TAI LIEU HUONG DAN SU DUNG
NOP HO SO THU TUC HANH CHINH PANG
TREN MOI TRUONG PIEN TU

BAN RUT GON - DANH CHO PANG VIEN

N6i dung dugc rut gon tir tai liéu goc; giir lai cdc budc thao tdc va hinh dnh giao dién chinh.
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MUC LUC RUT GON

1. Pang nhap va thao tac chung Déng nhap VNelD - quy trinh hé so - ddng xuat
2. Thu, nop dang phi Tu khai/ndp - khai/nop hd - hoan tién

3. Chuyén sinh hoat Pang chinh thirc Khai hb so - dinh kém - nop

4. Chuyén sinh hoat Pang tam thoi Khai ho so - thoi gian tam thoi - dinh kém - ngp
5. Lay y kién nhan xét noi cw tra Chon ndi dung - khai thong tin - ndp ho so

Luu y: Cac treong c6 dau (*) trén hé thong la thong tin bat budc. Nén kiém tra lai dit liéu trwde khi bam “N6p ho so”
hodc “Thanh toan”.
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1. DANG NHAP VA THAO TAC CHUNG

BUOC THUC HIEN

1 Truy cap https://dichvucong.dcs.vin/web/home.

2 Chon “Pang nhap”, xac thuc bang tai khoan VNeID va vao hé thong.

3 Khi ndp ho so, thye hién theo thanh tién trinh: co quan tiép nhan — ngwdi dé nghi — to khai —
thanh phan ho so (néu c6) — xem lai va ngp.

4 Pang xuat: chon tai khoan & géc phai phia trén - “Pang xuat”.
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Trang cht hé thong Ddng nhdp bdng VNelD

Thoéng tin co quan ti€p nhin
Dang thuc hién
Thong tin ngudi dé nghi
Chua thuc hién
Dich vu céng cua toi

Thong tin t& khai
Chua thuce hién

Déang xuat
Xem lai h6 so va ndp
Chua thuc hién

Thanh tién trinh h6 so Menu tai khodn/Pdng xudt
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2. THU, NOP DANG PHi
2.1. Tu khai h6 so dang phi

BUOC THUC HIEN

1 Trang chi — “Thu ndp Dang phi” - chon “N&p ho so” tai muc ké khai théng tin thu ndp dang
phi.

2 Chon hinh thitc khai bao (hé thong thwong mac dinh theo chitc nang da chon).

Kiém tra théng tin Pang vién va t6 chitc dang; kiém tra s6 dang phi hé thong tra vé. Néu dit liéu

chwa ding/khong c6, nhap gid tri phtt hgp theo quy dinh; bd sung thong tin lién hé.

Xem lai h6 so - tich 6 cam két — “NGp ho so”. Sau khi ngp, hé thong cdp ma ho so va chuyén

sang cho xtr ly/phé duyét.
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2.2. Nop dang phi cho ban than

1 Trang chd — “Thu ndp Pang phi” - “Doéng dang phi”.

2 Chon ho so & trang thai “Chd thie hién thanh todn” — “Thanh toan”.
3 Kiém tra so tién — “Tiép theo” — quét md QR dé chuyén khoan.

4 Thanh toan thanh cong: ho so chuyén trang thai “Da hoan thanh”.
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Lwu y: Chi thyc hién thanh toan sau khi da kiém tra ding ky va diing s6 tién dang phi.

2.3. Khai ho va n6ép ho dang phi

1 Khai ho: “Thu ndp Pang phi” - “Nop ho so” tai muc ké khai ho.

2 Nhap thong tin ngwoi dé nghi (nguwdi dang thue hién khai hg).

3 Tra citu Dang vién duwgc khai hg bang S6 CCCD + Ho va tén + Ngay sinh; kiém tra dit liéu tra ve,
s0 dang phi va thong tin lién hé.

4 Xem lai —» cam két — “No6p ho so”.

5 Nop hd: vao muc “Thu ndp dang phi cho h§” - “Ddéng dang phi”; nhap Ho va tén + Ngay sinh +
S6 CCCD cua ngudi dwge nop ho — kiém tra so tien — quét QR — hoan tat.
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@ TRANG CHU

HUGNG DAN SU DUNG

Trang

Thu, ndp Dang phi

[ Jp

e Khai bdo Hinh thitc khai béo

Knaithéng tn cho bén thén (@) Khai h cho cén b déng vién khéc

Chon hinh thirc khai hoé Tra citu Pdng vién dugc khai h
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Théng tin ndp hd dang phi
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Man hinh tra citu va nép ho dang phi
2.4. GUri yéu cau hoan tién

BUOC THUC HIEN

1 Ap dung v6i hd so dang phi da thanh toan thanh céng (“Da hoan thanh”).

2 bang nhdp VNelID - chon tai khoan géc phdi — “Thu tuc hanh chinh cda t6i”.

3 Vao “Thu, nop Pang phi” - tai ho so can xtt 1y, chon “Gtti yéu cau hoan tién”.

4 Nhép day dua cac treong bat bude - “Gii yéu cau”. Hé thong chuyén yéu cau dén chi ay don vi dé
phé duyét.
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Thong tin tai khoan Dang vién ~
Théng tin tai khoan Dang vién

Quan ly yéu cau hé trg

Thu tuc hanh chinh cla toi ~

Hb so da nop

H& so dang ké khai

H& so Dang phi ~

Thu, nép Bang phi

Thu, ndp hd Bang phi

Menu Thu, ndp Bdng phi Danh sdch ho so dang phi

D) Guiyéu cauhoan ien X

Théng 8/2026

Don v thye hien T trang np 10 50 aosa
éng bo Tap don Buu chinh Vién - - =R R e 20002

thong Viét Nam
Sstien (w01
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Nt givi yéu cdu hoan tién Biéu mdu yéu cau hoan tién

3. CHUYEN SINH HOAT DANG CHiNH THU'C TRONG NU'GC

1 Trang chi — chon “Chuyén sinh hoat Pang chinh thitc” - chon day dt co quan tiép nhan.

2 Kiém tra thong tin nguwdi dé nghi; bo sung s6 dién thoai va thong tin lién hé can thiét.

3 Tai td khai: kiém tra thong tin Dang vién, t6 chic dang sinh hoat va t6 chic chuyén dén; nhap “Ly
do chuyén sinh hoat Pang”.

4 Dinh kém “Ban tw kiém diém dang vién, c6 nhan xét cta chi bd” (bat budc; dung lwgng <20MB;
cac dinh dang theo hé thong).

5 Xem lai toan bg ho s@ — cam két — “NOp ho so”. Ho so chuyén trang thai “Chg phé duyét”.
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Lwu y: Tai liéu goc lwu y Pang vién can thye hién nghia vu dang phi ding quy dinh triwde khi chuyén sinh hoat sang
don vi mai.

4. CHUYEN SINH HOAT PANG TAM THOI

1 Trang chi — chon “Chuyén sinh hoat Pang tam thdi” — chon co quan tiép nhan.
2 Kiém tra/bo sung théng tin nguwdi dé nghi.

Tai to khai: kiém tra thong tin Pang vién va t6 chitc; nhdp “Ly do chuyén sinh hoat Dang tam
thai” va thoi gian ti* ngay ... dén ngay ... (bat budc).

Dinh kém “Ban tv kiém diém dang vién, c6 nhan xét cta chi bg” (bt budc; dung lwgng <20MB;
dinh dang theo hé thong).

5 Xem lai —» cam két — “N6p ho so”.
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5. LAY Y KIEN NHAN XET CUA CHI UY, CHI BO NOI1 CU TRU

Trang chi — chon thid tuc “Lay y kién nhan xét cta chi uy, chi b déi v4i dang vién ... noi cw tri”
- chon co quan tiép nhén theo hé thong.

Kiém tra/b6 sung thong tin nguoi dé nghi.

Tai muc “N6i dung”, chon mét trong hai yéu cau: (1) Lap gidy gidi thiéu Dang vién sinh hoat noi
cu trd; hodc (2) Lap phiéu xin y kién nhdn xét cta chi ty, chi b6 noi cu tri.

Khai thong tin dang bd gidi thiéu va thong tin noi cv tri theo biéu mau twong ng.

Xem lai h6 so - cam két — “N6p ho so”.
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Théng tin 1 khai
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Chon néi dung va khai to khai
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Lwu y: Khi khai ho so, wu tién doi chiéu dit liéu ty dong hién thi véi théng tin thye té€ triede khi tiép tuc budc ké tiép.
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