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GIOI THIEU CHUNG
I. Quy dinh vé hé so, trinh tw, thii tuc chuyén doi logi hinh doanh nghiép

HO so, trinh ty, tha tuc chuyén ddi loai hinh doanh nghi¢p dugc quy dinh tai Nghi
dinh s6 168/2025/ND-CP ngay 30/6/2025 ctia Chinh phu vé dang ky doanh nghiép.

Piéu 26. Ho so' ding ky doanh nghiép dbi véi cac trwong hop chuyén ddi loai
hinh doanh nghiép

1. Trudng hop chuyén d6i doanh nghiép tu nhan thanh cong ty hop danh, cong ty
trach nhiém hitu han, cong ty ¢ phan, hd so dang ky chuyén do6i bao gdm céc gidy to quy
dinh tai cac khoan 2, 3 va 4 Diéu 24 Nghi dinh nay tuong tng v6i loai hinh doanh nghiép

sau chuyén doi. Kém theo ho so phai c6 cac gidy to sau day:

a) Cam két bang van ban cua chu doanh nghi¢p tu nhan hodc nguoi thura ké hop
phap vé viéc chiu trach nhiém ca nhan bang toan b tai san ciia minh doi véi tat ca khoan

no chua thanh toan va cam két thanh toan du sé no khi dén han;

b) Thoa thuén bang vin ban cta chi doanh nghiép tu nhan hoic nguoi thira ké hop
phép véi cac bén cta hop dong chua thanh 1y vé viéc cong ty duoc chuyén dbi tiép nhan

va tiép tuc thuc hién cac hop déng do;

¢) Cam két bang van ban hodc thoa thuan bang van ban cta chii doanh nghiép tu
nhan hodc nguoi thira ké hop phéap véi cac thanh vién gop von khac vé viée tiép nhan va
st dung lao dong hién c6 cua doanh nghiép tu nhan;

d) Hop dong chuyén nhuong hoic gidy to chirng minh viéc hoan tit chuyén nhuong
trong trudng hop chuyén nhuwong von ciia doanh nghiép tu nhan;

Hop ddng tang cho trong truong hop ting cho von ciia doanh nghiép tu nhan;

Ban sao vin ban xac nhan quyén thira ké hop phap ctia nguoi thira ké trong truong
hop thira ké theo quy dinh cta phép luat;

d) Ban sao vin ban ctua Co quan ding ky dau tu chap thuan vé viéc gop von, mua cd
phan, mua phan vén gép ciia nha dau tu nudc ngoai, to chire kinh té cé von dau tu nude
ngoai d6i véi trudng hop phai thyc hién tha tuc dang ky gép von, mua cd phan, mua phan
vbn gop theo quy dinh cta Luat Pau tu.

2. Trudng hop chuyén ddi cong ty trach nhiém hiru han mot thanh vién thanh cong

ty trach nhiém hiru han hai thanh vién tr& 1én, hod so ding ky chuyén ddi bao gdm cac
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gidy to quy dinh tai khoan 3 Diéu 24 Nghi dinh nay, trong d6 khong bao gém ban sao
Gidy chimg nhan dang ky dau tu. Kém theo ho so phai ¢ cac gidy to sau day:

a) Hop dong chuyén nhuong hodc gidy to chimg minh viéc hoan tit chuyén nhuong
trong truong hop chuyén nhugng phan vén gop;

Hop dong ting cho trong trudng hop ting cho phan von gop;

Ban sao vdn ban xac nhan quyén thira ké hop phap ctia nguoi thira ké trong truong

hop thira ké theo quy dinh cta phép luat;
Hop ddng sap nhap trong trudng hop sap nhip cong ty;

Ban sao hoic ban chinh nghi quyét hoic quyét dinh cua chu sé hitu cong ty vé viée
huy dong thém vdn gop cua td chic, ca nhan khac va gidy to ching minh viée gop vén

ctia thanh vién m&i trong truong hop huy dong von gop cta thanh vién moi;

b) Ban sao van ban cuia Co quan dang ky dau tu chap thuan vé viéc géop von, mua cod
phan, mua phan von gop cua nha dau tu nudc ngoai, té6 chuc kinh té c6 von dau tu nudc
ngoai doi voi truong hop phai thue hién tha tuc dang ky gép von, mua ¢6 phan, mua phan

vbn gop theo quy dinh cua Luat Dau tu.

3. Trudng hop chuyén doi cong ty cb phan, cong ty trach nhiém hiru han hai thanh
vién tr¢ lén thanh cong ty trdch nhiém hitu han mdgt thanh vién do chi c6 mot ) dong,
thanh vién gop von theo cam két hodc chuyén doi cong ty cd phan thanh cong ty trach
nhiém hiru han hai thanh vién do chi c6 02 ¢6 dong gép von theo cam két thi hd so

chuyén do61 bao gom cac gidy to sau day:

a) Cac gidy to quy dinh tai khoan 3 Piéu 24 Nghj dinh nay, trong d6 khong bao gdm
ban sao Gidy chimg nhan ding ky dau tu;

b) Ban sao van ban cua Co quan ding ky dau tu chap thuan vé viéc gop von, mua cod
phan, mua phan von gop cua nha dau tu nudc ngoai, to6 chirc kinh té c6 von dau tu nudce
ngoai doi voi truong hop phai thuc hién thu tuc dang ky goép von, mua c6 phan, mua phan

vbn gop theo quy dinh cua Luat Pau tu.

4. Trir truong hop quy dinh tai khoan 3 Piéu nay, hd so ding ky chuyén ddi cong ty
trach nhiém hiru han hai thanh vién tré 1én, cong ty c6 phan thanh cong ty trach nhiém
hiru han mot thanh vién bao gom céc gidy to quy dinh tai khoan 3 Diéu 24 Nghi dinh nay,
trong d6 khong bao gdm ban sao Gidy chimng nhan ding ky dau tu. Kém theo ho so phai

co cac giay to sau day:



a) Hop dong chuyén nhuong hodc gidy to chimg minh viéc hoan tat chuyén nhuong
trong truong hop chuyén nhugng cb phan, phan von gop;

Hop dong ting cho trong trudng hop ting cho c¢b phan, phan vén gop;

Ban sao van ban xac nhan quyén thira ké hop phap ciia ngudi thira ké trong trudong
hop thira ké theo quy dinh ctia phép luat;

Hop ddng sap nhap, hop dong hop nhit trong trudng hop sap nhap, hop nhit cong
ty;

Hop ddng mua lai trong truong hop cong ty mua lai ¢b phan, phan von gop;

b) Ban sao vin ban ctia Co quan ding ky dau tu chip thuan vé viéc gbp von, mua cd
phan, mua phan vbn gbép cua nha dau tu nudc ngoai, to chirc kinh t& c6 vén dau tu nude
ngoai ddi véi trudng hop phai thuce hién thi tuc ding ky gbp von, mua cd phan, mua phan
vbn gop theo quy dinh cua Luat Dau tu.

5. Trir trudng hop quy dinh tai khoan 3 va khoan 4 Diéu nay, hd so ding ky chuyén
ddi cong ty trach nhiém hiru han thanh cong ty ¢ phan va nguoc lai bao gdm cac gidy to
sau day:

a) Cac gidy to quy dinh tai khoan 3 Piéu 24 Nghj dinh nay, trong d6 khong bao gdm
ban sao Gidy chimg nhan ding ky dau tu trong trudng hop chuyén dbi thanh cong ty
trach nhiém hiru han; cac gidy to quy dinh tai khoan 4 Diéu 24 Nghi dinh nay, trong d6
khong bao gém ban sao Gidy ching nhan ding ky dau tu, danh sach c6 dong sang lap
trong trudng hop cong ty duoc chuyén ddi 1a cong ty cd phan khong co co dong sang 1ap;

b) Hop ddng chuyén nhuong hodc gidy to chimg minh viéc hoan tit chuyén nhuong
trong trudng hop chuyén nhuong ¢6 phan, phan vén gop;

Hop ddng tang cho trong trudong hop ting cho ¢6 phan, phan vén gop;

Ban sao vin ban xac nhan quyén thira ké hop phap ctia nguoi thira ké trong truong
hop thira ké theo quy dinh cta phép luat;

Nghi quyét hodc quyét dinh chia, tich cong ty trong truong hop chia, tich cong ty;

Hop d6ng sap nhap, hop dong hop nhat trong trudng hop sap nhéap, hop nhét cong
ty;

Hop dong mua lai trong trudng hop cong ty mua lai ¢6 phan;



Gidy to ching minh viéc gop von cua thanh vién, c6 dong méi trong trudng hop
tiép nhan von gop cua thanh vién, c6 dong méi;

¢) Ban sao vin ban cua Co quan ding ky dau tu chp thuan vé viéc gop von, mua cd
phan, mua phan vbn gop ctia nha dau tu nudc ngoai, to chire kinh té c6 von dau tu nude
ngoai d6i véi truong hop phai thyc hién tha tuc dang ky gop von, mua cd phan, mua phan
von gop theo quy dinh cua Luat Dau tu.

6. Doanh nghiép c6 thé ding ky chuyén ddi loai hinh doanh nghiép déng thoi dang
ky thay ddi, thong bao thay doi ndi dung ding ky doanh nghiép. Trong trudng hop nay,
hd so ding ky doanh nghiép thuc hién twong tmg theo quy dinh tai cac khoan 1, 2, 3, 4 va
5 Piéu nay.

Trudng hop doanh nghiép ding ky chuyén d6i loai hinh doanh nghiép ddng thoi
ding ky thay ddi ngudi dai dién theo phap luat thi nguoi c6 thim quyén Gy quyén thuc
hién thu tuc dang ky doanh nghiép va ky van ban dé nghi ding ky doanh nghiép 1a Chu
tich Hoi ddng thanh vién dbi véi cong ty trach nhiém hiru han hai thanh vién tré 1én, cong
ty hop danh; Chu tich cong ty hodc Chi tich Hoi dong thanh vién ddi voi cong ty trach
nhiém hitu han mot thanh vién; Chu tich Hoi déng quan tri d6i v6i cong ty cb phan cua
cong ty sau chuyén doi.

II. Quy dinh vé quy trinh ding ky doanh nghiép qua mang di¢n tir:

Quy trinh ding ky chuyén d6i loai hinh doanh nghiép qua mang dién tir duoc quy
dinh tai Nghi dinh sé 168/2025/ND-CP ngay 30/6/2025 cua Chinh phi vé ding ky doanh
nghiép.

Diéu Noi dung

Piéu 37 |Piang ky doanh nghiép qua mang thong tin dién tir

Diéu 38 [Hb so ding ky doanh nghiép qua mang thong tin dién tir

Piéu 39 |[Trinh ty, th tuc dang ky doanh nghiép qua mang thong tin dién tir

Tai liéu nay dugc soan thao nham huéng dan cho nguoi nop hd so thuc hién nop
ho so dang ky chuyén doi loai hinh doanh nghiép qua mang dién tir trén Cong thong tin

quéc gia vé ding ky doanh nghiép.
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QUY TRINH PANG KY CHUYEN POI LOAI HINH DOANH NGHIEP

QUA MANG PIEN TU

I Tao hé so ding ky chuyén déi loai hinh doanh nghiép qua mang dién tir

1.1. Tong quan quy trinh dang ky chuyén déi loai hinh doanh nghiép qua mang dién tir

1. Piing nhap Hé théng bing tai khoian VNelD
2. Chir ky s6 Smart CA
3. Tai khoan thanh toan dién tir

. Tao ho so

. Nhap thong tin

. Scan va tai tai liéu dinh kem
. Chuén bi hd so

. Ky xac thuc ho so

. Thanh toan

. Theo dbi tinh trang xir Iy ho so

2. Sira do6i, bo sung hé so (néu cé)
. Nhin két qua

1.2. Céc buéce tao hé so dang ky chuyén déi loai hinh doanh nghiép tric tuyén

Buéc 1 Chon Phwong thirc ndp ho so

Budc 2 Chon loai diing ky thay doi truc tuyén

Budéce 3 Ping ky thay doi ndi dung ding ky doanh nghiép/PVTT
Tim kiém doanh nghiép/DVTT dé tién hanh dang ky thay doi
Nhap thong tin vai trd ctia ngudi ndp hd so va ngudi dai dién theo phép luat
Chon loai dang ky thay d6i

Buoéc 4 Xac nhan théng tin dang ky







Budc 1: Chon phwong thire ngp hé so
- Ngudi ndp hd so chon mét trong cac phuong thirc sau:
o Su dung Tai khoan dang ky kinh doanh

o Sir dung chit ky s6 cong cong

2 Phwrong thikc ndp ho sor

(O Nép hd so str dung chir ky s& cong céng

O] Nép hd so sir dung tai khodn déng ky kinh doanh

Hinh 1: Man hinh chon phwong thire ndp hd so
Budc 2: Chon hinh thire dang ky
- Chon hinh thitc dang ky: Pang ky thay doi néi dung dang ky doanh nghiép/don vi
triee thuoc;
- Nhan nut [Tiép theo] dé tiép tuc ding ky hodc [Tré vé] dé quay lai man hinh

trudec.

& Chon loai dang Ky trrc tuyén

() Thanh I3p mdi doanh nghiép/don vi trre thudc

() Péng ki cap lai Gidy chimg nhan/Gidy xac nhan /
Dﬁng ky thay doi ndi dung d3ng ki doanh nghigp/dan vi trec thudic

Eao gom:

Thay d6i néi dung BKDN

Théng bao thay Joi

Tam ngirmg hoat ddng

Hoat ddng tri 1ai

Chuyen ddi loai hinh doanh nghigp

Gidi thé

Thing bao quyét dinh gidi thé

Théng bao hiy bd quyét dinh gidi thé

Hinh 3: Man hinh chon loai ding ky truc tuyén

Buéc 3: Ping ky thay doi ndi dung diing ky doanh nghiép/PVTT



Tim kiém doanh nghiép dé tién hanh ding ky chuyén déi loai hinh
- Nhap ma s6 doanh nghiép/ma s6 nodi bd trong He théng dé tim kiém doanh
nghiép/don vi tryc thudc;
- Nhan nut [Tiép theo] dé tiép tuc ding ky hodc [Tré vé] dé quay lai man hinh

truoec.

2 Tim kiém doanh nghiép/den vi trirc thudc dé tién hanh dang ky thay doi

Thong tin vé doanh nghiép/dan vi chu quan

M3 26 doanh nghiép:

M3 gd ndi bé trong Hé thdng: | 7

Loai hinh doanh nghiép: Cdng ty trach nhi€m hifu han hai thanh vién tré 1En
M3 26 doanh nghiép: 19243851924385

Ma 36 ndi bé trong Hé thong: 0005331363

Tén doanh nghiép: CONG TY TNHH TEST TEST AAAAA

Hinh 4: Man hinh tim kiém doanh nghiép/don vi true thudc
Luuy:

- Chi can nhap ma s6 doanh nghi¢p hodac ma sé ndi bd trong H¢ thong dé tim kiém

(khong can nhap ca 2 loai mi sd);
Théng tin vé ngwoi dai dign phdp lugt
- Chon vai trd ngudi ndp hd so:

+ Néu nguoi ndp ho so 1a nguoi duge uy quyén:

o Vai tré ngwrdi nop hd sor

[@)rugurssi dirgc iy quysn  l—

() Mgu&i cé tham quyén ky Gidy dé nghi déng ky doanh nghiép

& Théng tin v& Ngwdi dai dién phap luat! Ngudi dirng dau dorn vi trec thudc

54 gidy tér phap Iy cia nguwir dai digén theo phap ludt ghi trén Gidy | | ad
chiPng nhén dang ky doanh nghiép:

54 di&n thoai cua ngudvi dai digén theo phap ludt: | | 2
Email ctia ngwiri dai dién phap luat: | | ad

MEu théng tin khai bao khéng hop 1€, vui ldng lién hé Phang Bang kv kinh doanh & duoc h tro. \

[Trove ] T theo T e

Hinh 5: Man hinh Nguoi np ho so 1a nguoi dwoc ity quyén
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+ Néu ngudi ndp hd so 12 ngudi co tham quyén ky Gidy dé nghi dang ky doanh
nghiép:

@ Vai tro ngwdi nop hod so

Ngut‘ﬁ dwrgc by quyén /
(@) Nguii c6 th3m quyén ky Gidy dé nghi dang ky doanh nghigp

2 Thong tin v& Ngwdi dai dién phap ludt! Nguei dimg dau don vi treee thudc

S& gidy tir phap Iy clia nguwivi dai dién theo phap ludt ghi trén Gidy | o
chirng nhdn dang ky doanh nghiép:

Méu thing tin khai bao khéng hop 1€, vui lang lién hé Phang Bang ky kinh doanh dé duoc hd tro. \

[Crrave | T oo IR

Hinh 6: Man hinh Nguoi ndp hd so 1a Nguoi cé6 thim quyén ky Gidy dé nghi ding
ky doanh nghiép

- Nhap théng tin vé Nguoi dai dién phap luat ciia doanh nghiép;

- Nhan nut [Tiép theo] dé tiép tuc ding ky hodc [Tré vé] dé quay lai man hinh

trudec.
Chon loai ding ky thay doi
- Chon “Chuyén déi loai hinh doanh nghiép”’;

Trang chd = BANG KY DOANH NGHIEP

@ Chon loai dang ky thay doi

[®) chuyzn dsi loai hinh dm

() Théing béo thay déi

() Thay d8i néi dung DKDN

() Gidi the, Xéa tén doanh nghigp

() Théng béo md tha tuc phé san cia toa 4n
() Thing béo quy&t dinh giai the

) Tam ngimg hoat dang

Hinh 7: Man hinh chon loai hinh ding ky thay déi
- Chon loai hinh doanh nghiép chuyén ddi;

11



- Nhin nut [Tiép theo] dé tiép tuc ding ky hodc [Tré vé] dé quay lai man hinh

truoec.

@ Chon loai dang ky thay doi

(® Chuyén ddi loai hinh doanh nghigp Loai hinh | Cdng ty of phan |

— doanh
{_) Théng bdo thay ddi nghiép
chuyén

() Thay ddi ndi dung B¥DN i

() Gidi thé, Xdéa tén doanh nghigp
() Théing bdo md thii tuc phd san cia toa 4n
) Théng béo quyét dinh gidi thé

) Tam ngimg hoat ding

Hinh 8: Man hinh loai hinh doanh nghiép chuyén doi

Budc 4: Thong tin cho xac nhin:
- Man hinh s& hién thi nhiing thong tin nguoi st dung da dién vé loai hinh doanh
nghiép;
- Nhan nut [Bit dau] dé tiép tuc dang ky hoic [Tré vé] dé quay lai man hinh trudc

=> Trang thai clia hod so chuyén thanh “Pi luu”.

Xdc nhan théng tin dang ky

Stk dung chi ky 86 cong cong/tai khoan dang ky Kinh doanh: Mop hd so siF dung tai khodn ding ky kinh doanh

Loai dang ky treec tuyén: Béng ky thay ddi ndi dung dang kv deanh nghiép/don vi trore thudc
Loai dang ky thay ddi: Chuyén di leai hinh doanh nghiép

Loai hinh doanh nghiép chuyén dbi: Cdng ty trach nhiém hitu han mat thanh vién

Sira déi thong tin doanh nghiép

Loai hinh doanh nghiép: Cidng fy frach nhiém hiFu han hai thanh vién trd 1én
M3 34 doanh nghiép: 19243851924385

M3 =4 ndi bd trong Hé thdng: 0008831963

Tén doanh nghiep: CONG TY TNHH TEST TEST AAAAA

Hinh 9: Man hinh xac nhin thong tin dang ky
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II. Ké khai thong tin trong hé so ding ky chuyén doi loai hinh doanh nghi¢p qua
mang dién tw
2.1. Nhdp cdc théng tin trong hé so dang ky chuyén déi loai hinh doanh nghiép qua mang
dién tur

Nhép céc thong tin tir hd so ding ky chuyén doi loai hinh vao cac khdi thong tin
tuong ng trong cac khdi dit liéu trén man hinh. Tuy timg loai hinh doanh nghiép s& c6

cac khéi thong tin khac nhau.

Trang chid > DANH SACH HO S0 BANG KY = Khéi dit ligu
KHOI DI LIEU
Hinh thirc ding ky

Thiing tin v& hi so

Bia chi try sé chinh Phwomg thike ndp hé sor Nép hé so s dung ti khodn ddng ky kinh doanh
Naganh ngh? kinh doanh Hinh thiec dang ky: Bi3ng ky thay ddi ndi dung dang kj doanh nghiépidon vi tre thude
Tén doanh nghispdon vi truc Lc‘al Il1|nl1 doanh r_|?mep: Cdng ty co phan
thude Ma 0 doanh nghiep: 19243351924385
. M3 =6 ndi b trong Hé théng: 0008531963
Théng tin v von Tén doanh nghiép viét bing tiéng Viét: CONG TY TNHH TEST TEST AAAAA
Théng tin vé cb phan Tén doanh nghiép viét tit:
Théng tin cb déng I& nha déu te Tén doanh nghiép viét bing tiéng nwéc ngoai:
nwbe ngoai Trang thai h so: 23 luu
Théng tin vé cb dong sang 13p 56 hé sor
Ngueoi dai dién theo phap lut Doanh nghiép cé GPETIGCNDKET Khdng
Hoat déng theo dy 4n BOT/BTO/BT/BOO/BLT/BTLIOEM Khing

Thing tin vé thué

R R e Kiém tra thong tin | Dodng bdo cdo KT thing tin

Ngueod nip hb sor Danh sdch cac théng bao tir co quan DKKD
N ki Danh sach tréng!
VAN BAN DiNH KEM o+

Hinh 10: Man hinh cac khéi dir liéu
Luuy:

- Déu tich trén man hinh chi thé hién thong tin da dugc LUU, KHONG thé hién
thong tin da duoc nhap day du, chinh xac.

- V6i hd so chuyén doi loai hinh, doanh nghiép can ké khai thong tin twong ty nhur
ho6 so dang ky thanh 1ap doanh nghiép. Do vay, ngudi ndp ho so can ra soat va cap
nhat day du cac thong tin trong khoi dit liéu twong tmg véi ho so ban gidy.

2.2. Chi dinh nguoi ky xdc thuce hé so diang ky doanh nghiép

- Nguoi ndp hd so thuc hién gan tén nguoi ky xac thuc hd so dang ky doanh nghiép
theo quy dinh. Nguoi ky phai sir dung chit ky sé cong cong hodc tai khoan ding
ky kinh doanh dé ky xéc thyuc ho so ding ky doanh nghiép;

- Ngudi ndp hd so chon khéi thong tin [Nguoi ky];
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Thiing tin ngufi ky 58 cing cing/ngudi xac thue h so bing tai khodn ding ky kinh doanh
Tim kigm /
Tim theo email: | | 2

Danh sach ngudi kyfxac thuc
Danh sach fréng!

Danh sich ngudi ky chir ky s6 cong cdng trong gidy t&
Danh sach fréng!

Hinh 11: Man hinh khéi thong tin Nguoi ky

- Trong truong “Tim kiém email”: Nhap email cia nguoi ky hd so ding ky doanh
nghiép va nhan nat [Tim kiém] => Hé thong tu dong dién thong tin vé Ho tén cua
nguoi ky ho so. Thong tin vé ho tén va email ctia ngudi ky hod so khong chinh stra
duogc tai khoi Nguoi ky, néu can chinh sira cac thong tin nay, nguoi ky can dang
nhap tai khoan va stra d6i thong tin tai muc “Quan 1y thong tin ca nhan”;

- Pé tim kiém duoc thong tin vé ngudi ky theo dia chi email, dia chi email can phai:

e Di duoc dang ky trén Hé thong;

e Tai khoan phai & trang thai “dang hoat dong” va di duoc két ndi véi chir ky sb
cong cong hodc Tai khoan dang ky kinh doanh (twwong wrng voi phwong thiec nop
hé so ciia bé ho so dang chudn bi).

- Ngudi nép hd so nhap théng tin vé Chirc danh cta ngudi ky xac thuc hd so tai

truong thong tin “Chirec danh”;

Théng tin ngudi ky s6 cing cdng/ngudi xdc thuc hd so bing tai khoan d3ng ky kinh doanh

Tim kigm
Tim theo email: | | 4
He tén: PHAM ANH TUAN B 2
Email: \ phamanhtuanbrr@gmail com - /
Chirc danh®:

[giam dac ] J

Danh sach ngudi kyxac thuc
Danh sach irdng!

Danh sach ngudi ky chif ky s6 cng ofng trong gidy &
Danh sach tring!

I

Hinh 12: Man hinh chgn Chirc danh cua nguoi ky

- Nguoi ndp hod so nhan nat [Chon] dé yéu cau chon ngudi ky xac thuc hd so ky xac
thuc hd so. Thong tin vé nguoi ky xac thuc ho so s& duogc cap nhat vao danh séch:
Danh sach ngudi ky/xac nhan,;

- Hé théng sé tu dong giri email thong bao dén dia chi email d3 dang ky cua ngudi

ky xac thyc hd so.
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Tai budc nay, néu nguoi ndp hd so mubn xoa tén ngudi ky khoi danh sach nguoi
ky xac thuc hd so, chon nit [X6éa] twong tmg véi tén ngudi d6 trong danh sach,
xac nhan lai viéc x0a tén nguodi ky xéc thuc hd so => Tén nguoi ky nay s€ duoc
x6a khoi danh sach.

Thing tin ngudi ky s6 céng cinag/ngudi xac thuc hi s bing tai khoan ding ky kinh doanh
Tim ki€m

Tim theo email: | | ud

I
danh ky kinh doanh thurc ki

1| PHAM ANH iam Xac thue bang tai khoan dang ky kinh | Khan
TUAN e doanh D ok ¢

Danh sdch ngudi kyfxdc thuc

Danh sdch ngudi ky chir ky sd cong céng trong gidy t&
Danh sach irdng!

Hinh 13: Man hinh danh sach nguoi ky/xac thue

Néu tai Buée 1, nguoi ndp hd so chon phuong thirc ndp hd so sir dung chit ky s6
cong cong => tat ca nhitg ngudi ky xac thuc hd so déu phai ky hd so bang chit ky
s6 cong cong (Hé thong khong cho phép ca nhan co Tai khoan ding ky kinh doanh
ky xac thuc hd so nay).

Néu tai Buée 1, nguoi ndp hd so chon phuong thirc ndp ho so sir dung Tai khoan
dang ky kinh doanh => tit ca nhimg ky ky xac thuc hd so déu phai ky ho so bing
Tai khoan ding ky kinh doanh (Hé théng khong cho phép ca nhdn co chit ky sd

cong cong ky xac thyuc hd so nay).

2.3. Kiém tra théng tin ho so

Nhén nat [Kiém tra thong tin] dé kiém tra xem cac thong tin can nhap da day du

va dung theo yéu cau;
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Thing tin v& hi sa

Tén doanh nghiép viét tt:

Tén doanh nghiép viét bing tiéng nwée ngoai:

Trang thai hd so: Ba luu
50 ho so:

Ddmgh nghiép co GPETIG KBT Khing
Hoat dolitheo dw an BOT/BTO O/BLT/BTLIOZM Khéng

K rthong tin ]| Ding o o KT thong
Danh sach céc thing bao tr co quan BKKD
Danh séch trdng!

Phwomng thikc ndp hé so: Mép hé sov siF dung t3i khodn d3ng ky kinh doanh

Hinh thiec dang ky: B)ing ky thay ddi ndi dung dang ki deanh nghiépidon vi e thudc
Loai hinh doanh nghiép: Ciang ty co phan

M3 =6 doanh nghiép: 192435851924385

M3 =0 ndi bd trong HE thang: 0003831963

Tén doanh nghiép viét bing tieng Viét: COMG TY TMHH TEST TEST AAAAA

Hinh 14: Man hinh hién thj cc niit chirc niing xir Iy ho so

- Hé théng s& hién thi cac canh bao 161 néu thong tin di nhap chua diy da hoic chua

chinh xac;

Trang chd > Khis dir Beu
& KHOI DO LIEV Thiing tim v& k& o
Hirsh dflec ddmg by

WL Y S OO O T UL X B

am chi

\ )
Wopaunh nghed kialh doanh Pharcrmsg ihire ndp hi sos

Téin dioanh nghipidon v true Hink thare d&ng ko

thogo

Lasda Fand doanh ndhiep:s

Hinh 15: Man hinh hién thi canh bao 15i

- Trong truong hop c6 canh bao 15i: tich vao dong canh bao 16i => Hé thdng s& tu

dong chuyén dén man hinh c6 trudng théng tin bj 16i;

- Sau khi sira 161, nhan nit [Péng bao cao KT thong tin] dé dong cac canh bao 15i;

- Nhan nat [Kiém tra thong tin] dé kiém tra lai thong tin hd so:
e Néu khong con canh bao 161, thuc hién tiép cac bude tiép theo;
e Néu con canh bao 13i, thuc hién lai cac budc trén.

- Nhan nut [Xem trude] dé kiém tra thong tin doanh nghiép da nhap.




III. Tdi viin béin dién tir ciia bg hé so ding ky doanh nghiép qua mang dién tir

Khi ndép hd so dang ky dién tir, ngudi dung can tai 1én day du cac gidy to theo quy

dinh vé thanh phan ho so (gidng nhu hd so ban gidy).

3.1

3.2

Yéu cau déi véi tai liéu dinh kém la van ban dién tir

Puoc tao truc tuyén hoic dugc quét (scan) tir vin ban gidy

Co dinh dang “.pdf”

Thé hién chinh xéc, toan ven ndi dung ctia vin ban gidy (da duoc ky tén theo quy
dinh)

Tén vin ban dién tir phai duoc dit twong Gmg voi tén loai gidy to trong ho so bang
ban gidy

C6 dung lugng khong qua 15Mb

Cach tai tai lieu dinh kem

Nhén chon vao tai lidu dinh kém va tién hanh tai cac tai liéu theo cac muc twong
ung.

Sau khi tai Ién tai liéu dinh kém, nguoi st dung nhén vao muc "Loai tai liéu dinh
kém" va lya chon trong cac loai tai liéu c6 san.

Hé thong chap nhan ca 2 loai tai liéu dinh kém:

Tai liéu dinh kém thong thudng duogc scan (c6 du chit ky theo yéu ciu);

Tai liéu dinh kém c6 day du chit ky sb theo quy dinh duéi dang ban dién ti.
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Van ban dinh kém

Thémy/Sira tai liéu dinh kém
Loai tai ligu dinh kém: /
~)

| iz &2 nghi d3na ky doanh nohiéo

S& i ligu: [1
Laru *

van ban dinh kém

B£ong
4
1 Y Y n > Ne geA g by
Hinh 16: Man hinh thém/stra tai liéu dinh kem
ﬁ—_UAN BAN DINH KEM é“- Théng tin tai liéu dinh kém
Gizy dé nghi dang ky doanh
nghiép Loai tai liéu dinh kém:
Bén sao bién ban hop S6 lwomg tai ligu: !
Théng tin thém:
\ Danh sach \
-‘\ Cheon tép | Khéng cé tép nao dugc chon | @
—-
\ 3.pdf Gidy G nghi dang ky doanh nghizp v TaivE | Xem van ban dinh kém |

Hinh 17: Man hinh tdi cac tai liéu dinh kém
IV, Chudn bi va ky xdc thwe hé so ding ky doanh nghiép qua mang dién tir
4.1.  Chudn bi hé so

- Sau khi dién day du thong tin ctia ho so, nhan nit [Chuan bi]; néu ho so van con

thiéu thong tin theo quy dinh, Hé thdng s& hién thi canh bao do. Ngudi nop ho so

phai chinh stra va chuan bi lai ho so.

- Hé théng tu dong chon Phong Ping ky kinh doanh dé xtr Iy hd so cin ctr vao

tinh/thanh phd cta dia chi tru s& chinh doanh nghiép di nhap tai budc nhap théng

tin. Tén phong DPKKD tiép nhén hd so s& duge hién thi & 6 bén canh.

- Néu ho so d3 day du thong tin theo quy dinh, va nhin nut [Xac nhén] dé hoan

thanh budc chuan bi hd so.



Xac nhan /
Ho sor 28 dwoc ndp tw dong vae Phong DKKD*: Thanh phd Ha NG w | o
—

Hinh 18: Man hinh phong PKKD tiép nhén

dangkyquamang.dkkd.gov.vn says

Ban co chic chan d3 hoan tit hd so?

Méu cd, nhan [OK], néu khéng, nhin [Cancel]

Hinh 19: Man hinh thong tin xdc nhan

- H¢ théng tao ma s6 tham chiéu cua hd so ¢ dang nhu sau: OD-xxxxxxx/xx, vi du:
OD-0000212/21. Ho so dugc chuyén sang trang thai “Pa chuin bi” va khong thé
chinh stra dugc thong tin.

Phwomng thire ndp hé so: Mdp ho so st dung i3 khoan dang ky kinh doanh

Hinh thiec dang ky: Biéng ky thay ddi ndi dung ding ki doanh nghiépidon vi tre thudc
Loai hinh doanh nghiép: Céng ty cd phin

M3 =0 doanh nghiép: 19240281924028

M3 =6 ndi bd trong Hé thdng: 0008530932

Tén doanh nghiép viét bing tiéng Viét: CONG TY CPALOC TEST LAN THOF N

Tén doanh nghiép viet tat:

Tén doanh nghiép viét bing tiéng nueée ngodi: /

Trang thai hé so: B4 chuin bi

56 ho sor 0D-0000111/22

Doanh nghiép co GPET/IGCNDKDT Khdng

Hoat déng theo duw 4n BOT/ETO/ET/BO0/BLT/BTLIO&M Khéng

Trang thai thanh toan Mién phi cing bd ndi dung déng ky doanh nghiép

Danh sach cac thing bao tir co quan BKED
Danh séch tréng!

Hinh 20: Man hinh hé so di dwec chuin bi
4.2. Ky xdc thuc ho so
- Viéc chi dinh nguoi ky sé/xéac thuc hd so ding ky doanh nghiép duoc thyc hién tai
budc ké khai thong tin trong bo hd so ding ky doanh nghiép qua mang dién ti,

nhu huéng dan tai phan trén.
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- Pé tién hanh ky s6/Xac thuc ho so dang ky doanh nghiép, nguoi ky mo hd so can
ky, nhdn nat [Ky s6/ Xac thuwe bing tai khoan PKKD] dé tién hanh ky sd/xac
thuec.

4.2.1. Ky ho so bang chit ky sd cong cong
Vi truong hop hd so dung chir ky s6 smartCA, ca nhan chiu trach nhiém ky 1én hd so

thuc hién cac budc sau:

a. Tai app VNPT SmartCA trén di dong

Chon loai chir ky s6

[ Ky s0 VNPT SmartCA

[ Ky s6/Xac thwe bang tii khoan DKKD

b. Str dung Chung thu s6 VNPT SmartCA dé ky s6 hd so
Cach thuc hién:

- Nhén nat [Ky s3];

- Chon nha cung cap;

- Chon chimg thu s6;

- An nat [Thyc hién ky]. Khi ky s6 thanh cong, ho so s& chuyén thanh “D3 ky”.
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~ H# théng k¥ tap trung

Budc 1: Chon nhd cung cip Budc 2: Chon chung thu sé Budc 3: Ky s6
- o
Ky so
Transaction I1D: f40e93a3-c33a-4edf-2596-32e1c293ce2f
Chung thu sé: C=VN.ST=H3 NOiL.L=Quan Hai Ba Trung.CN=HOANG NGOC HUYEN.UID=CCCD:001193003721
Serial number: 54010101c028a8638a19%a7efbdbffed

M& ta giao dich: Ping ky kinh doanh

Luu y: Thoi gian chay trong qua trinh thyc hién ky 1a dé nguoi s dung xac nhéan ky s6

boéng

I4

trén App VNPT SmartCA, nguoi st dung phai x4c nhan trén App thi mdi hoan thanh

bude ky sb (md App trén dién thoai va xac nhan ky sb).

CHON TAILIEU KY sO

Ce> Kich thudc t8i da: 15MB

O1 bon hang chd thuc hién!

Xem chi tiét
Churng thu: serial 54010....04884
01 giao dich

25/03/202S5 08:24:16

Ung dung

G2

o Chuirng thu s&

M)

04

Hé thong thdong tin qudc gia ve
dang ky kinh doanh
MS ta Pang ky kinh doanh

Chi tiét =

( )

o0
oo
Khac

21



4.2.2. Xac thuc ho so bang tai khoan diang ky kinh doanh

Véi truong hop ho so ding Tai khoan dang ky kinh doanh, ngudi ky hd so thuc hién cac

budc sau:

- Tich chon nat xac nhan “Té6i xin cam doan tinh trung thwe, chinh xdc va toan
ven ciia hé so ding ky va cdc tai ligu dinh kém” => Phan tén dang nhap da duoc
mic dinh sin, nguoi ky chi can nhap mat khau cua tai khoan thong thuong da tao;

- Nhén nit [Xac nhén].

Ky s/ xac thuc
—_— T-:'-i xin cam doan tinh trung thure, chinh xac va todn ven cda hd so dang ky va cac tai lidu dinh kém

Ky s6/ xéc thue: Ky bang ch ky s& cdng cing Xac thusc bang tai khoin ding ki kinh doanh

Ten dang nhap: phamanhtuanbar
khdu*: | ]

Hinh 21: Man hinh xac nhan ky s6 sir dung Tai khoan PKKD

dangkyquamang.dkkd.gov.vn says

Ban cé chic chin d3 hodn tit hd sa?

Méu cd, nhdn [OK], néu khéng, nhén [Cancel]

Hinh 22: Man hinh théng tin xdc nhin

- Hb so dang trong qua trinh ky co trang thai “Pang ky”, nguoi ndp hd so co thé
xem thong tin vé tinh trang ky hd so bang cach chon khi thong tin [Ky s6/X4c

nhén].

- Khi hé so di c6 day du chir ky, trang thai hd so s& chuyén thanh “Pi ky”. Néu
phat hién sai sot trong viéc gan tén nguoi ky hd so, ngudi ndp hd so c6 thé thay
d6i thong tin vé ngudi ky hd so => Nhan nat [Hiy ky/xac thwe] va thuc hién lai
bude ky gan tén Nguoi ky hd so.

Luu ¥: Ngudi nop ho so chi co thé ndp hod so khi tit ca nhitng ngudi cé tén trong danh

sach nguoi ky ky da thuc hién ky vao ho so.
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V. Thanh toan

Néu hd so ding ky cua doanh nghiép thudc trudng hop phai cong bd ndi dung ding
ky doanh nghiép, doanh nghiép can ndp phi cong bd thong tin bang phwong thirc thanh
toan dién tir. D61 voi hd so chuyén dbi loai hinh doanh nghiép, doanh nghiép can thuc

hién ndp phi cong bd thong tin bang phuong thirc thanh toan dién ti.

Kiém tra théng tin | Déng bdo cdo KT thdng tin Chudnbi = Ky sd/Xic thuc bing t3i khoan BKKD
Py s
Danh séch cac théng béo b co quan DKKD \

Danh séch tréng!

Hinh 23: Man hinh hién thi niit Thanh toan

Hoan tit qua trinh nhip va ndp hd so trén mang

- Sau khi ngudi nop ho so hoan thanh viéc thanh toan, ho so ding ky doanh nghiép
dugc chuyén sang trang thai “Pang ndp” va duoc ty dong tiép nhan trén Hé théng
thong tin dang ky doanh nghiép quéc gia va chuyén vé tai khoan cia Phong Pang
ky kinh doanh tuong tng phuc vu cho viéc xtr Iy hd so. Ho so s& chuyén sang
trang thai “Pa giri di” néu dugc tiép nhan thanh cong trén Hé thong thong tin

dang ky doanh nghiép qudc gia.

Trang thdi hé so- B4 glri d
56 hd so- OD-055202T/25
Trang thai co ban: £4 tifp nhan
Doanh nghiép co GPET/GCNDKET Khing
Hoat déng theo di 4n BOT/ETO/ET/EOOEBLTBTLIOEM Khéng
Trang thai thanh toan Mi&n phi céng b néi dung d5ng ky doanh nghiép
*
Danh séch cic thng béo tir o Jih sx0@
1075182725 G 5:,.’ bién nhan Ba tao 20006872025 10:50:31 SA In

Hinh 24: Man hinh trang thai ciia ho so sau khi thanh toan hoan tat

- Khi ho so di dugc ndp thanh cong, Hé thong hién thi ban in Gidy bién nhén trong
tai khoan ctia nguoi ndp hd so.

- Tai muc Danh sach cac thong bdo tir co quan dang ky kinh doanh, nguoi su
dung Nhén nt [In] dé xem va tai ban in Gidy bién nhan.

VI. Theo déi tinh trang xir Iy ho so

- Sau khi h6 so dugc luu trén hé théng dang ky doanh nghiép qua mang dién tir,

ngudi nop ho so cé thé tim kiém ho so tai bat ky thoi diém nao.
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- Sau khi dang nhép vao tai khoan cua minh, ngudi ndp ho so chon “Danh sach ho
so’ ding ky” => Tim kiém ho so theo céc tiéu chi c¢6 san nhu tén doanh nghiép; ma

s0 doanh nghi€p; s6 tham chi€u cta ho so.

Trang chi > DANH SACH HO SO BANG KY

Loc théng tin
Hinh thike dang ki: | Béing ky thay d6i ndi dung dang kyj doanh nghigp/don vi tru » | @ Loai hinh thay ddi: | ~|@
Mz 26 ndi b trong HE thdng: | | [+ M3 s6 deanh nghigp: | | -]
Loai hinh doanh nghiép: | ~ | 7 ] Tén doanh nghiép: | | 9
gggl_}?Gn&i & Dc:_lt_'; ~|o §$6 gidy chimg nhan duﬁ: [ _ | @
BDTIBTO!BH%%S%‘L }gﬁnl_f%%ﬁ‘ v|o séhésor [ |@Trangthaind s P
Bo L3t ca didu kién im kigm
Danh séch

Logi hinh doanh nghiép  Loai ddng ky S8 hb so Tén doanh nghiép Trang Trang <]
thay d6i thii ndp | thaisir by nhat cudi
hid so his so it
CONG TY THHH TEST TEST AAAAL

Dang ky thay doi ndi dung anq_lty trach nhiém Chuyén dai loai | OD-
dang ky doanh nghigp/don vi | hiju han mgt thanh hinh doanh 0000212/21
trrc thudc wien nghigp

Hinh 25: Man hinh danh sach ho so ding ky qua mang

- Tai danh sach hd so, ngudi st dung c6 thé nhin thay tinh trang xtr 1y bo hd so da
dang ky.

Hé so
Trinh
lanh
d DN nhan
a0 Két qua
. Lanh dao )
ndp ho xu 1y xem Xét Hé so khéng hop &
SO ho so hé so v
? A
1 N =
I | _ _ G¥ilaichuyénviénxir ly _ _ Che po
: sung ho so’
:_ Ra théng bao yéu clu sira ddi, bd sung hé so "

Hinh 26: So' d6 cac bwéc xir Iy hd so chuyén doi loai hinh doanh nghiép
Cac gidy to' nhian dwoe khi ding ky doanh nghiép qua mang dién tir

Nguoi nop hd so ciing c¢6 thé xem cac vin ban lién quan dén ho so (Gidy bién nhan hd so
ndp qua mang; Thong bao yéu cau bd sung hd so...); Thong tin ddy di caa hd so di ndp
trén mang; trang thai ndp hd so; trang thai xir Iy hd so tuong tng véi timg hd so trong
Danh sach ho so dang ky.
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No&i dung email

Thévi diém nhan email

Ban in kém
theo email

Bia chi email
nhan théng bao

sung ho so (néu cé)

ciu sira déi, bs sung

5. | Thong bdo két qua xir

Khi Phong BKKD chép thuan hd

Ty trurdng

1. | Yéu cau ky/xac thuc hé | Khi ngu&i tao hd so chi dinh ngu&i | Khéng MNguréri ky
so (néu cA) ky thuwc hién ky/xac thuc ho so
2. | Gidy bién nhan Khi hé so dugc nép vao Phang Cé Nguéi nép hd so
PKKD
= Xac nhan thanh toan Sau khi thanh toan thanh céng Khéng Nguw&i thanh toan
(néu cd)
4. | Théng béo stra dbi, b | Khi Phong BKKD ra théng bsdo yéu | Coé Ngur&i ndp hd sor

Iy ho so so hogl
6. | Bé cdo da dugc dang Khi Phong BKKD chép thuan hd Khéng
(néu ca) s
7. | Bién lai (néu co) Khi Phong BDKKD chip thuin hé Co Nguéi thanh todn

SO

Hinh 27: Danh sich cac gidy to' nhian dwgc khi ding ky qua mang
VIL Siva doi, bo sung ho so trong trwong hop hé so cin siva doi, bo sung
- Sau khi ho so da dugc ndp truc tuyén, Phong Piang ky kinh doanh xem xét dé xir
1y h6 so do doanh nghiép ndp. Trong trudng hop Phong Pang ky kinh doanh yéu
cau doanh nghiép sira doi, bo sung hd so, ngudi ndp hod so s& nhan duoc email
thong béo tai dia chi email da nhap trong kh6i Thong tin Ngudi nop hd so.
- Khi dang nhap vao tai khoan ctia minh, ngudi ndp hd so ¢ thé xem ban in Thong

b4o yéu cau bo sung thong tin ctia Phong Dang ky kinh doanh.

Danh sach cac thng bao tr co quan BKKD

| Tmheng My

Ditan 2110512021 4:50:05 CH In
21/05/2021 4:42:38 CH In

595721
463175121

Théng bao yéu cau bo sung thang fin

Giay bién nhin Ditao

Hinh 28: Man hinh in Thong bao yéu ciu b6 sung hd so
Cac buéc ndp ho so sira doi, bd sung

- Nguoi ndp hd so truy cap Hé thdng truc tuyén, kiém tra va chinh sira hd so theo
yéu cau, chuan bi va ky lai hd so (twong tur cac budc di thuc hién khi ndp hd so
lan dau).

- Hb so sitra doi b6 sung khong phai thanh toan 1¢ phi dang ky doanh nghiép, do d6
ngudi ndop ho so khong phai thuc hi¢n bude thanh toan. HO so s& dugce tu dong tiép
nhan vao Hé thong thong tin dang ky doanh nghiép qudc gia sau khi hd so duoc
ky.
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Xem Stra dbi

Théng bao thong tin/tai Ky xac thuc Nhén Giay

stra d6i, bo liéu dinh hé so bién nhan

mai

sung kém

Hinh 29: Céc buéce ndp hd so sira ddi, bd sung
VIIL. Nhén két qua
Doanh nghiép dén Phong DKKD (theo lich hen trong Gidy bién nhdn) dé
nhan két qua hodc lién hé véi Phong PKKD dé nhan két qua qua dich vu buu chinh
cong ich.

Thang tin v& h sa

Phirong thire ndp hd so- Mép hé so siF dung tai khodn dang ky kinh doanh
Hinh thirc dang ky: Thanh Ep mai doanh nghigp/don vi trus thudc
Loai hinh doanh nghiép: Céng ty cé phin

Tén doanh nghiép viét bing tiéng Viét: COMG TY CF 302030 TEST TEST

Tén doanh nghiép viet tit:
Tén doanh nghiép viét bing tiéng nurde ngoai:

Trang thai hé so- B3 gl di
56 hd so- OD-0588028/25
.. a2 i = ——
Trang thai cor ban: Buroe chap thuan
Doanh nghiép oo GPET/IGCNEKET Khdng
Hoat ddng theo dy 4n BOT/ETO/ET/ECO/BLT/ETLIO&M Khéng
Trang thai thanh todn Mi&n phi céng b néi dung Jang ky doanh nghiép

X i
Darhsad'lmctl'ucmg bao tir oo quan BKKD
e e e e

1075380/25 Gigy chimg nhan DKDM 20/08/2025 6:27:57 CH
1078178/25 Gla.‘y' bi&n nhan B3 fz0 20/068/2025 10:22:00 5A In

Hinh 30: Man hinh dang ky doanh nghi¢p thanh cong
Nhén bién lai phi, 1& phi (d0i v6i hé so c6 thanh todn phi qua mang dién tir)

- Déi véi ho so c6 thanh todn phi cong bo néi dung ding ky doanh nghiép qua
mang dién tu, sau khi hd so duoc chép thuan, doanh nghi¢p sé nhan dugc email
phat hanh bién lai dién t (dwoc givi vé dia chi email dd nhdp & bude thanh todn
dién tw).
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- Truong hop hd so dang ky qua mang khong duoc chip thuan, nguoi st dung sé

duoc hoan phi cong bd ndi dung diang ky doanh nghiép da nop theo quy dinh.

Néu ¢6 vudng mic trong qua trinh ding ky doanh nghiép, doanh nghiép c6 thé lién

hé véi bo phan hd tro truc tuyén dé duoc giai dap.

‘ THONG TIN HO TRO

Hép thu hé tro

Béng ky doanh nghiép truc tuyén:

0 hotro@dangkykinhdoanh.gov.wn

Dich vu thong tin, bé cao dién t:

O dichvuthongtin@dangkykinhdoanh.gov.vn
Bién lai dién &

O hotrothanhtoan@dangkykinhdoanh.gov.vn

Hinh 32: Hb tro trye tuyén
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