kiém tra thong tin va
xac nhan.

+ Xac nhan s dién thoai ctia cong dan bang cach chon [Giri ma OTP] dé
giri mat khau mot 1an (OTP) dén sd may dién thoai cong dan di dang ky.

Hé thong s& gui 1 tin nhan dén s6 dién thoai cua céng dan ma OTP gom 6
chir s6. Trudng hop cong dan khéng nhan duoc thi thuc hién guoi lai bang cach
chon [G&i ma OTP].

- Bude 3: Dang ky tai khodn

Cong churc nhap ma xac nhan maéi nhat do cong dan cung cap:
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Thuc hién [Tao tai khoan]. Hé thong s& gui thong bao mat khau ding

nhap tai khoan té1 cong dan.
3. Mot s van dé thuong giip
(1) Cong chirc khong chon dwgc don vi
Nguyén nhan:
- Tai khoan cong churc chua dugc gan vao don vi “Bo phan Mét cura”;

- B6 phan Mot cira chua duoc dit tén dang theo yéu cau (Tén co quan don
vi chira chudi ky tu “Bo phan Mot cira”, khong phan biét chit hoa, chir thuong).

(2) Cong dan khong nhan duwgc ma OTP
Nguyén nhan:
- S6 dién thoai nhap khong ding;

- L8i mang, thiét bi. Cong chirc c6 thé giri lai md OTP. Néu sau nhiéu lan
gui lai ma OTP van khong nhan duoc, dé nghi cong dan khdi dong lai dién
thoai.

(3) Cong dan khong nhian dwoc SMS mit khau hoic khong ding
nhip dwoc biang mit khau da cip qua tin nhin

Nguyén nhan:

- Tin nhén dén cham do 13i mang hodc thiét bi.

Cong chirc dé nghi cong dan chd thém it phat hodc hudng dan cong dan
do1 mat khau theo cac budc sau:

+ Truy cép https://dichvucong.gov.vn/;hodc https://dichvucong.hanoi.gov.vn/

+ Chon [Pang nhap];

+ Chon ding nhap bang tai khoan cip boi Cong Dich vu cong Qudc gia
hodc trén Hé thong Thong tin giai quyét thi tuc hanh chinh cua thanh phé Ha
Noi.
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-'Eﬁng Dich vu cong quéc gia

&t ndi, cung cap thong tin va dich vy cong mod e, mal nol

Béng nhip

Cher foga tai khoan ban miba sd durg Gang nhidp
Cling dich v obng Drabec Giz

Tai khoancip b Tar kbsgan cip bds
Céng OVE Qubc Gia Bt Blidn gt Ham

=

+ Chon [Quén mat khéu] va thyc hién d6i mat khau tai:

-EGNG DICH VU CONG QUOC GIA

KH ndi, crang cdp thing 1 wh dich v climg mei e, o nod

Bang nhap
CMTICCCD Ush ky 58 Sim ky 56

Tén d8ng nhap

| MNhap CMTACCCD |

Mat khdu

| Mhap mat khay |

Mhipma xac thuc

= .

| M3 wac thuc

Chufa o tai khoan? Bring ko)
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QUY TRINH NOI BQ CHUNG THUC BAN SAO PIEN TU

TU BAN CHINH THUQC THAM QUYEN CUA UBND CAP XA

1. Chirng thue bén sao dién tir tir ban chinh gidy to, vin ban do co

quan to chirc c6 tham quyén cia Viét Nam cap hoiac chirng nhan trén Cong

Dich vu cong, Hé thong Thong tin gidi quyét thi tuc hanh chinh ciia thanh
pho Ha Noi

1

Muc dich

Quy trinh nay quy dinh trinh tu va cach thicc Ching thuc ban sao dién tu
tir ban chinh gidy td, vin ban do co quan to chitc c6 thim quyén cta Viét
Nam cap hodc ching nhan thudc tham quyén giai quyét cia UBND cép xa
trén Cong Dich vu cong, Hé thong Thong tin giai quyét thu tuc hanh chinh
ctia thanh phd Ha Noi

Pham vi

- Ap dung d6i véi viéc Chung thuc ban sao dién tir tir ban chinh giay to,
vin ban do co quan to chtc c6 thim quyén cta Viét Nam cap hodc ching
nhan thudc tham quyén cua UBND cép Xa trén Céng Dich vu cong, Hé
théng Thong tin giai quyét thi tuc hanh chinh cta thanh phd Ha Noi.

- Ap dung di véi lanh dao, cong chirc thugc UBND cap xa.

Noi dung quy trinh

3.1

Co sé phap ly

1. Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh phi vé cap
ban sao tir 6 gdc, chimg thuc ban sao tir ban chinh, ching thuc chir ky va
chting thuc hop déng, giao dich;

2. Nghi dinh s6 30/2020/ND-CP ngay 05/3/2020 cta Chinh phu vé cong
tac van thu;

3. Nghi dinh s6 45/2020/ND-CP ngay 08/4/2020 cua Chinh phi vé thuc
hién thu tuc hanh chinh trén méi trudng dién ti;

4. Nghi dinh s6 32/2021/NB-CP ngay 29/3/2021 ctia Chinh pht quy dinh
chi tiét va bién phép thi hanh Nghi quyét s6 97/2019/QH14 ctua Qudc hoi
vé thi diém t6 chirc mo hinh chinh quyén db thi tai thanh phé Ha Noi;

5. Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua B Tu phép quy dinh
chi tiét va huéng dan thi hanh mét sd diéu cua Nghi dinh s6 23/2015/NP-
CP ctia Chinh phu vé cip ban sao tir s6 gbc, chimg thuc ban sao tir ban
chinh, chimg | thuc chit ky va chung thuc hop dong, giao dich;
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6. Thong tu sd 01/2023/TT-VPCP ngay 05/4/2023 ctia Vin phong Chinh
phil quy dinh mot s6 noi dung va bién phép thi hanh trong s6 héa hd so,
két qua giai quyét tha tuc hanh chinh va thyc hién thu tuc hanh chinh trén
moi truong dién tu;

7. Quyét dinh s6 1329/QD-BTP ngay 01/6/2020 ctia Bo Tu phap vé viée
cong bd thu tuc hanh chinh duoc stra d6i, bd sung trong linh vic ching
thuc thudc | pham vi chirc ndang quan 1y cua B Tu phép;

8. Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cta Bo Tai chinh quy
dinh muc thu, ché do thu, ndp, quan ly va str dung phi chirng thuc;

9. Cong vin sb 5438/VPCP-KSTT ngay 06/7/2020 cta Vin phong Chinh
phu vé viéc trién khai dich vu cong chung thuc ban sao dién tr tor ban
chinh trén Coéng Dich vu cong qubc gia.

3.2

. Ay A Ban | |
Thanh phan ho so , . |Ban sao
chinh

Ban chinh giay to, van ban lam co s¢ dé chimg thuc ban
A X
sao dién tu

Ban scan ban chinh can ching thuc dién tir (néu co)

33

S6 lwong ho so

01 bo.

34

Thoi gian giai quyét

- Trong ngay UBND cép x4 tiép nhan yéu cau hodc trong ngay lam viéc
tiép theo, néu tiép nhan yéu cau sau 15 gio.

- Péi v6i trudng hop cing mot lic yéu cau ching thuc ban sao dién tir tir
nhiéu loai ban chinh giéy td, van ban; ban chinh ¢ nhiéu trang; ndi dung
gidy t0, van ban phuc tap kho kiém tra, doi chiéu ma UBND cép x4 thuc
hién chimg thuc khong thé dap tmg duoc thoi han quy dinh néu trén thi
thot han ching thuc dugc kéo dai thém khong qua 02 (hai) ngay lam viéc
hodc c6 thé dai hon theo thoa thuin bang van ban vdi ngudi yéu cau ching
thuc.

3.5

Noi tiép nhan va tra két qua

B6 phan Tiép nhan ho so va tra két qua giai quyét TTHC cua UBND cap
xa

3.6

Phi: 2.000 dong/trang; tir trang thr 3 tro 1én thi modi trang thu 1.000
dong/trang, toi da khong qua 200.000 dong/ban.

3.7

Két qua giai quyét thii tuc hanh chinh: Ban sao dién tir duoc chimg thyc




CONG BAO HA NOI/S6 39+40/Ngay 15-3-2024 19

tor ban chinh.

3.8

Piécu kién thyc hién thi tuc hanh chinh:

Ban chinh gidy td, vin ban khong dugc ding 1am co sd dé ching thue ban
sao dién ti: Ban chinh bi téy x0a, stra chira, thém, bot nd1 dung khong hop
1¢; Ban chinh bi hu hong, cii nat, khong xac dinh dugc ndi1 dung; Ban chinh
dong dau mat cta co quan, to chirc c6 thim quyén hoic khong dong dau
mat nhung ghi 10 khong dugc sao chup; Ban chinh c6 ndi dung trai phap
luat, dao dirc xa hoi; | tuyén truyén, kich dong chién tranh, chéng ché do xa
hoi chu nghia Viét Nam; xuyén tac lich st cua dan toc Viét Nam; xtc
pham danh dy, nhan phém, uy tin cua ca nhan, td chirc; vi pham quyén
cong dan; Ban chinh do co quan, t6 chtic ¢6 thAm quyén clia nudc ngoai
cap, cong chung hoic ching nhan chua duoc hop phap hoa lanh su theo
quy dinh tai Khoan 1 Piéu 20 cua Nghi dinh sb6 23/2015/ND-CP; Giéy to,
vin ban do ¢4 nhan tu 1ap nhung khong c6 xac nhin va déng dau cua co
quan, t6 chirc c6 tham quyén.

3.9

Quy trinh chirng thuc ban sao di€n tir tir ban chinh

Quy trinh chimg thuc ban sao dién tir tr ban chinh trén Cong dich vu cong
qudc gia (CDVCQG), Hé théng Thong tin giai quyét tha tuc hanh chinh
ctia thanh phd Ha Noi cac ddi tugng tham gia vao Quy trinh dugc cau hinh
theo quyén thuc hién, 03 budc twong tmg véi 03 quyén.

- Quyén tao ban sao: Cong chirc cia UBND cip x4 (sau ddy goi chung 1a
Cong churc thuc hién cong tac ching thuc).

- Quyén ky ban sao: Lanh dao UBND cép xi hodc cong chirc Tu phap - Ho
tich UBND phudng dugc Chu tich UBND phudng oy quyén ky ching
thuc theo Khoan 3 Diéu 7 Nghi dinh s6 32/2021/ND-CP (sau day goi
chung la Lanh dao).

- Quyén dong du ban sao: Ngudi quan 1y con ddu caia UBND cap xa.

Hé thong cau hinh theo quyén c6 thé tuy bién, cau hinh mdt ngudi thyuc
hién nhiéu quyén, pht hop véi phan cong nhiém vy thuc té tai UBND cép
Xa.

3.10

Mo ta quy trinh

Bwoc

Thao tac Poi twong Thoi gian

- T chirc, ca nhéan co thé dit lich hen Cong dan/T6 chire
véi UBND cép xa thuc hién chimg
thuc. Néu dit lich hen, T6 chuec, ca
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nhan ding nhap vao Cong DVCQG,
Hé théng Thong tin giai quyét tha tuc
hanh chinh cta thanh phd Ha Noi
chon UBND cép xa thuc hién ching
thuc va dat lich hen.

- Khi thyc hién chung thuc ban sao
tir ban chinh, t6 chirc, ca nhan mang
ban chinh gidy to can ching thuc
truc tiép dén xuat trinh tai UBND
cap xa thuc hién chung thuc dé yéu
cau khing thuc ban sao dién tu tu
ban chinh.

Sau khi duogc tiép nhan ban chinh dé
ching thuec, t6 chirc, c4 nhan ndp phi
chimg thuc tai UBND cép Xa noi
thuc hién ching thyc.

Cong chirc UBND cép xi kiém tra
ban chinh Quyén tao can chimg thyc,
néu bao dam cac quy dinh vé ban sao
chimg thuc thi ding nhap vao Cong
DVCQG, trén Hé thong Thong tin
giai quyét thi tuc hanh chinh cua
thanh phd Ha Noi thuc hién tiép
nhan:

(1) Véi truong hop to chirc, ca nhan
dat lich hen, Cong chtrc thuc hién
cong tac chung thuc chon lich hen
trong danh sach lich hen, thong tin to
chtrc, ¢4 nhan dugc tu dong léy tur
thong tin tai khoan.

(2) Vi trudng hop t6 chic, ca nhan
khong dat lich hen, Cong chuc thuc
hién cong tac chung thuc nhap thong
tin cta td chuc, ca nhan. To chiec, ca
nhan nhap tai khoan Céng DVCQG,

Quyén tao ban sao
(Cong chirc thuc
hién cong tac ching
thuc)

Khong qua
04 gio
Truong hop
gidy to can
ching thuc
phte tap, s6
lugng 16n:
Khong qua
16 gio.
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Hé thong Thong tin giai quyét tha tuc
hanh chinh cua thanh phd Ha Noi
thong tin t6 churc, cad nhan duoc tu
dong dién theo thong tin tai khoan.
Sau d6, Cong chuc thuc hi¢n cong
tac chung thuc tao ban scan, dinh
kém file scan ban chinh 1én Hé thong
(néu coéng dan da c6 sin ban scan thi
cong chirc kiém tra, d6i chiéu ban
scan v6i ban chinh) va chuyén hd so
trinh Lanh dao UBND cép xa hoac
cong chic Tu phap - HO tich UBND
phuong dugc Cha tich UBND
phuodng ty quyén ky chimg thuc theo
quy dinh tai Khoan 3 Diéu 7 Nghi
dinh sb 32/2021/ND-CP ky.

Lanh dao UBND cép xa hodc cong
chitc Tu phap - HO tich UBND
phuong dugc Chua tich UBND
phuodng uy quyén ky chimg thuc theo
Khoan 3 Diéu 7 Nghi dinh sd
32/2021/ND-CP truy cdp vao Cong
DVCQG, Hé thong Thong tin giai
quyét thu tuc hanh chinh cta thanh
phé Ha Noi kiém tra hd so chung
thuc dang trinh, ky s6 1én ban scan.

Quyén Ky ban sao
(Lanh dao UBND
cép x4 hodc cong
chtrc Tu phap HO
tich UBND phuong
duoc uy quyén ky
chirng thuc)

Khong qua
02 gio

Cong chic UBND cip xa truy cap
vao Cong DVCQG, Hé thong Thong
tin giai quyét thi tuc hanh chinh cua
thanh phd Ha Noi cap sé chimg thuc
thuc dién tor do Hé théng cép tu dong
theo s6 chimg thuc ban sao dién tur tir
ban chinh, ky s6 UBND cép xa lén
ban scan, hoan thién quy trinh chung
thuc ban sao dién tir tir ban chinh.

Quyén ky s6
(cong chic UBND
cap x4)

Khong qua
02 gio
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Ban sao dién tir da chung thyc tir ban
chinh dugc dong bo vé tai khoan
Cong DVCQG, Hé thong Thong tin
giai quyét thi tuc hanh chinh cua
thanh phd Ha Noi, gui vao thu dién
tlr ctia cong dan, dong thoi luu tai tai
khoan cua cong chirc UBND cap x4,
Lanh dao UBND cép.
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HUONG DAN SU DUNG TAO TAI KHOAN CUA CONG DAN TREN
CONG DICH VU CONG QUOC GIA, HE THONG THONG TIN GIAI
QUYET THU TUC HANH CHINH CUA THANH PHO HA NOI

- Pé tao tai khoan coéng dan trén Cong Dich vu cong qudc gia, Hé thong
Thong tin giai quyét thu tuc hanh chinh ctia thanh phé Ha Noi thuc hién qua 02
budc chinh nhu sau:

(1) Phan quyén tao tai khoan cho nguoi dung 1a Cong chirc Bo phan Mot
cua.

(2) Quy trinh cac budc dé tao tai khoan cong dan tir tai khoan cong chirc
da dugc phan quyén.

b) Po6i twong, pham vi sir dung

- Cong chuc dugc phan quyén quan tri thudc Vian phong UBND Thanh
phd: Phan quyén tao tai khoan cho cong chirc Bd phan Mot cira.

- Cong chuc tai BO phan M4t ctra: Tao 1ap tai khoan cho cong dan c6 nhu
cau tai Bo phan Mdt cura.

1. Quy trinh phéin quyén cho cong chirc tao tai khoan

bé duoc phan quyén tao tai khodn, tai khoan quan tri thuc hién nhu sau:

(Lwu y: Chi ¢6 c¢éng chirc B phdn Mot cira mdi ¢é thé dwoc phan quyén
tao tai khodn va céng chire do da c6 tai khodn ciia Céng Dich vu céng quoc gia,
trén Hé thong Thong tin gidi quyét thii tuc hanh chinh cia thanh phé Ha Néi)

- Buéc 1: Tim Kkiém tai khoén cong chirc

+ Truy cép vao Hé théng: https:/quantri.dichvucong.gov.vn/
https://quantri.dichvucong.hanoi.gov.vn/chon chirc ning: Quan tri hé théng >>
Quan ly ngwoi dung

+ Tim kiém tai khoan cong chirc:
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Quan trj cta dia phuong co thé tim kiém tai khoan theo Tén, s6 dién thoai,
S0 CCCD/CMND

Luu ¥: Truong hop khong tim thay tai khoan, thuc hién thay d6i tiéu chi
tim kiém tai khoan ¢ trang thai “Khéng kich hoat”.

+ Trong trudng hop khong tim thay tai khoan céng chic (ma céng chic
da dang ky tai khoan trén Cong Dich vu cong qudc gia, trén Hé théng Thong tin
giai quyét thu tuc hanh chinh cta thanh phd Ha Noi) thi s& thuc hién bo sung
bude “Thém méi tai khoan” nhu sau:

EXCTS

+ THEM MOA

Chon nut | dé thém tai khodn cong chuc; sau do thuc hién
“Tim kiém” tai khoan.

- Budc 2: Cap nhat don vi cong tac
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Chon nut @ trén dong tai khoan twong tng dé phan quyén don vi cho
cong chuc

Gan ngudi ding vao don vi

B0 OImW

Brung S5 plige i BAnR EhiFR oling

DAt SACH DI VT QA DUTC QAN CHD NoEUTRDONT

DOOUISATHES UR-S X ing Mang T

TeaH BACH DO W CHUA DU AN O WO DD

CUTIINMES.  Trung Mm Drge vy Rins oing cling = Tinh Lam £y
= SO HEE Trung W pf Wy Pasl i oieg Unh Lag TSl
o VT Trung s DR e SdnR cih alng - dnk Sinn P
(32 H Trung S P ey Aind oih cing v Kk g i Puliei. chinh tine Hung Y=

+ Thuc hién: Tim kiém don vi theo ma dinh danh hodc tén don vi.

+ Sau do6 thuc hién Chon don vi béng cach sur dung nit ~'trén don vi can

LU LA

+ Chon

- Buéc 3: Gan quyén tao tai khoin cong din cho cong chirc

s Em—y == i i s E. k8

Chon nat “* @€ cau hinh quyén cho cho tai khoan:
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Gan quyen ngudi ding

Neom :-.-_.inr SGUaR I

LG

+ Tich chon “Quyén tao tai khoan cho céng dan” trong nhém Quyén quan
tri va luu lai bﬁng cach chon m

2. Quy trinh tao tai khoan

Khi cong dan tdi thuc hién thu tuc hanh chinh tai B6 phan Mot ctra cac
cap, cong chirc Mot cira tao tai khoan cho cong dan theo quy trinh nhu sau:

- Buéc 1: Nhap thong tin tai khoan

+ Cong chirc Mot cura truy cap vao hé théng quan tri tai dia chi:
https://quantri.dichvucong.gov.vn/ https://quantri.dichvucong.hanoi.gov.vn/

bang tai khoan dang ky trén Cong Dich vu cong qudc gia, trén Hé théng Thong
tin giai quyét thu tuc hanh chinh cua thanh phé Ha No61 da dugc Quan tri cua dia
phuong cap quyén.

Chon chtic nang: Quan tri hé thong >> Tao tai khoan cong dan
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Trsdrrss 1 tem Kb

Hé thong hién thi danh sach céc tai khoan cong dan do cong chirc tao
trudc d6. Cong chirc chon nit [Thém méi] dé tao méi thong tin tai khoan cho
cong dan.

+ Nhap s6 Cin cudc cong dan hodc Chimg minh nhan dan (CCCD/CMND);

+ Chon nut : dé tra ctru tai khoan trong hé thng tai khoan cta

Cong Dich vu cong qudc gia, trén Hé théng Thong tin giai quyét thu tuc hanh
chinh cua thanh phd Ha Noi.

Luu y: Truong hop da c6 tai khoan véi s6 CMND/CCCD cuia cong dan thi
thong bao cho cong dan va khong thuc hién tao mai.

+ Quét CMDN/CCCD: Quét 2 mat CMND, CCCD cua cong dan, luu
thanh 1 file dinh dang doc, docx (word) hoac pdf.

+ Cong chirc nhap thong tin ctia cong dan theo CMND/CCCD va mdt s6
thong tin khac, bao gom:

. S6 CMND/CCCD: Bt budc;

. Ho va tén: Bét budc;

. Ngay sinh: Bat budc nhap;

. S6 dién thoai: Bét budc nhap;

. Yéu cau s6 dién thoai cta chinh chu tai khoan dang ding ky;

. Pinh kém file CMND, CCCD di quét: Bit budc (Luu y: Dung luong
khong vuot qua SMB);

. Email: Khong bat budc;
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- Chon B0 phan M{t ctra noi cong chirc cong tac: Bit budc.

Tao tai khoan céng dan

Thing tin cong dén

amail con

& File dinh kim: CCCD. paf

Thong tin cén bbb

- Buéc 2: Xac nhén ciia cong dan vé thong tin tai khoan

+ Cong chirc chon [Tai xubng] dé tai xudng gidy dé nghi tao tai khoan
theo thong tin cong dan dd cung cap va yéu cau cong dan kiém tra thong tin va
xac nhan.

+ Xac nhan s dién thoai ctia cong dan bang cach chon [Giri ma OTP] dé
giri mat khau mot 1an (OTP) dén sd may dién thoai cong dan di dang ky.

Hé thong s& gui 1 tin nhan dén s6 dién thoai cua céng dan ma OTP gom 6
chir s6. Trudng hop cong dan khéng nhan dugc thi thuc hién gui lai bang cach
chon [G&i ma OTP].

- Bude 3: Dang ky tai khodn

Cong churc nhap ma xac nhan maéi nhat do cong dan cung cap:
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Thuc hién [Tao tai khoan]. Hé thong s& gui thong bao mat khau ding

nhap tai khoan té1 cong dan.
3. Mot s van dé thuong giip
(1) Cong chirc khong chon dwgc don vi
Nguyén nhan:
- Tai khoan cong chure chua duge gan vao don vi “Bo phan Mot ctra”;

- B6 phan Mot cira chua duogc dat tén dung theo yéu cau (Tén co quan don
vi chira chudi ky tu “Bo phan Mot cira”, khong phan biét chit hoa, chir thuong).

(2) Cong dan khong nhan duwgc ma OTP
Nguyén nhan:
- S6 dién thoai nhap khong ding;

- L8i mang, thiét bi. Cong chirc ¢ thé giri lai ma OTP. Néu sau nhiéu lan
gui lai ma OTP van khong nhan duoc, dé nghi cong dan khdi dong lai dién
thoai.

(3) Cong dan khong nhian dwoc SMS mit khau hoic khong ding
nhip dwoc biang mit khau da cip qua tin nhin

Nguyén nhan:

- Tin nhin dén cham do 13i mang hoac thiét bi.

Cong chirc dé nghi cong dan chd thém it phat hodc hudng dan cong dan
ddi mat khau theo cac budc sau:

+ Truy cép https://dichvucong.gov.vn/;hodc https://dichvucong.hanoi.gov.vn/

+ Chon [Pang nhap];

+ Chon ding nhap bang tai khoan cip boi Cong Dich vu céng Qudc gia
hodc trén Hé thong Thong tin giai quyét thi tuc hanh chinh cua thanh phé Ha
Noi.
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-'Eﬁng Dich vu cong quéc gia

&t ndi, cung cap thong tin va dich vy cong mod e, mal nol

Béng nhip

Cher foga tai khoan ban miba sd durg Gang nhidp
Cling dich v obng Drabec Giz

Tai khoancip b Tar kbsgan cip bds
Céng OVE Qubc Gia Bt Blidn gt Ham

=

+ Chon [Quén mat khéu] va thyc hién d6i mat khau tai:

-EGNG DICH VU CONG QUOC GIA

KH ndi, crang cdp thing 1 wh dich v climg mei e, o nod

Bang nhap
CMTICCCD Ush ky 58 Sim ky 56

Tén d8ng nhap

| MNhap CMTACCCD |

Mat khdu

| Mhap mat khay |

Mhipma xac thuc

= .

| M3 wac thuc

Chufa o tai khoan? Bring ko)
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