UBND THANH PHO HANOI  CONG HOA XA HOI CHU NGHIA VIET NAM
TRUNG TAM PHUC VU Poc 1ap - Tw do - Hanh phuc
HANH CHINH CONG

S6: 1191 /QD-TTPVHCC Ha Néi, ngay 79 thang 8 ndm 2025

QUYET PINH
Vé viéc phé duyét quy trinh ndi bd, quy trinh dién tir giai quyét tha tuc
hanh chinh Iinh vye thanh 1ap va hoat dong cia doanh nghiép, quy dau tu
khéi nghiép sang tao, ho klllh doanh thudc thAm quyén glal quyét ciia S&
Tai chinh va UBND cép xa trén dia ban thanh pho Ha Ngi

GIAM POC TRUNG TAM PHUC VU HANH CHINH CONG
THANH PHO HA NQI

Can cir Ludt Té chire Chinh quyén dia phwong ngay 16/6/2025;

Can cir Nghi dinh s6 63/2010/NP-CP ngay 08 thang 6 nam 2010 ciia Chinh
phii vé Kiém sodt thii tuc hanh chinh; Nghi dinh sé 48/2013/NP-CP ngdy 14 thing
5 nam 2013 ciia Chinh phii vé sira doi, bé sung mét sé diéu ciia cdc Nghi dinh
lién quan dén kiém sodt thii tuc hanh chinh; Nghi dinh sé 92/2017/NP-CP ngdy
07 thang 8 ndm 2017 ciia Chinh phii sira déi, bé sung mét sé diéu ciia cdc Nghi
dinh co lién quan dén kiém sodt thi tuc hanh chinh;

Can cir Nghi dinh s6 118/2025/NP-CP ngay 09/6/2025 ciia Chinh phii vé
viéc thure hién thii tuc hanh chinh theo co ché mét cira, mét cira lién thong tai B
phdn Mét cira va Cong Dich vy cong quéc gia;

Can cir Théng tw s6 02/2017/TT-VPCP ngay 31 thang 10 nam 2017 cua Bo
trwong, Chii nhiém Vin phong Chinh phii hwéng dan vé nghiép vu kiém sodt thii
tuc hanh chinh,

Can cir Quyét dinh sé 2353/0D-BTC ngay 03/7/2025 ciia Bé triedng Bo Tai
chinh vé viéc cong bé TTHC méi ban hanh, dwgc sira doi, bo sung trong linh viee thanh
lap va hoat dong cua ho kinh doanh thudéc pham vi chirc nang cua Bo Tai chinh,

Can cit Quyét dinh s6 2354/0P-BTC ngay 03/7/2025 ciia Bé truéng Bo Tai
chinh vé viéc cong bé TTHC duge svra doi, bo sung, bi bai bo trong linh viec thanh ldp
va hoat dong cua doanh nghiép thuéc pham vi chirc nang quan ly cua Bo Tai chinh,

Can civ Quyét dinh so 1716/0D-UBND ngay 25/3/2025 vé viéc ity quyén
cho Gidm doc Trung tam phuc vy hanh chinh cong Thanh phoé thuee hién Phé duyét
quy trinh ngi bg giai quyét thii tuc hanh chinh; Phé duyét quy trinh dién tu gidi
quyét thii tuc hanh chinh; Phé duyét phwong dn tdi cdu triic quy trinh gidi quyét
thu tuc hanh chinh; Phé duyét quy trinh dién tw thuc hién thu tuc hanh chinh noi
b thudc pham vi quan 1y cia UBND Thanh pho;

Can civ Quyét dinh s6 897/0P-TTPVHCC ngay 24/6/2025 ciia Gidm doc
Trung tdm phuc vu hanh chinh céng Thanh pho Ha Ngi vé viéc Cong bé Danh muc
thu tuc hanh chinh (TTHC) Linh vuc Tai chinh (bao go”‘m cac TTHC thuc hién



theo Nghi quyét 66/NO-CP ngay 26/3/2025 va TTHC phdn luéng "Lan xanh”)
thuéc pham vi chive nang qudn yciia UBND thanh pho Ha Noi;

Can cir Quyét dinh s6 951/0D-TTPVHCC ngay 27/06/2025 ciia Gidm doc
Trung tam phuc vu hanh chinh céng Thanh phé Ha NGi vé viéc cong bo Danh muc
thii tuc hanh chinh dwoc sira doi, bé sung trong linh vuc qudn 1y cong sdn, tdi
chinh ddt dai; linh vuec thanh ldp va hoat dong cua ho kinh doanh, linh vuc thanh
ldp va hoat dong, hé tro ciia t6 hop tac, hop tdc xd, lién hiép hop tdc xd thudc
pham vi chire ning quan Iy ciia UBND thanh pho Ha Néi;

Can cir Quyét dinh s6 1076/QD-TTPVHCC ngay 17/7/2025 cia Gidm doc
Trung tdm phuc vu hanh chinh céng Thanh phé Ha Ngi vé viéc cong bé Danh muc
thil tuc hanh chinh méi ban hanh, dwoc sira doi, bo sung, bi bai bo trong linh vuc
thanh Idp va hoat déng ciia doanh nghiép, hé kinh doanh thuéc tham quyén gidi
quyét ciia S¢ Tai chinh va UBND cdp xd trén dia ban thanh phé Ha Noi;

Theo dé nghi cua Giam déc Sé Tai chinh tai Van ban sé 9167/STC-PKDN
ngay 30/7/2025.

QUYET PINH:

Diéu 1. Phé duyét kém theo Quyét dinh nay 55 quy trinh ndi bd, quy trinh
dién tir giai quyét thu tuc hanh chinh linh vuc thanh 14ap va hoat déng ctia doanh
nghiép, quy dau tu khoi nghiép sang tao, ho kinh doanh, thudc tham quyén giai
quyét ctia So Tai chinh va UBND cép x3 trén dia ban thanh phd Ha Noi, cu thé:
48 quy trinh ndi bd, quy trinh dién tir giai quyét thu tuc hanh chinh linh vuc linh
vuc thanh 14p va hoat dong ctia doanh nghiép, quy dau tu khoi nghiép sang tao
thudc thim quyén giai quyét caa SO Tai chinh, 07 quy trinh ndi bo, quy trinh dién
tuor giai quyét thu tuc hanh chinh linh vuc linh vyc thanh lap va hoat dong cua hd
kinh doanh thudc thdm quyén giai quyét cia UBND cép xa

(Chi tiét tai cdc Phu luc kém theo).

Piéu 2. Quyét dinh nay co hiéu luc thi hanh ké tir ky.

Thay thé 51 quy trinh ndi bo giai quyét thu tuc hanh chinh linh vyc linh
vuc thanh 14p va hoat dong cua doanh nghiép sd thir tw 1 d&én 51 muyc I cta phan
A Phu lyc II ban hanh kém theo Quyét dinh s6 3534/QD-UBND ngay 29/9/2022
ctia UBND Thanh phé vé viéc phé duyét quy trinh ndi bo giai quyét thi tuc hanh
chinh linh vyc thanh 1ap va hoat dong ctia doanh nghiép, lién hiép hop tac xa thudc
thAm quyén giai quyét ciia S Ké hoach va Pau tu Ha Noi; linh vuc thanh 1ap va
hoat dong ctia ho kinh doanh, hop tac xi thudc thidm quyén giai quyét caa UBND
cap huyén trén dja ban thanh phd Ha Noi.

Thay thé 05 quy trinh noi bo linh vyc thanh 1ap va hoat dong cta quy dau
tu khoi nghiép sang tao sd tht ty 1 ¢én 5 Phu lyc II ban hanh kém theo Quyét
dinh s6 2030/QD-UBND ngay 15/5/2020 cia UBND Thanh phd vé viéc phé duyét
cac quy trinh ndi bo giai quyét thi tuc hanh chinh linh vire thanh 14p va hoat dong
cua quy dau tu khoi nghiép sang tao, hd tro doanh nghiép nho va vira thudc tham
quyén giai quyét cuia S& Ké hoach va Pau tu Ha Noi.



Thay thé 05 quy trinh noi bo linh vuc thanh 14p va hoat dong cta ho kinh
doanh sb thir ty 1 dén 5 Phu lyc II ban hanh kém theo Quyét dinh s6 1025/QD-
TTPVHCC ngay 03/7/2025 cia UBND Thanh phé vé viéc phé duyét quy trinh
nodi bo giai quyét thi tuc hanh chinh linh vuc thanh 1ap va hoat dong cua h¢ kinh
doanh; linh vuc thanh 1ap va hoat dong cua t6 hop tac, hop tac xa, lién hiép hop
tac x3 to hop tac thudc thim quyén giai quyét cia UBND cap xa trén dia ban thanh
phd Ha Noi.

Piéu 3. Giam doc S¢ Tai chinh; Trung tim Phuc vy hanh chinh cong Thanh
phé, cac Sé, ban, nganh Thanh phd; Chu tich UBND céc xa, phuong, cac to chic,
ca nhan c6 lién quan chiu trach nhiém thi hanh Quyét dinh nay./ 5

Noi nhén: GIAM bOC
- Nhu biéu 3; -

- Cuc Kiém soat TTHC-VPCP;

- B6 Tai chinh;

- UBND Thanh phé: Chi tich, cac PCT;

- VP: Thanh uy, Poan PBQH va HDND TP;

- Cong thong tin dién tir Thanh phd;

- Trung tam PVHCC: Gb, PGD; cac phong, don vi
thuoe TT

- Luu: VT, S6 TC, TTPVHCC. Cu Ngoc Trang
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PHU LUC

QUY TRINH NOI BQ, QUY TRINH PIEN TU GIAI QUYET THU TUC HANH

CHINH LINH VUC THANH LAP VA HOAT PONG CUA DOANH NGHIEP,

QUY PAU TU KHOI NGHIEP SANG TAO, HQ KINH DOANH THUQC
THAM QUYEN GIAI QUYET CUA SO TAI CHINH VA UBND CAP XA TREN
PIA BAN THANH PHO HA NOI
(Ban hanh kém theo Quyét dinh s6 ~ /OP - TTPVHCC ngay  thing  ndm
2025 cuia Gidm déc Trung tam phuc vu hanh chinh céng thanh phé Ha NGi)

A. DANH MUC QUY TRINH NOQI BQ, QUY TRINH PIEN TU GIAI QUYET
THU TUC HANH CHINH LINH VUC THANH LAP VA HOAT PONG CUA
DOANH NGHIEP, QUY DAU TU KHOI NGHIEP SANG TAO, HQ KINH
DOANH THUQC THAM QUYEN GIAI QUYET CUA SO TAI CHINH VA

UBND CAP XA TREN PIA BAN THANH PHO HA NOI

STT

Tén quy trinh ngi b

| Ky hiéu

Linh vwe thanh 1ap va hoat dong ciia doanh nghiép

Dang ky thanh 14p doanh nghi¢p tu nhan

QT-SO-01

Dang ky thanh 1ap cong ty TNHH mot thanh vién

QT-SO-02

Dang ky thanh 1ap cong ty TNHH hai thanh vién tr¢ 1én

QT-SO-03

Ping ky thanh 1ap cong ty co phan

QT-SO-04

Ol |WIN -

Dang ky thanh 1ap cong ty hop danh

QT-SO-05

(o]

Pang ky thay doi dia chi tru s¢ chinh, ding ky doi tén cta
doanh nghi€p (ddi voi doanh nghi¢p tu nhan, cong ty
TNHH, cong ty c¢6 phan, cong ty hop danh)

QT-SO-06

Ping ky thay d6i thanh vién hop danh, dang ky thay do6i
thanh vién cong ty trach nhi€ém hitu han hai thanh vién tré
Ién

QT-SO-07

Ding ky thay d6i nguoi dai dién theo phap luat cua cong ty
trach nhiém hitu han, cong ty co phan

QT-SO-08

bang ky thay d6i von diéu 1¢, phan V0n7 gop, ty 1¢ phan von
gbp (461 voi cong ty TNHH, cong ty c6 phan, cong ty hop
danh)

QT-SO-09

10

Ping ky thay do6i chu so hitu cong ty trach nhiém hitu han
mot thanh vién

QT-SO-10

11

Ping ky thay doi chi doanh nghiép tu nhan trong truong
hop ban, tang cho doanh nghi¢p, chi doanh nghiép chét

QT-SO-11

12

Thong bao thay doi nganh, nghé kinh doanh (doi véi doanh
nghiép tu nhan, cong ty TNHH, cong ty cd phan, cong ty
hop danh)

QT-SO-12

13

Ding ky thay d6i von dau tu cua chu doanh nghiép tu nhan

QT-SO-13

14

Thong bao thay do6i thong tin c6 dong sang lap, thay doi co
dong 1a nha dau tu nudc ngoai, théng tin vé chu so hitu
hudng loi ctia doanh nghiép, thong tin dé xac dinh chu so
hiru huong loi cia doanh nghiép (ctia cong ty cd phan
khong phai 1a cong ty niém yét va cong ty dang ky giao
dich chiing khoan)

QT-SO-14

15

Thong bao thay doi ndi dung ding ky thué

QT-SO-15




2

16

bang ky hoat dong chi nhanh, van phong dai dién, thong
bao lap dia diém kinh doaph (giéi v6i1 doanh nghi¢p tu nhan,
cong ty TNHH, cong ty ¢6 phan, cong ty hop danh)

QT-SO-16

17

Thong bao 1ap chi nhanh, van phong dai dién ¢ nudc ngoai
(461 v61 doanh nghiép tu nhén, cong ty TNHH, cong ty co
phan, cong ty hop danh)

QT-SO-17

18

Cap doi Gidy phép dau tu, Gidy ching nhan dau tu (dong
thoi 1a Gidy ching nhan dang ky kinh doanh) hoic céc gidy
to co gia tri phap ly tuong duong cua doanh nghiép, chi
nhanh, vin phong dai dién, dia diém kinh doanh chuyén
sang hoat dong theo Gidy chimg nhan ding ky doanh
nghiép, Gidy chimg nhan dang ky chi nhanh, Gidy ching
nhan dang ky dia diém kinh doanh

QT-SO-18

19

Ping ky thay doi noi dung dang ky hoat dong chi nhanh,
van phong dai dién, dia diém kinh doanh

QT-SO-19

20

Théng béo thay doi théng tin co dong 1a nha dau tu nudc
ngoai, thong bdo cho thué doanh nghi€p tu nhan, thong bao
thay d6i nguoi dai dién theo ty quyén ctia cha sé hitu, thanh
vién cong ty trach nhiém hitu han 1a to chic, c6 dong 1a t6
chirc nudc ngoai

QT-SO-20

21

Ping ky doanh nghiép ddi véi cac cong ty dugc thanh lap
trén co s chia cong ty

QT-SO-21

22

Ping ky doanh nghiép doi véi cac cong ty dugc thanh lap
trén co sé tach cong ty

QT-SO-22

23

Hop nhat doanh nghiép (d6i voi cong ty trach nhiém hiru
han, cong ty ¢ phan va cong ty hop danh)

QT-SO-23

24

Ping ky thay d6i noi dung dang ky doanh nghiép do6i voi
cong ty nhan sap nhap (doi voi cong ty trach nhiém hiru
han, cong ty c6 phan va cong ty hop danh)

QT-SO-24

25

Ping ky thay d6i ndi dung dang ky doanh nghiép d6i voi
cong ty bi tach (d6i v6i cong ty trach nhiém hitu han, cong
ty cO phan)

QT-SO-25

26

Chuyen d6i cong ty trach nhiém hiru han thanh cong ty co
phan va nguoc lai

QT-SO-26

27

Chuyén d6i doanh nghiép tu nhan thanh cong ty hop danh,
cong ty trach nhiém hiru han, cong ty c¢6 phan

QT-SO-27

28

Chuyén doi cong ty trach nhiém hitu han mot thanh vién
thanh cong ty trach nhi€ém hitu han hai thanh vién tr¢ 1én va
nguoc lai

QT-SO-28

29

Cap lai Glay ching nhén dang ky doanh nghiép, Gidy xéc
nhan vé viéc thay doi noi dung dang ky doanh nghiép, Gidy
chung nhan dang ky hoat dong chi nhanh, van phong dai
dién, Giay chung nhén dang ky dia diém kinh doanh, Giay
xac nhan vé viéc thay ddi ndi dung diang ky hoat dong chi
nhanh, vin phong dai dién, dia diém kinh doanh do bi mét,
chay, rach, nat hodc bi ti€éu huy dudi hinh thire khac

QT-SO-29
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30

Cap d6i Gidy chting nhan diang ky kinh doanh hodc Gi€:1y
chung nhan dang ky kinh doanh va dang ky thué sang Giay
chung nhén dang ky doanh nghiép

QT-SO-30

31

Cap nhat bo sung thong tin trong ho so dang ky doanh
nghiép

QT-SO-31

32

Thong bao tam nging kinh doanh, tiép tuc kinh doanh
trudc thoi han d3 thong bao dbi v6i doanh nghiép, chi
nhanh, dia diém kinh doanh, thong bao tam ngung hoat
dong, tiép tuc hoat dong trudc thoi han da thong bao ddi
vO1 van phong dai dién

QT-SO-32

33

Giai thé doanh nghiép, giai thé trong truong hop bi thu hoi
Giay chung nhan dang ky doanh nghi¢p hoac theo quyét
dinh ctua Toa an

QT-SO-33

34

Cham dit hoat dong chi nhanh, vin phong dai dién, dia
diém kinh doanh

QT-SO-34

35

Hi¢u dinh thong tin dang ky doanh nghiép, hiéu dinh thong
tin trén Gidy xac nhan vé viéc thay d6i ndi dung dang ky
doanh nghiép, Gidy chimg nhan ding ky hoat dong chi
nhanh, van phong dai dién, Giy ching nhén dang ky dia
diém kinh doanh va céc thong tin vé dang ky doanh nghiép
luu g1u’ tai Co so dit liéu qudc gia vé dang ky doanh nghiép

QT-SO-35

36

Cham dit Cam két thuc hién muc tiéu xa hdi, moi truong

QT-SO-36

37

Chuyén doi doanh nghiép thanh doanh nghiép x4 hoi

QT-SO-37

38

Thong bao thay ddi noi dung Cam két thuc hién muc tiéu
xa hd1, mo1 truong cua doanh nghié¢p xa hoi

QT-SO-38

39

Théng bao vé viéc sap nhap cong ty trong truong hop sau
sap nhap cong ty, cong ty nhan sap nhap khong thay doi noi
dung dang ky doanh nghiép

QT-SO-39

40

Pé nghi dimg thuc hién thu tuc dang ky doanh nghiép

QT-SO-40

41

Thong bao hity bo nghi quyét, quyét dinh giai thé doanh
nghiep

QT-SO-41

42

Pé nghi doanh nghiép, chi nhanh, van phong dai dién, dia
diém kinh doanh c6 tén xAm pham quyén so hiru cong nghiép
thay di tén doanh nghiép

QT-SO-42

43

Pé nghi thu hoi Giay chung nhan dang ky doanh nghiép
trrong hop ndi dung ké khai trong ho so 1a gia mao

QT-S0O-43

Linh vuc thanh 1ap va hoat dong ciaa quy dau tw khéi nghiép sang

tao

44

Thong bao thanh 1ap quy dau tu khoi nghiép sang tao

QT-SO-44

45

Thong bao tang, giam von gop cua quy dau tu khai nghiép
sang tao

QT-S0O-45

46

Thong bao gia han thoi gian hoat dong cta quy dau tu khoi
nghiép sang tao

QT-SO-46

47

Thong béo giai the va két qua giai the quy dau tu khoi
nghiép sang tao (cap tinh)

QT-SO-47
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4g | Thong bao chuyen nhugng phan von gop cua cac nha dau | QT-SO-48
tu

111 | Linh vuc thanh lap va hoat dong ciia h¢ kinh doanh

1 | Bang ky thanh 1ap h¢ kinh doanh QT-XP-01

2 | bang ky thay doi noi dung ding ky ho kinh doanh QT-XP-02
Tam ngung kinh doanh, ti€p tuc kinh doanh trudc thoi han da

3 thong bao ciia ho kinh doanh QT-XP-03

4 | Chim dut hoat dong ho kinh doanh QT-XP-04

5 | Cép lai Gidy chimg nhan ding ky ho kinh doanh QT-XP-05

6 Ping ky cap nhat, bo sung thong tin trong ho so ding ky ho | QT-XP-06
kinh doanh, hi€u dinh thong tin dang ky hd kinh doanh

7 | Dung thuc hién thu tuc dang ky ho kinh doanh QT-XP-07




B. QUY TRINH NOI BQ, QUY TRINH PIEN TU GIAI QUYET THU TUC HANH
CHINH LINH VUC THANH LAP VA HOAT PQNG CUA DOANH NGHIEP,
QUY PAU TU KHOI NGHIEP SANG TAO, HQ KINH DOANH THUQC THAM
QUYEN GIAI QUYET CUA SO TAI CHINH VA UBND CAP XA TREN DIA BAN
THANH PHO HA NOI

|. LINH VUC THANH LAP VA HOAT PONG CUA DOANH NGHIEP
1. Quy trinh dang ky thanh 14p doanh nghiép tw nhan (QT-SO-01)
1. Co s¢ phap ly ) )
- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 ctia Quoc hoi nudec Cong
hoa xa hoi chu nghiq Vié‘g Nam; o ,
- Luat stra doi, 196 sung mdt sO di€u cua Luat Doanh nghi€p s6 76/2025/QHI15
ngay 17/6/2025 cua Quéc hoi nude Cong hoa xa hdi chu nghia Viét Nam;‘
- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé dang ky doanh
nghiép;
_ - Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 ctua Bo Tai chinh ban hanh biéu
mau su dung trong déng ky doanh nghi¢p, dang ky ho kinh doanh;
- Thong tu s6 47/2019/TT-BTC ngay 05/8/2019 cua B Tai chinh quy dinh mirc
thu, ché do thu, ndp, quan 1y va str dung phi cung cap thong tin doanh nghiép, 1¢ phi ddng
ky doanh nghiép.

2. Thanh phin h so
Ban sao/

STT Tén ho so ban chinh SO luwgng

1. |- Giay dé nghi ding ky doanh nghiép Ban chinh 01

2. | - Ban sao giay to phap 1y cta ca nhan doi véi Ban sao 01
chu doanh nghiép tu nhan.

Truwong hop chu doanh nghiép tw nhan ké
khai s6 dinh danh cd nhdn theo quy dinh tai
khodn 1 Piéu 11 Nghi dinh sé 168/2025/NP-
CP thi ho so dang ky doanh nghiép khong
bao gom ban sao giay to phap ly cua ca
nhdn doi véi chii doanh nghiép tw nhan.

3. | Truong hop dang ky thanh ldp doanh nghiép
trén co so chuyen doi tir hé kinh doanh,
ngodi cdc gidy to néu tai muc 1, 2, hé so can
c6 thém cdc gidy to sau:

- Ban sao Gidy chung nhan ding ky ho kinh Ban sao 01
doanh.

4. | Truong hop dang ky doanh nghiép xa hoi,
ngodi cdc gidy to néu tai muc 1, 2, hé so can
c6 thém cdc gidy to sau:

- Cam két thuc hién myc tiéu xa hoi, mdéi | Ban chinh 01
truong cua chu doanh nghiép tu nhan c6 chir
ky cua chu doanh nghiép tu.

5. | Truong hop dang ky thanh lap doanh nghiép
xd héi trén co sé chuyén doi tir co sé bao tro
xd hoi, quy xa hoi, quy twr thién, ngoai cac




gicfy to néu tai muc 1, 2, 4 ho so can cé thém
cdc gidy to sau:

5.1 |- Quyét dinh cho phep chuyén dbi thanh Bén chinh 01
doanh nghiép x& hoi bang van ban cua co
quan c6 thAm quyén da cip gidy phép thanh
12p co s¢ bao trg xa hoi, quy xa hoi, quy tur
thién;

5.2 |- Gidy ching nhin dang ky thanh 14p d6i voi | Ban chinh 01
co sé bao tro xd hoi, gidy phép thanh lap va
cong nhan diéu 1& quy ddi voi quy xa hoi,

quy tur thién; ,
5.3 | - Ban sao Giay chung nhan dang ky thug; Ban sao 01
5.4 |- Ban sao van ban cua Co quan dang ky dau Ban sao 01

tu chap thuan vé viéc gdp von, mua ¢ phan,
mua phan vén gop cua nha dau tu nudc
ngoai, to chirc kinh té c6 vén dau tu nuéc
ngoai ddi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua co phan mua phan
vbn gop theo quy dinh cta Luat Pau tu.
Truong hop nha dau tu nuwdc ngoai thanh lap
to chire kinh té thuc hién dy 4n dau tu trude
khi dang ky dau tu dé thyc hién thu tuc dau
tu dic biét theo quy dinh ciia phap luat vé
dau tu thi hd so dang ky thanh 1ap doanh
nghiép thuc hién du an khong bao gém ban
sao Gidy chung nhan dang ky dau tu doi voi
nha dau tu nudc ngoai quy dinh tai khoan 5
Diéu 20, diém c khoan 4 Diéu 21 va diém c
khoan 4 Piéu 22 Luat Doanh nghiép. Trong
truong hop nay, nha dau tu chiu trach nhiém
vé tinh hop phép, trung thuc va chinh xéc
cua viéc ké khai thong tin thyc hién thu tuc
dau tu dic biét.

*. Truong hop uy CIl‘lVén thue hién thu tuc: 7 . 7
Nguoi c6 tham quyén ky van ban dé nghi dang ky doanh nghiép c6 thé uy quyén cho t6
chtrc, ca nhan khac thuc hién thu tuc dang ky doanh nghiép theo quy dinh sau day:

1. | Truong hop Gy quyén cho c4 nhédn thuc hién
thii tyc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghiép phai co6:

- Van ban uy quyén cho ca nhan thyc hién thu Bén chinh 01
tuc lién quan dén dang ky doanh nghiép. Vin
ban y quyén nay khong bat budc phai cong
chung, ching thuec.

2. | Trudong hop uy quyén cho t6 chirc thuc hién
thii tyc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghiép phai co:

- Ban sao hop déng uy quyén cho t6 chirc Ban sao 01
thuc hién thu tyc lién quan dén ding ky




doanh nghiép;
- Gidy gi6i thiéu hodc vin ban phin cong Ban chinh 01
nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién thi tuc lién quan dén dang ky
doanh nghiép.

Truong hop Uy quyén cho don vi cung cap
dich vu buu chinh cong ich thuc hién thu tuc
dang ky doanh nghiép thi khi thuc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nQp:

- Ban sao phiéu gtri hd so theo miu do doanh Ban sao 01
nghi¢p cung ung dich vu buu chinh céng ich
phat hanh co6 chir ky x4c nhan cua nhan vién
buu chinh va ngudi co thim quyén ky vin
ban dé nghi dang ky doanh nghiép.

Truong hop uy quyén cho don vi cung cap
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc ding ky doanh
nghiép thi viéc ty quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh sb
168/2025/ND-CP, cu thé:

- Ban sao hop dong Uy quyén cho t6 chirc Ban sao 01
thuc hién thu tyc lién quan dén dang ky
doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phan cong Ban chinh 01
nhiém vu cta t chic d6 cho ca nhan truc
tiép thuc hién thi tuc lién quan dén dang ky
doanh nghiép.

Ghi cha:

Ngudi iy quyén va ngudi duoc ty quyén thuc hién thu tuc dang ky doanh nghiép
chiu trach nhiém trudc phap luat vé tinh hop phap, trung thuc va chinh xac cua
vige uy quyén. Ngudi uy quyén va ngudi duge ty quyén phai xac thuc dién tir dé
dugc cap dang ky doanh nghiép. Truong hop viéc xac thuc dién tir bi gian doan
thi nguoi Gy quyén thuc hién viéc xac thuc dién tir sau khi duoc cép ding ky
doanh nghiép.

Truong hop ngudi Gy quyén khong xac nhan hodc x4c nhan khong ty quyén thuc
hién thi tuc ding ky doanh nghiép thi Co quan ding ky kinh doanh cip tinh yéu
cau doanh nghi¢p bao céo theo quy dinh tai khoan 5 biéu 21 Nghi dinh $6
168/2025/ND-CP. Cu thé: Yéu cau doanh nghiép bao cdo vé viéc tuan thil cac
quy dinh ctia Luat Doanh nghiép theo quy dinh tai diém ¢ khoan 1 Diéu 216 Luat
Doanh nghiép “Yéu cau doanh nghiép bao cdo vé viéc tuan thi quy dinh ctia Luét
nay khi xét thay can thiét; don doc viéc thuc hién nghia vu béo cio ciia doanh
nghi¢p”.

Truong hop chua cé tai khoan dinh danh dién tir dé thuc hién xac thuc dién ti
thi ho so diang ky doanh nghi€p phai kem theo ban sao th¢ Can cudc hodc the
Cén cude cong dan hodc hd chiéu hodc ho chiéu nudc ngoai hoic cac gidy td ¢
gia trj thay thé ho chiéu nude ngoai con hiéu luc cua nguon uy quyén.

3. Cach thirc, dia chi ndp ho so, nhin két qua giai quyét TTHC




STT Cich thirc ndp, nhan két qua Pia chi cu thé
< , A s Tai Chi nhanh TTPVHCC Thanh
1 bang ky truc tiép tai Chi nhanh TTPVHCC phé Ha Néi (theo théng béo cia

Thanh phd Ha Nbi

cip c6 thAm quyén)

bang ky qua dich vy buu chinh

Theo dia chi: S¢ Tai chinh - Khu
lién co quan Van Ho (Pia chi: s6
52 Lé Pai Hanh, phuong Hai Ba

Trung, thanh phd Ha Noi)

Nop ho so truc tuyén qua mang dién tir tai
3. | Cong Thong tin Pang ky doanh nghiép Qudc
gia hodc qua Cong dich vu cong Qudc gia

Theo dia chi:
https://dangkykinhdoanh.gov.vn
hodc https://dichvucong.gov.vn/

Ghi cha:
Ngudi nop ho so st dung tai khoan dinh danh dién tir dé dang nhap Cong thong
tin quéc gia vé diang ky doanh nghiép, ké khai thong tin, tai vin ban dién tu, ky
s6 hoic ky xéac thuc ho so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi déang ky doanh nghiép theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi dugc uy quyén
phai xac thyc dién tir dé dugc cip ding ky doanh nghiép. Trudng hop viée xac
thue dién tir bi gian doan thi nguoi uy quyén thuc hién viée xac thuc dién tir sau
khi dugc cip ding ky doanh nghiép. Sau khi hoan thanh viéc gui hd so ding ky
doanh nghiép, ngudi ndp hd so s& nhan duoc gidy tiép nhan ho so va hen tra két
qua dién tir qua tai khoan ctia ngudi ndp ho so.

4. Thoi gian giai quyét,

hi, 18 phi, mirc d6 cung cap dich vu cong truc tuyén

Théi gian gidi quyét Murc thu Cung cap dich
(PVT: Viét Nam dong) vu cong truc
Ngay lam viée | Gio' lam viée Phi Lé phi tuyén
03 ngay lam 24 gio Phi cong bo noi | - Lé phi dang ky | Toan trinh
viéc ké tir ngay dung dang ky | doanh nghiép:
nhan du ho so doanh  nghiép: | 50.000 ddng/ lan,
hop 1¢ 100.000  dong/ | ndp tai thoi dlem
lan, nop tai thoi | ndp hd so neu
diém nop hd so | ding ky truc tiép
néu dang ky truc | (Théng tu  s6
tiép (Thong tu | 47/2019/TT-
s6 47/2019/TT- | BTC).
BTC). - Mién 1¢ phi d6i
voi  truong  hop
dang ky qua
mang dién t,
dang ky thanh 1ap
trén co s& chuyén
doi tr ho kinh
doanh (Thong tu
sO  47/2019/TT-
BTC).
5. Cac biéu miu trong gisi quyét TTHC
STT Tén biéu miu Co s¢ phap ly ]

1. | Gidy dé nghi dang ky doanh nghiép - Doanh nghiép tu

Thong tu  sO




nhan (Mau s6 1, Phu lyc I kém theo Théng tu sb
68/2025/TT-BTC ngay 01 thang 07 nam 2025 cta Bo
truong Bo Tai chinh vé viéc ban hanh biéu mau st dung
trong dang ky doanh nghiép, ho kinh doanh)

68/2025/TT-BTC

Cam két thuc hién muc tiéu xi hoi, moi trudong trong
truong hop dang ky thanh lap doanh nghiép xa hoi (Mau
s0 34, Phy luc I kém theo Thong tu s6 68/2025/TT-BTC)

Thong tu  sb
68/2025/TT-BTC

Gidy ching nhan dang ky doanh nghiép - Doanh nghiép tu
nhan (Mau so 37, Phu luc I kém theo Thong tu so
68/2025/TT-BTC)

Thong tu  sb
68/2025/TT-BTC

Thong bao vé co quan thué quan ly tryc tiép (Mau sb 47,
Phu luc I kém theo Thong tu s6 68/2025/TT-BTC)

Thong tu  sb
68/2025/TT-BTC

Thong béao ~Vé viéc sta d6i, bo sung ho so ding ky doanh
nghi¢p (Mau so 48, Phu luc I kém theo Thong tu sé
68/2025/TT-BTC)

Thong tu  sO
68/2025/TT-BTC

Gidy tiép nhan ho so va hen tra két qua ho so ding ky
doanh nghiép/chi nhanh/vin phong dai dién/dia diém kinh
doanh (Mau s6 70, Phu Iyc I kém theo Thong tu s
68/2025/TT-BTC)

Thong tu s
68/2025/TT-BTC

Gidy tiép nhan ho so va hen tra két qua ho so dang ky
doanh nghiép/chi nhanh/vin phong dai dién/dia diém kinh
doanh qua mang théng tin dién tr (Mau s6 71, Phy luc I
kém theo Théong tu sb 68/2025/TT-BTC)

Thong tu  s6
68/2025/TT-BTC

Mau Phié’ur xin 161 va hen lai ngay tra két qua (Mau s6 04
Thong tu s0 01/2018/TT-VPCP)

Thong tu  s6
01/2018/TT-VPCP

Mau SO theo ddi ho so (Mau s6 06 Thong tu sb
01/2018/TT-VPCP)

Thong tu s
01/2018/TT-VPCP

6. Quy trinh giii quyét

Thoi gian.
. ‘e gidi quyet toi
Tén buée bon V!/llj.%um thye NOi dung cong viéc da
en (DVT: Gio
lam viéc)
*, Trwdng hop ding Ky truwc tiép hoic qua dich vu buu chinh
Budc1 |[Cac Chi  nhanh | - Tiép nhan ho so va ghi gidy tiép | Gid hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
ho so - Chuyén ho so vé S¢ Tai chinh
Budc?2 | Vin phong S6 Tai | Chuyén ho so cho Phong 2 gid
Luan chuyén | chinh PKKD&TCDN
ho so
Buéc3 |Lanh dao Phong | Phan cong chuyén vién xir Iy ho | 2 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc4 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 10 gio
Thulyva | PKKD&TCDN tinh hop 1é ctia hd so:
giai quyét hd - H6 so khong du diéu kién: Dy
SO thao thong bao huéng din stra dbi
bd sung, néu 13 1y do.




- Ho so du diéu kién: Hoan thién
ho6 so, chuyén Lanh dao phong.

Budce 5
Phé duyét
két qua

Lanh dao Phong
DKKD&TCDN

Lanh dao phong tién hanh xem
xét, phé duyét:

- Truong hop hd so hop 1é:
chuyén Co quan thué trén Hé
thong dé phan hoi vé ma sb thué.

- Trudng hop ho so khong hop 16:
Phé duyét ndi dung thong bao
huéng dan stra d6i bo sung

* Néu khong dong y: chuyén lai
BS.

4 gio

Budc 6
Phan h6i ma
sO thué

Co quan thué

Co quan thué phan hoi tryc tiép
trén H¢ thong

Phan hoi tu
dong trén hé
thong

Budce 7
Thong bao
két qua

- Lanh dao Phong
DKKD&TCDN
- Chuyén
Phong
DKKD&TCDN

Vién

- Gui Thong bao yéu cau sta déi
bd sung (tra ty dong qua cong
thong tin quéc gia vé ding ky
doanh nghiép) ddi v6i truong hop
hé so khong hop 18.

- Truong hop CQ thué khong
chap thuan: gui théng béo yéu
cau sua d6i bo sung (tra ty dong
qua cong thong tin quoc gia vé
dang ky doanh nghiép).

- Chap thudn trén hé thong dbi
v6i hd so duoc co quan thué chap
thuan.

- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi linh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh

2 gio

Budc 8
Phét hanh
két qua

Van thu

- Poi v6i truong hop ky so két
qua dang ky doanh nghiép: ky
bang chit ky sd to chuc cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin quc gia
vé dang ky doanh nghiép).

- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua la
ban gidy

4 gio

Buoc 9
Tra két qua
cho t6 chuc
c4 nhan d6i
vO1 truong

Pon vi cung cap
dich vu buu chinh
cong ich

Vian thu phong ban giao cho don
vi cung cap dich vu buu chinh
cong ich tra két qua cho doanh
nghiép

Gio hanh
chinh




hop két qua
1a ban gidy
Bu6c 10 |-  Chuyén vién | Van thu Phong PKKD&TCDN | Gio hanh
Théng ké | Phong va B0 phan luu trit cung Van | chinh
theo doi DKKD&TCDN; Bb | phong S¢ c¢6 trach nhiém thong
phan luu trix ké cac TTHC thuc hién tai don vi
- Van phong S¢& vao sb theo ddi ho so
Tong thoi gian: 3 ngay
*. Truwong hop dang Ky qua mang dién tir
Budce 1 Nguoi ¢6  tham | Nguoi nop ho so ké khai thong | Ca ngay
Nop hd so | quyén ky van ban dé | tin, tai van ban dién tir, ky xac
nghi dang ky doanh | thyc hd so dang ky doanh nghiép
nghiép hodc nguoi | qua mang thong tin dién tir va
dugc uy quyén thyc | thanh toan phi, 16 phi ding ky
hién thu tyc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin qubc gia vé ding
ky doanh nghi¢p
(https://dangkykinhdoanh.gov.vn)
Budc 2 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 2 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Budc3 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gio
Thu ly, giai | PKKD&TCDN tinh hop 18 cta hd so:
quyét ho so - Hb so khong du diéu kién: Dy
thao thong bao huéng dan stra d6i
bd sung, néu 15 1y do.
- HO so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budce 4 Lanh dao Phong |- Truong hop ho so hop 1¢&: |4 gio
Phé duyét | PKKD&TCDN chuyén Co quan thué trén Heé
két qua théng dé phan hoi vé ma s thué.
- Truong hop ho so khong hop 18é:
Phé duyét ndi dung théng bao
huong dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B3.
Budce 5 Co quan thué Co quan thué phan hoi tryc tiép | Phan hoi tu
Phan hoi ma trén Hé thong dong trén hé
50 thué thong
Budce 6 - Lanh dao Phong |- Gui Thong bao yéu cau stra doi | 2 gid
Thong bdo | PKKD&TCDN bd sung (tra tu dong qua cong
két qua - Chuyén  vién | thong tin qudc gia vé ding ky
Phong doanh nghiép) ddi v6i truong hop
PKKD&TCDN hé so khong hop 18.

- Truong hop CQ thué khong
chap thuan: gui thong bao yéu
cau sua doi bo sung (trd ty dong




qua cong thong tin quoc gia vé
dang ky doanh nghié¢p).
- Chap thuan trén hé thong ddi
v6i hd so duoc co quan thué chap
thuan.
- Ky s6 két qua dang ky doanh
nghiép. Trudng hop khong thé ky
s6 do khach quan thi ldnh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén van thu phat hanh.
Budc 7 Van thu - D6i véi truong hop ky sb két | 4 gio
Phat hanh qua dang ky doanh nghi¢p: ky
két qua bang chit ky sb to chuc cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin qudc gia
veé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phét hanh két qua 1a
ban gidy
Budce 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chire/ | cong ich cong ich tra két qua cho doanh
cé nhan doi nghiép
Vol truong
hop két qua
1a ban gidy
Budc 9 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gio hanh
Théng ké | PKKD&TCDN ; Bo | va B phan luu trit - Van phong | chinh
theo ddi | phan luu trit - Van | S& ¢6 trach nhiém théng ké céc
phong S& TTHC thyc hién tai don vi vao sb
theo ddi ho so
Tong thoi gian: 3 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va lwu trir ho so TTHC

Trach nhiém

Trung tam PVHCC

Co quan glal quyet ho so

Tra ho so, két qua

- Chuyen ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh cbng ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tr trén Cong
thong tin qubc gia vé ding
ky doanh nghiép.

Luu trr

- S0 theo ddi ho so (Mau s0
06 Théng tu sb 01/2018/TT-
VPCP)

- H6 so t6 churc/ca nhan nop;
Giay tiép nhan ho so va hen
tra két qud; (doi vdi truong




hop ndp ho so gidy)

- Thong bao vé viée stra doi,
bd sung hd so dang ky doanh
nghiép; Gidy chimg nhan
dang ky doanh nghiép;
Thong béo vé co quan thué
quan 1y truc tiép (néu tra két
qua ban giy)

- S6 theo ddi hd so (néu tra
két qua 1a ban gidy).
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2. Quy trinh dang ky thanh lap cong ty TNHH mot thanh vién (QT-SO-02)

1. Co sé phap ly

- Luat Doanh nghiép sb 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luat stra ddi, b6 sung mot sd diéu ctia Luat Doanh nghiép s 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xi hoi chit nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;

- Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cta Bo Tai chinh ban hanh biéu
mau st dung trong dang ky doanh nghiép, dang ky ho kinh doanh;

- Thong tu s6 47/2019/TT-BTC ngay 05/8/2019 ciia Bo Tai chinh quy dinh muc
thu, ché do thu, ndp, quan 1y va sir dung phi cung cap thong tin doanh nghiép, 1¢ phi dang
ky doanh nghiép.

2. Thanh phin h so
Ban sao/

STT Tén ho so ban chinh SO luwgng

1. | -Giay dé nghi dang ky doanh nghiép. Ban chinh 01

2. | -Ban sao gidy to phap 1y cta ca nhan doi véi Bén sao 01
chu doanh nghiép tu nhan.

Truong hgp chi doanh nghiép tu nhén ké
khai s6 dinh danh ca nhan theo quy dinh tai
khoan 1 Diéu 11 Nghi dinh s 168/2025/ND-
CP thi h6 so ding ky doanh nghiép khong
bao gdm ban sao gidy t& phéap 1y cta ca nhan
d6i v6i chu doanh nghiép tu nhan.

3. | Truong hop dang ky thanh ldp doanh nghiép
trén co so chuyen doi tir hé kinh doanh,
ngoai cdc gidy to néu tai myc 1, 2 ho so can
co thém cac glay to sau:

- Ban sao Gidy chung nhan ding ky ho kinh Ban sao 01
doanh.

4. | Truong hop dang ky doanh nghiép xa hoi,
ngodi cdc gidy to néu tai myc 1, 2 hé so cdn
c6 thém cdc gidy to sau:

- Cam két thuc hién muyc tiéu xa hoi, mdéi | Ban chinh 01
truong cua chu doanh nghiép tu nhan c6 chir
ky cta chu doanh nghiép tu.

5. | Truong hop dang ky thanh ldp doanh nghiép
xd hdi trén co sé chuyén doi tir co s6 bdo tro
xd hoi, quy xa hoi, quy ti thién, ngoal cdc
gzay to néu tai muc 1, 2, 4 ho so can cé thém
cdc gzay to sau:

- Quyét dinh cho phép chuyén dbi thanh Bén chinh 01
doanh nghiép xa hoi bang vin ban cia co
quan c6 tham quyén di cap gidy phép thanh
1ap co s& bao trg xa hoi, quy xa hoi, quy tu
thién.

- Gidy chtng nhan dang ky thanh lap d6i voi Ban chinh 01
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co s& bao trg xd hoi, gidy phép thanh lap va
cong nhan diéu 1€ quy doi voi quy xa hoi,

quy tur thién. ,
- Ban sao Giady chung nhan dang ky thué. Ban sao 01
- Ban sao van ban cua Co quan dang ky dau Ban sao 01

tu chap thuan vé viéc gdp von, mua c6 phan,
mua phan vén gop cua nha dau tu nudc
ngoai, to chirc kinh té c¢6 vén dau tu nudc
ngoai ddi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua co phan mua phan
von gop theo quy dinh ciia Luat Dau tu.
Truong hop nha déu tu nude ngoai thanh lap
to chire kinh t€ thuc hién dy 4n dau tu trudce
khi dang ky dau tu dé thyc hién tha tyc dau
tu dic biét theo quy dinh ciia phap luat vé
dau tu thi hoé so ding ky thanh lap doanh
nghi¢p thyc hién du an khong bao gom ban
sao Glay chtng nhan ding ky dau tu d6i véi
nha dau tu nudc ngoai quy dinh tai khoan 5
Diéu 20, diém c khodn 4 Diéu 21 va diém ¢
khoan 4 Piéu 22 Luat Doanh nghiép. Trong
truong hop nay, nha dau tu chiu trach nhiém
vé tinh hop phép, trung thuc va chinh xéac
cua viéc ké khai thong tin thyc hién thu tuc
dau tu dic biét.

* Trudng hop Gty quyén thue hién thu tuc:
Nguoi c6 thaim quyén ky van ban dé nghi dang ky doanh nghi¢p c6 thé uy quyén cho to
chtrc, ca nhan khac thuc hién thu tuc dang ky doanh nghiép theo quy dinh sau day:

1. | -Trudong hop uy quyén cho ca nhan thuc hién
thii tyc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghi¢p phai co:

- Van ban uy quyén cho ca nhan thyc hién thu Bén chinh 01
tuc lién quan dén dang ky doanh nghiép. Vin
ban y quyén nay khong bat budc phai cong
ching, chiing thuc.

2. | -Truong hop uy quyén cho to chuc thuc hién
thu tuc dang ky doanh nghiép, kém theo ho
so dang ky doanh nghiép phai co:

- Ban sao hop dong uy quyén cho t6 chuc Ban sao 01
thyc hi¢n thu tuc lién quan dén dang ky

doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong Ban chinh 01

nhiém vu cta t6 chic d6 cho ca nhan truc
tiep thuc hién tha tuc lién quan dén dang ky
doanh nghiép.

3. | -Trudong hop uy quyén cho don vi cung cap
dich vu buu chinh cong ich thyuc hién thu tuc
dang ky doanh nghiép thi khi thuc hién thu
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tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nop:

- Ban sao phiéu gtri ho so theo miu do doanh Ban sao 01
nghi¢p cung ing dich vu buu chinh cong ich
phat hanh co6 chir ky xac nhan ctia nhan vién
buu chinh va ngudi c6 thim quyén ky vin
ban dé nghi ding ky doanh nghi¢p.

4. | Truong hop uy quyén cho don vi cung cap
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc didng ky doanh
nghiép thi viéc uy quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh sb
168/2025/ND-CP, cu thé:
- Ban sao hop dong uy quyén cho to chirc Bén sao 01
thyc hién thi tyc lién quan dén dang ky
doanh nghiép;
- Gidy gidi thiéu hodc van ban phan cong Bén chinh 01
nhiém vu cta to chic d6 cho ca nhan truc
tiép thuc hién thi tyc lién quan dén ding ky
doanh nghiép.
Ghi chu:
Nguoi iy quyén va nguoi duoc ty quyén thuc hién thu tuc dang ky doanh nghiép
chiu trach nhiém trude phap luat vé tinh hop phap, trung thyc va chinh xac cua
viée uy quyén. Ngudi uy quyén va ngudi duge ty quyén phai xac thue dién tir dé
duoc cap dang ky doanh nghiép. Truong hop viéc xac thuc dién tir bi gian doan
thi nguoi ty quyén thuc hién viéc x4c thuc dién tr sau khi dugc cap dang ky
doanh nghiép.
Truong hop ngudi Gy quyén khong xac nhan hodc x4c nhan khong ty quyén thuc
hién thi tuc dang ky doanh nghiép thi Co quan ding ky kinh doanh cap tinh yéu
cau doanh nghiép bao cao theo quy dinh tai khoan 5 Piéu 21 Nghi dinh sb
168/2025/ND-CP. Cu thé: Yéu cau doanh nghiép bao céo vé viéc tuan thu cac
quy dinh cta Luat Doanh nghiép theo quy dinh tai diém ¢ khoan 1 Piéu 216 Luat
Doanh nghiép “Yéu cau doanh nghiép bao cdo vé viéc tudn thu quy dinh cua Lut
nay khi xét théy can thiét; dén ddc viée thuc hién nghia vu bdo cao cua doanh
nghiép”.
Truong hop chua cé tai khoan dinh danh dién tir dé thuc hién xac thuc dién tu
thi h6 so ding ky doanh nghiép phai kém theo ban sao thé Can cudc hodc the
Can cudc cong dan hodc ho chiéu hodc ho chiéu nudc ngoai hoidc cac gidy to co
gia tri thay thé ho chiéu nudc ngoai con hiéu luc cua ngu’(n uy quyén.
3. Cach thirc, dia chi ndp hd so, nhin két qua gidi quyét TTHC
STT Cich thirc nop, nhin két qua Pia chi cu thé
Diing ky truc tiép tai Chi nhanh TTPVHCC | L& Chinhanh TTPVHCC Thanh
1. . RN pho Ha Nai (theo thong bdo cua
Thanh phé Ha Noi £ g2 X
cap c6 tham quyén)
Theo dia chi: So Téj chinh - th
2. | Pang ky qua dich vu buu chinh lién co quan Van Ho (Pia chi: s

52 Lé bai Hanh, phuong Hai Ba

Trung, thanh phd Ha Noi)
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Theo dia chi:
https://dangkykinhdoanh.gov.vn
hodc https://dichvucong.gov.vn/

Nop hé so truc tuyén qua mang dién tir tai
Cong Thong tin Dang ky doanh nghiép Quéc
gia hoic qua Cong dich vu cong Qudc gia

Ghi cha:

Nguoi nop hd 80 st dung tai khoan dinh danh dién tur dé dang nhap Céng thong
tin quoc gia vé ding ky doanh nghiép, ké khai thong tin, tai van ban dién tu, ky
s6 hoic ky xéac thuc ho so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghiép theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi dugc uy quyén
phai xac thyc dién tir dé duge cip ding ky doanh nghiép. Trudng hop viée xac
thue dién tir bi gian doan thi nguoi uy quyén thuc hién viéc x4c thuc dién tir sau
khi dugc cip ding ky doanh nghiép. Sau khi hoan thanh viée gui hd so ding ky
doanh nghiép, ngudi ndp hod so s& nhan duoc gidy tiép nhan ho so va hen tra két

qua dién tir qua tai khoan ctia ngudi ndp ho so.

4. Thoi gian giai quyét, phi, 18 phi, mirc d9 cung cip dich vu céng truee tuyén

Thoi gian gidi quyet (DVT: II\//Iigc]\t[Ll; déng) Cl}ng cap dichivu
Ngay lam viéc | Gio lam viée Phi Lé phi cong tryc tuyen
03 ngay lam 24 gio Cong bo ndi | Pang ky doanh | Toan trinh
viéc ké tir ngay dung dang Kky | nghiép: 50.000
nhan du ho so doanh  nghiép: | dong/lan, ndp
hop 18 100.000 tai thoi diém
d@)ng/lén, nop tai | nOp hd so néu
thoi diém nop | dang ky truc
hdé so néu dang | tiép (Thong tu
ky truc tiép | s6 47/2019/TT-
(Thong tu sb | BTC)
47/2019/TT- Mién 1é phi d6i
BTC) voi truong hop
ding ky qua
mang dién tu,
dang ky thanh
lap trén co sé
chuyén dbi tir ho
kinh doanh
(Thong tu  sb
47/2019/TT-
BTC)
5. Cac biéu miu trong gisi quyét TTHC
STT Tén biéu miu Co s¢ phap ly
1. | Giay dé nghi dang ky doanh nghi¢p — Cong ty TNHH mot | Thong  tu 50

68/2025/TT-BTC).

thanh vién (Mau sé 2, Phu luc I kém theo Théng tu sb
68/2025/TT-BTC ngay 01 thang 07 nam 2025 cta Bo
truong BO Tai chinh vé viéc ban hanh biéu mau st dung
trong dang ky doanh nghiép, ho kinh doanh) (Thong tu s6

68/2025/TT-BTC

2. | Danh sach chu s¢ hitu huong loi cua doanh nghiép (Mau
s0 10, Phy lyc I kém theo Thong tu s6 68/2025/TT-BTC)

7
A

Thong tu  sO
68/2025/TT-BTC
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Cam két thuc hién muc tiéu xi hoi, moi trudong trong
truong hop dang ky thanh 1p doanh nghiép xa hoi (Mau
s0 34, Phy luc I kém theo Thong tu s6 68/2025/TT-BTC).

Thong tu  s6
68/2025/TT-BTC

Giay ching nhan dang ky doanh nghiép - Cong ty TNHH
m@t thanh vién (Mau s6 38, Phu luc I kém theo Thong tu
s0 68/2025/TT-BTC).

Thong tu  s6
68/2025/TT-BTC

Thong bao vé co quan thué quan ly truc tiép (Mau so 47,
Phu luc I kém theo Thong tu s6 68/2025/TT-BTC).

Thong tu s

Thong béao ~Vé viéc sura d6i, bo sung ho so ding ky doanh
nghi¢p (Mau so0 48, Phy luc I kém theo Thong tu so
68/2025/TT-BTC).

68/2025/TT-BTC
Thong tu s
68/2025/TT-BTC

Giay tiép nhan ho so va hen tra két qua ho so ding ky
doanh nghi¢p/chi nhanh/van phong dai dién/dia diém kinh
doanh (Mau sé 70, Phu lyc I kém theo Théng tu s
68/2025/TT-BTC).

Thong tu s
68/2025/TT-BTC

Gidy tiép nhan ho so va hen tra két qua ho so dang ky
doanh nghiép/chi nhanh/van phong dai dién/dia di€ém kinh
doanh qua mang thong tin dién to (Mau s6 71, Phu luc I

Thong tu s
68/2025/TT-BTC

kém theo Thong tu sb 68/2025/TT-BTC).

9. | Mau Phiéu xin 16i va hen lai ngay tra két qua (Mau s6 04

Thong tu s6 01/2018/TT-VPCP);

Thong tu

sO

01/2018/TT-VPCP

10.

MAau SO theo ddi ho so
01/2018/TT-VPCP)

(Mau s6 06 Théng tu sd

Thong tu

SO

01/2018/TT-VPCP

6. Quy trinh giai quyét

Thoi gian
. L. gidi quyeét toi
Tén bude Don V;/llj.gum thye NOi dung cong viéc da
en (DVT: Gio
lam viéc)
*, Trwdng hop ding Ky truc tiép hoic qua dich vu buu chinh
Budc1 |[Cac Chi  nhanh | - Tiép nhan ho so va ghi gidy tiép | Gio hanh
Tiép nhan | TTPVHCC nhan, hen ngdy tra két qua chinh
ho so - Chuyén ho so vé S¢ Tai chinh
Budc?2 | Vin phong S6 Tai | Chuyén ho so cho Phong 2 gid
Luan chuyén | chinh DKKD&TCDN
ho so
Budce 3 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 2 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc4 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 10 gio
Thulyva | PKKD&TCDN tinh hop 1é ctia hd so:
giai quyét hd - H6 so khong du diéu kién: Dy
S0 thao thong bao huéng dan sira doi
bd sung, néu 13 1y do.
- H6 so da diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.
Budc 5 Lanh dao Phong |Lanh dao phong tién hanh xem | 4 gid
Phé duyét | bPKKD&TCDN xét, phé duyét:
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két qua - Truong hop ho so hop 1é:
chuyén Co quan thué trén Hé
thong dé phan hoi vé ma sb thué.
- Truong hop ho so khong hop 18:
Phé duyét ndi dung théng bao
hudng dan sira d6i bo sung
* Néu khong dong y: chuyén lai
B5.
Budc 6 Co quan thué Co quan thué phan hoi tryc tiép | Phan hoi tu
Phan hoi ma trén Hé thong dong trén hé
s6 thué thong
Budc 7 - Lianh dao Phong |- Gui Thong bao yéu cau stra doi | 2 gid
Thong bao | PKKD&TCDN bd sung (tra tuy dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé ding ky
Phong doanh nghiép) ddi v6i truong hop
PKKD&TCDN hé so khong hop 18.
- Truong hop CQ thué khong
chap thuan: gui thong bao yéu
cau sira d6i bo sung (tra ty dong
qua cong thong tin qudc gia vé
dang ky doanh nghiép).
- Chap thuan trén hé théng doi
v6i hd so duoc co quan thué chap
thuan.
- Ky s6 két qua ding ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi ldnh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh
Budc 8 | Van thu - D6i v6i truong hop ky sb két | 4 gid
Phat hanh qua dang ky doanh nghi¢p: ky
két qua bang chit ky sd t6 chic cua
Phong DPKKD&TCDN (tra tu
dong qua cong thong tin qudc gia
vé dang ky doanh nghlep)
- Truong hop khong thé ky sb
phét hanh thi phéat hanh két qua 1a
ban gidy
Budc 9 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Tra két qua | dich vu buu chinh | vi cung cép dich vu buu chinh | chinh
cho t6 chirc | cong ich cong ich tra két qua cho doanh
c4 nhan d6i nghiép
Vo1 truong
hop két qua
1a ban gidy
Bu6oc 10 |-  Chuyén  vién | Van thu Phong DKKD&TCDN | Gio hanh
Théng ké | Phong va By phan luu trlt cung Van | chinh
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theo doi DKKD&TCDN; Bb | phong S¢ c6 trach nhiém thong
phan luu triv ké cac TTHC thuc hién tai don vi
- Van phong S¢& vao sb theo ddi ho so
Tong thoi gian: 3 ngay
*. Trwong hgp diang ky qua mang dién tir
Bude 1 Nguoi ¢6  tham | Nguoi nop ho so ké khai thong | Ca ngay
Nop hd so | quyén ky van ban dé | tin, tai van ban dién tir, ky xac
nghi ding ky doanh | thyc hd so ding ky doanh nghiép
nghiép hodc nguoi | qua mang thong tin dién tir va
dugc uy quyén thyc | thanh toan phi, 1¢ phi dang ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin quéc gia vé ding
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn)
Budc 2 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 2 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Budc3 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gio
Thu ly, giai | PKKD&TCDN tinh hop 1é ctia hd so:
quyét ho so - Hb so khong du diéu kién: Du
thao thong bao huéng dan stra d6i
bd sung, néu 15 1y do.
- Ho so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.
Buéce 4 Lanh dao Phong |- Truong hop ho so hop 1é&: |4 gio
Phé duyét | PKKD&TCDN chuyén Co quan thué trén Heé
két qua thong dé phan hoi vé ma s thué.
- Truong hop ho so khong hop 18é:
Phé duyét ndi1 dung thong bao
huéng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B3.
Budce 5 Co quan thué Co quan thué phan hoi tryc tiép | Phan hoi tu
Phan hoi ma trén HE théng dong trén hé
50 thué thong
Buéc 6 |- Linh dao Phong | - Giri Thong bao yéu cau stra doi | 2 gio
Thong bdo | PKKD&TCDN bd sung (tra tu dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé ding ky
Phong doanh nghiép) ddi vé6i truong hop
PKKD&TCDN hé so khong hop 18.

- Truong hop CQ thué khong
chép thuan: gui thong bao yéu
cau sua d6i bo sung (tra ty dong
qua cong thong tin quoc gia vé
dang ky doanh nghié¢p).

- Chap thuan trén hé thong ddi
v6i ho so duoc co quan thué chap
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thuan.
- Ky s6 két qua dang ky doanh
nghiép. Trudong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén van thu phat hanh.
Budc 7 Van thu - D6i v6i truong hop ky sb két | 4 gio
Phéat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sd to chuc cua
Phong DKKD&TCDN  (tra  tu
dong qua cong thong tin qudc gia
vé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy
Budce 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua |dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
cé nhan doi nghiép
Vo1 truong
hop két qua
1a ban gidy
Budc 9 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gio hanh
Théngké | PKKD&TCDN ; Bo | va Bo phan luu trit - Van phong | chinh
theo ddi | phan luu trit - Van | S& ¢6 trach nhiém théng ké céc
phong S& TTHC thyc hién tai don vi vao so
theo ddi ho so
Tong thoi gian: 3 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va lwu trir ho so TTHC

Trach nhiém

Trung tam PVHCC

Co quan glal quyet ho so

Tra ho so, két qua

- Chuyen ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh cong ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tr trén Cong
thong tin qudc gia vé ding
ky doanh nghiép.

Luu trix

- S6 theo doi hf) so (Mau so
06 Thong tu so 01/2018/TT-
VPCP)

- Ho so to chirc/ca nhan ndp;
Gidy tiép nhan hd so va hen
tra két qua; (déi voi trudng
hop ndp hd so glay)

- Thong bao vé viée sura doi,
b6 sung ho so dang ky doanh
nghiép; Gidy chimg nhan
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dang ky doanh nghiép;
Thong bao vé co quan thué
quan 1y truc tiép (néu tra két
qua ban giy)

- S6 theo ddi hd so (néu tra
két qua 1a ban gidy).
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3. Quy trinh Ping ky thanh 13p cong ty TNHH hai thanh vién tré 1én (QT-SO-
03)
1. Co sé phap ly ) )
- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 ctia Quoc hoi nudec Cong
hoa xa ho1 chu nghia} Vié‘g Nam; o )
- Luat stra doi, 1,36 sung mot s6 di€u cua Luadt Doanh nghi€p s6 76/2025/QH15
ngay 17/6/2025 cua Quoc hoi nude Cong hoa xa hoi chu nghia Viét Nam;
- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé dang ky doanh
nghiép; , q
_ - Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cua B6 Tai chinh ban hanh biéu
mau st dung trong dang ky doanh nghiép, ddng ky ho kinh doanh;
- Thong tu s6 47/2019/TT-BTC ngay 05/8/2019 cua Bo Tai chinh quy dinh muc
thu, ché do thu, ndp, quan 1y va str dung phi cung cap thong tin doanh nghiép, I¢ phi dang
ky doanh nghiép.

2. Thanh phin hd so
Ban sao/

STT Tén ho so ban chinh So lwgng

-Gidy dé nghi dang ky doanh nghiép. Ban chinh 01

-Diéu 18 cong ty. Ban sao 01

i

-Danh sach thanh vién; danh ’séch chu sé hiru Ban chinh 01
hudng 1gi ctia doanh nghi€p (néu co).

4. | Ban sao cac gidy to sau day:
- Gidy to phap 1y cta ca nhan ddi voi thanh vién | Ban chinh 01
la ca nhan, nguoi dai dién theo phap luat;
- Gidy tO phap 1y ctia t6 chirc d6i v6i thanh vién |  Ban chinh 01
la té chirc va van ban ctr nguoi dai dién theo uy
quyén; gidy to phap Iy cua ca nhan déi VOl nguoi
dai dién theo uy quyen cua thanh vién la t6 chirc.
Déi voi thanh vién 14 t6 chitc nudc ngoai thi ban
sa0 gidy to phap 1y cua to chirc phai dugc hop
phép hoa lanh su;

- Gidy chung nhdn ding ky dau tu d6i véi nha |  Ban chinh 01
dau tu nudc ngoai theo quy dinh ctia Luat Pau
tu.

Truong hop dang ky cong ty TNHH mdt thanh
vién thi ho so khong bao gém danh sach thanh
vién quy dinh tai khoan 3 Diéu 21 Luat Doanh
nghiép. Truong hop chu s¢ hitu, thanh vién 1a ca
nhan, nguoi dai dién theo phap luat, nguoi dai
dién theo uy quyen cta chu s hitu, thanh vién la
t6 chirc ké khai sé dinh danh ca nhan theo quy
dinh tai khoan 1 Didu 11 Nghi dinh s6
168/2025/ND-CP thi hd so ding ky doanh
nghiép khong bao gom bén sao gidy to phép 1y
cua cdc ca nhan nay.

5. | Truong hop dang ky thanh 1ap doanh nghiép trén
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co s& chuyén doi tir ho kinh doanh, ngoai cac
giéy to néu tai muc 1, 2, 3, 4 hd so can ¢6 thém
cac gidy tO sau:

- Ban sao Gidy chimg nhan ding ky ho kinh
doanh

- Ban sao van ban cua Co quan dang ky dau tur
chap thuan vé viéc gop von, mua cd phan, mua
phan vén gop cua nha dau tr nuéc ngodi, to
chirc kinh t& c6 vén dau tu nudc ngoai (doanh
nghiép chuyén doi tir ho kinh doanh c6 nha dau
tu nudc ngoai, to chirc kinh t& ¢co Vén dau tur
nudc ngoai tham gia gop von, mua c¢d phan, mua
phan von gop thude truong hop phai thyc hién
thu tyc dang ky gop von, mua c6 phan, mua
phan von gop theo quy dinh ciia Luat Pau tu).

Ban sao

Ban sao

01

01

Truong hop dang ky doanh nghiép xa hoi, ngoai
cac gidy to néu tai myc 1, 2, 3, 4 hé so can c6
thém cac gidy to sau:

- Cam két thuc hién muc tiéu xa hoi, moi truong
c6 chir ky cua céac thanh vién la ca nhan; nguoi
dai dién theo phép luat hoac ngudi dai dién theo
Uiy quyén doi véi thanh vién 12 t chirc.

Ban chinh

01

Truong hop dang ky thanh 1ap doanh nghiép xa
hoi trén co s¢ chuyén ddi tir co so bao tro xa hoi,
quy xa hoi, quy tir thién, ngoai cac gidy to trén
h6 so can c6 thém cac gidy to sau:

- Quyét dinh cho phép chuyén d6i thanh doanh
nghi€p xa hoi bang van ban ctia co quan c6 tham
quyén di cap gidy phép thanh lap co sé bao trg
xa hoi, quy xa hoi, quy tur thién;

- Gidy chimg nhan dang ky thanh 1ap dbi véi co
s& bao tro xa hoi, gidy phép thanh 1ap va cong
nhan diéu 1& quy d6i voi quy xa hoi, quy tur
thién;

- Ban sao Gidy chimg nhan dang ky thué;

- Ban sao van ban cua Co quan dang ky dau tu
chap thuan vé viéc gop von, mua cb phan, mua
phan vén gop cua nha dau tu nudc ngoai, 0
chire kinh té ¢6 von dau tu nudc ngoai ddi véi
truong hop phai thuc hién thu tyc dang ky gop
von, mua co phan mua phan von gop theo quy
dinh cua Luét Pau tu.

Ban chinh

Ban chinh

Ban sao
Ban sao

01

01

01
01

Truong hop dang ky doanh nghiép doi voi cong
ty ching khoan, cong ty quan ly quy dau tu
chimg khoan, cong ty dau tu chimg khoan, ngoai
cac gidy to néu tai myc 1, 2, 3, 4 hé so can ¢6
thém céc gidy to sau:

- Ban sao gidy phép thanh 14p va hoat dong hoic

Ban sao

01
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ban sao van ban chap thuin cia Uy ban Chimg
khoan Nha nudc theo quy dinh ctia phap lut vé
chig khoan.

Truong hop nha dau tur nudc ngoai thanh 1ap t6
chirc kinh t thuc hién dy 4n dau tu trude khi
dang ky dau tu dé thuc hién thi tuc dau tu dic
biét theo quy dinh cta phap luat vé dau tu thi ho
so dang ky thanh 1ap doanh nghiép thuc hién du
an khong bao gém ban sao Gidy ching nhén
dang ky dau tu d6i voi nha dau tu nude ngoai
quy dinh tai khoan 5 Piéu 20, diém ¢ khoan 4
Diéu 21 va diém ¢ khoan 4 Piéu 22 Luat Doanh
nghiép. Trong truong hop niy, nha dau tu chiu
trach nhiém vé tinh hop phap, trung thuc va
chinh xac cua viéc ké khai thong tin thuc hién
thil tuc dau tu dic biét.

*. Truong hop uy qgvén thue hién thu tuc: q ‘ ,
Nguoi ¢6 tham quyén ky van ban dé nghi dang ky doanh nghiép c6 thé uy quyén cho to
chure, cd nhan khac thyc hién thu tuc dang ky doanh nghiép theo quy dinh sau day:

1. | Truong hop ty quyén cho ca nhan thuc hién
thii tyc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghiép phai co6:

- Véan ban uy quyén cho cd nhan thyc hién thu Ban chinh 01
tuc lién quan dén dang ky doanh nghiép. Vin
ban Uy quyén nay khong bat budc phai cong
chung, ching thuec.

2. | Trudong hop uy quyén cho t6 chic thuc hién
thu tuc dang ky doanh nghiép, kém theo ho
so dang ky doanh nghiép phai co:

- Ban sao hop ddng uy quyén cho t6 chirc Ban sao 01
thuc hién thu tyc lién quan dén ding ky

doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phan cong Bén chinh 01

nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién tha tuc lién quan dén dang ky
doanh nghiép.

3. | Trudong hop ty quyén cho don vi cung cap
dich vu buu chinh cong ich thuc hién thu tuc
dang ky doanh nghiép thi khi thuc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nQp:

- Ban sao phiéu giri hd so theo mau do doanh Bén sao 01
nghiép cung tng dich vu buu chinh cong ich
phat hanh c6 chir ky xac nhén cua nhéan vién
buu chinh va ngudi c6 thim quyén ky vin
ban dé nghi ding ky doanh nghiép.

4. | Trudong hop uy quyén cho don vi cung cap
dich vu buu chinh khong phai 1a buu chinh
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cong ich thyc hién thu tuc dang ky doanh
nghiép thi viéc uy quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh sb
168/2025/ND-CP, cu thé:

- Ban sao hop déng uy quyén cho t6 chirc Ban sao 01
thuc hién thu tyc lién quan dén dang ky

doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phin cong Ban chinh 01

nhiém vu cta t6 chic d6 cho ca nhan truc
tiep thuc hién thu tuc lién quan dén dang ky
doanh nghiép.

Ghi chu:

Ngudi iy quyén va nguoi duoc ty quyén thuc hién thu tuc dang ky doanh nghi¢p
chiu trach nhiém trude phap luat vé tinh hop phap, trung thyc va chinh xac cua
vige uy quyén. Ngudi uy quyén va nguoi duge ty quyén phai xac thuc dién tir dé
duoc cap dang ky doanh nghiép. Truong hop viéc Xac thyc dién tir bi gian doan
thi nguoi ay quyen thuc hién viéc xac thyuc dién tar sau khi duoc cp ding ky
doanh nghiép.

Truong hop ngudi Gy quyén khong xac nhan hodc xac nhan khong ty quyén thuc
hién thi tuc ding ky doanh nghiép thi Co quan ding ky kinh doanh cip tinh yéu
cau doanh nghiép bao cao theo quy dinh tai khoan 5 Piéu 21 Nghi dinh sb
168/2025/ND-CP. Cu thé: Yéu cau doanh nghiép bao cdo vé viéc tuan thi cac
quy dinh cta Luat Doanh nghiép theo quy dinh tai diém c khoan 1 Diéu 216 Luat
Doanh nghiép “Yéu cau doanh nghiép bao cdo vé viéc tuan thi quy dinh ctia Luét
nay khi xét théiy can thiét; don ddc viéc thuc hién nghia vu bdo cao cua doanh
nghiép”.

Truong hop chua cé tai khoan dinh danh dién tr dé thuc hién xéc thuc dién tu
thi h6 so ding ky doanh nghiép phai kém theo ban sao thé Can cudc hodc the
Can cudc cong dan hodc ho chiéu hodc ho chiéu nudc ngoai hoic cac gidy to ¢6
gia tri thay thé ho chiéu nudc ngoai con hiéu luc cua ngum uy quyen.

3. Cich thirc, dia chi ndp ho so, nhin két qua giai quyét TTHC

STT Cich thirc ndp, nhin két qua Pia chi cu thé
Ding ky trye tiép tai Chi nhanh TTPVHCC | 181, Chi nhdnh TTPVHCC Thanh
1. . RN pho Ha Noi (theo thong bdo ctuia
Thanh pho Ha Noi TR X
cap co6 tham quyén)
Theo dia chi: So Téj chinh - th
2. | Pang ky qua dich vu buru chinh lién co quan Van Ho6 (Pia chi: s6

52 Lé Dai Hanh, phuong Hai Ba
Trung, thanh pho Ha No6i)

Nop hoé so truc tuyén qua mang dién tir tai Theo dia chi:

3. Cong Thong tin Dang ky doanh nghiép Quoc | https://dangkykinhdoanh.gov.vn
gia hodc qua Cong dich vy cong Qudc gia hodc https://dichvucong.gov.vn/
Ghi cha:

Ngudi ndp ho so st dung tai khoan dinh danh dién tr &é dang nhap Cong thong
tin qudc gia vé dang ky doanh nghiép, ké khai thong tin, tai van ban dién tu, ky
s6 hoic ky xéac thuc hd so ding ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghiép theo quy trinh trén Cong thong tin

quoc gia vé dang ky doanh nghiép. Nguoi uy quyén va ngudi dugc uy quyén
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phai xac thuc dién tor dé duoc cap diang ky doanh nghiép. Trudng hop viée xac
thuc dién tur bi gian doan thi nguoi uy quyén thuc hién viéc xac thuc dién tir sau
khi dugc cip ding ky doanh nghiép. Sau khi hoan thanh viéc giri hd so dang ky
doanh nghiép, ngudi ndp hd so s& nhan duoc gidy tiép nhan ho so va hen tra két
qua dién tir qua tai khoan ctia ngudi ndp hd so.

4. Thoi gian giai quyét,

hi, 1¢ phi, mirc dd cung cip dich vu cdng truc tuyén

Thoi gian giai quyét Mirc thu Cung cap dich
(PVT: Viét Nam dong) vu cong truc
Ngay lam viéc | Gio 1am viée Phi Lé phi tuyén
03 ngay lam 24 gio Phi cong bd ndi | - Lé phi dang ky | Toan trinh
viée ké tir ngay dung dang ky | doanh nghiép:

nhan du ho so
hop 1€

doanh  nghiép:
100.000  dong/
lan, ndp tai thoi
diém nop ho so
néu dang ky truc
tiép (Théng tu
sO 47/2019/TT-
BTC).

50.000 dong/ lan,
ndp tai thoi dlem
nép hd so neu
dang ky truc tlep

(Thong tu sO
47/2019/TT-
BTC).

- Mién 1¢ phi d6i
vol  truong  hop
dang ky qua
mang dién t,

dang ky thanh lap
trén co s& chuyén
d6i tr ho kinh
doanh (Thong tu

s6  47/2019/TT-
BTC).
5. Cac bi¢u miu trong giai quyet TTHC
STT Tén bi¢u miu Co s¢ phap ly
1. | Giay dé nghi dang ky doanh nghiép - Cong ty trach nhiém | Thong  tu  so

hitu han hai thanh vién tr¢ 1én (Mau s6 3, Phu luc I kém
theo Thong tu s6 68/2025/TT-BTC)

68/2025/TT-BTC

2. | Danh sach thanh vién cong ty trach nhiém hiru han hai | Thong tu  s6
thanh vién trd 1én (Mau s6 6, Phy luc I kém theo Thong tu | 68/2025/TT-BTC
s6 68/2025/TT-BTC)

3. | Danh sach chi s& hitu hudng loi ciia doanh nghiép (Mau | Thong  tu s0
s6 10, Phuy lyc I kém theo Thong tu s6 68/2025/TT-BTC) | 68/2025/TT-BTC

4. | Cam két thyc hién muc tiéu xi hoi, méi truong trong | Thong tu O
truong hop ding ky thanh 14p doanh nghiép xa hoi (Mau | 68/2025/TT-BTC
s6 34, Phu lyc I kém theo Thong tu s6 68/2025/TT-BTC)

5. | Gidy chiing nhan dang ky doanh nghiép - Cong ty TNHH | Thong  to  s6
hai thanh vién tré 1én (Mau s6 39, Phu luc I kém theo | 68/2025/TT-BTC
Thong tu s6 68/2025/TT-BTC)

6. | Thong bao vé co quan thué quan 1y truc tiép (Mau s6 47, | Thong  tu 6
Phy lyc I kém theo Thong tu 50 68/2025/TT-BTC) 68/2025/TT-BTC

7. | Thong bao vé viée sira d6i, bo sung ho so ding ky doanh | Thong  tu sO

nghiép (Miu s6 48, Phy luc I kém theo Thong tu sb

68/2025/TT-BTC
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68/2025/TT-BTC)

8. | Gidy tiép nhan ho so va hen tra két qua ho so dang ky | Théng tu  sb
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh (Mau sé 70, Phu lyc I kém theo Théng tu s
68/2025/TT-BTC)

9. | Giay tiép nhan ho so va hen tra két qua ho so dang ky | Thong tu  s6
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh qua mang théng tin dién tr (Mau s6 71, Phu luc I
kém theo Thong tu s6 68/2025/TT-BTC)

10. | Mau Phiéu xin 15i va hen lai ngdy tra két qua (Mau so 04 | Thong  tu  s0
Thong tu s6 01/2018/TT-VPCP) 01/2018/TT-VPCP

11. |Mau So6 theo ddi hdo so (Mau s6 06 Thong tu so | Thong tu  sO
01/2018/TT-VPCP) 01/2018/TT-VPCP

6. Quy trinh giai quyét
Thoi gian
. L. gidi quyeét toi
Tén bude Don V;/llj.gum thye NOi dung cong viéc da
en DVT: Gio
lam viéc)
*, Truong hop ding ky truc tiép hodic qua dich vu bwu chinh
Buéc1 |Cac Chi  nhénh | - Tiép nhan ho so va ghi giay tiép | Gid hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
ho so - Chuyén ho so vé S¢ Tai chinh
Budc 2 Van phong S¢ Tai Chuyén ho so cho Phong 2 gio
Luan chuyén | chinh PKKD&TCDN
ho so
Budc 3 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 2 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc4 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 10 gid
Thulyva | PKKD&TCDN tinh hop 1é ctia hd so:
giai quyét hd - H6 so khong du diéu kién: Du
S0 thao thong bao huéng dan stra d6i
b sung, néu rd 1y do.
- HO so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budce 5 Lanh dao Phong | Lanh dao phong tién hanh xem | 4 gid
Phé duyét | PKKD&TCDN xét, phé duyét:
két qua - Truong hop hd so hop 1é:
chuyén Co quan thué trén Hé
thdng dé phan hdi vé ma sb thué.
- Trudng hop ho so khong hop 18é:
Phé duyét ndi dung thong bdo
huéng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
BS.
Budc 6 | Co quan thué Co quan thué phan hoi tryc tiép | Phan hoi tu
Phan hoi ma trén Hé thong dong trén hé
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sO thué thong
Budc 7 - Lianh dao Phong |- Gui Thong bao yéu cau stra doi | 2 gid
Thong bao | PKKD&TCDN bd sung (tra tu dong qua cong
két qua - Chuyén  vién | théng tin qudc gia vé ding ky
Phong doanh nghiép) ddi vé6i truong hop
PKKD&TCDN hé so khong hop 18.
- Trudng hop CQ thué khong
chap thuan: gui thong bao yéu
cau sua d6i bo sung (tra ty dong
qua cong thong tin quoc gia vé
dang ky doanh nghiép).
- Chap thuan trén hé thong dbi
v6i hd so duoc co quan thué chap
thuan.
- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh
Budc 8 | Van thu - P6i v6i trudng hop ky sb két | 4 gid
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chuc cua
Phong DKKD&TCDN (tra tu
doéng qua cong thong tin qudc gia
vé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua la
ban gidy
Budc 9 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua |dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chtre | cdng ich cong ich tra két qua cho doanh
c& nhan ddi nghiép
Vo1 truong
hop két qua
1a ban gidy
Budc 10 |-  Chuyén  vién | Van thu Phong DKKD&TCDN | Gio hanh
Théng ké | Phong va BO phan luu trir cung Van | chinh
theo doi PDKKD&TCDN; Bb | phong Sé c¢6 trach nhiém thong
phan luu triv ké cac TTHC thuc hién tai don vi
- Van phong S¢ vao sb theo ddi ho so
Tong thoi gian: 3 ngay
*. Truwong hop dang ky qua mang dién tir
Budc 1 Nguoi ¢6  tham | Ngudi nop ho so ké khai thong | Ca ngay
Nop hd so | quyén ky van ban dé | tin, tai van ban dién tir, ky xac

nghi dang ky doanh
nghiép hodc nguoi
dugc uy quyén thuc

thue hd so dang ky doanh nghiép
qua mang thong tin di¢n tor va
thanh todn phi, 1 phi dang ky
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hién thu tuc dang ky
doanh nghiép

doanh nghiép theo quy trinh trén
cong thong tin quéc gia vé ding
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn)

Budc 2
Phén cong
xtr 1y ho so

Lanh dao Phong
DKKD&TCDN
hodc ty dong trén h¢
thong

Phan cong chuyén vién xu 1y ho
so sau khi ti€p nhan

2 gio

Bude 3
Thu ly, giai
quyét ho so

Chuyén vién Phong
DKKD&TCDN

Chuyén vién tién hanh xem xét
tinh hop 1¢ ctia hd so:

- Hd so khong du diéu kién: Dy
thao thong bao huéng din stra dbi
bd sung, néu 13 1y do.

- HO so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.

12 gio

Budc 4
Ph¢ duyét
két qua

Lanh dao Phong
DKKD&TCDN

- Truong hop ho so hop Ié:
chuyén Co quan thué trén Hé
thong dé phan hoi vé ma s thué.
- Trudng hop ho so khong hop 1¢:
Phé duyét ndi dung thong bao
huéng dan stra d6i bo sung

* Néu khong dong y: chuyén lai
B3.

4 gio

Budce 5
Phéan hoi ma
sO thué

Co quan thué

Co quan thué phan hoi tryc tiép
trén HE thong

Phan hoi tu
dong trén hé
thong

Buoc 6
Thong bao
két qua

- Lanh dao Phong
DKKD&TCDN
- Chuyén
Phong
DKKD&TCDN

Vién

- Gui Thong bao yéu cau stra doi
bd sung (tra tu dong qua cong
thong tin qubc gia vé dang ky
doanh nghiép) ddi vé6i truong hop
hé so khong hop 18.

- Truong hop CQ thué khong
chap thuan: gui thong bao yéu
cau sua d6i bo sung (tra ty dong
qua cong thong tin quoc gia veé
dang ky doanh nghiép).

- Chap thudn trén hé thong dbi
v6i ho so duoc co quan thué chap
thuan.

- Ky s6 két qua dang ky doanh
nghiép. Trudong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh.

2 gio

Budc 7
Ph{at hanh
két qua

Van thu

- Po6i véi truong hop ky so két
qua dang ky doanh nghiép: ky
bang chit ky s0 t6 chuc cua

4 gio
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Phong DKKD&TCDN  (tra  tu
dong qua cong thong tin qudc gia
vé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy
Budc 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua |dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
cé nhan doi nghiép
voi1 trudng
hop két qua
1a ban gidy
Budc 9 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gio hanh
Théng ké | PKKD&TCDN ; Bo | va B phan luu trit - Van phong | chinh
theo ddi | phan luu trit - Van | S& ¢6 trach nhiém thong ké cac
phong So TTHC thuc hién tai don vi vao sb
theo ddi ho so
Tong thoi gian: 3 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va luwu trir ho so TTHC

Trach nhiém

Trung tam PVHCC

Co quan giai quyet ho so

Tra ho so, két qua

- Chuyen ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cap dich vu buu
chinh cong ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tr trén Cong
thong tin qubc gia vé ding
ky doanh nghiép.

Luu trir

- S6 theo dbi h?) so (Mau sb
06 Thong tu s6 01/2018/TT-
VPCP)

- Ho so to chirc/ca nhan nop;
Gidy tiép nhan hd so va hen
tra két qua; (doi véi truong
hop nop ho so glay)

- Thong bao vé viée sura doi,
b6 sung ho so dang ky doanh
nghiép; Gidy chimg nhan
dang ky doanh nghiép;
Thong béo vé co quan thué
quan 1y truc tiép (néu tra két
qué ban gidy)

- S6 theo ddi hd so (néu tra
két qua 1a ban gidy).
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4. Quy trinh ding ky thanh 1ap céng ty ¢é phan (QT-SO-04)

1. Co s6 phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 ctia Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luit Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xa hoi chil nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 ctia Chinh phii vé dang ky doanh
nghiép;

- Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cta Bo Tai chinh ban hanh biéu
mau str dung trong ding ky doanh nghiép, ding ky ho kinh doanh;

- Théng tu sb 47/2019/TT-BTC ngay 05/8/2019 ctiia B6 Tai chinh quy dinh mirc
thu, ché d6 thu, ndp, quan 1y va str dung phi cung cip thong tin doanh nghiép, 18 phi ding

ky doanh nghiép.
2. Thanh phin hd so
A 1A Ban sao/ A
STT Tén ho so bin chinh So luwgng
1. -Gidy dé nghi dang ky doanh nghiép Ban chinh 01
2. -Diéu 1¢ cong ty Béan chinh 01
3. -Danh sach thanh vién; danh sach cht so htru| Ban chinh 01
huong loi ctia doanh nghiép (néu co)
4, Bén sao cac gidy to sau day:
- Gidy to phép 1y cta c4 nhan dbi voi ¢ dong Ban sao 01

sang 1ap va co dong 1a nha dau tu nudc ngoai 1
ca nhan, nguoi dai dién theo phap luat;

- G1ay td phap 1y ctia t6 chire dbi v6i cd dong 1a Ban sao 01
t6 chirc va vin ban cir nguoi dai dién theo ty
quyén; gidy to phap Iy ctia ca nhéan déi véi nguoi
dai dién theo uy quyén cua cb dong sang lap va
b dong la nha dau tu nuoc ngoai la t6 churc.

Déi véi co dong 1a t6 chirc nudc ngoai thi ban
sa0 gidy to phap 1y cua to chirc phai dugc hop
phép hoa lanh su;

- Gidy chung nhdn ding ky dau tu d6i véi nha |  Ban chinh 01
dau tu nudc ngoai theo quy dinh ctia Luat Pau
tu.

Trudng hop cb dong sang 1ap va cd dong 1a nha
dau tu nudc ngoai 1a ca nhan, nguoi dai dién
theo phap luét, nguoi dai dién theo uy quyen cua
cb dong sang lap va cd dong la nha dau tu nude
ngoai 1a t6 chirc ké khai s6 dinh danh ca nhan
theo quy dinh tai khoan 1 Diéu 11 Nghi dinh s6
168/2025/ND-CP thi hd so ding ky doanh
nghiép khong bao gdm ban sao gidy t& phap 1y
cta cac cd nhin na

S. Truong hop dang ky thanh 1ap doanh nghiép trén
co s chuyén dbi tir ho kinh doanh, can c6 thém
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cac gidy tO sau:

- Ban sao Gidy chimg nhan ding ky ho kinh
doanh

- Ban sao van ban cua Co quan dang ky dau tur
chap thuan vé viée gop von, mua c6 phan, mua
phan vén gop cua nha dau tu nudc ngoai, to
chirc kinh t& c6 vén dau tu nudc ngoai (doanh
nghiép chuyén d6i tir ho kinh doanh c6 nha dau
tu nudc ngoai, to chirc kinh té ¢co Vén dau tur
nudc ngoai tham gia gop von, mua cd phan, mua
phan vén gop thudc truong hop phai thuc hién
thu tuc dang ky gop von, mua cb phan mua
phan vbn gop theo quy dinh ciia Luat Dau tu)

Ban sao

Ban sao

01

01

Truong hop ding ky doanh nghiép xa hoi, can
c6 thém cac gidy to sau:

- Cam két thuc hién muc tiéu xa hoi, moi truong
¢6 chir ky cta nhitng ngudi sau ddy: cd dong
sang 1ap la ca nhan, c6 dong khac 1a ca nhan, néu
c6 dong nay dong ¥ voi noi dung cam két trén va
mong mudn ky vao ban cam két niy cting véi o
dong sang lap; nguoi dai dién theo phap luat
hodc nguoi dai dién theo uy quyén dbi véi co
dong sang lap 1a to chire, nguoi dai dién theo
phap luét hodc nguoi dai dién theo uy quyén dbi
v6i ¢o dong khac 1a to chirc, néu co dong nay
dong ¥ voi noi dung cam két trén va mong muoén
ky vao ban cam két nay cing véi cd déng sang
lap

Ban chinh

01

Truong hop dang ky thanh 18p doanh nghiép xa
hoi trén co s¢ chuyén doi tir co' s0 bao tro xa hoi,
quy xa hoi, quy tir thién, can c6 thém cac gidy to
Sau:

- Quyét dinh cho phép chuyén doi thanh doanh
nghi€p xa hoi bang van ban ctia co quan c6 tham
quyén di cap gidy phép thanh 1ap co sé bao trg
xa hdi, quy xa hoi, quy tir thién.

- Gidy chimg nhan dang ky thanh lap d6i voi co
s0 bao tro' xa hoi, gidy phep thanh 1ap va cong
nhan diéu 16 quy d6i voi quy xa hoi, quy tur thién.
- Ban sao Gidy chimg nhan dang ky thué.

- Ban sao van ban cua Co quan dang ky dau tur
chap thuan vé viée gop von, mua cd phan, mua
phan vén gép clia nha dau tu nudc ngoai, to
chirc kinh té ¢6 von dau tu nudc ngoai dbi voi
truong hop phai thuc hién thu tuc dang ky gop
vOn, mua cO phan mua phan von gop theo quy
dinh cua Luat Pau tu

Ban chinh

Ban chinh

Ban sao
Ban sao

01

01

01
01

Trudng hop diang ky doanh nghiép ddi voi cong
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ty chung khoan, cong ty quan ly quy dau fu
chimg khoan, cong ty dau tu chimg khoan, can
co thém cac giay to sau:

- Ban sao gidy phép thanh 1ap va hoat dong hoac
ban sao vin ban chép thuin cia Uy ban Ching
khoan Nha nudce theo quy dinh cua phép luat vé
chig khoan.

Trudng hop nha dau tu nudc ngoai thanh 1ap o
chirc kinh & thyc hién dy 4n dau tu trude khi
dang ky dau tu dé thuc hién thi tuc dau tu dic
biét theo quy dinh cta phap luat vé dau tu thi ho
so dang ky thanh 1p doanh nghiép thuc hién dyr
an khong bao gom ban sao Glay chimg nhéan
dang ky dau tur d6i voi nha dau tur nudc ngoai
quy dinh tai khoan 5 Piéu 20, diém ¢ khoan 4
Diéu 21 va diém c khoan 4 Diéu 22 Luat Doanh
nghiép. Trong truong hop niy, nha dau tu chiu
trach nhiém vé tinh hop phap, trung thuc va
chinh xéc cua viéc ké khai thong tin thyc hién
thit tuc dau tu dic biét

Ban sao

01

* Trudng hop Uy quyén thuc hién thu tuc:

day:

- Nguoi co tham quyén ky van ban dé nghi ding ky doanh nghiép c6 thé uy quyén
cho t6 chuc, cd nhan khac thyc hién thu tuc dang ky doanh nghiép theo quy dinh sau

1.

Truong hop Gy quyén cho ci nhan thuc hién
thu tuc dang ky doanh nghiép, kém theo ho
so dang ky doanh nghi¢p phai co:

- Véan ban uy quyén cho cé nhan thyc hién thu
tuc lién quan dén dang ky doanh nghiép. Vin
ban Uy quyén nay khong bét budc phai cong
ching, chiing thuc.

Ban chinh

01

Trudng hop Gy quyén cho t6 chirc thuc hién
thi tuc dang ky doanh nghiép, kém theo ho
so dang ky doanh nghi¢p phai co:

- Ban sao hop dong uy quyén cho t6 chuc
thyc hién thi tyc lién quan dén ding ky
doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong
nhiém vu cua to chicc d6 cho ca nhéan truc
tiép thuc hién thi tuc lién quan dén dang ky
doanh nghiép.

Ban sao

Ban chinh

01

01

Truong hop uy quyén cho don vi cung cip
dich vu buu chinh céng ich thyc hi¢n thu tuc
dang ky doanh nghiép thi khi thuc hi¢én thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai ndp:

- Ban sao phiéu gtri hd so theo miu do doanh
nghiép cung Ung dich vu buu chinh cong ich

Ban sao

01
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phat hanh c6 chit ky xac nhan cua ‘nhém Vién
buu chinh va ngudi c6 thdm quyén ky van
ban dé nghi ding ky doanh nghiép.

4. | Trudong hop uy quyén cho don vi cung cap
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc diang ky doanh
nghiép thi viéc ty quyén thuc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh sb
168/2025/ND-CP, cy thé:
- Ban sao hop dong uy quyén cho to chirc Bén sao 01
thuc hién tho tuc lién quan dén ding ky
doanh nghiép;
- Gidy gidi thiéu hodc van ban phan cong Bén chinh 01
nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién thi tyc lién quan dén ding ky
doanh nghiép.
Ghi chu:
Ngudi iy quyén va ngudi duoc ty quyén thuc hién thu tuc dang ky doanh nghiép
chiu trach nhiém trude phap luat vé tinh hop phap, trung thyc va chinh xac cua
viée uy quyén. Ngudi uy quyén va nguoi duoc ty quyen phai xac thyc dién tr dé
duoc cap dang ky doanh nghi¢p. Truong hop viéc xac thyc dién tur bi gidn doan
thi nguoi ay quyén thuc hién viéc xac thuc dién tir sau khi duoc cap ding ky
doanh nghiép.
Truong hop ngudi tty quyén khong xac nhin hodc xac nhan khong oy quyén thuc
hién thi tuc dang ky doanh nghiép thi Co quan dang ky kinh doanh cap tinh yéu
cau doanh nghiép bdo cdo theo quy dinh tai khoan 5 Diéu 21 Nghi dinh s6
168/2025/ND-CP. Cu thé: Yéu cau doanh nghiép béo cao vé viéc tudn thu cac quy
dinh ctia Luat Doanh nghiép theo quy dinh tai diém ¢ khoan 1 Diéu 216 Luat
Doanh nghiép “Yéu cau doanh nghiép béo cdo vé viéc tuan thii quy dinh cta Luat
nay khi xét théy can thiét; dén ddc viéc thuc hién nghia vu b4o cdo cta doanh
nghiép”.
Truong hop chua cé tai khoan dinh danh dién tir dé thuc hién xéac thuc dién tir
thi ho so dang ky doanh nghi¢p phai kem theo ban sao the Can cude hodc the
Can cudc cong dan hodc ho chiéu hodc ho chiéu nudc ngoai hoic cac gidy to cO
gia trj thay thé ho chiéu nude ngoai con hiéu luc caa ngu:orl uy quyén.
3. Céch thirc, dia chi ndp ho so, nhin két qua giai quyét TTHC
STT Cich thirc ndp, nhan két qua Pia chi cu thé
Diing ky truc tiép tai Chi nhanh TTPVHCC | &1 Chinhanh TTPVHCC Thanh
1. . X Tra NIA: pho Ha Noi (theo thong bédo cua
Thanh phé Ha Noi £ g2 X
cap c6 tham quyén)
Theo dia chi: So Téj chinh - th
. , : . lién co quan Van H6 (Pia chi: s6
2. | bang ky qua dich vu buu chinh 5218 Eglai Hanh, phuong Hai Ba
Trung, thanh phd Ha Noi)
Nop ho so truc tuyén qua mang dién tir tai Theo dia chi:
3. | Cong Thong tin Dang ky doanh nghiép Qudc | https://dangkykinhdoanh.gov.vn
gia hoic qua Cong dich vu cong Qudc gia hodc https://dichvucong.gov.vn/

Ghi chu:
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Nguoi ndp ho so st dung tai khoan dinh danh dién tr &é ding nhap Cong thong
tin quéc gia vé diang ky doanh nghiép, ké khai thong tin, tai vin ban dién tu, ky
s6 hoic ky xéac thuc hd so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghi€p theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va ngudi duoc uy quyén
phai xac thyc dién tir dé dugc cp ding ky doanh nghi¢p. Truong hgp viée xac
thue dién tir bi gian doan thi nguoi uy quyén thue hién viée xac thuc dién tir sau
khi dugc cip ding ky doanh nghiép. Sau khi hoan thanh viéc gui hd so ding ky
doanh nghiép, ngudi ndp hd so s& nhan duoc gidy tiép nhan ho so va hen tra két
qua dién tir qua tai khoan ctia ngudi ndp hd so.

4. Thoi gian giai quyét,

hi, 18 phi, mirc d6 cung cip dich vu cong truc tuyén

Théi gian gidi quydt Mirc thu Cung cap dich
(DVT: Viét Nam dong) vu cong truc
Ngay lam viéc | Gio lam viéc Phi Lé phi tuyén
03 ngay lam 24 gio Phi cong bo noi | - Lé phi diang ky | Toan trinh
viéc ké tir ngay dung dang ky | doanh nghiép:
nhan di ho so doanh  nghiép: | 50.000 dong/ lan,
hop 1& 100.000  dong/ | nop tai thoi diém
lan, ndp tai thoi [ndp hd so néu
diém ndp hd so | ding ky truc tiép
néu dang ky tryc | (Thong tu  sb
tiép (Thong tu | 47/2019/TT-
s6 47/2019/TT- | BTC).
BTC). - Mién 1é phi d6i
vol  truong  hop
dang ky qua
mang dién t,
dang ky thanh 1ap
trén co so chuyén
d6i tr ho kinh
doanh (Thoéng tu
sO  47/2019/TT-
BTC).
5. Cac biéu miu trong gisi quyét TTHC
STT Tén biéu miu Co s6 phap ly
1. | Gidy dé nghi ding ky doanh nghiép Cong ty co phan (Mau | Thong  tu  s6
sO 4, Phu luc 1 kém theo Thong tu s 68/2025/TT-BTC); 68/2025/TT-BTC
2. | Danh sach co dong sang 1ap cong ty co phan (Mau so 7, | Thong  tu  sO
Phu luc I kém theo Thong tu s 68/2025/TT-BTC) 68/2025/TT-BTC
3. | Danh sich c6 dong 1a nha dau tu nuéc ngoai (Mau sd 8, | Thong  tu 6
Phu luc I kém theo Thong tu s6 68/2025/TT-BTC) 68/2025/TT-BTC
4. | Danh sach cha so hiru huong loi cua doanh nghiép (Mau | Thong  tu 6
s 10, Phy lyc I kém theo Thong tu s6 68/2025/TT-BTC) | 68/2025/TT-BTC
5. | Cam két thuc hién muc tiéu x3 hoi, méi truong trong | Thong tu sO
truong hop dang ky thanh 1ap doanh nghiép xa hoi (Mau | 68/2025/TT-BTC
s6 34, Phu lyc I kém theo Thong tu s 68/2025/TT-BTC)
6. | Gidy chung nhan dang ky doanh nghiép - Cong ty co phan | Théng  tu  s6
(Mau s6 40, Phy luc I kém theo Thong tu s6 68/2025/TT- | 68/2025/TT-BTC
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BTC)

Thong bao vé co quan thué quan ly truc tiép (Mau sb 47,
Phu luc I kém theo Thong tu s6 68/2025/TT-BTC)

Thong tr  sb
68/2025/TT-BTC ,

Thong béao ~Vé viéc stra doi, bd sung ho so diang ky doanh
nghi¢p (Mau so 48, Phu luc I kém theo Thong tu sé
68/2025/TT-BTC)

Théong to  sO
68/2025/TT-BTC

Gidy tiép nhan ho so va hen tra két qua ho so ding ky
doanh nghiép/chi nhanh/vin phong dai dién/dia diém kinh
doanh (Mau sé 70, Phu Iyc I kém theo Thong tu s
68/2025/TT-BTC)

Thong tu  s6
68/2025/TT-BTC

10.

Gidy tiép nhan ho so va hen tra két qua ho so ding ky
doanh nghi¢p/chi nhanh/van phong dai dién/dia diém kinh
doanh qua mang thong tin dién tor (Mau s6 71, Phy luc I
kém theo Thong tu sb 68/2025/TT-BTC)

Thong tu  sb
68/2025/TT-BTC

11.

Mau Phiéu xin 16i va hen lai ngay tra két qua (Mau s6 04

Thong tu s

Thong tu s6 01/2018/TT-VPCP)

01/2018/TT-VPCP

12. |Mau SO theo ddi hd so

(Mau s6 06 Théng tu so

Thong tu  s6

01/2018/TT-VPCP) 01/2018/TT-VPCP
6. Quy trinh giii quyét
Thoi gian.
. ‘e iai quyét toi
Tén buée bon V;/ll:l.gu’m thyc Noi dung cong viéc ° qd:
en (DVT: Gio
lam viéc)
*, Trudng hop ding Ky truwc tiép hoiic qua dich vu buu chinh
Buéc1 |Cac Chi  nhéanh | - Tiép nhan ho so va ghi giay tiép | Gio hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
ho so - Chuyén ho so vé S Tai chinh
Budc 2 Van phong S¢ Tai Chuyén ho so cho Phong 2 gio
Luan chuyén | chinh PKKD&TCDN
ho so
Buéc3 |Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 2 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc4 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 10 gio
Thulyva |DPKKD&TCDN tinh hop 1& cua ho so:
giai quyét ho - Hb so khong du diéu kién: Dy
SO thao thong bao huéng dan stra dbi
b sung, néu rd 1y do.
- HO so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budc 5 Lanh dao Phong |Lanh dao phong tién hanh xem | 4 gid
Phé duy¢t | PKKD&TCDN x€ét, phé duyét:
két qua - Truong hop hd so hop 1é:
chuyén Co quan thué trén Hé
thong dé phan hoi vé ma sb thué.
- Truong hop ho so khong hop 18:
Phé duyét ndi1 dung thong bao
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huéng dan sira Qé)i bd sung q
* Néu khong dong y: chuyén lai
BS.

Budc 6 Co quan thué Co quan thué phan hoi tryc tiép | Phan hoi tu
Phan hdi ma trén Hé théng dong trén hé
50 thué thong
Budce 7 - Lianh dao Phong |- Guri Thong béo yéu cau sta déi 2 gio
Théong bdo | PKKD&TCDN bd sung (tra ‘tu dong qua cong
két qua - Chuyén vién | théng tin qudc gia vé ding ky
Phong doanh nghiép) ddi v6i truong hop
DKKD&TCDN hé so khong hop 18.
- Truong hop CQ thué khong
chép thuan: gui thong bao yéu
cau sua d6i bo sung (tra ty dong
qua cong thong tin quoc gia veé
dang ky doanh nghiép).
- Chap thuan trén hé thong ddi
v6i ho so duoc co quan thué chap
thuan.
- Ky s6 két qua dang ky doanh
nghiép. Trudng hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh ldnh dao ky két
qua chuyén vin thu phat hanh
Bude 8 Van thu - Poi véi truong hop ky so két | 4 gid
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sd t6 chic cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin qudc gia
vé dang ky doanh nghiép).
- Truong hop khong thé ky so
phat hanh thi phat hanh két qua 1a
ban gidy
Bude 9 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chtre | cdng ich cong ich tra két qua cho doanh
c4 nhan ddi nghiép
voi truong
hop két qua
1a ban gidy
Bu6c 10 |-  Chuyén vién | Van thu Phong DPKKD&TCDN | Gio hanh
Théng ké | Phong va B phéan luu trlt cung Van | chinh
theo ddi | PKKD&TCDN; B6 | phong S¢ ¢6 trach nhiém thong
phan luu triv ké cac TTHC thuc hién tai don vi
- Van phong S& vao s6 theo dbi ho so
Tong thoi gian: 3 ngay

*, Truwong hop ding ky qua mang dién tir
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Budc 1 Nguoi c6  tham | Nguoi ndp ho so ké khai théng | Ca ngay
Nop hd so | quyén ky vin ban dé | tin, tai van ban dién tir, ky xac
nghi dang ky doanh | thyc hd so dang ky doanh nghiép
nghiép hodc nguoi | qua mang thong tin dién tir va
dugc uy quyén thyc | thanh toan phi, 16 phi ding ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin qubc gia vé dang
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn)
Budc 2 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 2 gid
Phén cong | BPKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Budc 3 Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gio
Thu ly, giai | PKKD&TCDN tinh hop 18 cta ho so:
quyét ho so - Hd so khong du diéu kién: Dy
thao thong bao huéng dan stra d6i
bd sung, néu 15 1y do.
- Ho so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budc 4 Lanh dao Phong |- Truong hop ho so hop 18: |4 gid
Phé duy¢t | PKKD&TCDN chuyén Co quan thué trén He¢
két qua théng dé phan hoi vé ma s thué.
- Truong hop ho so khong hop 1é:
Phé duyét ndi dung thong bdo
huéng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B3.
Budce 5 Co quan thué Co quan thué phan hoi tryc tiép | Phan hoi tu
Phan hoi ma trén Hé thong dong trén hé
sO thué thong
Buéc 6 |- Linh dao Phong | - Giri Thong bao yéu cau stra doi | 2 gio
Thong bao | PKKD&TCDN b6 sung (tra tu dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé ding ky
Phong doanh nghiép) ddi véi trudng hop
PKKD&TCDN hé so khong hop 18.

- Truong hop CQ thué khong
chap thuan: gui thong bao yéu
cau stra d6i bo sung (tra ty dong
qua cong thong tin qudc gia vé
dang ky doanh nghiép).

- Chép thuan trén hé théng doi
v6i hd so duoc co quan thué chap
thuan.

- Ky s6 két qua dang ky doanh
nghiép. Trudong hop khong thé ky
s6 do khach quan thi ldnh dao
chuyén lai chuyén vién in két qua
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ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh.
Budc7 | Van thu - Poi véi truong hop ky so két | 4 gid
Phéat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chuc cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin quc gia
vé dang ky doanh nghiép).
- Truong hop khéng thé ky sb
phat hanh thi phat hanh két qua la
ban gidy
Budc 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chire/ | cong ich cong ich tra két qua cho doanh
c4 nhan ddi nghiép
Vo1 truong
hop két qua
13 ban gidy
Budc 9 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gio hanh
Théngké | PKKD&TCDN ; Bo | va Bo phan luu trit - Van phong | chinh
theo doi phan luu trit - Van | S& ¢ trach nhiém théng ké cac
phong S¢& TTHC thyuc hién tai don vi vao sb
theo ddi ho so
Tong thoi gian: 3 ngay

7. Trach nhiém tra ho so, két qua giai quyét va luu trir hé so TTHC

Trach nhiém

Trung tam PVHCC

Co quan glal quyet hé so

Tra ho so, két qua

- Chuyen ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh cong ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tir trén Cong
thong tin qubc gia vé ding
ky doanh nghiép.

Luu trid

- S6 theo ddi hf) so (Mau sb
06 Thong tu s6 01/2018/TT-
VPCP)

- Ho so to chirc/ca nhan nop;
Gidy tiép nhan ho so va hen
tra két qua; (601 Vol truong
hop nop hd so glay)

- Thong bdo vé viéc stra doi,
b6 sung hd so dang ky doanh
nghiép; Gidy chimg nhan
dang ky doanh nghiép;
Thong béo vé co quan thué
quan 1y truc tiép (néu tra két
qua ban giy)

- S6 theo ddi hd so (néu tra
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‘ ‘ két qua 1a ban gidy).

5. Quy trinh dang ky céng ty Hop danh (QT-SO-05)

1. Co s¢ phap ly

- Luat Doanh nghiép sb 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luat stra ddi, b6 sung mot sd diéu cta Luat Doanh nghiép s 76/2025/QH15
ngay 17/6/2025 ciia Quédc hdi nude Cong hoa x3 hoi chu nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;

- Théng tu sb 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau sir dung trong dang ky doanh nghiép, dang ky ho kinh doanh;

- Théng tu sé 47/2019/TT-BTC ngay 05/8/2019 ctia B6 Tai chinh quy dinh mirc
thu, ché do thu, ndp, quan 1y va sir dung phi cung cap thong tin doanh nghiép, 1é phi dang
ky doanh nghiép.

2. Thanh phin hd so
Ban sao/

STT Tén ho so ban chinh SO luwgng

-Gidy dé nghi dang ky doanh nghiép Ban chinh 01

-Dicu 1¢ cong ty Bén chinh 01

W N

-Danh sach thanh vién; danh sach cha so hiru Ban chinh 01
huong loi cua doanh nghiép (néu c6)

4. -Bén sao gidy to phap 1y cta ca nhan doi véi Bén sao 01
thanh vién

5. -Ban sao Gidy chung nhan ding ky dau tu Ban sao 01
d6i voi nha dau tu nudc ngoai theo quy dinh
cua Luat Pau tu.

Truong hop thanh vién 1a ca nhan, nguoi dai
dién theo Gy quyén cua thanh vién 1 t6 chuc
ké khai sé dinh danh c4 nhéan theo quy dinh
tai khoan 1 Diéu 11 Nghi dinh s6
168/2025/ND-CP nay thi hd so ding ky
doanh nghiép khong bao gém ban sao gidy to
phép 1y cua cac cé nhan nay.

6. Truong hop dang ky thanh 1ap doanh nghiép
trén co s& chuyén dbi tir ho kinh doanh, can
c6 thém cac gidy to sau:

- Ban sao Giay chung nhan ding ky ho kinh Ban sao 01
doanh
- Ban sao van ban cua Co quan dang ky dau Ban sao 01
tu chap thuan vé viéc gop von, mua cd phan,
mua phan vén gop cia nha dau tu nudc
ngoai, to chirc kinh t& co6 vén dau tu nudc
ngoai (trudng hop doanh nghiép chuyén do6i
tir ho kinh doanh c6 nha dau tu nudc ngoai,
t6 chuc kinh té co von dau tur nudc ngoai
tham gia gdp von, mua cd phin, mua phin
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von gop thudc truong hop phai thue hién thu
tuc dang ky gop von, mua c6 phan mua phan
von gop theo quy dinh ciia Luat Dau tu)

Trudng hop ding ky doanh nghiép xa hoi, can
¢6 thém cac gidy to sau:

- Cam két thyc hién muc tiéu x3 hoi, méi
truong c¢6 chit ky cua cac thanh vién hop
danh

Ban chinh

01

Truong hop dang ky thanh 1dp doanh nghiép xa
héi trén co s& chuyén doi tir co s& bao trg xa hoi,
quy xa hoi, quy tir thién, cin c6 thém cac gidy to
Sau:

- Quyét dinh cho phép chuyén d6i thanh
doanh nghiép xa hoi bang van ban cua co
quan c6 tham quyén di cap gidy phép thanh
1ap co s& bao trg xa hoi, quy xa hoi, quy tu
thién;

- Gidy chimg nhéan ding ky thanh lap ddi véi
co s& bao trg xa hoi, gidy phép thanh lap va
cong nhan diéu 1& quy ddi voi quy xa hoi,
quy tu thién;

- Ban sao Gidy chtrng nhan ding ky thué;

- Ban sao van ban cua Co quan dang ky dau
tu chap thuan vé viéc gop von, mua c6 phan,
mua phan von gop cua nha dau tu nudc
ngoai, to chirc kinh té c6 vén dau tu nudc
ngoai ddi véi truong hop phai thuc hién thu
tuc dang ky gop von, mua co phan mua phan
von gbp theo quy dinh ciia Luat Dau tu

Ban chinh

Ban chinh

Ban sao
Ban sao

01

01

01
01

Trudng hop diang ky doanh nghiép doi voi cong
ty ching khoan, cong ty quan ly quy dau tu
chimg khoan, cong ty dau tu chimg khoan, can
c6 thém céc giay to sau:

- Ban sao gidy phép thanh 1ap va hoat dong hodc
ban sao van ban chép thuin cia Uy ban Ching
khoan Nha nudc theo quy dinh ctia phap lut vé
chiig khoan.

Truong hop nha dau tur nude ngoai thanh 1ap t6
chirc kinh  thyc hién dy 4n dau tu trude khi
dang ky dau tr dé thyc hién thu tuc dau tu dac
biét theo quy dinh cta phap luat vé dau tu thi ho
so dang ky thanh 1ap doanh nghiép thuc hién du

Ban sao

01
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an khong bao gom ban sao Gidy ching nhén
dang ky dau tu dbi voi nha dau tu nude ngoai
quy dinh tai khoan 5 Piéu 20, diém ¢ khoan 4
Diéu 21 va diém ¢ khoan 4 Diéu 22 Luat Doanh
nghiép. Trong trudng hop ndy, nha dau tu chiu
trach nhiém vé tinh hop phap, trung thuc va
chinh x4c cua viéc ké khai thong tin thyc hién
thi tuc dau tu dic biét

* Trudng h0’p Uy quyén thuc hién thu tuc:
Nguoi c6 thaim quyén ky van ban dé nghi dang ky doanh nghiép c6 thé iy quyén cho to
chtrc, ca nhan khac thuc hién thu tuc dang ky doanh nghiép theo quy dinh sau day:

1. | Truong hop uy quyén cho c4 nhédn thuc hién
thii tyc diang ky doanh nghiép, kém theo hd
so dang ky doanh nghi¢p phai co:

- Van ban uy quyén cho ca nhan thyc hi¢n thu Bén chinh 01
tuc lién quan dén dang ky doanh nghiép. Vin
ban Uy quyén nay khong bat budc phai cong
chung, ching thuec.

2. | Trudong hop Uy quyén cho t6 chuc thuc hién
thu tuc dang ky doanh nghiép, kém theo ho
so dang ky doanh nghiép phai co:

- Ban sao hop dong iy quyén cho t6 chirc Ban sao 01
thuc hién thu tyc lién quan dén dang ky

doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phan cong Ban chinh 01

nhiém vu cta t6 chic d6 cho ca nhan truc
tiep thuc hién thu tuc lién quan dén dang ky
doanh nghiép.

3. | Truong hop uy quyén cho don vi cung cap
dich vu buu chinh cong ich thuc hién thu tuc
dang ky doanh nghiép thi khi thyc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nQp:

- Ban sao phiéu gtri hd so theo miu do doanh Ban sao 01
nghiép cung ung dich vu buu chinh cong ich
phat hanh c6 chir ky xac nhéan cua nhan vién
buu chinh va ngudi c¢6 thim quyén ky vin
ban dé nghi ding ky doanh nghiép.

4. | Truong hop uy quyén cho don vi cung cap
dich vu buu chinh khong phai 1a buu chinh
cong ich thuc hién thu tuc dang ky doanh
nghiép thi viéc 0y quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh sb
168/2025/ND-CP, cu thé:

- Ban sao hop dong ty quyén cho to chirc Bén sao 01
thuc hién thu tyc lién quan dén dang ky
doanh nghiép;

- Gidy gidi thiéu hodc van ban phin cong Bén chinh 01
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nhiém vu cta t6 chic d6 cho ca nhan truc
ti€ép thuc hién thu tuc lién quan dén dang ky
doanh nghiép.

Ghi chu:

Ngudi uy quyén va ngudi duoc uy quyén thuc hién thu tuc dang ky doanh nghiép
chiu trach nhiém trude phap luat vé tinh hop phap, trung thyc va chinh xac cua
viée uy quyén. Ngudi uy quyén va nguoi duoc iy quyén phai xac thyc dién tir dé
duoc cap dang ky doanh nghiép. Truong hop viéc xac thuc dién tir bi gian doan
thi nguoi ay quyén thuc hién viéc xac thuc dién tr sau khi duoc cdp ding ky
doanh nghiép.

Trudng hop ngudi ty quyén khong xac nhin hodc xac nhan khong ty quyén thuc
hién thi tuc ddng ky doanh nghiép thi Co quan ding ky kinh doanh cép tinh yéu
cau doanh nghiép bio cdo theo quy dinh tai khoan 5 Piéu 21 Nghi dinh sb
168/2025/ND-CP. Cuy thé: Yéu cau doanh nghiép bao cdo vé viéc tudn thu cac quy
dinh cua Luat Doanh nghi¢p theo quy dinh tai diém ¢ khoan 1 Piéu 216 Luat
Doanh nghiép “Yéu cau doanh nghiép bao céo vé viéc tuan tha quy dinh ctia Luat
nay khi xét théy can thiét; dén ddc viéc thuc hién nghia vu bdo cdo cia doanh
nghiép”.

Truong hop chua cé tai khoan dinh danh dién tir dé thuc hién xéac thuc dién tir
thi hd so dang ky doanh nghiép phai kem theo ban sao the Can cude hodc the
Can cudc cong dan hodc ho chiéu hodc ho chiéu nudc ngoai hoic cac gidy td co
gia trj thay thé ho chiéu nudc ngoai con hiéu luc cua ngu’m uy quyén.

3. Cach thire, dia chi ndp hd so, nhin két qua gidi quyét TTHC

STT Cich thirc ndp, nhin két qua Dija chi cu thé
Péng ky truc tiép tai Chi nhanh TTPVHCC | 121 Chi nhanh TTPVHCC Thanh
1. . X Trs NIA: pho Ha Noi (theo thong bao cua
Thanh pho Ha Noi L2 X
cap c6 tham quyén)
Theo dia chi: S& Téj chinh - th
2. | Pang ky qua dich vu buru chinh lién co quan Van Ho6 (Pia chi: s6

52 L€ Dai Hanh, phuong Hai Ba
Trung, thanh pho Ha No6i)

Nop h6 so truc tuyén qua mang dién tir tai Theo dia chi:

3. | Cong Thong tin Pang ky doanh nghiép Qudc | https://dangkykinhdoanh.gov.vn
gia hodc qua Cong dich vu cong Qudc gia hodc https://dichvucong.gov.vn/
Ghi chu:

Ngudi ndp ho so st dung tai khoan dinh danh dién tr ¢é dang nhap Cong thong
tin qudc gia vé dang ky doanh nghiép, ké khai thong tin, tai vin ban dién tu, ky
s6 hoic ky xéac thuc ho so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghi¢p theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi dugc uy quyén
phai xac thyc dién tir dé duge cip ding ky doanh nghiép. Trudng hop viée xac
thuc dién tir bi gidn doan thi nguoi uy quyén thuc hién viéc xac thuc dién tir sau
khi dugc cip ding ky doanh nghiép. Sau khi hoan thanh viéc giri hd so ding ky
doanh nghiép, ngudi ndp hd so s& nhan dugc gidy tiép nhan hod so va hen tra két

qua dién tur qua tai khodn cua ngudi ndp ho so.

4. Thoi gian giai quyét, phi, 18 phi, mirc d9 cung cip dich vu cong true tuyén

Thaoi gian giai quyét

Mirc thu Cung cip dich
(DVT: Viéet Nam dong) vu cOng truc
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Ngay lam viéc | Gio lam viéc Phi Lé phi tuyén
03 ngay lam 24 gio Phi cong bo ndi | - L& phi dang ky | Toan trinh
viéc ké tir ngay dung dang Kky | doanh nghiép:

nhan du ho so
hop 18

doanh  nghiép:
100.000  dong/
lan, ndp tai thoi
diém nodp hd so
néu dang ky truc
tiép (Théng tu
sO 47/2019/TT-
BTC).

50.000 ddng/ lan,
nop tai thoi diém
nop hdé so néu
dang ky truc tiép

(Thong tu  so
47/2019/TT-
BTC).

- Mién 1& phi d6i
vol  truong  hop
dang ky qua
mang dién t,

dang ky thanh lap
trén co s& chuyén
doi tr ho kinh
doanh (Thoéng tu

SO

BTC).

47/2019/TT-

5. Cac biéu miu trong gisi quyét TTHC

STT Tén biéu miu Co s& phap ly

1. | Gidy dé nghi diang ky doanh nghiép cong ty hop danh | Thong tu  s6
(Mau s6 5, Phu Iyc I kém theo Thong tu sé 68/2025/TT- | 68/2025/TT-BTC
BTC)

2. Danh sach thanh vién cong ty hop danh (Mau s6 9, Phu luc Thong tu $0
I kém theo Thong tu s6 68/2025/TT-BTC) 68/2025/TT-BTC

3. Danh sach chu so hitu huong loi ciia doanh nghiép (Mau | Thong  tu s0
s6 10, Phu luc I kém theo Thong tu s6 68/2025/TT-BTC) | 68/2025/TT-BTC

4. | Cam két thuc hién muc tiéu xi hoi, moi trudng trong | Théng tu  sd
trudng hop ding ky thanh 1ap doanh nghiép xa hoi (Mau | 68/2025/TT-BTC
s6 34, Phu lyc I kém theo Thong tu s 68/2025/TT-BTC)

5. Gidy chung nhan ding ky doanh nghiép - Cong ty hop | Thong  tu s
danh (Mau s6 41, Phu luc I kém theo Thong tu sb | 68/2025/TT-BTC
68/2025/TT-BTC)

6. Thong bao vé co quan thué quan Iy truc tiép (Mau s6 47, | Thong  tu s
Phy lyc I kém theo Thong tu s6 68/2025/TT-BTC) 68/2025/TT-BTC

7. Thong bao vé viée stra doi, bd sung hd so dang ky doanh | Thong tu s
nghiép (Miu s6 48, Phy lyc I kém theo Thong tu s | 68/2025/TT-BTC
68/2025/TT-BTC)

8. Giay tiép nhan ho so va hen tra két qua ho so dang ky | Thong  tu  s6
doanh nghiép/chi nhanh/vin phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh (Mau sé 70, Phu luc I kém theo Thong tu )
68/2025/TT-BTC)

9. Gidy tiép nhan ho so va hen tra két qua ho so ding ky | Thong  tu s
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh qua mang thong tin dién tor (Mau s6 71, Phu luc I
kém theo Thong tu sb 68/2025/TT-BTC)
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10. | Mau Phiéu xin 15i va hen lai ngay tra két qua (Mau s6 04 | Thong tu  s6
Thong tu s6 01/2018/TT-VPCP) 01/2018/TT-VPCP
11. |Mau S6 theo ddi hd so (Mau s0 06 Thong tu sd | Thong tu 6
01/2018/TT-VPCP) 01/2018/TT-VPCP
6. Quy trinh giai quyét
Thoi gian
. L. gidi quyet toi
Tén budc Don V;/llj.gu’m thye Noi dung cong viéc da
en (DVT: Gio
lam viéc)
*, Trwong hop ding ky truc tiép hoiic qua dich vu buu chinh
Buéc1 |[Cac Chi  nhanh | - Tiép nhan ho so va ghi gidy tiép | Gid hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
hd so - Chuyén h so vé S¢ Tai chinh
Budc?2 | Vanphong S6 Tai | Chuyén ho so cho Phong 2 gid
Luan chuyén | chinh PKKD&TCDN
ho so
Budc 3 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 2 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc 4 Chuyén vién Phong | Chuyén vién tién hanh xem xét | 10 gio
Thulyva | PKKD&TCDN tinh hop 1é ctia hd so:
giai quyét ho - Hb so khong du diéu kién: Du
SO thao thong bao huéng dan stra d6i
b6 sung, néu 5 1y do.
- HO so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.
Budc 5 Lanh dao Phong |Lanh dao phong tién hanh xem | 4 gid
Phé duyét | PKKD&TCDN xét, phé duyét:
két qua - Truong hop hdé so hop 1é:
chuyén Co quan thué trén Heé
thdng dé phan hoi vé ma sb thué.
- Truong hop ho so khong hop 18é:
Phé duyét ndi dung thong bao
hudng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B5.
Budc 6 Co quan thué Co quan thué phan hoi truc tiép | Phan hoi tu
Phan hoi ma trén Hé thong dong trén hé
50 thué thong
Buédce 7 - Lanh dao Phong |- Gui Thong bao yéu cau stra doi | 2 gid
Thong bdo | PKKD&TCDN bd sung (tra tu dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé ding ky
Phong doanh nghiép) ddi véi truong hop
PKKD&TCDN hd so khong hop 18.

- Truong hop CQ thué khong
chap thuan: gui thong bao yéu
cau sua doi bo sung (trd ty dong
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qua cong thong tin quoc gia vé
dang ky doanh nghié¢p).

- Chap thuan trén hé thong ddi
v6i hd so duoc co quan thué chap
thuan.

- Ky s6 két qua dang ky doanh
nghiép. Trudng hop khong thé ky
s6 do khach quan thi ldnh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh

Budc 8 Van thu - D6i véi truong hop ky sb két | 4 gio
Phat hanh qua dang ky doanh nghi¢p: ky
két qua bang chit ky sb to chuc cua
Phong DKKD&TCDN (tra tu
doéng qua cong thong tin qudc gia
vé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy
Budc 9 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chirc | cong ich cong ich tra két qua cho doanh
c& nhan d6i nghiép
Vol truong
hop két qua
1a ban gidy
Budc 10 |-  Chuyén  vién | Van thu Phong DPKKD&TCDN | Gid hanh
Théng ké | Phong va BO phan luu trir cung Van | chinh
theo ddi | PKKD&TCDN; B6 | phong S¢ ¢6 trach nhiém thong
phan luu triv ké cac TTHC thuc hién tai don vi
- Véan phong S¢ vao sb theo ddi ho so
Tong thoi gian: 3 ngay
*. Truwdng hgp ding ky qua mang dién tir
Budce 1 Nguoi c6 tham | Nguoi ndp ho so ké khai thong | Ca ngay
Nop hd so | quyén ky vin ban dé | tin, tai van ban dién tor, ky xac
nghi dang ky doanh | thyc hd so ding ky doanh nghiép
nghi€p hodc ngudi | qua mang thong tin dién tr va
dugc Uy quyén thyc | thanh toan phi, 1& phi ding ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin qubc gia vé dang
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn)
Buoc 2 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 2 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Budc 3 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gio
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Thu 1y, giai
quyét ho so

DKKD&TCDN

tinh hop 18 cta ho so:

- Hd so khong du diéu kién: Dy
thao thong bao huéng dan stra d6i
bd sung, néu 13 1y do.

- HO so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.

Budc 4
Phé duyét
két qua

Lanh dao Phong
DKKD&TCDN

- Truong hop hé so hop 1é:
chuyen Co quan thue trén He
théng dé phan hoi vé ma s thué.

- Truong hop ho so khong hop 18:
Phé duyét néi dung thong bao
huéng dan stra d6i bd sung

* Néu khong dong y: chuyén lai
B3.

4 gio

Budce 5
Phan hoi ma
sO thué

Co quan thué

Co quan thué phan hoi tryc tiép
trén H¢ thong

Phan hoi tu
dong trén hé
thong

Buoc 6
Thong bao
ket qua

- Lanh dao Phong
DKKD&TCDN
- Chuyén
Phong
DKKD&TCDN

Vién

- Gui Thong bao yéu cau sira doi
bd sung (tra tu dong qua cong
thong tin qubc gia vé dang ky
doanh nghiép) ddi véi truong hop
hé so khong hop 18.

- Truong hop CQ thué khong
chép thuan: gui thong bao yéu
cau sura d6i bo sung (tra ty dong
qua cong thong tin quoc gia veé
dang ky doanh nghiép).

- Chép thuan trén hé théng doi
v6i ho so duoc co quan thué chap
thuan.

- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh.

2 gio

Budce 7
Phét hanh
két qua

Van thu

- D6i v6i trudng hop ky sd két
qud dang ky doanh nghi¢p: ky
bang chit ky sd t0 chuc cia
Phong DPKKD&TCDN (tra tu
dong qua cong thong tin qubc gia
vé dang ky doanh nghiép).

- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua la
ban gidy

4 gio

Budc 8
Tra két qua
cho to6 chire/

Pon vi cung cap
dich vu buu chinh
cong ich

Van thu phong ban giao cho don
vi cung cap di,ch vu buu chinh
cong ich trd két qua cho doanh

Gi0 hanh
chinh
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c4 nhan doi nghi¢p
voi1 truong
hop két qua
1a ban gidy

Budc 9 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gio hanh

Théng ké | PKKD&TCDN ; Bo | va B phan luu trit - Van phong | chinh

theo doi phan luu trit - Van | S& ¢ trach nhiém théng ké cac

phong So TTHC thuc hién tai don vi véao sb
theo ddi ho so
Tong thoi gian: 3 ngay

7. Trach nhiém tra hd so, két qua gidi quyét va luu trir ho so TTHC

Trach nhiém

Trung tam PVHCC

Co quan giai quyet hd so

Tra ho so, két qua

- Chuyen ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh cong ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tr trén Cong
thong tin qudc gia vé ding
ky doanh nghiép.

Luu trir

- S6 theo dbi h?) so (Mau sb
06 Thong tu s6 01/2018/TT-
VPCP)

- Ho so to chirc/ca nhan nop;
Gidy tiép nhan ho so va hen
tra két qua; (d01 Vol trudong
hop nop ho so glay)

- Thong bao vé viéc stra doi,
bd sung ho so ding ky doanh
nghiép; Gidy chimg nhan
dang ky doanh nghiép;
Thong bao vé co quan thué
quan 1y truc tiép (néu tra két
qua ban giy)

- S6 theo ddi hd so (néu tra
két qua 1a ban gidy).
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6. Piang ky thay ddi dia chi tru s& chinh, ding ky doi tén ciia doanh
nghiép (ddi véi doanh nghiép tw nhan, cong ty TNHH, cong ty cd phan, cong
ty hop danh) (QT-SO-06)

1. Co sé phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luat Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 cia Quédc hoi nude Cong hoa xa hoi chil nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cta Chinh phii vé dang ky doanh
nghiép;

- Théng tu sb 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau st dung trong ding ky doanh nghiép, ding ky ho kinh doanh;

- Thong tu s6 47/2019/TT-BTC ngay 05/8/2019 ciia Bo Tai chinh quy dinh muc
thu, ché d6 thu, ndp, quan 1y va str dung phi cung cip thong tin doanh nghiép, 16 phi ding
ky doanh nghiép.

3. Thanh phan ho so
Ban sao/

STT Tén ho so ban chinh So lugng

1. | Trudng hop thay d6i dia chi tru so chinh:

- Gidy d¢ nghi dang ky thay dbi ndi dung Bén chinh 01
dang ky doanh nghiép;

- Ban sao hodc ban chinh nghi quyét hoic | Ban sao hoic 01
quyét dinh cta chu s¢ hitu cong ty ddi voi ban chinh

cong TNHH mot thanh vién; cua Hoéi dff)ng
thanh vién ddi v6i cong ty TNHH hai thanh
vién tro 1€n, cong ty hop danh; cua Dai hoi
ddng c6 dong ddi véi cong ty cb phan vé viee
thay doi dia chi tru sé chinh cua doanh

nghiép.
2. | Truong hop doi tén doanh nghiép:
- Gidy dé nghi dang ky thay d6i ndi dung | Ban chinh 01
dang ky doanh nghiép;
- Ban sao hodc ban chinh nghi quyét, hodc | Ban sao hodc 01

quyét dinh cta chu s¢ hitu cong ty ddi voi |  ban chinh
cong ty TNHH mot thanh vién; cua Hoi déng
thanh vién ddi v6i cong ty TNHH hai thanh
vién tr¢ lén, cong ty hop danh; ctia Pai hoi
dong cd dong ddi v6i cong ty co phan vé viée
thay d6i tén doanh nghiép.

*. Truong hop uy qgvén thuc hién thu tuc: ‘ )
Nguodi c6 tham quyén ky van ban dé nghi dang ky doanh nghiép co6 thé uy quyén cho t6
chure, cd nhan khac thyc hién thu tuc dang ky doanh nghiép theo quy dinh sau day:

1. | Truong hop ty quyén cho c4 nhdn thuc hién
thil tuc dang ky doanh nghiép, kém theo hd
so dang ky doanh nghiép phai co:

- Vin ban uy quyén cho c4 nhan thuc hién tha Ban chinh 01
tuc lién quan dén dang ky doanh nghiép. Vin
ban 1y quyén nay khong bat budc phai cong
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ching, chiing thuc.

Truong hop uy quyén cho to chirc thuc hién
thu tuc dang ky doanh nghiép, kém theo ho
so dang ky doanh nghiép phai co:

- Ban sao hop déng uy quyén cho t6 chirc Ban sao 01
thuc hién thu tyc lién quan dén dang ky

doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phin cong Ban chinh 01

nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién thu tuc lién quan dén dang ky
doanh nghiép.

Truong hop uy quyén cho don vi cung cip
dich vu buu chinh cong ich thyuc hién thu tuc
dang ky doanh nghi€p thi khi thuc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nfp:

- Ban sao phiéu gtri ho so theo miu do doanh Ban sao 01
nghiép cung ung dich vu buu chinh cong ich
phat hanh cé chit ky xac nhan cta nhan vién
buu chinh va ngudi co thim quyén ky vin
ban dé nghi ding ky doanh nghiép.

Truong hop ty quyén cho don vi cung cap
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc dang ky doanh
nghiép thi viéc iy quyén thuc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh s6
168/2025/ND-CP, cy thé:

- Ban sao hop dong uy quyén cho t6 chirc Bén sao 01
thyc hién thi tyc lién quan dén dang ky

doanh nghiép;

- Gidy gidi thiéu hodc van ban phéan cong Bén chinh 01

nhiém vu cta t6 chic d6 cho cd nhan truc
tiép thuc hién tha tuc lién quan dén dang ky
doanh nghiép.

Ghi cha:

Nguoi iy quyén va nguoi duoc ty quyén thuc hién thu tuc dang ky doanh nghiép
chiu trach nhiém trudc phap luat vé tinh hop phap, trung thuc va chinh xac cua
vige uy quyén. Ngudi uy quyén va ngudi duge ty quyén phai xac thuc dién tir dé
dugc cap dang ky doanh nghiép. Truong hop viéc xac thuc dién tir bi gian doan
thi nguoi ty quyén thuc hién viéc xac thuc dién tir sau khi duoc Cép dang ky
doanh nghigp.

Truong hop ngudi Gy quyén khong xac nhan hodc x4c nhan khong ty quyén thuc
hién thu tuc dang ky doanh nghiép thi Co quan dang ky kinh doanh cép tinh yéu
cau doanh nghiép bao cédo theo quy dinh tai khoan 5 Piéu 21 Nghi dinh )
168/2025/NB-CP. Cuy thé: Yéu cau doanh nghiép bao cdo vé viéc tuan thu céc
quy dinh ctia Luat Doanh nghiép theo quy dinh tai diém ¢ khoan 1 Diéu 216 Luat
Doanh nghiép “Yéu cau doanh nghiép bao cdo vé viéc tuan thi quy dinh ctia Luét
nay khi xét th?iy can thiét; dén ddc viéc thuc hién nghia vu bdo cao cua doanh
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nghiép”.

Truong hop chua cé tai khoan dinh danh dién tir dé thuc hién x4c thuc dién tu
thi h6 so ding ky doanh nghiép phai kem theo ban sao the Can cudc hoac the
Can cudc cong dan hodc ho chiéu hodc ho chiéu nudc ngoai hoic cac gidy td ¢o
gi4 trj thay thé ho chiéu nude ngoai con hiéu luc cua ngu’(n uy quyén.

3. Cach thirc, dia chi ndp hd so, nhin két qua gidi quyét TTHC

STT Cich thirc ndp, nhin két qua Dia chi cu thé
< , A e s Tai Chi nhanh TTPVHCC Thanh
1 bang ky truc tiép tai Chi nhanh TTPVHCC phé Ha Noi (theo thong béo cia

Thanh ph6 Ha Noi cap c6 tham quyén)

Theo dia chi: S¢ Tai chinh - Khu
lién co quan Van Ho (Pia chi: s6

2. | Bang ky qua dich vu buu chinh 52 Lé Dai Hanh, phuong Hai Ba
Trung, thanh phd Ha Noi)
Nop hoé so truc tuyén qua mang dién tir tai Theo dia chi:
3. | Coéng Thong tin Pang ky doanh nghiép Quéc | https://dangkykinhdoanh.gov.vn

gia hoic qua Cong dich vu cong Qudc gia hodc https://dichvucong.gov.vn/

Ghi cha:

Ngudi nop ho so st dung tai khoan dinh danh dién tir d¢ dang nhap Cong thong
tin quoc gia vé dang ky doanh nghiép, ké khai thong tin, tai vin ban dién tir, ky
s6 hoic ky xéac thuc ho so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghi€p theo quy trinh trén Cong théng tln
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi dugc uy quyén
phai xac thyc dién tir dé dugc cip ding ky doanh nghiép. Truong hop viéc xac
thyc dién tur bi gian doan thi nguoi uy quyen thyuc hién viée xac thyc dién tir sau
khi dugc cp ding ky doanh nghiép. Sau khi hoan thanh viéc gui hd so ding ky
doanh nghiép, ngudi ndp hd so s& nhan duoc gidy tiép nhan ho so va hen tra két

qua dién tir qua tai khoan ctia ngudi ndp ho so.

4. Thoi gian giai quyét, phi, 1¢ phi, mirc d6 cung cap dich vu cong truc tuyén

Théi gian gidi quyét Muc thu Cung cap dich
(PVT: Viét Nam dong) vu cong truc
Ngay lam viéc | Gio 1am viée Phi Lé phi tuyén
03 ngay lam 24 gio Phi cong bd noi | - Lé phi dang ky | Toan trinh
viéc ké tir ngay dung dang ky | doanh nghiép:

nhan du ho so
hop 1€

doanh  nghiép:
100.000  dong/
lan, ndp tai thoi
diém nodp hd so

50.000 ddng/ lan,
nop tai thoi diém
nop ho so néu
dang ky truc tiép

néu dang ky tryc | (Thong tu s

tiép (Thong tu | 47/2019/TT-

s6 47/2019/TT- | BTC).

BTC). - Mién 1¢ phi d6i
vol  truong  hop
ding ky qua
mang dién t,

dang ky thanh lap
trén co s¢ chuyén
doi ter ho kinh
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BTC).

doanh (Thong tu
sO 47/2019/TT-

5. Céc biéu miu trong giai quyét TTHC

STT Tén biéu mau Co sé phap ly

1. Giay dé nghi dang ky thay doi noi dung Gidy chimg nhan | Thong  tu  s6
ding ky doanh nghiép/Thong bao thay d6i ndi dung ding | 68/2025/TT-BTC
ky doanh nghiép (Mau sb 12, Phu luc I kém theo Théng tu
s6 68/2025/TT-BTC)

2. Giay ching nhan ding ky doanh nghiép - Doanh nghiép tu | Thong  tu  s6
nhan (Mau sb 37, Phu luc I kém theo Théng tu sé | 68/2025/TT-BTC
68/2025/TT-BTC)

3. Giay ching nhan dang ky doanh nghiép - Cong ty TNHH | Thong  tu  s6
mot thanh vién (Mau sé 38, Phu luc I kém theo Thong tu | 68/2025/TT-BTC
s6 68/2025/TT-BTC)

4. | Giay chimg nhan dang ky doanh nghiép - Céng ty TNHH | Théng  tu  s0
hai thanh vién tré 1én (MAu s6 39, Phu luc I kém theo | 68/2025/TT-BTC
Thong tu s6 68/2025/TT-BTC)

5. Giay chiing nhan dang ky doanh nghiép - Cong ty c6 phan | Thong  tu s
(Mau s6 40, Phu lyc I kém theo Thong tu s6 68/2025/TT- | 68/2025/TT-BTC
BTC)

6. Gidy chung nhan ding ky doanh nghiép - Cong ty hop | Thong  tu s
danh (Mau sd 41, Phu luc I kém theo Thong tu sb | 68/2025/TT-BTC
68/2025/TT-BTC)

7. Thong bao vé viéc stra doi, bd sung hd so dang ky doanh | Thong tu s
nghiép (Miu s6 48, Phy lyc I kém theo Thong tu s | 68/2025/TT-BTC
68/2025/TT-BTC)

8. Gidy tiép nhan ho so va hen tra két qua ho so ding ky | Thong  tu s
doanh nghiép/chi nhanh/vin phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh (Mau sé 70, Phu luc I kém theo Théng tu )
68/2025/TT-BTC)

9. Gidy tiép nhan ho so va hen tra két qua ho so diang ky | Thong  tu s
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh qua mang thong tin dién tor (Mau s6 71, Phy luc I
kém theo Thong tu sb 68/2025/TT-BTC)

10. | Mau Phiéu xin 15i va hen lai ngay tra két qua (Mau s6 04 | Thong tu  s0
Thong tu s6 01/2018/TT-VPCP) 01/2018/TT-VPCP

11. |Mau S6 theo ddi hd so (Mau s6 06 Thong tu sb | Thong tu O

01/2018/TT-VPCP)

01/2018/TT-VPCP

6. Quy trinh giai quyét

Thoi gian.
. \ e iai quyét toi
Tén bude bon V;/ll:{gwm thyc Noi dung cong viéc ° qa:
ten (DVT: Gio
lam viéc)
*, Truwdng hop ding Ky truc tiép hoic qua dich vu buu chinh
Budc1 [Cac Chi  nhanh | - Tiép nhan ho so va ghi gidy tiép | Gid hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh




50

ho so - Chuyén ho so vé S¢ Tai chinh
Budc 2 Van phong S¢ Tai Chuyén ho so cho Phong 2 gid
Luan chuyén | chinh DKKD&TCDN
ho so
Budc 3 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 2 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc 4 Chuyén vién Phong | Chuyén vién tién hanh xem xét | 10 gio
Thulyva | PKKD&TCDN tinh hop 1¢ ctia hd so:
giai quyét hd - H6 so khong du diéu kién: Dy
SO thao thong bao huéng dan stra dbi
bd sung, néu 13 1y do.
- HO so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budce 5 Lanh dao Phong | Lanh dao phong tién hanh xem | 4 gid
Phé duyét | PKKD&TCDN xét, phé duyét:
két qua - Truong hop hd so hop 1é:
chuyén Co quan thué trén Heé
thdng dé phan hoi vé ma sb thué.
- Truong hop ho so khong hop 1é:
Phé duyét ndi dung thong bdo
huéng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B5.
Budc 6 Co quan thué Co quan thué phan hoi tryc tiép | Phan hoi ty
Phan hoi ma trén Hé thong dong trén hé
50 thué thong
Bu6c7 |- Linh dao Phong |- Guri Thong bao yéu cau stra doi | 2 gio
Thong bao | PKKD&TCDN b6 sung (tra tu dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé ding ky
Phong doanh nghiép) ddi véi trudng hop
PKKD&TCDN hé so khong hop 18.
- Truong hop CQ thué khong
chap thuan: gui thong bao yéu
cau stra d6i bo sung (tra ty dong
qua cong thong tin qudc gia vé
dang ky doanh nghiép).
- Chép thuan trén hé th6ng ddi
v6i hd so dugce co quan thué chap
thuan.
- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi ldnh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh
Budc 8 | Van thu - D6i v6i truong hop ky sb két | 4 gio
Phat hanh qua dang ky doanh nghiép: ky




o1

két qua

bang chit ky s6 t0 chuc cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin qudc gia
veé dang ky doanh nghiép).

- Truong hop khéng thé ky sb
phat hanh thi phat hanh két qua Ia
ban gidy

Buoc 9
Tra két qua
cho t6 chuc
c4 nhan doi

Pon vi cung cap
dich vu buu chinh
cbng ich

Van thu phong ban giao cho don
vi cung cép dich vu buu chinh
cong ich tra két qua cho doanh
nghiép

Vo1 trudng
hop két qua
1a ban gidy
Budoc 10 |-  Chuyén vién | Van thu Phong DPKKD&TCDN
Théng ké | Phong va Bo phan luu trit cing Vin
theo ddi | PKKD&TCDN; B6 | phong S¢ ¢6 trach nhiém thong

phan luu triv

ké cac TTHC thuc hién tai don vi

- Véan phong S¢ vao so theo ddi ho so
Tong thoi gian: 3 ngay
*, Truwong hgp ding ky qua mang dién tir
Budce 1 Nguoi ¢6  tham | Nguoi ndp ho so ké khai thong | Ca ngay
Nop hd so | quyén ky vin ban dé | tin, tai van ban dién tor, ky xac
nghi dang ky doanh | thyc hd so ding ky doanh nghiép
nghi€p hodc ngudi | qua mang thong tin dién tir va
dugc uy quyén thyc | thanh toan phi, 1& phi ding ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin quéc gia vé dang
ky doanh nghi¢p
(https://dangkykinhdoanh.gov.vn)
Budc 2 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 2 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Bu6c 3 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gid
Thy Iy, giai | PKKD&TCDN tinh hop 1é ctia hd so:
quyét ho so - Hd so khong du diéu kién: Dy
thao thong bao huéng dan stra d6i
bd sung, néu 5 1y do.
- H6 so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.
Buéce 4 Lanh dao Phong |- Truong hop hé so hop 1é: |4 gid
Phé duyé¢t | PKKD&TCDN chuyen Co quan thue trén He
két qua thong dé phan hoi vé ma s thué.

- Truong hop ho so khong hop 18:
Phé duyét ndi1 dung thong bao
huéng dan stra d6i bo sung

* Néu khong dong y: chuyén lai
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B3.

Budc 5 Co quan thué Co quan thué phan hoi tryc tiép | Phan hoi tu
Phan hoi ma trén Hé thong dong trén hé
s6 thué thong
Budc 6 - Lianh dao Phong |- Gui Thong bao yéu cau stra doi | 2 gid
Thong bao | PKKD&TCDN bd sung (tra ty dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé ding ky
Phong doanh nghiép) ddi vé6i truong hop
PKKD&TCDN hé so khong hop 18.
- Trudng hop CQ thué khong
chap thudn: gui thong bao yéu
cau sua d6i bo sung (tra ty dong
qua cong thong tin quoc gia vé
dang ky doanh nghiép).
- Chap thuan trén hé théng doi
v6i hd so duoc co quan thué chap
thuan.
- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi ldnh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh.
Budc7 | Van thu - P6i v6i trudng hop ky sb két | 4 gio
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sd to chuc cia
Phong DKKD&TCDN (tra tu
dong qua cong thong tin quc gia
vé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua la
ban gidy
Bude 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
c4 nhan ddi nghiép
Vo1 truong
hop két qua
1a ban gidy
Budc 9 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gio hanh
Théng ké | PKKD&TCDN ; Bo | va BO phan luu trir - Van phong | chinh
theo ddi | phan luu trit - Van | S& ¢6 trach nhiém thong ké cac
phong So TTHC thyuc hién tai don vi vao sb
theo ddi ho so
Tong thoi gian: 3 ngay

7. Trach nhiém tra hd so, két qua gidi quyét va luu trir ho so TTHC

Trach nhiém ‘

Trung tam PVHCC

\ Co quan giai quyét ho so
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Tra ho so, két qua

- Chuyén h6 so, két qua giai
quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh cong ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tr trén Cong
thong tin qubc gia vé ding
ky doanh nghiép.

Luu trir

- SO theo ddi ho so (Mau s0
06 Théng tu sb 01/2018/TT-
VPCP)

- HoO 0 t6 chirc/ca nhan nop;
Gidy tlep nhan hd so va hen
tra két qua; (601 voi truong
hop nop ho so glay)

- Thong bao ve viée sua doi,
b sung ho so ding ky doanh
nghiép; Gidy chimg nhan
dang ky doanh nghiép;
Thong bao vé co quan thué
quan 1y truc tiép (néu tra két
qua ban giy)

- S6 theo ddi hd so (néu tra
két qua 1a ban gidy).
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7. Ping Ky thay ddi thanh vién hop danh, ding ky thay déi thanh vién cong ty
TNHH hai thanh vién tré 1én (QT-SO-07)

1. Co s6 phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luit Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xa hoi chil nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;

- Théng tu sé 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau str dung trong diing ky doanh nghiép, ding ky ho kinh doanh;

- Théng tu sb 47/2019/TT-BTC ngay 05/8/2019 ctia BO Tai chinh quy dinh mirc
thu, ché d6 thu, ndp, quan 1y va str dung phi cung cip thong tin doanh nghiép, 16 phi ding
ky doanh nghiép.

2. Thanh phin hd so

Ban sao/

STT Tén ho so bin chinh

S6 lwong

1. | Truong hop dang ky thay d6i thanh vién hop
danh:

- Gidy d¢ nghi dang ky thay ddi ndi dung | Bén chinh 01
dang ky doanh nghiép;
- Danh sach thanh vién cong ty hop danh quy Ban chinh 01
dinh tai Piéu 25 Luat Doanh nghi¢p, trong
d6 khong bao gom ndi dung ké khai vé thanh
vién gop von.

2. | Truong hop thay doi thanh vién cong ty
TNHH 2 thanh vién trg 1én do tiép nhan
thanh vién méi dan dén ting vén diéu lé
cong ty hoic tiép nhan thanh vién mai do
Hoi dong thanh vién ban phan vén gop chua
gop theo quy dinh tai diém ¢ khoan 3 Piéu
47 Luat Doanh nghiép

- Gidy dé nghi dang ky thay d6i noi dung| Ban chinh 01
dang ky doanh nghiép;
- Danh séch thanh vién cong ty TNHH hai Ban chinh 01
thanh vién tro 1én. Danh sach thanh vién phai
bao gém chir ky cua thanh vién méi va thanh
vién c6 phan von gop thay doi, khong bét
budc phai ¢ chix ky cua thanh vién c6 phan
vbn gop khong thay doi;

- Ban sao hoac ban chinh nghi quyét hoic | Ban sao hoic 01
quyét dinh cua Hoi ddng thanh vién vé viéc |  ban chinh
thay d6i thanh vién;
- Giy to ching minh viéc gop von cia thanh | Bén chinh 01
vién mai cua cong ty;
- Ban sao giay to phép ly cua té chic va ban Ban sao 01
sao van ban cir nguoi dai dién theo uy quyén
trong truong hop thanh vién méi 1 to chic.
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Doi véi thanh vién 1a té chire nude ngoai thi
ban sao gidy to phap ly cua to chuc phai
duoc hop phap hoéa lanh sy;

- Ban sao van ban cua co quan dang ky dau
tu chap thuan vé viéc gdp von, mua ¢ phin,
mua phan vén gop cua nha dau tu nudc
ngoai, to chic kinh t& co6 vén dau tu nudc
ngoai ddi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua c6 phan mua phan
von gop theo quy dinh ciia Luat Dau tu.

Ban sao

01

Truong hop thay doi thanh vién cong ty
TNHH hai thanh vién tré 1én do chuyén
nhuong phan vén gop:

- Gidy dé nghi dang ky thay d6i noi dung
dang ky doanh nghiép;

- Danh sach thanh vién cong ty TNHH hai
thanh vién trg 1€n. Danh sach thanh vién phai
bao gém chir ky cua thanh vién méi va thanh
vién c6 phan von goép thay doi, khdng bat
budc phai c6 chix ky cua thanh vién c6 phan
vén gop khong thay doi;

- Hop dong chuyén nhuong hodc gidy to
chtring minh viéc hoan tat chuyén nhuong;

- Ban sao gidy to phap 1y cua té chirc va ban
sao van ban cir nguoi dai dién theo uy quyén
trong truong hop thanh vién méi 1a t6 chuc.
Déi véi thanh vién 1a té chire nudce ngoai thi
ban sao gidy to phap ly cua to chuc phai
dugc hop phap héa lanh sy;

- Ban sao van ban cua co quan dang ky dau
tu chap thuan vé viéc gop von, mua ¢ phan,
mua phan vbén gop cia nha dau tu nudc
ngoai, to chirc kinh té c¢6 vén dau tu nudc
ngoai ddi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua c6 phan mua phan
von gop theo quy dinh ctia Luat Dau tu.

Ban chinh

Ban chinh

Ban chinh

Ban sao

Ban sao

01

01

01

01

01

Truong hop thay doi thanh vién cong ty TNHH
hai thanh vién tré 1én do thira ké:

- Giay dé nghi dang ky thay doi noi dung
dang ky doanh nghiép;

- Danh sach thanh vién cong ty trach nhiém
httu han hai thanh vién trg 1én. Danh sach
thanh vién phai bao gém chir ky cua thanh
vién méi va thanh vién c6 phan vén gop thay
d6i, khong bit budc phai c6 chir ky caa thanh
vién c6 phan véon gop khong thay doi;

- Ban sao van ban xac nhan quyén thura ké
hop phép cia ngudi thira ké;

Ban chinh

Ban chinh

Ban sao

01

01

01
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- Ban sao gidy to phép ly cua t6 chirc va ban
sao vin ban cir ngudi dai dién theo uy quyén
trong truong hop ngudi thira ké 13 to chuc.
Déi véi thanh vién 1a té chire nudc ngoai thi
ban sao gidy to phap ly cua to chuc phai
duoc hop phap hoéa lanh sy;

- Ban sao van ban cua co quan dang ky dau
tu chap thuan vé viéc gop von, mua cb phan,
mua phan von gop cua nha dau tu nudc
ngoai, to chirc kinh t& co6 vén dau tu nudc
ngoai dbi voéi truong hop phai thyc hién thu
tuc dang ky gop von, mua c6 phan mua phan
von gop theo quy dinh ciia Luat Pau tu.

Ban sao

Ban sao

01

01

Truong hop thay dbi thanh vién cong ty
TNHH hai thanh vién tro 1én do co thanh
vién chua gop vén theo cam két theo quy
dinh tai diém a khoan 3 Diéu 47 Luat Doanh
nghiép:

- Giay dé nghi dang ky thay doi noi dung
dang ky doanh nghiép;

- Danh séach thanh vién con lai caa cong ty.
Danh sach thanh vién phai bao gom chit ky
cua thanh vién c6 phan vén gop thay doi,
khdng bat budc phai c6 chit ky cua thanh
vién c6 phan vén gop khong thay doi;

- Ban sao hodc ban chinh nghi quyét hoac
quyét dinh cua Hoi dong thanh vién vé viéc
thay d6i thanh vién;

- Ban sao van ban cta co quan dang ky dau
tu chap thuan vé viéc gop von, mua c6 phan,
mua phan voén gop cua nha dau tu nudc
ngoai, to chirc kinh té c¢6 vén dau tu nudc
ngoai ddi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua co phan mua phan
von gop theo quy dinh ctia Luat Dau tu.

Ban chinh

Ban chinh

Ban sao hoac
ban chinh

Ban sao

01

01

01

01

Truong hop thay doi thanh vién cong ty
TNHH hai thanh vién tro 1én do tiang cho
phan vén gop:

Truong hop ngudi dugc tang cho phan vén
gop thuoc ddi twong quy dinh tai diém a
khoan 6 Diéu 53 Luat Doanh nghiép, hd
so ding ky doanh nghiép bao gom:

- Gidy d¢ nghi dang ky thay dbi noi dung
dang ky doanh nghiép;

- Danh sach thanh vién cong ty TNHH hai
thanh vién tro 1én. Danh sach thanh vién phai
bao gém chir ky cua thanh vién méi va thanh
vién c6 phan von gop thay doi, khong bt

Ban chinh

Ban chinh

01

01
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budc phai ¢ chit ky cua thanh vién c6 phan
vbn gop khong thay doi;

- Hop ddng tang cho phan vén gop;

- Ban sao gidy to phap Iy cua to chic va ban
sa0 van ban cir nguoi dai dién theo uy quyén
trong truong hop thanh vién mei la t6 chuc.
Déi vai thanh vién 1a to chirc nuéc ngoai thi
ban sao gidy to phap ly cua to chuc phai
duoc hop phap hoa lanh su;

- Ban sao van ban cua co quan dang ky dau
tu chap thuan vé viéc gop von, mua c6 phan,
mua phan vén gop cua nha dau tu nudc
ngoai, t6 chuc kinh té c6 von dau tu nudc
ngoai ddi véi truong hop phai thyc hién thu
tuc dang ky gop vbn, mua co phan mua phan
vbn gop theo quy dinh cua Luat Pau tu.
Truong hop ngudi duoc tang cho phan vén
gop thudc dbi twong quy dinh tai diém b
khoan 6 Biéu 53 Luat Doanh nghiép, hd so
dang ky doanh nghiép bao gom:

- Gidy dé nghi dang ky thay ddi noi dung
dang ky doanh nghiép;

- Danh sach thanh vién cong ty TNHH hai
thanh vién trg 1€n. Danh sach thanh vién phai
bao gom chit ky cua thanh vién méi va thanh
vién c6 phan von goép thay doi, khdng bat
budc phai c6 chit ky caa thanh vién cé phan
vén gop khong thay doi;

- Ban sao hoac ban chinh nghi quyét hoic
quyét dinh cua Hoi dong thanh vién vé viéc
thay d6i thanh vién;

- Hop ddng tang cho phan vén gop;

- Ban sao gidy to phap Iy cua to chic va ban
sao van ban ctr nguoi dai dién theo uy quyén
trong truong hop thanh vién méi la t6 chic.
Déi véi thanh vién 1a to chire nudc ngoai thi
ban sao giay to phap ly cua to chuc phai
dugc hop phéap héa lanh su;

- Ban sao van ban cua co quan dang ky dau
tu chap thuan vé viéc gop von, mua c6 phan,
mua phan voén gop cua nha dau tu nudc
ngoai, to chirc kinh t& c6 von dau tu nudc
ngoai dbi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua co phan mua phan
von gbp theo quy dinh ciia Luat Dau tu.

Ban chinh
Ban sao

Ban sao

Ban chinh

Ban chinh

Ban sao hoac
ban chinh

Ban chinh
Ban sao

Ban sao

01
01

01

01

01

01

01
01

01

Truong hop thay doi thanh vién cong ty
TNHH hai thanh vién tr¢ Ién trong truong
hop thanh vién sir dung phan von gop dé tra
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no:

Truong hop cong ty ding ky thay d6i thanh
vién do thanh vién sir dung phan vén gop dé
tra ng va nguoi nhan thanh toan dugc Hoi
ddng thanh vién chip thuan trg thanh thanh
vién cong ty theo quy dinh tai diém a khoan 7
Piéu 53 Luat Doanh nghiép, hd so ding ky
doanh nghiép bao gom:

- Gidy dé nghi dang ky thay ddi noi dung
dang ky doanh nghiép;

- Danh sach thanh vién cong ty TNHH hai
thanh vién tro 1€n. Danh sach thanh vién phai
bao gom chir ky cua thanh vién méi va thanh
vién c6 phan von gop thay doi, khong bét
budc phai ¢ chir ky cua thanh vién c6 phan
von gop khong thay doi;

- Ban sao hodc ban chinh nghi quyet hoac
quyét dinh cua Hoi dong thanh vién vé viéc
thay doi thanh vién;

- Ban sao hoac ban chinh van ban thoa thuan
gitra thanh vién va nguoi nhan thanh toan vé
viéc su dung phan véon gop dé tra no;

- Ban sao giay to phép Iy cua to chic va ban
sao vin ban cir nguoi dai dién theo uy quyén
trong trudng hop thanh vién méi 1a t6 chuc.
Dé6i vai thanh vién 1a to chirc nuée ngoai thi
ban sao gidy to phap Iy cua td6 chac phai
dugc hop phéap héa lanh su;

- Ban sao van ban cua co quan dang ky dau
tu chap thuan vé viéc gop von, mua c6 phan,
mua phan voén gop cua nha dau tu nudc
ngoai, to chirc kinh t& co6 vén dau tu nudc
ngoai ddi véi truong hop phai thuc hién thu
tuc dang ky gop von, mua co phan mua phan
von gop theo quy dinh ctia Luat Dau tu.
Truong hop cong ty dang ky thay doi thanh
vién do thanh vién sir dung phan vén gop dé
tra ng va ngudoi nhan thanh todn st dung
phan vén gép d6 dé chao ban va chuyén
nhuong cho nguoi khac theo quy dinh tai
diém b khoan 7 Biéu 53 Luét Doanh nghiép,
ho so dang ky doanh nghiép bao gom:

- Gidy dé nghi dang ky thay dbi noi dung
dang ky doanh nghiép;

- Danh sach thanh vién cong ty TNHH hai
thanh vién tro 1én. Danh sach thanh vién phai
bao gém chir ky cua thanh vién méi va thanh
vién c6 phan von gop thay doi, khong bt

Ban chinh

Ban chinh

Ban sao hoac
ban chinh

Ban sao hoac
ban chinh

Ban sao

Ban sao

Ban chinh

Ban chinh

01

01

01

01

01

01

01

01
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budc phai c6 chix ky cua thanh vién co phan
vbn gop khong thay doi;

- Hop d6ng chuyén nhuong hodc gidy to
chtng minh viéc hoan tat chuyén nhuong;

- Ban sao gidy to phép Iy cua té chirc va ban
sao van ban cir nguoi dai dién theo uy quyén
trong trudng hop thanh vién méi 1a t6 chuc.
Déi véi thanh vién 1a té chire nude ngoai thi
ban sao gidy to phap ly cua to chuc phai
duoc hop phap hoéa lanh sy;

- Ban sao van ban cua co quan dang ky dau
tu chap thuan vé viéc gdp von, mua ¢ phan,
mua phan vbén gop cua nha dau tu nudc
ngoai, to chic kinh t& co6 vén dau tu nudc
ngoai ddi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua cb phan mua phan
von gop theo quy dinh ctia Luat Dau tu.

- Ban sao hoac ban chinh van ban thoa thuan
gitra thanh vién va nguoi nhan thanh toan vé
viéc str dung phan von gop dé tra no.

Ban chinh

Ban sao

Ban sao

Ban sao

01

01

01

01

Truong hop thay dbi thanh vién cong ty
TNHH hai thanh vién tré 1én do cong ty mua
lai phan vén gop cua thanh vién theo quy
dinh tai DPiéu 51 Luat Doanh nghiép:

- Giay dé nghi dang ky thay doi noi dung
dang ky doanh nghiép;

- Danh sach thanh vién cong ty TNHH hai
thanh vién tro 1én. Danh sach thanh vién phai
bao gom chit ky cuia thanh vién c6 phan vén
gop thay doi, khdng bat budc phai cé chir ky
cta thanh vién c6 phan von gép khang thay
doi;

- Ban sao hoic ban chinh hop dong mua lai
phan vén gop;

- Ban sao van ban cua co quan dang ky dau
tu chap thuan vé viéc gop von, mua c6 phan,
mua phan vbén gop cia nha dau tu nudc
ngoai, to chirc kinh t& co6 vén dau tu nudc
ngoai ddi véi truong hop phai thyuc hién thu
tuc dang ky gop von, mua co phan mua phan
von gop theo quy dinh ciia Luat Dau tu.

Ban chinh

Ban chinh

Ban sao

Ban sao

01

01

01

01

Truong hop thay do6i thanh vién cong ty
TNHH hai thanh vién tro 1én do cbng ty co
thanh vién 1 t6 chuc chia, tach, sép nhap, hop
nhét:

- Gidy d¢ nghi dang ky thay dbi noi dung
dang ky doanh nghiép;

- Danh sach thanh vién cong ty TNHH hai

Ban chinh

Ban chinh

01

01
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thanh vién tro 1€n. Danh sach thanh vién phai
bao gém chir ky cua thanh vién méi va thanh
vién c6 phan von gop thay doi, khong bét
budc phai ¢6 chit ky caa thanh vién cé phan
vbn gop khong thay d6i;

- Ban sao hodc ban chinh nghi quyét hoac
quyét dinh caa Hoi dong thanh vién vé viéc
thay doi thanh vién;

- Giy to ching minh viéc gop von cua thanh
Vién mai cua cong ty;

- Ban sao gidy to phap 1y cua to chirc va ban
sao vin ban cir ngudi dai dién theo uy quyén
trong trudng hop thanh vién méi 1a t6 chuc.
Déi véi thanh vién 1a té chire nudc ngoai thi
ban sao gidy to phap Iy cua t6 chac phai
dugc hop phap héa lanh sy;

- Ban sao van ban cua Co quan dang ky dau
tu chap thuan vé viéc gop von, mua c6 phan,
mua phan vbén gop cuaa nha dau tu nudc
ngoai, t6 chuc kinh té c6 von dau tu nudc
ngoai dbi voi trudng hop phai thuc hién thia
tuc dang ky gop vén, mua co phan, mua phan
vbn gop theo quy dinh cua Luat Pau tu.

Céac gidy to quy dinh tuong (ng voi trudng
hop cong ty c6 thanh vién 1a t6 chic chia,
tach, sap nhap, hop nhat:

- Truong hop chia cong ty: Ban sao hoac ban
chinh nghi quyét hoic quyét dinh vé viéc
chia cong ty theo quy dinh tai Diéu 198 Luat
Doanh nghiép.

- Truong hop tach cbng ty: Ban sao hoac ban
chinh nghi quyét hoic quyét dinh vé viéc
tach cong ty theo quy dinh tai Piéu 199 Luat
Doanh nghiép.

- Truong hop sap nhap cong ty: Hop ddng
séap nhap theo quy dinh tai Piéu 201 Luat
Doanh nghiép.

- Truong hop hop nhat cong ty: Hop ddng
hop nhat theo quy dinh tai Diéu 200 Luat
Doanh nghiép.

Nghi quyét hogc quyér dinh chia, tach, hop
dong hop nhat, hop dong sap nhdp cong ty
phdi thé hién néi dung chuyén giao phan von
gop trong coéng ty sang thanh vién moi.

Ban sao hoac
ban chinh

Ban chinh

Ban sao

Ban sao

Ban sao hoac
ban chinh

Ban sao hoac
ban chinh

Ban chinh

Ban chinh

01

01

01

01

01

01

01

01

*. Trudng hqp uy qgvén thuc hién thu tuc: 7 ‘ ]
Nguoi c6 tham quyén ky van ban dé nghi dang ky doanh nghiép co6 thé uy quyén cho to
churc, cd nhan khac thyc hién thu tuc dang ky doanh nghiép theo quy dinh sau day:

1. ‘ Truong hop Gy quyén cho ca nhin thuc hién ’
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thu tuc ding ky doanh nghiép, kém theo ho
so dang ky doanh nghié¢p phai co:

- Vin ban uy quyén cho c4 nhan thuc hién tha Ban chinh 01
tuc lién quan dén dang ky doanh nghiép. Vin
ban Uy quyén nay khong bét budc phai cong
ching, chiing thuc.

Truong hop uy quyén cho to chirc thuc hién
thu tuc dang ky doanh nghi¢p, kém theo ho
so dang ky doanh nghiép phai co:

- Ban sao hop ddng uy quyén cho t6 chirc Ban sao 01
thuc hién tho tuc lién quan dén ding ky

doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong Bén chinh 01

nhiém vu cta t6 chic d6 cho ca nhan truc
tiep thuc hién tha tuc lién quan dén dang ky
doanh nghiép.

Truong hop Uy quyén cho don vi cung cap
dich vu buu chinh cong ich thuc hién thu tuc
dang ky doanh nghiép thi khi thyc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nQp:

- Ban sao phiéu gtri ho so theo mau do doanh Ban sao 01
nghiép cung Ung dich vu buu chinh cong ich
phat hanh cé chir ky xac nhan ctia nhan vién
buu chinh va ngudi c¢6 thim quyén ky vin
ban dé nghi dang ky doanh nghiép.

Truong hop uy quyén cho don vi cung cap
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hi¢n thu tuc ding ky doanh
nghiép thi viéc Gy quyén thuc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh s6
168/2025/ND-CP, cuy thé:

- Ban sao hop dong uy quyén cho t6 chuc Ban sao 01
thyc hi¢n thu tuc lién quan dén dang ky

doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phan cong Bén chinh 01

nhiém vu cta t6 chic d6 cho ca nhan truc
tiep thuc hién tha tuc lién quan dén dang ky
doanh nghiép.

Ghi cha:

Ngudi ty quyén va ngudi duoc ty quyén thuc hién thu tuc dang ky doanh nghiép
chiu trach nhiém trudc phap luat vé tinh hop phap, trung thuc va chinh xac cua
viée uy quyén. Ngudi uy quyén va nguoi duge iy quyén phai xac thuc dién tir dé
dugc cap dang ky doanh nghiép. Truong hop viéc xac thuc dién tir bi gian doan
thi nguoi Gy quyén thuc hién viéc x&c thuc dién tr sau khi dugc cip dang ky
doanh nghiép.

Truong hop ngudi Gy quyén khong xac nhan hodc xac nhan khong ty quyén thuc
hién thi tuc ding ky doanh nghiép thi Co quan ding ky kinh doanh cip tinh yéu
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cau doanh nghiép bao cao theo quy dinh tai khoan 5 Diéu 21 Nghi dinh sb
168/2025/ND-CP. Cu thé: Yéu ciu doanh nghiép bao cdo vé viéc tudn thi cac
quy dinh cta Luat Doanh nghiép theo quy dinh tai diém ¢ khoan 1 Diéu 216 Luat
Doanh nghiép “Yéu cau doanh nghiép bao cdo vé viéc tuan thi quy dinh ctia Luét
nay khi xét théy can thiét; don ddc viéc thuc hién nghia vu bdo cao cua doanh
nghi€p”.

Truong hop chua c6 tai khoan dinh danh dién tr dé thuc hién xac thuc dién tar
thi hd so ding ky doanh nghiép phai kém theo ban sao thé Can cudc hodc the
Cén cude cong dan hodc ho chiéu hodc ho chiéu nudc ngoai hoic cac gidy td co
gia trj thay thé ho chiéu nude ngoai con hiéu luc cua ngu:(n uy quyén.

3. Céch thirc, dia chi ndp ho so, nhin két qua giai quyét TTHC

STT Cich thirc nop, nhan két qua Pia chi cu thé
< , A s 1 Tai Chi nhanh TTPVHCC Thanh
1 bang ky truc tiép tai Chi nhanh TTPVHCC phé Ha Néi (theo thong béo ciia

Thanh pho Ha Noi cap c6 tham quyén)

Theo dia chi: S& Tai chinh - Khu
lién co quan Van Ho (Pia chi: s6

2. | Bang ky qua dich vy buu chinh 52 L& bai Hanh, phuong Hai Ba
Trung, thanh phd Ha Noi)
Nop ho6 so truc tuyén qua mang dién tir tai Theo dia chi:
3. | Cong Thong tin Pang ky doanh nghiép Quéc | https://dangkykinhdoanh.gov.vn

gia hoic qua Cong dich vu cong Qudc gia hodc https://dichvucong.gov.vn/

Ghi chu:

Nguoi ndp ho so st dung tai khoan dinh danh dién tr d¢ dang nhap Cong thong
tin quoc gia vé dang ky doanh nghiép, ké khai thong tin, tai vin ban dién tir, ky
s6 hoic ky xéac thuc hd so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghiép theo quy trinh trén Cong thdng tin
quéc gia vé dang ky doanh nghi¢p. Nguoi uy quyén va nguoi dugc uy quyén
phai xac thuc dién tr dé dugc cip diang ky doanh nghiép. Trudng hop viée xac
thue dién tir bi gian doan thi nguoi uy quyén thuc hién viéc xac thyc dién tir sau
khi dugc cip ding ky doanh nghiép. Sau khi hoan thanh vi¢c gui ho so ding ky
doanh nghiép, ngudi ndp ho so s& nhan duge gidy tiép nhian hd so va hen tra két

qua dién tir qua tai khoan ctia ngudi ndp hd so.

4. Thoi gian giai quyét, phi, 18 phi, mirc d9 cung cip dich vu cong truc tuyén

Théi gian giai quyét Ml'rc thu Cung cap dich
(DVT: Viét Nam dong) vu cong truc
Ngay lam viée | Gio 1am viée Phi Lé phi tuyén
03 ngay lam 24 gio Phi cong bd ndi | - Lé phi dang ky | Toan trinh
viéc ké tir ngay dung dang ky | doanh nghiép:

nhéan du ho so
hop 1¢

doanh  nghi¢p:
100.000  dong/
lan, nop tai thoi
diém nodp hd so

50.000 dong/ lan,
nop tai thoi diém
nop hdé so néu
dang ky truc tiép

néu dang ky truc | (Thong  tur 86
tip (Thong tu | 47/2019/TT-
s& 47/2019/TT- | BTC).

BTC).

- Mién 1¢ phi d6i
voi  truong  hop
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dang ky qua
mang dién t,
dang ky thanh 1ap
trén co s& chuyén
d6i tr ho kinh
doanh (Thong tu

BTC).

s6  47/2019/TT-

5. Cac biéu miu trong giii quyét TTHC

STT Tén biéu miu Co sé phap ly

1. Gidy dé nghi ding ky thay d6i ndi dung Gidy ching nhan | Théng  tu s
ding ky doanh nghiép/Thong bao thay d6i ndi dung ding | 68/2025/TT-BTC
ky doanh nghiép (Mau s6 12, Phu luc I kém theo Thong tu
s6 68/2025/TT-BTC)

2. Giay chiing nhan dang ky doanh nghiép - Doanh nghiép tu | Thong  tu  so
nhan (Mau sé 37, Phu luc I kém theo Thong tu sd | 68/2025/TT-BTC
68/2025/TT-BTC)

3. Giay ching nhan dang ky doanh nghiép - Cong ty TNHH | Thong  tu  so
mot thanh vién (MAu sé 38, Phu lyc I kém theo Thong tu | 68/2025/TT-BTC
s6 68/2025/TT-BTC)

4. Giay ching nhan dang ky doanh nghiép - Cong ty TNHH | Thong  tu  so
hai thanh vién tré 1én (Mau sb 39, Phu luc I kém theo | 68/2025/TT-BTC
Thong tu s6 68/2025/TT-BTC)

5. Giay chiing nhan dang ky doanh nghiép - Cong ty c6 phan | Thong  tu  so
(Mau s6 40, Phu lyc I kém theo Thong tu s 68/2025/TT- | 68/2025/TT-BTC
BTC)

6. Giay ching nhén dang ky doanh nghi€ép - Cong ty hop | Thong  tu sO
danh (Mau sd 41, Phu luc I kém theo Thong tu sb | 68/2025/TT-BTC
68/2025/TT-BTC)

7. Théng bao vé viéce stra d6i, bo sung ho so ding ky doanh | Thong tu  sb
nghiép (Mau s6 48, Phu luc I kém theo Thong tu sé | 68/2025/TT-BTC
68/2025/TT-BTC)

8. Gidy tiép nhan ho so va hen tra két qua ho so diang ky | Thong  tu s
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh (Mau s6 70, Phu luc T kém theo Thong tu )
68/2025/TT-BTC)

9. Gidy tiép nhan ho so va hen tra két qua ho so ding ky | Thong  tu s
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh qua mang thong tin dién tor (Mau s6 71, Phy luc I
kém theo Thong tu s6 68/2025/TT-BTC)

10. | Mau Phiéu xin 15i va hen lai ngay tra két qua (Mau s6 04 | Thong tu 6
Thong tu s6 01/2018/TT-VPCP) 01/2018/TT-VPCP

11. |Mau S6 theo ddi hd so (Mau so 06 Thong tu so | Thong tu O

01/2018/TT-VPCP)

01/2018/TT-VPCP

6. Quy trinh gidi quyét

Tén buwdc

Pon vi/Nguoi thue

e NoOi dung cong viéc
hién 0 g g VIC

Thoi gian
gidi quyet toi
da
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(PVT: Gio
lam viéc)
*, Truwdng hop ding Ky truc tiép hoiic qua dich vu buu chinh
Buéc1l |Cac Chi nhénh | - Tiép nhin ho so va ghi gidy tiép | Gid hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
ho so - Chuyén ho so vé S¢ Tai chinh
Budc 2 Van phong S¢ Tai Chuyén ho so cho Phong |1 gid
Luan chuyén | chinh DKKD&TCDN
ho so
Budc 3 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phén cong | BPKKD&TCDN so sau khi tiép nhan
xu ly
Budc4 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gio
Thulyva | DKKD&TCDN tinh hop 18 cta hd so:
giai quyét hd - H6 so khong du diéu kién: Dy
SO thao thong bao huéng dan stra d6i
bd sung, néu 15 1y do.
- Ho so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budce 5 Lanh dao Phong | * Néu dong y: 4 gio
Phé duyét | PKKD&TCDN - Truong hop hd so hop 18: phé
két qua duyét noi dung két qua dang ky
doanh nghiép
- Trudong hop ho so khong hop 16:
Phé duyét ndi dung thong bdo
hudng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B4.
Budc 6 - Lanh dao Phong |- Guri Thong béo yéu cau sta d01 2 gio
Thong bdo | BPKKD&TCDN bd sung (tra tu dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé ding ky
Phong doanh nghiép) ddi vé6i truong hop
PKKD&TCDN hé so khong hop 18.
- Chép thuan trén hé théng doi
v6i hd so hop 16
- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh
Bugc 7 | Van thu - Poi véi truong hop ky so két | 4 gid
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sd t0 chuc cua

Phong DKKD&TCDN (tra tu
dong qua cong thong tin quc gia
vé dang ky doanh nghiép).

- Truong hop khong thé ky sb
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phat hanh thi phat hanh két qua 1a
ban gidy

Bude 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cip dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
cé nhan doi nghiép
Vo1 truong
hop két qua
1a ban gidy

Budc 9 - Chuyén vién | Van thu Phong DPKKD&TCDN

Théng ké | Phong va B0 phan luu trit cung Van
theo ddi | PKKD&TCDN; B6 | phong S¢ c¢6 trach nhiém thong
phan luu trix ké cac TTHC thuc hién tai don vi
- Véan phong S¢ vao so theo ddi ho so
Tong thoi gian: 3 ngay
*. Truwong hop dang ky qua mang dién tir

Budce 1 Nguoi c6 tham | Nguoi nop ho so ké khai thong | Ca ngay

Nop hd so | quyén ky vin ban dé | tin, tai van ban dién tor, ky xac
nghi ding ky doanh | thyc hd so ding ky doanh nghiép
nghi€p hodc nguodi | qua mang thong tin dién tir va
dugc uy quyén thyuc | thanh toan phi, 18 phi dang ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin quéc gia vé dang

ky doanh nghiép
(https://dangkykinhdoanh.gov.vn)

Budc 2 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 2 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé

thong

Bu6c 3 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gid
Thy 1y, giai | PKKD&TCDN tinh hop 1é ctia hd so:
quyét ho so - Hd so khong du diéu kién: Du

thao thong bao huéng dan stra d6i
b sung, néu rd 1y do.

- HO so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.

Budc 4 Lanh dao Phong |- Truong hop ho so hop 18: |4 gid
Phé duyét | DPKKD&TCDN chuyén Co quan thué trén Heé

két qua théng dé phan hoi vé ma s thué.

- Truong hop ho so khong hop 1é:
Phé duyét ndi dung thong bdo
hudng din stra d6i bo sung

* Néu khong dong y: chuyén lai
B3.

Budce 5 - Lanh dao Phong | - Guri Thong béo yéu cau sta df)i 4 gio
Thong bdo | PKKD&TCDN bd sung (tra tu dong qua cong

két qua - Chuyén vién | thong tin qudc gia vé ding ky
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Phong doanh nghiép) ddi vé6i truong hop
DKKD&TCDN hé so khong hop 18.
- Chap thuan trén hé thong ddi
v6i ho so hop 18
- Ky sb6 két qua dang ky doanh
nghiép. Trudong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh.
Budc 6 | Vin thu - D6i v6i truong hop ky sb két | 02 gioy
Phéat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chuc cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin qudc gia
veé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy
Bude 7 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
cé nhan doi nghiép
Vo1 truong
hop két qua
13 ban gidy
Budc 8 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gio hanh
Théngké | PKKD&TCDN ; Bo | va Bo phan luu trit - Van phong | chinh
theo ddi | phan luu trit - Van | So c6 trach nhiém théng ké cac
phong S¢& TTHC thyuc hién tai don vi vao sb
theo ddi ho so
Tong thoi gian: 3 ngay

7. Trach nhiém tra hé so, két qua gidi quyét va luu trir ho so TTHC

Trach nhiém

Trung tam PVHCC

Co quan giai quyét ho so

Tra ho so, két qua

- Chuyén ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh cong ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tir trén Cong
thong tin qubc gia vé ding
ky doanh nghiép.

Luu trix

- S6 theo doi hf) so (Mau so
06 Thong tu so 01/2018/TT-
VPCP)

- Ho so to chirc/ca nhan ndp;
Gidy tiép nhan hd so va hen
tra két qua; (601 voi truong
hop ndp hd so gidy)
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- Thong bao vé viée stra doi,
bd sung hd so ding ky doanh
nghiép; Gidy chimg nhan
dang ky doanh nghiép;
Théng bao vé co quan thué
quan 1y truc tiép (néu tra két
qua ban gidy)

- S6 theo ddi hd so (néu tra
két qua 1a ban gidy).
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8. Ping ky thay ddi nguwoi dai dién theo phap luit ciia cdng ty trach nhiém hiru han,
cong ty ¢ phan (QT-SO-08)

1. Co s6 phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nuée Cong
hoa xa hoi chu nghia Viét Nam;

- Luat stra ddi, b6 sung mot sd diéu cta Luat Doanh nghiép s 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xi hoi chil nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;

- Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cta Bo Tai chinh ban hanh biéu
mau st dung trong dang ky doanh nghiép, dang ky ho kinh doanh;

- Thong tu s6 47/2019/TT-BTC ngay 05/8/2019 ciia Bo Tai chinh quy dinh muc
thu, ché d6 thu, ndp, quan 1y va sir dung phi cung cap thong tin doanh nghiép, 1é phi ding
ky doanh nghiép.

2. Thanh phin h so

Ban sao/

STT Tén ho so ban chinh

S6 lwong

1. |Truong hop ding ky thay doi nguoi dai dién
theo phap luat ctia cong ty TNHH, cong ty c6

phan:

- Gidy dé nghi dang ky thay d6i nguoi dai | Ban chinh 01
dién theo phap luat.

- Ban sao hoidc ban chinh nghi quyét hoic | Ban sao hoic 01
quyét dinh vé viéc thay doi ngudi dai dién ban chinh

theo phap luat cta chu so hitu cong ty ddi
vol cong ty TNHH mdt thanh vién; cua Hoi
dong thanh vién ddi v6i cong ty TNHH hai
thanh vién tré 1én; ctia Dai hoi dong c6 dong
d6i v6i cong ty co phan trong trudng hop
viéc thay d6i ngudi dai dién theo phap luat
1am thay d6i noi dung Piéu 1¢ cong ty hoic
cia Hoi dong quén tri trong truong hop viée
thay d6i nguoi dai dién theo phap luat khong
lam thay d6i noi dung Diéu 1& cong ty ngoai
ndi dung thong tin cd nhan va chir ky cua
nguoi dai dién theo phap ludt quy dinh tai
Diéu 24 Luat Doanh nghiép.

Ngueoi ky gidy dé nghi ding ky thay déi nguwoi
dai dién theo phap ludt la mot trong cac ca
nhan sau day:

- Chu tich Hoi dong thanh vién hodc Chu tich
cong ty ddi v6i cong ty TNHH. Truong hop
Chu tich Hoi dong thanh vién hodc Chu tich
cong ty la nguoi dai dién theo phap luat thi
nguoi ky gidy dé nghi 1a Chu tich Hoi dong
thanh vién hoac Chu tich cong ty méi duogc
bd nhiém hodc duoc bu.

- Chu tich Hoi déng quan tri di voi cong ty
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c6 phan. Truong hop Chu tich Hoi dong
quan tri 1a nguoi dai dién theo phap luat thi
ngudi ky gidy dé nghi 1a Chu tich Hoi dong
quan tri méi duoc bau.

- Truong hop Chu tich Ho1 dong thanh vién,
Cha tich Hoi dong quan tri vang mat hodc
khong thé thuc hién céc quyén va nghia vu
ciia minh thi nguoi ky gidy dé nghi ding ky
thay doi nguoi dai dién theo phap luat 1a
ngudi duoc Chi tich Hoi dong thanh vién,
Chu tich Hoi dong quan tri Gy quyén. Trudng
hop khong co thanh vién dwgc Gy quyén
hodc Chu tich Hoi dong thanh vién, Chu tich
Ho1 déng quan tri chét, mét tich, bi tam
giam, dang chdp hanh hinh phat ti, dang
chip hanh bién phap xur 1y hanh chinh tai co
s& cai nghi¢n bat budc, co s& gido duc bét
budc, tron khoi noi cu tra, bi han ché hoic
mat nang luc hanh vi dan sy, c6 khé khan
trong nhan thtrc, 1am chu hanh vi, bi Toa an
cAm dam nhiém chtc vy, cAm hanh nghé
hodc 1am cong viéc nhat dinh thi nguoi ky
gidy dé nghi dang ky thay doi nguoi dai dién
theo phap luat 1 ngudi duoc bau tam thoi
lam Chu tich Hoi dong thanh vién, Chu tich
Hoi dong quén tri theo quy dinh tai khoan 4
Diéu 56, khoan 3 Diéu 80 va khoan 4 Diéu
156 Luat Doanh nghiép.

- Truong hop chu sé hitu cong ty TNHH mét
thanh vién I ca nhan bi tam giam, dang chap
hanh hinh phat tu, dang chip hanh bién phap
xtr 1y hanh chinh tai co so cai nghién bat
budc, co sd giao duc bat budc, bi han ché
hodc mét nang lyc hanh vi dan sy, c6 kho
khdn trong nhan thue, lam chu hanh vi thi
ngudi duge y quyén hodc ngudi dai dién quy
dinh tai khodn 2 va khoan 5 Diéu 78 Luat
Doanh nghiép 1a nguoi ky gidy dé nghi dang
ky thay d6i nguoi dai dién theo phép luat.

Truong hop thay doi nguoi dai dién theo
phap luat theo quy dinh tai khoan 6 Piéu 12
Luét Doanh nghiép

Ho so ding ky thay d6i nguoi dai dién theo
phap lut bao gdm cac gidy to tai muc (1) dbi
v6i truong hop ding ky thay doi nguoi dai
dién theo phap luat ctia cong ty TNHH, cong
ty co phan. Trong do, ban sao hodc ban chinh
nghi quyét hoic quyét dinh cua Hoi dong

Ban chinh

01
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thanh vién duoc thay thé bang ban sao vin
ban x4c nhan viéc nguodi dai dién theo phap
ludt clia cong ty chét, mat tich, dang bi truy
ciru trach nhiém hinh sy, bi tam giam, dang
chap hanh hinh phat tu, dang chip hanh bién
phap xir Iy hanh chinh tai co s¢ cai nghién bt
budc, co s¢ giao duc bt budc, trén khoi noi
cu tri, bi han ché hodc mat nang luc hanh vi
dan sy, c6 khé khan trong nhan thtrc, lam chu
hanh vi, bi Toa 4n cAm ddm nhiém chuc vu,
cAm hanh nghé hodc lam cong viéc nhét dinh.
Trong truong hop ndy, ngudi c6 thim quyén
ky gidy dé nghi dang ky thay doi nguoi dai
dién theo phap ludt 1a thanh vién con lai cua
cong ty.

Truong hop doanh nghiép dang ky thay do6i
ngudi dai dién theo phap luat dong thoi véi
ding ky thay d6i, thong bao thay dbi noi
dung ding ky doanh nghiép, cap nhat, bd
sung thong tin dang ky doanh nghi€p, hi¢u
dinh thong tin ding ky doanh nghi¢p, tru
truong hop ding ky thay d6i chi so hitu
cong ty TNHH mot thanh vién, thi nguoi cé
tham quyén ky gidy dé nghi dang ky thay doi
nguodi dai dién theo phap luat, gidy dé nghi,
thong bao thay doi ndi dung khéc trong ho so
ding ky doanh nghiép, vin ban uy quyén
thyc hi¢n thu tuc dang ky doanh nghi¢p la ca
nhan quy dinh tai khoan 2 va khoan 3 Diéu
43 Nghi dinh s6 168/2025/ND-CP (twong
ung voi cac ca nhan tai truong hgp dang ky
thay doi nguoi dai dién theo phap ludt cua
cong ty TNHH, cong ty c6 phan va trudong
hop thay doi nguoi dai dién theo phap luat
theo quy dinh tai khoan 6 Diéu 12 Luat
Doanh nghiép).

*. Truong hop uy quén thyc hién thu tuc: 7 . 7
Nguoi c6 tham quyén ky van ban dé€ nghi dang ky doanh nghiép c6 thé uy quyén cho t6
chtrc, ca nhan khac thuc hién thu tuc dang ky doanh nghiép theo quy dinh sau day:

1. | Trudng hop ty quyén cho ca nhan thuc hién
thu tuc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghi¢p phai co:

- Vin ban uy quyén cho c4 nhéan thuc hién thi Bén chinh 01
tuc lién quan dén dang ky doanh nghiép. Vin
ban Uy quyén nay khong bat budc phai cong
chung, ching thuec.

2. | Trudong hop uy quyén cho t6 chic thuc hién
thu tuc dang ky doanh nghiép, kém theo ho
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so dang ky doanh nghiép phai co:

- Ban sao hop ddng uy quyén cho t6 chirc Ban sao 01
thuc hién thu tyc lién quan dén dang ky

doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phin cong Ban chinh 01

nhiém vu cta t6 chic d6 cho c nhan truc
tiép thuc hién thu tuc lién quan dén dang ky
doanh nghiép.

Truong hop uy quyén cho don vi cung cip
dich vu buu chinh cong ich thuc hién thu tuc
dang ky doanh nghiép thi khi thuc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nQp:

- Ban sao phiéu gtri ho so theo miu do doanh Ban sao 01
nghiép cung ung dich vu buu chinh cong ich
phat hanh c6 chir ky xac nhéan cua nhan vién
buu chinh va ngudi co6 thAm quyén ky vin
ban dé nghi dang ky doanh nghiép.

Truong hop ty quyén cho don vi cung cap
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc dang ky doanh
nghiép thi viéc ty quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh sb
168/2025/ND-CP, cy thé:

- Ban sao hop dong Uy quyén cho t6 chirc Ban sao 01
thyc hién thi tyc lién quan dén dang ky

doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong Bén chinh 01

nhiém vu cua to chic d6 cho ca nhéan truc
tiep thuc hién thu tuc lién quan dén dang ky
doanh nghiép.

Ghi cha:

Nguoi iy quyén va ngudi duoc ty quyén thuc hién thu tuc dang ky doanh nghiép
chiu trach nhiém trude phap luat vé tinh hop phap, trung thyc va chinh xac cua
vige uy quyén. Ngudi uy quyén va nguoi duge ty quyén phai xac thuc dién tr dé
dugc cap dang ky doanh nghiép. Truong hop viéc xac thuc dién tir bi gian doan
thi nguoi ty quyén thuc hién viéc xac thuc dién tir sau khi duoc Cép dang ky
doanh nghigp.

Truong hop ngudi Gy quyén khong xac nhan hodc xac nhan khong ty quyén thuc
hién thi tuc ding ky doanh nghiép thi Co quan ding ky kinh doanh cip tinh yéu
cau doanh nghiép bao cédo theo quy dinh tai khoan 5 Diéu 21 Nghi dinh )
168/2025/ND-CP. Cu thé: Yéu cau doanh nghiép bao céo vé viéc tuan thu cac
quy dinh ciia Luat Doanh nghiép theo quy dinh tai diém ¢ khoan 1 Diéu 216 Luat
Doanh nghiép “Yéu cau doanh nghiép bao cdo vé viéc tuan thi quy dinh ctia Luét
nay khi xét théy can thiét; dén ddc viée thuc hién nghia vu bdo cao cua doanh
nghi¢p”.

Truong hop chua cé tai khodn dinh danh dién tr dé thuc hién xac thuc dién ta
thi ho so ding ky doanh nghiép phai kém theo ban sao thé Cin cudc hodc thé
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Can cudc cong dan hodc ho chiéu hodc ho chiéu nudc ngoai hoic cac gidy td co
gi4 trj thay thé ho chiéu nuée ngoai con hiéu luc cua nguol uy quyén.

3. Céch thirc, dia chi ndp hé so, nhan két qua giai quyet TTHC

STT Cich thirc ndp, nhin két qua Pia chi cu thé
Pang Ky truc tiép tai Chi nhanh TTPVHCC | 12 Chinhanh TTPVHCC Thanh
1. \ RN pho Ha Noi (theo thong bao ctua

Thanh phé Ha Noi £ 22 :

cap c6 tham quyén)
Theo dia chi: S¢ Tai chinh - Khu
g , : , lién co quan Véan Ho (Pia chi: s6
2. | bang ky qua dich vu buu chinh 52 Lé Pai Hanh, phuong Hai Ba
Trung, thanh ph6 Ha No61)
Nop ho so tryc tuyén qua mang dién tur tai Theo dia chi:

3. | Coéng Thong tin Pang ky doanh nghiép Quéc | https://dangkykinhdoanh.gov.vn
gia hoic qua Cdng dich vu céng Qudc gia hodc https://dichvucong.gov.vn/

Ghi cha:

Ngudi nop ho so st dung tai khoan dinh danh dién tr d¢é dang nhap Cong thong
tin quoc gia vé dang ky doanh nghiép, ké khai thong tin, tai van ban dién tr, ky
s6 hoic ky xéac thuc ho so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghi€p theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi duge uy quyén
phai xac thyc dién tir dé duge cip ding ky doanh nghiép. Trudng hop viée xac
thyc dién tur bi gian doan thi nguoi uy quyén thuc hién viéc xac thuc dién tr sau
khi dugc cip ding ky doanh nghiép. Sau khi hoan thanh viéc giri hd so ding ky
doanh nghiép, ngudi ndp hd so s& nhan duoc gidy tiép nhan ho so va hen tra két
qua dién tir qua tai khoan ctia ngudi ndp ho so.

4. Thoi gian giai quyét, phi, 1¢ phi, mirc 9 cung cip dich vu cong truc tuyén

Théi gian giai quyét Mirc thu Cung cap dich
(PVT: Viét Nam dong) vu cong truc
Ngay lam viéc | Gio 1am viée Phi Lé phi tuyén
03 ngay lam 24 gio Phi cong bd ndi | - Lé phi dang ky | Toan trinh
viéc ké tir ngay dung dang ky | doanh nghiép:

nhan du ho so

doanh

hop 1€

nghiép:
100.000  ddng/
lan, ndp tai thoi
diém nodp hd so
néu dang ky truc

50.000 ddng/ lan,
nop tai thoi diém
nop ho so néu
dang ky truc tiép
(Thong tu s

tiép (Thong tu | 47/2019/TT-

s& 47/2019/TT- | BTC).

BTC). - Mién 1¢ phi d6i
véi  truong  hop
ding ky qua
mang dién t,

dang ky thanh 1ap
trén co s& chuyén
doi tr ho kinh
doanh (Thong tu
sO  47/2019/TT-
BTC).
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5. Céc biéu mAu trong giai quyét TTHC

STT Tén biéu miu Co sé phap ly

1. Giay dé nghi dang ky thay d6i nguoi dai dién theo phap | Thong  tu 5O
luat (Mau s6 13, Phu luc I kém theo Théng tu sb | 68/2025/TT-BTC
68/2025/TT-BTC).

2. Giay ching nhan dang ky doanh nghiép - Cong ty TNHH | Thong  tu  s6
mot thanh vién (Mau sé 38, Phu luc I kém theo Thong tu | 68/2025/TT-BTC
s6 68/2025/TT-BTC).

3. Giay ching nhan dang ky doanh nghiép - Cong ty TNHH | Thong  tu  s6
hai thanh vién tré 1én (Mau sb 39, Phu luc I kém theo | 68/2025/TT-BTC
Thong tu sb 68/2025/TT-BTC).

4. | Giay chiing nhan dang ky doanh nghiép - Cong ty co phan | Théng  tu  s0
(Mau s6 40, Phu lyc I kém theo Thong tu s6 68/2025/TT- | 68/2025/TT-BTC
BTC).

5. Thong bao vé viée stra doi, bd sung hd so ding ky doanh | Thong  tu s
nghiép (Miu s6 48, Phy lyc I kém theo Thong tu s | 68/2025/TT-BTC
68/2025/TT-BTC).

6. Giay tiép nhan ho so va hen tra két qua ho so diang ky | Thong  tu  so
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh (Miu s6 70, Phu lyc I kém theo Thong tu sb
68/2025/TT-BTC).

7. Gidy tiép nhan ho so va hen tra két qua ho so ding ky | Thong tu s
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh qua mang thong tin dién tor (Mau s6 71, Phy luc I
kém theo Thong tu sb 68/2025/TT-BTC).

8. | Méu Phiéu xin 15i va hen lai ngay tra két qua (Mau s6 04 | Théng tu  sd
Thong tu s6 01/2018/TT-VPCP) 01/2018/TT-VPCP

9. Mau SO theo ddi ho so (Mau s6 06 Thong tu s | Thong tu s

01/2018/TT-VPCP)

01/2018/TT-VPCP

6. Quy trinh giai quyét

Thoi gian.
. ‘e gidi quyeét toi
Tén bude Don V;/llj.gum thye NOi dung cong viéc da
en (DVT: Gio
lam viéc)
*, Truwdng hop ding Ky truc tiép hoic qua dich vu buu chinh
Bugc1 |[Cac Chi  nhanh | - Tiép nhan ho so va ghi gidy tiép | Gio hanh
Tiép nhan | TTPVHCC nhan, hen ngdy tra két qua chinh
ho so - Chuyén ho so vé S¢ Tai chinh
Budc?2 | Vanphong S6 Tai | Chuyén ho so cho Phong |1 gid
Luan chuyén | chinh PKKD&TCDN
hd so
Budce 3 Lanh dao Phong | Phan cong chuyén vién xu 1y ho | 1 gio
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc4 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gio
Thuly va | PKKD&TCDN tinh hop 1é ctia hd so:
giai quyét hd - H6 so khong du diéu kién: Dy
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SO

thao thong bao huéng dan stra d6i
bd sung, néu 13 1y do.

- HO so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.

Budc 5
Phé duyét
ket qua

Lanh dao Phong
DKKD&TCDN

* Néu dong y:

- Truong hop hd so hop 1&: phé
duyét ndi dung két qua dang ky
doanh nghiép

- Trudng hop ho so khong hop 16:
Phé duyét nd1 dung thong bao
huéng dan stra d6i bo sung

* Néu khong dong y: chuyén lai
B4.

4 gio

Buoc 6
Thong bao
két qua

- Lanh dao Phong
DKKD&TCDN
- Chuyén
Phong
DKKD&TCDN

Vién

- Gui Thong bao yéu cau stra doi
bd sung (tra tu dong qua cong
thong tin qubc gia vé dang ky
doanh nghiép) ddi v6i truong hop
hé so khong hop 18.

- Chap thuan trén hé théng doi
v6i ho so hop 16

- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi ldnh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén van thu phét hanh

2 gio

Budc 7
Phét hanh
két qua

Van thu

- D6i v6i truong hop ky s két
qua dang ky doanh nghiép: ky
bang chit ky sd to chuc cia
Phong DKKD&TCDN (tra ty
dong qua cong thong tin qudc gia
vé dang ky doanh nghiép).

- Truong hop khong thé ky sb
phét hanh thi phat hanh két qua 1a
ban gidy

4 gio

Buoc 8
Tra két qua
cho t6 chure/
c4 nhan dbi

Pon vi cung cap
dich vu buu chinh
cong ich

Vian thu phong ban giao cho don
vi cung cap dich vu buu chinh
cong ich tra két qua cho doanh
nghiép

Gio hanh
chinh

Vo1 truong

hop két qua

1a ban gidy
Buéc 9 - Chuyén vién | Van thu Phong DKKD&TCDN
Théng ké | Phong va B phén luu trlit cung Van
theo doi DKKD&TCDN; Bb | phong So c6 trach nhiém thong
phan luu triv ké cac TTHC thuc hién tai don vi

- Van phong S¢

vao soO theo doi ho so
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Tong thoi gian: | 3 ngay
*. Trudng hgp ding ky qua mang dién ti
Budce 1 Nguoi ¢6  tham | Nguoi ndp ho so ké khai thong | Ca ngay
Nop hd so | quyén ky van ban dé | tin, tai van ban dién tir, ky xac
nghi ding ky doanh | thyc hd so ding ky doanh nghiép
nghiép hodc nguoi | qua mang thong tin dién tir va
dugc uy quyén thyc | thanh toan phi, 1¢ phi ding ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin qubc gia vé diang
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn)
Budc 2 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 2 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Budc3 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gio
Thu ly, giai | PKKD&TCDN tinh hop 1é ctia hd so:
quyét ho so - Hb so khong du diéu kién: Du
thao thong bao huéng dan stra d6i
bd sung, néu 15 1y do.
- Ho so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.
Buéce 4 Lanh dao Phong |- Truong hop ho so hop 1¢&: |4 gio
Phé duyé¢t | PKKD&TCDN chuyén Co quan thué trén Heé
két qua thong dé phan hoi vé ma s thué.
- Truong hop ho so khong hop 18é:
Phé duyét ndi1 dung thong bao
huéng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B3.
Buéc5 |- Linh dao Phong |- Giri Thong bao yéu cau stra doi | 4 gio
Thong bdo | PKKD&TCDN bd sung (tra tu dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé ding ky
Phong doanh nghiép) ddi véi trudng hop
PKKD&TCDN hé so khong hop 18.
- Chap thuan trén hé thong ddi
v6i ho so hop 16
- Ky s6 két qua ding ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi ldnh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh.
Budc 6 | Van thu - D6i véi truong hop ky sb két | 02 gior
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb t& chuc cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin qudc gia
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vé dang ky doanh nghiép).

- Truong hop khéng thé ky sb
phat hanh thi phat hanh két qua la
ban gidy

Budc 7 Pon vi cung cap
Trakét qua | dich vu buu chinh
cho t6 chuc/ | cong ich
c4 nhan ddi
Vo1 trudng
hop két qua
1a ban gidy

Van thu phong ban giao cho don | Gio hanh
vi cung cap dich vu buu chinh | chinh
cong ich tra két qua cho doanh
nghiép

Budc 8 Chuyén vién Phong
Thong ké | PKKD&TCDN ; Bo
theo doi phan luu trit - Van

Vian thu Phong PKKD&TCDN | Gio hanh
va B0 phan luu trit - Van phong | chinh
S6 co trach nhiém thong ké cac

phong S¢& TTHC thuc hién tai don vi vao so
theo ddi hd so
Tong thoi gian: 3 ngay
7. Trach nhiém tra ho so, két qua giai quyét va luu trir hé so TTHC
Trach nhiém Trung tdm PVHCC Co quan giai quyet ho so

Tra ho so, két qua

- Chuyen ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh cong ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tir trén Cong
thong tin qubc gia vé ding
ky doanh nghiép.

Luu trir - S6 theo dd1 ho so (Mau so | - HO so to chirc/ca nhan ndp;

VPCP)

06 Thong tu s6 01/2018/TT- | Gidy tiép nhan hd so va hen

tra két qua; (d6i v6i truong
hop ndp hd so gidy)

- Théng bao vé viéc stra doi,
bd sung ho so ding ky doanh
nghiép; Gidy chimg nhan
dang ky doanh nghiép;
Thong bao vé co quan thué
quan 1y truc tiép (néu tra két
qua ban giy)

- S6 theo ddi hd so (néu tra
két qua 1 ban gidy).




77



78

9. Ping ky thay doi von diéu 1, phan vén gép, ty 1& phan vén gép (ddi véi cong ty
TNHH, cong ty co phan, cong ty hgp danh) (QT-SO-09)

1. Co s6 phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luit Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xa hoi chil nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;

- Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau str dung trong ding ky doanh nghiép, ding ky ho kinh doanh;

- Théng tu sb 47/2019/TT-BTC ngay 05/8/2019 ctiia B6 Tai chinh quy dinh mirc
thu, ché d6 thu, ndp, quan 1y va str dung phi cung cip thong tin doanh nghiép, 16 phi ding
ky doanh nghiép.

2. Thanh phin hd so
Ban sao/

STT Tén ho so ban chinh SO luwgng

1. | Truong hop cong ty TNHH, cong ty ccf) phép,
cong ty hgp danh dang ky thay doi von dicu
1¢:

- Gidy d¢ nghi dang ky thay ddi ndi dung | Bén chinh 01
dang ky doanh nghiép;

- Ban sao hodc ban chinh nghi quyét hodc | Ban sao hoac 01
quyét dinh cta chu s¢ hitu cong ty doi voi ban chinh

cong ty TNHH mot thanh vién; ciia Ho1 dong
thanh vién ddi v6i cong ty TNHH hai thanh
vién tr¢ lén, cong ty hop danh; ctia Pai hoi
ddng c6 dong ddi véi cong ty cb phan vé viee
thay doi von diéu 1¢;

- Ban sao hodc ban chinh bién ban hop ctia | Ban sao hoac 01
Hoi dong thanh vién d6i v6i cong ty TNHH | ban chinh
hai thanh vién tr& 1én vé viéc thay d6i vén

dicu 1¢;
- Ban sao hodc ban chinh glay to ching minh | Baén sao hodc 01
viéc gop vén, mua cb phan da dugc thanh ban chinh

toan tuong (mg voi phan vén diéu 1¢ diang ky
tang trong truong hop cong ty dang ky tang
von diéu 1¢;

- Ban sao van ban cua Co quan dang ky dau Ban sao 01
tu chap thuan vé viéc gop von, mua c6 phan,
mua phan voén gop cua nha dau tu nudc
ngoai, to chirc kinh t& co6 vén dau tu nudc
ngoai dbi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua co phan mua phan
vbn gop theo quy dinh cua Luat Pau tu.

2. | Truong hop cong ty dang ky thay doi phan
vbn gop, ty 1& phan von gop cua thanh vién
cong ty TNHH hai thanh vién tré lén, cua
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thanh vién hop danh cong ty hop danh ma
khong thay ddi thanh vién cong ty:

- Gidy d¢ nghi dang ky thay dbi ndi dung
dang ky doanh nghiép.

- Danh sach thanh vién cong ty TNHH hai
thanh vién tr¢ 1én; danh sach thanh vién cong
ty hop danh, trong d6 khong bao gém noi
dung ké khai vé thanh vién gop vbn. Cac
danh sach phai bao gom cht ky cua cac
thanh vién c6 phan vén gop thay doi, khong
bat budc phai co chit ky cua thanh vién co
phan vbn gop khong thay dbi.

- Hop dong chuyén nhuong hodc gidy to
ching minh viéc hoan tit chuyén nhuong
trong truong hop chuyén nhuong phan von
g6p; Hop dong ting cho trong trudng hop
tang cho phan vén gop.

- Ban sao van ban cua Co quan dang ky dau
tu chap thuan vé viéc gop von, mua c6 phan,
mua phan voén gop cua nha dau tu nudc
ngoai, to chirc kinh t& co6 vén dau tu nudc
ngoai ddi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua cb phan mua phan
vbn gbp theo quy dinh ciia Luat Pau tu.

Ban chinh

Ban chinh

Ban chinh

Ban sao

01

01

01

01

Truong hop Pai hoi dong co dong thong qua
viéc chao ban co phﬁn thanh nhiéu dot dé
taing von diéu 1¢, dong thoi giao Hoi df)ng
quan tri thuc hién thu tyc dang ky tang von
diéu 1¢ sau khi két thiic mdi dot ban c¢o phan:

- Gidy dé nghi dang ky thay d6i ndi dung
dang ky doanh nghiép;

- Ban sao hodc ban chinh nghi quyét, bién
ban hop Pai hoi dong c6 doéng vé viéc chao
ban ¢6 phan dé ting vén diéu 18, trong d6 néu
& s6 lwong cd phan chao ban va giao Hoi
d@)ng quan tri thuc hién thu tuc dang ky tang
von diéu 1¢ sau khi két thiic mdi dot ban cd
phan;

- Ban sao hodc ban chinh nghi quyét hoic
quyét dinh, bién ban hop Hoi doéng quan tri
cong ty cd phan vé viéc ding ky tang vbn
dleu 1¢ cong ty sau khi két thuc mdi dot ban
c6 phan;

- Ban sao van ban cua Co quan dang ky dau
tu chap thuan vé viéc gdp von, mua ¢ phan,
mua phan vén gop cia nha dau tu nudc
ngodi, to chic kinh t& co6 vén dau tu nudc
ngoai ddi v6i trudng hop phai thuc hién thu

Ban chinh

Ban sao va ban
chinh

Ban sao va ban
chinh

Ban sao

01

01

01

01
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tuc dang ky gop von, mua co phan mua phan
von gop theo quy dmh ctia Luit Pau tu.

4. | Trudng hop giam von diéu 1¢, doanh nghiép
phai cam két bao dam thanh toan du céc
khodn ng va cac nghia vu tai san khac sau
khi giam von. Truong hop cong ty TNHH
hai thanh vién tro 1én giam von diéu 18 theo
quy dinh tai diém a va diém b khoan 3 Diéu
68 Luat Doanh nghiép:

- H6 so giam von bao gdm Béo céo tai chinh Ban chinh 01
gan nhit voi thoi diém quyét dinh giam vén
dicu 18

*. Truong hop uy qgvén thue hién thu tuc: 7 ‘ )
Nguoi c6 tham quyén ky van ban dé nghi dang ky doanh nghiép c6 thé iy quyén cho to6
chure, cd nhan khac thyc hién thu tuc dang ky doanh nghiép theo quy dinh sau day:

1. | Truong hop uy quyén cho ca nhan thuc hién
thii tyc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghiép phai co:

- Vin ban uy quyén cho c4 nhéan thuc hién thi Bén chinh 01
tuc lién quan dén dang ky doanh nghiép. Vin
ban Uy quyén nay khong bat budc phai cong
chung, ching thuec.

2. | Trudong hop uy quyén cho t6 chirc thuc hién
thu tuc dang ky doanh nghiép, kém theo ho
so dang ky doanh nghiép phai co:

- Ban sao hop ddng uy quyén cho t6 chirc Ban sao 01
thuc hién thu tyc lién quan dén dang ky
doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phan cong Bén chinh 01
nhiém vu cta t6 chiac d6 cho ca nhan truc
tiép thuc hién thi tuc lién quan dén ding ky
doanh nghiép.

3. | Trudong hop ty quyén cho don vi cung cap
dich vu buu chinh cong ich thuc hién thu tuc
dang ky doanh nghiép thi khi thyc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nQp:

- Ban sao phiéu gtri ho so theo mau do doanh Ban sao 01
nghiép cung ung dich vu buu chinh cong ich
phat hanh co6 chir ky xac nhén cua nhéan vién
buu chinh va ngudi c¢6 thim quyén ky vin
ban dé nghi dang ky doanh nghiép.

4. | Trudong hop uy quyén cho don vi cung cap
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc dang ky doanh
nghiép thi viéc 0y quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh sb
168/2025/ND-CP, cuy thé:
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- Ban sao hop déng uy quyén cho t6 chirc Ban sao 01
thuc hién tho tuc lién quan dén ding ky

doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong Bén chinh 01

nhiém vu cta t6 chic d6 cho ca nhan truc
tiep thuc hién thu tuc li€én quan dén dang ky
doanh nghiép.

Ghi chu:

Ngudi uy quyén va ngudi dugc ty quyén thuc hién thu tuc dang ky doanh nghi¢p
chiu trach nhiém trude phap luat vé tinh hop phap, trung thyc va chinh xac cua
viée uy quyén. Ngudi uy quyén va ngudi duge ty quyén phai xac thue dién tir dé
duoc cap dang ky doanh nghiép. Truong hop viéc xac thuc dién tir bi gian doan
thi nguoi ay quyen thuc hién viéc xac thyc dién tor sau khi duoc cap dang ky
doanh nghiép.

Truong hop ngudi Gy quyén khong xac nhan hoic xac nhan khong ty quyén thuc
hién thi tuc dang ky doanh nghiép thi Co quan ding ky kinh doanh cap tinh yéu
cau doanh nghiép bao cao theo quy dinh tai khoan 5 Piéu 21 Nghi dinh sb
168/2025/ND-CP. Cu thé: Yéu cau doanh nghiép bao céo vé viéc tuan thil cac
quy dinh cta Luat Doanh nghiép theo quy dinh tai diém ¢ khoan 1 Piéu 216 Luat
Doanh nghiép “Yéu cau doanh nghiép bao cdo vé viéc tuan thi quy dinh ctia Luét
nay khi xét théy can thiét; dén ddc viée thuc hién nghia vu bao cdo cua doanh
nghiép”.

Truong hop chua cé tai khoan dinh danh dién tir dé thuc hién xac thuc dién tur
thi ho so ding ky doanh nghiép phai kém theo ban sao thé Can cudc hodc the
Can cudc cong dan hodc ho chiéu hodc ho chiéu nudc ngoai hoic cac gidy to ¢6
gia trj thay thé ho chiéu nude ngoai con hiéu luc cia ngucn uy quyén.

6. Cach thirc, dia chi ndp hd so, nhin két qua gidi quyét TTHC

STT Cich thirc ndp, nhin két qua Dia chi cu thé
Pang ky truc tiép tai Chi nhanh TTPVHCC | L& Chi nhinh TTPVHCC Thanh
1. . JQNANGE pho Ha Noi (theo thong bdo cua
Thanh phé Ha Noi £ oA A
cap co6 tham quyén)
Theo dia chi: S¢ Téj chinh - th
2. | Pang ky qua dich vu buru chinh lién co quan Van Ho6 (Pia chi: s6

52 Lé Pai Hanh, phuong Hai Ba
Trung, thanh pho Ha No6i)

Nop hoé so truc tuyén qua mang dién tir tai Theo dia chi:

3. | Cong Thong tin Pang ky doanh nghiép Qudc | https://dangkykinhdoanh.gov.vn
gia hodc qua Cong dich vu cong Qudc gia hoac https://dichvucong.gov.vn/
Ghi chu:

Ngudi ndp ho so st dung tai khoan dinh danh dién tr &é dang nhap Cong thong
tin qudc gia vé dang ky doanh nghiép, ké khai thong tin, tai van ban dién tu, ky
s6 hodc ky xac thyc ho so ding ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghiép theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi dugc uy quyén
phai xac thyc dién tir dé duge cip ding ky doanh nghiép. Trudng hop viée xac
thuc dién tur bi gian doan thi nguoi uy quyén thuc hién viéc xac thuc dién t sau
khi dugc cip ding ky doanh nghiép. Sau khi hoan thanh viéc giri hd so ding ky
doanh nghiép, ngudi ndp hod so s& nhan duoc gidy tiép nhan ho so va hen tra két
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‘ qua dién tir qua tai khoan cua ngudi nop ho so.

7. Thoi gian giai quyét, phi, 18 phi, mirc 30 cung cap dich vu cong truc tuyén

Théi gian giai quyét Mirc thu Cung cap dich
(PVT: Viét Nam dong) vu cong truc
Ngay lam viéc | Gio lam viéc Phi L¢ phi tuyén
03 ngay lam 24 gio Phi cong bd ndi | - Lé phi dang ky | Toan trinh
viée ké tur ngay dung dang ky | doanh nghiép:

nhan du ho so
hop 1¢

doanh  nghiép:
100.000  ddng/
lan, ndp tai thoi
diém nodp hd so
néu dang ky truc
tiép (Thong tu
s& 47/2019/TT-
BTC).

50.000 ddng/ lan,
ndp tai thoi dlem
nop hd so neu
dang ky truc tlep

(Thong tu sO
47/2019/TT-
BTC).

- Mién 1é phi d6i
vol  truong  hop
dang ky qua
mang dién t,

dang ky thanh lap
trén co s& chuyén
doi tr ho kinh
doanh (Thoéng tu

s6  47/2019/TT-
BTC).
8. Cac biéu miu trong giai quyét TTHC
STT Tén biéu miu Co sé phap ly

1. | Giay dé nghi dang ky thay doi noi dung Gidy ching nhan | Thong  tu  so
dang ky doanh nghiép/Thong bao thay doi ndi dung dang | 68/2025/TT-BTC
ky doanh nghiép (Mau s6 12, Phy lyc I kém theo Thong tu
s6 68/2025/TT-BTC)

2. | Danh sach thanh vién cong ty hop danh (Mau s6 9, Phu luc | Thong  tu  so
I kém theo Thong tu so 68/2025/TT-BTC). Dung trong | 68/2025/TT-BTC
truong hop cong ty dang ky thay ddi phan vén gop, ty 1¢
phan vén gop cua thanh vién cong ty TNHH hai thanh vién
trg 1€n, cua thanh vién hgp danh céng ty hop danh ma
khong thay doi thanh vién cong ty

3. | Danh sach thanh vién cong ty trach nhiém hiru han hai | Théng tu  s6
thanh vién trd 1én (Mau s6 6, Phu luc I kém theo Thong tu | 68/2025/TT-BTC
s6 68/2025/TT-BTC). Dung trong truong hop cong ty
dang ky thay d6i phan vén gop, ty 1& phan von gop cia
thanh vién cong ty TNHH hai thanh vién tr¢ 1én, cua thanh
vién hop danh cong ty hop danh ma khong thay doi thanh
vién cOng ty;

4. | Giay chimg nhan dang ky doanh nghiép - Céng ty TNHH | Thong  tu  so
hai thanh vién tré 1én (Mau sb 39, Phu luc I kém theo | 68/2025/TT-BTC
Thong tu s6 68/2025/TT-BTC).

5. | Gidy chimg nhan ding ky doanh nghiép - Cong ty hop | Thong tu  s6
danh (Mau s6 41, Phy Iyc I kém theo Thong tu so | 68/2025/TT-BTC
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68/2025/TT-BTC).

6. | Thong bao vé viéc sira dbi, bo sung ho so ding ky doanh | Thong  tu 6
nghiép (Mau s6 48, Phu luc I kém theo Théng tu sb | 68/2025/TT-BTC
68/2025/TT-BTC).

7. | Gidy tiép nhan ho6 so va hen tra két qua ho so dang ky | Théng tu  sb
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh (Mau sé 70, Phu Iyc I kém theo Thong tu s
68/2025/TT-BTC).

8. | Giay tiép nhan ho so va hen tra két qua ho so dang ky | Thong tu  s6
doanh nghiép/chi nhanh/vin phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh qua mang théng tin dién tr (Mau s6 71, Phuy luc I
kém theo Thong tu sb 68/2025/TT-BTC).

9. | Mau Phiéu xin 18i va hen lai ngay tra két qua (Mau s6 04 | Thong  tu  s6
Thong tu s6 01/2018/TT-VPCP) 01/2018/TT-VPCP

10. |Mau S6 theo ddi ho so (Mau s6 06 Thong tu so | Thong tu O
01/2018/TT-VPCP) 01/2018/TT-VPCP

6. Quy trinh giai quyét
Thoi gian
. ‘e gidi quyeét toi
Tén buwée Don V;/ll:l.gu’m thye NOi dung cong viéc da
en (DVT: Gio
lam viéc)
* Trwong hop ding ky truc tiép hoic qua dich vu buu chinh
Buéc1 |Cac Chi  nhénh | - Tiép nhan ho so va ghi giay tiép | Gid hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
ho so - Chuyén ho so vé S¢ Tai chinh
Budc 2 Van phong S¢é Tai Chuyén ho so cho Phong |1 gid
Luan chuyén | chinh DKKD&TCDN
ho so
Budc 3 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc4 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gid
Thulyva | BPKKD&TCDN tinh hop 1é ctia hd so:
giai quyét hd - H6 so khong du diéu kién: Dy
S0 thao thong bao huéng dan stra d6i
b sung, néu rd 1y do.
- HO so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budce 5 Lanh dao Phong | * Néu dong y: 4 gio
Phé duyét | PKKD&TCDN - Truong hop hd so hop 18: phé
két qua duyét noi dung két qua ding ky
doanh nghiép
- Truong hop ho so khong hop 18é:
Phé duyét ndi dung thong bao
huéng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B4.
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Budc 6 - Lianh dao Phong | - Guri Thong béo yéu cau sta déi 2 gid
Théong bdo | PKKD&TCDN bd sung (tra ‘tu dong qua cong
két qua - Chuyén vién | théng tin qudc gia vé ding ky
Phong doanh nghiép) ddi vé6i truong hop
DKKD&TCDN hé so khong hop 18.
- Chap thuan trén hé thong ddi
v6i ho so hop 18
- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh
Budc7 | Van thu - P6i véi trudng hop ky sb két | 4 gid
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sd to chuc cua
Phong DKKD&TCDN (tra tu
doéng qua cong thong tin qudc gia
vé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua la
ban gidy
Bude 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
c4 nhan ddi nghiép
Vo1 truong
hop két qua
la ban gidy
Budc 9 - Chuyén vién | Van thu Phong DKKD&TCDN
Théng ké | Phong va B0 phan luu trit cung Van
theo doi PDKKD&TCDN; Bb | phong Sé c¢6 trach nhiém thong
phan luu triv ké cac TTHC thuc hién tai don vi
- Van phong S¢ vao s6 theo ddi ho so
Tong thoi gian: 3 ngay
*. Trwong hgp dang ky qua mang dién tir
Budc 1 Nguoi c6 tham | Nguoi ndp ho so ké khai thong | Ca ngay
Nop hd so | quyén ky van ban dé | tin, tai vin ban dién tir, ky xéc
nghi ding ky doanh | thyc hd so ding ky doanh nghiép
nghiép hodc nguodi | qua mang thong tin dién tir va
dugc uy quyén thyc | thanh toan phi, 1¢ phi ding ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin qubc gia vé diang
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn)
Buéc2 |Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 2 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
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xu ly ho so | hodc tu dong trén hé
thong
Budc 3 Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gio
Thu ly, giai | PKKD&TCDN tinh hop 18 cta hd so:
quyét ho so - Hd so khong du diéu kién: Dy
thao thong bao huéng dan stra d6i
bd sung, néu 15 1y do.
- HO so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budc 4 Lanh dao Phong |- Truong hop ho so hop 18&: |4 gio
Phé duyét | PKKD&TCDN chuyen Co quan thue trén He
két qua théng dé phan hoi vé ma s thué.
- Truong hop ho so khong hop 18:
Phé duyét ndi1 dung thong bao
huéng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B3.
Budce 5 - Lanh dao Phong |- Gui Thong bao yéu cau stra doi | 2 gid
Thong bdo | PKKD&TCDN bd sung (tra tu dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé ding ky
Phong doanh nghiép) ddi véi truong hop
PKKD&TCDN ho so khong hop 18.
- Chap thuan trén hé thong ddi
v6i ho so hop 16
- Ky s6 két qua ding ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén van thu phat hanh.
Budc 6 | Vin thu - Poi véi truong hop ky s6 két | 4 gio
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chuc cua
Phong DPKKD&TCDN (tra tu
dong qua cong thong tin qudc gia
vé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phét hanh két qua 1a
ban gidy
Budc 7 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Tra két qua | dich vu buu chinh | vi cung cép dich vu buu chinh | chinh
cho t6 chire/ | cong ich cong ich tra két qua cho doanh
cé nhan ddi nghiép
Vo1 truong
hop két qua
1a ban gidy
Budc 8 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gio hanh
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Thong ké | PKKD&TCDN ; Bd | va BO phan lwu trit - Van phong | chinh
theo doi phan luu trit - Vin | S& ¢ trach nhiém théng ké cac
phong Sé TTHC thyc hién tai don vi vao sd
theo ddi ho so
Tong thoi gian: 3 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va lwu trir hoé so TTHC

Trach nhiém

Trung tdm PVHCC

Co quan glal quyet hd so

Tra ho so, két qua

- Chuyen ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh céng ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién ttr trén Cong
thong tin qudc gia vé ding
ky doanh nghiép.

Luu triv

- S6 theo doi h,(‘”) so (Mau sd
06 Thong tu s6 01/2018/TT-
VPCP)

- Ho so to chtrc/ca nhan nop;
Gidy tiép nhan hd so va hen
tra két qua; (ddi véi truong
hop nop ho so glay)

- Thong bao veé viée stra doi,
b6 sung ho so dang ky doanh
nghiép; Gidy chimg nhan
dang ky doanh nghiép;
Thong bao vé co quan thué
quan 1y truc tiép (néu tra két
qua ban giy)

- S6 theo ddi hd so (néu tra
két qua 1a ban gidy).
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10. Ping ky thay déi chi sé hiru cong ty trach nhiém hiru han mét thanh vién
(QT-SO-10)
1. Co s¢ phap ly
- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;
- Luét stra d6i, bd sung mot s6 diéu cua Luit Doanh nghiép $6 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xa hoi chil nghia Viét Nam;
- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;
- Théng tu sb 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau str dung trong diing ky doanh nghiép, ding ky ho kinh doanh;
- Théng tu sb 47/2019/TT-BTC ngay 05/8/2019 ctiia BO Tai chinh quy dinh mirc
thu, ché d6 thu, ndp, quan 1y va str dung phi cung cip thong tin doanh nghiép, 16 phi ding
ky doanh nghiép.

2. Thanh phin hd so
Ban sao/

STT Tén ho so ban chinh SO luwgng

Truwong hop chu so hiru cong tv chuyvén nhwong toan bo von dieu lé cho mot ca nhan
hodac mot to chire, ho so bao gom cac giay to sau day:

1. |- Giay dé nghi dang ky thay d6i chii s¢ hitu 01
cong ty TNHH mot thanh vién do chu so hitu Ban chinh
cli 1a c4 nhan hoac nguoi dai dién theo phap
luat ctia chu s hitu 14 t6 chirc va chii s¢ hitu
moi la cd nhan hodc nguoi dai dién theo phéap
luat ctia chu s& hitu 13 t6 chic ky;

2. -Ban sao giay td phap 1y cta t6 chic va ban Ban sao 01
sao van ban cir nguoi dai dién theo iy quyén
trong truong hop nguoi nhan chuyén nhuong
1a t0 chtrc. Doi v6i chit s¢ hitu 1a t chirc
nudc ngoai thi ban sao gidy to phap 1y cia t6
chtrc phai dugc horp phap hoa lanh su

3. -Hop dong chuyén nhwong phan von gop Bén chinh 01
hoic gidy to chimg minh viéc hoan tat
chuyén nhugng

4. -Ban sao van ban cia Co quan dang ky dau Ban sao 01
tu chap thuan vé viéc gdp von, mua co phan,
mua phan voén gop cua nha dau tu nudc
ngoai, to chirc kinh té c6 vén dau tu nudc
ngoai ddi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua co phan mua phan
von gbp theo quy dinh ciia Luat Dau tu

Truong hop thay dbéi chii s¢ hitu céng ty TNHH mét thanh vién theo quyét dinh cia co
quan co tham quyén vé sap xép, doi moi doanh nghiép nha nwoc, ho so bao gom cac
giqy to sau day:

5. | -Gidy dé nghi dang ky thay do6i chii s¢ hitu | Ban chinh 01
cong ty TNHH mdt thanh vién do chu s& hitu
cli la ¢4 nhan hodc nguoi dai dién theo phéap
luat ctia chii s& hiru 13 t6 chirc va chii s¢ hiru
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moi la cd nhan hodc nguoi dai dién theo phap
luat ctia chu s¢ hiru 1a t6 chuce ky

-Ban sao gidy td phap 1y cua t6 chirc va ban
sao vin ban cir nguoi dai dién theo ty quyén
trong trudng hop nguodi nhin chuyén nhuong
1a to chie. Pbi v6i chi s¢ hitu 1a t6 chic
nudc ngoai thi ban sao gidy to phap 1y cia t6
chtrc phai dugc hop phap hoa lanh su

Ban sao

01

-Quyét dinh ctia co quan ¢ thim quyén vé viéc
thay do6i chu s¢ hitu cong ty

Ban chinh

01

-Ban sao van ban cua Co quan dang ky dau
tu chap thuan vé viéc gdp von, mua ¢ phan,
mua phan vén gop cua nha dau tu nudc
ngoai, to chirc kinh té c¢6 vén dau tu nuéc
ngoai ddi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua co phan mua phan
von gbp theo quy dinh ciia Luat Dau tu

Ban sao

01

Trueong hop cong tv TNHH mét thanh vién thay déi chii s¢ hitu do thira ké thi newoi

thwra ké nop ho so bao gom cac gi

ay to sau ddy

-Gidy dé nghi ding ky thay do6i chu so hiru
cong ty TNHH mot thanh vién do chu s& hiru
la ca nhan md&i hode nguoi dai dién theo phap
luat ciia chi1 s¢ hitu 13 t6 chirc méi ky

Ban chinh

01

10.

-Ban sao giay td phap 1y cta to6 chirc va ban
sao van ban cir nguoi dai dién theo Gy quyén
trong trudng hop ngudi thira ké 1a t6 chirc.
Péi v6i chi so hitu 1a t6 chitc nudc ngoai thi
ban sao gidy to phap 1y cta to chuc phai
dugc hop phap hoa lanh sy

Ban sao

01

11.

-Ban sao vin ban xac nhin quyén thira ké
hop phép cia nguoi thira ké

Ban sao

01

12.

-Ban sao van ban cua Co quan dang ky dau
tu chap thuan vé viéc gdp von, mua ¢ phan,
mua phan vbén gop cia nha dau tu nudc
ngoai, to chirc kinh té c6 vén dau tu nudc
ngoai dbi voi truong hop phai thyc hién thu
tuc dang ky gop von, mua co phan mua phan
vbn gop theo quy dinh cta Luat Pau tu

Ban sao

01

Truong hop thay doéi chii s6 hitu cong ty TNHH mét

thanh vién thong

qua hop dong

tang cho, ho so bao gom cac gia

to sau day

13.

-Gidy dé nghi dang ky thay do6i chu so hiru
cong ty TNHH mdt thanh vién do chu s& hitu
cli 1a ¢4 nhan hodc nguoi dai dién theo phéap
luat cta chu s¢ hitu 1a t0 chirc va chi s¢ hitu
moi la cd nhan hodc nguoi dai dién theo phéap
ludt cia chi1 s¢ hitu 1a t6 chirc ky

Ban chinh

01

14.

-Ban sao gidy to phap 1y cua to chuc va ban
sao van ban ctr nguoi dai dién theo uy quyén

Ban sao

01
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trong truong hgp nguoi nhén chuyén nhuong
1a t6 chuc. D6i véi chu s0 hitu la t6 chure
nudc ngoai thi ban sao gidy to phap 1y cia t6
chtrc pha1 dugc hop phap hoa lanh su

15.

-Hop dong ting cho phan von gop

Ban chinh

01

16.

-Ban sao van ban cua Co quan dang ky dau
tu chap thuan vé viéc gop von, mua ¢ phan,
mua phan voén gop cua nha dau tu nudc
ngoai, to chic kinh t& co6 vén dau tu nudc
ngoai dbi voéi truong hop phai thye hién thu
tuc dang ky gop von, mua co phan mua phan
vbn gop theo quy dinh cua Luat Dau tu

Ban sao

01

Trueong hop thay déi chii s6 hitu cong tv TNHH mét thanh vién do chii sé: hiru cong ty la

16 chire chia, tach, sap nhdp, hop nhdt cong tv, Hoé so bao gém cdc gidy to sau day

17.

-Gidy dé nghi ding ky thay doi chul s hitu
cong ty TNHH mot thanh vién do chu so hitu
cli la ¢4 nhan hodc nguoi dai dién theo phap
luat cua chi s¢ hitu 13 t6 chirc va chua so hitu
moi la cd nhan hodc nguoi dai dién theo phéap
luat ctia chi1 s¢ hitu 1a to chirc ky

Ban chinh

01

18.

-Ban sao giay td phap 1y cta t6 chirc va ban
sao van ban cir nguoi dai dién theo iy quyén
trong truong hop nguoi nhan chuyén nhuong
1a t6 chuc. P6i véi chu 80 hiru la t6 churc
nudc ngoai thi ban sao gidy to phap 1y cua to
chtrc phai dugc hop phap hoa lanh su

Ban sao

01

19.

-Ban sao van ban cua Co quan dang ky dau

tu chap thuan vé viéc gop von, mua c6 phan,

mua phan voén gop cua nha dau tu nudc

ngoai, to chic kinh t& co6 vén dau tu nudc

ngoai ddi véi truong hop phai thuc hién thu

tuc dang ky gop von, mua co phan mua phan
von gop theo quy dinh cua Luat Pau tu

Ban sao

01

20.

Céc giay to tuong Ung véi truong hop chia,
tach, sap nhap, hop nhat cong ty. Cu thé:
- Truong hop chia cong ty:

Ban sao hoic ban chinh nghi quyét hoic
quyét dinh vé viéc chia cong ty theo quy dinh
tai Diéu 198 Luat Doanh nghiép.

- Trudong hop tach cong ty:

Ban sao hoic ban chinh nghi quyét hoac
quyét dinh vé viéc tach cong ty theo quy dinh
tai Diéu 199 Luat Doanh nghiép.

- Trudong hop sap nhap cong ty

Hop dong sap nhap theo quy dinh tai Diéu

201 Luat Doanh nghiép.
-Truong hop hop nhit cong ty:
Hop dong hop nhét theo quy dinh tai Didu

Ban sao

Ban sao

01
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[200 Luat Doanh nghiép | |

Truong hop dang ky thay déi chii s& hitu cong tv TNHH mét thanh vién dong thoi dang
ky thay doéi nguoi dai dién theo phdp ludt hodc diang kv thay doi néi dung dang ky
doanh nghiép, théng bdo thay doi néi dung ding kv doanh nghiép, cép nhat, bé sung
thong tin dang ky doanh nghiép, hiéu dinh thong tin dang kv doanh nghiép thi ngwoi co
tham quyén ky gidy dé nghi, thong bdo trong ho so dang ky doanh nghiép, ho so bao
gom

21. | - Gidy dé nghi diang ky thay ddi chu sé hitu |  Ban chinh 01
cong ty TNHH mot thanh vién do chu so hitu
cii 1a ca nhan hoac nguoi dai dién theo phap
luat caa chua so hitu 1a t6 chirc va cha sé hitu
mai la ca nhan hodc nguoi dai dién theo phap
luat ctia cha so hitu 12 t6 chac ky.

Truong hop chi s¢ hitu 14 ¢4 nhan chét thi
nguoi ¢ tham quyén ky gidy dé nghi dang ky
thay d6i chu s& hitu cong ty TNHH mét thanh
vién do cha s¢ hitu 1a cd nhan méi hoac nguoi
dai dién theo phap luat cua chu so hitu 1a to
chirc mai ky

22. |- Vin ban uy quyén thyc hién thu tuc dang Bén chinh 01
ky doanh nghiép va gidy dé nghi dang ky
thay d6i nguoi dai dién theo phap luat, gidy
dé nghi, théng bao thay doi ndi dung khac
trong ho so ding ky doanh nghiép 1a chi s
hiru mai 1a cd nhan hoac ngudi dai di¢n theo
phap luat ctia chil so hiru mai 13 to chire

23. | * Trudong hop Uy quyén thuc hién thu tuc: 01
Nguoi c6 thim quyén ky vian ban dé nghi
dang ky doanh nghiép c6 thé uy quyén cho to
chtrc, cd nhan khac thyuc hién tha tuc dang ky
doanh nghiép theo quy dinh sau day:

- Truong hop Uy quyén cho ca nhan thyc Ban chinh
hién thu tuc dang ky doanh nghiép, kem theo
hd so ding ky doanh nghiép phai co:

- Vin ban uy quyén cho ci nhan thuc hién Bén chinh
thi tyc lién quan dén dang ky doanh nghiép.
Vin ban uy quyén nay khong bét budc phai
cong chung, ching thuec.

- Truong hop ty quyén cho t6 chire thyc hién Ban chinh
thii tyc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghi¢p phai co:

- Ban sao hop dong uy quyén cho to chirc Bén sao
thuc hién thu tyc lién quan dén dang ky
doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong Bén chinh
nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién thi tuc lién quan dén dang ky
doanh nghiép.
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- Truong hop ty quyén cho don vi cung cip
dich vu buu chinh cong ich thuc hién thu tuc
dang ky doanh nghi€p thi khi thuc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nop:

- Ban sao phiéu gtri ho so theo miu do doanh
nghiép cung tng dich vu buu chinh cong ich
phat hanh co6 chir ky xac nhan ctia nhan vién
buu chinh va ngudi c¢6 thim quyén ky vin
ban dé nghi ding ky doanh nghiép.

- Truong hop iy quyén cho don vi cung cip
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc didng ky doanh
nghiép thi viéc ty quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh s6
168/2025/ND-CP, cu thé:

- Ban sao hop ddng uy quyén cho t6 chirc
thuc hién thu tyc lién quan dén dang ky
doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong
nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién thi tyc lién quan dén ding ky
doanh nghiép.

- Ngudi iy quyén va nguoi dugc uy quyén
thuc hi¢n thu tuc dang ky doanh nghi¢p chiu
trach nhiém trudc phap luat vé tinh hop phap,
trung thyc va chinh xac cua viéc uy quyén.
Ngudi uy quyén va ‘nguoi duge uy quyen phai
xac thuc dién tir dé duoc cap ding ky doanh
nghiép. Truong hop viéc xac thuc dién tir bi
gian doan thi nguoi uy quyén thuc hién viéc
xac thyc dién tir sau khi dwoc cap ding ky
doanh nghiép.

Truong hop ngudi Gy quyén khong xac nhan
hodc x4c nhan khong uy quyén thyc hién thi
tuc dang ky doanh nghiép thi Co quan dang
ky kinh doanh cap tinh yéu cau doanh nghiép
bao céo theo quy dinh tai khoan 5 Diéu 21
Nghi dinh s6 168/2025/ND-CP. Cuy thé: Yéu
cau doanh nghiép bao céo vé viéc tuan thi cac
quy dinh cta Luat Doanh nghi¢p theo quy
dinh tai diém c khoan 1 Diéu 216 Luat Doanh
nghiép “Yéu cau doanh nghiép bao céo vé
viéc tuan thu quy dinh cta Luat nay khi xét
théy can thiét; don dbc viéc thuc hién nghia
vu bao cédo cua doanh nghiép”.

Truong hgp chua c6 tai khoan dinh danh
dién tir d€ thuc hién xéc thuc dién tir thi hd

Ban chinh

Ban sao

Ban chinh

Ban sao

Ban chinh

Ban chinh
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so dang ky doanh nghiép phai kém theo ban
sao thé Can cudc hoac thé Can cudc cong
dan hodc ho chiéu hodc hd chiéu nude ngoai
hodc céc gidy to c6 gid tri thay thé ho chiéu
nude ngoai con hiéu lyc cia ngudi uy quyén.

3.CAach thire, dia chi ndp hd so, nhan két qua giai quyét TTHC

STT Cich thirc ndp, nhin két qua Dia chi cu thé
< , A e s Tai Chi nhanh TTPVHCC Thanh
1 bang ky truc tiép tai Chi nhanh TTPVHCC phé Ha Noi (theo thong béo cia

Thanh phd Ha Nbi

cip c6 thim quyén)

Theo dia chi: S¢ Tai chinh - Khu
lién co quan Van Ho (Pia chi: s6

2. | Bang ky qua dich vu buu chinh 52 Lé Dai Hanh, phuong Hai Ba
Trung, thanh phd Ha Noi)
Nop hoé so truc tuyén qua mang dién tir tai Theo dia chi:
3. | Coéng Thong tin Pang ky doanh nghiép Quéc | https://dangkykinhdoanh.gov.vn

gia hoic qua Cong dich vu cong Qudc gia

hodc https://dichvucong.gov.vn/

Ghi chu:

Ngudi nop ho so st dung tai khoan dinh danh dién tr d¢é dang nhap Cong thong
tin quoc gia vé dang ky doanh nghiép, ké khai thong tin, tai vin ban dién tir, ky
s6 hoic ky xéac thuc ho so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghi€p theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi dugc uy quyén
phai xac thyc dién tir dé dugc cip ding ky doanh nghiép. Truong hop viée xac
thyc dién tur bi gian doan thi nguoi uy quyen thyuc hién viée xac thyc dién tir sau
khi dugc cip ding ky doanh nghiép. Sau khi hoan thanh viéc gui hd so ding ky
doanh nghiép, ngudi ndp hod so s& nhan duoc gidy tiép nhan ho so va hen tra két

qua dién tir qua tai khoan ctia ngudi ndp hd so.

4.Thoi gian giai quyét, phi, 1¢ phi, mirc 36 cung cip dich vu cong truc tuyén

Théi gian gidi quyét Muc thu Cung cap dich
(PVT: Viét Nam dong) vu cong truc
Ngay lam viéc | Gio 1am viée Phi Lé phi tuyén
03 ngay lam 24 gioy Phi cong b noi | - Lé phi diang ky | Toan trinh

viéc ké tir ngay

dung dang ky

doanh

nghiép:

nhan du ho so
hop 1€

doanh  nghiép:
100.000  dong/
lan, ndp tai thoi
diém nodp hd so
néu dang ky truc

50.000 ddng/ lan,
nop tai thoi diém
nop ho so néu
dang ky truc tiép
(Thong tu s

tiép (Thong tu | 47/2019/TT-

s6 47/2019/TT- | BTC).

BTC). - Mién 1¢ phi d6i
vol  truong  hop
ding ky qua
mang dién t,

dang ky thanh lap
trén co s¢ chuyén
doi ter ho kinh
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BTC).

doanh (Thong tu
sO 47/2019/TT-

5.Céc bi¢u miu trong giai quyét TTHC

STT Tén biéu miu Co sé phap ly

1. | Gidy dé nghi ding ky thay d6i cha sé hitu cong ty TNHH | Thong  tu s6
mot thanh vién (MAu sé 15, Phu luc I kém theo Thong tu | 68/2025/TT-BTC
s6 68/2025/TT-BTC)

2. | Gidy chiing nhan dang ky doanh nghiép - Cong ty TNHH | Thong  tu  s6
mot thanh vién (Mau sé 38, Phu luc I kém theo Thong tu | 68/2025/TT-BTC
s6 68/2025/TT-BTC)

3. | Thong bao vé viéc sira d6i, bo sung ho so ding ky doanh | Thong  tu 6
nghiép (Miu s6 48, Phy luc I kém theo Thong tu sé | 68/2025/TT-BTC
68/2025/TT-BTC)

4. | Gidy tiép nhan ho so va hen tra két qua ho so dang ky | Thong tu s
doanh nghiép/chi nhanh/vian phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh (Mau sé 70, Phu luc I kém theo Théng tu sb
68/2025/TT-BTC)

5. | Giay tiép nhan ho so va hen tra két qua ho so dang ky | Thong tu  s6
doanh nghiép/chi nhanh/vin phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh qua mang thong tin dién tor (Mau s6 71, Phu luc I
kém theo Thong tu s6 68/2025/TT-BTC)

6. | Mau Phiéu xin 16i va hen lai ngay tra két qua (Mau s6 04 | Thong tu  s6
Thong tu s6 01/2018/TT-VPCP) 01/2018/TT-VPCP

7. |Mau S6 theo ddi hd so (Mau s6 06 Thong tu sb | Thong tu O

01/2018/TT-VPCP)

01/2018/TT-VPCP

6. Quy trinh giai quyét

Thoi gian.
: . iai quyét toi
Tén bude Don V;/llj.gum thye NOi dung cong viéc © ng
en (DVT: Gio
lam viéc)
* Truwdng hop ding ky true tiép hoidc qua dich vu bwu chinh
Budc1 | Cac Chi  nhanh | - Tiép nhan ho so va ghi gidy tiép | Gio hanh
Tiép nhan | TTPVHCC nhan, hen ngdy tra két qua chinh
ho so - Chuyén ho so vé S¢ Tai chinh
Budc2 | Vanphong S6 Tai |Chuyén ho so cho Phong |1 gid
Luan chuyén | chinh DKKD&TCDN
ho so
Buéc3 |Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc4 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gio
Thulyva | PKKD&TCDN tinh hop 1é ctia hd so:
giai quyét hd - H6 so khong du diéu kién: Dy
thao thong bao huéng dan sira doi
bd sung, néu 13 1y do.
- Ho so du diéu kién: Hoan thién
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ho so, chuyén Lanh dao phong.

Budc 5 Lanh dao Phong | * Néu dong y: 4 gio
Phé duyét | PKKD&TCDN - Truong hop hd so hop 18: phé
két qua duyét noi dung két qua ding ky
doanh nghiép
- Truong hop ho so khong hop 18:
Phé duyét néi dung thong bao
hudng dan stra d6i bd sung
* Néu khong dong y: chuyén lai
B4.
Budc 6 - Lianh dao Phong |- Guri Thong béo yéu cau sta doi | 2 gio
Thong bdo | PKKD&TCDN bd sung (tra ‘tu dong qua cong
két qua - Chuyén  vién | théng tin qudc gia vé ding ky
Phong doanh nghiép) ddi v6i truong hop
PKKD&TCDN ho so khong hop 18.
- Chap thuan trén hé thong ddi
v6i ho so hop 16
- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi ldnh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh
Budc7 | Van thu - P6i v6i trudng hop ky sb két | 4 gio
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sd to chuc cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin quc gia
vé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua la
ban gidy
Bude 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
c4 nhan ddi nghiép
Vo1 truong
hop két qua
1a ban giay
Budc 9 - Chuyén  vién | Van thu Phong DKKD&TCDN
Théng ké | Phong va B phén luu trlt cung Van
theo ddi | PKKD&TCDN; B6 | phong S¢ ¢6 trach nhiém thong
phan luu triv ké cac TTHC thuc hién tai don vi
- Van phong S¢ vao s6 theo dbi ho so
Tong thoi gian: 3 ngay

*. Truwdng hgp ding ky qua mang dién tir

Budc 1

| Nguodi  ¢6

tham | Ngudi nop hd so ké khai thong | Ca ngay
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Nop hd so | quyén ky van ban dé | tin, tai van ban dién tir, ky xac
nghi ding ky doanh | thyc hd so ding ky doanh nghiép
nghiép hodc nguoi | qua mang thong tin dién tir va
dugc ty quyén thyc | thanh toan phi, 1¢ phi dang ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin qubc gia vé diang
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn)
Budc 2 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 2 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Budc 3 Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gio
Thu ly, giai | PKKD&TCDN tinh hop 1¢ ctia hd so:
quyét ho so - Hb so khong du diéu kién: Dy
thao thong bao huéng dan stra d6i
bd sung, néu 13 1y do.
- Ho so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.
Buéce 4 Lanh dao Phong |- Truong hop ho so hop 1¢&: |4 gio
Phé duyét | PKKD&TCDN chuyén Co quan thué trén Heé
két qua thong dé phan hoi vé ma s thué.
- Truong hop ho so khong hop 1é:
Phé duyét ndi1 dung thong bao
huéng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B3.
Bu6c5 |- Linh dao Phong | - Giri Thong bao yéu cau stra doi | 2 gio
Thong bdo | PKKD&TCDN bd sung (tra tu dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé ding ky
Phong doanh nghiép) ddi véi trudng hop
PKKD&TCDN hé so khong hop 18.
- Chap thuan trén hé thong ddi
v6i ho so hop 16
- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi linh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh.
Buéc 6 | Van thu - D6i v6i trudng hop ky sb két | 4 gio
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chuc cua

Phong DKKD&TCDN (tra tu
dong qua cong thong tin qudc gia
vé dang ky doanh nghiép).

- Truong hop khong thé ky sb
phét hanh thi phét hanh két qua 1a
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ban gidy
Budc 7 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
c4 nhan d6i nghi¢p
Vo1 truong
hop két qua
1a ban gidy
Budc 8 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gio hanh
Théng ké | PKKD&TCDN ; B | va BO phan luu trit - Van phong | chinh
theo doi phan luu trit - Van | S& ¢ trach nhiém théng ké cac
phong Sé TTHC thyc hién tai don vi vao sd
theo ddi ho so
Tong thoi gian: 3 ngay

7. Trach nhiém tra ho so, két qua giai quyét va luu trir hé so TTHC

Trach nhiém

Trung tam PVHCC

Co quan giai quyét ho so

Tra ho so, két qua

- Chuyén ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cap dich vu buu
chinh céng ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tir trén Cong
thong tin qudc gia vé ding
ky doanh nghiép.

Luu triv

- S6 theo doi h,(‘”) so (Mau so
06 Thong tu s6 01/2018/TT-
VPCP)

- Ho so t6 chtrc/ca nhan nop;
Giéy tiép nhén hod so va hen
tra két qua; (d6i v6i truong
hop ndp ho so gidy)

- Théng bao vé viéc stra doi,
b6 sung ho so dang ky doanh
nghiép; Gidy chimg nhan
dang ky doanh nghiép;

- S6 theo ddi hd so (néu tra
két qua 12 ban gidy).
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11. Ping Ky thay doi chi doanh nghiép tw nhén trong trwdong hop ban, ting
cho doanh nghiép, chit doanh nghiép chét (QT-SO-11)
1. Co s¢ phap ly
- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;
- Luét stra d6i, bd sung mot s6 diéu cua Luit Doanh nghiép ) 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xa hoi chil nghia Viét Nam;
- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;
- Théng tu sb 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau str dung trong diing ky doanh nghiép, ding ky ho kinh doanh;
- Théng tu sb 47/2019/TT-BTC ngay 05/8/2019 ctiia B6 Tai chinh quy dinh mirc
thu, ché d6 thu, ndp, quan 1y va str dung phi cung cip thong tin doanh nghiép, 16 phi ding
ky doanh nghiép.

2.Thanh phan hb so
Ban sao/

STT Tén ho so ban chinh SO luwgng

1. - Gidy dé nghi dang ky thay doi chi doanh
nghiép tu nhan; Béan chinh
2. -Hop dong mua ban hodc bién ban thanh ly Bén chinh

hop déng mua ban trong truong hop ban
doanh nghiép tu nhan; hop dong ting cho
trong truong hop tang cho doanh nghié¢p tu
nhan; ban sao vin ban x4c nhan quyén thira
ké hop phép cua nguoi thira ké trong truong
hop thira ké

3. * Truong hop Uy quyén thuc hién thu tuc:
Nguoi c6 thim quyén ky vian ban dé nghi
dang ky doanh nghiép c6 thé uy quyén cho to
chtrc, ca nhan khéc thuc hién thu tuc dang ky
doanh nghiép theo quy dinh sau day:

- Truong hop Uy quyén cho ca nhan thyc Ban chinh
hién thu tuc dang ky doanh nghiép, kém theo
hd so ding ky doanh nghiép phai co:

- Van ban uy quyén cho céd nhan thuc hién Bén chinh
thu tuc lién quan dén dang ky doanh nghiép.
Vin ban uy quyén nay khong bét budc phai
cong ching, chung thyec.

- Truong hop ty quyén cho t6 chire thyc hién Ban chinh
thii tyc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghiép phai co:

- Ban sao hop dong uy quyén cho to chirc Bén sao
thuc hién thu tyc lién quan dén dang ky

doanh nghiép;

- Gidy gidi thiéu hodc van ban phén cong Bén chinh

nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién thu tuc lién quan dén dang ky
doanh nghiép.
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- Truong hop ty quyén cho don vi cung cip
dich vu buu chinh cong ich thuc hién thu tuc
dang ky doanh nghi€p thi khi thuc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nop:

- Ban sao phiéu gtri ho so theo miu do doanh
nghiép cung tng dich vu buu chinh cong ich
phat hanh co6 chir ky xac nhan ctia nhan vién
buu chinh va ngudi c¢6 thim quyén ky vin
ban dé nghi ding ky doanh nghiép.

- Truong hop iy quyén cho don vi cung cip
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc didng ky doanh
nghiép thi viéc 0y quyén thuc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh s6
168/2025/ND-CP, cu thé:

- Ban sao hop ddng uy quyén cho t6 chirc
thuc hién thu tyc lién quan dén dang ky
doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong
nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién thi tyc lién quan dén ding ky
doanh nghiép.

- Ngudi iy quyén va nguoi dugc uy quyén
thuc hi¢n thu tuc dang ky doanh nghi¢p chiu
trach nhiém trudc phap luat vé tinh hop phap,
trung thyc va chinh xac cua viéc uy quyén.
Ngudi uy quyén va ‘nguoi duge uy quyen phai
xac thuc dién tir dé duoc cap ding ky doanh
nghiép. Truong hop viéc xac thuc dién tir bi
gian doan thi nguoi uy quyén thuc hién viéc
xac thyc dién tir sau khi dwoc cap ding ky
doanh nghiép.

Truong hop ngudi Gy quyén khong xac nhan
hodc x4c nhan khong uy quyén thyc hién thi
tuc dang ky doanh nghiép thi Co quan dang
ky kinh doanh cap tinh yéu cau doanh nghiép
bao céo theo quy dinh tai khoan 5 Diéu 21
Nghi dinh s6 168/2025/ND-CP. Cuy thé: Yéu
cau doanh nghiép bao céo vé viéc tuan thi cac
quy dinh cta Luat Doanh nghi¢p theo quy
dinh tai diém c khoan 1 Diéu 216 Luat Doanh
nghiép “Yéu cau doanh nghiép bao céo vé
viéc tuan thu quy dinh cta Luat nay khi xét
théy can thiét; don dbc viéc thuc hién nghia
vu bao cédo cua doanh nghiép”.

Truong hgp chua c6 tai khoan dinh danh
dién tir d€ thuc hién xéc thuc dién tir thi hd

Ban chinh

Ban sao

Ban chinh

Ban sao

Ban chinh

Ban chinh
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so dang ky doanh nghiép phai kém theo ban
sao thé Can cudc hoac thé Can cudc cong
dan hodc ho chiéu hodc hd chiéu nude ngoai
hodc céc gidy to c6 gid tri thay thé ho chiéu
nude ngoai con hiéu lyc cia ngudi uy quyén.

3.Cach thire, dia chi ndp hd so, nhan két qua giai quyét TTHC

STT Cich thirc ndp, nhin két qua Dia chi cu thé
< , A e s Tai Chi nhanh TTPVHCC Thanh
1 bang ky truc tiép tai Chi nhanh TTPVHCC phé Ha Noi (theo thong béo cia

Thanh phd Ha Nbi

cip c6 thim quyén)

Theo dia chi: S¢ Tai chinh - Khu
lién co quan Van Ho (Pia chi: s6

2. | Bang ky qua dich vu buu chinh 52 Lé Dai Hanh, phuong Hai Ba
Trung, thanh phd Ha Noi)
Nop hoé so truc tuyén qua mang dién tir tai Theo dia chi:
3. | Coéng Thong tin Pang ky doanh nghiép Quéc | https://dangkykinhdoanh.gov.vn

gia hoic qua Cong dich vu cong Qudc gia

hodc https://dichvucong.gov.vn/

Ghi chu:

Ngudi nop ho so st dung tai khoan dinh danh dién tr d¢é dang nhap Cong thong
tin quoc gia vé dang ky doanh nghiép, ké khai thong tin, tai vin ban dién tir, ky
s6 hoic ky xéac thuc ho so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghi€p theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi dugc uy quyén
phai xac thyc dién tir dé dugc cip ding ky doanh nghiép. Truong hop viée xac
thyc dién tur bi gian doan thi nguoi uy quyen thyuc hién viée xac thyc dién tir sau
khi dugc cip ding ky doanh nghiép. Sau khi hoan thanh viéc gui hd so ding ky
doanh nghiép, ngudi ndp hod so s& nhan duoc gidy tiép nhan ho so va hen tra két

qua dién tir qua tai khoan ctia ngudi ndp ho so.

4.Thoi gian giai quyét, phi, 1¢ phi, mirc 36 cung cip dich vu cong truc tuyén

Théi gian gidi quyét Muc thu Cung cap dich
(PVT: Viét Nam dong) vu cong truc
Ngay lam viéc | Gio 1am viée Phi Lé phi tuyén
03 ngay lam 24 gioy Phi cong b noi | - Lé phi diang ky | Toan trinh

viéc ké tir ngay

dung dang ky

doanh

nghiép:

nhan du ho so
hop 1€

doanh  nghiép:
100.000  dong/
lan, ndp tai thoi
diém nodp hd so
néu dang ky truc

50.000 ddng/ lan,
nop tai thoi diém
nop ho so néu
dang ky truc tiép
(Thong tu s

tiép (Thong tu | 47/2019/TT-

s6 47/2019/TT- | BTC).

BTC). - Mién 1¢ phi d6i
vol  truong  hop
ding ky qua
mang dién t,

dang ky thanh lap
trén co s¢ chuyén
doi ter ho kinh
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BTC).

doanh (Thong tu
sO 47/2019/TT-

5.Céc bi¢u miu trong giai quyét TTHC

STT Tén biéu miu Co sé phap ly

1. | Gidy dé nghi dang ky thay do6i chu doanh nghiép tu nhan | Thong tu  s6
(Mau s6 14, Phu lyc I kém theo Théng tu s6 68/2025/TT- | 68/2025/TT-BTC
BTC)

2. | Gidy chung nhan dang ky doanh nghiép - doanh nghiép tu | Thong  tu  s6
nhan (Mau s 37, Phu luc I kém theo Thong tu sb | 68/2025/TT-BTC
68/2025/TT-BTC)

3. | Thong bao vé viéc sira d6i, bo sung ho so ding ky doanh | Thong  tu 6
nghiép (Miu s6 48, Phy luc I kém theo Thong tu sé | 68/2025/TT-BTC
68/2025/TT-BTC)

4. | Gidy tiép nhan ho so va hen tra két qua ho so dang ky | Thong tu 6
doanh nghiép/chi nhanh/vin phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh (Mau sé 70, Phu luc I kém theo Théng tu sb
68/2025/TT-BTC)

5. | Giay tiép nhan ho so va hen tra két qua ho so dang ky | Thong tu  s6
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh qua mang thong tin dién tor (Mau s6 71, Phu luc I
kém theo Thong tu s6 68/2025/TT-BTC)

6. | Mau Phiéu xin 16i va hen lai ngay tra két qua (Mau s6 04 | Thong tu  s6
Thong tu s6 01/2018/TT-VPCP) 01/2018/TT-VPCP

7. |Mau S6 theo ddi hd so (Mau s6 06 Thong tu sb | Thong tu O

01/2018/TT-VPCP)

01/2018/TT-VPCP

6. Quy trinh giai quyét

Thoi gian.
: .. iai quyét toi
Tén bude Don V;/llj.gum thye NOi dung cong viéc © ng
en (DVT: Gio
lam viéc)
*, Truwdng hop ding Ky truc tiép hoiic qua dich vu bwu chinh
Budc1 |[Cac Chi nhanh | - Tiép nhan ho so va ghi gidy tiép | Gid hanh
Tiép nhan | TTPVHCC nhan, hen ngdy tra két qua chinh
ho so - Chuyén ho so vé S¢ Tai chinh
Budc2 | Vanphong S6 Tai | Chuyén ho so cho Phong |1 gio
Luan chuyén | chinh DKKD&TCDN
ho so
Buéc3 |Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc4 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gio
Thulyva | PKKD&TCDN tinh hop 1é ctia hd so:
giai quyét hd - H6 so khong du diéu kién: Dy
SO thao thong bao huéng dan sira doi
bd sung, néu 13 1y do.
- Ho so du diéu kién: Hoan thién
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ho so, chuyén Lanh dao phong.

Budc 5 Lanh dao Phong | * Néu dong y: 4 gio
Phé duyét | PKKD&TCDN - Truong hop hd so hop 18: phé
két qua duyét noi dung két qua ding ky
doanh nghiép
- Truong hop ho so khong hop 18:
Phé duyét néi dung thong bao
hudng dan stra d6i bd sung
* Néu khong dong y: chuyén lai
B4.
Budc 6 - Lianh dao Phong |- Guri Thong béo yéu cau sta doi | 2 gio
Thong bdo | PKKD&TCDN bd sung (tra ‘tu dong qua cong
két qua - Chuyén  vién | théng tin qudc gia vé ding ky
Phong doanh nghiép) ddi v6i truong hop
PKKD&TCDN ho so khong hop 18.
- Chap thuan trén hé thong ddi
v6i ho so hop 16
- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi linh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh
Budc7 | Van thu - P6i v6i trudng hop ky sb két | 4 gio
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sd to chuc cia
Phong DKKD&TCDN (tra tu
dong qua cong thong tin quc gia
vé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua la
ban gidy
Bude 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
c4 nhan ddi nghiép
Vo1 truong
hop két qua
1a ban gidy
Budc 9 - Chuyén vién | Van thu Phong DKKD&TCDN
Théng ké | Phong va B phén luu trlt cung Van
theo ddi | PKKD&TCDN; B6 | phong S¢ ¢6 trach nhiém thong
phan luu triv ké cac TTHC thuc hién tai don vi
- Van phong S¢& vao s6 theo dbi ho so
Tong thoi gian: 3 ngay

*. Truwdng hgp ding ky qua mang dién tir

Budc 1

| Nguodi  ¢6

tham | Ngudi nop hd so ké khai thong | Ca ngay
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Nop ho so | quyén ky vian ban dé | tin, tai van ban dién tor, ky xac
nghi ding ky doanh | thyc hd so ding ky doanh nghiép
nghiép hodc nguoi | qua mang thong tin dién tir va
dugc ty quyén thyc | thanh toan phi, 1¢ phi dang ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin qubc gia vé diang
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn)
Budc 2 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 2 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Budc 3 Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gio
Thu ly, giai | PKKD&TCDN tinh hop 1¢ ctia hd so:
quyét ho so - Hb so khong du diéu kién: Dy
thao thong bao huéng dan stra d6i
bd sung, néu 13 1y do.
- Ho so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.
Buéce 4 Lanh dao Phong |- Truong hop ho so hop 1¢&: |4 gio
Phé duyét | PKKD&TCDN chuyén Co quan thué trén Heé
két qua thong dé phan hoi vé ma s thué.
- Truong hop ho so khong hop 1é:
Phé duyét ndi1 dung thong bao
huéng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B3.
Bu6c5 |- Linh dao Phong | - Giri Thong bao yéu cau stra doi | 2 gio
Thong bdo | PKKD&TCDN bd sung (tra tu dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé ding ky
Phong doanh nghiép) ddi véi trudng hop
PKKD&TCDN hé so khong hop 18.
- Chap thuan trén hé thong ddi
v6i ho so hop 16
- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi linh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh.
Budc 6 | Van thu - D6i v6i trudng hop ky sb két | 4 gio
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chuc cua

Phong DKKD&TCDN (tra tu
dong qua cong thong tin qudc gia
vé dang ky doanh nghiép).

- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua 1a
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ban giay
Budc 7 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
c4 nhan d6i nghi¢p
Vo1 truong
hop két qua
1a ban gidy
Budc 8 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gio hanh
Théng ké | PKKD&TCDN ; B | va BO phan luu trit - Van phong | chinh
theo doi phan luu trit - Van | S& ¢ trach nhiém théng ké cac
phong Sé TTHC thyc hién tai don vi vao sd
theo ddi ho so
Tong thoi gian: 3 ngay

7. Trach nhiém tra ho so, két qua giai quyét va luu trir hé so TTHC

Trach nhiém

Trung tam PVHCC

Co quan giai quyét ho so

Tra ho so, két qua

- Chuyén ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cap dich vu buu
chinh cong ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tir trén Cong
thong tin qudc gia vé ding
ky doanh nghiép.

Luu triv

- S6 theo doi h,(‘”) so (Mau so
06 Thong tu s6 01/2018/TT-
VPCP)

- Ho so t6 chtrc/ca nhan nop;
Gidy tiép nhan hd so va hen
tra két qua; (d6i véi truong
hop ndp ho so gidy)

- Thong béo vé viéc sira doi,
b6 sung ho so dang ky doanh
nghiép; Gidy chimg nhan
dang ky doanh nghiép;

- S6 theo ddi hd so (néu tra
két qua 12 ban gidy).
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12. Thong bio thay doi nganh nghé kinh doanh (ddi véi doanh nghiép tw
nhan, cong ty TNHH, cong ty c6 phan, cong ty hop danh) (QT-SO-12)
1. Co s¢ phap ly
- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;
- Luat stra ddi, b6 sung mot sd diéu cua Ludt Doanh nghiép s6 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xa hoi chil nghia Viét Nam;
- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;
- Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau str dung trong diing ky doanh nghiép, ding ky ho kinh doanh;
- Théng tu sb 47/2019/TT-BTC ngay 05/8/2019 ctia B6 Tai chinh quy dinh mirc
thu, ché d6 thu, ndp, quan 1y va str dung phi cung cip thong tin doanh nghiép, 16 phi ding
ky doanh nghiép.

2.Thanh phan hb so
Ban sao/

STT Tén ho so ban chinh SO luwgng

1 - Thong bao thay doi ndi dung ding ky
doanh nghiép; Ban chinh

2 -Ban sao hodc ban chinh nghi quyet hodc Bén chinh
quyét dinh cta chu s¢ hitu cong ty ddi voi
cong ty TNHH mot thanh vién; cua Hoi dong
thanh vién d6i v6i cong ty TNHH hai thanh
vién tro 1€n, cong ty hop danh; cua Dai hoi
dong c6 dong ddi véi cong ty co phan vé viée
thay d6i nganh, nghé kinh doanh cua doanh
nghiép

3 * Trudng hop 1y quyén thuc hién thu tuc:
Nguoi c6 thim quyén ky vian ban dé nghi
ding ky doanh nghiép c6 thé uy quyén cho to
chtrc, ¢4 nhan khéc thuc hién thu tuc dang ky
doanh nghiép theo quy dinh sau day:

- Truong hop Uy quyén cho ca nhan thyc Ban chinh
hién thu tuc dang ky doanh nghiép, kem theo
ho so ding ky doanh nghiép phai co:

- Vian ban uy quyén cho ci nhan thuc hién Bén chinh
thi tuc lién quan dén ding ky doanh nghiép.
Vin ban uy quyén nay khong bét budc phai
cong chung, ching thuec.

- Trudng hop uy quyén cho to chire thyc hién Ban chinh
thii tyc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghiép phai co:

- Ban sao hop dong uy quyén cho to chirc Bén sao
thuc hién thu tyc lién quan dén dang ky
doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong Bén chinh
nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién thi tuc lién quan dén dang ky
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doanh nghiép.

- Truong hop ty quyén cho don vi cung cip
dich vu buu chinh cong ich thuc hién thu tuc
dang ky doanh nghi€p thi khi thuc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nQp:

- Ban sao phiéu gtri ho so theo miu do doanh
nghi¢p cung ung dich vu buu chinh céng ich
phat hanh c6 chir ky xac nhan ctia nhan vién
buu chinh va ngudi co thim quyén ky vin
ban dé nghi dang ky doanh nghiép.

- Truong hop ty quyén cho don vi cung cip
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc diang ky doanh
nghiép thi viéc ty quyén thuc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh s6
168/2025/ND-CP, cu thé:

- Ban sao hop ddng uy quyén cho t6 chirc
thyc hién thi tyc lién quan dén dang ky
doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong
nhiém vu cta to chic d6 cho ca nhan truc
tiép thuc hién thi tyc lién quan dén ding ky
doanh nghiép.

- Ngudi iy quyén va nguoi dugc uy quyén
thuc hi¢n thu tuc dang ky doanh nghi¢p chiu
trach nhiém trudc phap luat vé tinh hop phap,
trung thuc va chinh xac cta viéc y quyén.
Nguoi uy quyén va ngudi dugc Gy quyén phai
xac thuc dién tir dé dugc cdp dang ky doanh
nghiép. Truong hop viéc xac thuc dién tir bi
gian doan thi nguoi uy quyén thuc hién viéc
xac thuc dién tir sau khi duoc cap dang ky
doanh nghigp.

Truong hop ngudi Gy quyén khong xac nhan
hodc xac nhan khong iy quyén thuc hién tha
tuc dang ky doanh nghiép thi Co quan dang
ky kinh doanh cép tinh yéu ciu doanh nghiép
bao céo theo quy dinh tai khoan 5 Diéu 21
Nghi dinh s6 168/2025/NP-CP. Cuy thé: Yéu
cau doanh nghiép bao cdo vé viéc tuan tha cac
quy dinh cta Luat Doanh nghi¢p theo quy
dinh tai diém ¢ khoan 1 Piéu 216 Luat Doanh
nghiép “Yéu cau doanh nghiép bao céo vé
viéc tuan thu quy dinh ctia Ludt nay khi xét
théy can thiét; don dbc viéc thuc hién nghia
vu bao céo cia doanh nghiép”.

Truong hop chua c6 tai khodn dinh danh

Ban chinh

Ban sao

Ban chinh

Ban sao

Ban chinh

Ban chinh
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dién tir d€ thuc hién xéc thuc dién tir thi ho
so dang ky doanh nghiép phai kém theo ban
sao th¢ Can cudc hoac thé Can cudc cong
dan hodc ho chiéu hodc hd chiéu nude ngoai
hodc cac gidy td c6 gia tri thay thé ho chiéu
nudc ngoai con hiéu lyc ciia nguoi uy quyén.

3.CAach thirc, dia chi ndp hd so, nhan két qua

iai quyét TTHC

STT

Cich thirc nop, nhan két qua

Pia chi cu thé

Ping ky tryc tiép tai Chi nhanh TTPVHCC

Tai Chi nhanh TTPVHCC Thanh

1. Thanh phé Ha Noi phd Hé}\léi’(thio théng bao cua
cap c6 tham quyén)

Theo dia chi: So Téj chinh - Khl:I

- , . , lién co quan Van H6 (Pia chi: so

2. | bang ky qua dich vu buu chinh 218 fglai Hanh, phugmg Hai Ba

Trung, thanh ph6 Ha Noi)
Nop ho so truc tuyén qua mang dién tir tai Theo dia chi:
3. | Cong Thong tin Pang ky doanh nghiép Quoéc | https://dangkykinhdoanh.gov.vn

gia hoic qua Cong dich vu cong Qudc gia

hodc https://dichvucong.gov.vn/

Ghi chu:

Nguoi ndp ho so st dung tai khoan dinh danh dién tir d&é ding nhap Cong thong
tin quoc gia vé dang ky doanh nghiép, ké khai thong tin, tai vin ban dién tir, ky
s6 hodc ky xac thuc hd so ding ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghi€p theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi duge uy quyén
phai xac thyc dién tir dé dugc cap ding ky doanh nghiép. Trudng hop viée xac
thue dién tir bi gian doan thi nguoi uy quyén thuc hién viéc xac thyc dién tir sau
khi dugc cap dang ky doanh nghiép. Sau khi hoan thanh viéc gui ho so ding ky
doanh nghiép, ngudi ndp ho so s& nhan duogc gidy tiép nhan ho so va hen tra két

qua dién tir qua tai khoan ctia ngudi ndp hd so.

4.Thoi gian gidi quyét, phi, 18 phi, mirc d9 cung cap dich vu cong truc tuyén

Théi gian gidi quyét Mirc thu Cung cap dich
(DVT: Viét Nam dong) vu cong truc
Ngay lam viéce | Gio 1am viée Phi Lé phi tuyén
03 ngay lam 24 gioy Phi cong bo nodi | - Lé phi Khéng | Toan trinh

viéc k& tir ngay
nhan du ho so
hop 18

dung dang ky
doanh  nghiép:
100.000  ddng/
lén, ndp tai thoi
diém nop hd so
néu dang ky truc
tiép (Thong tu
s6 47/2019/TT-
BTC).

dugc quy dinh tai
Biéu phi, 1& phi
dang ky doanh
nghiép ban hanh
kem theo Théng
tw s6 47/2019/TT-
BTC.

- Mién 1¢ phi d6i
vol  truong  hop
ding ky qua
mang dién t,
dang ky thanh lap
trén co s& chuyén
doi tr ho kinh
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BTC).

doanh (Thong tu
sO 47/2019/TT-

5.Céc bi¢u miu trong giai quyét TTHC

STT

Tén biéu mau

1.

Ping ky thay d6i ndi dung Gidy chung nhan dang ky
doanh nghi¢p/
Thong bao thay dbi ndi dung ding ky doanh nghiép (Mau
s 12 tai Phy luc I kém theo Thong tu s6 68/2025/TT-
BTC)

Coso phaply
Thong tu  sO
68/2025/TT-BTC

Gidy xéc nhan yé viéc thay do6i néi dung dang ky doanh
nghiép (Mau so6 44, Phu luc I kem theo Thong tu so
68/2025/TT-BTC)

Thong tu  sb
68/2025/TT-BTC

Thong béao ~Vé viéc stra doi, bo sung ho so diang ky doanh
nghi¢p (Mau so0 48, Phy luc I kém theo Thong tu soO
68/2025/TT-BTC)

Thong tu  sb
68/2025/TT-BTC

Giay tiép nhan ho so va hen tra két qua ho so dang ky
doanh nghiép/chi nhanh/vin phong dai dién/dia diém kinh
doanh (Mau sé 70, Phu Iyc I kém theo Thong tu s
68/2025/TT-BTC)

Thong tu  s6
68/2025/TT-BTC

Giay tiép nhan ho so va hen tra két qua ho so dang ky
doanh nghi¢p/chi nhanh/van phong dai dién/dia diém kinh
doanh qua mang théng tin dién tr (Mau s6 71, Phy luc I
kém theo Thong tu s6 68/2025/TT-BTC)

Thong tu  s6
68/2025/TT-BTC

Mau Phicu xin 16i va hen lai ngay tra két qua (Mau s6 04
Thong tu s6 01/2018/TT-VPCP)

Thong tu s
01/2018/TT-VPCP

Mau S6 theo ddi ho so (Mau s6 06 Thong tu so
01/2018/TT-VPCP)

Thong tu  s6
01/2018/TT-VPCP

6. Quy trinh gidi quyét

Thoi gian
. L. gidi quyeét toi
Tén buée bon V;/llj.gu’m thye Noi dung cong viéc da
en (DVT: Gio
lam viéc)
*, Trwong hop ding ky truc tiép hoiic qua dich vu bwru chinh
Bu6c1 |[Cac Chi  nhanh | - Tiép nhan ho so va ghi gidy tiép | Gio hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
ho so - Chuyén hd so vé& S¢ Tai chinh
Budc 2 Van phong S¢ Tai Chuyén ho so cho Phong |1 gid
Luan chuyén | chinh PKKD&TCDN
ho so
Budce 3 Lanh dao Phong | Phan cong chuyén vién xu 1y ho | 1 gio
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc4 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gio
Thulyva | PKKD&TCDN tinh hop 1¢ ctia hd so:
giai quyét hd - H6 so khong du diéu kién: Dy
SO thao thong bao huéng din stra dbi
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bd sung, néu 13 1y do.
- HO so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.

Budc 5 Lanh dao Phong | * Néu dong y: 4 gio
Phé duyét | PKKD&TCDN - Truong hop hd so hop 18: phé
két qua duyét ndi dung két qua dang ky
doanh nghiép
- Trudng hop ho so khong hop 16:
Phé duyét ndi dung thong bao
huéng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B4.
Budc 6 - Lianh dao Phong |- Guri Thong béo yéu cau sta 661 2 gio
Thong bdo | PKKD&TCDN bd sung (tra tu dong qua cong
két qua - Chuyén vién | théng tin qudc gia vé ding ky
Phong doanh nghiép) ddi v6i truong hop
PKKD&TCDN hé so khong hop 18.
- Chap thuan trén hé théng doi
v6i hod so hop 16
- Ky s6 két qua dang ky doanh
nghiép. Trudng hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh ldnh dao ky két
qua chuyén vin thu phat hanh
Budce 7 Van thu - Poi véi truong hop ky so két | 4 gid
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sd t6 chic cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin qudc gia
vé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy
Budce 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cip dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
c4 nhan ddi nghiép
voi truong
hop két qua
1a ban gidy
Budc 9 - Chuyén  vién | Van thu Phong DKKD&TCDN
Théng ké | Phong va Bo phan luu trit cung Vin
theo doi DKKD&TCDN; Bb | phong So c6 trach nhiém thdng
phan luu triv ké cac TTHC thuc hién tai don vi
- Van phong S¢ vao sb theo ddi ho so
Tong thoi gian: 3 ngay
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*, Trwong hgp ding ky qua mang dién tir
Budce 1 Ngudi c6  tham | Nguoi ndp ho so ké khai thong | Ca ngay
Nop hd so | quyén ky vin ban dé | tin, tai van ban dién tor, ky xac
nghi ding ky doanh | thyc hd so ding ky doanh nghiép
nghi¢p hodc nguoi | qua mang thong tin dién tor va
dugc uy quyén thyc | thanh toan phi, 1¢ phi dang ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin quéc gia vé ding
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn)
Budc 2 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 2 gid
Phéan cong | BPKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Budc 3 Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gio
Thu ly, giai | PKKD&TCDN tinh hop 1é ctia hd so:
quyét ho so - Hd so khong du diéu kién: Dy
thao thong bao huéng dan stra d6i
b6 sung, néu rd ly do.
- HO so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.
Budc 4 Lanh dao Phong |- Truong hop ho so hop 1&: |4 gid
Phé duyét | PKKD&TCDN chuyén Co quan thué trén Heé
két qua thong dé phan hoi vé ma s thué.
- Trudng hop ho so khong hop 18:
Phé duyét ndi1 dung thong bao
hudng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B3.
Budce 5 - Lanh dao Phong |- Guri Thong bao yéu cau stra doi | 2 gid
Thong bdo | PKKD&TCDN bd sung (tra tu dong qua cong
két qua - Chuyén vién |théng tin qudc gia vé ding ky
Phong doanh nghiép) ddi vé6i truong hop
PKKD&TCDN hé so khong hop 18.
- Chép thuan trén hé théng doi
v6i ho so hop 16
- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh.
Budc 6 | Van thu - D6i v6i trudng hop ky sb két | 4 gio
Phat hanh qua dang ky doanh nghi¢p: ky
két qua bang chit ky sd to chuc cua

Phong DKKD&TCDN (tra tu
dong qua cong thong tin quoc gia
ve dang ky doanh nghiép).
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- Truong hop khéng thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy
Budc 7 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cip dich vu buu chinh | chinh
cho t6 chire/ | cong ich cong ich tra két qua cho doanh
cé nhan doi nghiép
voi1 truong
hop két qua
1a ban gidy
Budc 8 Chuyén vién Phong | Van thu Phong PKKD&TCDN | Gid hanh
Théng ké | PKKD&TCDN ; Bo | va B phan luu trit - Van phong | chinh
theo ddi | phan luu trit - Van | S& ¢6 trach nhiém théng ké céc
phong So TTHC thuc hién tai don vi vao s
theo ddi ho so
Tong thoi gian: 3 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va luwu trir ho so TTHC

Trach nhiém

Trung tam PVHCC

Tra ho so, két qua

Co quan giai quyét ho so

- Chuyén ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh cong ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tr trén Cong
thong tin qudc gia vé ding
ky doanh nghiép.

Luu trir

- S6 theo dbi h?) so (Mau sb
06 Thong tu so 01/2018/TT-
VPCP)

- Ho so t6 chirc/ca nhan nop;
Gidy tiép nhan hd so va hen
tra két qua; (d6i v6i truong
hop ndp hd so gidy)

- Thong bao vé viéc stra doi,
bd sung ho so ding ky doanh
nghiép; Gidy chimg nhan
dang ky doanh nghiép;

- Sb theo ddi hd so (néu tra
két qua 1a ban gidy).
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13. Ping ky thay ddi von dau tw ciia chi doanh nghiép tw nhan (QT-SO-13)

1. Co sé phap ly

- Luat Doanh nghiép sb 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luat stra ddi, b6 sung mot sd diéu cua Luat Doanh nghiép s6 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xi hoi chit nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;

- Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau st dung trong dang ky doanh nghiép, dang ky ho kinh doanh;

- Thong tu s6 47/2019/TT-BTC ngay 05/8/2019 ciia Bo Tai chinh quy dinh muc
thu, ché do thu, ndp, quan 1y va sir dung phi cung cap thong tin doanh nghiép, 1é phi dang
ky doanh nghiép.

2.Thanh phan hb so

Ban sao/

STT Tén ho so ban chinh

S6 lwong

1 |- Giay dé nghi dang ky thay doi von dau tu;
Ban chinh

2 * Trudng hop Gty quyén thue hién thu tuc:
Nguoi c6 thim quyén ky vian ban dé nghi
dang ky doanh nghiép c6 thé uy quyén cho to
chtrc, ca nhan khac thyuc hién tha tuc dang ky
doanh nghiép theo quy dinh sau day:

- Trudng hop Gy quyén cho ci nhan thuc Ban chinh
hién thu tuc dang ky doanh nghiép, kem theo
ho so dang ky doanh nghiép phai co:

- Vin ban uy quyén cho c4 nhan thuc hién Ban chinh
thi tyc lién quan dén ding ky doanh nghiép.
Vin ban uy quyén nay khong bét budc phai
cong chung, ching thuec.

- Trudng hop uy quyén cho to chire thyc hién Ban chinh
thii tyc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghiép phai co6:

- Ban sao hop dong Uy quyén cho t6 chirc Bén sao
thuc hién thu tyc lién quan dén ding ky
doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phan cong Bén chinh
nhiém vu cta t6 chiac d6 cho ca nhan truc
tiép thuc hién thi tuc lién quan dén dang ky
doanh nghiép.

- Trudng hop iy quyén cho don vi cung cap Bén chinh
dich vu buu chinh cong ich thuc hién thu tuc
dang ky doanh nghiép thi khi thuc hi¢n thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nQp:

- Ban sao phiéu giri hd so theo mau do doanh Bén sao
nghiép cung tng dich vu buu chinh cong ich
phat hanh c6 chir ky xac nhan cia nhan vién
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buu chinh va nguoi c¢6 thim quyén ky vin
ban dé nghi dang ky doanh nghiép.

- Truong hop iy quyén cho don vi cung cip Ban chinh
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc dang ky doanh
nghiép thi viéc 0y quyén thuc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh sb
168/2025/ND-CP, cy thé:

- Ban sao hop déng uy quyén cho t6 chirc Ban sao
thuc hién thu tyc lién quan dén dang ky

doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phin cong Ban chinh

nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién thi tuc lién quan dén dang ky
doanh nghiép.

- Nguoi iy quyén va nguoi dugc uy quyén
thuc hi¢n thu tuc dang ky doanh nghi¢p chiu Ban chinh
trach nhiém trudc phap luat vé tinh hop phap,
trung thue va chinh xdc cua viéc uy quyén.
Ngudi uy quyén va ‘nguoi duge uy quyén phai
xac thuc dién tt dé duoc cap dang ky doanh
nghiép. Truong hop viéc xac thuc dién tir bi
gian doan thi nguoi uy quyén thuc hién viéc
xac thuc dién tir sau khi duoc cdp dang ky
doanh nghiép.

Truong hop ngudi Gy quyén khong xac nhan
hodc xac nhan khong y quyén thyc hién tha
tuc dang ky doanh nghi¢p thi Co quan dang
ky kinh doanh cap tinh yéu cau doanh nghiép
bao céo theo quy dinh tai khoan 5 Piéu 21
Nghi dinh s6 168/2025/ND-CP. Cuy thé: Yéu
cau doanh nghiép bao cdo vé viéc tuan tha cac
quy dinh ctia Luat Doanh nghiép theo quy
dinh tai diém c khoan 1 DPiéu 216 Luat Doanh
nghiép “Yéu cau doanh nghiép bao céo vé
viéc tudn thu quy dinh cta Luat nay khi xét
théy can thiét; d6n dbc viéc thuc hién nghia
vu bao cédo cua doanh nghiép”.

Truong hop chua cé tai khodn dinh danh
dién tir d¢ thuc hién xéc thuc dién tir thi hd
so dang ky doanh nghiép phai kém theo ban
sao thé Can cudc hodc thé Can cudc cong
dan hodc ho chiéu hodc ho chiéu nude ngoai
hodc cac gidy to co gid tri thay thé ho chiéu
nudce ngoai con hiéu lyc cia ngudi uy quyén.

3.Cach thirc, dia chi ndp ho so, nhan két qua giai quyét TTHC

STT Cich thirc ndp, nhin két qua Dia chi cu thé

1. | Dang ky truc tiép tai Chi nhanh TTPVHCC | Tai Chi nhdanh TTPVHCC Thanh
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Thanh phd Ha Nbi

phd Ha Noi (theo thong bao cua
cap c6 tham quyén)

2. | Pang ky qua dich vu buu chinh

Theo dia chi: S& Tai chinh - Khu

lién co quan Véan Ho (Dia chi: sb

52 L& bai Hanh, phuong Hai Ba
Trung, thanh phd Ha Noi)

Nop ho so truc tuyén qua mang dién tir tai
3. | Cong Thong tin Pang ky doanh nghiép Quéc
gia hodc qua Cong dich vu cong Qudc gia

Theo dia chi:
https://dangkykinhdoanh.gov.vn
hodc https://dichvucong.gov.vn/

Ghi chu:

Nguoi ndp ho so st dung tai khoan dinh danh dién tir & ding nhip Cong thong
tin quéc gia vé diang ky doanh nghiép, ké khai thong tin, tai vin ban dién tu, ky
s6 hoic ky xéac thuc hd so ding ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghi€p theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi dugc uy quyén
phai xac thyc dién tir dé dugc cip ding ky doanh nghiép. Trudng hop viée xac
thye dién tir bi gian doan thi nguoi uy quyén thuc hién viéc xac thyc dién tir sau
khi dugc cap dang ky doanh nghiép. Sau khi hoan thanh viéc gui ho so ding ky
doanh nghiép, ngudi ndp hd so s& nhan duoc gidy tiép nhan ho so va hen tra két
qua dién tir qua tai khoan ctia ngudi ndp hd so.

4.Thoi gian giai quyét, phi, 18 phi, mirc @) cung cp dich vu cong truc tuyén

Théi gian giai quyét Mirc thu Cung cap dich
(DVT: Viét Nam dong) vu cong truc
Ngay lam viée | Gio lam viéc Phi Lé phi tuyén
01 ngay lam 08 gid Phi cong bd ndi | - Lé phi dang ky | Toan trinh
viéc ké tir ngay dung dang ky | doanh nghiép:
nhan du ho so doanh  nghiép: | 50.000 ddng/lan,
hop 1& 100.000 dong/ | nop tai thoi diém

lén, ndp tai thoi
diém nop hd so
néu dang ky truc
tiép (Théng tu
sO 47/2019/TT-
BTC).

nop hdé so néu
dang ky truc tieép

(Thong tou  so
47/2019/TT-
BTC)

- Mién 1¢ phi d6i
voi  truong  hop
dang ky qua
mang dién t,

dang ky thanh lap
trén co s& chuyén

doi tr ho kinh
doanh (Thoéng tu
s6  47/2019/TT-
BTC).
5.Céc bi¢u miu trong giai quyét TTHC
STT Tén biéu miu Co s¢ phap ly .

1. |Diang ky thay d6i ndi dung Gidy ching nhan diang ky

doanh

Thong béo thay d6i noi dung dang ky doanh nghiép (Mau

nghiép/

Thong
68/2025/TT-BTC

tu SO
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s6 12 tai Phu luc I kém theo Thong tu sO 68/2025/TT-
BTC)

Giay ching nhan dang ky doanh nghiép - doanh nghiép tu
nhan (Mau s 37, Phu luc I kém theo Théong tu sb
68/2025/TT-BTC)

Thong tu s
68/2025/TT-BTC

Thong béao ~Vé viéc sura d6i, bo sung ho so ding ky doanh
nghi¢p (Mau so0 48, Phy luc I kém theo Thong tu so
68/2025/TT-BTC)

Thong tu s
68/2025/TT-BTC

Giay tiép nhan ho so va hen tra két qua ho so ding ky
doanh nghi¢p/chi nhanh/van phong dai dién/dia diém kinh
doanh (Mau sé 70, Phu lyc I kém theo Théng tu s
68/2025/TT-BTC)

Thong tu s
68/2025/TT-BTC

Giay tiép nhan ho so va hen tra két qua ho so ding ky
doanh nghiép/chi nhanh/vin phong dai dién/dia diém kinh
doanh qua mang thong tin dién tor (Mau s6 71, Phu luc I
kém theo Thong tu sb 68/2025/TT-BTC)

Thong tu s
68/2025/TT-BTC

Mau Phié’u, xin 161 va hen lai ngay tra két qua (Mau s6 04
Thong tu s0 01/2018/TT-VPCP)

Thong tu  s6
01/2018/TT-VPCP

Mau SO theo ddi ho so (Mau s6 06 Thong tu sb

Thong tu s

01/2018/TT-VPCP) 01/2018/TT-VPCP
6. Quy trinh giai quyét
Thoi gian.
: .. iai quyét toi
Tén buwée Don V;/llj.gum thye NOi dung cong viéc © qu
en DVT: Gio
lam viéc)
*, Truwong hop ding Ky truc tiép hoiic qua dich vu bwu chinh
Budc1 |[Cac Chi  nhanh | - Tiép nhan ho so va ghi gidy tiép | Gio hanh
Tiép nhan | TTPVHCC nhan, hen ngdy tra két qua chinh
ho so - Chuyén ho so vé S¢ Tai chinh
Budc2 | Vanphong S6 Tai |Chuyén ho so cho Phong |1 gid
Luan chuyén | chinh DKKD&TCDN
ho so
Buéc3 |Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Buéc4 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 2 gid
Thulyva | PKKD&TCDN tinh hop 1é ctia hd so:
giai quyét ho - Hb so khong du diéu kién: Dy
SO thao thong bao huéng dan sira doi
bd sung, néu 13 1y do.
- H6 so da diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.
Budc 5 Lanh dao Phong | * Néu dong y: 1 gio
Phé duyét | PKKD&TCDN - Truong hop hd so hop 18: phé
két qua duyét ndi dung két qua dang ky
doanh nghiép
- Trudng hop ho so khong hop 1é:
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Phé duyét néi dung thong bao
huéng dan stra d6i bd sung

* Néu khong dong y: chuyén lai
B4.

Budc 6 - Lanh dao Phong |- Guri Thong bao yéu cau stra doi | 1 gid
Thong bao | PKKD&TCDN bd sung (tra ty dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé ding ky
Phong doanh nghiép) ddi vé6i truong hop
DKKD&TCDN hd so khong hop 18.
- Chap thuan trén hé thong ddi
v6i ho so hop 16
- Ky s6 két qua ding ky doanh
nghiép. Trudong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh
Budce 7 Van thu - Poi véi truong hop ky so két | 2 gid
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chuc cua
Phong PKKD&TCDN (tra tu
dong qua cong thong tin qudc gia
vé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy
Budce 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cip dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
cé nhan doi nghiép
VGi1 truong
hop két qua
1a ban gidy
Budc 9 - Chuyén vién | Van thu Phong DKKD&TCDN
Théng ké | Phong va B0 phan luu trit cung Van
theo ddi | PKKD&TCDN; B6 | phong S¢ ¢6 trach nhiém thong
phan luu trir ké cac TTHC thuc hién tai don vi
- Véan phong S¢ vao so theo ddi ho so
Tong thoi gian: 01 ngay
*, Truwong hgp ding ky qua mang dién tir
Bude 1 Nguoi c6 tham | Nguodi ndp ho so ké khai thong | Ca ngay
Nop hd so | quyén ky vin ban dé | tin, tai van ban dién tor, ky xac

nghi dang ky doanh
nghiép hodc nguoi
duoc uy quyén thuc
hién thu tuc dang ky
doanh nghiép

thuc hd so ding ky doanh nghiép
qua mang thong tin di¢n tor va
thanh todn phi, 1¢ phi dang ky
doanh nghiép theo quy trinh trén
cong thong tin qubc gia vé diang
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ky doanh nghi¢p
(https://dangkykinhdoanh.gov.vn)

Budc 2
Phan cong
xur 1y ho so

Lanh dao Phong
DKKD&TCDN
hodc ty dong trén h¢
thong

Phén cong chuyén vién xir 1y ho
so sau khi ti€p nhan

01 gio

Budc 3
Thu ly, giai
quyét ho so

Chuyén vién Phong
DKKD&TCDN

Chuyén vién tién hanh xem xét
tinh hop 18 cta hd so:

- Hd so khong du diéu kién: Du
thao thong bao huéng dan stra d6i
bd sung, néu 13 1y do.

- HO so du diéu kién: Hoan thién
ho so0, chuyén Lanh dao phong.

03 gio

Budc 4
Phé duyét
ket qua

Lanh dao Phong
DKKD&TCDN

- Truong hop ho so hop I¢:
chuyén Co quan thué trén Heé
thong dé phan hoi vé ma sb thué.
- Truong hop ho so khong hop 1é:
Phé duyét néi dung thong bao
hudng dan sira doi bo sung

* Néu khong dong y: chuyén lai
B3.

01 gio

Budc 5
Thong bao
két qua

- Lanh dao Phong
DKKD&TCDN
- Chuyén
Phong
DKKD&TCDN

Vién

- Gui Thong bao yéu cau sira doi
bd sung (tra tu dong qua cong
thong tin quéc gia vé ding ky
doanh nghiép) ddi v6i truong hop
hé so khong hop 18.

- Chap thuan trén hé thong ddi
v6i hd so hop 16

- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén van thu phat hanh.

01 giv

Budce 6
Ph@t hanh
két qua

Van thu

- Poi v6i truong hop ky s két
qud dang ky doanh nghi¢p: ky
bang chit ky sb to chuc cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin qudc gia
veé dang ky doanh nghiép).

- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua la
ban gidy

02 gio

Budce 7
Tra két qua
cho t6 churc/
c4 nhan d6i
véi truong

Pon vi cung cap
dich vu buu chinh
cong ich

Vian thu phong ban giao cho don
vi cung cap dich vu buu chinh
cong ich tra két qua cho doanh
nghiép

Gio hanh
chinh
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hop két qua
1a ban gidy
Budc 8 Chuyén vién Phong | Van thu Phong PKKD&TCDN | Gid hanh
Théngké | PKKD&TCDN ; B | va BO phan luu trit - Van phong | chinh
theo ddi | phan luu trit - Van | S& ¢6 trach nhiém thong ké céc
phong Sé TTHC thyc hién tai don vi vao sd
theo ddi hé so
Tong thoi gian: 01 ngay

7. Trach nhiém tra ho so, két qua giai quyét va lwu trir hé so TTHC

Trach nhiém

Trung tam PVHCC

Co quan glal quyet ho so

Tra ho so, két qua

- Chuyen ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh cong ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tir trén Cong
thong tin qubc gia vé ding
ky doanh nghiép.

Luu triv

- S6 theo doi h,(‘”) so (Mau so
06 Thong tu so 01/2018/TT-
VPCP)

- Ho S0 t6 chirc/ca nhan nop;
Gidy tlep nhan hd so va hen
tra két qua; ((101 Vo1 truong
hop ndp ho so gidy)

- Thong bao vé viéc stra doi,
b6 sung ho so dang ky doanh
nghiép; Gidy chimg nhan
dang ky doanh nghiép;

- Sb theo ddi hd so (néu tra
két qua 1a ban gidy).
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14. Thong béo thay doi théng tin c6 dong sang lap, thay déi c6 dong 1a nha diu
tw nwéc ngoai, thong tin vé chii s¢ hiru hwéng loi ciia doanh nghiép, thong tin dé xac
dinh cha sé hitu hwéng lgi ciia doanh nghiép (ciia cong ty cé phin khong phai 1a
cong ty niém yét va cong ty ding ky giao dich chirng kho4n) (QT-SO-14)

1. Co sé phap ly

- Luat Doanh nghiép sb 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luit Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 ctua Qudc hoi nude Cong hoa xa hoi chu nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 ctia Chinh phii vé dang ky doanh
nghiép;

- Théng tu sb 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau st dung trong dang ky doanh nghiép, dang ky ho kinh doanh;

- Thong tu s6 47/2019/TT-BTC ngay 05/8/2019 ciia Bo Tai chinh quy dinh muc
thu, ché d6 thu, ndp, quan 1y va sir dung phi cung cip thong tin doanh nghiép, 1¢ phi dang
ky doanh nghiép.

2. Thanh phan ho so

Ban sao/

STT Tén ho so ban chinh

S6 lwong

Truong hop thay doi thong tin cé déng sang lip

1. -Danh séch co dong sang l1ap cong ty cO| Banchinh |01
phan trong d6 khong bao gom thong tin vé
cd dong sang 1ap chua thanh toan sé c6 phan

da dang ky mua
Truong hop thay doi cé déng I nha dau tw nude neodi
2. -Thong bao thay d6i ndi dung dang ky doanh Bén chinh 01
nghiép
3. -Danh sach c6 dong 1a nha dau tu nudc ngoai Bén chinh 01

sau khi dd thay doi. Danh sach cé dong la
nha dau tu nudc ngoai phai bao gom chir ky
ciia co dong co gia tri ¢co phan thay doi,
khong bat budc phai ¢ chit ky cua co dong
c6 gia tri ¢6 phan khong thay d6i

4. -Hop dong chuyén nhuong co phén hodc Bén chinh 01
gidy to chimg minh viéc hoan tat chuyen
nhuong trong truong hop chuyén nhuong co
phan; gidy to ‘chtng minh viéc gop von trong
truong hop c6 dong 1a nha dau tu nudc ngoai
mua cO phan chao ban riéng 1¢

5. -Ban sao gidy to phap 1y cua t6 chirc va ban Ban sao 01
sao van ban cir nguoi dai dién theo iy quyén
trong truong hop c6 dong mai 1a to chirc.

Dbi v6i co dong 1a to chic nude ngoai thi
ban sao gidy t& phap 1y cta to chuc phai
dugc hop phéap hoa lanh sy

6. -Ban sao van ban cua Co quan dang ky dau Ban sao 01
tu chap thuan vé viéc gdp von, mua ¢ phan,
mua phan vén gép cia nha dau tu nudc




119

ngodi, to chirc kinh té c6 von dau tu nudc
ngoai ddi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua co phan mua phan
vbn gbp theo quy dinh cua Luat Pau tu

Trieong hop thay doéi thong tin vé chii s¢ hitu hieéng loi ciia doanh nghié

7. -Thong bao thay do6i noi dung dang ky doanh Bén chinh 01
nghiép
8. -Danh sach chu s¢ hiru huong loi cua doanh Ban chinh 01

nghiép

Truong hop thay doi thong tin dé xdc dinh chu s¢ hitu

huwonq loi cua doanh nghiép

9.

-Thong bao thay doi ndi dung dang ky doanh
nghiép

Ban chinh

01

10.

-Danh sach dé xac dinh chu s¢ hiru hudng loi
cua doanh nghiép

Ban chinh

01

11.

* Truong hop Uy quyén thuc hién thu tuc:
Nguoi ¢o thim quyén ky vin ban dé nghi
dang ky doanh nghiép c6 thé uy quyén cho to
chtrc, ca nhan khac thuc hién tha tuc dang ky
doanh nghiép theo quy dinh sau day:

- Truong hop Gy quyén cho ci nhan thuc
hién thu tuc dang ky doanh nghiép, kém theo
hd so ding ky doanh nghiép phai co:

- Vin ban uy quyén cho c4 nhan thuc hién
thi tyc lién quan dén dang ky doanh nghiép.
Vin ban ty quyén nay khong bét budc phai
cong ching, chung thyc.

- Trudng hop uy quyén cho to chire thyc hién
thi tuc dang ky doanh nghiép, kém theo ho
so dang ky doanh nghiép phai co:

- Ban sao hop ddng uy quyén cho t6 chirc
thyc hién thi tyc lién quan dén dang ky
doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong
nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién thi tyc lién quan dén ding ky
doanh nghiép.

- Truong hop Gy quyén cho don vi cung cip
dich vu buu chinh cong ich thuc hién thu tuc
dang ky doanh nghiép thi khi thuc hi¢n thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai ndp:

- Ban sao phiéu giri hd so theo mau do doanh
nghiép cung Ung dich vu buu chinh cong ich
phat hanh co6 chir ky xac nhén cua nhéan vién
buu chinh va ngudi cé thim quyén ky vin
ban dé nghi ding ky doanh nghiép.

- Truong hop ty quyén cho don vi cung cip
dich vu buu chinh khong phdi 1a buu chinh

Ban chinh

Ban chinh

Ban chinh

Ban sao

Ban chinh

Ban chinh

Ban sao

Ban chinh

01
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cong ich thyc hién thu tuc dang ky doanh
nghiép thi viéc uy quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh s6
168/2025/ND-CP, cu thé:

- Ban sao hop déng uy quyén cho t6 chirc Ban sao
thuc hién thu tyc lién quan dén dang ky

doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phin cong Ban chinh

nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién thi tuc lién quan dén dang ky
doanh nghiép.

- Ngudi iy quyén va nguoi duge uy quyén
thuc hién thu tuc dang ky doanh nghiép chiu Ban chinh
trach nhiém trudc phap luat vé tinh hop phap,
trung thyc va chinh xac cia viéc uy quyén.
Nguoi uy quyén va nguoi duge Gy quyén phai
xac thuc dién ti dé duoc cép dang ky doanh
nghiép. Truong hop viéc xac thuc dién tir bi
gian doan thi nguoi uy quyén thuc hién viéc
xac thyc dién tir sau khi dwoc cap ding ky
doanh nghiép.

Truong hop ngudi Gy quyén khong xac nhan
hodc xac nhan khong iy quyén thuc hién tha
tuc dang ky doanh nghiép thi Co quan dang
ky kinh doanh cép tinh yéu cau doanh nghiép
bdo cdo theo quy dinh tai khoan 5 Diéu 21
Nghi dinh s6 168/2025/ND-CP. Cy thé: Yéu
cau doanh nghiép bao cdo vé viéc tuan tha cac
quy dinh ctia Luat Doanh nghiép theo quy
dinh tai diém c khoan 1 Piéu 216 Luat Doanh
nghiép “Yéu cau doanh nghiép bao céo vé
viéc tuan thu quy dinh ctia Luat nay khi xét
théy can thiét; d6n dbc viéc thuc hién nghia
vu bao cédo cua doanh nghiép”.

Truong hop chua c6 tai khoan dinh danh
dién tir d¢ thuc hién xéc thuc dién tir thi hd
so dang ky doanh nghiép phai kém theo ban
sao thé Can cudc hoac thé Can cudc cong
dan hodc ho chiéu hodc hd chiéu nude ngoai
hodc cac gidy to c6 gia tri thay thé ho chiéu
nude ngoai con hiéu lyc ctia ngudi uy quyén.

3.Cach thirc, dia chi ndp ho so, nhan két qua gidi quyét TTHC

STT Cich thirc ndp, nhin két qua Dia chi cu thé

Pang ky truc tiép tai Chi nhanh TTPVHCC Taﬁfﬁ:ﬁjﬁﬂl zixéicgézhjﬁah
Thanh phé Ha N¢i P - g

cap c6 tham quyén)

1.

Theo dia chi: S& Tai chinh - Khu

2. | Dang ky qua dich vu buu chinh lién co quan Véan Ho (Dia chi: sb
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52 L& bai Hanh, phuong Hai Ba

Trung, thanh phd Ha Noi)

Nop ho6 so truc tuyén qua mang dién tir tai
3. | Cong Thong tin Pang ky doanh nghiép Quéc
gia hodc qua Cong dich vu céng Qudc gia

Theo dia chi:

https://dangkykinhdoanh.gov.vn
hodc https://dichvucong.gov.vn/

Ghi cha:
Ngudi nop ho so st dung tai khoan dinh danh dién tir ¢¢ dang nhap Cong thong
tin quéc gia vé diang ky doanh nghiép, ké khai thong tin, tai vin ban dién tu, ky
s6 hoic ky xéac thuc hd so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghiép theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi duge uy quyén
phai xac thuc dién tir dé duoc cip diang ky doanh nghiép. Truong hop viéc xac
thue dién tir bi gian doan thi nguoi uy quyén thuc hién viée xac thuc dién tur sau
khi dugc cip ding ky doanh nghiép. Sau khi hoan thanh viéc gui hd so ding ky
doanh nghiép, ngudi ndp hod so s& nhan duoc gidy tiép nhan ho so va hen tra két
qua dién tir qua tai khoan ctia ngudi nop hd so.

4.Thoi gian giai quyét, phi, 1¢ phi, mirc @) cung cép dich vu cong truc tuyén

Théi gian gidi quyét Mirc thu Cung cap dich
(DVT: Viét Nam dong) vu cong truc

Ngay lam viée | Gio' lam viée Phi Lé phi tuyén
- 03 ngay lam |- 24h lam | Phi cong b6 ndi |- Lé phi Khéng | Toan trinh
viéc ké tir ngay | viec ké tir|dung ding ky | duoc quy dinh tai
nhan dugc hd |ngdy  nhan | doanh nghiép: | Biéu phi, 1& phi
so hop 1& d6i | dugc hd so | 100.000 dong/ | ding ky doanh
v6i truong hop | hop 18 dbi | 1an, ndp tai thoi | nghiép ban hanh
thay doi théng | véi  trudng | diém ndp hd so | kém theo Théng
tin ¢6 dong | hop thay do6i | néu dang ky truc | tu s6 47/2019/TT-
sang lap, co |thong tin co |tiép (Thong tu | BTC
déng 1a nha|doéng sang |s6 47/2019/TT- | - Mién 1é phi dbi
dau tu nude | lap, c¢6 dong | BTC). véi  truong  hop
ngoai. 1a nha dau tu dang ky qua

- 01 ngay lam | nudc ngoai. mang dién tu,
viéc ké tirngay | -08hlam dang ky thanh lap
nhan hdo sohop |  viéc ké tur trén co s& chuyén

1¢ d6i véi ngay nhan ho déi tr ho kinh

truong hop so hop 1& dbi doanh (Thoéng tu
thay d6i théng | véi truong sd  47/2019/TT-

tin vé chu s | hop thay doi BTC).

hiru huéng lgi | thdng tin vé

cua doanh chu sé hitu

nghiép, thay hudng loi
d6i thong tin dé | cuia doanh

xac dinh chu s¢
hiru huong loi
cua doanh
nghiép

nghiép, thay

d6i thong tin
dé xac dinh

chu so htru
huong loi
cua doanh
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nghiép | |

5.Céc biéu miu trong giai quyét TTHC

STT Tén biéu miu Co sé phap ly

1. Gidy dé nghi ding ky thay d6i ndi dung Gidy ching nhan | Théng  tu s
ding ky doanh nghiép/Thong bao thay d6i ndi dung ding | 68/2025/TT-BTC
ky doanh nghiép (Méu sé 12, Phuy luc I kém theo Thong tur
s6 68/2025/TT-BTC)

2. Danh sach c6 déng sang lap cong ty c6 phan (Mau sb 7, | Thong  tu s
Phu luc I kém theo Théong tu s6 68/2025/TT-BTC) (Dung | 68/2025/TT-BTC
trong truong hop thay doi thong tin c6 dong sang lap)

3. Danh sach c6 déng la nha dau tr nuéc ngoai (Mau sb 8, | Thong  tu s
Phu luc I kém theo Théong tu s6 68/2025/TT-BTC) (Dung | 68/2025/TT-BTC
trong trudng hop thay doi cd6 dong 1a nha dau tu nudc
ngoai)

4. Danh sach chi s¢ hitu huong loi ciia doanh nghiép (Mau | Thong  tu s
s6 10, Phu luc I kém theo Thong tu s6 68/2025/TT-BTC) | 68/2025/TT-BTC
(Dung trong trudng hop thay doi thong tin vé chu sé hitu
huong loi cia doanh nghiép)

5. Ké khai théng tin dé xac dinh chu so hiru huong loi cia | Thong — tu s
doanh nghiép (Danh sach dé xac dinh cha s hitu huong | 68/2025/TT-BTC
loi cia doanh nghiép) (Mau sé 11, Phyu luc I kém theo
Thong tu sé 68/2025/TT-BTC) (Dung trong truong hop
thay d6i théng tin dé xac dinh chu s¢ hitu huong loi cua
doanh nghiép)

6. Gidy xac nhan vé viéc thay doi noi dung dang ky doanh | Thong  tu s
nghiép (Miu s6 44, Phy lyc I kém theo Thong tu sé | 68/2025/TT-BTC
68/2025/TT-BTC)

7. Thong bao vé viée stra doi, bd sung hod so dang ky doanh Thong tu s6
nghiép (Miu s6 48, Phy luc I kém theo Thong tu sé | 68/2025/TT-BTC
68/2025/TT-BTC)

8. Giay tiép nhan ho so va hen tra két qua ho so ding ky Thong tu s6
doanh nghiép/chi nhanh/vin phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh (Mau sé 70, Phu luc I kém theo Théng tu )
68/2025/TT-BTC)

9. Gidy tiép nhan ho so va hen tra két qua ho so ding ky Thong tu sb
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh qua mang thong tin dién tor (Mau s6 71, Phuy luc I
kém theo Thong tu sb 68/2025/TT-BTC)

10. | Mau Phiéu xin 15i va hen lai ngay tra két qua (Mau s6 04 Thong tu sb
Thong tu s6 01/2018/TT-VPCP) 01/2018/TT-VPCP

11. |Mau S6 theo ddi ho so (Mau s6 06 Thong tu sb Thong tu sb
01/2018/TT-VPCP) 01/2018/TT-VPCP

6. Quy trinh giai quyét
Thoi gian.
. L. idi quyet toi
Tén bude bon V!/N.gum thyc Noi dung cong viéc ) qd;’
hi¢n (BVT: Gio
lam viéc)
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*, Trudong hg

diing ky truc tiép hoic qua dich vu bwu chinh

Budcl |Cac Chi nhénh | - Tiép nhin ho so va ghi gidy tiép | Gid hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
hd so - Chuyén ho so vé S¢ Tai chinh
Budc 2 Van phong S¢ Tai Chuyén ho so cho Phong 1 gio
Luan chuyén | chinh DKKD&TCDN
ho so
Budc 3 Lanh dao Phong | Phan cong chuyén vién xir Iy ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc 4 Chuyén vién Phong | Chuyén vién tién hanh xem xét | - Thay doi
Thulyva | DPKKD&TCDN tinh hop 1¢ ctia hd so: thong tin ¢b
giai quyét hd - Hd so khong du diéu kién: Du | dong sang lap,
SO thao thong bao huéng din stra d6i | c6 dong 1a nha
bd sung, néu 15 1y do. dau tu nudc
- Hb so du diéu kién: Hoan thién | ngoai:
hé so, chuyén Lanh dao phong. 12 gio.
- Thay doi
thong tin vé
chu s& hiru
huong loi cua
doanh nghiép,
thay doi thong
tin dé Xac
dinh chu so
htru huong loi
cua doanh
nghiép: 02 gio
Buéc5 |Lanh dao Phong |Linh dao phong tién hanh xem | - Thay doi
Phé duyét | bPKKD&TCDN x¢ét, phé duyét: thong tin ¢
két qua * Néu dong y: dong sang lap,
- Truong hop hd so hop 18: phé | co dong 1a nha
duyét noi dung két qua dang ky | ddu tu nude
doanh nghiép ngoai:
- Trudong hop ho so khong hop 18: | 04 gio
Phé duyét ndi dung thong bao |- Thay ddi
huéng dan stra d6i bd sung thong tin vé
* Néu khong dong y: chuyén lai | chi s  hitu
B4. huong loi cua
doanh nghiép,
thay d6i thong
tin dé Xac
dinh chu so
hiru huong loi
cua doanh
nghiép: 1 gio
Budc 6 - Lanh dao Phong | - Guri Thong béo yéu cau stra doi | - Thay doi
Thong bdo | PKKD&TCDN bd sung (tra tu dong qua cong | thong tin co
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két qua

Chuyén vién Phong
DKKD&TCDN

thong tin quoc gia vé ding ky
doanh nghiép) ddi vé6i truong hop
hé so khong hop 18.

- Chap thuan trén hé thong ddi
v6i ho so hop 16

- Ky s6 két qua dang ky doanh
nghiép. Trudng hop khong thé ky
s6 do khach quan thi ldnh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh

dong sang lap,
cb dong 1a nha
dau tu nudc
ngoai:

2 gio

- Thay d6i
thdng tin vé
chu sé hiru
huong loi ciia
doanh nghiép,
thay doi thong
tin dé xac

dinh chu so
hiru huong loi
cua doanh
nghi¢p: 1 gio

Budce 7
Phét hanh
két qua

Van thu

- D6i v6i truong hop ky sd két
qud dang ky doanh nghi¢p: ky
bang chit ky sd to chuc cia
Phong PKKD&TCDN (tra tu
dong qua cong thong tin quc gia
vé dang ky doanh nghiép).

- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua la
ban gidy

- Thay doi
thong tin co
dong sang lap,
b dong la nha
dau tu nudc
ngoai:

4 gid

- Thay d6i
théng tin vé
chu s¢ hitu
huong loi cua
doanh nghiép,
thay d6i thong
tin dé X4c

dinh chu so
hiru huong loi
cua doanh
nghiép: 1 gio

Buoc 8
Tra két qua
cho t6 chire/
c4 nhan d6i
voi trudng
hop két qua
1a ban gidy

Pon vi cung cap
dich vu buu chinh
cbng ich

Vian thu phong ban giao cho don
vi cung cdp dich vu buu chinh
cong ich tra két qua cho doanh
nghiép

Gio hanh
chinh

ch’rc 9
Thong ké
theo doi

Chuyén vién Phong
DKKD&TCDN ; Bo
phén luu trit - Van
phong So

Van thu Phong PKKD&TCDN
va B phén luu trit - Van phong
S& c6 trach nhiém thong ké cac
TTHC thyuc hién tai don vi vao sb
theo ddi hé so

Gio hanh
chinh

Tong thoi gian:

- 3 ngay lam
vigc ké tur
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ngay nhan
duoc hd so
hop 1¢ ddi véi
truong  hogp
thay doi théng
tin c6 dong
sang 1ap, co
dong 1a nha
dau tu nudc
ngoai.

- 1ngay lam
viéc ké tur
ngay nhan ho

so hop 1 dbi
voi truong
hop thay do6i
thong tin vé
chu s¢ hiru
huong loi cia
doanh nghiép,
thay doi thong
tin dé X4c
dinh chu so
htru huong loi
cua doanh
nghiép
* Truwong hop dang ky qua mang dién tir
Budce 1 Nguoi ¢6  tham | Nguoi nop ho so ké khai thong | Ca ngay
Nop hd so | quyén ky van ban dé | tin, tai vin ban dién tir, ky xéc
nghi dang ky doanh | thyc hd so ding ky doanh nghiép
nghiép hodc nguoi | qua mang thong tin dién tir va
dugc uy quyén thyuc | thanh toan phi, 1& phi ding ky
hién thu tuc dang ky | doanh nghi¢p theo quy trinh trén
doanh nghiép cong thong tin qudc gia vé diang
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn)
Buoc 2 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 01 gio
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly ho so | hodc tu dong trén hé
thong
Budc3 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | - Thay doi
Thy 1y, giai | PKKD&TCDN tinh hop 1¢ ctia hd so: thong tin ¢b

quyét ho so

- Hb so khong du diéu kién: Dy
thao thong bao huéng din stra dbi
b sung, néu 15 1y do.

- HO so du diéu kién: Hoan thién
hé so, chuyén Lanh dao phong.

dong sang lap,
cb dong la nha
dau tu nudc
ngoai:

13h.

- Thay dodi
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thong tin vé
chu so& hitu
huodng loi cua
doanh nghiép,
thay doi théng
tin dé Xac
dinh chu so
hitru huong loi

cla doanh

nghi¢p: 04 h
Budc 4 Lanh dao Phong |- Truong hop hé so hop 18: |- Thay doi
Phé duyét | PKKD&TCDN chuyén Co quan thué trén H¢ | thong tin cd
két qua thong dé phan hoi vé ma sb thué. | dong sang lap,

- Truong hop ho so khong hop 18: | ¢6 dong 1a nha

Phé duyét ndi dung thong bdo | ddu tu nudc

huéng dan stra d6i bo sung ngoai:

* Néu khong dong y: chuyén lai | 04 h.

B3. - Thay doi
théng tin vé
chu s& hiru
hudéng loi cua
doanh nghiép,
thay doi thong
tin dé xac
dinh chu so
hiru huong loi
cua doanh
nghi¢p: 01 h

Budce 5 - Lanh dao Phong | - Guri Thong béo yéu cau stra doi | - Thay doi
Thong bdo | BPKKD&TCDN bd sung (tra tu dong qua cong | théng tin cb
két qua - Chuyén vién | thong tin qudc gia vé ding ky | dong sang lap,
Phong doanh nghiép) ddi v6i truong hop | co dong 1a nha
DKKD&TCDN hé so khong hop 18. dau tu nude

- Chap thuan trén hé thong ddi | ngoai:

v6i ho so hop 16 04h.

- Ky s6 két qua dang ky doanh |- Thay doi

nghiép. Trudng hop khong thé ky | thong tin  vé

s6 do khach quan thi ldnh dao | chu s& hitu
chuyén lai chuyén vién in két qua | huéng loi cia
ban gidy dé trinh lanh dao ky két | doanh nghiép,
qua chuyén van thu phat hanh. thay doi théng
tin  dé xac
dinh chu so
hiru huong loi
cua doanh
nghiép: 01h
Budc 6 | Vin thu - Po6i véi truong hop ky so két | - Thay doi
Phéat hanh qua ding ky doanh nghiép: ky | thong tin cd
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két qua bang chit ky sd t6 chic cua | dong sang lap,
Phong PKKD&TCDN (tra tu | cd dong la nha
dong qua cong thong tin quéc gia | ddu tu nudc
vé dang ky doanh nghiép). ngoai:
- Truong hop khéng thé ky sb | 04h.
phat hanh thi phat hanh két quala | - Thay doi
ban gidy thong tin vé
chu so hitu
huong loi cua
doanh nghiép,
thay d6i thong
tin  dé xac
dinh chu so
hiru huong loi
cua doanh
nghiép: 01h
Budce 7 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
cé nhan doi nghiép
Vo1 truong
hop két qua
13 ban gidy
Budc 8 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gio hanh
Théngké | PKKD&TCDN ; Bo | va Bo phan luu trit - Van phong | chinh
theo ddi | phan luu trit - Van | S& c6 trach nhiém théng ké céc
phong S¢& TTHC thyuc hién tai don vi vao sb
theo ddi ho so
Tong thoi gian: - 3 ngay lam
viee ké tur
ngay nhan

dugc hd so
hop 1& dbi voi
truong  hop
thay doi thong
tin co dong
sang 1ap, cb
dong 1a nha
dau tu nude
ngoai.

- 1 ngay lam
viée ke tir
ngay nhan ho
so hop 1& dbi
voi truong
hop thay d6i
thdng tin vé
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chu sé hiru
huong loi ciia
doanh nghiép,
thay doi thong
tin dé xac
dinh chu so
htru huong loi
cua doanh
nghiép

7. Trach nhiém tra ho so, két qua giai quyét va lwu trir hé so TTHC

Trach nhiém

Trung tam PVHCC

Co quan glal quyet hd so

Tra ho so, két qua

- Chuyen ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung céip dich vu buu
chinh cong ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tir trén Cong
thong tin qudc gia vé ding
Ky doanh nghiép.

Luu triv

- S6 theo doi h,(‘”) so (Mau so
06 Thong tu s6 01/2018/TT-
VPCP)

- Ho so to chtrc/ca nhan nop;
Gidy tiép nhan ho so va hen
tra két qua; (d01 Vo1 truong
hop nop hod so glay)

- Thong bao vé viéc stra doi,
b6 sung ho so dang ky doanh
nghiép; Gidy chimg nhan
dang ky doanh nghiép;

- S6 theo ddi hd so (néu tra
két qua 1a ban gidy).
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15. Thong bao thay déi ndi dung diing ky thué (QT-SO-15)
1. Co sé phap ly

- Luat Doanh nghiép sb 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luat stra ddi, b6 sung mot sd diéu ctia Luat Doanh nghiép s 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xi hoi chit nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;

- Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cta Bo Tai chinh ban hanh biéu
mau st dung trong dang ky doanh nghiép, dang ky ho kinh doanh;

- Thong tu s6 47/2019/TT-BTC ngay 05/8/2019 ciia Bo Tai chinh quy dinh muc
thu, ché do thu, ndp, quan 1y va sir dung phi cung cap thong tin doanh nghiép, 1¢ phi ding
ky doanh nghiép.

2.Thanh phan hb so

Ban sao/

STT Tén ho so ban chinh SO luwgng
1. - Thong bao thay doi ndéi dung diang ky
doanh nghiép; Ban chinh
2. * Trudng hop Gty quyén thue hién thu tuc:

Nguoi co6 thim quyén ky vin ban dé nghi
dang ky doanh nghiép c6 thé uy quyén cho to
chtrc, ca nhan khac thuc hién tha tuc dang ky
doanh nghiép theo quy dinh sau day:

- Trudng hop Gy quyén cho ci nhan thuc Ban chinh
hién thu tuc dang ky doanh nghiép, kem theo
ho so dang ky doanh nghiép phai co:

- Vin ban uy quyén cho ci nhan thuc hién Ban chinh
thi tuc lién quan dén ding ky doanh nghiép.
Vin ban uy quyén nay khong bét budc phai
cong chung, ching thuec.

- Trudng hop uy quyén cho to chire thyc hién Ban chinh
thii tyc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghiép phai co6:

- Ban sao hop dong iy quyén cho t6 chirc Bén sao
thuc hién thu tyc lién quan dén ding ky
doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phan cong Bén chinh
nhiém vu cta t6 chiac d6 cho ca nhan truc
tiép thuc hién thi tuc lién quan dén dang ky
doanh nghiép.

- Trudng hop uy quyén cho don vi cung cap Bén chinh
dich vu buu chinh cong ich thyuc hién thu tuc
dang ky doanh nghiép thi khi thuc hi¢n thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nQp:

- Ban sao phiéu giri hd so theo mau do doanh Bén sao
nghiép cung g dich vu buu chinh cong ich
phat hanh c6 chir ky xac nhan cia nhan vién
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buu chinh va ngudi c6 thim quyén ky vin
ban dé nghi dang ky doanh nghiép.

- Truong hop iy quyén cho don vi cung cip Ban chinh
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc dang ky doanh
nghiép thi viéc ty quyén thuc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh s6
168/2025/ND-CP, cy thé:

- Ban sao hop déng uy quyén cho t6 chirc Ban sao
thuc hién thu tyc lién quan dén dang ky

doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phin cong Ban chinh

nhiém vu cta to chitc d6 cho ca nhéan truc
tiép thuc hién thi tuc lién quan dén dang ky
doanh nghiép.

- Nguoi iy quyén va nguoi dugc uy quyén
thuc hi¢n thu tuc dang ky doanh nghi¢p chiu Ban chinh
trach nhiém trudc phap luat vé tinh hop phap,
trung thuwe va chinh xdc cua viéc uy quyén.
Ngudi uy quyén va ‘nguoi duge uy quyén phai
xac thuc dién ti dé duoc cap dang ky doanh
nghiép. Truong hop viéc xac thuc dién tir bi
gian doan thi nguoi uy quyén thuc hién viéc
xac thuc dién tir sau khi duoc cdp dang ky
doanh nghiép.

Truong hop nguoi iy quyén khong xac nhan
hodc xac nhan khong y quyén thyc hién tha
tuc dang ky doanh nghi¢p thi Co quan dang
ky kinh doanh cap tinh yéu cau doanh nghiép
bao céo theo quy dinh tai khoan 5 Piéu 21
Nghi dinh s6 168/2025/ND-CP. Cuy thé: Yéu
cau doanh nghiép béo cdo vé viéc tuan tha cac
quy dinh ctia Luat Doanh nghiép theo quy
dinh tai diém ¢ khoan 1 DPiéu 216 Luat Doanh
nghiép “Yéu cau doanh nghiép bao céo vé
viéc tudn thu quy dinh cta Luat nay khi xét
théy can thiét; d6n dbc viéc thuc hién nghia
vu bao cédo cua doanh nghiép”.

Truong hop chua c6 tai khoan dinh danh
dién t&r d¢ thyc hién xéac thyc dién tir thi hd
so dang ky doanh nghiép phai kém theo ban
sao thé Can cudc hodc thé Can cudc cong
dan hodc ho chiéu hodc ho chiéu nude ngoai
hodc céc gidy to co gid tri thay thé ho chiéu
nudc ngoai con hiéu lyc cia nguodi uy quyén.

3.Cach thirc, dia chi ndp ho so, nhan két qua giai quyét TTHC

STT Cich thirc ndp, nhin két qua Dia chi cu thé

1. | Dang ky truc tiép tai Chi nhanh TTPVHCC | Tai Chi nhdanh TTPVHCC Thanh
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Thanh phd Ha Nbi

phd Ha Noi (theo thong bao cua
cap c6 tham quyén)

2. | Pang ky qua dich vu buu chinh

Theo dia chi: S& Tai chinh - Khu

lién co quan Véan Ho (Dia chi: sb

52 L& bai Hanh, phuong Hai Ba
Trung, thanh phd Ha Noi)

Nop ho so truc tuyén qua mang dién tir tai
3. | Cong Thong tin Pang ky doanh nghiép Quéc
gia hoic qua Cong dich vu cong Qudc gia

Theo dia chi:
https://dangkykinhdoanh.gov.vn
hodc https://dichvucong.gov.vn/

Ghi chu:

Nguoi ndp ho so st dung tai khoan dinh danh dién tir & ding nhip Cong thong
tin quéc gia vé dang ky doanh nghiép, ké khai thong tin, tai vin ban dién tir, ky
s6 hoic ky xéac thuc hd so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghi€p theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi dugc uy quyén
phai xac thyc dién tr dé dugc cp ding ky doanh nghi¢p. Truong hop viéc xac
thue dién tir bi gian doan thi nguoi uy quyén thue hién viée xac thuc dién tir sau
khi dugc cap dang ky doanh nghiép. Sau khi hoan thanh viéc gui ho so ding ky
doanh nghiép, ngudi ndp hd so s& nhan dugc gidy tiép nhan ho so va hen tra két
qua dién tir qua tai khoan ctia ngudi ndp hd so.

4.Thoi gian giai quyét, phi, 18 phi, mirc @) cung cp dich vu cong truc tuyén

Thoi gian giai quyét

Mirc thu
(DVT: Viét Nam dong)

Cung cép dich
vu cong truc

Ngay lam viéc

Gio lam viéc

Phi

L€ phi

tuyen

03 ngay lam
viéc ké tir ngay
nhéan da hd so
hop 1€

24 g0

Phi cong bo noi
dung dang ky
doanh  nghiép:
Khong duogc quy
dinh tai Biéu
phi, 1¢ phi dang
ky doanh nghiép
ban hanh kém
theo Thong tu sd
47/2019/TT-
BTC.

- L& phi Khong
dugc quy dinh tai
Biéu phi, 1¢ phi
dang ky doanh
nghiép ban hanh
kem theo Théng
tw s6 47/2019/TT-
BTC.

- Mién 1¢ phi d6i
voi  truong  hop
dang ky qua
mang dién t,
dang ky thanh 1ap
trén co so chuyén
d6i tr ho kinh
doanh (Thong tu
sO  47/2019/TT-
BTC).

Toan trinh

5.Céc bi¢u miu trong giii quyet TTHC

STT

Tén biéu miu

1. |Piang ky thay d6i ndi dung Gidy ching nhan diang ky

doanh

Thong bao thay d6i noi dung dang ky doanh nghiép (Mau
s0 12 tai Phu luc I kém theo Thong tu so 68/2025/TT-

nghiép/

Thong
68/2025/TT-BTC

Co sé phap ly
tu sO
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BTC)

Gidy xéc nhan yé viéc thay do6i ndi dung dang ky doanh
nghiép (Mau so6 44, Phu luc I kem theo Thong tu so
68/2025/TT-BTC)

Thong tr  sb
68/2025/TT-BTC

Thong béao ~Vé viéc stra doi, bd sung ho so diang ky doanh
nghi¢p (Mau so0 48, Phy luc I kém theo Thong tu so
68/2025/TT-BTC)

Thong tu  sb
68/2025/TT-BTC

Gidy tiép nhan ho so va hen tra két qua ho so ding ky
doanh nghi¢p/chi nhanh/van phong dai dién/dia diém kinh
doanh (Mau sé 70, Phu Iyc I kém theo Thong tu s
68/2025/TT-BTC)

Théng tu  sb
68/2025/TT-BTC

Giay tiép nhan ho so va hen tra két qua ho so ding ky
doanh nghi¢p/chi nhanh/van phong dai dién/dia diém kinh
doanh qua mang théng tin dién tr (Mau s6 71, Phu luc I
kém theo Thong tu s6 68/2025/TT-BTC)

Thong tu s
68/2025/TT-BTC

Mau Phicu xin 16i va hen lai ngay tra két qua (Mau so 04
Thong tu s6 01/2018/TT-VPCP)

Thong tu s
01/2018/TT-VPCP

Mau S6 theo ddi ho so (Mau s6 06 Thong tu sb
01/2018/TT-VPCP)

Thong tu  s6
01/2018/TT-VPCP

6. Quy trinh giai quyét

Thoi gian.
. | gidi quyeét toi
Tén buwée Don V!/lljgum thye NOi dung cong viéc da
en DVT: Gio
lam viéc)
*, Trudng hop ding Ky truc tiép hoic qua dich vu buu chinh
Buéc1 |Cac Chi  nhénh | - Tiép nhan ho so va ghi giay tiép | Gid hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
ho so - Chuyén ho so vé S¢ Tai chinh
Budc 2 Van phong S¢ Tai Chuyén ho so cho Phong |1 gid
Luan chuyén | chinh DKKD&TCDN
hd so
Budc 3 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc4 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gid
Thulyva | DKKD&TCDN tinh hop 1& cua ho so:
giai quyét hd - H6 so khong du diéu kién: Dy
S0 thao thong bao huéng dan stra d6i
b sung, néu 15 1y do.
- Ho so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.
Budce 5 Lanh dao Phong | * Néu dong y: 4 gio
Phé duyét | PKKD&TCDN - Truong hop hd so hop 18: phé
két qua duyét noi dung két qua ding ky
doanh nghiép
- Truong hop ho so khong hop 18:
Phé duyét ndi1 dung thong bao
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huéng dan sira Qé)i bd sung 7
* Néu khong dong y: chuyén lai
B4.

Budc 6 - Lianh dao Phong |- Guri Thong béo yéu cau sta déi 2 gio
Thong bdo | PKKD&TCDN bd sung (tra ‘tu dong qua cong
két qua - Chuyén vién | théng tin qudc gia vé ding ky
Phong doanh nghiép) ddi vé6i truong hop
DKKD&TCDN hé so khong hop 18.
- Chép thuan trén hé théng ddi
v6i ho so hop 16
- Ky sb6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh
Budc7 | Van thu - P6i v6i trudng hop ky sb két | 4 gio
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sd t0 chuc cia
Phong DKKD&TCDN (tra tu
dong qua cong thong tin quc gia
vé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua la
ban gidy
Bude 8 Pon vi cung cap | Vian thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
c4 nhan ddi nghiép
Vo1 truong
hop két qua
1a ban gidy
Budc 9 - Chuyén vién | Van thu Phong DKKD&TCDN
Théng ké | Phong va B0 phan luu trit cung Van
theo doi PDKKD&TCDN; Bb | phong Sé ¢6 trach nhiém thong
phan luu triv ké cac TTHC thuc hién tai don vi
- Véan phong S¢ vao sb theo ddi ho so
Tong thoi gian: 3 ngay
*. Truwdng hgp ding ky qua mang dién ti
Budc 1 Nguoi c6 tham | Ngudi nop ho so ké khai thong | Ca ngay
Nop hd so | quyén ky van ban dé | tin, tai van ban dién tir, ky xac

nghi dang ky doanh
nghiép hodc nguoi
dugc y quyén thuc
hién thu tuc dang ky
doanh nghiép

thuc hd so dang ky doanh nghiép
qua mang thong tin dién tor va
thanh toan phi, 1& phi dang ky
doanh nghiép theo quy trinh trén
cong thong tin quéc gia vé ding
ky doanh nghiép
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(https://dangkykinhdoanh.gov.vn)

Budce 2
Phén cong
xur 1y ho so

Lanh dao Phong
DKKD&TCDN
hodc ty dong trén h¢
thong

Phan cong chuyén vién xu 1y ho
so sau khi ti€p nhan

1 gio

Bude 3
Thu ly, giai
quyét ho so

Chuyén vién Phong
DKKD&TCDN

Chuyén vién tién hanh xem xét
tinh hop 1¢ ctia hd so:

- Hd so khong du diéu kién: Dy
thao thong bao huéng dan stra d6i
bd sung, néu 13 1y do.

- HO so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.

13 gio

Budc 4
Phé duyét
két qua

Lanh dao Phong
DKKD&TCDN

- Truong hop hé so hop 1é:
chuyen Co quan thue trén He
thong dé phan hoi vé ma s thué.
- Truong hop ho so khong hop 1é:
Phé duyét ndi1 dung thong bao
huéng dan stra d6i bo sung

* Néu khong dong y: chuyén lai
B3.

4 gio

Budc 5
Thong bao
ket qua

- Lanh dao Phong
DKKD&TCDN
- Chuyén
Phong
DKKD&TCDN

Vién

- Gui Thong bao yéu cau sira doi
bd sung (tra tuy dong qua cong
thong tin qudc gia vé dang ky
doanh nghiép) ddi v6i truong hop
hé so khong hop 18.

- Chap thuan trén hé thong ddi
v6i ho so hop 16

- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi linh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh.

2 gid

Budc 6
Phét hanh
ket qua

Van thu

- D6i v6i trudng hop ky sd két
qua dang ky doanh nghiép: ky
bang chir ky sd to chirc cia
Phong DKKD&TCDN (tra ty
dong qua cong thong tin quoc gia
vé dang ky doanh nghiép).

- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua la
ban gidy

4 gio

Budce 7
Tra két qua
cho t6 chure/
c4 nhan dbi
Vo1 truong
hop két qua

Pon vi cung cap
dich vu buu chinh
cong ich

Van thu phong ban giao cho don
vi cung cap dich vu buu chinh
cong ich tra két qua cho doanh
nghiép

Gi0 hanh
chinh
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1a ban gidy
Budc 8 Chuyén vién Phong | Van thu Phong PKKD&TCDN | Gio hanh
Théng ké | PKKD&TCDN ; Bd | va BO phan luu trit - Van phong | chinh
theo doi phan luu trit - Van | S& ¢ trach nhiém théng ké cac
phong Sé TTHC thyc hién tai don vi vao sd
theo ddi ho so
Tong thoi gian: 3 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va lwu trir hoé so TTHC

Trach nhiém

Trung tam PVHCC

Co quan giai quyet hd so

Tra ho so, két qua

- Chuyen ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh cong ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tir trén Cong
thong tin qudc gia vé ding
ky doanh nghiép.

Luu triv

- S6 theo doi h,(‘”) so (Mau so
06 Thong tu s6 01/2018/TT-
VPCP)

- Ho so to chtrc/ca nhan nop;
Gidy tiép nhan hd so va hen
tra két qua; (ddi véi truong
hop nop ho so glay)

- Thong bao veé viéc stra doi,
b sung ho so ding ky doanh
nghiép; Gidy chimg nhan
dang ky doanh nghiép;

- S6 theo ddi hd so (néu tra
két qua 1a ban gidy).
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16. Ping ky hoat dong chi nhanh, vin phong dai dién, thong bao lap dia diém
kinh doanh (d6i véi doanh nghi¢p tw nhan, cong ty TNHH, cong ty co phan, cong ty
hop danh) (QT-SO-16)

1. Co s¢ phap ly

- Luat Doanh nghiép sb 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luat sira doi, b sung mot so didu ciia Luat Doanh nghiép s6 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xi hoi chil nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;

- Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau st dung trong dang ky doanh nghiép, dang ky ho kinh doanh;

- Théng tu sb 47/2019/TT-BTC ngay 05/8/2019 ctua Bo Tai chinh quy dinh mirc
thu, ché do thu, ndp, quan 1y va sir dung phi cung cap thong tin doanh nghiép, 1é phi dang
ky doanh nghiép.

2.Thanh phan hé so
Ban sao/

STT Tén ho so ban chinh SO luwgng

biang ky hoat dong chi nhanh, van phong dai dién (d6i v6i doanh nghiép tu nhan, cong ty
TNHH, cong ty co phan, cong ty hop danh)

1. -Thong bao thanh 1ap chi nhanh, vdn phong Bén chinh 01
dai dién
2. Ban sao quyét dinh thanh 1ap va ban sao bién Bén sao 01

ban hop vé viéc thanh lap chi nhénh, vin
phong dai dién cua doanh nghi€p; ban sao
gidy to phap 1y cta cd nhan ddi voi nguoi
ding dau chi nhanh, van phong dai dién.
Trong d6, ban sao quyét dinh thanh 1ap va ban
sao bién ban hop vé viéc thanh 1ap chi nhanh,
van phong dai di¢n cua doanh nghi¢p bao
gom:

- Ban sao quyét dinh va ban sao bién ban hop
ciia Hoi dong thanh vién d6i v6i cong ty
TNHH hai thanh vién tr¢ 1én, cong ty hop
danh;

- Ban sao quyet dinh va ban sao bién ban hop
ciia Hoi dong quan tri d6i voi cong ty cd
phan;

- Ban sao quyét dinh cua chii s hitu cong ty
d6i v6i cong ty TNHH mét thanh vién.
Truong hop ké khai s6 dinh danh ca nhan cta
ngudi dimg dau chi nhanh, vin phong dai
dién theo quy dinh tai khoan 1 Diéu 11 Nghi
dinh s6 168/2025/ND-CP thi ho so diang ky
hoat dong chi nhénh, van phong dai dién
khong bao gdm ban sao gidy td phép 1y cia ca
nhan d6i v6i nguoi dang dau chi nhanh, vin
phong dai dién.
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Truong hop dang ky hoat dong chi nhanh, van phong dai dién cua doanh nghiép xa hoi

3.

-Thong bao thanh 1ap chi nhénh, van phong
dai dién

Ban chinh

01

4.

Ban sao quyét dinh thanh 1ap va ban sao bién
ban hop vé viéc thanh 1ap chi nhanh, vin
phong dai dién cua doanh nghi¢p; ban sao
gidy to phap ly cua ca nhan dbi véi nguoi
dimg dau chi nhanh, vin phong dai dién.
Trong do, ban sao quyét dinh thanh 13p va ban
sao bién ban hop vé viéc thanh lap chi nhanh,
van phong dai di¢n cua doanh nghiép bao
gom:

- Ban sao quyét dinh va ban sao bién ban hop
ciia Hoi dong thanh vién dbi véi cong ty
TNHH hai thanh vién tr¢ 1én, cong ty hop
danh;

- Ban sao quyét dinh va ban sao bién ban hop
ciia Hoi dong quan tri doi véi cong ty co
phan;

- Ban sao quyét dinh cua chi s hitu cong ty
d6i v6i cong ty TNHH mét thanh vién.
Truong hop ké khai s dinh danh ¢4 nhan cua
ngudi dimg dau chi nhanh, vin phong dai
dién theo quy dinh tai khoéan 1 Piéu 11 Nghi
dinh s6 168/2025/ND-CP thi h6 so dang ky
hoat dong chi nhénh, van phong dai dién
khong bao gém ban sao gidy to phap 1y cta ca
nhan dbi véi nguoi ding dau chi nhanh, vin
phong dai dién

Ban sao

01

Cam két thuc hién muc tiéu xa hoi, moi
truong do nhitng nguoi sau day ky:

- P6i voi doanh nghiép tu nhan: chii doanh
nghiép tu nhan;

- Péi voi cong ty hop danh: cac thanh vién
hop danh;

- P6i v6i cong ty TNHH: cac thanh vién 1a ca
nhan; nguoi dai dién theo phap luit hodc
ngudi dai dién theo ty quyén ddi voi thanh
vién 14 to chic;

- Pbi voi cong ty c¢b phan: cb dong sang lap la
ca nhan, c¢6 dong khac 13 ca nhan, néu cb
dong nay dong ¥ v6i noi dung cam két trén va
mong muén ky vao ban cam két nay clng voi
co6 dong sang lap; nguoi dai dién theo phép
luat hodc nguoi dai dién theo uy quyén doi
v6i ¢ dong sang 1ap 1a to chirc, nguoi dai
dién theo phap luat hodc nguoi dai dién theo
iy quyén ddi voi cb dong khac 13 td chire, néu

Ban chinh

Ban chinh

Ban chinh

Ban chinh

01
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co dong nay dong ¥ v6i noi dung cam keét trén
va mong muén ky vao ban cam két ndy ciung
v6i c6 dong sang 1ap

Trudng hop ding ky doi v6i chi nhanh cong ty chimg khoan nude ngoai va chi nhanh

cong ty quan ly quy nudc ngoai t

al Viét Nam

-Thong bdo thanh 1ap chi nhanh, van phong
dai dién

Ban chinh

01

Ban sao quyét dinh thanh 1ap va ban sao bién
ban hop vé viéc thanh lap chi nhénh, vin
phong dai dién cua doanh nghi€p; ban sao
gidy to phap ly cua ca nhan dbi véi nguoi
dimg dau chi nhanh, vin phong dai dién.
Trong do, ban sao quyét dinh thanh 13p va ban
sao bién ban hop vé viéc thanh 1ap chi nhénh,
van phong dai dién cua doanh nghiép bao
gom:

- Ban sao quyét dinh va ban sao bién ban hop
ciia Hoi dong thanh vién d6i v6i cong ty
TNHH hai thanh vién tr¢ 1én, cong ty hop
danh;

- Ban sao quyet dinh va ban sao bién ban hop
ciia Hoi dong quan tri doi véi cong ty co
phan;

- Ban sao quyét dinh cua chi so hitu cong ty
d6i v6i cong ty TNHH mot thanh vién.
Truong hop ké khai s dinh danh ca nhan cua
ngudi dimg dau chi nhanh, vin phong dai
dién theo quy dinh tai khoan 1 Piéu 11 Nghi
dinh s6 168/2025/ND-CP thi ho so dang ky
hoat dong chi nhanh, van phong dai dién
khong bao gdbm ban sao glay to phép 1y cua ca
nhan d6i v6i nguoi ding dau chi nhanh, vin
phong dai dién

Ban sao

Ban sao gidy phép thanh lap va hoat dong
hodc ban sao vin ban chap thuan cia Uy ban
Ching khodn Nha nudc theo quy dinh cua
phap luét vé chirmg khoan.

Ban sao

01

Truong hop thong béo lap dia diém kinh doanh:

9.

| Thong béo lap dia diém kinh doanh

Ban chinh |

Truong hop dang ky phong giao dich ctia cong ty chirng khoan

10.

-Théng béo 1ap dia diém kinh doanh

Ban chinh

01

11.

-Ban sao vin ban chap thuan cta Uy ban
Ching khoan Nha nuéc theo quy dinh cua
phdp ludt vé chiing khoan

Ban sao

01

Truong hop dang ky dia diém kinh doanh cua

doanh nghiban ép xa hoi

12.

-Thong bao 1ap dia diém kinh doanh

Ban chinh

01

13.

Cam két thyc hién muc tiéu xa hoi, moi
truong do nhitng nguoi sau day ky:

01
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- P6i v6i doanh nghiép tu nhan: chu doanh
nghiép tu nhan;

- Pdi v6i cong ty hop danh: cic thanh vién
hop danh;

- B6i v6i cong ty TNHH: cac thanh vién 1a ca
nhan; nguoi dai dién theo phap luat hoac
ngudi dai dién theo iy quyén ddi véi thanh
vién 1a t6 chirc;

- Dbi v6i cong ty b phan: c6 dong sang lap 1a
c4 nhan, c6 dong khac 1a c4 nhan, néu cb
dong nay dong ¥ v6i ndi dung cam két trén va
mong muon ky vao ban cam két nay cung véi
co dong sang lap; nguoi dai dién theo phap
ludt hoac nguoi dai dién theo uy quyén do6i
v6i c6 dong sang l1ap 1a to chuc, nguoi dai
dién theo phap luat hodc nguoi dai dién theo
uy quyén ddi voi cb dong khac 13 t6 chire, néu
c6 dong nay dong ¥ v6i ndi dung cam két trén
va mong muén ky vao ban cam két nay cung
v6i c6 dong sang 1ap

Ban chinh

Ban chinh

Ban chinh

Ban chinh

14.

* Truong hop Uy quyén thuc hién thu tuc:
Nguoi ¢6 thim quyén ky vian ban dé nghi
dang ky doanh nghiép c6 thé iy quyén cho t6
chtrc, ca nhan khac thyuc hién tha tuc dang ky
doanh nghiép theo quy dinh sau day:

- Truong hop Gy quyén cho ci nhan thuc
hién thu tuc dang ky doanh nghiép, kem theo
hd so ding ky doanh nghiép phai co:

- Van ban uy quyén cho céd nhan thuc hién
thu tuc lién quan dén dang ky doanh nghiép.
Vin ban uy quyén nay khong bét budc phai
cong chung, ching thuec.

- Truong hop ty quyén cho to chire thyc hién
thii tyc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghiép phai co:

- Ban sao hop déng uy quyén cho to chirc
thyc hién thi tyc lién quan dén dang ky
doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phan cong
nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién thi tuc lién quan dén dang ky
doanh nghiép.

- Truong hop iy quyén cho don vi cung cip
dich vu buu chinh céng ich thyc hi¢n thu tuc
dang ky doanh nghiép thi khi thuc hi¢n thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai ndp:

- Ban sao phiéu gtri hd so theo miu do doanh

Ban chinh

Ban chinh

Ban chinh

Ban sao

Ban chinh

Ban chinh

Ban sao

01
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nghi¢p cung ung dich vu buu chinh cong ich
phat hanh ¢6 chir ky xac nhan ctia nhan vién
buu chinh va ngudi co thim quyén ky vin
ban dé nghi ding ky doanh nghiép.

- Truong hop ty quyén cho don vi cung cip Ban chinh
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc diang ky doanh
nghiép thi viéc uy quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh sb
168/2025/ND-CP, cu thé:

- Ban sao hop ddng uy quyén cho t6 chirc Ban sao
thuc hién tho tuc lién quan dén ding ky
doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong Bén chinh
nhiém vu cta t chic d6 cho ca nhan truc
tiép thuc hién thi tyc lién quan dén ding ky
doanh nghiép.

- Ngudi iy quyén va nguoi dugc uy quyén
thuc hi¢n thu tuc dang ky doanh nghi¢p chiu Ban chinh
trach nhiém trudc phap luat vé tinh hop phap,
trung thyc va chinh xac cua viéc uy quyén.
Nguoi uy quyén va ‘nguoi duge uy quyén phai
xac thuc dién tir dé duoc cap dang ky doanh
nghiép. Truong hop viéc xac thuc dién tir bi
gian doan thi nguoi uy quyén thuc hién viéc
xac thuc dién tir sau khi duoc cap diang ky
doanh nghiép.

Truong hop ngudi Gy quyén khong xac nhan
hodc xac nhan khong ty quyén thuc hién tha
tuc dang ky doanh nghiép thi Co quan dang
ky kinh doanh cép tinh yéu ciu doanh nghiép
bao céo theo quy dinh tai khoan 5 Diéu 21
Nghi dinh s6 168/2025/ND-CP. Cuy thé: Yéu
cau doanh nghiép bao cdo vé viéc tuan tha cac
quy dinh ctia Luat Doanh nghiép theo quy
dinh tai diém ¢ khoan 1 Piéu 216 Luat Doanh
nghiép “Yéu cau doanh nghiép bao cio vé
viéc tuan thu quy dinh ctia Luat nay khi xét
théy can thiét; don dbc viéc thuc hién nghia
vu bao cédo cua doanh nghiép”.

Truong hop chua cé tai khoan dinh danh
dién tir @€ thuc hién xéc thuc dién tir thi hd
so dang ky doanh nghiép phai kém theo ban
sao thé¢ Can cudc hodc thé Can cude cong
dan hodc ho chiéu hodc hd chiéu nude ngoai
hodc cac gidy td c6 gia tri thay thé ho chiéu
nudc ngoai con hiéu lyc cia ngudi uy quyén.

3.Cach thirc, dia chi nop ho so, nhin két qua gizi quyét TTHC
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STT Cich thirc ndp, nhin két qua Pia chi cu thé
< , A s Tai Chi nhanh TTPVHCC Thanh
1 bang ky truc tiép tai Chi nhanh TTPVHCC phé Ha Néi (theo théng béo cia

Thanh phd Ha Nbi

cip c6 thAm quyén)

2. | bang ky qua dich vu buu chinh

Theo dia chi: S¢ Tai chinh - Khu
lién co quan Van Ho (Pia chi: s6
52 Lé Pai Hanh, phuong Hai Ba

Trung, thanh phd Ha Noi)

Nop ho so truc tuyén qua mang dién tir tai
3. | Cong Thong tin Pang ky doanh nghiép Qudc
gia hodc qua Cong dich vu cong Qudc gia

Theo dia chi:
https://dangkykinhdoanh.gov.vn
hodc https://dichvucong.gov.vn/

Ghi chu:

Ngudi nop ho so st dung tai khoan dinh danh dién tir dé dang nhap Cong thong
tin quéc gia vé diang ky doanh nghiép, ké khai thong tin, tai vin ban dién tu, ky
s6 hoic ky xéac thuc ho so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghi€p theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi dugc uy quyén
phai xac thyc dién tir dé dugc cip ding ky doanh nghiép. Trudng hop viéc xac
thue dién tir bi gian doan thi nguoi uy quyén thue hién viée xac thuc dién tir sau
khi dugc cip ding ky doanh nghiép. Sau khi hoan thanh viéc gui hd so ding ky
doanh nghiép, ngudi ndp hd so s& nhan duoc gidy tiép nhan ho so va hen tra két
qua dién tir qua tai khoan ctia ngudi ndp ho so.

4.Thoi gian giai quyét, phi, 1¢ phi, mirc @) cung cip dich vu cong truc tuyén

Thaoi gian giai quyét

Murc thu
(DVT: Viét Nam dong)

Cung cip dich
vu cOng truc

Ngay lam viéc

Gio lam viéc

Phi

L¢ phi

tuyén

03 ngay lam
viéc ké tir ngay
nhan dua hd so
hop 1€

24 gio

Phi cong bo noi
dung dang ky
doanh  nghiép:
Khong duogc quy
dinh tai Bicu
phi, 1¢ phi dang
ky doanh nghiép
ban hanh kem
theo Thong tu sb
47/2019/TT-
BTC.

- Lé phi 50.000
dong/lan, ndp tai
thoi diém ndép hod
so néu ding ky
tryc tiép (Thong
tw s6 47/2019/TT-
BTC).

- Mién 1¢ phi d6i
voi  truong  hop
dang ky qua
mang dién i,
dang ky thanh 1ap
trén co s& chuyén
d6i tr ho kinh
doanh (Thoéng tu
s0  47/2019/TT-
BTC).

Toan trinh

5.Céc bi¢u miu trong giai quyét TTHC

STT

Tén biéu miu

Co s6 phap ly .

1. | Gidy d¢ nghi dang ky hoat dong chi nhanh/vin phong dai
dién/Thong bao lap dia diém kinh doanh (Mau s6 17, Phu
luc I kém theo Thong tu s6 68/2025/TT-BTC)

Thong
68/2025/TT-BTC

tu SO
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Cam két thuc hién muc tiéu xi h,(f)i, moi truong (Mau $O Thong tu $O
34, Phu luc I kém theo Thong tu s6 68/2025/TT-BTC) 68/2025/TT-BTC
Giay chung nhan dang ky hoat dong chi nhanh/van phong | Thong  tu 80

dai dién (Mau s6 42, Phu luc I kém theo Thong tu so6
68/2025/TT-BTC)

68/2025/TT-BTC

Gidy chimg nhdn ding ky dia diém kinh doanh (Mau s0 | Thong  tw  s0
43, Phu luc I kém theo Thong tu s6 68/2025/TT-BTC) 68/2025/TT-BTC
Thong bao vé viée stra doi, bd sung hd so dang ky doanh | Théng  tu s

nghiép (Mau s6 48, Phy luc I kém theo Thong tu sb
68/2025/TT-BTC)

68/2025/TT-BTC

Gidy tiép nhan ho so va hen tra két qua ho so ding ky
doanh nghi¢p/chi nhanh/van phong dai dién/dia diém kinh
doanh (Mau sé 70, Phu Iyc I kém theo Thong tu s
68/2025/TT-BTC)

Thong tu  sb
68/2025/TT-BTC

Gidy tiép nhan ho so va hen tra két qua ho so dang ky
doanh nghiép/chi nhanh/van phong dai diéq/dia diém kinh
doanh qua mang thong tin dién tor (Mau s6 71, Phuy luc I

Thong tu s
68/2025/TT-BTC

kém theo Thong tu s6 68/2025/TT-BTC)

8. | Mau Phiéu xin 16i va hen lai ngdy tra két qua (Mau s6 04 | Thong  tu s
Thong tu s6 01/2018/TT-VPCP) 01/2018/TT-
VVPCP)
9. |Mau S6 theo ddi ho so (Miu s6 06 Thong tw so | Thong tu  sO
01/2018/TT-VPCP) 01/2018/TT-
VVPCP)
6. Quy trinh gidi quyét
Thoi gian.
. L. giai quyet toi
Tén buée bon V!/llj.%um thye Noi dung cong viéc da
en (DVT: Gio
lam viéc)
*, Truong hop ding Ky truwc tiép hoic qua dich vu buu chinh
Budc1 | Cac Chi  nhanh | - Tiép nhan ho so va ghi gidy tiép | Gid hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
ho so - Chuyen h6 so vé S¢ Tai chinh
Budc 2 Vian phong S& Tai Chuyén ho so cho Phong 2 gio
Luan chuyén | chinh PKKD&TCDN
ho so
Buéc3 |Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 2 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc4 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 10 gio
Thuly va | DPKKD&TCDN tinh hop 1é ctia hd so:
giai quyét hd - H6 so khong du diéu kién: Dy
SO thao thong bao huéng din stra dbi
bd sung, néu 13 1y do.
- HO so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.
Budc 5 Lanh dao Phong |Lanh dao phong tién hanh xem | 4 gid
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Phé duyét | bPKKD&TCDN xét, phé duyét:
két qua - Truong hop hd so hop 1é:
chuyén Co quan thué trén Hé
thong dé phan hoi vé ma sb thué.
- Trudng hop ho so khong hop 16:
Phé duyét ndi1 dung thong bao
hudng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B5.
Budc 6 Co quan thué Co quan thué phan hoi tryc tiép | Phan hoi tu
Phan hdi ma trén Hé théng dong trén hé
s6 thué thong
Budce 7 - Lianh dao Phong |- Guri Thong béo yéu cau sta déi 2 gio
Thong bdo | PKKD&TCDN bd sung (tra tu dong qua cong
két qua - Chuyén vién | théng tin qudc gia vé ding ky
Phong doanh nghiép) ddi v6i truong hop
PKKD&TCDN hé so khong hop 18.
- Truong hop CQ thué khong
chap thudn: gui thong bao yéu
cau sua d6i bo sung (tra ty dong
qua cong thong tin quoc gia vé
dang ky doanh nghiép).
- Chap thuan trén hé thong ddi
v6i hd so duoc co quan thué chap
thuan.
- Ky s6 két qua ding ky doanh
nghiép. Trudng hop khong thé ky
s6 do khach quan thi linh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh
Buéc 8 | Vin thu - Doi véi truong hop ky so két | 4 gio
Phat hanh qua dang ky doanh nghi¢p: ky
két qua bang chit ky sb to chuc cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin quc gia
vé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phét hanh két qua 1a
ban gidy
Budc 9 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakétqua |dich vu buu chinh | vi cung cip dich vu buu chinh | chinh
cho t6 chirc | cong ich cong ich tra két qua cho doanh
c4 nhan ddi nghiép
véi trudng
hop két qua
1a ban gidy
Buoc 10 |-  Chuyén vién | Van thu Phong DKKD&TCDN | Gio hanh
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Thong ké | Phong va B0 phan luu trit cung Van | chinh
theo doi DKKD&TCDN; Bb | phong S¢ c¢6 trach nhiém thong
phan luu trix ké cac TTHC thuc hién tai don vi
- Van phong S¢& vao sb theo ddi ho so
Tong thoi gian: 3 ngay
*. Truwong hop dang Ky qua mang dién tir
Budce 1 Ngudi c6  tham | Nguoi ndp ho so ké khai thong | Ca ngay
Nop hd so | quyén ky van ban dé | tin, tai van ban dién tir, ky xac
nghi dang ky doanh | thyc hd so dang ky doanh nghiép
nghiép hodc nguoi | qua mang thong tin dién tir va
dugc uy quyén thyc | thanh toan phi, 16 phi ding ky
hién thu tyc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin qubc gia vé dang
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn)
Budc 2 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Budc3 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 13 gio
Thu ly, giai | PKKD&TCDN tinh hop 18 cta hd so:
quyét ho so - Hd so khong du diéu kién: Du
thao thong bao huéng dan stra d6i
bd sung, néu 15 1y do.
- Ho so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budc 4 Lanh dao Phong |- Truong hop ho so hop 18: |4 gid
Phé duyét | PKKD&TCDN chuyén Co quan thué trén Heé
két qua théng dé phan hoi vé ma s thué.
- Truong hop ho so khong hop 18é:
Phé duyét ndi dung théng bao
huong dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B3.
Buéc5 |- Linh dao Phong |- Giri Thong bao yéu cau stra doi | 2 gio
Thong bao | PKKD&TCDN b6 sung (tra tu dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé ding ky
Phong doanh nghiép) ddi véi trudng hop
PKKD&TCDN hé so khong hop 18.
- Chap thuan trén hé thong ddi
v6i ho so hop 16
- Ky s6 két qua dang ky doanh
nghiép. Trudong hop khong thé ky
s6 do khach quan thi ldnh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh.
Budc 6 | Vin thu - Poi v6i truong hop ky so két | 4 gid
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Phéat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chuc cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin qudc gia
veé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy
Budc 7 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakétqua |dich vu buu chinh |vi cung cip dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
c4 nhan d6i nghi¢p
Vo1 truong
hop két qua
13 ban gidy
Budc 8 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gio hanh
Théngké | PKKD&TCDN ; Bo | va Bo phan luu trir - Van phong | chinh
theo doi phan luu trit - Van | S& ¢ trach nhiém théng ké cac
phong S¢& TTHC thyuc hién tai don vi vao sb
theo ddi ho so
Tong thoi gian: 3 ngay

7. Trach nhiém tra ho so, két qua giai quyét va luu trir hé so TTHC

Trach nhiém

Trung tam PVHCC

Co quan glal quyet hé so

Tra ho so, két qua

- Chuyen ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cap dich vu buu
chinh cong ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tir trén Cong
thong tin qubc gia vé ding
ky doanh nghiép.

Luu trix

- S6 theo ddi hf) so (Mau sb
06 Thong tu s6 01/2018/TT-
VPCP)

- H6 so to chirc/ca nhan nop;
Giéy tiép nhén hod so va hen
tra két qua; (d6i v6i truong
hop ndp hd so gidy)

- Théng bao vé viéc stra doi,
b6 sung ho so dang ky doanh
nghiép; Gidy chimg nhan
dang ky doanh nghiép;

- S6 theo ddi hd so (néu tra
két qua 1a ban gidy).
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17. Théong bao 1ap chi nhanh, vin phong dai dién & nwéc ngoai (ddi véi doanh
nghiép tw nhin, cong ty TNHH, cong ty c6 phan, cong ty hop danh) (QT-SO-17)
1. Co s¢ phap ly

- Luat Doanh nghiép sé 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luit Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xa hoi chil nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;

- Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau str dung trong diing ky doanh nghiép, ding ky ho kinh doanh;

- Théng tu sb 47/2019/TT-BTC ngay 05/8/2019 ctua Bo Tai chinh quy dinh mirc
thu, ché d6 thu, ndp, quan 1y va str dung phi cung cip thong tin doanh nghiép, 16 phi ding
ky doanh nghiép.

2. Thanh phan hé so

Ban sao/

STT Tén ho so bin chinh

S6 lwong

Truong hgp 14p chi nhanh, van phong dai dién ctia doanh nghiép & nudc ngoai

1. -Théng bao vé viéc 1ap chi nhanh, vin phong Ban chinh 01
dai dién & nudc ngoai
2. Bén sao Gidy chirng nhan dang ky hoat dong Ban sao 01

chi nhanh, vin phong dai dién hodc gidy to
tuong duong

3. * Trudng hop Gty quyén thue hién thu tuc:
Ngudi c¢6 tham quyén ky vian ban dé nghi
dang ky doanh nghiép c6 thé uy quyén cho to
chtrc, ca nhan khac thuc hién tha tuc dang ky
doanh nghiép theo quy dinh sau day: 01
- Truong hop Uy quyén cho ca nhan thyc Ban chinh
hién thu tuc dang ky doanh nghiép, kem theo
ho so dang ky doanh nghiép phai co:

- Vin ban uy quyén cho ci nhan thuc hién Bén chinh
thil tuc lién quan dén ding ky doanh nghiép.
Vin ban uy quyén nay khong bét budc phai
cong chung, ching thuec.

- Truong hop ty quyén cho to chire thyc hién Ban chinh
thii tyc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghiép phai co6:

- Ban sao hop dong Uy quyén cho t6 chirc Bén sao
thuc hién thu tyc lién quan dén ding ky
doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong Bén chinh
nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién thi tuc lién quan dén dang ky
doanh nghiép.

- Trudng hop iy quyén cho don vi cung cap Bén chinh
dich vu buu chinh cong ich thyuc hién thu tuc
dang ky doanh nghiép thi khi thuc hién thu




147

tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nop:

- Ban sao phiéu gtri ho so theo miu do doanh
nghiép cung tng dich vu buu chinh cong ich
phat hanh co6 chir ky xac nhan ctia nhan vién
buu chinh va ngudi cé thim quyén ky vin
ban dé nghi dang ky doanh nghiép.

- Truong hop ty quyén cho don vi cung cip
dich vu buu chinh khong phai 1a buu chinh
cong ich thuc hién thu tuc dang ky doanh
nghiép thi viéc 0y quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh sb
168/2025/ND-CP, cu thé:

- Ban sao hop ddng uy quyén cho t6 chirc
thyc hién thi tyc lién quan dén dang ky
doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong
nhiém vu cua td chitc d6 cho c4 nhéan truc
tiép thuc hién thi tyc lién quan dén ding ky
doanh nghiép.

- Ngudi iy quyén va nguoi dugc uy quyén
thuc hi¢n thu tuc dang ky doanh nghi¢p chiu
trach nhiém trudc phap luat vé tinh hop phap,
trung thyc va chinh xac cua viéc uy quyén.
Ngudi uy quyén va ‘nguoi duge uy quyén phai
xac thuc dién tir dé duoc cap dang ky doanh
nghiép. Truong hop viéc xac thuc dién tir bi
gian doan thi nguoi uy quyén thuc hién viéc
xac thuc dién tir sau khi duoc cap diang ky
doanh nghiép.

Truong hop nguoi Gy quyén khong xac nhan
hodc x4c nhan khong uy quyén thyc hién thi
tuc dang ky doanh nghiép thi Co quan dang
ky kinh doanh cép tinh yéu ciu doanh nghiép
bao céo theo quy dinh tai khoan 5 Diéu 21
Nghi dinh s6 168/2025/ND-CP. Cuy thé: Yéu
cau doanh nghiép bao céo vé viéc tuan thi cac
quy dinh cta Ludt Doanh nghi¢p theo quy
dinh tai diém c khoan 1 Diéu 216 Luat Doanh
nghiép “Yéu cau doanh nghiép bao cio vé
viéc tuan thu quy dinh ctia Ludt nay khi xét
théy can thiét; don dbc viéc thuc hién nghia
vu bao céo cia doanh nghiép”.

Truong hgp chua c6 tai khoan dinh danh
dién tir @€ thuc hién xéc thuc dién tir thi hd
so dang ky doanh nghiép phai kém theo ban
sao thé¢ Can cudc hodc thé Can cude cong
dan hodc ho chiéu hodc hd chiéu nude ngoai

Ban sao

Ban chinh

Ban sao

Ban chinh

Ban chinh




148

hodc cac giay to co gia tri thay thé ho chiéu
nudc ngoai con hi¢u lyc cua ngudi uy quyén.

3.Cach thirc, dia chi ndp ho so, nhan két qua giai quyét TTHC

STT

Cich thirc ndp, nhin két qua

Pia chi cu thé

Ping ky tryc tiép tai Chi nhanh TTPVHCC

Tai Chi nhanh TTPVHCC Thanh

1. Thanh phé Ha Noi phd Hé}\léi’(thio thén% bao cua
cap c6 tham quyén)

Theo dia chi: S¢ Tai chinh - Khl:I

. , ) , lién co quan Van H6 (Pia chi: so

2. | Bang ky qua dich vu buu chinh 52 Lé ];lai Hanh, phugrng Hai Ba

Trung, thanh phd Ha Noi)
Nop ho so truc tuyén qua mang dién tir tai Theo dia chi:
3. | Cong Thong tin Pang ky doanh nghiép Quéc | https://dangkykinhdoanh.gov.vn

gia hodc qua Cdng dich vu céng Qudc gia

hodc https://dichvucong.gov.vn/

Ghi chu:

Ngudi nop ho so st dung tai khoan dinh danh dién tr d¢é dang nhap Cong thong
tin quoc gia vé dang ky doanh nghiép, ké khai thong tin, tai van ban dién tir, ky
s6 hoic ky xéac thuc ho so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghi€p theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi duge uy quyén
phai xac thyc dién tir dé duge cip ding ky doanh nghiép. Trudng hop viée xac
thyc dién tur bi gian doan thi nguoi uy quyén thuc hién viéc xac thuc dién tr sau
khi dugc cip ding ky doanh nghiép. Sau khi hoan thanh viéc giri hd so ding ky
doanh nghiép, ngudi ndp hd so sé nhan duoc gidy tiép nhan ho so va hen tra két
qua dién tir qua tai khoan ciia ngudi ndp ho so.

4.Thoi gian giai quyét, phi, 1¢ phi, mirc @) cung cip dich vu cong truc tuyén

Théi gian gidi quyét Murc thu Cung cap dich
(PVT: Viét Nam dong) vu cong truc
Ngay lam viéc | Gio 1am viée Phi Lé phi tuyén
03 ngay lam 24 gioy Phi cong bo nodi | - Lé phi Khoéng | Toan trinh

viéc k¢ tir ngay
nhan du ho so
hop 1€

dung dang ky
doanh  nghiép:
Khong duoc quy
dinh tai Bicu
phi, 1¢ phi dang
ky doanh nghiép
ban hanh kem
theo Thong tu sd
47/2019/TT-
BTC.

dugc quy dinh tai
Biéu phi, 1& phi
dang ky doanh
nghi¢p ban hanh
kem theo Théng
tw s6 47/2019/TT-
BTC.

- Mién 1¢ phi d6i
vol  truong  hop
ding ky qua
mang dién tu,
dang ky thanh 1ap
trén co s& chuyén
doi tr ho kinh
doanh (Thong tu
s6  47/2019/TT-
BTC).

5.Céc biéu miu trong giai quyét TTHC




149

STT

Tén biéu mau

Cosophaply

Thong bao vé viéc 1ap chi nhanh/van phong dai dién ¢
nudc ngoai (Mau s6 18, Phu luc I kem theo Thong tu so
68/2025/TT-BTC)

Théong tu  sO
68/2025/TT-BTC

Thong bao ~Vé viéc stra doi, bd sung ho so diang ky doanh
nghi¢p (Mau so0 48, Phy luc I kém theo Thong tu so
68/2025/TT-BTC)

Thong tu  sb
68/2025/TT-BTC

Gidy tiép nhan ho so va hen tra két qua ho so ding ky
doanh nghiép/chi nhanh/vin phong dai dién/dia diém kinh
doanh (Mau sé 70, Phu Iyc I kém theo Thong tu s
68/2025/TT-BTC)

Thong tu  sb
68/2025/TT-BTC

Giay tiép nhan ho so va hen tra két qua ho so ding ky
doanh nghi¢p/chi nhanh/van phong dai dién/dia diém kinh
doanh qua mang théng tin dién tr (Mau s6 71, Phuy luc I
kém theo Thong tu s6 68/2025/TT-BTC)

Thong tu s
68/2025/TT-BTC

Mau Phiéu xin 18i va hen lai ngay tra két qua (Mau sb 04

Thong tu 50

Thong tu s6 01/2018/TT-VPCP)

01/2018/TT-
VPCP)

6. MAau SO theo ddi ho so

01/2018/TT-VPCP)

(Mau s6 06 Théng tu s6| Théng  tu sO
01/2018/TT-

VPCP)

6. Quy trinh giii quyét

Tén budc

Don vi/Nguoi thue
hi€én

Thoi gian
giai quyét toi
da
(DVT: Gio
lam viéc)

Noi dung cong viéc

*. Trudong hg

diing ky truc tiép hoic qua dich vu buu chinh

Budc 1
Ti€p nhan
ho so

Cac Chi  nhanh

TTPVHCC

Gio
chinh

- Tiép nhan ho so va ghi gidy tiép hanh
nhan, hen ngay tra két qua

- Chuyén hd so vé S¢ Tai chinh

Budc 2
Luan chuyén
ho so

Vian phong S¢ Tai
chinh

Chuyén ho so cho Phong
DKKD&TCDN

1 gio

Buéce 3
Phan cong
xu ly

Lanh dao Phong
DKKD&TCDN

Phéan cong chuyén vién xir Iy ho
so sau khi ti€p nhan

1 gio

Budc 4
Thu ly va
giai quyét hd
SO

Chuyén vién Phong
DKKD&TCDN

Chuyén vién tién hanh xem xét
tinh hop 18 cta hd so:

- Hb so khong du diéu kién: Dy
thao thong bao huéng din stra dbi
bd sung, néu rd ly do.

- HO so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.

12 gio

Budce 5
Phé duyét
két qua

Lanh dao Phong
DKKD&TCDN

* Néu dong y:
- Trudng hop ho so hop 1&: phé
duyét ndi dung két qua dang ky
doanh nghiép

4 gio
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- Trudng hop ho so khong hop 18:
Phé duyét ndi dung thong bao
huéng dan stra d6i bo sung

* Néu khong dong y: chuyén lai
B4.

Budc 6 - Lanh dao Phong |- Gui Thong bao yéu cau stra doi | 2 gid
Thong bao | PKKD&TCDN bd sung (tra ty dong qua cong
két qua - Chuyén vién |thdng tin qudc gia vé ding ky
Phong doanh nghiép) ddi vé6i truong hop
PKKD&TCDN hé so khong hop 18.
- Chép thuan trén hé théng ddi
v6i ho so hop 16
- Ky s6 két qua dang ky doanh
nghiép. Trudong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh ldnh dao ky két
qua chuyén vin thu phat hanh
Budce 7 Van thu - Poi véi truong hop ky so két | 4 gid
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sd to chuc cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin quc gia
vé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy
Budc 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cip dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
cé nhan doi nghiép
voi trudng
hop két qua
1a ban gidy
Budc 9 - Chuyén vién | Van thu Phong DKKD&TCDN
Théng ké | Phong va Bo phan luu trit cung Vin
theo doi PDKKD&TCDN; Bb | phong Sé ¢6 trach nhiém thong
phan luu tri ké cac TTHC thuc hién tai don vi
- Van phong S¢& vao sb theo ddi ho so
Tong thoi gian: 3 ngay
*, Truwong hgp ding ky qua mang dién tir
Budc 1 Nguoi ¢6  tham | Ngudi ndp ho so ké khai thong | Ca ngay
Nop hd so | quyén ky vin ban dé | tin, tai van ban dién tir, ky xac

nghi dang ky doanh
nghiép hodc nguoi
duoc uy quyén thuc
hién thu tuc dang ky

thuc ho so dang ky doanh nghiép
qua mang thong tin dién tor va
thanh toan phi, 1¢ phi dang ky
doanh nghiép theo quy trinh trén
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doanh nghiép

cong thong tin quoc gia vé ding
ky doanh nghi¢p
(https://dangkykinhdoanh.gov.vn)

Budc 2
Phan cong
xtr 1y ho so

Lanh dao Phong
DKKD&TCDN
hodc ty dong trén h¢
thong

Phéin coéng chuyén vién xur Iy ho
so sau khi ti€p nhan

1 gio

Budc 3
Thu ly, giai
quyét ho so

Chuyén vién Phong
DKKD&TCDN

Chuyén vién tién hanh xem xét
tinh hop 1¢ ctia hd so:

- Hd so khong du diéu kién: Dy
thao thong bao huéng dan stra dbi
bd sung, néu 13 1y do.

- HO so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.

13 gio

Budc 4
Ph¢ duyét
ket qua

Lanh dao Phong
DKKD&TCDN

- Truong hop ho so hop 1é:
chuyén Co quan thué trén Hé
thdng dé phan hoi vé ma sb thué.
- Trudng hop ho so khong hop 1¢:
Phé duyét ndi dung thong bdo
hudng dan stra d6i bo sung

* Néu khong dong y: chuyén lai
B3.

4 gid

Budce 5
Thong bao
két qua

- Lanh dao Phong
DKKD&TCDN
- Chuyén
Phong
DKKD&TCDN

Vién

- Gui Thong bao yéu cau stra doi
bd sung (tra tu dong qua cong
thong tin qubc gia vé ding ky
doanh nghiép) ddi v6i truong hop
hé so khong hop 18.

- Chép thuan trén hé théng doi
v6i hd so hop 16

- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh.

2 gio

Budc 6
Phét hanh
két qua

Van thu

- D6i v6i trudng hop ky s két
qud dang ky doanh nghi¢p: ky
bang chit ky sd t0 chuc cia
Phong DKKD&TCDN (tra tu
dong qua cong thong tin quc gia
vé dang ky doanh nghiép).

- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua la
ban gidy

4 gio

Budce 7
Tra két qua
cho t6 chire/
c4 nhan dbi

Pon vi cung cap
dich vu buu chinh
cong ich

Van thu phong ban giao cho don
vi cung cap dich vu buu chinh
cong ich tra két qua cho doanh
nghiép

Gi0 hanh
chinh
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voi1 truong
hop két qua
1a ban gidy
Budc 8 Chuyén vién Phong | Van thu Phong PKKD&TCDN | Gio hanh
Théng ké | PKKD&TCDN ; Bo | va B phan luu trit - Van phong | chinh
theo ddi | phan luu trit - Van | So c6 trach nhiém théng ké céc
phong S& TTHC thuc hién tai don vi véao sb
theo ddi h so
Tong thoi gian: 3 ngay

7. Trach nhiém tra hd so, két qua gidi quyét va luu trir ho so TTHC

Trach nhiém

Trung tam PVHCC

Co quan giai quyét ho so

Tra ho so, két qua

- Chuyén ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh cong ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tu trén Cong
thong tin qudc gia vé diang
ky doanh nghiép.

Luu trir

- S6 theo dbi h?) so (Mau sb
06 Thong tu s6 01/2018/TT-
VPCP)

- Ho so to chirc/ca nhan nop;
Gidy tiép nhan hd so va hen
tra két qua; (d01 véi trudong
hop nop hod so glay)

- Thong bao vé vigc stra doi,
b sung ho so dang ky doanh
nghiép;

- S6 theo ddi hd so (néu tra
két qua 1a ban gidy).
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18. Cép d6i Gidy phép dau tw, Gidy ching nhan diu tw (dong thoi 1a Gidy
chirng nhan dang ky kinh doanh) hoac cac giay to cé gla tri phap ly twong duong
cia doanh nghiép, chi nhanh, van phong dai dién, dia diém kinh doanh chuyen sang
hoat dong theo Glay chirng nhan dang ky doanh nghiép, Glay chirng nhan dang ky
chi nhanh, Gidy chirng nhin ding ky dia diém kinh doanh (QT-SO-18)

1.Co s& phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luat Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xa hoi chil nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 ctia Chinh phu vé ding ky doanh
nghiép;

- Théng tu sb 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau str dung trong ding ky doanh nghiép, ding ky ho kinh doanh;

- Thong tu sd 47/2019/TT-BTC ngay 05/8/2019 ctia B6 Tai chinh quy dinh mirc
thu, ché d6 thu, nop, quan 1y va sir dung phi cung cap thong tin doanh nghiép, 1¢ phi dang
ky doanh nghiép.

2.Thanh phan ho so
Ban sao/

STT Tén ho so bin chinh So lwgng

Truong hop doanh nghiép ¢ nhu cau cap doi sang Giay chirng nhan dang ky doanh
nghiép ma khong thay d6i ndi dung dang ky kinh doanh

1 -Vin ban dé nghi bo sung, cap nhat thong tin | Ban chinh 01
dang ky doanh nghiép
2 -Ban sao Giay phép dau tu, Gidy ching nhén Bén sao 01

dau tu (d6ng thoi la Glay ching nhan dang ky
kinh doanh) hoic cac giay t& co gia tri phap ly
tuong duong

3 -Ban sao Giay chuang nhan ding ky thué cua Ban sao 01
doanh nghi¢p

Truong hop doanh nghiép ding ky, thong bao thay doi ndi dung ding ky kinh doanh,
tam nging kinh doanh, tiép tuc kinh doanh trudc thoi han da thong bao, ding ky thanh
1ap chi nhanh, vin phong dai dién, dia diém kinh doanh cting tinh, thanh phd truc thudc

trung uwong noi doanh nghiép dat tru s¢ chinh

4 Ho so bao gom céc glay to twong trng véi ndi Ban chinh 01
dung ding ky thay d6i dia chi tru s¢ chinh,
tén, thanh vién hgp danh cua doanh nghié¢p;
dang ky thay doi ngudi dai dién theo phap
luat cua cong ty trach nhiém hiru han, cong
ty co phan dang ky thay (101 von diéu 18,
phan vén gop, ty 1¢ phan vén gop; dang ky
thay d6i thanh vién cong ty trach nhiém hiru
han hai thanh vién tré 1én; ding ky thay do6i
chu s¢ hitu cong ty trach nhi¢m hiru han mot
thanh vién; dang ky thay d6i chii doanh
nghiép tu nhan trong trudong hop ban, ting
cho doanh nghiép, cha doanh nghiép chét;
dang ky thay d6i von dau tu cia chu doanh
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nghiép tu nhén; thong bao thay ddi nganh,
nghe kinh doanh; thong bao thay d01 thong
tin c6 dong sang lap cua cong ty cd phan
khong phai 12 cong ty niém yét va cong ty
dang ky giao dich ching khodn; thong bao
thay doi c¢6 dong 1a nha dau tu nudc ngoai
ciia cong ty c¢6 phan khong phai 1a cong ty
niém yét va cong ty ding ky giao dich ching
khoan; thong bao thay doi thong tin vé chu
s6 hiru hudng g1 cua doanh nghiép va thong
bao thong tin dé xac dinh chii s¢ hiru hudng
loi; théng bao thay d6i nodi dung dang ky
thué; thong bao thay d6i thong tin c6 déng 1a
nha dau tu nudc ngoai, thong bao cho thué
doanh nghiép tu nhan, théng bao thay doi
nguoi dai dién theo ty quyén cua chi s¢ hru,
thanh vién cong ty trach nhiém htru han la t6
chtrc, ¢6 dong 1a t6 chirc nudc ngoai Muc 6,
7,8, 10, 12, 13, 14, 15, 20 tai Quyét dinh nay
va van ban dé nghi bé sung, cdp nhat thong
tin dang ky doanh nghiép; ban sao Gidy phép
dau tu, Gidy chimg nhan dau tu (d6ng thoi 1a
Gidy ching nhén dang ky kinh doanh) hodc
cac gidy to co gia tri phap ly tuong duong;
ban sao Gidy chimg nhan dang ky thué cta
doanh nghiép.

Ho so bao gdm c4c gidy to tuong ng Vi noi
dung tam nging kinh doanh, tiép tuc kinh
doanh trudc thoi han da thong bao ddi Voi
doanh nghiép, chi nhanh, dia diém kinh
doanh, théng bao tam ngirng hoat dong, tiép
tuc hoat dong trudc thoi han da thong bao
d6i vai van phong dai dién tai Muyc 32 Quyét
dinh nay va vin ban d& nghi bo sung, cap
nhat thong tin dang ky doanh nghiép; ban sao
Glay phép dau tu, Gidy chung nhan dau tu
(d6ng thoi 1a Gidy chang nhan dang ky kinh
doanh) hoic cac gidy to co gia tri phap ly
tuong duong; ban sao Gidy chirng nhan ding
ky thué cua doanh nghiép.

Ho so bao gdm céc gidy to twong ng Vi noi
dung dang ky hoat dong chi nhanh, van
phong dai dién, thong bao lap dia diém kinh
doanh tai Muc 16 Quyét dinh nay va van ban
dé nghi bo sung, cap nhat thong tin dang ky
doanh nghiép; ban sao Gidy phép dau tu,
Gidy chung nhan dau tu (dong thoi 1a Gidy
chitng nhan dang ky kinh doanh) hodc cac

Ban sao
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giay to O gia tri phap ly twong duong; ban
sao Giay ching nhan dang ky thué cua doanh
nghiép

Truong hop doanh nghiép c6 nhu cau cap Gidy chung nhan ding ky hoat dong chi
nhanh, vin phong dai dién, Gidy chting nhan ding ky dia diém kinh doanh thay thé noi
dung ding ky hoat dong trén Gidy phép dau tu, Gidy chang nhan dau tu (dong thoi la
Gidy chiing nhan dang ky kinh doanh) hodc cac gidy to c6 gié tri phap 1y twong duong,
Gidy chung nhan dang ky hoat dong chi nhanh, vin phong dai dién do Co quan ding ky
dau tu cip ma khong thay ddi noi dung dang ky hoat dong ddi véi chi nhanh, vin phong
dai dién, dia diém kinh doanh cuing tinh, thanh phé truc thudc trung wong noi doanh
nghiép dat tru so chinh

5 -Vin ban dé nghi bo sung, cap nhat théng tin | Ban chinh 01
ding ky doanh nghiép
6 -Ban sao Giay phép dau tu, Giay chirng nhan Ban sao 01

dau tr (dong thoi la Gidy chung nhan ding
ky kinh doanh) hoac cac giay to c6 gia tri

phap ly tuong duong

7 -Ban sao Giay chung nhan dang ky thué cua Ban sao 01
doanh nghiép

8 -Vin ban dé nghi bo sung cap nhat théng tin | Ban chinh 01

dang ky hoat dong chi nhanh, van phong dali
dién, dia diém kinh doanh

9 -Ban sao Giay chung nhan ding ky hoat Ban sao 01
dong chi nhanh, van phong dai di¢n do Co
quan dang ky dau tu cap ddi voi truong hop
chi nhanh, van phong dai di¢n hoat dong theo
gidy nay

10 -Ban sao Giay chang nhan ding ky thué cua Ban sao 01
chi nhanh, van phong dai dién

Truong hop doanh nghiép dang ky thay d6i ndi dung dang ky hoat dong, tam ngirng
kinh doanh, tiép tuc kinh doanh truéc thoi han d thong bao, cham dut hoat dong doi
V6i chi nhanh, vin phong dai dién, dia diém kinh doanh trén Gidy phép dau tu, Gidy
chang nhan dau tu (dong thoi 1a Gidy chang nhan ding ky kinh doanh) hodc céc gidy to
c6 gia tri phap 1y twong duong, Gidy chiing nhan ding ky hoat dong chi nhanh, vin
phong dai dién do Co quan dang ky dau tu cap dbi vai chi nhanh, vin phong dai dién,
dia diém kinh doanh cting tinh, thanh phé truc thudc trung wong noi doanh nghiép dit
tru s& chinh

11 Ho so bao gom CAc gidy to twong wng V&i ndi | Ban chinh 01
dung ding ky thay doi noi dung dang ky hoat
dong chi nhanh, van phong dai dién, dia
diém kinh doanh, théng bao tam ngirng kinh
doanh, tiép tuc kinh doanh truéc thoi han da
thong bao dbi Vi chi nhanh, dia diém kinh
doanh; théng bao tam nging hoat dong, tiép
tuc hoat dong truéc thoi han da thong bao
d6i v6i van phong dai dién, dang ky cham
dut hoat dong chi nhanh, van phong dai di¢n,
dia diém kinh doanh Muc 19, 32, 34 tai
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Quyét dinh nay va vin ban dé nghi bo sung,
cap nhat thong tin dang ky doanh nghiép;
ban sao Gidy phép dau tu, Gidy ching nhan
dau tu (d6ng thoi la Gidy chiing nhan ding
ky kinh doanh) hoic cac gidy to cd gia tri
phap 1y twong duong; ban sao Gidy chung
nhan ding ky thué cia doanh nghiép, vin
ban d& nghi bd sung cap nhat théng tin ding
ky hoat dong chi nhanh, van phong dai dién,
dia diém kinh doanh, ban sao Gidy chtng Ban sao
nhan dang ky hoat ddng chi nhanh, van
phong dai dién do Co quan dang ky dau tu
cap doi véi truong hop chi nhanh, van phong
dai dién hoat dong theo giay nay, ban sao
Gidy chung nhan dang ky thué cuia chi
nhanh, van phong dai di¢n

Truong hop chi nhanh, van phong dai dién, dia diém kinh doanh khéc tinh, thanh phé truc

thudc trung wong noi doanh nghiép dat tru s¢ chinh, doanh nghiép phai thuc hién thu tuc

cap doi sang Giy ching nhan dang ky doanh nghiép tai Co quan ding ky kinh doanh cap

tinh noi doanh nghiép dat tru s& chinh (theo noi dung ddi véi truong hop doanh nghiép c6

nhu cau cap doi sang Giay ching nhan ding ky doanh nghiép ma khong thay d6i noi dung

dang ky kinh doanh) trude khi thuc hién thu tuc dang ky thanh lap, diang ky thay doi noi
dung dang ky hoat dong, tam ngung kinh doanh, tiép tuc kinh doanh truéc thoi han da
thdng béo, cham dirt hoat dong dbi véi chi nhanh, van phong dai dién, dia diém kinh

doanh tai Co quan dang ky kinh doanh cap tinh noi dit chi nhanh, van phong dai dién, dia

diém kinh doanh

12 Trong trudng hop nay ho so ding ky thanh Bén chinh 01
lap, dang ky thay ddi noi dung dang ky hoat
dong, tam ngiing kinh doanh, tiép tuc kinh
doanh trudc thoi han di thong bao, cham dat
hoat dong ddi voi chi nhanh, vin phong dai
dién, dia diém kinh doanh thuc hién theo céc
noi dung dbi voi truong hop doanh nghiép
ding ky, thong bao thay d6i noi dung ding
ky kinh doanh, tam nging kinh doanh, tiép
tuc kinh doanh truéc thoi han da thong bao,
dang ky thanh 18p chi nhanh, van phong dai
dién, dia diém kinh doanh cling tinh, thanh
phd truc thudc trung wong noi doanh nghiép
dat tru so chinh; truong hop doanh nghiép co
nhu cau cip Gidy ching nhan ding ky hoat
dong chi nhanh, van phong dai dién, Gidy
chung nhan ding ky dia diém kinh doanh
thay thé noi dung dang ky hoat dong_trén
Glay phép dau tu, Gidy chiung nhan dau tu
(d6ng thoi 1a Gidy chang nhan dang ky kinh
doanh) hoic cac gidy to co gia tri phap ly
tuong duong, Gidy ching nhan ding ky hoat
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dong chi nhanh, van phong dai dién do Co
quan diang ky dau tu cip ma khong thay doi
noi dung dang ky hoat dong d6i voi chi
nhanh, van phong dai dién, dia diém kinh
doanh cuing tinh, thanh phé truc thudc trung
uong noi doanh nghiép dat tru so chinh;
truong hop doanh nghiép dang ky thay doi
noi dung dang ky hoat dong, tam ngung kinh
doanh, tiép tuc kinh doanh truéc thoi han da
thong bao, cham dat hoat dong ddi vai chi
nhanh, van phong dai dién, dia diém kinh
doanh trén Gidy phép dau tu, Gidy chang
nhan dau tu (d6ng thoi 12 Gidy ching nhan
dang ky kinh doanh) hoac c4c giay to cd gia
tri phap 1y twong duong, Gidy chiing nhan
dang ky hoat dong chi nhanh, van phong dai
dién do Co quan ding ky dau tu cap doi V6i
chi nhanh, van phong dai dién, dia diém kinh
doanh cuing tinh, thanh phé truc thudc trung
uong noi doanh nghiép dat tru s& chinh |
trong d6 khong bao gébmvin ban dé nghi bo
sung, cdp nhat thong tin dang ky doanh
nghiép; ban sao Glay phép dau tu, Gidy
chang nhan dau tu (d6ng thoi 1a Gidy ching
nhan ding Ky kinh doanh) hoic cac gidy to
c6 gid tri phap 1y twong duong; ban sao Giay
ching nhan dang ky thué ciia doanh nghiép

Ban sao

13

* Truong hop iy quyén thuc hién thu tuc:
Nguoi c6 thim quyén ky vin ban dé nghi
dang ky doanh nghiép c6 thé uy quyén cho to
chtrc, ca nhan khac thuc hién thu tuc dang ky
doanh nghiép theo quy dinh sau day:

- Truong hop Gy quyén cho ci nhan thuc
hién thu tuc dang ky doanh nghiép, kem theo
hd so ding ky doanh nghiép phai co:

- Vin ban uy quyén cho ci nhan thuc hién
thi tyc lién quan dén ding ky doanh nghiép.
Vin ban uy quyén nay khong bét budc phai
cong chung, ching thuec.

- Truong hop ty quyén cho t6 chire thyc hién
thii tyc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghiép phai co:

- Ban sao hop dong iy quyén cho t6 chirc
thuc hién thu tyc lién quan dén dang ky
doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong
nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién thi tuc lién quan dén dang ky

Ban chinh

Ban chinh

Ban chinh

Ban sao

Ban chinh

01
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doanh nghiép.

- Truong hop ty quyén cho don vi cung cip
dich vu buu chinh cong ich thuc hién thu tuc
dang ky doanh nghi€p thi khi thuc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nQp:

- Ban sao phiéu gtri ho so theo miu do doanh
nghiép cung g dich vu buu chinh cdng ich
phat hanh co6 chir ky xac nhan ctia nhan vién
buu chinh va ngudi c6 thim quyén ky vin
ban dé nghi dang ky doanh nghiép.

- Truong hop ty quyén cho don vi cung cip
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc diang ky doanh
nghiép thi viéc iy quyén thuc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh s6
168/2025/ND-CP, cu thé:

- Ban sao hop ddng uy quyén cho t6 chirc
thyc hién thi tyc lién quan dén dang ky
doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong
nhiém vu cta t6 chic d6 cho cd nhan truc
tiép thuc hién thi tyc lién quan dén ding ky
doanh nghiép.

- Ngudi iy quyén va nguoi dugc uy quyén
thuc hi¢n thu tuc dang ky doanh nghi¢p chiu
trach nhiém trudc phap luat vé tinh hop phap,
trung thuc va chinh xac cta viéc y quyén.
Nguoi uy quyén va ngudi dugc Gy quyén phai
xac thuc dién tir dé dugc cdp dang ky doanh
nghiép. Truong hop viéc xac thuc dién tir bi
gian doan thi nguoi uy quyén thuc hién viéc
xac thuc dién tir sau khi duoc cap dang ky
doanh nghigp.

Truong hop nguoi Uy quyén khong xac nhan
hodc xac nhan khong iy quyén thuc hién tha
tuc dang ky doanh nghiép thi Co quan dang
ky kinh doanh cép tinh yéu ciu doanh nghiép
bao céo theo quy dinh tai khoan 5 Diéu 21
Nghi dinh s6 168/2025/NP-CP. Cuy thé: Yéu
cau doanh nghiép bao cdo vé viéc tuan tha cac
quy dinh cta Luat Doanh nghi¢p theo quy
dinh tai diém ¢ khoan 1 Piéu 216 Luat Doanh
nghiép “Yéu cau doanh nghiép bao céo vé
viéc tuan thu quy dinh ctia Ludt nay khi xét
théy can thiét; don dbc viéc thuc hién nghia
vu bao cdo cia doanh nghiép”.

Truong hop chua cé tai khodn dinh danh

Ban chinh

Ban sao

Ban chinh

Ban sao

Ban chinh

Ban chinh
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nudce ngoai con hiéu lyc cua nguodi uy quyeén.

dién tir d€ thuc hién xéc thuc dién tir thi ho
so dang ky doanh nghiép phai kém theo ban
sao th¢ Can cudc hoac thé Can cudc cong
dan hodc ho chiéu hodc hd chiéu nude ngoai
hodc cac gidy td c6 gia tri thay thé ho chjéu

3.CAach thire, dia chi ndp hd so, nhan két qua

idi quyét TTHC

STT

Cich thirc nop, nhan két qua

Pia chi cu thé

Ping ky tryc tiép tai Chi nhanh TTPVHCC

Tai Chi nhanh TTPVHCC Thanh

1. Thanh phé Ha Noi phd Hé}\léi’(thio théng bao cua
cap c6 tham quyén)

Theo dia chi: So Téj chinh - Khl:I

- , . , lién co quan Van H6 (Pia chi: so

2. | bang ky qua dich vu buu chinh 218 fglai Hanh, phugmg Hai Ba

Trung, thanh ph6 Ha Noi)
Nop ho so truc tuyén qua mang dién tir tai Theo dia chi:
3. | Cong Thong tin Pang ky doanh nghiép Quoéc | https://dangkykinhdoanh.gov.vn

gia hoic qua Cong dich vu cong Qudc gia

hodc https://dichvucong.gov.vn/

Ghi chu:

qua dién tr qua tai khoan ctia ngudi ndp ho s

0.

Nguoi ndp ho so st dung tai khoan dinh danh dién tir d&é ding nhap Cong thong
tin quoc gia vé dang ky doanh nghiép, ké khai thong tin, tai van ban dién tir, ky
s6 hoic ky xéac thuc hd so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghi€p theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi duge uy quyén
phai xac thyc dién tir dé dugc cip ding ky doanh nghiép. Trudng hop viée xac
thue dién tir bi gian doan thi nguoi uy quyén thuc hién viéc xac thyc dién tir sau
khi dugc cap dang ky doanh nghiép. Sau khi hoan thanh viée gui ho so ding ky
doanh nghiép, ngudi ndp ho so s& nhin dugc gidy tiép nhan hd so va hen tra két

4.Thoi gian gidi quyét, phi, 18 phi, mirc d9 cung cap dich vu cong truc tuyén

Théi gian gidi quyét Mirc thu Cung cip dich
(DVT: Viét Nam dong) vu cong truc
Ngay lam viéc | Gid lam viéc Phi L¢ phi tuyén

03 ngay lam
viéc ké tir ngay
nhan dua hd so
hop 1€

Phi cong bd noi
dung dang ky
doanh  nghiép:
Khong duoc quy
dinh tai Biéu
phi, 1¢ phi dang
ky doanh nghiép
ban hanh kem
theo Thong tur sd
47/2019/TT-
BTC.

24 ¢i0

- Lé phi 50.000
déng/lén, ndp tai
thoi diém ndép hod
so néu ding ky
tryc tiép (Théng
tw s6 47/2019/TT-
BTC).

- Mién 1¢ phi d6i
vol  truong  hop
dang ky qua
mang dién tu,
dang ky thanh 1ap
trén co s& chuyén
doi tr ho kinh
doanh (Thong tu

Toan trinh
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sO  47/2019/TT-
BTC).

5.Céc biéu miu trong giai quyét TTHC

STT | Tén biéu miu | Co sé phap Iy

Truong hop doanh nghiép c6 nhu cau cip d6i sang Gidy chuing nhan diang ky doanh
nghiép ma khong thay d61 noi dung dang ky kinh doanh

1 | Gidy dé nghi b6 sung, cép nhat thong tin dang ky doanh | Théng tu  sb
nghiép dbi voi doanh nghiép hoat dong theo Glay phép | 68/2025/TT-BTC
dau tu, Gidy ching nhan dau tu (dong thoi 1a Gidy chimg
nhan ding ky kinh doanh) hodc cac gidy td co gia tri phap
1y twong dwong (Mau sé 22, Phy luc I kém theo Thong tu
s6 68/2025/TT-BTC)

2 | Gidy dé nghi bo sung, cdp nhat thong tin ding ky hoat | Thong tu  s6
dong dbi voi chi nhanh/vin phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh hoat dong theo Gidy phep dau tu hoic Gidy ching
nhan dau tu (dong thoi la Gidy chimg nhan dang ky kinh
doanh) hodc cac gidy to ¢ gia tri phap 1y twong duong
hoidc Gidy chuing nhan ding ky hoat dong chi nhanh/vin
phong dai dién do Co quan ding ky dau tu cip (Mau sb
23, Phy luc I kém theo Thong tur s6 68/2025/TT-BTC)

Truong hop doanh nghiép dang ky, thong bao thay d6i ndi dung ding ky kinh doanh,
tam ngimg kinh doanh, tiép tuc kinh doanh trudc thoi han da thong bao, dang ky thanh
1ap chi nhanh, van phong dai dién, dia diém kinh doanh cung tinh, thanh phé truc thudc
trung wong noi doanh nghiép dat tru s¢ chinh

3 | Mau don, mau to khai twong Ung voi tung thu tuc duoc | Thong  tu sO
néu tai thanh phan ho so 68/2025/TT-BTC

Truong hop doanh nghiép c6 nhu cau cap Gidy ching nhan diang ky hoat dong chi
nhanh, van phong dai dién, Gidy chung nhan dang ky dia diém kinh doanh thay thé noi
dung dang ky hoat dong trén Gidy phép dau tu, Glay chtng nhan dau tu (dong thoi 1a
Gidy chimg nhan dang ky kinh doanh) hodc céc gidy to c6 gia tri phap 1y twong duong,
Gidy chiing nhan ding ky hoat dong chi nhanh, van phong dai dién do Co quan ding ky
dau tu cp ma khong thay d6i ndi dung dang ky hoat dong ddi véi chi nhanh, van phong
dai dién, dia diém kinh doanh cung tinh, thanh phé tryc thudc trung wong noi doanh
nghiép dat tru s& chinh

4 | Giay de nghi b6 sung, cap nhat thong tin ding ky doanh | Thong  tu sO
nghiép dbi voi doanh nghiép hoat dong theo Glay phép | 68/2025/TT-BTC
dau tu, Gidy ching nhan dau tu (d6ng thoi 13 Gidy ching
nhan ding ky kinh doanh) hodc cac gidy td c6 gia tri phap
Iy twong duong (MAu s6 22, Phy luc I kém theo Thong tu
s6 68/2025/TT-BTC)

5 | Gidy dé nghi bo sung, cip nhat thong tin ding ky hoat | Thong tu  s6
dong d6i v6i chi nhanh/vian phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh hoat dong theo Gidy phép dau tu hodc Gidy ching
nhan dau tu (dong thoi 1a Gidy ching nhan dang ky kinh
doanh) hodc cac gidy to c6 gia tri phap 1y twong duong
hoidc Gidy ching nhan ding ky hoat dong chi nhanh/vin
phong dai dién do Co quan ding ky dau tu cap (Mau sb
23, Phy luc I kém theo Thong tur s6 68/2025/TT-BTC)
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Truong hop doanh nghiép ding ky thay doi noi dung diang ky hoat dong, tam nging
kinh doanh, tiép tuc kinh doanh trudc thoi han da thong bao, chdm dut hoat dong dbi
v6i chi nhanh, vin phong dai dién, dia diém kinh doanh trén Gidy phép dau tu, Gidy
chtng nhan dau tu (ddng thoi 1a Gidy chimg nhan dang ky kinh doanh) hodc cac gidy to
c6 gia tri phap 1y twong dwong, Gidy chimg nhan ding ky hoat dong chi nhanh, vin
phong dai dién do Co quan diang ky dau tu cap ddi v6i chi nhanh, van phong dai dién,
dia diém kinh doanh cuing tinh, thanh phd tryc thudc trung wong noi doanh nghiép dit
tru so chinh

6 | Mau don, mau to khai tuong ng voi tung thu tyc dugc | Thong  tu sO
néu tai thanh phan ho so 68/2025/TT-BTC

Truong hop chi nhanh, vian phong dai dién, dia diém kinh doanh khéc tinh, thanh ph
truc thude trung wong noi doanh nghié€p dat tru s& chinh, doanh nghi¢p phai thuc hién
thi tuc cap doi sang Gidy chiing nhan diang ky doanh nghiép tai Co quan dang ky kinh
doanh cép tinh noi doanh nghiép dit tru s chinh theo quy dinh tai diém a khoan 2 Piéu
119 Nghi dinh s6 168/2025/ND-CP trudc khi thuc hién thi tuc dang ky thanh 1ap, dang
ky thay doi noi dung dang ky hoat dong, tam ngimg kinh doanh, tiép tuc kinh doanh
trude thoi han da théng bao, cham dut hoat dong d6i voi chi nhanh, van phong dai dién,
dia diém kinh doanh tai Co quan dang ky kinh doanh cap tinh noi dat chi nhanh, vin
phong dai dién, dia diém kinh doanh

7 | Mau don, mau to khai twong Ung voi timg thi tuc duwoc | Thong  tu s
néu tai thanh phan ho so 68/2025/TT-BTC

8 | Giay chung nhan dang ky doanh nghiép - Cong ty TNHH | Thong  tu  so
mot thanh vién (MAu sé 38, Phu lyc I kém theo Thong tu | 68/2025/TT-BTC
s6 68/2025/TT-BTC)

9 | Giay ching nhan dang ky doanh nghiép - Cong ty TNHH | Théng  tu  so
hai thanh vién tré 1én (Mau sb 39, Phu luc I kém theo | 68/2025/TT-BTC
Thong tu s6 68/2025/TT-BTC)

10 | Giay ching nhan ding ky doanh nghiép - Cong ty c¢6 phan | Thong  tu  s0
(Mau s6 40, Phu lyc I kém theo Théng tu s6 68/2025/TT- | 68/2025/TT-BTC
BTC)

11 | Giay chting nhan ding ky doanh nghiép - Cong ty hop | Thong tu  s0
danh (Mau sb 41, Phu luc I kém theo Thong tu sb | 68/2025/TT-BTC
68/2025/TT-BTC)

12 | Giay chung nhan dang ky hoat dong chi nhanh/van phong | Thong  tu 0
dai dién (MAu sb 42, Phy luc I kém theo Thong tu sb | 68/2025/TT-BTC
68/2025/TT-BTC)

13 | Giay ching nhan ding ky dia diém kinh doanh (Mau so6 | Théng tu s
43, Phu luc I kém theo Thong tu s6 68/2025/TT-BTC) 68/2025/TT-BTC

14 | Théng béo vé viéc stra d6i, bo sung ho so ding ky doanh | Thong  tu 6
nghiép (Mau s6 48, Phy lyc I kém theo Théng tu s | 68/2025/TT-BTC
68/2025/TT-BTC)

15 | Giay tiép nhan ho so va hen tra két qua ho so dang ky | Thong tu s
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh (Mau sé 70, Phu luc I kém theo Thong tu )
68/2025/TT-BTC)

16 | Giay tiép nhan ho so va hen tra két qua ho so dang ky | Thong tu s
doanh nghiép/chi nhanh/vin phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh qua mang thong tin dién tor (Mau s6 71, Phy luc I
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kém theo Thong tu s6 68/2025/TT-BTC)

17 | Mau Phiéu xin 16i va hen lai ngay tra két qua (Mau s6 04 | (Mau s6 06 Thong
Thong tu s6 01/2018/TT-VPCP) tu s6 01/2018/TT-
VPCP)
18 |Mau Sb theo ddi ho so (Mau sb 06 Thong tu sb | (Mau s6 06 Thong
01/2018/TT-VPCP) tu s6 01/2018/TT-
VPCP)
6. Quy trinh giai quyét
Thoi gian
. L. gidi quyet toi
Tén budc Don V;/llj.gu’m thye Noi dung cong viéc da
en (DVT: Gio
lam viéc)
*, Trwong hop ding ky truc tiép hoiic qua dich vu buu chinh
Budc1 |[Cac Chi  nhanh | - Tiép nhan ho so va ghi gidy tiép | Gio hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
ho so - Chuyén ho so vé S¢ Tai chinh
Budc2 | Vanphong S6 Tai |Chuyén ho so cho Phong |1 gid
Luan chuyén | chinh PKKD&TCDN
ho so
Budce 3 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc4 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gio
Thulyva | PKKD&TCDN tinh hop 1¢ ctia hd so:
giai quyét hd - H6 so khong du diéu kién: Dy
SO thao thong bao huéng dan stra d6i
bd sung, néu 5 1y do.
- HO so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budc 5 Lanh dao Phong | * Néu dong y: 4 gio
Phé duyét | PKKD&TCDN - Trudong hop hd so hop 1&: phé
két qua duyét noi dung két qua dang ky
doanh nghiép
- Truong hop ho so khong hop 18é:
Phé duyét nd1 dung thong bao
huéng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B4.
Budc 6 |- Lanh dao Phong |- Gui Thong bao yéu cau stra doi | 2 gid
Thong bao | PKKD&TCDN bd sung (tra ty dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé ding ky
Phong doanh nghiép) ddi v6i truong hop
PKKD&TCDN hé so khong hop 18.
- Chap thuan trén hé thong ddi
v6i ho so hop 16
- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
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s6 do khach quan thi linh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh

Budc 7 Van thu - D6i véi truong hop ky sb két | 4 gio
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chuc cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin quc gia
vé diang ky doanh nghiép).
- Truong hop khéng thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy
Bude 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua |dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chire/ | cong ich cong ich tra két qua cho doanh
cé nhan doi nghiép
Vo1 truong
hop két qua
1a ban gidy
Budc 9 - Chuyén vién | Van thu Phong DPKKD&TCDN
Théng ké | Phong va B0 phan luu trit cung Van
theo ddi | PKKD&TCDN; B6 | phong S¢ ¢6 trach nhiém thong
phan luu triv ké cac TTHC thuc hién tai don vi
- Véan phong S¢ vao so theo ddi ho so
Tong thoi gian: 3 ngay
*. Truwong hop dang ky qua mang dién tir
Budc 1 Nguoi c6 tham | Nguoi nop ho so ké khai thong | Ca ngay
Nop hd so | quyén ky vin ban dé | tin, tai van ban dién tor, ky xac
nghi dang ky doanh | thyc hd so ding ky doanh nghiép
nghi€p hodc ngudi | qua mang thong tin dién tr va
dugc ty quyén thyc | thanh toan phi, 18 phi ding ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin quéc gia vé dang
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn)
Buoc 2 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Budc3 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 13 gio
Thu ly, giai | PKKD&TCDN tinh hop 1¢ ctia hd so:
quyét ho so - Hd so khong du diéu kién: Dy
thao thong bao huéng dan sira doi
b sung, néu 15 1y do.
- HO so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budce 4 Lanh dao Phong |- Truong hop ho so hop 1¢&: |4 gio
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Phé duyét | bPKKD&TCDN chuyén Co quan thué trén Hé
két qua théng dé phan hoi vé ma s thué.
- Truong hop ho so khong hop 18:
Phé duyét néi dung thong bao
huéng dan stra d6i bd sung
* Néu khong dong y: chuyén lai
B3.
Budc 5 - Lianh dao Phong |- Guri Thong béo yéu cau sta doi | 2 gio
Théong bdo | PKKD&TCDN bd sung (tra ‘tu dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé dang ky
Phong doanh nghiép) dbi vé6i truong hop
DKKD&TCDN hé so khong hop 18.
- Chap thuan trén hé thong ddi
v6i ho so hop 16
- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh.
Budc 6 | Vin thu - P6i v6i trudng hop ky sb két | 4 gio
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chuc cua
Phong DKKD&TCDN (tra tu
doéng qua cong thong tin qudc gia
vé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phéat hanh thi phat hanh két qua 1a
ban gidy
Budce 7 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
c4 nhan ddi nghiép
Vo1 truong
hop két qua
1a ban gidy
Budc 8 Chuyén vién Phong | Van thu Phong DPKKD&TCDN | Gi¢o hanh
Théngké | PKKD&TCDN ; Bo | va Bo phan luu trit - Van phong | chinh
theo doi phan luu trit - Van | S& ¢ trach nhiém théng ké cac
phong S¢& TTHC thyuc hién tai don vi vao sb
theo ddi hd so
Tong thoi gian: 3 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va luu trir ho so TTHC

Trach nhiém

Trung tdm PVHCC

Co quan giai quyét ho so

Tra ho so, két qua

- Chuyén ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh cong ich tra két qua
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cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tir trén Cong
thong tin qudc gia vé ding
ky doanh nghiép.

Luu trir

- SO theo ddi ho so (Mau s0
06 Théng tu s6 01/2018/TT-
VPCP)

- Ho 0 t6 chirc/ca nhan nop;
Gidy tlep nhan hd so va hen
tra két qua; (d01 voi truong
hop nop hd so glay)

- Thong bao vé viéc sua doi,
bd sung hd so ding ky doanh
nghiép;

- S6 theo ddi hd so (néu tra
két qua 1a ban gidy).
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19. Ping ky thay ddi ndi dung ding ky hoat dong chi nhanh, vin phong dai
dién, dia diém kinh doanh (QT-SO-19)
1.Co sé phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luit Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 cta Qudc hoi nudec Cong hoa xa hoi chu nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;

- Théng tu sé 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau str dung trong ding ky doanh nghiép, ding ky ho kinh doanh;

- Théng tu sb 47/2019/TT-BTC ngay 05/8/2019 ctia B6 Tai chinh quy dinh mirc
thu, ché d6 thu, ndp, quan 1y va str dung phi cung cip thong tin doanh nghiép, 16 phi ding
ky doanh nghiép.

2.Thanh phan hb so

Ban sao/
ban chinh

STT Tén ho so S6 lwong

Trueong hop ding kv thay doi cdc néi dung diang kv hoat déng chi nhanh, van phong dai

dién, dia diém kinh doanh

1 -Gidy dé nghi ding ky thay d6i noi dung | Ban chinh 01
dang ky hoat dong chi nhanh, van phong dai
dién, dia di€m kinh doanh

Truone hop thay doi dia chi chi nhdnh, van phong dai dién, dia diém kinh doanh

2 -Giay dé nghi ding ky thay d6i noi dung | Ban chinh 01
dang ky hoat dong chi nhanh, van phong dai
dién, dia di€ém kinh doanh

3 * Truong hop 1y quyén thuc hién thu tuc:
Nguoi ¢6 thim quyén ky vin ban dé nghi
ding ky doanh nghiép c6 thé uy quyén cho to
chtrc, ca nhan khac thuc hién thu tuc dang ky
doanh nghiép theo quy dinh sau day: 01
- Trudng hop Gy quyén cho ca nhan thuc Ban chinh
hién thu tuc dang ky doanh nghiép, kem theo
ho so dang ky doanh nghiép phai co:

- Vin ban uy quyén cho c4 nhan thuc hién Ban chinh
thi tuc lién quan dén ding ky doanh nghiép.
Vin ban ty quyén nay khong bat budc phai
cong chung, ching thuec.

- Trudng hop uy quyén cho to chire thuc hién Ban chinh
thii tyc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghiép phai co:

- Ban sao hop déng uy quyén cho t6 chirc Ban sao
thuc hién thu tuc lién quan dén ding ky
doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong Bén chinh
nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién thi tuc lién quan dén dang ky
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doanh nghiép.

- Truong hop ty quyén cho don vi cung cip
dich vu buu chinh cong ich thuc hién thu tuc
dang ky doanh nghi€p thi khi thuc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nQp:

- Ban sao phiéu gtri ho so theo miu do doanh
nghi¢p cung ung dich vu buu chinh céng ich
phat hanh co6 chir ky xac nhan ctia nhan vién
buu chinh va ngudi c6 thim quyén ky vin
ban dé nghi dang ky doanh nghiép.

- Truong hop ty quyén cho don vi cung cip
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc dang ky doanh
nghiép thi viéc ty quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh s6
168/2025/ND-CP, cu thé:

- Ban sao hop ddng uy quyén cho t6 chirc
thyc hién thi tyc lién quan dén dang ky
doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong
nhiém vu cua t6 chic d6 cho cd nhan truc
tiép thuc hién thi tyc lién quan dén ding ky
doanh nghiép.

- Ngudi iy quyén va nguoi dugc uy quyén
thuc hi¢n thu tuc dang ky doanh nghi¢p chiu
trach nhiém trudc phap luat vé tinh hop phap,
trung thuc va chinh xac cta viéc y quyén.
Nguoi uy quyén va ngudi dugc Gy quyén phai
xac thuc dién tir dé dugc cdp dang ky doanh
nghiép. Truong hop viéc xac thuc dién tir bi
gian doan thi nguoi uy quyén thuc hién viéc
xac thuc dién tir sau khi duoc cap dang ky
doanh nghigp.

Trudng hop ngudi Gy quyén khong xac nhan
hodc xac nhan khong iy quyén thuc hién tha
tuc dang ky doanh nghiép thi Co quan dang
ky kinh doanh cép tinh yéu ciu doanh nghiép
bao céo theo quy dinh tai khoan 5 Diéu 21
Nghi dinh s6 168/2025/NP-CP. Cuy thé: Yéu
cau doanh nghiép bao cdo vé viéc tuan tha cac
quy dinh cta Luat Doanh nghi¢p theo quy
dinh tai diém ¢ khoan 1 Piéu 216 Luat Doanh
nghiép “Yéu cau doanh nghiép bao céo vé
viéc tuan thu quy dinh ctia Ludt nay khi xét
théy can thiét; don dbc viéc thuc hién nghia
vu bao céo cia doanh nghiép”.

Truong hop chua cé tai khodn dinh danh

Ban chinh

Ban sao

Ban chinh

Ban sao

Ban chinh

Ban chinh
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dién tir d€ thuc hién xéc thuc dién tir thi ho
so dang ky doanh nghiép phai kém theo ban
sao thé Can cudc hodc thé Can cudc cong
dan hodc ho chiéu hodc hd chiéu nude ngoai
hodc cac gidy to c6 gia tri thay thé ho chiéu
nudc ngoai con hiéu lyc ctia ngudi uy quyén.

3.CAach thire, dia chi ndp hd so, nhan két qua

idi quyét TTHC

STT

Cich thirc nop, nhan két qua

Pia chi cu thé

Ping ky tryc tiép tai Chi nhanh TTPVHCC

Tai Chi nhanh TTPVHCC Thanh

1. Thanh phé Ha Noi phd Hé}\léi’(thio thén% bao cua
cap c6 tham quyén)

Theo dia chi: So Téj chinh - Khl:I

- , . , lién co quan Van H6 (Pia chi: so

2. | bang ky qua dich vu buu chinh 218 fglai Hanh, phugmg Hai Ba

Trung, thanh ph6 Ha Noi)
Nop ho so truc tuyén qua mang dién tir tai Theo dia chi:
3. | Cong Thong tin Pang ky doanh nghiép Quoéc | https://dangkykinhdoanh.gov.vn

gia hoic qua Cong dich vu cong Qudc gia

hodc https://dichvucong.gov.vn/

Ghi chu:
Nguoi ndp ho so st dung tai khoan dinh danh

dién tr dé dang nhap Cong thong

tin quoc gia vé dang ky doanh nghiép, ké khai thong tin, tai van ban dién tir, ky
s6 hoic ky xéac thuc hd so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghi€p theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi duge uy quyén
phai xac thyc dién tir dé duge cip ding ky doanh nghiép. Trudng hop viée xac
thue dién tir bi gian doan thi nguoi uy quyén thuc hién viéc xac thyc dién tir sau
khi dugc cap dang ky doanh nghiép. Sau khi hoan thanh viée gui ho so ding ky
doanh nghiép, ngudi ndp ho so s& nhan dugc gidy tiép nhan hd so va hen tra két

qua dién tir qua tai khoan ctia ngudi ndp hd so.

4.Thoi gian gidi quyét, phi, 18 phi, mirc d9 cung cap dich vu cong truc tuyén

Théi gian gidi quyét Mirc thu Cung cip dich
(DVT: Viét Nam dong) vu cong truc
Ngay lam viéc | Gio lam viéc Phi L¢ phi tuyéen

03 ngay lam 24 gio
viéc ké tir ngay
nhan dua hd so
hop 1€

Phi cong bd noi
dung dang ky
doanh  nghiép:
Khong duoc quy
dinh tai Biéu
phi, 1¢ phi dang
ky doanh nghiép
ban hanh kem
theo Thong tur sd
47/2019/TT-
BTC.

- Lé phi 50.000
déng/lén, ndp tai
thoi diém ndép hod
so néu ding ky
tryc tiép (Théng
tw s6 47/2019/TT-
BTC).

- Mién 1¢ phi d6i
vol  truong  hop
dang ky qua
mang dién tu,
dang ky thanh 1ap
trén co s& chuyén
doi tr ho kinh
doanh (Thong tu

Toan trinh
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BTC).

sO  47/2019/TT-

5.Céc biéu miu trong giai quyét TTHC

STT Tén biéu miu Co sé phap ly

1 | Gidy dé nghj dang ky thay ddi noi dung ding ky hoat dong | Thong  tu s
chi nhanh/van phong dai dién/dia diém kinh doanh (Mau | 68/2025/TT-BTC
s6 19, Phu lyc I kém theo Thong tu s 68/2025/TT-BTC)

2 | Gidy chung nhan ding ky hoat dong chi nhanh/vin phong | Thong  tu s
dai dién (MAu sb 42, Phu luc I kém theo Théng tu sé | 68/2025/TT-BTC
68/2025/TT-BTC)

3 | Gidy chimg x4c nhdn vé viéc thay d6i ndi dung ding ky | Thong tu  sb
hoat dong chi nhanh/vin phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh (Mau sb 45, Phu luc T kém theo Thong tu $6
68/2025/TT-BTC)

4 | Thong béo vé viéc sira d6i, bo sung ho so ding ky doanh | Thong  tu 6
nghiép (Miu s6 48, Phy lyc I kém theo Thong tu s | 68/2025/TT-BTC
68/2025/TT-BTC)

5 | Gidy tiép nhan ho so va hen tra két qua ho so ding ky | Thong  tu s
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh (M&u sé 70, Phu luc 1 kém theo Thong tu sb
68/2025/TT-BTC)

6 | Gidy tiép nhan ho so va hen tra két qua ho so diang ky | Thong  tu  so
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh qua mang thong tin dién tor (Mau s6 71, Phuy luc I
kém theo Thong tu s6 68/2025/TT-BTC)

7 | Mau Phiéu xin 16i va hen lai ngay tra két qua (Mau s6 04 | (Mau s6 06 Thong
Thong tu s6 01/2018/TT-VPCP) tu s 01/2018/TT-

VPCP)
8 |Mau S6 theo ddi ho so (Mau sé 06 Théng tu sb | (Mau s6 06 Thong

01/2018/TT-VPCP)

tu sd 01/2018/TT-
VPCP)

6. Quy trinh gidi quyét

Thoi gian
. L. gidi quyeét toi
Tén buée bon V;/llj'gu’m thye NOi dung cong viéc da
ten (DVT: Gio
lam viéc)
*, Trwong hop ding ky true tiép hoiic qua dich vu buwru chinh
Bu6c1 |[Cac Chi  nhanh | - Tiép nhan ho so va ghi gidy tiép | Gio hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
ho so - Chuyén ho so vé S Tai chinh
Budc2 | Vanphong S6 Tai | Chuyén ho so cho Phong |1 gid
Luan chuyén | chinh PKKD&TCDN
ho so
Budce 3 Lanh dao Phong | Phan cong chuyén vién xu 1y ho | 1 gio
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc4 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gio
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Thuly va
giai quyét ho
SO

DKKD&TCDN

tinh hop 18 cta ho so:

- Hd so khong du diéu kién: Dy
thao thong bao huéng dan stra d6i
bd sung, néu 15 1y do.

- HO so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.

Budce 5
Phé duyét
két qua

Lanh dao Phong
PKKD&TCDN

* Néu dong y:

- Truong hop hd so hop 18: phé
duyét noi dung két qua ding ky
doanh nghiép

- Trudng hop ho so khong hop 16:
Phé duyét ndi dung thong bao
huéng dan stra d6i bo sung

* Néu khong dong y: chuyén lai
B4.

4 gio

Budc 6
Thong bao
két qua

- Lanh dao Phong
DKKD&TCDN
- Chuyén
Phong
DKKD&TCDN

Vién

- Gui Thong bao yéu cau stra doi
bd sung (tra tu dong qua cong
thong tin quéc gia vé ding ky
doanh nghiép) ddi v6i truong hop
hé so khong hop 18.

- Chap thuan trén hé thong ddi
v6i hd so hop 16

- Ky s6 két qua dang ky doanh
nghiép. Trudng hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh ldnh dao ky két
qua chuyén vin thu phat hanh

2 gio

Budc 7
Ph@t hanh
két qua

Van thu

- Poi v6i truong hop ky so két
qud dang ky doanh nghiép: ky
bang chit ky sb to chuc cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin quc gia
vé dang ky doanh nghiép).

- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy

4 gio

Buoc 8
Tra két qua
cho t6 chure/
c4 nhan d6i

Pon vi cung cap
dich vu buu chinh
cbng ich

Vian thu phong ban giao cho don
vi cung cdp dich vu buu chinh
cong ich tra két qua cho doanh
nghiép

Gio hanh
chinh

voi truong
hop két qua
1a ban gidy
Budc 9 - Chuyén vién | Van thu Phong DPKKD&TCDN
Théng ké | Phong va B0 phan luu trir cung Van
theo ddi | PKKD&TCDN; B6 | phong S¢ ¢6 trach nhiém thong
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phan luu triv ké cac TTHC thuc hién tai don vi
- Van phong S¢ vao sb theo ddi ho so
Tong thoi gian: 3 ngay
*, Trwomg hop dang ky qua mang dién tir
Budc 1 Ngudi c6  tham | Nguoi ndp hod so ké khai thong | Ca ngay
Nop hd so | quyén ky vin ban dé | tin, tai van ban dién tir, ky xac
nghi ding ky doanh | thyc hd so ding ky doanh nghiép
nghi¢p hodc nguoi | qua mang thong tin dién tor va
dugc uy quyén thyc | thanh toan phi, 1¢ phi dang ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin quéc gia vé ding
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn)
Budc 2 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Budc 3 Chuyén vién Phong | Chuyén vién tién hanh xem xét | 13 gio
Thu ly, giai | PKKD&TCDN tinh hop 1¢ ctia hd so:
quyét ho so - Hd so khong du diéu kién: Du
thao thong bao huéng dan stra d6i
bd sung, néu 15 1y do.
- HO so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.
Budc 4 Lanh dao Phong |- Truong hop ho so hop 1&: |4 gid
Phé duyét | PKKD&TCDN chuyén Co quan thué trén Heé
két qua thong dé phan hoi vé ma s thué.
- Trudng hop ho so khong hop 1¢:
Phé duyét noi dung théng béo
hudng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B3.
Budce 5 - Lanh dao Phong |- Guri Thong bao yéu cau stra doi | 2 gid
Thong bdo | PKKD&TCDN bd sung (tra tu dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé ding ky
Phong doanh nghiép) ddi vé6i truong hop
PKKD&TCDN hé so khong hop 18.
- Chép thuan trén hé théng doi
v6i ho so hop 16
- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén van thu phat hanh.
Budc 6 | Vin thu - D6i v6i truong hop ky sb két | 4 gio
Phat hanh qua dang ky doanh nghi¢p: ky
két qua bang chit ky sd t0 chuc cia
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Phong DKKD&TCDN (tra tu
dong qua cong thong tin quc gia
vé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy
Bude 7 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua |dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
cé nhan doi nghiép
voi1 trudng
hop két qua
1a ban gidy
Budc 8 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gio hanh
Théng ké | PKKD&TCDN ; Bo | va B phan luu trit - Van phong | chinh
theo ddi | phan luu trit - Van | S& ¢6 trach nhiém thong ké céc
phong So TTHC thuc hién tai don vi vao sb
theo ddi ho so
Tong thoi gian: 3 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va luwu trir ho so TTHC

Trach nhiém

Trung tam PVHCC

Co quan giai quyet ho so

Tra ho so, két qua

- Chuyen ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cap dich vu buu
chinh cong ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tr trén Cong
thong tin qubc gia vé ding
ky doanh nghiép.

Luu trir

- S6 theo dbi h?) so (Mau sb
06 Thong tu s6 01/2018/TT-
VPCP)

- Ho so to chirc/ca nhan nop;
Gidy tiép nhan hd so va hen
tra két qua; (doi véi truong
hop nop ho so glay)

- Thong bao vé viée sura doi,
b6 sung ho so dang ky doanh
nghiép; Gidy chimg nhan
dang ky hoat dong chi
nhédnh, van phong dai
dién;Gidy chimg nhan dang
ky dia diém kinh doanh/Giay
xac nhan vé viée thay ddi noi
dung dang ky hoat dong chi
nhénh, van phong dai di¢n,
dia diém kinh doanh

- S6 theo ddi hd so (néu tra
két qua 1 ban gidy).
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20. Thong bao thay doi thong tin cd dong la nha diu tu nuéc ngoai, thong bao
cho thué doanh nghi¢p tw nhin, thong bao thay déi nguoi dal dién theo uy quyen
cia chi sé hiru, thanh vién cong ty trach nhiém hiru han la to chirc, ¢ dong la t6
chirc nwéc ngoai (QT-SO-20)

1.Co s& phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nuée Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luit Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 cia Qudc hoi nude Cong hoa xi hoi chit nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cta Chinh phu vé ding ky doanh
nghiép;

- Théng tu sb 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau sir dung trong dang ky doanh nghiép, dang ky ho kinh doanh;

- Thong tu s6 47/2019/TT-BTC ngay 05/8/2019 ciia Bo Tai chinh quy dinh muc
thu, ché d6 thu, ndp, quan 1y va sir dung phi cung cap thong tin doanh nghiép, 1¢ phi dang
ky doanh nghiép.

2.Thanh phan ho so

. Ban sao/ A
STT Tén ho so bén chinh So luwgng
Sau_khi co thong tin hodc co thay doz cdc thong tin vé ho, tén, quoc tich, sé hé chiéu, dia
chi lién lac, s6 ¢6 phan va loai cé phan cua co dong la cd nhan nwdc ngodi; tén, ma 50
doanh nghiép, dia chi tru sé chinh, sé c6 phan va loai c6 phan ciia cé dong la té chiic
niede ngodi va ho, tén, quoc tich, sé hé chiéu, dia chi lién lac newoi dai dién theo 1y
quyén cia cé dong la t6 chirc nwdc ngodi cia cong ty cé phan khdéng phdi la cong ty
niém yét va cong ty dang kv giao dich chirng khodn

1 -Thong bao bd sung, cap nhat thong tin ding Bén chinh 01
ky doanh nghiép

Thong bao cho thué doanh nghiép tu nhan

2 -Thong bao cho thué doanh nghiép tu nhan Ban chinh 01

3 -Ban sao hop dong cho thué co cong chimg Ban sao 01

Théng bdo thay doi newoi dai dién theo iy quyén hodc théng tin vé newdi dai dién theo
uy quyén cua chu so hiru, thanh vién cong ty TNHH la to chire

4 -Théng bao thay d6i ndi dung diang ky doanh Ban chinh 01
nghiép;
5 * Trudong hop vy quyén thuc hién thu tuc:

Nguoi ¢o thim quyén ky vin ban dé nghi
dang ky doanh nghiép c6 thé uy quyén cho to
chtrc, ca nhan khac thuc hién thu tuc dang ky
doanh nghiép theo quy dinh sau day:

- Trudng hop Gy quyén cho ca nhan thuc Ban chinh 01
hién thu tuc dang ky doanh nghiép, kém theo
ho so dang ky doanh nghiép phai cé:

- Vin ban uy quyén cho ca nhan thuc hién Ban chinh
thi tuc lién quan dén dang ky doanh nghiép.
Vin ban iy quyén nay khong bat budc phai
cong chung, ching thyec.

- Trudng hop uy quyén cho to chire thyc hién Ban chinh
thil tyc dang ky doanh nghiép, kém theo hd
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so dang ky doanh nghiép phai co:

- Ban sao hop déng uy quyén cho t6 chirc
thuc hién thu tyc lién quan dén dang ky
doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phan cong
nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién thi tuc lién quan dén dang ky
doanh nghiép.

- Truong hop ty quyén cho don vi cung cip
dich vu buu chinh cong ich thuc hién thu tuc
dang ky doanh nghi€p thi khi thuc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nQp:

- Ban sao phiéu gtri ho so theo miu do doanh
nghiép cung ung dich vu buu chinh cong ich
phat hanh c6 chir ky xac nhéan cua nhan vién
buu chinh va ngudi c6 thim quyén ky vin
ban dé nghi ding ky doanh nghiép.

- Truong hop tty quyén cho don vi cung cip
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc dang ky doanh
nghiép thi viéc ty quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh s6
168/2025/ND-CP, cu thé:

- Ban sao hop dong uy quyén cho t chirc
thyc hién thi tyc lién quan dén dang ky
doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong
nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién thi tuc lién quan dén ding ky
doanh nghiép.

- Ngudi iy quyén va nguoi dugc uy quyén
thuc hién tha tuc dang ky doanh nghiép chiu
trach nhiém trudc phap luat vé tinh hop phap,
trung thyc va chinh xac cua viéc uy quyén.
Nguoi uy quyén va ‘nguoi duge uy quyén phai
xac thuc dién tir dé duoc cap dang ky doanh
nghiép. Truong hop viéc xac thuc dién tir bi
gian doan thi nguoi uy quyén thuc hién viéc
xac thuc dién tir sau khi duoc cap diang ky
doanh nghigp.

Truong hop ngudi Gy quyén khong xac nhan
hodc x4c nhan khong uy quyén thyc hién thi
tuc dang ky doanh nghiép thi Co quan dang
ky kinh doanh cép tinh yéu cau doanh nghiép
bao céo theo quy dinh tai khoan 5 Diéu 21
Nghi dinh s6 168/2025/ND-CP. Cuy thé: Yéu
cau doanh nghiép bao cdo vé viéc tuan tha cac

Ban sao

Ban chinh

Ban chinh

Ban sao

Ban chinh

Ban sao

Ban chinh

Ban chinh
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quy dinh cta Luat Doanh nghi¢p theo quy
dinh tai diém c khoan 1 Piéu 216 Luat Doanh
nghiép “Yéu cau doanh nghiép bao céo vé
vi€c tuan thu quy dinh cua Ludt nay khi xét
théy can thiét; don dbc viéc thuc hién nghia
vu bao cdo cua doanh nghiép”.

Truong hop chua c6 tai khoan dinh danh
dién tir @€ thuc hién xéc thuc dién tir thi hd
so dang ky doanh nghiép phai kém theo ban
sao thé Can cudc hodc thé Can cudc cong
dan hodc ho chiéu hodc hd chiéu nude ngoai
hodc cac gidy td c6 gia tri thay thé ho chiéu
nude ngoai con hiéu lyc cia ngudi uy quyén.

3.Cach thire, dia chi ngp ho so, nhan két qua

idi quyét TTHC

STT Cich thirc ndp, nhin két qua Pia chi cu thé
< , s e 1 Tai Chi nhanh TTPVHCC Thanh
1 bang ky truc tiép tai Chi nhanh TTPVHCC phé Ha Néi (theo théng béo cia

Thanh phd Ha Noi

cap c6 tham quyén)

Theo dia chi: S& Tai chinh - Khu
lién co quan Van Ho (Pia chi: s6

2. | Bang ky qua dich vy buu chinh 52 Lé Pai Hanh, phuong Hai Ba
Trung, thanh ph6 Ha Noi)
Nop ho so truc tuyén qua mang dién tir tai Theo dia chi:
3. | Cong Thong tin Pang ky doanh nghiép Quéc | https://dangkykinhdoanh.gov.vn

gia hoic qua Cong dich vu cong Qudc gia

hodc https://dichvucong.gov.vn/

Ghi chu:

Nguoi ndp ho so st dung tai khoan dinh danh dién tir dé ding nhap Cong thong
tin quoc gia vé dang ky doanh nghiép, ké khai thong tin, tai van ban dién tu, ky
s6 hoic ky xéac thue hd so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghiép theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi duge uy quyén
phai xac thyc dién tir dé dugc cap dang ky doanh nghiép. Truong hop viée xac
thue dién tir bi gian doan thi nguoi uy quyén thuc hién viéc xac thuc dién tir sau
khi dugc cap dang ky doanh nghiép. Sau khi hoan thanh viéc gui ho so ding ky
doanh nghiép, ngudi ndp ho so s& nhan duge gidy tiép nhian hd so va hen tra két

qua dién tir qua tai khoan ctia ngudi ndp hd so.

4.Thoi gian gidi quyét, phi, 18 phi, mirc d9 cung cap dich vu cong truc tuyén

Théi gian gidi quyét Mirc thu Cung cip dich
(DVT: Viét Nam dong) vu cong truc
Negay lam viéc | Gio lam viéc Phi Lé phi tuyen

03 ngay lam
viée ké tir ngay
nhén da hd so
hop 1¢

24 gio

Phi cong bo noi
dung dang ky
doanh  nghiép:
100.000  dong/
lan, nop tai thoi
diém nodp hd so
néu dang ky truc
tiép (Thong tu

- Lé phi Khong
dugc quy dinh tai
Biéu phi, 1& phi
ding ky doanh
nghiép ban hanh
kém theo Thong
tw 56 47/2019/TT-
BTC.

Toan trinh
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s6 47/2019/TT-
BTC). v6i
ding  ky
mang dién

BTC).

- Mién 1é phi d6i
truong  hop
qua
tu,
dang ky thanh lap
trén co s& chuyén
d6i tr ho kinh
doanh (Thoéng tu
s6  47/2019/TT-

5.Céc bi¢u miu trong giai quyét TTHC

STT Tén biéu miu Co sé phap ly

1 | Pang ky thay doi ndéi dung Gidy chimg nhan diang ky | Thong tu s
doanh nghiép/Thong bao thay d6i ndi dung ding ky doanh | 68/2025/TT-BTC
nghiép (Mau s6 12, Phu lyc I kém theo Théng tu s6
68/2025/TT-BTC)

2 | Thong bao vé viéc cho thué doanh nghiép tr nhan (Mau s6 | Thong  tu s
16, Phu lyc I kém theo Thong tu s6 68/2025/TT-BTC) 68/2025/TT-BTC

3 | Gidy x4c nhan vé viéc thay doi ndi dung dang ky doanh | Thong  tu s
nghiép (Miu s6 44, Phy lyc I kém theo Thong tu s | 68/2025/TT-BTC
68/2025/TT-BTC)

4 | Théng béo vé viéc sira d6i, bo sung ho so ding ky doanh | Thong  tu 6
nghiép (Miu s6 48, Phy luc I kém theo Thong tu sé | 68/2025/TT-BTC
68/2025/TT-BTC)

5 | Gidy tiép nhan ho so va hen tra két qua ho so ding ky | Thong  tu  so
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh (M&u sd 70, Phu luc I kém theo Thong tu sb
68/2025/TT-BTC)

6 | Gidy tiép nhan ho so va hen tra két qua ho so ding ky | Thong  tu  so
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh qua mang thong tin dién tor (Mau s6 71, Phy luc I
kém theo Thong tu sb 68/2025/TT-BTC)

7 | Mau Phiéu xin 16i va hen lai ngay tra két qua (Mau s6 04 | (Mau s6 06 Thong
Thong tu s6 01/2018/TT-VPCP) tu s 01/2018/TT-

VPCP)
8 |Mau S6 theo ddi ho so (Mau sé 06 Théng tu sb | (Mau s6 06 Thong

01/2018/TT-VPCP)

tu sd 01/2018/TT-
VPCP)

6. Quy trinh gidi quyét

Thoi gian
. L. gidi quyet toi
Tén buéc Don V;/llj.gum thye N§i dung cong viée da
ten (DVT: Gio
lam viéc)
*, Truwong hop ding Ky truc tiép hoiic qua dich vu bwu chinh
Buéc1 |Cac Chi  nhanh | - Tiép nhan ho so va ghi gidy tiép | Gid hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
hd so - Chuyén hod so vé S¢ Tai chinh
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Budc 2 Van phong S¢ Tai Chuyén ho so cho Phong |1 gid
Luan chuyén | chinh DKKD&TCDN
ho so
Budc 3 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phén cong | BPKKD&TCDN so sau khi tiép nhan
xu ly
Budc 4 Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gio
Thulyva | DKKD&TCDN tinh hop 18 cta hd so:
giai quyét hd - H6 so khong du diéu kién: Dy
SO thao thong bao huéng dan stra d6i
bd sung, néu 13 1y do.
- HO so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.
Budc 5 Lanh dao Phong | * Néu dong y: 4 gio
Phé duyét | PKKD&TCDN - Truong hop ho so hop 18: phé
két qua duyét noi dung két qua dang ky
doanh nghiép
- Trudng hop ho so khong hop 1¢:
Phé duyét ndi dung thong bdo
hudng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B4.
Budc 6 - Lanh dao Phong |- Guri Thong béo yéu cau sta d01 2 gio
Thong bdo | PKKD&TCDN bd sung (tra tu dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé ding ky
Phong doanh nghiép) ddi v6i truong hop
PKKD&TCDN hé so khong hop 18.
- Chép thuan trén hé théng doi
v6i hd so hop 16
- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh
Budc 7 | Van thu - D6i v6i trudng hop ky sb két | 4 gid
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sd t6 chic cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin qudc gia
veé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phét hanh thi phét hanh két qua 1a
ban gidy
Budc 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakétqua |dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh

cho to6 chire/
ca nhan doi

cong ich

cong ich tra két qua cho doanh
nghiép
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voi1 truong
hop két qua
1a ban gidy
Budc 9 - Chuyén vién | Van thu Phong DPKKD&TCDN
Théng ké | Phong va Bo phan luu trit cung Van
theo ddi | PKKD&TCDN; B6 | phong S¢ ¢6 trach nhiém thong
phan luu trir ké cac TTHC thuc hién tai don vi
- Van phong S¢ vao sb theo ddi ho so
Téng thoi gian: 3 ngay
*, Trwomg hgp dang ky qua mang dién tir
Bude 1 Nguoi ¢6  tham | Nguoi nop ho so ké khai thong | Ca ngay
Nop hd so | quyén ky vin ban dé | tin, tai van ban dién tir, Ky Xac
nghi ding ky doanh | thyc hd so ding ky doanh nghiép
nghi€p hodc nguodi | qua mang thong tin dién tir va
dugc uy quyén thyc | thanh toan phi, 1& phi ding ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin quéc gia vé dang
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn)
Budc 2 Linh dao Phong | Phan cong chuyén vién xu 1y ho | 1 gio
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Budc 3 Chuyén vién Phong | Chuyén vién tién hanh xem xét | 13 gio
Thu ly, giai | PKKD&TCDN tinh hop 1é ctia hd so:
quyét ho so - Hb so khong du diéu kién: Du
thao thong bao huéng dan stra d6i
bd sung, néu 15 1y do.
- HO so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budc 4 Lanh dao Phong |- Truong hop ho so hop 1¢&: |4 gio
Phé duyét | DPKKD&TCDN chuyén Co quan thué trén Heé
két qua thong dé phan hoi vé ma s thué.
- Trudng hop ho so khong hop 1¢:
Phé duyét ndi1 dung thong bao
hudng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B3.
Budc 5 - Lanh dao Phong |- Guri Thong bao yéu cau stra doi | 2 gid
Thong bao | PKKD&TCDN bd sung (tra ty dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé diang ky
Phong doanh nghiép) ddi vé6i truong hop
PKKD&TCDN hé so khong hop 18.
- Chép thuan trén hé théng doi
v6i ho so hop 16

- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
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s6 do khach quan thi linh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén van thu phat hanh.
Budc 6 Van thu - D6i véi truong hop ky sb két | 4 gio
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chuc cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin quc gia
vé dang ky doanh nghiép).
- Truong hop khéng thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy
Bude 7 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua |dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chire/ | cong ich cong ich tra két qua cho doanh
cé nhan doi nghiép
Vol truong
hop két qua
1a ban gidy
Budc 8 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gio hanh
Théngké | PKKD&TCDN ; Bo | va BO phan luu trit - Van phong | chinh
theo ddi | phan luu trit - Van | S& ¢6 trach nhiém théng ké céc
phong So TTHC thuc hién tai don vi vao sb
theo ddi ho so
Tong thoi gian: 3 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va lwu trir ho so TTHC

Trach nhiém

Trung tam PVHCC

Co quan glal quyet ho so

Tra ho so, két qua

- Chuyen ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh cong ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tr trén Cong
thong tin quéc gia vé ding
ky doanh nghiép.

Luu trir

- S6 theo dbi h,@) so (Mau sb
06 Thong tu s6 01/2018/TT-
VPCP)

- Ho so to chirc/ca nhan nop;
Gidy tiép nhan hd so va hen
tra két qua; (déi voi trudng
hop ndp hd so glay)

- Thong bao veé vige stra doi,
bd sung ho so dang ky doanh
nghiép; Glay xac nhan vé
viéc thay d6i noi dung ding
ky doanh nghiép cho doanh
nghiép
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- S6 theo ddi hd so (néu tra
két qua 1a ban giady).
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21. Pang ky doanh nghiép dbi véi cac cong ty dwoc thanh 1ap trén co sé chia
cong ty (QT-SO-21)
1.Co sé phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luit Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xa hoi chil nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;

- Théng tu sé 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau str dung trong diing ky doanh nghiép, ding ky ho kinh doanh;

- Théng tu sb 47/2019/TT-BTC ngay 05/8/2019 ctia B6 Tai chinh quy dinh mirc
thu, ché d6 thu, ndp, quan 1y va str dung phi cung cip thong tin doanh nghiép, 1& phi ding
ky doanh nghiép.

2.Thanh phan hb so

STT Tén hod so

Ban sao/
ban chinh
Ding ky doanh nghiép doi véi cde céng ty dwoc thanh lap trén co sé chia céng ty
1 -H6 so dang ky doanh nghiép doi voi cong ty 01
TNHH, cong ty c6 phan cia cong ty méi
(khoan 3 DPiéu 24, khoan 4 Piéu 24 Nghi
dinh s6 168/2025/ND-CP). Cu thé:

Doi vdi cong ty TNHH mét thanh vién: Ban chinh
Gidy dé nghi dang ky doanh nghiép;

-Diéu 18 cong ty;

- Danh séach chu s¢ hitu huong 1¢i ctia doanh
nghiép (néu co);

+Ban sao cac gidy to sau day: Ban sao

- Gidy to phap 1y cua ca nhan ddi voi thanh
vién la ca nhan, nguoi dai dién theo phép luat
(Truong hop chu s¢ hiru, thanh vién 1a ca
nhan, nguoi dai dién theo phép ludt, nguoi
dai dién theo Uy quyén cua chu s& hitu, thanh
vién 1a o chirc ké khai sb dinh danh c4 nhéan
theo quy dinh tai khoan 1 Piéu 11 Nghi dinh
s6 168/2025/NP-CP thi ho so ding ky doanh
nghiép khong bao gém ban sao gidy t& phap
1y cta céc cé nhan nay);

- Gidy to phap 1y cta t6 chic dbi voi thanh
vién 12 t6 chtrc va vin ban cir nguoi dai dién
theo Uy quyén; gidy to phap 1y cia ca nhan
d6i voi nguoi dai dién theo uy quyén cua
thanh vién 1a t6 chc.

Do6i voi thanh vién 1a to chic nudc ngoai thi
ban sao gidy t& phap 1y cua to chuc phai
duogc hop phéap hoa lanh su;

- Gidy chiing nhan dang ky dau tu dbi véi nha
dau tu nudc ngoai theo quy dinh cia Luat

S6 lwong
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Dau tu.

-Ban sao hoic ban chinh nghi quyét hoic
quyét dinh vé viéc chia cong ty theo quy dinh
tai Diéu 198 Luat Doanh nghiép

Doi véi cong ty TNHH hai thanh vién tré
1én:

- Gidy dé nghi dang ky doanh nghiép;

- Diéu 18 cong ty;

-Danh sach thanh vién; danh sach chu sé hiru
huong loi ciia doanh nghiép (néu co);

+Ban sao cac gidy to sau day:

- Gidy to phap 1y ciia c4 nhan ddi véi thanh
vién la ca nhan, nguoi dai dién theo phép luat
(Truong hop chu s¢ hiru, thanh vién 1a ca
nhan, nguoi dai dién theo phép luat, nguoi
dai dién theo iy quyén ctia chu s& hitu, thanh
vién 1a o chirc ké khai sb dinh danh c4 nhéan
theo quy dinh tai khoan 1 Piéu 11 Nghi dinh
s6 168/2025/NP-CP thi ho so ding ky doanh
nghiép khong bao gom ban sao gidy t& phap
1y cta céc ca nhan nay);

- Gidy to phép 1y cta to chic dbi v6i thanh
vién 1a t6 chire va van ban cur nguoi dai dién
theo Uy quyén; gidy to phap 1y cia ca nhan
d6i véi nguoi dai dién theo uy quyén cia
thanh vién 1a t6 chuc;

D6i voi thanh vién 1a to chic nudc ngoai thi
ban sao gidy t& phap 1y cta to chuc phai
duoc hop phap hoda lanh sy;

- Glay chtng nhan ding ky dau tu doi véi nha
dau tu nudc ngoai theo quy dinh cta Luat
Pau tu,

- Ban sao hoic ban chinh nghi quyét hoic
quyét dinh vé viéc chia cong ty theo quy dinh
tai Diéu 198 Luat Doanh nghiép.

Doi véi cong ty co phin:

-Gidy dé nghi dang ky doanh nghiép;

- Piéu 18 cong ty;

- Danh sach ¢6 dong sang lap (khdng bao gom
danh séch c6 dong sang 1ap néu cong ty mai
dugc thanh 1ap trén co sé chia cong ty khong
cd c6 dong sang 1ap); danh sach c6 dong 1a
nha dau tu nudc ngoai; danh sach chu sé hiru
huong 1oi cia doanh nghiép (néu co);

+Ban sao cac gidy to sau day:

- Gidy to phap 1y cua ca nhan d6i véi cd dong
sang lap va co dong 1a nha dau tu nudc ngoai
la ca nhan, nguoi dai dién theo phdp luat

Ban sao hoac
ban chinh

Ban chinh
Ban chinh
Ban chinh

Ban sao

Ban chinh hoac
ban sao

Ban chinh

Ban chinh
Ban chinh

Ban sao
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(Truong hop chu s¢ hiru, thanh vién la ca
nhan, nguodi dai dién theo phap luat, nguoi
dai dién theo iy quyén cta cha s& hitu, thanh
vién 1a o chirc ké khai sb dinh danh c4 nhéan
theo quy dinh tai khoan 1 Piéu 11 Nghi dinh
sO 168/2025/ND-CP thi ho so diang ky doanh
nghiép khong bao gom ban sao gidy to phap
ly cua cac ca nhan nay);

- Glay t& phéap 1y cua t6 chirc ddi véi cd dong
1a to chtrc va vin ban cir nguoi dai dién theo
Uy quyén; gidy to phap 1y cta ca nhan dbi
v6ingudi dai dién theo ty quyén cia cb
dong sang 1ap va cd dong 1a nha dau tu nude
ngoai 1a to chic;

D61 vai co dong 1a to chirc nude ngoai thi ban
sao gidy to phap 1y cua to chirc phai
duogc hop phap hoéa lanh sy;

- Glay chtng nhan ding ky dau tu ddi v6i nha
dau tu nudc ngoai theo quy dinh ciia Luat
Pau tu.

- Ban sao hodc ban chinh nghi quyét hoac | Ban sao hoic
quyét dinh vé viéc chia cong ty theo quy dinh ban chinh
tai Diéu 198 Luat Doanh nghiép

Trieong hop thanh lap doanh nghiép xa hoi moi trén co so chia doanh nghiép

2 -Ho6 so phai c6 thém Cam két thuc hién muc Ban chinh 01
tiéu xa hoi, moéi truong quy dinh tai khoan 1
Diéu 28 Nghi dinh s6 168/2025/ND-CP. Cy
thé:

Tuong ty voi truong hop dang ky doanh
nghiép dbi véi cac cong ty duoc thanh 1ap
trén co s& chia cong ty: Ho so ding ky doanh
nghlep d6i voi cong ty TNHH, cong ty cd
phan cua cong ty mdi (khoan 3 Piéu 24,
khoan 4 Piéu 24 Nghi dinh so6 168/2025/ND-
CP). Kém theo ho so ding ky doanh nghiép
d6i v6i cong ty TNHH mot thanh vién, cong
ty TNHH hai thanh vién trd 1én, cong ty cb
phan cua cong ty moi phai c6 thém Cam két
thuc hién muc tiéu xa hoi, méi trudng quy
dinh tai khoan 1 Piéu 28 Nghi dinh s
168/2025/ND-CP

3 * Truong hop iy quyén thuc hién thi tuc:

Nguoi ¢6 thim quyén ky van ban dé nghi
ding ky doanh nghiép c6 thé uy quyén cho to
chtrc, ca nhan khac thyuc hién thu tuc dang ky
doanh nghiép theo quy dinh sau day: 01
- Trudng hop Gy quyén cho ca nhan thuc Ban chinh
hién thu tuc dang ky doanh nghiép, kém theo
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ho so ding ky doanh nghiép phai co:

- Vin ban uy quyén cho ca nhan thuc hién
thi tyc lién quan dén dang ky doanh nghiép.
Vin ban ty quyén nay khong bat budc phai
cong chung, ching thuec.

- Trudng hop uy quyén cho to chire thyc hién
thii tyc diang ky doanh nghiép, kém theo hd
so dang ky doanh nghiép phai co:

- Ban sao hop déng uy quyén cho t6 chirc
thuc hién thu tyc lién quan dén dang ky
doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phin cong
nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién thi tuc lién quan dén dang ky
doanh nghiép.

- Truong hop iy quyén cho don vi cung cip
dich vu buu chinh cong ich thyuc hién thu tuc
dang ky doanh nghiép thi khi thuc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nfp:

- Ban sao phiéu gtri ho so theo miu do doanh
nghiép cung ung dich vu buu chinh cong ich
phat hanh c6 chir ky xac nhéan cua nhan vién
buu chinh va ngudi co thim quyén ky vin
ban dé nghi ding ky doanh nghiép.

- Truong hop iy quyén cho don vi cung cip
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc dang ky doanh
nghiép thi viéc ty quyén thyc hién theo quy
dinh tai khoan 2 Piéu 12 Nghi dinh sd
168/2025/ND-CP, cu thé:

- Ban sao hop ddng uy quyén cho t6 chirc
thyc hién thi tyc lién quan dén dang ky
doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong
nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién thi tyc lién quan dén ding ky
doanh nghiép.

- Ngudi iy quyén va nguoi dugc uy quyén
thuc hién tha tuc dang ky doanh nghiép chiu
trach nhiém trude phap luat vé tinh hop phap,
trung thuc va chinh xac cua viéc uy quyén.
Nguoi uy quyén va ‘nguoi duge uy quyén phai
xac thyc dién tir ¢ duoc cap ding ky doanh
nghi¢p. Truong hop viéc xac thyc dién tir bi
gian doan thi nguoi uy quyén thuc hién viéc
xac thyc dién tir sau khi dwoc cap ding ky
doanh nghigp.

Ban chinh

Ban chinh

Ban sao

Ban chinh

Ban chinh

Ban sao

Ban chinh

Ban sao

Ban chinh

Ban chinh
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Trudng hop ngudi Gy quyén khong xac nhan
hodc xac nhan khéng y quyén thuc hién tha
tuc dang ky doanh nghi€p thi Co quan dang
ky kinh doanh cép tinh yéu ciu doanh nghiép
bao céo theo quy dinh tai khoan 5 Diéu 21
Nghi dinh s6 168/2025/ND-CP. Cy thé: Yéu
cau doanh nghiép béo cdo vé viéc tuan tha cac
quy dinh cta Luat Doanh nghi¢p theo quy
dinh tai diém c khoan 1 Piéu 216 Luat Doanh
nghiép “Yéu cau doanh nghiép bao céo vé
vi€c tuan thu quy dinh cua Ludt nay khi xét
théy can thiét; d6n dbc viée thuc hién nghia
vu bao cdo cua doanh nghiép”.

Truong hop chua c6 tai khoan dinh danh
dién t&r d¢ thyc hién xédc thyc dién tir thi hd
so dang ky doanh nghiép phai kém theo ban
sao thé¢ Can cudc hoac thé Can cudc cong
dan hodc ho chiéu hodc hd chiéu nude ngoai
hodc cac gidy to c6 gia tri thay thé ho chiéu
nude ngoai con hiéu lyc ctia ngudi uy quyén.

3.Cich thire, dia chi ndp ho so, nhin két qua giai quyét TTHC

STT

Cich thirc ndp, nhin két qua

Pia chi cu thé

Ping ky tryc tiép tai Chi nhanh TTPVHCC

Tai Chi nhanh TTPVHCC Thanh

1. Thanh phé Ha Noi phd HéAch)i’(thexo thén% bao cua
cap c6 tham quyén)

Theo dia chi: So Téj chinh - th

. , ) , lién co quan Van Ho (Pia chi: so

2. | Bang ky qua dich vy buu chinh 52 Leé l-glai Hanh, phugmg Hai Ba

Trung, thanh ph6 Ha Noi)
Nop hoé so truc tuyén qua mang dién tr tai Theo dia chi:
3. | Cong Thong tin Pang ky doanh nghiép Quéc | https://dangkykinhdoanh.gov.vn

gia hodc qua Cong dich vu cong Qudc gia

hoac https://dichvucong.gov.vn/

Ghi chu:

Nguoi ndp ho so st dung tai khoan dinh danh dién tir d&é ding nhap Cong thong
tin quéc gia vé dang ky doanh nghiép, ké khai thong tin, tai van ban dién tu, ky
s6 hoic ky xéac thuce hd so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghiép theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi duge uy quyén
phai xac thyc dién tir dé dugc cap diang ky doanh nghiép. Truong hop viée xac
thuc dién tur bi gian doan thi nguoi uy quyén thuc hién viéc xac thuc dién tr sau
khi dugc cap dang ky doanh nghiép. Sau khi hoan thanh viéc giri hd so dang ky
doanh nghiép, ngudi ndp ho so s& nhan dugc gidy tiép nhan hd so va hen tra két

qua dién tir qua tai khoan cua ngudi ndp ho so.

4.Thoi gian gidi quyét, phi, 18 phi, mirc d9 cung cap dich vu cong truc tuyén

Théi gian gidi quyét Mirc thu Cung cap dich
(PVT: Viét Nam dong) vu cong truc
Ngay lam viée | Gio 1am viée Phi Lé phi tuyén
03 ngay lam 24 gio Phi cong bo noi | - Lé phi 50.000 | Toan trinh
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viée ké tir ngay
nhan du ho so
hop 1€

dung dang ky
doanh  nghiép:
100.000  ddng/
lan, ndp tai thoi
diém nodp hd so
néu dang ky truc
tiép (Thong tu
s6 47/2019/TT-
BTC).

dong/lan, nop tai
thoi diém ndp hod
so néu ding ky
tryc tiép (Thong
tw s 47/2019/TT-
BTC).

- Mién 1¢ phi d6i
vol  truong  hop
dang ky qua
mang dién t,
dang ky thanh 1ap
trén co so chuyén
d6i tr ho kinh
doanh (Thong tu
sO  47/2019/TT-
BTC).

5.Céc bi¢u miu trong giii quyét TTHC

STT

Tén bieu mau

Coso phaply

1

Mau don. to khai

- Bang ky thanh 1ap cong ty TNHH mot thanh vién:

1. Gidy dé nghi dang ky doanh nghiép - Cong ty trach
nhiém hiru han mot thanh vién (Mau s6 2, Phu luc I kém
theo Thong tu s6 68/2025/TT-BTC);

2. Danh sach chu s& hitu hudéng lgi cua doanh nghiép
(Mau s6 10, Phu lyc I kém theo Thong tu s6 68/2025/TT-
BTC);

3. Cam két thuc hién muc tiéu xa hoi, moi truong (Truong
hop thanh 13p doanh nghiép xa hdi médi trén co sé chia
doanh nghiép, Mau s6 34, Phu luc I kém theo Thong tu )
68/2025/TT-BTC).

- Bang ky thanh 1ap cong ty TNHH hai thanh vién tr¢ 1€n:
1. Gidy dé nghi dang ky doanh nghiép - Cong ty trach
nhiém hitu han hai thanh vién tr¢ 1én (MAu s6 3, Phu luc I
kém theo Thong tu sb 68/2025/TT-BTC);

2. Danh séach thanh vién cong ty trach nhi¢m hiru han hai
thanh vién tré 1én (Mau s6 6, Phu luc I kém theo Thong tu
s6 68/2025/TT-BTC);

3. Danh sach chu s& hitu hudng lgi ciia doanh nghiép
(MAu sb 10, Phu Iyc T kém theo Thong tu s6 68/2025/TT-
BTC);

4. Cam két thuc hién muc tiéu xa hdi, moi trudong (trudong
hop thanh 1ap doanh nghiép xa hdi méi trén co s& chia
doanh nghiép, Mau s6 34, Phu luc I kém theo Thong tu sd
68/2025/TT-BTC).

- Pang ky thanh 1ap cong ty c6 phan:

1. Gidy dé nghi dang ky doanh nghiép cong ty co phan
(Mau s6 4, Phu Iyc I kém theo Thong tu s6 68/2025/TT-
BTC);

Thong tu  sO
68/2025/TT-BTC
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2. Danh sach cb dong sang 1ap cong ty cd phan (Mau s 7,
Phu luc I kém theo Thong tu s 68/2025/TT-BTC);

3. Danh sach c6 dong 13 nha dau tu nude ngoai (Mau sb 8,
Phu luc I kem theo Thong tu ) 68/2025/TT-BTC);

4. Danh sach chu s¢ hittu hudéng loi cia doanh nghiép
(Mau s6 10, Phuy Iyc I kém theo Thong tu sb 68/2025/TT-
BTC).

5. Cam két thuc hién muc tiéu xa hoi, moi truong (truong
hop thanh 1ap doanh nghiép xa hoi mdi trén co sé chia
doanh nghiép, Biéu mau sb 34, Phu luc I kém theo Thong
tu s6 68/2025/TT-BTC)

Gidy chirng nhan dang ky doanh nghiép - Doanh nghiép tu
nhan (Mau s6 37, Phu luc I kem theo Théng tu so
68/2025/TT-BTC)

Thong tu  sb
68/2025/TT-BTC

Giay ching nhan dang ky doanh nghiép - Cong ty TNHH
mét thanh vién (Mau s6 38, Phu luc I kém theo Thong tu
s0 68/2025/TT-BTC)

Thong tu  s6
68/2025/TT-BTC

Giay ching nhan dang ky doanh nghiép - Cong ty TNHH
hai thanh Yién tré 1én (Mau s6 39, Phu luc I kém theo
Thong tu s6 68/2025/TT-BTC)

Thong tu  s6
68/2025/TT-BTC

Giay ching nhén dang ky doanh nghiép - Cong ty 0 phan
(Mau s6 40, Phu luc I kém theo Thong tu s6 68/2025/TT-
BTC)

Thong tu  s6
68/2025/TT-BTC

Giay chung nhén dang ky doanh nghiép - Cong ty hop
danh (Mau s6 41, Phu lyc I kém theo Théng tu so6
68/2025/TT-BTC)

Thong tu  s6
68/2025/TT-BTC

Thong bao vé viée stra d6i, bo sung ho so ding ky doanh
nghiép (Mau s6 48, Phu luc I kém theo Théng tu so
68/2025/TT-BTC)

Thong tu  s6
68/2025/TT-BTC

Gidy tiép nhan ho so va hen tra két qua ho so ding ky
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh
doanh (Mau s6 70, Phu luc T kém theo Thong tu )
68/2025/TT-BTC)

Thong tu s
68/2025/TT-BTC

Giay tiép nhan ho so va hen tra két qua ho so ding ky
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh
doanh qua mang thong tin dién tor (Mau s6 71, Phy luc I
kém theo Thong tu s6 68/2025/TT-BTC)

Thong tu  s6
68/2025/TT-BTC

Mau Phié’ur xin 161 va hen lai ngay tra két qua (Mau s6 04
Thong tu s0 01/2018/TT-VPCP)

Thong tu  s6
01/2018/TT-VPCP

Mau SO theo ddi ho so (Mau s6 06 Thong tu so
01/2018/TT-VPCP)

Thong tu s
01/2018/TT-VPCP

6. Quy trinh gidi quyét

Tén bwdc

Don vi/Nguoi thue

Y NoOi dung cong viéc
hién 0 g g VIC

Thoi gian
giai quyét tdi
da
(BVT: Gio
lam viéc)

*, Trudng hop ding Ky truwc tiép hoiic qua dich vu bwu chinh
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Buéc1 | Cac Chi nhanh |- Tip nhan ho so va ghi gidy tiép | Gio hanh
Tiép nhan | TTPVHCC nhn, hen ngay tra két qua chinh
ho so - Chuyen ho so vé S¢ Tai chinh
Budc 2 Van phong S¢ Tai Chuyén ho so cho Phong 2 gio
Luan chuyén | chinh DKKD&TCDN
ho so
Budc 3 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 2 gid
Phén cong | BPKKD&TCDN so sau khi tiép nhan
xu ly
Buéc 4 Chuyén vién Phong | Chuyén vién tién hanh xem xét | 10 gio
Thulyva | DPKKD&TCDN tinh hop 18 cta hd so:
giai quyét hd - Hd so khong du diéu kién: Dy
SO thao thong bao huéng dan stra d6i
bd sung, néu 13 1y do.
- Ho so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budc 5 Lanh dao Phong |Lanh dao phong tién hanh xem | 4 gid
Phé duyét | PKKD&TCDN x€ét, phé duyét:
két qua - Truong hop hd so hop 1é:
chuyén Co quan thué trén Hé
thong dé phan hoi vé ma s thué.
- Trudng hop ho so khong hop 1¢:
Phé duyét ndi1 dung thong bao
huéng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
BS.
Budc 6 Co quan thué Co quan thué phan hoi tryc tiép | Phan hoi tu
Phan hoi ma trén HE théng dong trén hé
50 thué thong
Buéc7 |- Lanh dao Phong |- Gui Thong bao yéu cau stra doi | 2 gid
Thong bdo | PKKD&TCDN bd sung (tra tu dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé ding ky
Phong doanh nghiép) ddi vé6i truong hop
PKKD&TCDN hé so khong hop 18.

- Truong hop CQ thué khong
chap thuan: gui thong bao yéu
cau sua d6i bo sung (tra ty dong
qua cong thong tin quoc gia veé
dang ky doanh nghiép).

- Chap thuan trén hé thong ddi
v6i ho so duoc co quan thué chap
thuan.

- Ky s6 két qua dang ky doanh
nghiép. Trudong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh
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Budc 8 Van thu - D6i v6i truong hop ky s két | 4 gio
Phéat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chuc cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin quc gia
vé dang ky doanh nghiép).
- Truong hop khong thé ky s
phat hanh thi phat hanh két qua 1a
ban gidy
Budc 9 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chue | cdng ich cong ich tra két qua cho doanh
cé nhan doi nghiép
Vo1 truong
hop két qua
13 ban gidy
Bu6éc 10 |-  Chuyén vién | Van thu Phong PKKD&TCDN | Gio hanh
Théng ké | Phong va BO phan luu trlr cung Van | chinh
theo doi PDKKD&TCDN; B§ | phong Sé c¢6 trach nhiém thong
phan luu triv ké cac TTHC thuc hién tai don vi
- Van phong S¢ vao sb theo ddi ho so
Tong thoi gian: 3 ngay
*, Truwong hop ding ky qua mang dién tir
Budc 1 Nguoi c6 tham | Nguoi nép ho so ké khai thong | Ca ngay
Nop hd so | quyén ky van ban dé | tin, tai van ban dién tir, ky xac
nghi dang ky doanh | thyc hd so ding ky doanh nghiép
nghiép hodc nguoi | qua mang thong tin dién tir va
dugc Uy quyén thyc | thanh toan phi, 1& phi ding ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin qubc gia vé diang
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn)
Buoc 2 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly ho so | hodc tu dong trén hé
thong
Budc3 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 13 gio
Thu ly, giai | PKKD&TCDN tinh hop 18 cta ho so:
quyét ho so - Hd so khong du diéu kién: Dy
thao thong bao huéng din stra dbi
b sung, néu 15 1y do.
- HO so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Buéce 4 Lanh dao Phong |- Truong hop ho so hop 1é&: |4 gio
Phé duyét | PKKD&TCDN chuyén Co quan thué trén Heé
két qua théng dé phan hoi vé ma s thué.

- Trudng hop ho so khong hop 18é:
Phé duyét ndi dung thong bdo
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huéng dan sira Qé)i bd sung q
* Néu khong dong y: chuyén lai
B3.

Budc 5 Co quan thué phan | Co quan thué phan hoi mi sb | Phan hoi tu
Co quan hdi truc tiép trén Hé | thué dong trén hé
thué phan | thon thong
hdi ma sb
thué
Budc 6 - Lanh dao Phong |- Gui Thong bao yéu cau stra doi | 2 gid
Thong bao | PKKD&TCDN bd sung (tra ty dong qua cong
két qua - Chuyédn  vién | théng tin qudc gia vé ding ky
Phong doanh nghiép) ddi vé6i truong hop
PKKD&TCDN hé so khong hop 18.
- Chap thuan trén hé thong ddi
v6i hd so hop 1¢
- Ky s6 két qua dang ky doanh
nghiép. Trudng hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén van thu phat hanh.
Budc 7 | Vin thu - Poi véi truong hop ky so két | 4 gid
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chuc cua
Phong DKKD&TCDN (tra tu
doéng qua cong thong tin qudc gia
vé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy
Budce 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cép dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
cé nhan doi nghiép
voi trudng
hop két qua
1a ban gidy
Budc 9 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gio hanh
Théng ké | PKKD&TCDN ; Bo | va B phan luu trit - Van phong | chinh
theo ddi | phan luu trit - Van | S& ¢6 trach nhiém théng ké cac
phong So TTHC thyuc hién tai don vi vao sb
theo ddi hd so
Tong thoi gian: 3 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va lwu trir ho so TTHC

Trach nhiém

Trung tdm PVHCC

Co quan giai quyét ho so

Tra ho so, két qua

- Chuyén ho so, két qua giai
quyet TTHC ban giay cho
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don vi cung cép dich vu buu
chinh cong ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién ttr trén Cong
thong tin qudc gia vé ding
ky doanh nghiép.

Luu tri

- S6 theo doi hf) so (Mau sd
06 Thong tu so 01/2018/TT-
VPCP)

- H6 so td chirc/ca nhan nop:;
Gidy tiép nhan hd so va hen
tra két qua; (601 VOl truong
hop nop hd so glay)

- Thong bao veé vige stra doi,
bd sung hd so dang ky doanh
nghiép; Gidy chimg nhan
dang ky doanh nghiép;
Thong bao Ve co quan thué
quan 1y truc tiép

- S6 theo ddi hd so (néu tra
két qua 1a ban gidy).
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22. Ping ky doanh nghiép dbi véi cac cong ty dwoe thanh 1ap trén co sé tach
cong ty (QT-SO-22)
1.Co sé phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luit Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xa hoi chil nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;

- Théng tu sb 68/2025/TT-BTC ngay 01/7/2025 ciua B Tai chinh ban hanh biéu
mau str dung trong diing ky doanh nghiép, ding ky ho kinh doanh;

- Théng tu sb 47/2019/TT-BTC ngay 05/8/2019 ctiia BO Tai chinh quy dinh mirc
thu, ché d6 thu, ndp, quan 1y va sir dung phi cung cip thong tin doanh nghiép, 18 phi diang
ky doanh nghiép.

2.Thanh phan hb so
A 1A Ban sao/ ,<
STT Tén ho so ban chinh SO luwgng
Ding ky doanh nghiép doi véi cde cong ty dwoc thanh ldp trén co sé tdch céng ty

1 Ho so dang ky doanh nghiép ddi véi cong ty 01
TNHH, cong ty c6 phan cia cong ty méi
(khoan 3 Diéu 24, khoan 4 Diéu 24 Nghi
dinh s6 168/2025/ND-CP). Cu thé:

Doi vdi cong ty TNHH mét thanh vién: Ban chinh

+ Gidy dé nghi ding ky doanh nghiép;

+ Piéu 1 cong ty;

+ Danh séach chu s¢ hitu hudéng lgi cia doanh
nghiép (néu co);

+ Ban sao cac gidy to sau day: Ban sao

- Gidy to phap 1y ctia c4 nhan ddi véi thanh
vién la ca nhan, nguoi dai dién theo phép luat
(Truong hop chu s¢ hitu, thanh vién 1a cé
nhan, nguodi dai dién theo phap luat, nguoi
dai dién theo Gy quyén cta chu s& hitu, thanh
vién 1a o chtic ké khai s6 dinh danh ca nhan
theo quy dinh tai khoan 1 Diéu 11 Nghi dinh
sO 168/2025/ND-CP thi ho so ding ky doanh
nghiép khong bao gém ban sao gidy t& phap
1y cua cac ca nhan nay);

- Gidy to phap 1y cta t6 chic dbi véi thanh
vién 1a t6 chue va van ban cu ngudi dai dién
theo Uy quyén; gidy to phap 1y cia ca nhan
d6i voi nguol dai dién theo uy quyén cua
thanh vién 14 t6 chirc.

Db6i voi thanh vién 1a to chic nudc ngoai thi
ban sao gidy to phap 1y cua t6 chuc phai
dugc hop phéap hoa lanh su;

- Gidy ching nhan ding ky dau tu dbi véi nha
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dau tu nudc ngoai theo quy dinh cta Lut
Dau tu.

+Ban sao hoic ban chinh nghi quyét hoic
quyét dinh vé viéc tach cong ty theo quy dinh
tai Diéu 199 Luat Doanh nghiép.

Doi véi cong ty TNHH hai thinh vién tré
1én:

+Gidy dé nghi ding ky doanh nghiép;

+ Diéu 16 cong ty;

+ Danh sach thanh vién; danh sach chu sé hiru
huong loi ciia doanh nghiép (néu c6);

+ Ban sao cac gidy to sau day:

- Gidy to phap 1y ctia ca nhan ddi véi thanh
vién la ca nhan, nguoi dai dién theo phép luat
(Truong hop chu s¢ hitu, thanh vién 1a ca
nhan, nguoi dai dién theo phép luét, nguoi
dai dién theo Gy quyén cta cha s& hitu, thanh
vién 1a o chirc ké khai sb dinh danh c4 nhéan
theo quy dinh tai khoan 1 Piéu 11 Nghi dinh
sO 168/2025/ND-CP thi ho so ding ky doanh
nghiép khong bao gém ban sao gidy t& phap
1y cua cac ca nhan nay);

- Gidy to phap ly cua t6 chirc ddi véi thanh
vién 1a to chue va van ban cu nguoi dai dién
theo Uy quyén; gidy to phap 1y cua ca nhan
d6i véi nguoi dai dién theo uy quyén cia
thanh vién 1a td chuc;

D6i voi thanh vién 1a to chic nudc ngoai thi
ban sao gidy to phap 1y cta to chuc phai
duoc hop phéap hoéa lanh sy;

- Glay chtng nhan ding ky dau tu doi véi nha
dau tu nudc ngoai theo quy dinh cua Lut
Dau tu.

+ Ban sao hoic ban chinh nghi quyét hoic
quyét dinh vé viéc tach cong ty theo quy dinh
tai Diéu 199 Luat Doanh nghiép.

Doi véi cong ty co phin:

+ Giay dé nghi ding ky doanh nghiép;

+ Piéu 16 cong ty;

+ Danh sach co dong sang lap (khong bao
gdm danh sach cb dong sang 1ap néu cong ty
dugc tach khong c6 c6 dong sang lap); danh
sach co dong 1a nha dau tu nudc ngoai; danh
sach chu s¢ hitu hudng loi cua doanh nghi¢p
(néu co);

+ Ban sao cac gidy to sau day:

- Gidy to phap ly cua ca nhan dbi v6i co dong
sang 1ap va cb dong 1a nha dau tu nudc ngoai

Ban sao hoac
ban chinh

Ban chinh
Ban chinh
Ban chinh

Ban sao

Ban chinh hoac
ban sao

Ban chinh

Ban chinh
Ban chinh

Ban sao



https://thuvienphapluat.vn/van-ban/Doanh-nghiep/Luat-Dau-tu-so-61-2020-QH14-321051.aspx
https://thuvienphapluat.vn/van-ban/Doanh-nghiep/Luat-Dau-tu-so-61-2020-QH14-321051.aspx
https://thuvienphapluat.vn/van-ban/Doanh-nghiep/Luat-Dau-tu-so-61-2020-QH14-321051.aspx
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la cd nhan, nguoi dai di¢n theo phap luat
(Truong hgp chu s¢ hiru, thanh vién la ca
nhan, nguoi dai dién theo phap luat, nguoi
dai dién theo Uy quyén ctia cha s& hitu, thanh
vién 1a t chirc ké khai sb dinh danh c4 nhan
theo quy dinh tai khoan 1 Piéu 11 Nghi dinh
sO 168/2025/ND-CP thi ho so diang ky doanh
nghiép khong bao gém ban sao gidy t& phap
ly cua cac ca nhén nay);

- Glay t phép 1y cta t6 chirc ddi véi cd dong
1a to chtrc va vin ban cir nguoi dai dién theo
Uy quyén; gidy to phap 1y cia ca nhan déi
voinguoi dai dién theo uy quyen ciia ¢co
dong sang lap va ¢ dong 1a nha dau tu nudc
ngoai 1a t6 chc;

D61 vai co dong 1a to chirc nude ngoai thi ban
sao gidy to phdp 1y cua to chirc phai
duogc hop phap hoéa lanh sy;

- Glay chtng nhan ding ky dau tu doi v4i nha
dau tu nudc ngoai theo quy dinh cta Luat
Pau tu.

+ Ban sao hoic ban chinh nghi quyét hoic | Ban sao hoic
quyét dinh vé viéc tach cong ty theo quy dinh ban chinh
tai Diéu 199 Luat Doanh nghiép

Trieong hop thanh lap doanh nghiép xa hoi moi trén co so tach doanh nghiép

2 -Ho6 so phai c6 thém Cam két thuc hién muc Ban chinh 01
tiéu xa hoi, moi truong quy dinh tai khoan 1
Diéu 28 Nghi dinh s6 168/2025/ND-CP. Cu
thé:

Tuong tu voi truong hop dang ky doanh
nghiép dbi véi cac cong ty dugc thanh lap
trén co s tach cong ty: Ho so ding ky doanh
nghlep d6i voi cong ty TNHH, cong ty cd
phan cua cong ty mdi (khoan 3 Piéu 24,
khoan 4 Diéu 24 Nghi dinh so6 168/2025/ND-
CP). Kém theo hd so diang ky doanh nghiép
d6i v6i cong ty TNHH mét thanh vién, cong
ty TNHH hai thanh vién tro 1én, cong ty cb
phan cta cong ty mai phai ¢6 thém Cam két
thuc hién muc tiéu xa hoi, méi trudng quy
dinh tai khoan 1 Diéu 28 Nghi dinh sb
168/2025/ND-CP

3 * Truong hop ty quyén thuc hién thu tuc:

Nguoi ¢o thim quyén ky vin ban dé nghi
ding ky doanh nghiép c6 thé uy quyén cho to
churc, ¢ nhan khéc thuc hién thu tuc dang ky
doanh nghiép theo quy dinh sau day: 01
- Trudng hop Gy quyén cho ca nhan thuc Ban chinh



https://thuvienphapluat.vn/van-ban/Doanh-nghiep/Luat-Dau-tu-so-61-2020-QH14-321051.aspx
https://thuvienphapluat.vn/van-ban/Doanh-nghiep/Luat-Dau-tu-so-61-2020-QH14-321051.aspx
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hién thu tuc dang ky doanh nghiép, kém theo
hd so ding ky doanh nghiép phai co:

- Vian ban uy quyén cho c4 nhan thuc hién
thil tyc lién quan dén dang ky doanh nghiép.
Vin ban uy quyén nay khong bét budc phai
cong chig, ching thyec.

- Trudng hop uy quyén cho to chirc thuc hién
thu tuc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghiép phai co:

- Ban sao hop dong uy quyén cho t6 chuc
thuc hién thu tyc lién quan dén dang ky
doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong
nhiém vu cta t6 chic d6 cho cd nhan truc
tiép thuc hién thi tyc lién quan dén ding ky
doanh nghiép.

- Truong hop Gy quyén cho don vi cung cip
dich vu buu chinh cong ich thuc hién thu tuc
dang ky doanh nghiép thi khi thyc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nQp:

- Ban sao phiéu gtri ho so theo mau do doanh
nghiép cung ung dich vu buu chinh cong ich
phat hanh cé chir ky xac nhan ctia nhan vién
buu chinh va ngudi co thim quyén ky vin
ban dé nghi dang ky doanh nghiép.

- Truong hop iy quyén cho don vi cung cip
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hi¢n thu tuc ding ky doanh
nghiép thi viéc ty quyén thuc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh sb
168/2025/ND-CP, cu thé:

- Ban sao hop dong uy quyén cho t6 chuc
thuc hién thu tyc lién quan dén ding ky
doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phan cong
nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién thi tuc lién quan dén dang ky
doanh nghiép.

- Nguoi uy quyén va ngudi duge ay quyén
thuc hi¢n thu tuc dang ky doanh nghi¢p chiu
trach nhiém trude phap luat vé tinh hop phap,
trung thue va chinh xdc cua viéc uy quyén.
Nguoi uy quyén va ‘nguoi dugce uy quyen phai
xac thuc dién tir d& duoc cap ding ky doanh
nghi¢p. Truong hop viéc xac thyc dién tir bi
gian doan thi nguoi uy quyén thuc hién viéc
xac thyc dién tir sau khi duoc cip ding ky

Ban chinh

Ban chinh

Ban sao

Ban chinh

Ban chinh

Ban sao

Ban chinh

Ban sao

Ban chinh

Ban chinh
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doanh nghiép.

Trudng hop ngudi ty quyén khong xac nhan
hodc x4c nhan khong ty quyén thyc hién thi
tuc dang ky doanh nghi€p thi Co quan dang
ky kinh doanh cép tinh yéu ciu doanh nghiép
bao céo theo quy dinh tai khoan 5 Piéu 21
Nghi dinh s6 168/2025/ND-CP. Cuy thé: Yéu
cau doanh nghiép bao cdo vé viéc tuan tha cac
quy dinh cta Luat Doanh nghi¢p theo quy
dinh tai diém c khoan 1 Diéu 216 Luat Doanh
nghiép “Yéu cau doanh nghiép bao céo vé
viéc tuan thu quy dinh ctia Luat nay khi xét
théiy can thiét; don dbc viéc thuc hién nghia
vu bao cédo cua doanh nghiép”.

Truong hgp chua c6 tai khoan dinh danh
dién tir d¢ thyc hién xédc thyc dién tir thi hd
so dang ky doanh nghiép phai kém theo ban
sao thé¢ Can cudc hoac thé Can cudc cong
dan hodc ho chiéu hodc ho chiéu nuée ngoai
hodc cac gidy td c6 gia tri thay thé ho chiéu
nudc ngoai con hiéu lyc clia nguoi uy quyén.

3.Cich thire, dia chi ndp hé so, nhin két qua giai quyét TTHC
STT Cach thirc ngop, nhan ket qua Dia chi cu thé
, | Pang ky true tidp tai Chi nhinh TTPVHCC T*ﬁﬁ;ﬁ’jﬁ&i To?l/aﬂcgazhfl?ah
* | Thanh phd Ha Noi P : &

cap c6 tham quyén)

2. | bang ky qua dich vu buu chinh

Theo dia chi: S& Tai chinh - Khu

lién co quan Van Ho (Pia chi: sd

52 Lé Pai Hanh, phuong Hai Ba
Trung, thanh phd Ha Noi)

Nop ho so truc tuyén qua mang dién tir tai
3. | Cong Thong tin Pang ky doanh nghiép Quoéc
gia hoic qua Cong dich vu cong Qudc gia

Theo dia chi:
https://dangkykinhdoanh.gov.vn
hodc https://dichvucong.gov.vn/

Ghi chu:

Nguoi ndp ho so st dung tai khoan dinh danh dién tir d&é ding nhap Cong thong
tin qudc gia vé dang ky doanh nghiép, ké khai thong tin, tai vin ban dién tu, ky
s6 hoic ky xac thuc hd so ding ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghiép theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghi¢p. Nguoi uy quyén va nguoi dugc uy quyén
phai xac thuc dién tir dé duoc cip diang ky doanh nghiép. Trudng hop viée xac
thuc dién tir bi gian doan thi nguoi Gy quyén thyc hién viéc xac thyc dién tir sau
khi dugc cap dang ky doanh nghiép. Sau khi hoan thanh viéc gui ho so dang ky
doanh nghiép, ngudi ndp hd so s& nhan duoc gidy tiép nhan hd so va hen tra két
qua dién tir qua tai khoan ctia ngudi ndp hd so.

4.Thoi gian giai quyét, phi, 18 phi, mirc dd cung cp dich vu cong truc tuyén

Thoi gian giai quyét Mirc thu Cung cip dich
(PVT: Viét Nam dong) vu cong truc
Ngay lam viéc | Gio lam viée Phi | Lé phi tuyén




198

03 ngay lam 24 gio Phi cong bd noi | - Lé phi 50.000 Toan trinh

viée ké tir ngay dung ding ky | déng/lan, ndp tai
nhan du ho so doanh  nghiép: | thoi diém ndp hod
hop 18 100.000 ddng/ | so néu ding ky
lan, nop tai thoi | truc tiép (Thong
diém ndp hd so | tu s6 47/2019/TT-

néu dang ky truc | BTC).
tiép (Thong tu |- Mién 1& phi dbi
s6 47/2019/TT- | v6i trudng hop
BTC). dang ky qua
mang dién t,
dang ky thanh lap
trén co s& chuyén
d6i tr ho kinh
doanh (Thoéng tu
sO  47/2019/TT-

BTC).

5.Céc bi¢u miu trong giii quyet TTHC
STT Tén biéu miu Co s¢ phap ly
1 | Mau don. to khai Thong tu  s6

- bang ky thanh l1ap cong ty TNHH mot thanh vién:

1. Gidy dé nghi dang ky doanh nghiép - Cong ty trach
nhiém hiru han mot thanh vién (Mau s6 2, Phu luc I kém
theo Thong tu s6 68/2025/TT-BTC);

2. Danh s&ch chu s¢ hiru huong loi cia doanh nghiép
(Mau s6 10, Phu lyc I kém theo Thong tu s6 68/2025/TT-
BTC);

3. Cam két thyc hién muc tiéu xa hoi, méi truong (Trudng
hop thanh 1ap doanh nghié€p xa hdi médi trén co sé chia
doanh nghiép, Mau sb 34, Phu luc I kém theo Thong tu s6
68/2025/TT-BTC).

- Bang ky thanh 1ap cong ty TNHH hai thanh vién tr¢ 1én:
1. Gidy dé nghi dang ky doanh nghiép - Cong ty trach
nhiém htru han hai thanh vién tré 1én (M?lu s6 3, Phu luc I
kém theo Thong tu s6 68/2025/TT-BTC);

2. Danh sach thanh vién cong ty trach nhiém hiru han hai
thanh vién tré 1én (Mau s6 6, Phu luc I kém theo Thong tur
s6 68/2025/TT-BTC);

3. Danh siach chua sé hitu huong lgi cua doanh nghiép
(Mau s6 10, Phu Iyc I kém theo Thong tu sb 68/2025/TT-
BTC);

4. Cam két thyc hién myc tiéu xa hoi, moi truong (truong
hop thanh 1ap doanh nghiép xa hdi méi trén co s& chia
doanh nghiép, Mau sb 34, Phy luc I kém theo Thong tu sd
68/2025/TT-BTC).

- Bang ky thanh 1ap cong ty c6 phan:

1. G1ay dé nghi ding ky doanh nghiép cong ty c6 phan
(Mau s6 4, Phu luc I kém theo Thong tw s6 68/2025/TT-

68/2025/TT-BTC
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BTC);

2. Danh sach cb dong sang 1ap cong ty cd phan (Mau s 7,
Phu luc I keém theo Thong tu ) 68/2025/TT-BTC);

3. Danh sach ¢6 dong 1a nha dau tu nude ngoai (Mau sd 8,
Phu luc I kém theo Thong tu sb 68/2025/TT-BTC);

4. Danh sach chu s& hitu hudéng lgi cua doanh nghiép
(Mau s6 10, Phuy Iyc I kém theo Thong tu sb 68/2025/TT-
BTC).

5. Cam két thuc hién muc tiéu xa hoi, moi trudong (trudong
hop thanh 13p doanh nghiép xa hd1 méi trén co sé chia
doanh nghiép, Biéu mau s6 34, Phu luc I kém theo Thong
tu sb 68/2025/TT-BTC)

2 | Gidy chimg nhan ding ky doanh nghiép - Doanh nghiép tu | Thong  tu  s6
nhan (Mau s 37, Phu lyc I kém theo Thong tu sb | 68/2025/TT-BTC
68/2025/TT-BTC)

3 | Giay ching nhan ding ky doanh nghiép - Cong ty TNHH | Thong  tu  so
mot thanh vién (MAu sé 38, Phu lyc I kém theo Thong tu | 68/2025/TT-BTC
s6 68/2025/TT-BTC)

4 | Giay chung nhan ding ky doanh nghiép - Cong ty TNHH | Thong tu s
hai thanh vién tré 1én (Mau sb 39, Phu luc I kém theo | 68/2025/TT-BTC
Thong tu s6 68/2025/TT-BTC)

5 | Giay chiing nhan dang ky doanh nghiép - Cong ty c6 phan | Thong  tu  so
(Mau s6 40, Phu lyc I kém theo Thong tu s 68/2025/TT- | 68/2025/TT-BTC
BTC)

6 | Gidy chung nhan ding ky doanh nghiép - Cong ty hop | Thong  tu  so
danh (Mau sd 41, Phu luc I kém theo Thong tu sb | 68/2025/TT-BTC
68/2025/TT-BTC)

7 | Thong bao vé viée stra doi, bo sung ho so ding ky doanh | Thong  tw s
nghiép (Miu s6 48, Phy lyc I kém theo Thong tu s | 68/2025/TT-BTC
68/2025/TT-BTC)

8 | Giay tiép nhan ho so va hen tra két qua ho so dang ky | Thong  tu  so
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh (Mau s6 70, Phu luc T kém theo Thong tu )
68/2025/TT-BTC)

9 | Giay tiép nhan ho so va hen tra két qua ho so ding ky | Thong  tu  so
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh qua mang thong tin dién tor (Mau s6 71, Phuy luc I
kém theo Thong tu s6 68/2025/TT-BTC)

10 | Mau Phiéu xin 16i va hen lai ngdy tra két qua (Mau s6 04 | Thong tu s
Thong tu s6 01/2018/TT-VPCP) 01/2018/TT-VPCP

11 |Mau SO theo ddi ho so (Mau so0 06 Thong tu so | Thong tu O
01/2018/TT-VPCP) 01/2018/TT-VPCP

6. Quy trinh giai quyét
Thoi gian
. L. gidi quyet toi
Tén budc Don V;/lljgum thye Noi dung cong viéc da
en (DVT: Gio
lam viéc)
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*, Trudong hg

diing ky truc tiép hoidc qua dich vu bwu chinh

Budc1 |Cac Chi nhénh | - Tiép nhin ho so va ghi gidy tiép | Gid hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
hd so - Chuyén ho so vé S¢ Tai chinh
Budc 2 Van phong S¢ Tai Chuyén ho so cho Phong 2 gio
Luan chuyén | chinh PKKD&TCDN
ho so
Budc 3 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 2 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc 4 Chuyén vién Phong | Chuyén vién tién hanh xem xét | 10 gio
Thulyva | DPKKD&TCDN tinh hop 1¢ ctia hd so:
giai quyét hd - H6 so khong du diéu kién: Dy
SO thao thong bao huéng din stra dbi
bd sung, néu 15 1y do.
- HO so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budce 5 Lanh dao Phong | Lanh dao phong tién hanh xem | 4 gid
Phé duyét | PKKD&TCDN xét, phé duyét:
két qua - Truong hop hd so hop 1é:
chuyén Co quan thué trén Heé
thong dé phan hoi vé ma sb thué.
- Truong hop ho so khong hop 18é:
Phé duyét ndi dung thong bdo
huéng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
BS.
Budc 6 | Co quan thué Co quan thué phan hoi tryc tiép | Phan hoi tu
Phan hoi ma trén Hé thong dong trén hé
50 thué thong
Buoc 7 - Lanh dao Phong | - Guri Thong bao yéu cau stra doi | 2 gio
Thong bao | PKKD&TCDN b6 sung (tra tu dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé ding ky
Phong doanh nghiép) ddi v6i truong hop
PKKD&TCDN hé so khong hop 18.

- Truong hop CQ thué khong
chap thuan: gui thong bao yéu
cau stra d6i bo sung (tra ty dong
qua cong thong tin qudc gia vé
dang ky doanh nghiép).

- Chép thuan trén hé théng doi
v6i ho so duoc co quan thué chap
thuan.

- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi ldnh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
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qua chuyén vin thu phat hanh

Budc 8 Van thu - D6i v6i truong hop ky sd két | 4 gio
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chuc cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin qudc gia
vé dang ky doanh nghiép).
- Truong hop khéng thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy
Budc 9 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chirc | cong ich cong ich tra két qua cho doanh
cé nhan doi nghiép
Vol truong
hop két qua
1a ban gidy
Budc 10 |-  Chuyén  vién | Van thu Phong DPKKD&TCDN | Gio hanh
Théng ké | Phong va BO phan luu trlr cung Van | chinh
theo ddi | PKKD&TCDN; B6 | phong S¢ c¢6 trach nhiém thong
phan luu trix ké cac TTHC thuc hién tai don vi
- Véan phong S¢ vao so theo ddi ho so
Tong thoi gian: 3 ngay
*, Trwong hop dang ky qua mang di€én tir
Budce 1 Nguoi c6 tham | Nguoi nop ho so ké khai thong | Ca ngay
Nop hd so | quyén ky vin ban dé | tin, tai van ban dién tor, ky xac
nghi dang ky doanh | thyc hd so ding ky doanh nghiép
nghi€p hodc ngudi | qua mang thong tin dién tir va
dugc ty quyén thyc | thanh toan phi, 1& phi ding ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin quéc gia vé dang
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn)
Budc 2 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Budc 3 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 13 gid
Thu ly, giai | PKKD&TCDN tinh hop 1é ctia hd so:
quyét ho so - Hd so khong du diéu kién: Dy
thao thong bao huéng dan sira doi
bd sung, néu rd ly do.
- H6 so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.
Buéce 4 Lanh dao Phong |- Truong hop hé so hop 1é: |4 gid
Phé duyé¢t | PKKD&TCDN chuyen Co quan thue trén He
két qua thong dé phan hoi vé ma s thué.

- Truong hop ho so khong hop 18é:
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Phé duyét ndi dung thong bao
huéng dan stra d6i bd sung

* Néu khong dong y: chuyén lai
B3.

Budc 5 Co quan thué phan | Co quan thué phan hoi ma sb | Phan hoi tu
Co quan hoi truc tiép trén Heé | thué dong trén hé
thué phan | thon thong
ho6i ma s6
thué
Budc 6 - Lianh dao Phong |- Guri Thong béo yéu cau sta 601 2 gio
Thong bdo | PKKD&TCDN bd sung (tra tu dong qua cong
két qua - Chuyén  vién | théng tin qudc gia vé ding ky
Phong doanh nghiép) ddi vé6i truong hop
PKKD&TCDN hé so khong hop 18.
- Chap thuan trén hé théng ddi
v6i ho so hop 16
- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén van thu phat hanh.
Budc7 | Van thu - P6i v6i truong hop ky sb két | 4 gid
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sd to chuc cia
Phong DKKD&TCDN (tra tu
dong qua cong thong tin quc gia
vé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua la
ban gidy
Budce 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
c4 nhan ddi nghiép
voi trudng
hop két qua
1a ban gidy
Budc 9 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gio hanh
Théng ké | PKKD&TCDN ; Bo | va B phan luu trit - Van phong | chinh
theo doi phan luu trir - Van | S& ¢6 trach nhiém thong ké cac
phong So TTHC thyuc hién tai don vi vao sb
theo ddi hd so
Tong thoi gian: 3 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va luu trir ho so TTHC

Trach nhiém

Trung tdm PVHCC

Co quan giai quyét ho so

Tra ho so, két qua

- Chuyén ho so, két qua giai
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quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh cong ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyet
TTHC ban dién tr trén Cong
thong tin qudc gia vé ding
ky doanh nghiép.

Luu tri

- S6 theo doi hf) so (Mau sd
06 Thong tu s6 01/2018/TT-
VPCP)

- H6 so to chirc/ca nhan nop;
Gidy tiép nhan hé so va hen
tra két qua; (d01 voi truong
hop nop hd so glay)

- Thong bao ve viéc sua doi,
bd sung hd so dang ky doanh
nghiép; Gidy chimg nhan
dang ky doanh nghiép;
Thong béo vé co quan thué
quan 1y truc tiép

- S6 theo ddi hd so (néu tra
két qua 1a ban gidy).
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23. Hop nhét doanh nghiép (d6i véi cong ty trach nhiém hiru han, cong ty cb
phan va cong ty hop danh) (QT-SO-23)
1.Co sé phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luit Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xa hoi chil nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;

- Théng tu sé 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau str dung trong ding ky doanh nghiép, ding ky ho kinh doanh;

- Théng tu sb 47/2019/TT-BTC ngay 05/8/2019 ctiia B6 Tai chinh quy dinh mirc
thu, ché d6 thu, ndp, quan 1y va str dung phi cung cip thong tin doanh nghiép, 16 phi ding
ky doanh nghiép.

2.Thanh phan hb so
AT A Béan sao/ ,<

STT Tén ho so ban chinh SO luwgng

Ding ky doanh nghiép doi véi cde céng ty dwoc thanh lap trén co sé hop nhat mot sé

cong ty thanh mot cong tv moi

1 Ho so dang ky doanh nghiép d6i voi cong ty 01
TNHH, cong ty co phan, cong ty hop danh
ctia cong ty mai (khoan 2 Diéu 24, khoan 3
Piéu 24, khoan 4 Piéu 24 Nghi dinh sb
168/2025/NP-CP). Cu thé:

Doi véi cong ty TNHH mét thanh vién:

+ Gidy dé nghi ding ky doanh nghiép; Ban chinh
+ Piéu 18 cong ty; Ban chinh
+ Danh séach chu s& hitu huéng lgi cia doanh Ban chinh
nghiép (néu co);
+ Ban sao cac gidy to sau day: Ban sao
- Gidy to phap 1y ctia ¢4 nhan ddi véi thanh
vién la cd nhan, nguoi dai dién theo phép luat
(Truong hop chu s¢ hitu, thanh vién 1a cé
nhan, nguoi dai di¢n theo phap luat, nguoi
dai dién theo Gy quyén cta chua s& hitu, thanh
vién 1a o chirc ké khai s6 dinh danh ca nhan
theo quy dinh tai khoan 1 Piéu 11 Nghi dinh
sO 168/2025/ND-CP thi ho so ding ky doanh
nghiép khong bao gom ban sao gidy to phap
1y cua cac ca nhan nay);

- Gidy to phap 1y cua t6 chirc ddi voi thanh
vién 1a to chire va van ban cur nguoi dai dién
theo 0y quyén; gidy to phéap ly cia ca nhén
dbi voi nguoi dai dién theo uy quyén cia
thanh vién 1a t6 chiec.

Dbi voi thanh vién 13 to chic nudc ngoai thi
ban sao gidy to phap 1y cua t6 chuc phai
duogc hop phap hoéa lanh sy;
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- Gidy ching nhan ding ky dau tu doi v6i nha
dau tu nudc ngoai theo quy dinh cta Lut
Dau tu.

+ Hop dong hop nhat theo quy dinh tai Diéu
200 Luat Doanh nghiép;

+ Ban sao hodc ban chinh nghi quyét hoic
quyét dinh vé viéc théng qua hop dong hop
nhét cong ty cua cac cong ty bi hop nhat.

Doi véi cong ty TNHH hai thanh vién tré
Ién:

+ Giay dé nghi ding ky doanh nghiép;

+ Diéu 1& cong ty;

+ Danh sach thanh vién; danh sach chu s hiru
huong loi ciia doanh nghiép (néu co);

+ Bén sao cac gidy tO sau ddy:

- Gidy to phap 1y ciia c4 nhan ddi véi thanh
vién la ca nhan, nguoi dai dién theo phép luat
(Truong hop chu s hiru, thanh vién 1a ca
nhan, nguoi dai dién theo phép luét, nguoi
dai dién theo Gy quyén ctia chu s¢ hitu, thanh
vién 14 t6 churc ké khai sb dinh danh c4 nhan
theo quy dinh tai khoan 1 Diéu 11 Nghi dinh
s6 168/2025/NP-CP thi ho so ding ky doanh
nghiép khong bao gom ban sao gidy t& phap
1y cta cac ca nhan nay);

- Gidy to phéap 1y cta to chic dbi véi thanh
vién 1a t6 chue va van ban cu nguoi dai dién
theo Uy quyén; gidy to phap 1y cia ca nhan
d6i vai nguoi dai dién theo uy quyén cia
thanh vién 14 t6 churc;

D6i voi thanh vién 1a to chic nudc ngoai thi
ban sao gidy to phap 1y cta to chuc phai
duoc hop phap hoéa lanh sy;

- Gidy ching nhan ding ky dau tu ddi v6i nha
dau tu nudc ngoai theo quy dinh cta Luat
Dau tu.

+ Hop dong hop nhat theo quy dinh tai Diéu
200 Luat Doanh nghigp;

+ Ban sao hodc ban chinh nghi quyét hoic
quyét dinh ve viéc théng qua hogp dong hop
nhét cong ty cua cac cong ty bi hop nht.

Doi vii cong ty co 6 phin:

+ Giay dé nghi ding ky doanh nghiép;

+ Piéu 1¢ cong ty;

+ Danh sach ¢6 dong sang lap (khong bao
gom danh sach ¢ dong sang 1ap néu cong ty
hop nhat khdng c6 co dong sang 1ap); danh
sach cd dong 1a nha dau tu nudc ngoai; danh

Ban sao hoac
ban chinh

Ban chinh
Ban chinh
Ban chinh

Ban sao

Ban chinh hoac
ban sao

Ban chinh
Ban chinh
Ban chinh



https://thuvienphapluat.vn/van-ban/Doanh-nghiep/Luat-Dau-tu-so-61-2020-QH14-321051.aspx
https://thuvienphapluat.vn/van-ban/Doanh-nghiep/Luat-Dau-tu-so-61-2020-QH14-321051.aspx
https://thuvienphapluat.vn/van-ban/Doanh-nghiep/Luat-Dau-tu-so-61-2020-QH14-321051.aspx
https://thuvienphapluat.vn/van-ban/Doanh-nghiep/Luat-Dau-tu-so-61-2020-QH14-321051.aspx
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sach chu s& hitu huong loi cia doanh nghiép
(néu co);

+ Ban sao cac gidy to sau day:

- Gidy to phap 1y cua ca nhan d6i v6i cd dong
sang 1ap va cb dong 1a nha dau tu nudc ngoai
la ca nhan, nguoi dai dién theo phap luat
(Truong hop chu s¢ hiru, thanh vién la ca
nhén, nguoi dai dién theo phap luét, nguoi
dai dién theo uy quyén cua chu so hitu, thanh
vién 1a t6 chirc ké khai s6 dinh danh ca nhan
theo quy dinh tai khoan 1 Piéu 11 Nghi dinh
s6 168/2025/ND-CP thi hé so ding ky doanh
nghiép khong bao gom ban sao gidy t& phap
Iy cua cac ca nhan nay);

- Glay t phéap 1y cia to chirc ddi voi co dong
14 to chtic va vin ban ctr nguoi dai dién theo
Uy quyén; gidy to phap 1y cua ca nhan d6i
voi nguoi dai dién theo uy quyen ctia c6 dong
sang lap va co dong 13 nha dau tu nudc ngoai
1a td chure;

D6i voi ¢6 dong 1a to chirc nude ngoai thi ban
sao gidy to phap 1y cua to chirc phai
dugc hop phap hoa lanh sy;

- Glay chtng nhan ding ky dau tu ddi v6i nha
dau tu nudc ngoai theo quy dinh cta Lut
Dau tu.

+ Hop dong hop nhat theo quy dinh tai Biéu
200 Luat Doanh nghigp;

+ Ban sao hoac ban chinh nghi quyét hoac
quyet dinh vé viéc thong qua hop dong hop
nhat cong ty cua cac cdng ty bi hop nhat.

Déi véi cong ty hep danh:

+ Gidy dé nghi ding ky doanh nghiép;

+ Piéu 18 cong ty;

+ Danh sach thanh vién; danh sach chu sé hiru
huong loi cua doanh nghiép (néu co);

+ Bén sao gidy to phap 1y clia c4 nhan dbi véi
thanh vién (Truong hop thanh vién la ca
nhan, ngudi dai dién theo uy quyén cua
thanh vién 1a t6 chirc ké khai so dinh danh c4
nhan theo quy dinh tai khoan 1 Piéu 11 Nghi
dinh s6 168/2025/ND-CP thi ho so dang ky
doanh nghiép khong bao gdm ban sao gidy to
phép ly cua cac ca nhan nay);

+ Ban sao Glay chting nhén ding ky dau tu
d6i voi nha dau tu nudc ngoai theo quy dinh
ctia Luat Pau tu;

+ Hop dong hop nhat theo quy dinh tai Diéu

Ban sao

Ban sao hoac
ban chinh

Ban chinh
Ban chinh
Ban chinh

Ban sao

Ban sao

Ban sao



https://thuvienphapluat.vn/van-ban/Doanh-nghiep/Luat-Dau-tu-so-61-2020-QH14-321051.aspx
https://thuvienphapluat.vn/van-ban/Doanh-nghiep/Luat-Dau-tu-so-61-2020-QH14-321051.aspx
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200 Luat Doanh nghiép;

+ Ban sao hoic ban chinh nghi quyét hoic
quyét dinh vé viéc théng qua hop doéng hop
nhat cdng ty cua cac cong ty bi hop nhat

Ban chinh hoac
ban sao

Trieong hop thanh lap doanh nghiép xd héi méi trén co sé hop nhat doanh nehiép

2

-H6 so phai c6 thém Cam két thuc hién muc

tiéu xa hoi, moi truong quy dinh tai khoan 1
Diéu 28 Nghi dinh s6 168/2025/ND-CP. Cu
thé:
Tuong tu voi truong hgp dang ky doanh
nghiép ddi voi cac cong ty duoc thanh lap
trén co sé hop nhat mot s6 cong ty thanh mot
cong ty moi: H6 so ding ky doanh ‘nghiép
d6i v6i cong ty TNHH, cong ty c6 phan,
cong ty hop danh cia cong ty mdi (khoan 2
Diéu 24, khoan 3 Diéu 24, khoin 4 Diéu
24 Nghi dinh s6 168/2025/ND-CP). Kém
theo hd so ding ky doanh nghiép d6i véi
cong ty TNHH mot thanh vién, cong ty
TNHH hai thanh vién tré 1én, cong ty cd
phan ciia cong ty méi phai c6 thém Cam két
thuc hién muc tiéu xa hoi, moi trudong quy
dinh tai khoan 1 Diéu 28 Nghi dinh sb
168/2025/Nb-CP

Ban chinh

01

* Truong hop ty quyén thuc hién thu tuc:
Nguoi c6 thim quyén ky vian ban dé nghi
dang ky doanh nghiép c6 thé uy quyén cho to
chtrc, ca nhan khac thuc hién thu tuc dang ky
doanh nghiép theo quy dinh sau day:

- Trudng hop @y quyén cho c4 nhan thuc
hién thu tuc dang ky doanh nghiép, kem theo
ho so dang ky doanh nghiép phai co:

- Vin ban uy quyén cho ci nhan thuc hién
thi tuc lién quan dén ding ky doanh nghiép.
Vin ban ty quyén nay khong bat budc phai
cong chung, ching thuec.

- Trudng hop uy quyén cho to chire thyc hién
thii tyc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghiép phai co:

- Ban sao hop déng uy quyén cho t6 chirc
thuc hién thu tuc lién quan dén dang ky
doanh nghiép;

- Gidy gidi thiéu hodc vian ban phan cong
nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién thi tuc lién quan dén dang ky
doanh nghiép.

- Truong hop Gy quyén cho don vi cung cip
dich vu buu chinh cong ich thyuc hién thu tuc

Ban chinh

Ban chinh

Ban chinh

Ban sao

Ban chinh

Ban chinh

01
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dang ky doanh nghiép thi khi thuc hi¢n thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nQp:

- Ban sao phiéu gtri ho so theo miu do doanh
nghi¢p cung ung dich vu buu chinh céng ich
phat hanh co6 chir ky x4c nhan cua nhan vién
buu chinh va ngudi co thim quyén ky vin
ban dé nghi dang ky doanh nghiép.

- Truong hop ty quyén cho don vi cung cip
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc diang ky doanh
nghiép thi viéc uy quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh s6
168/2025/ND-CP, cu thé:

- Ban sao hop dong uy quyén cho t6 chuc
thyc hién thi tyc lién quan dén dang ky
doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong
nhiém vu cta t chic d6 cho ca nhan truc
tiép thuc hién thi tuc lién quan dén dang ky
doanh nghiép.

- Nguoi iy quyén va nguoi duoc uy quyén
thuc hi¢n thu tuc dang ky doanh nghi¢p chiu
trach nhiém trude phap luat vé tinh hop phap,
trung thyc va chinh xac cua viéc uy quyén.
Nguoi uy quyén va ‘nguoi duge uy quyén phai
xac thyc dién tir d&é duoc cap dang ky doanh
nghiép. Truong hop viéc xac thuc dién tir bi
gian doan thi nguoi uy quyén thuc hién viéc
xac thuc dién tir sau khi duoc cap dang ky
doanh nghigp.

Truong hop ngudi Gy quyén khong xac nhan
hodc xac nhan khong iy quyén thuc hién tha
tuc dang ky doanh nghi€p thi Co quan dang
ky kinh doanh cép tinh yéu cau doanh nghiép
bao céo theo quy dinh tai khoan 5 Diéu 21
Nghi dinh s6 168/2025/NP-CP. Cuy thé: Yéu
cau doanh nghiép bao cdo vé viéc tuan tha cac
quy dinh cta Ludt Doanh nghi¢p theo quy
dinh tai diém ¢ khoan 1 Piéu 216 Luat Doanh
nghiép “Yéu cau doanh nghiép bao cio vé
viéc tuan thu quy dinh ctia Luat nay khi xét
théy can thiét; d6n dbc viéc thuc hién nghia
vu bao céo cia doanh nghiép”.

Truong hop chua cé tai khoan dinh danh
dién tir @€ thuc hién xéc thuc dién tir thi hd
so dang ky doanh nghiép phai kém theo ban
sao thé Can cudc hoac thé Can cudc cong

Ban sao

Ban chinh

Ban sao

Ban chinh

Ban chinh
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dan hodc hd chiéu hodc ho chiéu nudc ngoai
hodc cac giay to co gia tri thay thé ho chiéu
nudc ngoai con hiéu lyc cua nguodi uy quyeén.

3.Cach thire, dia chi nop ho so, nhin két qua

idi quyét TTHC

STT

Cich thirc nop, nhan két qua

Pia chi cu thé

L | Thanh phé Ha Noi

Ping ky tryc tiép tai Chi nhanh TTPVHCC

Tai Chi nhanh TTPVHCC Thanh
pho Ha Noi (theo thong bao cua
cap c6 tham quyén)

2. | Pang ky qua dich vu buu chinh

Theo dia chi: S& Tai chinh - Khu

lién co quan Véan Ho (Pia chi: s6

52 L& bai Hanh, phuong Hai Ba
Trung, thanh phd Ha Noi)

Nop ho6 so truc tuyén qua mang dién tir tai
3. | Cong Thong tin Pang ky doanh nghiép Quoc
gia hodc qua Cong dich vu cong Qudc gia

Theo dia chi:
https://dangkykinhdoanh.gov.vn
hodc https://dichvucong.gov.vn/

Ghi cha:

Nguoi ndp ho so st dung tai khoan dinh danh dién tr d¢ dang nhap Cong thong
tin quoc gia vé dang ky doanh nghiép, ké khai thong tin, tai vin ban dién tir, ky
s6 hoic ky xéac thuc hd so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghiép theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi dugc uy quyén
phai xac thyc dién tir dé dugc cip ding ky doanh nghiép. Trudng hop viée xac
thyc dién tur bi gian doan thi nguoi uy quyén thuc hién viéc xac thuc dién tir sau
khi dugc cip dang ky doanh nghiép. Sau khi hoan thanh viéc giri hd so dang ky
doanh nghiép, ngudi ndp hod so s& nhan duoc gidy tiép nhan ho so va hen tra két
qua dién tir qua tai khoan ctia ngudi nop hd so.

4.Thoi gian giai quyét, phi, 18 phi, mirc @9 cung cp dich vu cong truc tuyén

Théi gian giai quyét Ml'rc thu Cung cap dich
(DVT: Viét Nam dong) vu cong truc
Ngay lam viée | Gio 1am viée Phi Lé phi tuyén
03 ngay lam 24 gio Phi cong bd noi | - Lé phi 50.000 Toan trinh

viéc ké tir ngay
nhan du ho so
hop 1€

dung dang ky
doanh  nghiép:
100.000  ddng/
lén, ndp tai thoi
diém nodp hd so
néu dang ky truc
tiép (Théng tu
sO 47/2019/TT-
BTC).

déng/lén, ndp tai
thoi diém ndp hod
so néu ding ky
tryc tiép (Théng
tw s6 47/2019/TT-
BTC).

- Mién 1¢ phi d6i
vol  truong  hop
ding ky qua
mang dién tu,
dang ky thanh 1ap
trén co s& chuyén
d6i tr ho kinh
doanh (Thong tu
s6  47/2019/TT-
BTC).

5.Céc biéu miu trong giai quyét TTHC
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STT

Tén biéu mau

Co sé phap ly

Mau don. t& khai

- Bang ky thanh 1ap cong ty TNHH mot thanh vién:

1. Gidy d& nghi ding ky doanh nghiép - Cong ty trach
nhiém hiru han mot thanh vién (Mau s6 2, Phu luc I kém
theo Thong tu s6 68/2025/TT-BTC);

2. Danh sach chu s& hitu hudéng lgi cua doanh nghiép
(Mau s6 10, Phu lyc I kém theo Théng tu s6 68/2025/TT-
BTC);

3. Cam két thuc hién muc tiéu xa hdi, moi truong (Truong
hop thanh 1ap doanh nghi¢p xa hoi mdi trén co sé chia
doanh nghiép, Mau sb 34, Phu luc I kém theo Thong tu sd
68/2025/TT-BTC).

- Bang ky thanh 1ap cong ty TNHH hai thanh vién trd 1€n:
1. Gidy dé nghi diang ky doanh nghiép - Cong ty trach
nhiém hiru han hai thanh vién tré 1én (Mau s6 3, Phu luc I
kém theo Thong tu s6 68/2025/TT-BTC);

2. Danh séach thanh vién cong ty trach nhi¢m hiru han hai
thanh vién tré 1én (Mau sb 6, Phu luc I kém theo Thong tu
s6 68/2025/TT-BTC);

3. Danh sach chu s¢ hitu hudng lgi ciia doanh nghiép
(Mau s6 10, Phu lyc I kém theo Thong tu s6 68/2025/TT-
BTC);

4. Cam két thuc hién muc tiéu x3 hoi, méi truong (truong
hop thanh 1ap doanh nghié€p xa hdi médi trén co sé chia
doanh nghiép, Mau sb 34, Phu luc I kém theo Thong tu s
68/2025/TT-BTC).

- Pang ky thanh 1ap cong ty co phan:

1. Gidy dé nghi dang ky doanh nghiép cong ty cd phan
(Mau sb6 4, Phu luc I kém theo Thong tu s6 68/2025/TT-
BTO);

2. Danh sach c6 dong sang 1ap cong ty c6 phan (Mau sb 7,
Phu luc I kém theo Thong tu s6 68/2025/TT-BTC);

3. Danh sach c6 dong 1a nha dau tu nude ngoai (Mau sd 8,
Phuy lyc I kém theo Thong tu s6 68/2025/TT-BTC);

4. Danh sach chu s¢ hitu hudéng loi cia doanh nghiép
(Mau s6 10, Phu Iyc I kém theo Thong tu sd 68/2025/TT-
BTC).

5. Cam két thuc hién muc tiéu xa hoi, méi trudng (truong
hop thanh 1ap doanh nghiép x&@ hoi mai trén co so chia
doanh nghiép, Biéu mau sb 34, Phu lyc I kém theo Thong
tu s6 68/2025/TT-BTC)

Thong tu s
68/2025/TT-BTC

Gidy ching nhén dang ky doanh nghiép - Doanh nghiép tu
nhan (Mau s6 37, Phu luc I kém theo Théng tu sb
68/2025/TT-BTC)

Thong tu s
68/2025/TT-BTC

Giay chtng nhan dang ky doanh nghiép - Cong ty TNHH
mot thanh vién (Mau s6 38, Phu lyc I kém theo Thong tu

Thong tu s
68/2025/TT-BTC
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s0 68/2025/TT-BTC)

4 | Giay chung nhan ding ky doanh nghiép - Cong ty TNHH | Thong  tu s
hai thanh vién tré 1én (Mau s6 39, Phu luc I kém theo | 68/2025/TT-BTC
Thong tu s6 68/2025/TT-BTC)

5 | Gidy chimg nhan ding ky doanh nghiép - Cong ty c6 phan | Thong  tu s
(Mau s6 40, Phu lyc I kém theo Thong tu s6 68/2025/TT- | 68/2025/TT-BTC
BTC)

6 | Gidy chung nhan diang ky doanh nghiép - Céng ty hop | Thong tu s
danh (Mau sb 41, Phu luc I kém theo Thong tu sb | 68/2025/TT-BTC
68/2025/TT-BTC)

7 | Thong bao vé viée stra doi, bo sung hd so ding ky doanh | Thong  tu s
nghiép (Mau s6 48, Phy lyc I kém theo Thong tu s | 68/2025/TT-BTC
68/2025/TT-BTC)

8 | Gidy tiép nhan ho so va hen tra két qua hd so ding ky | Thong  tu s
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh (Mau s6 70, Phu luc I kém theo Thong tu $6
68/2025/TT-BTC)

9 | Giay tiép nhan ho so va hen tra két qua ho so ding ky | Thong  tu  so
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh qua mang thong tin dién tor (Mau s6 71, Phy luc I
kém theo Thong tu s6 68/2025/TT-BTC)

10 | Mau Phiéu xin 16i va hen lai ngay tra két qua (Mau s6 04 | Thong tu s
Thong tu s6 01/2018/TT-VPCP) 01/2018/TT-VPCP

11 |Mau SO theo ddi ho so (Mau so 06 Thong tu so | Thong tu O
01/2018/TT-VPCP) 01/2018/TT-VPCP

6. Quy trinh giii quyét
Thoi gian
. L. gidi quyeét toi
Tén buée bon V;/llj.gu’m thye NOi dung cong viéc da
en DVT: Gio
lam viéc)
*, Trwong hop ding ky truc tiép hoiic qua dich vu buru chinh
Bugc1 |[Cac Chi  nhanh | - Tiép nhan ho so va ghi gidy tiép | Gio hanh
Tiép nhan | TTPVHCC nhan, hen ngy tra két qua chinh
ho so - Chuyén ho so vé S¢ Tai chinh
Budc 2 Van phong S¢ Tai Chuyén ho so cho Phong 2 gio
Luan chuyén | chinh PKKD&TCDN
ho so
Budc 3 Lanh dao Phong | Phan cong chuyén vién xir Iy ho | 2 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc4 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 10 gio
Thulyva | PKKD&TCDN tinh hop 1¢ ctia hd so:
giai quyét hd - H6 so khong du diéu kién: Dy
SO thao thong bao huéng dan stra dbi
b sung, néu 15 1y do.
- HO so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
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Budc 5
Phé duyét
ket qua

Lanh dao Phong
DKKD&TCDN

Lanh dao phong tién hanh xem
xét, phé duyét:

- Truong hop hd so hop Ié:
chuyén Co quan thué trén Hé
théng dé phan hoi vé ma s thué.

- Truong hop ho so khong hop 18:
Phé duyét ndi1 dung thong bao
huéng dan stra d6i bd sung

* Néu khong dong y: chuyén lai
BS.

4 gid

Budc 6
Phéan hoi ma
sO thué

Co quan thué

Co quan thué phan hdi truc tiép
trén HE thong

Phan hoi tu
dong trén hé
thong

Buoc 7
Thong bao
két qua

- Lanh dao Phong
DKKD&TCDN
- Chuyén
Phong
DKKD&TCDN

Vién

- Gui Thong bao yéu cau stra doi
bd sung (tra tu dong qua cong
thong tin qubc gia vé dang ky
doanh nghiép) ddi v6i truong hop
hé so khong hop 18.

- Truong hop CQ thué khong
chap thuén: gui thong bao yéu
cau sua d6i bo sung (tra ty dong
qua cong thong tin quoc gia veé
dang ky doanh nghiép).

- Chap thudn trén hé thong d6i
v6i ho so duoc co quan thué chap
thuan.

- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh

2 gio

Buoc 8
Phét hanh
két qua

Van thu

- Poi v6i truong hop ky so két
qua dang ky doanh nghiép: ky
bang chit ky sd to chuc cia
Phong DKKD&TCDN (tra tu
dong qua cong thong tin quc gia
vé dang ky doanh nghiép).

- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua la
ban gidy

4 gio

Buée 9
Tra két qua
cho t6 chtrc
c4 nhan dbi
véi trudng
hop két qua
1a ban gidy

Pon vi cung cap
dich vu buu chinh
cong ich

Van thu phong ban giao cho don
vi cung cap dich vu buu chinh
cong ich tra két qua cho doanh
nghiép

Gi0 hanh
chinh
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Budc 10 |-  Chuyén  vién | Van thu Phong DKKD&TCDN | Gio hanh
Théng ké | Phong va B0 phan luu trit cung Van | chinh
theo ddi | PKKD&TCDN; B6 | phong S¢ c¢6 trach nhiém thong
phan luu trix ké cac TTHC thuc hién tai don vi
- Van phong S¢ vao sb theo ddi ho so
Tong thoi gian: 3 ngay
*, Truwong hop ding ky qua mang dién tir
Budc 1 Ngudi c6  tham | Nguoi ndp ho so ké khai thong | Ca ngay
Nop hd so | quyén ky vin ban dé | tin, tai van ban dién tor, ky xac
nghi dang ky doanh | thyc hd so dang ky doanh nghiép
nghi¢p hodc nguoi | qua mang thong tin dién tor va
dugc uy quyén thyc | thanh toan phi, 16 phi ding ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin quéc gia vé ding
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn)
Budc 2 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Budc 3 Chuyén vién Phong | Chuyén vién tién hanh xem xét | 13 gio
Thu ly, giai | PKKD&TCDN tinh hop 1¢ ctia hd so:
quyét ho so - Hd so khong du diéu kién: Dy
thao thong bao huéng dan stra d6i
bd sung, néu 15 1y do.
- HO so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budc 4 Lanh dao Phong |- Truong hop ho so hop 18: |4 gid
Phé duyét | PKKD&TCDN chuyén Co quan thué trén Heé
két qua théng dé phan hoi vé ma s thué.
- Trudng hop ho so khong hop 1¢:
Phé duyét ndi dung thong bao
hudng din stra d6i bo sung
* Néu khong dong y: chuyén lai
B3.
Budc 5 Co quan thué phan | Co quan thué phan hoi ma s6 | Phan hoi tu
Co quan hi truc tiép trén Heé | thué dong trén hé
thué phan | thon thong
ho6i ma s6
thué
Budc6 |- Lanh dao Phong |- Gui Thong bao yéu cau sira doi | 2 gid
Thong bao | PKKD&TCDN bd sung (tra ty dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé ding ky
Phong doanh nghiép) ddi v6i truong hop
PKKD&TCDN hé so khong hop 18.
- Chap thuan trén hé thong ddi
v6i ho so hop 16

- Ky s6 két qua dang ky doanh
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nghiép. Truong hop khong thé ky
s6 do khach quan thi ldnh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén van thu phat hanh.
Budc7 | Van thu - P6i véi trudng hop ky sb két | 4 gid
Phat hanh qua dang ky doanh nghi¢p: ky
két qua bang chit ky sb to chuc cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin qudc gia
vé dang ky doanh nghiép).
- Truong hop khéng thé ky sb
phat hanh thi phat hanh két qua la
ban gidy
Budce 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua |dich vu buu chinh |vi cung cdp dich vu buu chinh | chinh
cho t6 chire/ | cong ich cong ich tra két qua cho doanh
c4 nhan doi nghiép
voi truong
hop két qua
1a ban gidy
Budc 9 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gio hanh
Théng ké | PKKD&TCDN ; Bo | va B phan luu trit - Van phong | chinh
theo doi phan luu trit - Van | S& ¢ trach nhiém théng ké cac
phong So TTHC thuc hién tai don vi vao sb
theo ddi ho so
Tong thoi gian: 3 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va luu trir ho so TTHC

Trach nhiém

Trung tam PVHCC

Co quan giai quyet ho so

Tra ho so, két qua

- Chuyen ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh cong ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tr trén Cong
thong tin quoc gia vé ding
ky doanh nghiép.

Luu trir

- S0 theo ddi ho so' (Mau s0
06 Thong tu s6 01/2018/TT-
VPCP)

- Ho 80 t6 chirc/ca nhan nop;
Gidy tlep nhan ho so va hen
tra két qua; (d01 voi trudng
hop ndp hd so gidy)

- Thong béo vé viéc stra doi,
b sung hd so dang ky doanh
nghiép; Gidy chimg nhan
dang ky doanh nghiép;
Thong béo vé co quan thué
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quan 1y truc tiép
- SO theo doi hd so (néu tra
két qua 1a ban gidy).
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24. Dang ky thay doi ndi dung dang ky doanh nghlep déi véi cong ty nhan sap
nhap (d6i v6i cong ty trach nhiém hiru han, cong ty co phin va cong ty hop danh)
(QT-SO-24)

1.Co sé phap ly

- Luat Doanh nghiép sb 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luat sira doi, b sung mot so didu ciia Luat Doanh nghiép s6 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xa hoi chil nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;

- Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau st dung trong dang ky doanh nghiép, dang ky ho kinh doanh;

- Théng tu sb 47/2019/TT-BTC ngay 05/8/2019 ctiia B6 Tai chinh quy dinh mirc
thu, ché do thu, ndp, quan 1y va sir dung phi cung cap thong tin doanh nghiép, 1é phi dang

ky doanh nghiép.
2.Thanh phan hé so
A 1A Ban sao/ ;

STT Tén ho so ban chinh SO luwgng
Trueong hop cong ty nhin sap nhdp dang kv thay doi thanh vién hop danh

1 -Gidy dé nghi ding ky thay d6i noi dung 01

dang ky doanh nghiép
2 -Danh séach thanh vién cong ty hop danh quy Bén chinh 01

dinh tai Didu 25 Luat Doanh nghiép, trong
do khong bao gobm ndi dung ké khai v€ thanh
vién gbp von

3 -Hop ddng sap nhap theo quy dinh tai Piéu | Ban chinh 01
201 Luat Doanh nghiép
4 -Ban sao hoac ban ch|nh cac giay to sau day: Bén sao 01

nghi quyet hoic quyét dinh cia cha so hitu
cong ty d6i véi cong ty TNHH mat thanh
vién; nghi quyét hoac quyét dinh cua Hoi
déng thanh vién d6i voi cong ty TNHH hai
thanh vién tro Ién, cong ty hop danh; cua Dai
hoi dong cb dong dbi véi cong ty co phan vé
viéc thong qua hop dong sap nhap caa cong
ty nhan sap nhap

5 -Ban sao hoic ban chinh céc giay to sau day: Ban sao 01
nghi quyét hodc quyét dinh cia chi s¢ hitu
cong ty doi véi cong ty TNHH mot thanh
vién; nghi quyét hoic quyét dinh cua Hoi
dong thanh vién ddi véi cong ty TNHH hai
thanh vién tro 1én, cong ty hop danh; cua Pai
hoi dong c6 dong dbi véi cong ty ¢ phan vé
viéc thdng qua hop dong sap nhap cua cong ty
bi sap nhap

Trieong hop cong ty nhdn sdp nhdp (céng ty TNHH. céng ty cé phan, céng ty hop danh)
dang ky thay doi von dieu lé

6

- Gidy dé nghi dang ky thay doi noi dung| Banchinh | 01
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dang ky doanh nghi¢p

-Ban sao hoac ban chinh nghi quyét hoic
quyét dinh cua chu so hitu cong ty ddi Voi
cong ty TNHH mat thanh vién; cua Hoi dong
thanh vién ddi véi cong ty TNHH hai thanh
vién tré Ién, cong ty hop danh; cua Dai hoi
d6ng c6 dong ddi véi cong ty ¢b phan vé viéc
thay d6i von diéu 18

Ban sao

01

-Ban sao hoic ban chinh bién ban hop cua
Hoi dong thanh vién ddi véi cong ty TNHH
hai thanh vién tro 18n vé viéc thay doi vén
diéu lé

Ban sao

01

-Ban chinh hoic ban sao giay to chitng minh
viéc gop vén, mua cb phan di dugc thanh
toan tuong (ng vaéi phan vén diéu 1¢é dang ky
tang trong trueong hop cong ty dang ky tang
vén diéu 18

Ban chinh

01

10

-Ban sao van ban cua Co quan dang ky dau
tu chap thuan vé viéc gop von, mua ¢ phan,
mua phan voén gop cua nha dau tu nudc
ngoai, to chirc kinh té ¢6 vén dau tu nudc
ngoai ddi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua co phan mua phan
vbn gop theo quy dinh ciia Luat Pau tu

Ban sao

01

11

-Hop dong sap nhap theo quy dinh tai Piéu
201 Luat Doanh nghiép

Ban chinh

01

12

-Ban sao hoac ban chinh cac gidy to sau day:
nghi quyet hoic quyét dinh cta chu sé hitu
cong ty d6i véi cong ty TNHH mot thanh
vién; nghi quyét hoic quyét dinh cia Hoi
déng thanh vién d6i voi cong ty TNHH hai
thanh vién tro Ién, cong ty hop danh; cua Dai
hoi dong cb dong ddi véi cong ty co phan vé
viéc thong qua hop dong sap nhap caa cong
ty nhan sap nhap

Ban sao

01

13

-Ban sao hoic ban chinh cac giay to sau day:
nghi quyét hodc quyét dinh cia chu s¢ hiru
cong ty doi véi cong ty TNHH mot thanh
vién; nghi quyét hoic quyét dinh cua Hoi
dong thanh vién dbi véi cong ty TNHH hai
thanh vién tro 1én, cong ty hop danh; cua Pai
hoi dong c6 dong dbi véi cong ty ¢ phan vé
viéc théng qua hop dong sép nhap ciaa cong ty
bi sap nhap

Ban sao

01

Truong hop cong ty nhdn sdp nhdp dang kv thay déi phan von 96p, 1y 1é phan von gép

cua thanh vién cong ty TNHH hai thanh vién tro lén, cua thanh vién hop danh cong ty

hop danh ma khong thay doi thanh vién céng ty

14

Ban chinh

| 01
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dang ky doanh nghiép

15

-Danh sach thanh vién cong ty TNHH hai
thanh vién tro 1én; danh sach thanh vién cong
ty hop danh, trong d6 khong bao gdm noi
dung ké& khai vé& thanh vién gép vén. Cac
danh sach phai bao gém chitr ky cua cac
thanh vién c6 phan vén gop thay d6i, khdng
bit budc phai c6 chir ky cua thanh vién co
phan von goép khong thay doi

Ban chinh

01

16

-Hop dong chuyén nhuong hoic giay to
chang minh viéc hoan tit chuyén nhwong
trong trudng hop chuyén nhuong phén vén
gop; hop dong tang cho trong truong hop
tang cho phan vén gop

Ban chinh

01

17

-Ban sao van ban cua Co quan dang ky dau
tu chap thuan vé viéc gop von, mua ¢ phan,
mua phan voén gop cua nha dau tu nudc
ngoai, to chirc kinh té c6 vén dau tu nuéc
ngoai ddi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua co phan mua phan
vbn gop theo quy dinh ciia Luat Pau tu

Ban sao

01

18

-Hop dong sap nhap theo quy dinh tai Piéu
201 Luat Doanh nghiép

Ban chinh

01

19

- Bdn sao hoac ban chinh cac giay to sau day:
nghi quyet hoic quyét dinh cia chu sé hitu
cong ty d6i véi cong ty TNHH mot thanh
vién; nghi quyét hoac quyét dinh cua Hoi
déng thanh vién d6i vai cong ty TNHH hai
thanh vién tro Ién, cong ty hop danh; cua Dai
hoi dong cb dong dbi véi cong ty co phan vé
viéc thong qua hop dong sap nhap caa cong
ty nhan sap nhap

Ban sao

01

20

-Ban sao hoic ban chinh céc giay to sau day:
nghi quyét hodc quyét dinh cia chi s¢ hitu
cong ty ddi véi cong ty TNHH mat thanh
vién; nghi quyét hoic quyét dinh cia Hoi
dong thanh vién dbi véi cong ty TNHH hai
thanh vién trg Ién, cong ty hop danh; cua Dai
hoi dong c6 dong dbi véi cong ty co phan vé
viéc thdng qua hop dong sap nhap cua cong ty
bi sap nhap

Ban sao

01

Truong hop thay doi thanh vién cua céng tv TNHH hai thanh vién tré 1én do céng ty cé

thanh vién 1d t6 chikc sdp nhd

p cOnq ty

21 -Gidy dé nghi dang ky thay d6i noi dung | Ban chinh 01
dang ky doanh nghiép
22 -Danh sach thanh vién cong ty TNHH hai Ban chinh 01

thanh vién tr¢ 1én. Danh sach thanh vién phai
bao gom chit ky cua thanh vién moi va thanh
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vién c6 phan von gop thay doi, khong b‘ét
budc phai ¢6 chit ky cta thanh vién cé phan
von gop khong thay doi

23 -Ban sao hodc ban chinh nghi quyet hoac Ban sao 01
quyét dinh ctia Hoi ddng thanh vién vé viéc
thay d6i thanh vién

24 -Gidy to chirng minh viéc gop von cta thanh Bén chinh 01
vién mdi clia cong ty

25 -Ban sao gidy to phap 1y cua t6 chirc va ban Bén sao 01
sao van ban cir nguoi dai dién theo iy quyén
trong trudng hop thanh vién méi 1a t6 chic.
Déi véi thanh vién 14 t6 chirc nude ngoai thi
ban sao gidy to phap 1y cta to chuc phai
dugc hop phap hoa lanh su

26 -Ban sao van ban cua Co quan dang ky dau Ban sao 01
tu chap thuan vé viéc gdp von, mua ¢ phan,
mua phan voén gop cua nha dau tu nudc
ngoai, to chirc kinh té c¢6 vén dau tu nudc
ngoai ddi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua co phan mua phan
vbn gop theo quy dinh ciia Luat Pau tu

27 -Hop dong sap nhap theo quy dinh tai Dicu Bén chinh 01
201 Luat Doanh nghiép
28 -Ban sao hoac ban chinh cac giay to sau day: Ban sao 01

nghi quyet hoic quyét dinh cia chu sé hitu
cong ty ddi véi cong ty TNHH mot thanh
vién; nghi quyét hoiac quyét dinh cua Hoi
d6ng thanh vién d6i voi cong ty trach TNHH
hai thanh vién tr¢ [én, cong ty hop danh; cua
bai hoi ddng c6 dong ddi véi cong ty cb
phan vé viéc théng qua hop dong sap nhap
cua cong ty nhan sép nhap

29 -Ban sao hoic ban chinh céc giay to sau day: Ban sao 01
nghi quyét hoic quyét dinh cua chi s hitu
cong ty doi véi cong ty TNHH mot thanh
vién; nghi quyét hoic quyét dinh cua Hoi
dong thanh vién dbi véi cong ty TNHH hai
thanh vién tro 1én, cong ty hop danh; cua Dali
hoi dong ¢6 dong dbi véi cong ty cd phan vé
viéc théng qua hop dong sép nhap ciia cong ty
bi sap nhap

Trueong hop thay déi chii s6 hitu cong ty TNHH mot thanh vién do chu so hitu cong ty la
16 chirc sap nhdp céng ty

30 -Giay dé nghi dang ky thay doi cha so hitu | Bén chinh 01
cbng ty TNHH mot thanh vién do chu so hiru
cll 1a ca nhan hoac nguoi dai dién theo phap
luat caa chua so hitu 1a t6 chirc va chu sé hitu
mai 1a ca nh&n hoac nguoi dai dién theo phap
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luat ctia cha so hitu 12 t6 chie ky

31

-Ban sao giay to phap ly cua té chac va ban
sao van ban cir nguoi dai dién theo uy quyén
trong treong hop ngudi nhan chuyén nhuong
| to chuc.

Déi véi chi so hitu 1a to chize nude ngoai thi
ban sao gidy to phap Iy cua té6 chac phai
duoc hop phap hoa lanh su

Ban sao

01

32

-Hop dong chuyén nhwong phan von gop
hoécqgiéy to chung minh viéc hoan tat
chuyén nhuong

Ban chinh

01

33

-Ban sao van ban cua Co quan dang ky dau
tu chap thuan vé viéc gop von, mua c6 phan,
mua phan von gop cua nha dau tu nudc
ngoai, t6 chuc kinh té co6 von dau tu nudc
ngoai ddi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua co phan mua phan
vbn gop theo quy dinh ciia Luat Pau tu

Ban sao

01

34

-Hop ddng sap nhap theo quy dinh tai Piéu
201 Luat Doanh nghiép

Ban chinh

01

35

-Ban sao hogc ban chinh cac giay to sau day:
nghi quyet hoic quyét dinh cia chu sé hitu
cong ty d6i véi cong ty TNHH mot thanh
vién; nghi quyét hoac quyét dinh cua Hoi
dong thanh vién doi véi cong ty TNHH hai
thanh vién trg 1én, cong ty hop danh; cua Dai
hoi dong cb dong dbi véi cong ty co phan vé
viéc thong qua hop dong sap nhap caa cong
ty nhan sap nhap

Ban sao

01

36

-Ban sao hoic ban chinh céc giay to sau day:
nghi quyét hoic quyét dinh cua chi s hitu
cong ty doi véi cong ty TNHH mot thanh
vién; nghi quyét hoic quyét dinh cua Hoi
dong thanh vién ddi véi cong ty TNHH hai
thanh vién tro 1én, cong ty hop danh; cua Dali
hoi dong c6 dong dbi véi Cong ty ¢6 phan vé
viéc théng qua hop dong sép nhap ciia cong ty
bi sap nhap

Ban sao

01

hop thay d@bi cé déng la nha dau tw nude ngodi theo quyét dinh sdp nhdp céng

- Thong bao thay doi noi dung dang ky doanh
nghiép

Ban chinh

01

-Danh sach ¢6 dong 1a nha dau tu nudc ngoai
sau khi di thay doi. Danh sach c6 dong 1a nha
dau tu nudc ngodi phai bao gom chix ky cua
cb dong co gia tri ¢6 phan thay doi, khdng bat
budc phai c6 chit ky cua c6 dong co gia tri co
phan khong thay doi

Ban chinh

01
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39

-Hop ddng chuyén nhuong CO phan hoic giay
t& ching minh viéc hoan tat chuyén nhuong
trong trudng hop chuyén nhuong co phan;
gidy to ching minh viéc gop von trong truong
hop cb dong 1a nha dau tu nudc ngoai mua cd
phan chao bén riéng Ié

Ban chinh

01

40

-Ban sao giay to phap Iy cua to chac va ban
sao van ban ctr nguoi dai di¢n theo uy quyén
trong truong hop co dong mdi la t6 chuc.
Dbi véi ¢o ~dong 1a t6 chirc nuGc ngoai thi
ban sao gidy to phap ly cua to chuc phai
duoc hop phap hoa lanh sy

Ban sao

01

41

-Ban sao van ban cua Co quan dang ky dau tu
chap thuan Ve viéc gop vén, mua co phan,
mua phan vén gop ciia nha dau tu nudc ngoai,
t6 chuc kinh té ¢6 von dau tu nude ngoai ddi
v6i truong hop phai thyuc hién thu tuc dang ky
gop von, mua cé phan, mua phan vén gop
theo quy dinh cua Luat Pau tu

Ban sao

01

42

-Hop ddng sap nhap theo quy dinh tai Piéu
201 Luat Doanh nghiép

Ban chinh

01

43

-Ban sao hoac ban chinh céc giay to sau day:
nghi quyét hodc quyeét dinh cia chu so hiru
cong ty ddi véi cong ty TNHH mét thanh
vién; nghi quyét hoic quyét dinh cia Hoi
dong thanh vién ddi véi cong ty TNHH hai
thanh vién tro 1€n, cdng ty hop danh; cia Dai
hoi dong c6 dong dbi véi cong ty ¢ phan vé
viéc thdng qua hop dong sap nhap cia cong ty
nhan sap nhap

Ban sao

01

44

-Ban sao hogc ban chinh cac giay to sau day:
nghi quyet hoic quyét dinh cua cha sé hitu
cong ty dbi véi cong ty TNHH mot thanh
vién; nghi quyét hoic quyét dinh cua Hoi
déng thanh vién d6i voi cong ty TNHH hai
thanh vién tro [én, cong ty hop danh; cua Dai
hoi dong ¢6 dong dbi véi cong ty cd phan vé
viéc thdng qua hop dong sap nhap cia cong ty
bi sap nhap

Ban sao

01

45

* Trudong hop iy quyén thuc hién thu tuc:
Nguoi ¢o thim quyén ky vin ban dé nghi
dang ky doanh nghiép cé thé ity quyén cho to
chtrc, ca nhan khéc thuc hién thu tuc dang ky
doanh nghiép theo quy dinh sau day:

- Trudng hop iy quyén cho c4 nhan thuc
hién thu tuc dang ky doanh nghiép, kém theo
hd so ding ky doanh nghiép phai co:

- Vian ban Gy quyén cho c4 nhan thyc hién

Ban chinh

Ban chinh

01
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th tuc lién quan dén ding ky doanh nghiép.
Vin ban uy quyén nay khong bét budc phai
cong chig, ching thyec.

- Trudng hop uy quyén cho to chire thuc hién
thu tuc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghiép phai co:

- Ban sao hop ddng uy quyén cho t6 chirc
thuc hién tho tuc lién quan dén ding ky
doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong
nhiém vu cta t6 chic d6 cho cd nhan truc
tiép thuc hién tha tuc lién quan dén ding ky
doanh nghiép.

- Truong hop Gy quyén cho don vi cung cip
dich vu buu chinh cong ich thuc hién thu tuc
dang ky doanh nghiép thi khi thyc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nQp:

- Ban sao phiéu giri ho so theo mau do doanh
nghiép cung Ung dich vu buu chinh cong ich
phat hanh c6 chir ky xac nhan cua nhan vién
buu chinh va ngudi c¢6 thim quyén ky vin
ban dé nghi dang ky doanh nghiép.

- Truong hop iy quyén cho don vi cung cip
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc ding ky doanh
nghiép thi viéc ty quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh sb
168/2025/ND-CP, cuy thé:

- Ban sao hop dong uy quyén cho t6 chuc
thuc hién thu tyc lién quan dén ding ky
doanh nghiép;

- Gidy gi6i thiéu hodc van ban phan cong
nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién thi tuc lién quan dén dang ky
doanh nghiép.

- Nguoi uy quyén va ngudi duge ay quyén
thuc hi¢n thu tuc dang ky doanh nghi¢p chiu
trach nhiém trudc phap luat vé tinh hop phap,
trung thuc va chinh xéac cua viéc uy quyén.
Ngudi uy quyén va ‘nguoi duge uy quyen phai
xac thuc dién ti dé duoc cap dang ky doanh
nghiép. Truong hop viéc xac thuc dién tir bi
gian doan thi nguoi uy quyén thuc hién viéc
xac thyc dién tir sau khi dwoc cap ding ky
doanh nghigp.

Truong hop ngudi Gy quyén khong xac nhan
hodc x4c nhan khong ty quyén thyc hién thi

Ban chinh

Ban sao

Ban chinh

Ban chinh

Ban sao

Ban chinh

Ban sao

Ban chinh

Ban chinh
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tuc dang ky doanh nghi¢p thi Co quan dang
ky kinh doanh cép tinh yéu ciu doanh nghiép
bao céo theo quy dinh tai khoan 5 Piéu 21
Nghi dinh s6 168/2025/ND-CP. Cy thé: Yéu
cau doanh nghiép bao cdo vé viéc tuan tha cac
quy dinh cua Luat Doanh nghi¢p theo quy
dinh tai diém c khoan 1 Diéu 216 Luat Doanh
nghiép “Yéu cau doanh nghiép bao cio vé
vi€c tuan thu quy dinh ctia Luat nay khi xét
théiy can thiét; don dbc viéc thuc hién nghia
vu bao cdo cua doanh nghiép”.

Truong hop chua c6 tai khoan dinh danh
dién t&r dé thyc hién xéac thyc dién tir thi hd
so dang ky doanh nghiép phai kém theo ban
sao thé Can cudc hodc thé Can cudc cong
dan hodc ho chiéu hodc ho chiéu nuée ngoai
hodc cac gidy td c6 gia tri thay thé ho chiéu
nude ngoai con hiéu luc cia ngudi uy quyén.

. Cach thirc, dia chi ndp ho so, nhan két qua giai quyét TTHC

STT

Cich thirc nop, nhin két qua Dia chi cu thé

Ding kY truc tiép tai Chi nhanh TTPVHCC Tgﬁécgllg‘ﬁgﬁé}?@ﬁiﬁéﬂcgghjﬁah
Thanh pho Ha Noi p : g u

cip c6 thim quyén)

Theo dia chi: S¢ Tai chinh - Khu

lién co quan Van Ho (Pia chi: sd

52 Lé bai Hanh, phuong Hai Ba
Trung, thanh phd Ha Noi)

bang ky qua dich vu buu chinh

Nop h6 so truc tuyén qua mang dién tir tai Theo dia chi:
Cong Thong tin Pang ky doanh nghiép Quéc | https://dangkykinhdoanh.gov.vn
gia hoic qua Cong dich vu cong Qudc gia hodc https://dichvucong.gov.vn/

Ghi chu:

Nguoi ndp ho so st dung tai khoan dinh danh dién tir d&é ding nhap Cong thong
tin quéc gia vé dang ky doanh nghiép, ké khai thong tin, tai vin ban dién tt, ky
s6 hoic ky xéac thuc ho so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghiép theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi dugce uy quyén
phai x4c thuc dién tor dé duogc cap ding ky doanh nghi¢p. Truong hop viéc xac
thue dién tir bi gian doan thi nguoi iy quyén thue hién viée xac thue dién tir sau
khi dugc cap dang ky doanh nghiép. Sau khi hoan thanh viée gui ho so ding ky
doanh nghiép, ngudi ndp hd so s& nhan duoc gidy tiép nhan ho so va hen tra két
qua dién tir qua tai khoan ctia ngudi ndp ho so.

4.

Thoi gian giai quyét, phi, 1& phi, mirc d cung cip dich vu cdng truc tuyén

Théi gian giai quyét

Mirc thu Cung cép dich
(PVT: Viét Nam dong) vu cong truc

Ngay lam viée | Gio 1am viée Phi Lé phi tuyén

03 ngay lam 24 gio Phi cong b0 ndi |- Lé phi 50.000 | Toan trinh

viéc keé tir ngay dung dang ky dong/lan ndp tai
nhéan du ho so doanh  nghiép: | thoi diém ndp hod
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hop 1€

100.000  dong/
lan, ndp tai thoi
diém nodp hd so
néu dang ky truc
tiép (Théng tu
sO 47/2019/TT-
BTC).

so néu ding ky
tryc tiép (Théng
tw s 47/2019/TT-
BTC).

- Mién 1& phi d6i
vol  truong  hop
dang ky qua
mang dién t,
dang ky thanh lap
trén co s& chuyén
d6i tr ho kinh
doanh (Thong tu

s0  47/2019/TT-
BTC).
5.Céc bi¢u miu trong giai quyét TTHC
STT Tén biéu miu Co so phap ly
1 | Mau don. to khai Thong tu  s6

- Trudng hop cong ty nhan sap nhap diang ky thay do6i
thanh vién hop danh

1. Gidy dé nghi dang ky thay doi ndi dung Gidy ching
nhan ding ky doanh nghiép/Thong bao thay ddi ndi dung
dang ky doanh nghiép (Mau sd 12, Phu lyc I kém theo
Thong tu s6 68/2025/TT-BTC);

2.Danh sach thanh vién cong ty hop danh (Mau sé 9, Phu
luc I kém theo Thong tu s6 68/2025/TT-BTC).

- Truong hop cong ty nhan sap nhép (cong ty TNHH, cong
ty ¢ phan, cong ty hop danh) ding ky thay d6i von diéu
1¢:

1. Gidy dé nghi dang ky thay doi ndi dung Gidy ching
nhan diang ky doanh nghiép/Thong bao thay d6i noi dung
ding ky doanh nghiép (Mau sd 12, Phu luc I kém theo
Thong tu s6 68/2025/TT-BTC);

- Truong hop cong ty nhén sap nhdp dang ky thay doi
phan vén gop, ty 1 phan vén gop cia thanh vién cong ty
TNHH hai thanh vién tr¢ 1€n, cua thanh vién hop danh
cong ty hop danh ma khong thay d6i thanh vién cong ty:

1. Gidy dé nghi dang ky thay d6i ndi dung Gidy chung
nhan diang ky doanh nghiép/Thong bao thay d6i noi dung
dang ky doanh nghiép (Mau sd 12, Phu lyc I kém theo
Thong tu s6 68/2025/TT-BTC);

2. Danh sach thanh vién cong ty hop danh (MAu s6 9, Phu
luc I kém theo Thong tu s6 68/2025/TT-BTC).

3. Danh séach thanh vién cong ty trach nhiém hiru han hai
thanh vién tré 1én (Mau s6 6, Phu luc I kém theo Thong tur
s0 68/2025/TT-BTC).

- Trudng hop thay d6i thanh vién cua cong ty TNHH hai
thanh vién tro 1én do cong ty c6 thanh vién 1a t6 chirc sap
nhap cong ty

68/2025/TT-BTC
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1. Giay dé nghi ding ky thay doi ndi dung Gidy ching
nhan ding ky doanh nghiép/Thong bao thay doi ndi dung
ding ky doanh nghiép (Mau sd 12, Phu lyc I kém theo
Thong tu s6 68/2025/TT-BTC);

(Dung trong trudong hop diang ky thay doi noi dung Gidy
ching nhan diang ky doanh nghiép/thong bao thay doi noi
dung ding ky doanh nghiép; B6 sung, cdp nhat, thong tin
ding ky doanh nghiép; Dé nghi hiéu dinh thong tin ding
ky doanh nghiép)

2. Danh sach thanh vién cong ty hop danh (MAu s6 9, Phu
luc I kém theo Thong tu sb 68/2025/TT-BTC).

3. Danh sach thanh vién cong ty trach nhi€ém hiru han hai
thanh vién tré 1én (Mau sb 6, Phu luc I kém theo Thong tu
s6 68/2025/TT-BTC).

- Trudng hop thay d6i chi s& hitu cong ty TNHH mot
thanh vién do chu sé hitu cong ty 1a to chirc sap nhap cong
ty

Gidy dé nghi ding ky thay d6i cha s¢ hitu cong ty TNHH
mot thanh vién (Mau s6 15, Phu luc I kém theo Thong tu
s6 68/2025/TT-BTC).

- Trudng hop thay ddi c6 dong 1a nha dau tu nudc ngoai
theo quyét dinh sap nhap cong ty

1. Giay dé nghi dang ky thay doi noi dung Gidy chung
nhan diang ky doanh nghiép/Thong bao thay d6i noi dung
ding ky doanh nghiép (Mau sd 12, Phu lyc I kém theo
Thong tu s6 68/2025/TT-BTC);

(Dung trong truong hop ding ky thay doi ndi dung Gidy
ching nhan diang ky doanh nghiép/thong bao thay d6i noi
dung dang ky doanh nghiép; B sung, cip nhat, thong tin
dang ky doanh nghiép; Pé nghi hiéu dinh thong tin ding
ky doanh nghiép)

2. Danh sach c6 dong 13 nha dau tu nude ngoai (Mau sb 8,
Phy lyc I kém theo Thong tu s6 68/2025/TT-BTC)

Giay ching nhéan dang ky doanh nghiép - Cong ty TNHH
m@t thanh vién (Mau s6 38, Phu luc I kém theo Thong tu
s0 68/2025/TT-BTC)

Thong tu s
68/2025/TT-BTC

Giay chtng nhan diang ky doanh nghiép - Cong ty TNHH
hai thanh yién tr¢ 1én (Mau s6 39, Phu lyc I kém theo
Thong tu s0 68/2025/TT-BTC)

Thong tu s
68/2025/TT-BTC

Gieiy ching nhén dang ky doanh nghi¢p - Cong ty o phan
(Mau s6 40, Phuy luc I kém theo Thong tu s6 68/2025/TT-
BTC)

Thong tu s
68/2025/TT-BTC

Giay ching nhén dang ky doanh nghi¢p - Cong ty hop
danh (Mau s6 41, Phu luc I kém theo Thong tu so
68/2025/TT-BTC)

Thong tu s
68/2025/TT-BTC

Thong bao ~Vé viée sira d6i, bo sung ho so dang ky doanh
nghiép (Mau s6 48, Phu luc I kem theo Thong tu sb
68/2025/TT-BTC)

Thong tu  s6
68/2025/TT-BTC




226

7 | Gidy tiép nhan ho so va hen tra két qua hd so ding ky | Thong  tu s
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh (Mau s6 70, Phu luc T kém theo Thong tu $6
68/2025/TT-BTC)

8 | Gidy tiép nhan ho so va hen tra két qua hd so diang ky | Thong  tu s

doanh nghiép/chi nhanh/van phong daiNdiér}/dia diém kinh
doanh qua mang thong tin dién tr (Mau s6 71, Phy lyc I

68/2025/TT-BTC

kém theo Thong tu sb 68/2025/TT-BTC)

9 | Méau Phiéu xin 10i va hen lai ngay tra két qua (Mau so 04
Thong tu s6 01/2018/TT-VPCP)

Thong tu s
01/2018/TT-VPCP

10 |Mau SO theo ddi hé so (Mau sb6 06 Thong tu sb | Thong tu  sb
01/2018/TT-VPCP) 01/2018/TT-VPCP
6. Quy trinh giai quyét
Thoi gian.
. ‘e iai quyét toi
Tén buée bon V;/ll:l.gu’m thyc Noi dung cong viéc ° qd;,
ten (DVT: Gio
lam viéc)
*. Trudng hop ding Ky truc tiép hoic qua dich vu buu chinh
Buéc1 |Cac Chi  nhénh | - Tiép nhan ho so va ghi giay tiép | Gid hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
ho so - Chuyen ho so vé S¢ Tai chinh
Budc 2 Van phong S¢ Tai Chuyén ho so cho Phong |1 gid
Luan chuyén | chinh PKKD&TCDN
ho so
Budc 3 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc4 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gio
Thyly va | PKKD&TCDN tinh hop 1& cua ho so:
giai quyét hd - H6 so khong du diéu kién: Dy
SO thao thong bao huéng dan stra dbi
b sung, néu rd 1y do.
- Ho so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budc 5 Lanh dao Phong | * Néu dong y: 4 gid
Phé duyét | PKKD&TCDN - Truong hop hd so hop 18: phé
két qua duyét noi dung két qua ding ky
doanh nghiép
- Truong hop ho so khong hop 1é:
Phé duyét ndi dung théng bao
hudng dan sira d6i bo sung
* Néu khong dong y: chuyén lai
B4.
Budc 6 - Lanh dao Phong |- Guri Thong bao yéu cau stra doi | 2 gid
Thong bdo | PKKD&TCDN bd sung (tra tu dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé ding ky
Phong doanh nghiép) ddi v6i truong hop
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DKKD&TCDN hé so khong hop 18.
- Chép thuan trén hé théng ddi
v6i ho so hop 16
- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén van thu phat hanh
Budc7 | Van thu - P6i v6i trudng hop ky sb két | 4 gid
Phéat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chuc cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin quc gia
vé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua la
ban gidy
Bude 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chire/ | cong ich cong ich tra két qua cho doanh
c4 nhan ddi nghiép
Vo1 truong
hop két qua
13 ban gidy
Budc 9 - Chuyén vién | Van thu Phong DKKD&TCDN
Théng ké | Phong va B0 phan luu trit cung Van
theo doi PDKKD&TCDN; Bd | phong Sé c¢6 trach nhiém thong
phan luu triv ké cac TTHC thuc hién tai don vi
- Van phong S¢& vao sb theo ddi ho so
Tong thoi gian: 3 ngay
*. Trwomg hgp ding ky qua mang dién tir
Buéc 1 Ngudi c6 tham | Nguoi nop ho so ké khai thong | Ca ngay
Nop hd so | quyén ky van ban dé | tin, tai vin ban dién tir, ky xéc
nghi dang ky doanh | thyc hd so ding ky doanh nghiép
nghiép hodc nguodi | qua mang thong tin dién tir va
dugc y quyén thyc | thanh toan phi, 1& phi diang ky
hién thu tuc dang ky | doanh nghié¢p theo quy trinh trén
doanh nghiép cong thong tin qudc gia vé ding
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn)
Budc 2 Lanh dao Phong | Phan cong chuyén vién xir Iy ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Budc3 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 13 gio

Thu ly, giai

DKKD&TCDN

tinh hop 18 cta hd so:
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quyét ho so

- Ho so khong du diéu kién: Dy
thao thong bao huéng din stra dbi
bd sung, néu 16 1y do.

- HO so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.

Buéce 4 Lanh dao Phong |- Trudong hop ho so hop 1é: phé | 4 gio
Phé duyét | PKKD&TCDN duyét ndi dung két qua dang ky
két qua doanh nghiép.
- Trudng hop ho so khong hop 16:
Phé duyét nd1 dung thong bao
huéng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B3.
Buéc5 |- Lanh dao Phong |- Gui Thong bao yéu cau stra doi | 2 gid
Thong bdo | PKKD&TCDN bd sung (tra tu dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé ding ky
Phong doanh nghiép) ddi vé6i truong hop
PKKD&TCDN ho so khong hop 18.
- Chap thuan trén hé théng doi
v6i ho so hop 16
- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi ldnh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh.
Budc 6 | Vin thu - P6i v6i trudng hop ky sb két | 4 gio
Phat hanh qua dang ky doanh nghi¢p: ky
két qua bang chit ky sd t6 chic cua
Phong DKKD&TCDN (tra ty
dong qua cong thong tin qudc gia
vé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phét hanh thi phat hanh két qua 1a
ban gidy
Budce 7 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua |dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
c4 nhan ddi nghiép
Vo1 truong
hop két qua
1a ban gidy
Budc 8 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gio hanh
Thong ké | PKKD&TCDN ; Bo | va B phan luu trit - Van phong | chinh
theo doi phan lwu trir - Van | S& c6 trach nhiém thong ké cac

phong S¢o

TTHC thuc hién tai don vi vao so
theo doi1 ho so
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Tong thoi gian:

| 3 ngay

7. Trach nhiém tra hd so, két qua gidi quyét va luu trir ho so TTHC

Trach nhiém

Trung tam PVHCC

Co quan giai quyet hd so

Tra ho so, két qua

- Chuyen ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh cong ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tr trén Cong
thong tin qubc gia vé ding
ky doanh nghiép.

Luu trir

- S0 theo ddi ho so (Mau s0
06 Théng tu sb 01/2018/TT-
VPCP)

- Ho so to chirc/ca nhan nop;
Gidy tiép nhan ho so va hen
tra két qua; (d01 Vol trudong
hop nop ho so glay)

- Thong bao vé viée sua doi,
b sung ho so ding ky doanh
nghiép; Gidy chimg nhan
dang ky doanh nghiép;
Thong bao vé co quan thué
quan 1y truc tiép

- S6 theo ddi hd so (néu tra
két qua 1a ban gidy).
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25. Ping ky thay doi ndi dung ding ky doanh nghiép ddi véi cong ty bi tich

(d6i véi cong ty trach nhiém hiru han, cong ty cd phan) (QT-SO-25)

1. Co s6 phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam,;

- Luét stra d6i, bd sung mot s6 diéu cua Luit Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xa hoi chil nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;

- Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau str dung trong diing ky doanh nghiép, ding ky ho kinh doanh;

- Théng tu sb 47/2019/TT-BTC ngay 05/8/2019 ctia B6 Tai chinh quy dinh mirc
thu, ché d6 thu, ndp, quan 1y va sir dung phi cung cip thong tin doanh nghiép, 18 phi ding
ky doanh nghiép.

2. Thanh phin h so
Ban sao/

STT Tén ho so ban chinh SO luwgng

1. | Truong hop tach cong ty TNHH, cong ty co
phan ma cong ty bi tach thay do6i von dicu I¢:

- Gidy dé nghi dang ky thay dbi noi dung| Ban chinh 01
dang ky doanh nghiép;

- Ban sao hodc ban chinh nghi quyét hoac | Ban sao hoic 01
quyét dinh cua chu s¢ hitu cong ty ddi véi|  ban chinh

cong ty TNHH mat thanh vién; cua Hoi dong
thanh vién ddi véi cong ty TNHH hai thanh
vién tr¢ 1én, cong ty hop danh; cua Pai hoi
d6ng cb dong ddi véi cong ty ¢d phan vé viéc
thay d6i von diéu 1¢;
- Ban sao hoac ban chinh bién ban hop cua | Ban sao hoac 01
Hoi dong thanh vién d6i véi cong ty TNHH | ban chinh
hai thanh vién tro 1én vé viéc thay doi von
diéu 1¢;
- Ban chinh hozc ban sao gidy to chirng minh | Ban sao hoic 01
viéc gop vén, mua cb phan di duoc thanh |  ban chinh
toan tuong (ng va&i phan vén diéu 16 dang ky
tang trong truong hop cong ty dang ky tang
vbn diéu lé;
- Ban sao van ban cua Co quan dang ky dau Ban sao 01
tu chap thuan vé viéc gop von, mua c6 phan,
mua phan vbén gop cia nha dau tu nudc
ngoai, to chirc kinh t& co6 von dau tu nude
ngoai ddi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua co phan mua phan
von gop theo quy dinh ciia Luat Dau tu.
- Ban sao hoac ban chinh nghi quyét hoic | Ban sao hoic 01
quyét dinh vé viéc tach cong ty theo quy dinh ban chinh
tai Diéu 199 Luat Doanh nghiép.
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Truong hop cong ty bi tach ding ky thay d6i
phan vén gop, ty 1& phan vén goép cia thanh
vién cong ty TNHH hai thanh vién tré 1é€n

- Gidy dé nghi dang ky thay d6i ndi dung
dang ky doanh nghié¢p;

- Danh sach thanh vién cong ty TNHH hai
thanh vién tr¢ 1€n; danh sach thanh vién cong
ty hop danh, trong d6 khong bao gom noi
dung ké khai vé thanh vién gop von. Cac
danh sach phai bao gom chit ky cua cac
thanh vién c6 phan vén gop thay d6i, khong
bét budc phai c6 chir ky cua thanh vién co
phan von £0p khong thay doi;

- Hop ddng 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 truong hop
ting cho phan vén gop;

- Ban sao van ban cua Co quan dang ky dau
tu chap thuan vé viéc gép von, mua cd phan,
mua phan von gop cua nha dau tu nudc
ngoai, t6 chtrc kinh té ¢6 von dau tu nude
ngoai ddi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua co phan mua phan
vbn gop theo quy dinh cua Luat Dau tur.

- Ban sao hodc ban chinh nghi quyét hodc
quyét dinh vé viéc tach cong ty theo quy dinh
tai Piéu 199 Luat Doanh nghiép.

Ban chinh

Ban chinh

Ban chinh

Ban sao

Ban sao hoac
ban chinh

01

01

01

01

01

Truong hop thay doi thanh vién do cong ty
c6 thanh vién 13 t6 chuc tach

- Gidy d& nghi dang ky thay dbi ndi dung
dang ky doanh nghiép;

- Danh sach thanh vién cong ty TNHH hai
thanh vién tr¢ 1én. Danh sach thanh vién phai
bao gdm chit ky cta thanh vién méi va thanh
vién c¢6 phan von gop thay doi, khong bat
budc phai ¢ chit ky cta thanh vién c6 phan
vbn gop khong thay doi;

- Ban sao hodc ban chinh nghi quyet hodc
quyét dinh cua Hoi dong thanh vién vé viée
thay ddi thanh vién;

- Gidy to chimg minh viéc gbp von cua thanh
vién madi cla cong ty;

- Béan sao gidy to phap 1y cia t6 chirc va ban
sao van ban cur nguoi dai dién theo uy quyén
trong truong hop thanh vién mdi la t6 chuc.
Doi voi thanh vién la t6 chirc nudc ngoai thi
ban sao gidy to phap 1y cua to chuc phai

Ban chinh

Ban chinh

Ban sao hoac
ban chinh

Ban chinh

Ban sao

01

01

01

01

01
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duogc hop phap hoa lanh su;

- Ban sao van ban cua Co quan dang ky dau
tu chap thuan vé viéc gép von, mua cd phan,
mua phan vén gop cua nha dau tu nudc
ngodi, to chirc kinh té c¢6 vén dau tu nudc
ngoai ddi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua co phan mua phan
von gop theo quy dinh ctia Luat Dau tur.

- Ban sao hodc ban chinh nghi quyét hoic
quyét dinh vé viéc tich cong ty theo quy dinh
tai Piéu 199 Luit Doanh nghiép.

Ban sao

Ban sao hoac
ban chinh

01

01

Truong hop thay déi chu s& hitu cong ty
TNHH moét thanh vién theo quyét dinh tach
cong ty

- Gidy dé nghi dang ky thay d6i cht so hiru
cong ty TNHH mot thanh vién do chu s¢ hiru
cti 1a cd nhan hoac nguoi dai dién theo phap
luat cua chi s¢ hitu 13 t6 chirc va chua so hitu
mdi la ca nhan hodc nguoi dai dién theo phap
luat cta chu sé hitu 14 t6 chuc ky;

- Ban sao gidy tO phéap 1y cua to chirc va ban
sao van ban cir ngudi dai dién theo Gy quyén
trong truong hop nguoi nhan chuyén nhuong
1a t6 chirc. Péi v6i chii s¢ hitu 1a t6 chirc
nude ngodi thi ban sao gidy to phap 1y cia to
chie phai dugc hop phap hoa lanh su;

- Hop dong chuyén nhuong phan vén gop
hoic gidy to chimg minh viéc hoan tét
chuyén nhuong;

- Ban sao van ban cua Co quan dang ky dau
tu chap thuan vé viéc gdp von, mua ¢ phan,
mua phan vbén gop cia nha dau tu nudc
ngoai, to chirc kinh té c6 vén dau tu nudc
ngoai dbi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua c6 phan mua phan
von gop theo quy dinh ctia Luat Dau tu.

- Ban sao hodc ban chinh nghi quyét hoic
quyét dinh vé viéc tach cong ty theo quy dinh
tai Diéu 199 Luat Doanh nghiép.

Ban chinh

Ban sao

Ban chinh

Ban sao

Ban sao hoac
ban chinh

01

01

01

01

01

Truong hop thay doi co dong 1a nha dau tu
nudce ngoai theo quyét dinh tach cong ty

- Théng bao thay doi ndi dung ding ky doanh
nghiép;

- Danh sach c6 déng 1a nha dau tu nuéc
ngoai sau khi di thay ddi. Danh sach c6 dong
1a nha dau tu nudc ngoai phai bao gom chi
Ky cua c6 dong co gia tri ¢6 phan thay doi,
khong bit budc phai c6 chir ky cua ¢ dong

Ban chinh

Ban chinh

01

01
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co gia tri co phan khong thay doi;

- Hop ddng chuyén nhuong ¢b phan hoic gidy
td ching minh viéc hoan tat chuyén nhuong
trong truong hop chuyén nhuong co phan;
giay to ching minh viéc gop vbn trong truong
hop c6 dong 1a nha dau tu nudc ngoadi mua co
phan chao bén riéng I¢;

- Ban sao gidy to phép Iy cua té chic va ban
sao van ban ctr nguoi dai di¢n theo uy quyén
trong truong hop c6 dong mdi la t6 chac. Doi
VGi co dong 1a to chirc nudc ngoai thi ban sao
gidy to phap ly cua to chuc phai duoc hop
phép hoa lanh su;

- Ban sao van ban cua Co quan dang ky dau
tu chap thuan Vvé Viéc gop von, mua co phan,
mua phan vén gop cia nha dau tu nudc ngoai,
t6 chuc kinh té ¢6 von dau tu nude ngoai ddi
v6i truong hop phai thyc hién thu tuc dang ky
gop von, mua cé phan, mua phan vén gop
theo quy dinh cua Luat Dau tu.

- Ban sao hoic ban chinh nghi quyét hoic
quyét dinh vé viéc tach cong ty theo quy dinh
tai Diéu 199 Luat Doanh nghiép.

Ban chinh

Ban sao

Ban sao

Ban sao hoac
ban chinh

01

01

01

01

* Trudng hop Uy quyén thuc hién thu tuc:

Nguoi c¢6 tham quyén ky vian ban dé nghi ding ky doanh nghiép c6 thé ty quyén cho to

chirc, ca nhan khac thyc hién thu tuc dang ky doanh nghiép theo quy dinh sau day:

1.

Truong hop Gy quyén cho ci nhan thyc hién
thii tyc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghiép phai co6:

- Vin ban uy quyén cho c4 nhan thuc hién tha
tuc lién quan dén dang ky doanh nghiép. Vin
ban Gy quyén nay khong bat budc phai cong
ching, chirng thuc.

Ban chinh

01

Truong hop uy quyén cho to chirc thyc hién
thi tuc dang ky doanh nghiép, kém theo ho
so dang ky doanh nghiép phai co:

- Ban sao hop ddng uy quyén cho t6 chirc
thuc hién thu tyc lién quan dén ding ky
doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong
nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién thi tuc lién quan dén dang ky
doanh nghiép.

Ban sao

Ban chinh

01

01

Truong hop Uy quyén cho don vi cung cap
dich vu buu chinh cong ich thyc hién thu tuc
dang ky doanh nghi¢p thi khi thuc hi¢n thu
tuc dang ky doanh nghi¢p, nhidn vién buu
chinh phai n{p:
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- Ban sao phiéu gtri ho so theo miu do doanh Ban sao 01
nghi¢p cung ung dich vu buu chinh cong ich
phat hanh co6 chir ky x4c nhan cua nhan vién
buu chinh va ngudi co tham quyén ky vian
ban dé nghi ding ky doanh nghiép.

Truong hop Uy quyén cho don vi cung cép
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc dang ky doanh
nghiép thi viéc uy quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh sb
168/2025/ND-CP, cu thé:

- Ban sao hop déng uy quyén cho t6 chirc Ban sao 01
thuc hién thu tyc lién quan dén dang ky
doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phan cong Ban chinh 01
nhiém vu cta t chic d6 cho ca nhan truc
tiép thuc hién thu tuc lién quan dén ding ky
doanh nghiép.

Ghi cha:

Ngudi iy quyén va ngudi duoc ty quyén thuc hién thu tuc dang ky doanh nghiép
chiu trach nhiém trude phap luat vé tinh hop phap, trung thyc va chinh xac cua
viée uy quyén. Ngudi uy quyén va nguoi duge ty quyén phai xac thuc dién tir dé
duoc cap dang ky doanh nghiép. Truong hop viéc xac thuc dién tir bi gian doan
thi nguoi Gy quyén thuc hién viéc xac thuc dién tir sau khi dugc cép ding ky
doanh nghiép.

Truong hop ngudi Gy quyén khong xac nhan hodc xac nhan khong ty quyén thuc
hién thi tuc ding ky doanh nghiép thi Co quan ding ky kinh doanh cip tinh yéu
cau doanh nghiép bao cédo theo quy dinh tai khoan 5 Piéu 21 Nghi dinh )
168/2025/ND-CP. Cu thé: Yéu cau doanh nghiép bao cdo vé viéc tuan thil cac
quy dinh ctia Luat Doanh nghiép theo quy dinh tai diém ¢ khoan 1 Diéu 216 Luat
Doanh nghiép “Yéu cau doanh nghiép bao cdo vé viéc tuan thi quy dinh ctia Luét
nay khi xét thay can thiét; don doc viéc thuc hién nghia vu bao céo cia doanh
nghiép”.

Truong hop chua cé tai khodn dinh danh dién tr dé thuc hién xac thuc dién ti
thi h6 so ding ky doanh nghiép phai kém theo ban sao thé Can cudc hodc the
Cén cude cong dan hodc ho chiéu hodc ho chiéu nudc ngoai hoic cac gidy to ¢6
gia trj thay thé ho chiéu nude ngoai con hiéu luc cua nguorl uy quyén.

3. Cach thirc, dia chi ndp ho so, nhin két qua giai quyét TTHC

STT

Cich thirc ndp, nhin két qua Dia chi cu thé

Pang ky truc tiép tai Chi nhanh TTPVHCC T?I‘OC}};:I’\II’;‘“E}L TOF;XQC%;T{T;‘
Thanh phé Ha N¢i P - g

cap c6 tham quyén)

Theo dia chi: S& Tai chinh - Khu

lién co quan Véan Ho (Pia chi: s6

52 Lé bai Hanh, phuong Hai Ba
Trung, thanh phd Ha Noi)

bang ky qua dich vu buu chinh

Nop ho so truc tuyén qua mang dién tu tai Theo dia chi:

Cong Thong tin Pang ky doanh nghiép Quéc | https://dangkykinhdoanh.gov.vn
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gia hodc qua Cong dich vu cong Qudc gia ‘ hodc https://dichvucong.gov.vn/

Ghi cha:

Ngudi nop ho so st dung tai khoan dinh danh dién tir dé dang nhap Cong thong
tin quéc gia vé diang ky doanh nghiép, ké khai thong tin, tai vin ban dién tu, ky
s6 hoic ky xéac thue hd so ding ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghi€p theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi dugce uy quyén
phai xac thuc dién tir dé duoc cap diang ky doanh nghiép. Truong hop viéc xac
thuc dién tur bi gian doan thi nguoi iy quyén thuc hién viéc xac thuc dién tur sau
khi dugc cip ding ky doanh nghiép. Sau khi hoan thanh viéc giri hd so ding ky
doanh nghiép, ngudi ndp hd so s& nhin dugc gidy tiép nhan hd so va hen tra két

qua dién tir qua tai khoan cua ngudi nop ho so.

4. Thoi gian giai quyét, phi, 18 phi, miec d§ cung cip dich vu cong triee tuyén

Théi gian giai quyét Mirc thu Cung cap dich
(PVT: Viét Nam dong) vu cong truc
Ngay lam viée | Gio' lam viée Phi Lé phi tuyén
03 ngay lam 24 gio Phi cong b noi | - Lé phi dang ky | Toan trinh
viéc ké tir ngay dung dang ky | doanh nghiép:
nhan du ho so doanh  nghiép: | 50.000 ddng/ lan,
hop 1€ 100.000 dong/ | nop tai thoi dlem
lan, nop tai thoi | ndp hd so neu
diém ndp hd so | ding ky truc tiép
néu dang ky tryc | (Thong tu s
tiép (Thong tu | 47/2019/TT-
s6 47/2019/TT- | BTC).
BTC). - Mién 1¢ phi d6i
vol  truong  hop
dang ky qua
mang dién t,
dang ky thanh 1ap
trén co so chuyén
doi tr ho kinh
doanh (Thong tu
s6  47/2019/TT-
BTC).
. Cac biéu miu trong giai quyet TTHC
STT Tén biéu miu Co sé phap ly
1. | Mau don, to khai: Thong tu  sO

* Truong hop tach cong ty TNHH, cong ty cd phan ma | 68/2025/TT-BTC
cong ty bi tach thay doi von diéu 1é:

- Gidy dé nghi dang ky thay d6i noi dung Gidy ching nhan
dang ky doanh nghiép/Thong bao thay doi ndi dung dang
ky doanh nghiép (MAu sé 12, Phu luc I kém theo Théng tur
s6 68/2025/TT-BTC).

* Truong hop cong ty bi tach dang ky thay d6i phan von
gop, ty 1& phan von gdp cua thanh vién cong ty TNHH hai
thanh vién tr¢ lén:

- Gidy dé nghi ding ky thay doi noi dung Gidy ching nhan
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dang ky doanh nghiép/Thong bao thay d6i noi dung ding
ky doanh nghiép (Mau s6 12, Phu luc I kém theo Thong tu
s0 68/2025/TT-BTC).

Danh sach thanh vién cong ty trach nhiém hiru han hai
thanh vién tré 1én (Mau sb 6, Phu luc I kém theo Théng tu
s6 68/2025/TT-BTC).

*_ Truong hop thay doi thanh vién do coéng ty c6 thanh
vién 14 t6 chirc tach

- Gidy dé nghi ding ky thay ddi ndi dung Gidy chimg nhan
ding ky doanh nghiép/Thong bao thay doi ndi dung ding
ky doanh nghiép (Mau sb 12, Phu luc I kém theo Théng tu
s6 68/2025/TT-BTC);

- Danh sach thanh vién cong ty trach nhiém htu han hai
thanh vién tré 1én (Mau sb 6, Phu luc I kém theo Thong tu
s6 68/2025/TT-BTC).

* Truong hop thay d6i chu so hitu cong ty TNHH mot
thanh vién theo quyét dinh tach cong ty.

- Gidy dé nghi ding ky thay d6i chu s hitu cong ty TNHH
mot thanh vién (Mau s6 15, Phu luc I kém theo Thong tu
s6 68/2025/TT-BTC).

*_ Truong hop thay d6i c6 dong 13 nha dau tu nude ngoai
theo quyét dinh tach cong ty

- Gidy dé nghi ding ky thay doi noi dung Gidy chimg nhan
ding ky doanh nghiép/Thong bao thay doi ndi dung ding
ky doanh nghiép (Mau s6 12, Phu luc I kém theo Thong tu
s6 68/2025/TT-BTC);

- Danh sach c¢6 dong 1a nha dau tu nude ngoai (Mau sb 8,
Phu luc I kém theo Thong tu sb 68/2025/TT-BTC).

- Gidy chimg nhéan diang ky doanh nghiép - Cong ty TNHH
mot thanh vién (Mau s6 38, Phu luc I kém theo Thong tu
s0 68/2025/TT-BTC).

Thong tu  s6
68/2025/TT-BTC

Giay ching nhan dang ky doanh nghiép - Cong ty TNHH
hai thanh Yién tré 1én (Mau s6 39, Phu luc I kém theo
Thong tu s6 68/2025/TT-BTC)

Thong tu  s6
68/2025/TT-BTC

Giay ching nhan dang ky doanh nghiép - Cong ty 0 phan
(Mau s6 40, Phu luc I kém theo Théong tu s6 68/2025/TT-
BTC)

Thong tu  s6
68/2025/TT-BTC

Thong bao ~Vé viée stra d6i, bo sung ho so ding ky doanh
nghi¢p (Mau so 48, Phu luc I kém theo Thong tu so
68/2025/TT-BTC)

Thong tu  s6
68/2025/TT-BTC

Gidy tiép nhan ho so va hen tra két qua ho so ding ky
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh
doanh (Mau sé 70, Phu Iyc I kém theo Théng tu s
68/2025/TT-BTC)

Thong tu s
68/2025/TT-BTC

Giay tiép nhan ho so va hen tra két qua ho so ding ky
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh
doanh qua mang théng tin dién tr (Mau s6 71, Phuy luc I
kém theo Thong tu s6 68/2025/TT-BTC)

7
A

Thong tu  sO
68/2025/TT-BTC




237

8. |Mau Phié'ulxin 16i va hen lai ngay tra két qua (Mau s6 04
Thong tu s6 01/2018/TT-VPCP)

Thong tu  s6
01/2018/TT-VPCP

9. |Mau So6 theo ddi ho so

(Mau s6 06 Théng tu so

Thong tu s

01/2018/TT-VPCP) 01/2018/TT-VPCP
6. Quy trinh giai quyét
Thoi gian
. L. idi quyét toi
Tén budc Don V;/llj.gu’m thye Noi dung cong viéc © qd;,
en (DVT: Gio
lam viéc)
*, Trwong hop ding ky truc tiép hoiic qua dich vu buu chinh
Budc1 |[Cac Chi  nhanh | - Tiép nhan ho so va ghi gidy tiép | Gid hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
hd so - Chuyén h so vé S¢ Tai chinh
Budc2 | Vanphong S6 Tai |Chuyén ho so cho Phong |1 gid
Luan chuyén | chinh PKKD&TCDN
ho so
Budc 3 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc 4 Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gio
Thulyva | PKKD&TCDN tinh hop 1¢ ctia hd so:
giai quyét ho - Hb so khong du diéu kién: Dy
SO thao thong bao huéng dan stra d6i
b6 sung, néu 5 1y do.
- HO so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.
Budc 5 Lanh dao Phong | * Néu dong y: 4 gio
Phé duyét | PKKD&TCDN - Truong hop hd so hop 1&: phé
két qua duyét noi dung két qua dang ky
doanh nghiép
- Truong hop ho so khong hop 18é:
Phé duyét ndi1 dung thong bao
huéng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B4.
Buéc 6 |- Linh dao Phong | - Giri Thong bao yéu cau stra doi | 2 gio
Thong bao | PKKD&TCDN b6 sung (tra tu dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé ding ky
Phong doanh nghiép) ddi v6i truong hop
PKKD&TCDN hé so khong hop 18.
- Chap thuan trén hé thong ddi
v6i ho so hop 16

- Ky s6 két qua dang ky doanh
nghiép. Trudng hop khong thé ky
s6 do khach quan thi linh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
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qua chuyén vin thu phat hanh

Budc 7 Van thu - D6i v6i truong hop ky sb két | 4 gio
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chuc cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin quc gia
vé dang ky doanh nghiép).
- Truong hop khéng thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy
Budc 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho to chire/ | cong ich cong ich tra két qua cho doanh
cé nhan doi nghiép
Vo1 truong
hop két qua
1a ban gidy
Budc 9 - Chuyén vién | Van thu Phong DPKKD&TCDN
Théng ké | Phong va Bo phan luu trit cing Van
theo doi PDKKD&TCDN; Bo | phong Sé c¢6 trach nhiém thong
phan luu trir ké cac TTHC thuc hién tai don vi
- Van phong S¢& vao sb theo ddi ho so
Tong thoi gian: 3 ngay
*, Truwong hgp diang ky qua mang dién tir
Budce 1 Nguoi ¢6  tham | Nguoi nop ho so ké khai thong | Ca ngay
Nop hd so | quyén ky van ban dé | tin, tai van ban dién tir, ky xac
nghi ding ky doanh | thuc hd so dang ky doanh nghiép
nghiép hodc nguoi | qua mang thong tin dién tir va
dugc ty quyén thyc | thanh toan phi, 1& phi ding ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin quéc gia vé dang
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn)
Budc 2 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Budc3 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 13 gio
Thu ly, giai | PKKD&TCDN tinh hop 1é ctia hd so:
quyét ho so - Hb so khong du diéu kién: Dy
thao thong bao huéng dan sira doi
bd sung, néu 15 1y do.
- HO so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.
Budc 4 Lanh dao Phong | * Néu dong y: 4 gio
Phé duyét | PKKD&TCDN - Truong hop hd so hop 18: phé

két qua

duyét ndi dung két qua dang ky
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doanh nghiép
- Trudng hop ho so khong hop 16:
Phé duyét ndi1 dung thong bao
hudng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B3.
Budc 5 - Lianh dao Phong |- Guri Thong béo yéu cau sta 601 2 gio
Thong bdo | PKKD&TCDN bd sung (tra tu dong qua cong
két qua - Chuyén  vién | théng tin qudc gia vé ding ky
Phong doanh nghiép) ddi vé6i truong hop
DKKD&TCDN hé so khong hop 18.
- Chép thuan trén hé théng ddi
v6i ho so hop 16
- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh.
Budc 6 | Vin thu - P6i v6i trudng hop ky sb két | 4 gio
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sd to chuc cia
Phong DKKD&TCDN (tra tu
dong qua cong thong tin quc gia
vé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy
Bude 7 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua |dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
c4 nhan ddi nghiép
voi trudng
hop két qua
1a ban gidy
Budc 8 Chuyén vién Phong | Van thu Phong DPKKD&TCDN | Gio hanh
Théngké | PKKD&TCDN ; Bo | va Bo phan luu trit - Van phong | chinh
theo doi phan luu trit - Van | S& ¢ trach nhiém théng ké cac
phong S¢& TTHC thyuc hién tai don vi vao sb
theo ddi hd so
Tong thoi gian: 3 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va luu trir ho so TTHC

Trach nhiém

Trung tdm PVHCC

Co quan giai quyét ho so

Tra ho so, két qua

- Chuyén ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh cong ich trd két qua




240

cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tir trén Cong
thong tin qudc gia vé ding
ky doanh nghiép.

Luu trir

- SO theo ddi ho so (Mau s0
06 Théng tu s6 01/2018/TT-
VPCP)

- Ho 80 t6 chirc/ca nhan nop;
Gidy tlep nhan hé so va hen
tra két qua; (d01 Vo1 truong
hop nop hd so glay)

- Thong bao vé viéc sua doi,
bd sung hd so ding ky doanh
nghiép; Gidy chimg nhan
dang ky doanh nghiép.

- S6 theo ddi hd so (néu tra
két qua 1a ban gidy).
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26. Chuyén d6i cong ty trach nhiém hiru han thanh céng ty c6 phan va ngwoc

lai (QT-SO-26)

1. Co s6 phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luit Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xa hoi chil nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;

- Théng tu sb 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau str dung trong diing ky doanh nghiép, ding ky ho kinh doanh;

- Théng tu sb 47/2019/TT-BTC ngay 05/8/2019 ctia BO Tai chinh quy dinh mirc
thu, ché d6 thu, ndp, quan 1y va str dung phi cung cip thong tin doanh nghiép, 16 phi ding
ky doanh nghiép.

2. Thanh phin h so
Ban sao/

STT Tén ho so ban chinh SO luwgng

1. | Truong hop chuyén doi cong ty co phan
thanh cong ty TNHH mot thanh vién do chi
c6 mdt cd dong, thanh vién gop Von theo
cam két hodc chuyén doi cong ty cd phan
thanh cong ty TNHH hai thanh vién do chi
¢ 02 c6 dong gop von theo cam két

- Giefly dé nghi dang ky doanh nghiép. Ban chinh 01
- bicu 1€ cong ty. Bén chinh 01
- Danh séach thanh vién (khéng dung trong Ban chinh 01

truong hop chuyén doi thanh cong ty TNHH
1 thanh vién); Danh sach chu s¢ hitu hudng
loi ctia doanh nghiép (néu cb);

- Ban sao cac gidy to sau day: Ban sao 01

+ Gidy to phap 1y cua ca nhan ddi véi
thanh vién 1a c4 nhan, nguoi dai dién theo
phép luat;

+ Gidy to phap 1y cua t6 chirc dbi véi
thanh vién 1a to chic va vin ban ctr ngudi
dai dién theo uy quyén; gidy to phap 1y cua
c4 nhan d6i voi ngudi dai dién theo uy quyén
ctia thanh vién 1a t chtc.

D6i véi thanh vién 1a t6 chirc nudce
ngoai thi ban sao gidy to phéap 1y cia to chiic
phai duoc hop phép hoéa lanh sy;

Truwong hop chu so hitu, thanh vién la ca
nhan, nguoi dai dién theo phap ludt, nguoi
dai dién theo ity quyén ciia chii s¢ hitu, thanh
vién la t6 chirc ké khai sé dinh danh cé nhdn
theo quy dinh tai khoan 1 Piéu 11 Nghi dinh
s6 168/2025/NP-CP thi hé so ding ky doanh
nghiép khéng bao gom bdan sao gidy to phdp
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ly cua cdc ca nhan nay.

- Ban sao van ban cua Co quan dang ky dau
tu chap thuan vé viéc gdp von, mua ¢ phan,
mua phan vén gop cua nha dau tu nudc
ngoai, to chirc kinh té c¢6 vén dau tu nudc
ngoai dbi voéi truong hop phai thyc hién thu
tuc dang ky gop von, mua co phan mua phan
vbn gop theo quy dinh cua Luat Dau tu.

Ban sao

01

Truong hop ding ky chuyén doi cong ty
TNHH hai thanh vién tré 1én, cong ty cd
phan thanh cong ty TNHH mot thanh vién
trir truong hop chuyén d6i cong ty cd phan
thanh cong ty TNHH mot thanh vién do chi
c6 mot co dong, thanh vién gép vén theo
cam két

- Giay dé nghi dang ky doanh nghiép.

- Piéu 18 cong ty.

- Danh sach chu s¢ hitu hudéng loi ciia doanh
nghiép (néu co).

- Ban sao cac gidy to sau day:

+ Gidy to phap 1y cta ca nhan ddi véi
thanh vién la c4 nhan, nguoi dai dién theo
phép luét;

+ Gidy to phap 1y cua t6 chirc dbi véi
thanh vién 1a t6 chirc va van ban cur nguoi
dai dién theo uy quyén; gidy to phap 1y cua
c4 nhan ddi véi nguoi dai dién theo uy quyén
ctia thanh vién 1a t chtec.

Doi voi thanh vién 1a t0 chic nuéc
ngoai thi ban sao gidy to phéap 1y cia to chiic
phai duoc hop phéap hoéa lanh sy;

Truong hop chu so hitu, thanh vién la ca nhan,
nguoi dai dién theo phap ludt, nguoi dai dién
theo 1y quyén cua chi so hitu, thanh vién la 16
chire ké khai s6 dinh danh cd nhdn theo quy
dinh tai khodn 1 Diéu 11 Nghi dinh s
168/2025/ND-CP thi hé so dang ky doanh
nghiép khéng bao gom ban sao gidy to phdp Iy
cua cac ca nhan nay.

- Hop ddng chuyén nhuong hodac gidy to
ching minh viéc hoan tat chuyén nhuong
trong truong hop chuyén nhugng cb phan,
phan vén gop;

- Hop dong tang cho trong truong hop tang
cho ¢6 phén, phan vén gop;

- Ban sao vin ban xac nhan quyén thira ké
hop phép cua ngudi thira ké trong trudng hop
thira ké theo quy dinh cta phap luat;

Ban chinh
Ban chinh
Ban chinh

Ban sao

Ban chinh

Ban chinh

Ban sao

01
01
01

01

01

01

01
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- Hop dong sap nhip, hop dong hop nhat
trong truong hop sap nhép, hop nhat cong ty;
- Hop dong mua lai trong truong hop cong ty
mua lai ¢6 phan, phan vén gop;

- Ban sao van ban cua Co quan dang ky dau
tu chap thuan vé viéc gdp von, mua c6 phan,
mua phan vén gop cua nha dau tu nudc
ngoai, to chirc kinh té c¢6 vén dau tu nudc
ngoai ddi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua co phan mua phan
von gop theo quy dinh ciia Luat Dau tu.

Ban chinh

Ban chinh

Ban sao

01

01

01

Truong hop ding ky chuyén doi cong ty
TNHH thanh cong ty c6 phan:

- Gidy dé nghi dang ky doanh nghiép.

- Piéu 18 cong ty

- Danh sach c¢6 dong sang lap (khéng bao
gom danh sach c6 dong sang 1ap trong
truong hop cong ty duoc chuyén doi la cong
ty cé phin khong c6 cé dong sang 1ap); danh
sach c6 dong 1a nha dau tu nude ngoai; danh
sach chu s& hitu hudng loi cua doanh nghiép
(néu co).

- Ban sao cac gidy to sau day:

+ Gidy to phap 1y cta c nhan dbi véi cb
dong sang 1ap va co dong 1a nha dau tu nude
ngoai la cd nhan, nguoi dai dién theo phap
luat;

+ Gidy to phap 1y cua td chirc dbi voi cb
dong 13 t6 chtrc va vin ban cir nguoi dai dién
theo Gy quyén; gidy to phap 1y cia ca nhan
d6i v6i nguoi dai dién theo uy quyén cia cd
dong sang 1ap va co dong 1a nha dau tu nude
ngoai 1a t6 chc.

Dbi v6i co dong 1a to chic nude ngoai thi
ban sao gidy t& phap 1y cta to chuc phai
duoc hop phap hoéa lanh sy;

Trieong hop cé dong sang ldp va cé dong la
nha dau t nwée ngoai la cd nhan, nguoi dai
dién theo phap luat, nguoi dai dién theo uy
quyén ciia c6 déng sang ldp va c6 dong la
nha dau tw nuwéc ngodi la t6 chirc ké khai s6
dinh danh ca nhdn theo quy dinh tai khoan 1
Piéu 11 Nghi dinh s6 168/2025/NP-CP thi
hé so diang ky doanh nghiép khéng bao gém
ban sao gza'y to phdp ly cua cdac ca nhan nay.

- Hop ddng chuyén nhugng hoac gidy to
chang minh viéc hoan tat chuyén nhuong
trong trudng hop chuyén nhuong cd phan,

Ban chinh
Ban chinh
Ban chinh

Ban sao

Ban chinh

01
01
01

01

01
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phan von gop;

- Hop dong tang cho trong truong hop tang
cho c6 phan, phan vén gop;

- Ban sao vdn ban xac nhan quyén thura ké
hop phap cua nguoi thira ké trong truong hop
thira ké theo quy dinh cua phap luat;

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

- Hop déng sap nhap, hop dong hop nhit
trong trudng hop sap nhap, hop nhét céng ty;

- Hop d6ng mua lai trong truong hop céng ty
mua lai c6 phan;

- Giay to chung minh viée gop vén cua thanh
vién, Co dong mdi trong trudong hop tiép
nhan vén gop cua thanh vién, c6 déng mai;

- Ban sao van ban cua Co quan dang ky dau
tu chap thuan vé viéc gdp von, mua c6 phan,
mua phan von gop cua nha dau tu nudc
ngoai, to chirc kinh té c¢6 vén dau tu nudc
ngoai ddi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua co phan mua phan
vbn gop theo quy dinh cua Luat Pau tu.

Ban chinh

Ban sao

Ban chinh

Ban chinh

Ban chinh

Ban chinh

Ban sao

01

01

01

01

01

01

01

Truong hop ding ky chuyén doi cong ty co
phan thanh cong ty TNHH 1 TV trir trudng
hop chuyén d6i cong ty co phan thanh cong
ty TNHH mdt thanh vién do chi c6 mot co
dong, thanh vién gdp vbn theo cam két va
truong hop ding ky chuyén doi cong ty cb
phan thanh cong ty TNHH mot thanh vién:

- Gidy dé nghi dang ky doanh nghiép.

- Piéu 18 cong ty.

- Danh sach chu s¢ hitu hudng loi cua doanh
nghiép (néu co).

- Ban sao cac gidy to sau day:

+ Gidy to phap 1y cua ca nhan ddi véi
thanh vién la c4 nhan, nguoi dai dién theo
phép luat;

+ Gidy to phép 1y cua t6 chirc dbi véi
thanh vién 14 to chtc va van ban cir ngudi
dai dién theo uy quyén; gidy to phap 1y cua
c4 nhan ddi v6i nguoi dai dién theo uy quyén
ctia thanh vién 13 t6 chirc.

Doi voi thanh vién 1a t0 chic nudc
ngoai thi ban sao gidy t& phap 1y ctia to chirc
phai duoc hop phép hoéa lanh sy;

Truong hop chu so hitu, thanh vién la ca
nhan, nguwoi dai dién theo phap ludt, nguoi
dai dién theo ity quyén ciia chii s¢ hitu, thanh

Ban chinh
Ban chinh
Ban chinh

Ban sao

01
01
01

01
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vién la t6 chirc ké khai s6 dinh danh cé nhdn
theo quy dinh tai khoan 1 Piéu 11 Nghi dinh
$6 168/2025/NP-CP thi hé so ding ky doanh
nghiép khéng bao gom ban sao gidy to phdp
ly ciia cac ca nhdn nay.

- Hop ddng chuyén nhuong hoic gidy to
chang minh viéc hoan tit chuyén nhwong
trong trudng hop chuyén nhuong cd phan,
phan vén gop;

- Hop dong tang cho trong truong hop tang
cho c6 phan, phan vén gop;

- Ban sao van ban xac nhan quyén thira ké
hop phap cua nguoi thira ké trong trudng hop
thira ké theo quy dinh cua phap luat;

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

- Hop déng sap nhap, hop dong hop nhat
trong trudng hop sap nhap, hop nhét céng ty;

- Hop d6ng mua lai trong truong hop céng ty
mua lai ¢6 phan;

- Gidy tor ching minh vigc gép von cua thanh
vién, Co dong moi trong trudng hop tiép
nhan vén gop cua thanh vién, c6 déng mai;

- Ban sao van ban cua Co quan dang ky dau
tu chap thuan vé viéc gop von, mua cb phan,
mua phan vén gop cia nha dau tu nudc
ngoai, to chirc kinh t& co6 vén dau tu nudc
ngoai ddi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua co phan mua phan
vbn gop theo quy dinh ctia Luat Pau tu.

Ban chinh

Ban chinh

Ban sao

Ban chinh

Ban chinh

Ban chinh

Ban chinh

Ban sao

01

01

01

01

01

01

01

01

Truong hop ding ky chuyén d6i cong ty co
phan thanh cong ty TNHH 2 TV tro 1én trir
truong hop chuyén doi cong ty c¢o phan thanh
cong ty TNHH hai thanh vién do chi c6 02
c0 dong gop vbn theo cam két:

- Giay dé nghi dang ky doanh nghiép.

- Biéu 1¢ cong ty.

- Danh sach thanh vién; Danh sach chu so
hitu hudng loi ctiia doanh nghiép (néu co);

- Ban sao céc gidy to sau day:

+ Gidy to phap 1y cta ca nhan doi véi
thanh vién la c4 nhan, nguoi dai dién theo
phép luat;

+ Gidy to phap 1y cua t6 chirc dbi véi
thanh vién 1a t chic va vin ban ctr ngudi
dai dién theo uy quyén; gidy to phap 1y cia
c4 nhan d6i v6i ngudi dai dién theo iy quyén
cua thanh vién 1a to chic.

Ban chinh
Ban chinh
Ban chinh

Ban sao

01
01
01

01
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D61 voi thanh vién 13 t6 chic nudc
ngoai thi ban sao gidy t& phap 1y cta to chirc
phai dugc hop phép hoa lanh sy;

Truong hop chiu so hitu, thanh vién la cé
nhan, nguoi dai dién theo phap ludt, nguoi
dai dién theo ity quyén ciia chii s¢ hitu, thanh
vién la t6 chirc ké khai sé dinh danh cé nhdn
theo quy dinh tai khoan 1 Piéu 11 Nghi dinh
s6 168/2025/NP-CP thi hé so ding ky doanh
nghiép khéng bao gom ban sao gidy to phdp
ly cua cdc ca nhan nay.

- Hop ddng chuyén nhuong hoic gidy to| Ban chinh 01
chang minh viéc hoan tit chuyén nhwong
trong trudng hop chuyén nhugng cd phan,
phan vén gop;

- Hop dong tang cho trong truong hop tang Bén chinh 01
cho c6 phan, phan vén gop; ‘ ’
- Ban sao van ban xac nhan quyeén thua ké Ban sao 01

hop phép cua nguoi thira ké trong trueong hop
thira ké theo quy dinh cta phap luat;

- Nghi quyét hodc quyét dinh chia, tach céng |  Ban chinh 01
ty trong truong hop chia, tach cong ty;

- Hop dong sap nhap, hop dong hop nhat Ban chinh 01
trong trudng hop sap nhap, hop nhat cong ty;

- Hop d6ng mua lai trong truong hop cong ty | Ban chinh 01
mua lai ¢6 phan;

- Giay to chung minh viéc gop vén cua thanh Ban chinh 01

vién, CO dong moi trong truong hop tlep
nhan von gop cua thanh vién, c6 déng méi;

- Ban sao van ban cua Co quan dang ky dau Ban sao 01
tu chap thuan vé viéc gdp von, mua ¢ phan,
mua phan voén gop cua nha dau tu nudc
ngoai, to chirc kinh té c¢6 vén dau tu nudc
ngoai ddi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua c6 phan mua phan
vbn gop theo quy dinh cta Luat Dau tu.

*. Trudng hop uy quyén thyc hién thu tuc: 7 . 7
Nguoi c6 tham quyén ky van ban dé€ nghi dang ky doanh nghiép c6 thé uy quyén cho t6
chtrc, ca nhan khac thuc hién thu tuc dang ky doanh nghiép theo quy dinh sau day:

1. | Trudng hop ty quyén cho ca nhan thuc hién
thu tuc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghi¢p phai co:

- Vin ban uy quyén cho c4 nhéan thuc hién thi Bén chinh 01
tuc lién quan dén dang ky doanh nghiép. Vin
ban Uy quyén nay khong bat budc phai cong
chung, chung thuc.

2. | Trudng hop uy quyén cho t6 chirc thuc hién
thu tuc dang ky doanh nghiép, kém theo ho
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so dang ky doanh nghiép phai co:

- Ban sao hop ddng uy quyén cho t6 chirc Ban sao 01
thuc hién thu tyc lién quan dén dang ky

doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phin cong Ban chinh 01

nhiém vu cta td chic d6 cho ca nhan truc
tiép thuc hién thu tuc lién quan dén dang ky
doanh nghiép.

Truong hop uy quyén cho don vi cung cip
dich vu buu chinh cong ich thyuc hién thu tuc
dang ky doanh nghiép thi khi thuc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nQp:

- Ban sao phiéu gtri ho so theo miu do doanh Ban sao 01
nghiép cung ung dich vu buu chinh cong ich
phat hanh c6 chir ky xac nhéan cua nhan vién
buu chinh va ngudi co thim quyén ky vin
ban dé nghi dang ky doanh nghiép.

Truong hop ty quyén cho don vi cung cap
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc dang ky doanh
nghiép thi viéc ty quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh sb
168/2025/ND-CP, cy thé:

- Ban sao hop dong Uy quyén cho t6 chuc Ban sao 01
thyc hién thi tyc lién quan dén dang ky

doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong Bén chinh 01

nhiém vu cua to chic d6 cho ca nhéan truc
tiep thuc hién tha tuc lién quan dén dang ky
doanh nghiép.

Ghi cha:

Nguoi iy quyén va ngudi duoc ty quyén thuc hién thu tuc dang ky doanh nghiép
chiu trach nhiém trudc phap luat vé tinh hop phap, trung thuc va chinh xac cua
vige uy quyén. Ngudi uy quyén va ngudi duge ty quyén phai xac thuc dién tir dé
dugc cap dang ky doanh nghiép. Truong hop viéc xac thuc dién tir bi gian doan
thi nguoi ty quyén thuc hién viéc xac thuc dién tir sau khi duoc Cép dang ky
doanh nghigp.

Truong hop ngudi Gy quyén khong xac nhan hodc xac nhan khong ty quyén thuc
hién thi tuc ding ky doanh nghiép thi Co quan ding ky kinh doanh cip tinh yéu
cau doanh nghiép bao cédo theo quy dinh tai khoan 5 Diéu 21 Nghi dinh )
168/2025/ND-CP. Cu thé: Yéu cau doanh nghiép bao céo vé viéc tuan thu cac
quy dinh ctia Luat Doanh nghiép theo quy dinh tai diém ¢ khoan 1 Piéu 216 Luat
Doanh nghiép “Yéu cau doanh nghiép bao cdo vé viéc tuan thi quy dinh ctia Luét
nay khi xét théy can thiét; dén ddc viée thuc hién nghia vu bdo cao cua doanh
nghi¢p”.

Truong hop chua cé tai khodn dinh danh dién tr dé thuc hién xac thuc dién ti
thi ho so ding ky doanh nghiép phai kém theo ban sao thé Cin cudc hodc thé
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Can cudc cong dan hodc ho chiéu hodc ho chiéu nudc ngoai hoic cac gidy td co
gi4 trj thay thé ho chiéu nude ngoai con hiéu luc cua ngu’m uy quyén.

3. Cach thirc, dia chi ndp hé so, nhan két qua giai quyet TTHC

STT Cich thirc ndp, nhin két qua Pia chi cu thé
Pang Ky truc tiép tai Chi nhanh TTPVHCC | 12 Chinhanh TTPVHCC Thanh
1. \ RN pho Ha Noi (theo thong bao cua

Thanh phé Ha Noi £ 22 :

cap c6 tham quyén)
Theo dia chi: S¢ Tai chinh - Khu
g , : ] lién co quan Véan Ho (Pia chi: s6
2. | bang ky qua dich vu buu chinh 52 Lé Pai Hanh, phuong Hai Ba
Trung, thanh ph6 Ha No61)
Nop ho so tryc tuyén qua mang dién tur tai Theo dia chi:

3. | Cong Thong tin Pang ky doanh nghiép Quéc | https://dangkykinhdoanh.gov.vn
gia hodc qua Cdng dich vu céng Qudc gia hodc https://dichvucong.gov.vn/

Ghi cha:

Ngudi nop ho so st dung tai khoan dinh danh dién tr d¢é dang nhap Cong thong
tin quoc gia vé dang ky doanh nghiép, ké khai thong tin, tai van ban dién tir, ky
s6 hoic ky xéac thuc ho so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghi€p theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi duge uy quyén
phai xac thyc dién tir dé dugc cip ding ky doanh nghiép. Trudng hop viée xac
thyc dién tur bi gian doan thi nguoi uy quyén thuc hién viéc xac thuc dién tr sau
khi dugc cip ding ky doanh nghiép. Sau khi hoan thanh viéc giri hd so ding ky
doanh nghiép, ngudi ndp ho so s& nhan dugc gidy tiép nhan hd so va hen tra két

qua dién tir qua tai khoan ctia ngudi ndp ho so.

4. Thoi gian giai quyét, phi, 18 phi, mirc @9 cung cap dich vu cong true tuyén

Théi gian gidi quyét Murc thu Cung cap dich
(PVT: Viét Nam dong) vu cong truc
Ngay lam viéc | Gio 1am viée Phi Lé phi tuyén
03 ngay lam 24 gio Phi cong bd ndi | - Lé phi dang ky | Toan trinh
viéc ké tir ngay dung dang ky | doanh nghiép:

nhan du ho so

doanh

hop 1€

nghiép:
100.000  ddng/
lan, ndp tai thoi
diém nodp hd so

50.000 dong/ lan,
nop tai thoi diém
nop ho so néu
dang ky truc tiép

néu dang ky tryc | (Thong tu s

tiép (Thong tu | 47/2019/TT-

s& 47/2019/TT- | BTC).

BTC). - Mién 1¢ phi d6i
véi  truong  hop
ding ky qua
mang dién t,

dang ky thanh 1ap
trén co s& chuyén
doi tr ho kinh
doanh (Thong tu
sO  47/2019/TT-
BTC).
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5. Cac biéu miu trong giai quyét TTHC

STT

Tén biéu mau

Co sé phap ly

1.

Mau don, to khai

* Trudng hop chuyén d6i thanh cong ty cd phan:

- Gidy dé nghj dang ky doanh nghiép coéng ty c6 phan
(Mau sb6 4, Phu luc I kém theo Thong tu s6 68/2025/TT-
BTC);

- Danh sach c6 dong sang 1ap cong ty c¢6 phan (Mau sb 7,
Phu luc I kém theo Thong tu s 68/2025/TT-BTC);

- Danh sach c¢6 dong 14 nha dau tu nudc ngoai (Mau sb 8,
Phu luc I kém theo Thong tu s 68/2025/TT-BTC);

- Danh sach chu s¢ hitu huong loi ctia doanh nghiép (Mau
s6 10, Phy luc T kém theo Thong tu sb 68/2025/TT-BTC)
*_ Trudong hop chuyén dbi thanh cong ty TNHH mot thanh
vien:

- Gidy d¢ nghi ding ky doanh nghiép - Cong ty trach
nhiém hiru han mot thanh vién (Mau s6 2, Phu luc I kém
theo Thong tu s6 68/2025/TT-BTC);

- Danh séach chu s¢ hitu huong loi ciia doanh nghiép (Mau
s6 10, Phy luc T kém theo Thong tu sb 68/2025/TT-BTC)
*_ Truong hop chuyén doi thanh céng ty TNHH hai thanh
vién tr¢ 1én:

- Gidy d¢ nghi ding ky doanh nghiép - Cong ty trach
nhiém hitu han hai thanh vién tré 1én (Mau s6 2, Phu luc I
kém theo Thong tu s6 68/2025/TT-BTC);

- Danh séach thanh vién cong ty trdch nhi€ém hitu han hai
thanh vién tr¢ 1én (Mau sb 6, Phu luc I kém theo Théng tu
s6 68/2025/TT-BTC);

- Danh sach chu s¢ hitu huéng loi ctia doanh nghiép (Mau
s6 10, Phuy lyc I kém theo Thong tu s6 68/2025/TT-BTC).

Thong tu s
68/2025/TT-BTC

2. | Gidy chung nhan ding ky doanh nghiép - Cong ty TNHH | Thong  tu s
mot thanh vién (Mau sb 38, Phu luc I kém theo Thong tu | 68/2025/TT-BTC
s6 68/2025/TT-BTC)

3. | Gidy chung nhan ding ky doanh nghiép - Cong ty TNHH | Thong tu s
hai thanh vién tr¢ 1én (Mau s6 39, Phu luc I kém theo | 68/2025/TT-BTC
Théng tu s6 68/2025/TT-BTC).

4. | Giay chting nhan dang ky doanh nghiép - Cong ty c¢6 phan | Thong  tu  s0
(Mau s6 40, Phu luc I kém theo Thong tu s6 68/2025/TT- | 68/2025/TT-BTC
BTC).

5. | Thong bao vé viée sta d6i, bo sung ho so ding ky doanh | Thong  tu sO
nghiép (Miu s6 48, Phy luc I kém theo Thong tu sé | 68/2025/TT-BTC
68/2025/TT-BTC).

6. | Giay tiép nhan ho so va hen tra két qua ho so dang ky | Thong tu  s6
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh (Mau s6 70, Phu Iyc I kém theo Thong tu s
68/2025/TT-BTC).

7. | Giay tiép nhan ho so va hen tra két qua ho so dang ky | Thong tu s

doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh

68/2025/TT-BTC
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doanh qua mang thong tin dién ttr (Mau s6 71, Phy lyc I
kém theo Thong tu s6 68/2025/TT-BTC).

8. | Méau Phiéu xin 10i va hen lai ngay tra két qua (Mau so 04
Thoéng tu s6 01/2018/TT-VPCP)

Thong tu s
01/2018/TT-VPCP

9. |MAau So6 theo ddi ho so

01/2018/TT-VPCP)

(Mau s6 06 Théng tu sb

Thong tu  sb
01/2018/TT-VPCP

6. Quy trinh giai quyét

Thoi gian.
. ‘e iai quyét toi
Tén buée bon V!/ngm thye Noi dung cong viéc ° qdz
en (DVT: Gio
lam viéc)
*, Truwdng hop ding Ky truc tiép hoiic qua dich vu buu chinh
Buéc1l |Cac Chi nhénh | - Tiép nhén ho so va ghi gidy tiép | Gid hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
ho so - Chuyén ho so vé S¢ Tai chinh
Budc 2 Van phong S¢ Tai Chuyén ho so cho Phong |1 gid
Luan chuyén | chinh PKKD&TCDN
ho so
Budc 3 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc 4 Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gio
Thulyva |PKKD&TCDN tinh hop 18 cta hd so:
giai quyét hd - H6 so khong du diéu kién: Dy
SO thao thong bao huéng dan stra d6i
bd sung, néu 15 1y do.
- HO so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budc 5 Lanh dao Phong | * Néu dong y: 4 gid
Phé duyét | PKKD&TCDN - Trudong hop hd so hop 1&: phé
két qua duyét noi dung két qua dang ky
doanh nghiép
- Trudong hop ho so khong hop 1¢:
Phé duyét ndi1 dung thong bao
hudng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B4.
Budc 6 |- Lanh dao Phong |- Gui Thong bao yéu cau stra doi | 2 gid
Thong bao | PKKD&TCDN bd sung (tra ty dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé diang ky
Phong doanh nghiép) ddi vé6i truong hop
PKKD&TCDN hé so khong hop 18.
- Chép thuan trén hé théng doi
v6i ho so hop 16

- Ky s6 két qua dang ky doanh
nghi¢p. Truong hop khong thé ky
sO do khach quan thi lanh dao
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chuyég lai chuyén vién in két qua
ban giay d¢ trinh lanh dao ky ket
qua chuyén van thu phat hanh

Budc 7 Van thu - D6i v6i truong hop ky sb két | 4 gid
Phéat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chuc cua
Phong DKKD&TCDN  (tra tu
dong qua cong théng tin qudc gia
veé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy
Bude 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
cé nhan doi nghiép
Vo1 truong
hop két qua
13 ban gidy
Budc 9 - Chuyén vién | Van thu Phong DPKKD&TCDN
Théng ké | Phong va B0 phan luu trit cung Van
theo ddi | PKKD&TCDN; B6 | phong S¢ ¢6 trach nhiém thong
phan luu trix ké cac TTHC thuc hién tai don vi
- Véan phong S¢ vao so theo ddi ho so
Tong thoi gian: 3 ngay
*. Truwong hop dang ky qua mang dién tir
Budc 1 Nguoi c6 tham | Nguoi nop ho so ké khai thong | Ca ngay
Nop hd so | quyén ky vin ban dé | tin, tai van ban dién tor, ky xac
nghi dang ky doanh | thyc hd so ding ky doanh nghiép
nghi€p hodc ngudi | qua mang thong tin dién tr va
dugc Uy quyén thyuc | thanh toan phi, 1& phi ding ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin quéc gia vé dang
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn)
Buoc 2 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Budc3 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 13 gio
Thu ly, giai | PKKD&TCDN tinh hop 1¢ ctia hd so:
quyét ho so - Hd so khong du diéu kién: Dy
thao thong bao huéng dan sira doi
b sung, néu 15 1y do.
- Ho so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budc 4 Lanh dao Phong | * Néu dong y: 4 gio
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Phé duyét | PKKD&TCDN - Truong hop hd so hop 18: phé
két qua duyét noi dung két qua dang ky
doanh nghiép
- Truong hop ho so khong hop 18:
Phé duyét ndi dung théng bao
hudng dan sira d6i bo sung
* Néu khong dong y: chuyén lai
B3.
Budc 5 - Lianh dao Phong |- Gui Thong bao yéu cau stra doi | 2 gid
Thong bao | PKKD&TCDN bd sung (tra ty dong qua cong
két qua - Chuyén vién | théng tin qudc gia vé ding ky
Phong doanh nghiép) ddi vé6i truong hop
PKKD&TCDN hé so khong hop 18.
- Chap thuan trén hé thong ddi
v6i hd so hop 1¢
- Ky s6 két qua dang ky doanh
nghiép. Trudng hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh.
Budc 6 Van thu - Poi véi truong hop ky so két | 4 gid
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chuc cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin qudc gia
veé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy
Budce 7 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cép dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
cé nhan doi nghiép
voi trudng
hop két qua
1a ban gidy
Budc 8 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gio hanh
Théng ké | PKKD&TCDN ; Bo | va B phan luu trit - Van phong | chinh
theo ddi | phan luu trit - Van | S& ¢6 trach nhiém thong ké cac
phong So TTHC thyc hién tai don vi vao sb
theo ddi ho so
Tong thoi gian: 3 ngay

7. Trach nhiém tra ho so, két qua giai quyét va lwu trir hd so TTHC

Trach nhiém

Trung tdm PVHCC

Co quan glal quyet hd so

Tra ho so, két qua

- Chuyen ho so, két qua giai
quyét TTHC ban gidy cho
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don vi cung cép dich vu buu
chinh cong ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién ttr trén Cong
thong tin qudc gia vé ding
ky doanh nghiép.

Luu tri

- S6 theo doi hf) so (Mau sd
06 Thong tu so 01/2018/TT-
VPCP)

- H6 so td chirc/ca nhan nop;
Gidy tiép nhan hd so va hen
tra két qua; (d6i v6i truong
hop ndp hd so gidy).

- Théng bao vé viéc stra doi,
bd sung hd so dang ky doanh
nghiép; Gidy chimg nhan
dang ky doanh nghiép.

- S6 theo ddi hd so (néu tra
két qua 1a ban gidy).
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27. Chuyén déi doanh nghiép tw nhan thanh cong ty hop danh, cong ty trach

nhiém hiru han, cong ty c6 phan (QT-SO-27).

1. Co s6 phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luit Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 cta Qudc hoi nudec Cong hoa xa hoi chu nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;

- Théng tu sé 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau str dung trong ding ky doanh nghiép, ding ky ho kinh doanh;

- Théng tu sb 47/2019/TT-BTC ngay 05/8/2019 ctia B6 Tai chinh quy dinh mirc
thu, ché d6 thu, ndp, quan 1y va str dung phi cung cip thong tin doanh nghiép, 16 phi ding
ky doanh nghiép.

2. Thanh phin h so
Ban sao/

STT Tén ho so bin chinh SO lwgng

1. Truong hop chuyén doéi doanh nghiép tu
nhan thanh cong ty hop danh:

- Gidy dé nghi dang ky doanh nghiép. Ban chinh 01
- Piéu 18 cong ty. Ban chinh 01
- Danh séach thanh vién; danh sach chu s& Ban chinh 01
htru huong loi cua doanh nghiép (néu c0).

- Ban sao gidy to phap 1y cta ca nhan d6i voi Ban sao 01
thanh vién.

- Ban sao Gidy ching nhan diang ky dau tu Ban sao 01

d6i voi nha dau tu nudc ngoai theo quy dinh
cta Luat Dau tu.

Keém theo hd so phai ¢d cac gidy to sau day:

- Cam két bang vin ban cua chu doanh | Ban chinh 01
nghiép tu nhan hodc nguoi thira ké hop phap
vé Vviéc chiu trach nhiém c4 nhan bing toan
b tai san cia minh déi véi tat ca khoan no
chua thanh toan va cam két thanh toan du sd
no khi dén han;

- Thoa thuan bang vin ban cua chu doanh Bén chinh 01
nghiép tu nhén hodc nguoi thira ké hop phap
véi cac bén cua hop dong chua thanh 1y vé
viéc cong ty dugc chuyén doi tiép nhan va
tiép tuc thyc hién cac hop dong do;

- Cam két bang vin ban hoic théa thuan | Ban chinh 01
bang vin ban cua chu doanh nghiép tu nhan
hoac ngu’orl thira ké hop phap vai cac thanh
vién gop vén khac vé viéc tiép nhan va sir
dung lao dong hién cé cua doanh nghiép tu
nhan;

- Hop ddng chuyén nhugng hoic gidy to | Ban chinh 01
ching minh viéc hoan tat chuyén nhuong



https://thuvienphapluat.vn/van-ban/Doanh-nghiep/Luat-Dau-tu-so-61-2020-QH14-321051.aspx

255

trong truong hop chuyén nhwong vén cua
doanh nghiép tu nhén;

- Hop dong tang cho trong truong hop tang cho
vén ctia doanh nghiép tu nhan;

- Ban sao van ban xac nhan quyén thira ké
hop phap cua nguoi thira ké trong trudng hop
thira ké theo quy dinh cua phap luat;

- Ban sao van ban cua co quan dang ky dau
tu chap thuan vé viéc gop von, mua ¢ phan,
mua phan vén gop cua nha dau tu nudc
ngoai, to chic kinh t& co6 vén dau tu nudc
ngoai ddi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua co phan mua phan
von gop theo quy dinh ciia Luat Dau tu.
Truong hop chu doanh nghiép tu nhan ké
khai s6 dinh danh c4 nhéan theo quy dinh tai
khoan 1 Piéu 11 Nghi dinh s 168/2025/ND-
CP thi h6 so ding ky doanh nghiép khong
bao gom ban sao giay to phap ly cua ca nhan
d6i véi cha doanh nghiép tu nhan. Cuy thé:
Truong hop da cé sé dinh danh cd nhan,
nguoi thuc hién thu tuc dang ky doanh
nghiép ké khai cdac théng tin vé ho, chir dém
va tén, ngay, thang, nam sinh, s0 dinh danh
cd nhdn, gioi tinh cua minh va cua ca nhan
c6 yéu cau ké khai théng tin ca nhdn trong
hé so ding ky doanh nghiép va dong y chia
sé thong tin cda nhan duoc luu giit tai Co so
dit liéu quoc gia vé din cuw cho Co quan
dang ky kinh doanh, co quan quan ly nha
nuede vé dang ky kinh doanh d@é phuc vu céng
tgc quan 1y nha nuéc vé ding ky doanh
nghiép theo quy dinh. Cac thong tin ké khai
dwoc doi chiéu véi cdc thong tin duwoc luu
giir tai Co sé dir liéu quéc gia vé dan cu.
Truwong hop thong tin ca nhan dwoc ké khai
khéng thong nhdt so véi théng tin dwoc luu
giir tai Co 56 div liéu quoc gia vé dan cu, cd
nhan dé cé trach nhiém cdp nhdt, diéu chinh
théng tin dé dam bdo chinh xdc, thong nhat.
Trwong hop chuyén doi doanh nghiép nr
nhan thanh cong ty cé phan:

- Gidy dé nghi dang ky doanh nghiép.

- Piéu Ié cong ty.

- Danh sach c¢6 dong sang 1ap; danh sach co
d6ng 1a nha dau tu nuéc ngoai; danh sach chu
so hiru huong loi caa doanh nghiép (néu co).

- Ban sao CcAc gidy to sau dy:
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- Giay to phép ly cua c4 nhin doi véi co dong
sang lap va co dong 1a nha dau tu nudc ngoai
la ca nhan, nguoi dai dién theo phap luat;

- Giay to phap Iy cua to chirc dbi vé6i co dong
la t6 chirc va vin ban cir ngudi dai dién theo
iy quyén; gidy to phép Iy cua ca nhan déi voi
nguoi dai dién theo uy quyén cua co dong
sang lap va cb dong 1a nha dau tu nudc ngoai
2 t6 chirc.

Déi véi co dong 1a to chire nurdc ngoai thi ban
sao gidy to phép ly cua td chuc phai dugc hop
phap héa lanh su;

- Giay chiing nhan dang ky dau tu ddi vai nha
dau tu nuéc ngoai theo quy dinh cua Luat
Pau tu.

*Kém theo hd so phai c6 cac gidy to sau
day:

- Cam két bang vian ban cua cha doanh
nghiép tu nhan hodc nguoi thira ké hop phap
vé viéc chiu trach nhiém cé nhan bing toan
b tai san cia minh déi véi tat ca khoan no
chua thanh toan va cam két thanh toan du sb
no khi dén han;

- Thoéa thuan bang vin ban caa chu doanh
nghiép tu nhan hodc nguoi thira ké hop phap
VvGi cac bén cua hop dong chua thanh 1y vé
viéc cong ty dugc chuyén doi tiép nhan va
tiép tuc thuc hién cac hop dong do;

- Cam két bang van ban hoic thoa thuan
bang vin ban cua cha doanh nghiép tu nhan
hoac nguol thira ké hop phap vei cac thanh
vién gop vén khac vé viéc tiép nhan va sur
dung lao dong hién c6 cua doanh nghiép tu
nhan;

- Hop ddng chuyén nhuong hodc gidy to
chang minh viéc hoan tat chuyén nhuong
trong truong hop chuyén nhuong vén cua
doanh nghiép tu nhan;

- Hop dong ting cho trong truong hop tang cho
vén ciia doanh nghiép tu nhan;

- Ban sao van ban xac nhan quyén thura ké
hop phap cua nguoi thira ké trong trudong hop
thira ké theo quy dinh cua phap luat;

- Ban sao van ban cua co quan dang ky dau
tu chap thuan vé viéc gop von, mua cb phan,
mua phan voén gop cua nha dau tu nudc
ngoai, to chic kinh t& co6 vén dau tu nudc
ngoai ddi v6i trudng hop phai thuc hién thu
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tuc dang ky gop von, mua co phﬁn mua phan
vbn gop theo quy dinh cua Luat Dau tu.
Truong hop c6 dong sang 1ap va co dong la
nha dau tu nude ngoai 1a ca nhan, nguoi dai
dién theo phap luét, ngudi dai dién theo uy
quyen cua c6 dong sang lap va c6 dong 1a
nha dau tu nuéc ngoai 1a to chic ké khai sé
dinh danh c4 nhan theo quy dinh tai khoan 1
Diéu 11 Nghi dinh sé 168/2025/ND-CP thi
hd so dang ky doanh nghiép khéng bao gém
ban sao giay to phap 1y cia cac ca nhan nay.
Cu thé: Truong hop di cé s6 dinh danh cd
nhan, nguoi thuc hién thu tuc dang ky doanh
nghiép ké khai cdc théng tin vé ho, chiv dém
va tén, ngay, thang, nam sinh, s6 dinh danh
cd nhan, gioi tinh cua minh va cua ca nhan
c6 yéu cdu ké khai thong tin cd nhén trong
hé so ding ky doanh nghiép va dong y chia
sé thong tin cd nhan dvwoc luu giit tai Co so
dit lidu quoc gia vé din cuw cho Co quan
dang ky kinh doanh, co quan quan Iy nha
nuée vé dang ky kinh doanh dé phuc vu céng
tac quan Iy nha nwée vé dang ky doanh
nghiép theo quy dinh. Cac thong tin ké khai
dwoc doi chiéu véi cdc thong tin dwoc luu
giit tai Co s¢ dir liéu quéc gia vé dan cu.
Truong hop thong tin cd nhan dwoc ké khai
khong thong nhat so véi ‘thong tin dwoc luu
giit tai Co 56 div liéu quoc gia vé dan cw, cd
nhan do co trach nhiém cap nhat, diéu chinh
théng tin dé dam bdo chinh xdc, thong nhat.

Truong hop chuyvén doéi doanh nghiép tu
nhan thanh cong tv TNHH mét thanh vién:

- Gidy d¢ nghi dang ky doanh nghiép.

- Piéu 18 cong ty.

- Danh séch chu s¢ hitu huong lgi cia doanh
nghiép (néu co)

Ban sao cac giay to sau day:

- Giay to phap ly caa ca nhan d6i véi thanh
vién la ca nhan, nguoi dai dién theo phap
luat;

- Giay to phép ly cua t6 chac ddi véi thanh
vién 12 t6 chue va van ban cu nguoi dai dién
theo y quyeén; gidy to phap ly cua ca nhan
d6i voi nguoi dai dién theo uy quyén cua
thanh vién 1a t6 chuc.

Péi véi thanh vién 1a té chire nudc ngoai thi
ban sao gidy to phap ly cua to chac phai
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duoc hop phap hoa lanh su;

- Glay ching nhan ding ky dau tu dbi véi
nha dau tu nudc ngoai theo quy dinh cia
Luat Pau tu.

* Kém theo hd so phai c6 cac gidy to sau
day:

- Cam két bang vian ban cua cha doanh
nghiép tu nhan hoidc nguoi thira ké hop phap
vé viéc chiu trach nhiém ca nhan bang toan
b tai san cia minh déi véi tat ca khoan no
chua thanh toan va cam két thanh toan du s6
no khi dén han;

- Thoa thuan bang vin ban caa chu doanh
nghiép tu nhan hodc nguoi thira ké hop phap
véi cac bén cua hop dong chua thanh 1y vé
viéc cong ty dugc chuyén doi tiép nhan va
tiép tuc thuc hién cac hop dong do;

- Cam két bang vin ban hoic thoéa thuan
bang vin ban cua cha doanh nghiép tu nhan
hodc ngudi thira ké hop phép véi céc thanh
vién gop vén khac vé viéc tiép nhan va sir
dung lao dong hién c6 cua doanh nghiép tu
nhan;

- Hop ddng chuyén nhuong hoic gidy to
chang minh viéc hoan tit chuyén nhwong
trong truong hop chuyén nhuong vén cua
doanh nghiép tu nhan;

- Hop dong ting cho trong truong hop tang cho
vén ciia doanh nghiép tu nhan;

- Ban sao van ban xac nhan quyeén thiura ké
hop phap cua nguoi thira ké trong trudng hop
thira ké theo quy dinh cua phép luat;

- Ban sao van ban cua co quan dang ky dau
tu chap thuan vé viéc gop von, mua ¢ phan,
mua phan voén gop cua nha dau tu nudc
ngoai, to chirc kinh té c¢6 vén dau tu nudc
ngoai ddi véi truong hop phai thuc hién thu
tuc dang ky gop von, mua co phan mua phan
vbn gop theo quy dinh ctia Luat Dau tu.
Truong hop cha s¢ htu, thanh vién la ca
nhan, nguoi dai dién theo phap luat, nguoi
dai dién theo uy quyén cua cha so hiwu,
thanh vién 13 té6 chac ké khai sé dinh danh
c4 nhan theo quy dinh tai khoan 1 Diéu 11
Nghi dinh s& 168/2025/ND-CP thi hd so
déng ky doanh nghiép khong bao gom ban
sao giay to phép ly cua cac ca nhan nay. Cu
thé: Truong hop di c¢é s dinh danh cd nhan,
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nguoi thuc hién thu tuc dang ky doanh
nghiép ké khai cdc théng tin vé ho, chiv dém
va tén, ngay, thang, nam sinh, s6 dinh danh
cd nhdn, gioi tinh cua minh va cua ca nhan
c6 yéu cau ké khai thong tin cd nhén trong
hé so dang ky doanh nghiép va dong y chia
sé thong tin cd nhadn duoc luu giit tai Co so
dit liéu quoc gia vé din cuw cho Co quan
dang ky kinh doanh, co quan quan Iy nha
nude vé dang ky kinh doanh d@é phuc vu céng
tic quan 1y nha nwéc vé diang ky doanh
nghiép theo quy dinh. Cac thong tin ké khai
dwoc doi chiéu véi cdc thong tin duwoc luu
giit tai Co sé dir liéu quéc gia vé dan cu.
Truwong hop thong tin ca nhan duoc ké khai
khéng thong nhdt so véi théng tin dwoc luu
giir tai Co 56 div liéu quoc gia vé dan cu, cd
nhan do co trach nhiém cap nhdt, diéu chinh
théng tin dé dam bdo chinh xdc, thong nhat.

Truong hop chuyvén déi_doanh nghiép tw
nhan thanh cong ty TNHH hai thanh vién tro
Ién:

- Giay dé nghi dang ky doanh nghiép.

- biéu Ié cong ty.

- Danh sach thanh vién, danh sach chu s&
hitu huang loi caa doanh nghiép (néu cd).
Ban sao cac giay to sau day:

- Gidy to phap ly caa ca nhan d6i véi thanh
vién la ca nhan, nguoi dai dién theo phap
luat;

- Giay to phép ly cua t6 chac ddi véi thanh
vién 12 to chue va van ban cu nguoi dai dién
theo y quyeén; gidy to phap ly cua ca nhén
d6i véi ngudi dai dién theo uy quyén cua
thanh vién 1a t6 chuc.

Déi véi thanh vién 1a to chire nudc ngoai thi
ban sao giay to phap ly cua to chuc phai
dugc hop phéap héa lanh su;

- Giay ching nhan dang ky dau tu ddi voi
nha dau tu nudc ngoai theo quy dinh cua
Luat Dau tu.

* Kém theo hd so phai c6 cac gidy to sau
day:

- Cam két bang van ban cia chi doanh
nghiép tu nhan hoidc nguoi thira ké hop phap
vé viéc chiu trach nhiém cé nhan bang toan
b tai san cia minh déi véi tat ca khoan no
chua thanh toan va cam két thanh toan du sd
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no khi dén han;

- Théa thuan bang vin ban cua chu doanh
nghiép tu nhan hodc nguoi thira ké hop phap
v6i cac bén cua hop dong chua thanh Iy vé
viéc cong ty dwoc chuyén doi tiép nhan va
tiép tuc thuc hién cac hop dong do;

- Cam két bang van ban hoic thoéa thuan
bang vin ban cua cha doanh nghiép tu nhan
hodc nguoi thua ké hop phap veéi cac thanh
vién gop vén khac vé viéc tiép nhan va sir
dung lao dong hién c6 cua doanh nghiép tu
nhan;

- Hop ddng chuyén nhuong hodc gidy to
chang minh viéc hoan tit chuyén nhuong
trong truong hop chuyén nhuong vén cua
doanh nghiép tu nhan;

- Hop dong ting cho trong truong hop tang cho
vén cua doanh nghiép tur nhan;

- Ban sao van ban xac nhan quyén thura ké
hop phap cua nguoi thira ké trong trudng hop
thira ké theo quy dinh cua phép luat;

- Ban sao van ban cta co quan dang ky dau
tu chap thuan vé viéc gop von, mua c6 phan,
mua phan von gop cua nha dau tu nudc
ngoai, t6 chuc kinh té co6 von dau tu nudc
ngoai ddi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua co phan mua phan
vbn gop theo quy dinh ctia Luat Dau tu.
Truong hop cha s¢ htu, thanh vién la ca
nhan, nguoi dai dién theo phap luat, nguoi
dai dién theo uy quyén cua cha so hiwu,
thanh vién 1a t6 chic ké khai sé dinh danh
c4 nhan theo quy dinh tai khoan 1 Piéu 11
Nghi dinh s& 168/2025/NB-CP thi ho so
dang ky doanh nghiép khéng bao gom ban
sao gidy to phép ly cua cac ca nhan nay. Cu
thé: Trueong hop da cé sé dinh danh cd nhan,
nguoi thyc hién thu tuc dang ky doanh
nghiép ké khai cdc théng tin vé ho, chiv dém
va tén, ngay, thang, nam sinh, s0 dinh danh
cd nhan, gioi tinh cua minh va cua ca nhan
c6 yéu cau ké khai thong tin cd nhén trong
hé so dang ky doanh nghiép va dong y chia
sé thong tin cd nhdn duoc luu giit tai Co so
dit lidu quéc gia vé din cuw cho Co quan
dang ky kinh doanh, co quan quan Iy nha
nede vé dang ky kinh doanh @é phuc vu céng
tgc quan Iy nha nuéc vé ding ky doanh
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nghiép theo quy dinh. Cdc thong tin ké khai
dwge doi chiéu véi cdc thong tin dwoc luu
giir tai Co s¢ dir liéu quéc gia vé dan cu.
Truong hop thong tin cd nhan dwoc ké khai
khéng thong nhdt so véi thong tin dwoc leu
giir tai Co 56 div liéu quoc gia vé dan cw, cd
nhdn do co trach nhiém cdp nhdt, diéu chinh
théng tin dé dam bdo chinh xdc, thong nhat.

*. Truong hqp uy qgvén thuc hién tbﬁ tuc: q ‘ 9
Nguoi c6 tham quyén ky van ban dé€ nghi dang ky doanh nghiép c6 thé uy quyén cho t6
chtrc, ca nhan khac thuc hién thu tuc dang ky doanh nghiép theo quy dinh sau day:

1. | Truong hop ty quyén cho c4 nhédn thuc hién
thu tuc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghi¢p phai co:

- Vin ban uy quyén cho c4 nhan thuc hién tha Ban chinh 01
tuc lién quan dén dang ky doanh nghiép. Vin
ban y quyén nay khong bat budc phai cong
ching, chiing thuc.

2. | Trudong hop Uy quyén cho t6 chuc thuc hién
thu tuc dang ky doanh nghiép, kém theo ho
so dang ky doanh nghiép phai co:

- Ban sao hop dong uy quyén cho t6 chirc Ban sao 01
thyc hién thi tyc lién quan dén dang ky

doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong Bén chinh 01

nhiém vu cta t6 chic d6 cho ca nhan truc
tiep thuc hién tha tuc lién quan dén dang ky
doanh nghiép.

3. | Truong hop ty quyén cho don vi cung cap
dich vu buu chinh cong ich thuc hién thu tuc
dang ky doanh nghiép thi khi thuc hi¢n thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nQp:

- Ban sao phiéu gtri hd so theo miu do doanh Ban sao 01
nghi¢p cung g dich vu buu chinh cong ich
phat hanh c6 chir ky xac nhéan cua nhan vién
buu chinh va ngudi c¢6 thim quyén ky vin
ban dé nghi ding ky doanh nghiép.

4. | Truong hop uy quyén cho don vi cung cap
dich vu buu chinh khong phai 1a buu chinh
cong ich thuc hién thu tuc dang ky doanh
nghiép thi viéc uy quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh sb
168/2025/ND-CP, cu thé:

- Ban sao hop déng uy quyén cho t6 chirc Ban sao 01
thuc hién thu tyc lién quan dén dang ky
doanh nghiép;

- Gidy gidi thiéu hodc vian ban phan cong Bén chinh 01
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nhiém vu cua td chitc d6 cho c4 nhéan truc
ti€ép thuc hién thu tuc lién quan dén dang ky
doanh nghiép.

Ghi chu:

Ngudi uy quyén va ngudi dugc ty quyén thuc hién thu tuc dang ky doanh nghi¢p
chiu trach nhiém trude phap luat vé tinh hop phap, trung thyc va chinh xac cua
viée uy quyén. Ngudi uy quyén va ngudi duge ty quyén phai xac thue dién tir dé
duoc cap dang ky doanh nghiép. Truong hop viéc Xac thue dién tur bi gian doan
thi nguoi Gy quyén thuc hién viéc xac thuc dién tir sau khi dugc cép ding ky
doanh nghiép.

Trudng hop ngudi ty quyén khong xac nhan hodc x4c nhan khong uy quyén thuc
hién thi tuc ding ky doanh nghiép thi Co quan ding ky kinh doanh cip tinh yéu
cau doanh nghiép bao cao theo quy dinh tai khoan 5 Piéu 21 Nghi dinh sb
168/2025/ND-CP. Cu thé: Yéu cau doanh nghiép bao cdo vé viéc tudn thu cac
quy dinh cta Luat Doanh nghiép theo quy dinh tai diém ¢ khoan 1 Diéu 216 Luat
Doanh nghiép “Yéu cau doanh nghiép bao céo vé viéc tuan thii quy dinh ctia Luat
nay khi xét théy can thiét; d6n ddc viée thuc hién nghia vu bdo cao cua doanh
nghiép”.

Truong hop chua cé tai khoan dinh danh dién tir dé thuc hién xac thuc dién tu
thi ho so ding ky doanh nghiép phai kém theo ban sao thé Can cudc hodc the
Can cudc cong dan hodc ho chiéu hodc ho chiéu nudc ngoai hoic cac gidy to ¢o
gia trj thay thé ho chiéu nude ngoai con hiéu luc cua ngu’m uy quyén.

3. Cach thire, dia chi ndp hd so, nhin két qua gidi quyét TTHC

STT Cich thirc ndp, nhin két qua Dija chi cu thé
|| Pang ky truc tiép tai Chi nhanh TTPVHCC Tgﬁocgll;‘;ljf?ﬂl Ziﬁ’aﬂcfézhf»”ah
" | Thanh phé Ha Noi p : gbaocu

cip c6 thim quyén)

Theo dia chi: S& Tai chinh - Khu

lién co quan Véan Ho (Pia chi: s6

52 Lé Pai Hanh, phuong Hai Ba
Trung, thanh phd Ha Noi)

2. | bang ky qua dich vu buu chinh

Nop h6 so truc tuyén qua mang dién tir tai Theo dia chi:

3. | Cong Thong tin Pang ky doanh nghiép Qudc | https://dangkykinhdoanh.gov.vn
gia hodc qua Cong dich vu cong Qudc gia hodc https://dichvucong.gov.vn/
Ghi chu:

Ngudi ndp ho so st dung tai khoan dinh danh dién tr ¢é dang nhap Cong thong
tin qudc gia vé dang ky doanh nghiép, ké khai thong tin, tai vin ban dién tu, ky
s6 hoic ky xéac thuc ho so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghiép theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi dugc uy quyén
phai xac thyc dién tir dé duge cip ding ky doanh nghiép. Trudng hop viée xac
thuc dién tir bi gian doan thi nguoi Gy quyén thuc hién viéc xac thyc dién tir sau
khi duoc cap diang ky doanh nghiép. Sau khi hoan thanh viéc gti hd so ding ky
doanh nghiép, ngudi ndp hd so s& nhan duoc gidy tiép nhan ho so va hen tra két
qua dién tir qua tai khoan ctia ngudi ndp ho so.

4. Thoi gian giai quyét, phi, 18 phi, mirc d9 cung cap dich vu cong truc tuyén

Mirc thu Cung cip dich

Thoi gian giai quyét (PVT: Viét Nam dong) vu cong truc
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Ngay lam viéc | Gio lam viéc Phi Lé phi tuyén
03 ngay lam 24 gio Phi cong bo ndi | - L& phi dang ky | Toan trinh
viéc k¢ tir ngay dung dang ky | doanh nghiép:

nhan du ho so
hop 1€

doanh  nghiép:
100.000  dong/
lan, ndp tai thoi
diém nodp hd so
néu dang ky truc
tiép (Théng tu
sO 47/2019/TT-
BTC).

50.000 ddng/ lan,
nop tai thoi diém
nop hdé so néu
dang ky truc tiép

(Thong tu  so
47/2019/TT-
BTC).

- Mién 1& phi d6i
vol  truong  hop
dang ky qua
mang dién t,

dang ky thanh lap
trén co s& chuyén
doi tr ho kinh
doanh (Thoéng tu

SO

BTC).

47/2019/TT-

. Céc biéu miu trong gidi quyét TTHC

STT

Tén bieu mau

Mau don, to khai

*. Truong hop chuyén d6i doanh nghiép tu nhan thanh
cong ty hop danh:

1. Giay dé nghi dang ky doanh nghiép cong ty hop danh
(Méu s6 5, Phu Iyc I kém theo Thong tu s6 68/2025/TT-
BTO);

2. Danh sach thanh vién cong ty hop danh (Mau s6 9, Phu
luc I kém theo Thong tu $b 68/2025/TT-BTC);

3. Danh sach chu s¢ hiru hudéng loi ciia doanh nghiép
(Mau s6 10, Phu lyc I kém theo Thong tu s6 68/2025/TT-
BTC);

*_ Truong hop chuyén dbi doanh nghiép tu nhan thanh
céng ty TNHH 1 thanh vién:

1. Gidy dé nghi dang ky doanh nghiép - Cong ty trach
nhiém hiru han mot thanh vién (Miu s6 2, Phu luc I kém
theo Thong tu s6 68/2025/TT-BTC);

2. Danh sach chu s& hitu huéng lgi cua doanh nghiép
(Mau s6 10, Phu Iyc I kém theo Thong tu sb 68/2025/TT-
BTC);

*_ Truong hop chuyén d6i doanh nghiép tu nhan thanh
cong ty TNHH 2 TV tr¢ 1én:

1. Gidy dé nghi ding ky doanh nghiép - Cong ty trach
nhiém hiru han hai thanh vién tré 1én (MAu s6 3, Phu luc I
kém theo Thong tu s6 68/2025/TT-BTC);

2. Danh séach thanh vién cong ty trach nhi¢ém hiru han hai
thanh vién tré 1én (M?tu s6 6, Phu luc I kém theo Thong tu

Coso phaply
Thong tu  sO
68/2025/TT-BTC
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s6 68/2025/TT-BTC);

3. Danh sach chua s& hitu huong lgi cua doanh nghi¢p
(Mau s6 10, Phuy Iyc I kém theo Thong tu sb 68/2025/TT-
BTC).

*_ Truong hop chuyén dbi doanh nghiép tu nhan thanh
cong ty co phan:

1. Gidy dé nghi diang ky doanh nghiép cong ty cd phan
(Mau s6 4, Phu lyc I kém theo Thong tu sb 68/2025/TT-
BTC);

2. Danh sach c6 dong sang 1ap cong ty cd phan (Mau s 7,
Phu luc I keém theo Thong tu ) 68/2025/TT-BTC);

3. Danh sach c6 dong 1a nha dau tu nude ngoai (Mau sd 8,
Phu luc I kém theo Thong tu s 68/2025/TT-BTC);

4. Danh sach chu s¢ hitu hudng loi cia doanh nghiép
(Mau s6 10, Phu lyc I kém theo Thong tu s6 68/2025/TT-
BTC).

2. | Gidy chiing nhan dang ky doanh nghiép - Cong ty TNHH | Thong  tu  s6
mot thanh vién (Mau sb 38, Phu luc I kém theo Thong tu | 68/2025/TT-BTC
s6 68/2025/TT-BTC).

3. | Gidy chiing nhan dang ky doanh nghiép - Cong ty TNHH | Thong  tu  s6
hai thanh vién tré 1én (Mau s6 39, Phu luc I kém theo | 68/2025/TT-BTC
Thong tu s6 68/2025/TT-BTC).

4. | Giay chting nhan dang ky doanh nghiép - Cong ty c¢6 phan | Thong  tu  s0
(Mau s6 40, Phu luc I kém theo Thong tu s6 68/2025/TT- | 68/2025/TT-BTC
BTC).

5. | Gidy chimg nhan ding ky doanh nghiép - Cong ty hop | Thong tu s
danh (Mau s6 41, Phu luc I kém theo Thong tu sé | 68/2025/TT-BTC
68/2025/TT-BTC).

6. | Thong bao vé viéc sira doi, bo sung ho so ding ky doanh | Thong  tu 6
nghiép (Miu s6 48, Phy luc I kém theo Thong tu sé | 68/2025/TT-BTC
68/2025/TT-BTC).

7. | Giay tiép nhan ho so va hen tra két qua ho so dang ky | Thong tu  s6
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh (Mau sé 70, Phu luc I kém theo Thong tu sb
68/2025/TT-BTC).

8. | Giay tiép nhan ho so va hen tra két qua ho so dang ky | Thong tu  s6
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh qua mang thong tin dién tor (Mau s6 71, Phuy luc I
kém theo Thong tu sb 68/2025/TT-BTC).

9. | Mau Phiéu xin 16i va hen lai ngdy tra két qua (Mau s6 04 | Thong tu s
Thong tur s6 01/2018/TT-VPCP) 01/2018/TT-VPCP

10. |Mau S6 theo ddi hd so (Mau s6 06 Thong tu so | Thong tu O
01/2018/TT-VPCP) 01/2018/TT-VPCP

6. Quy trinh giai quyét
Thoi gian.
Tén bude Don Vi/N.gll’(‘)’i thye Noi dung cong viéc gidi quyet toi
hién : : da
(DVT: Gio
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lam viéc)
*, Trwong hop ding ky truc tiép hoiic qua dich vu buu chinh
Budc1 |[Cac Chi  nhanh | - Tiép nhan ho so va ghi gidy tiép | Gid hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
hd so - Chuyén ho so vé S¢ Tai chinh
Budc2 | Vanphong S6 Tai | Chuyén ho so cho Phong |1 gid
Luan chuyén | chinh DKKD&TCDN
ho so
Buéc3 |Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc 4 Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gio
Thulyva | PKKD&TCDN tinh hop 1¢ ctia hd so:
giai quyét hd - Hd so khong du diéu kién: Dy
SO thao thong bao hudéng dan stra d6i
bd sung, néu 13 1y do.
- Ho so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.
Budc 5 Lanh dao Phong | * Néu dong y: 4 gio
Phé duyét | PKKD&TCDN - Truong hop hd so hop 18: phé
két qua duyét noi dung két qua dang ky
doanh nghiép
- Truong hop ho so khong hop 18:
Phé duyét ndi dung thong bdo
huéng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B4.
Buéc 6 |- Linh dao Phong | - Giri Thong bao yéu cau stra doi | 2 gio
Thong bao | PKKD&TCDN b6 sung (tra tu dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé ding ky
Phong doanh nghiép) ddi véi trudng hop
PKKD&TCDN hé so khong hop 18.
- Chap thuan trén hé thong ddi
v6i hd so hop 16
- Ky s6 két qua ding ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi linh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén van thu phat hanh
Bugc 7 | Van thu - Poi véi truong hop ky s két | 4 gid
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chuc cua

Phong DKKD&TCDN (tra tu
dong qua cong thong tin qudc gia
vé dang ky doanh nghiép).

- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua la
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ban gidy
Budc 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
c4 nhan d6i nghi¢p
Vo1 truong
hop két qua
1a ban gidy
Budc 9 - Chuyén vién | Van thu Phong DPKKD&TCDN
Théng ké | Phong va B0 phan luu trit cung Van
theo doi DKKD&TCDN; Bb | phong S¢ c¢6 trach nhiém thdng
phan luu trix ké cac TTHC thuc hién tai don vi
- Van phong S¢& vao sb theo ddi ho so
Tong thoi gian: 3 ngay
*. Truwong hop dang ky qua mang dién tir
Budce 1 Nguoi c6 tham | Nguoi ndp ho so ké khai thong | Ca ngay
Nop hd so | quyén ky van ban dé | tin, tai van ban dién tir, ky xac
nghi dang ky doanh | thyc hd so ding ky doanh nghiép
nghiép hodc nguoi | qua mang thong tin dién tir va
dugc Uy quyén thyc | thanh toan phi, 1¢ phi ding ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin qubc gia vé diang
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn)
Budc 2 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly ho so | hodc tu dong trén hé
thong
Budc3 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 13 gio
Thu ly, giai | PKKD&TCDN tinh hop 18 cta hd so:
quyét ho so - Hd so khong du diéu kién: Dy
thao thong bao huéng dan stra dbi
b sung, néu rd 1y do.
- Ho so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Buoc 4 Lanh dao Phong | * Néu dong y: 4 gid
Phé duyét | PKKD&TCDN - Truong hop hd so hop 18: phé
két qua duyét noi dung két qua dang ky
doanh nghiép
- Truong hop ho so khong hop 18:
Phé duyét ndi dung thong bdo
hudng din stra d6i bo sung
* Néu khong dong y: chuyén lai
B3.
Budc 5 - Lanh dao Phong | - Guri Thong béo yéu cau sta df)i 2 gio
Thong bdo | PKKD&TCDN bd sung (tra tu dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé ding ky
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Phong doanh nghiép) ddi vé6i truong hop
DKKD&TCDN hé so khong hop 18.
- Chap thuan trén hé thong ddi
v6i ho so hop 18
- Ky sb6 két qua dang ky doanh
nghiép. Trudong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh.
Budc 6 Van thu - D6i v6i trudong hop ky sb két | 4 gid
Phéat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chuc cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin qudc gia
veé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy.

Budce 7 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
cé nhan doi nghiép
Vo1 truong
hop két qua
13 ban gidy

Budc 8 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gio hanh

Théng ké | PKKD&TCDN ; Bo | va Bo phan luu trit - Van phong | chinh
theo doi phan luu trit - Van | S& ¢ trach nhiém théng ké cac
phong S¢& TTHC thyuc hién tai don vi vao sb
theo ddi ho so
Tong thoi gian: 3 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va luu trir ho so TTHC

Trach nhiém

Trung tam PVHCC

Co quan giai quyet ho so

Tra ho so, két qua

- Chuyen ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh cong ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tr trén Cong
thong tin qudc gia vé ding
ky doanh nghiép.

Luu trix

- S6 theo ddi hf) so (Mau sb
06 Thong tu s6 01/2018/TT-
VPCP)

- Ho 80 t6 chirc/ca nhan nop;
Gidy tlep nhan ho so va hen
tra két qua; (d01 Vol truong
hop ndp hd so gidy).

- Thong béo vé viéc stra doi,
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bd sung ho so ding ky doanh
nghiép; Gidy chimg nhan
dang ky doanh nghiép.

- S6 theo ddi hd so (néu tra
két qua 1a ban gidy).
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28. Chuyén doi cong ty trach nhiém hiru han mét thanh vién thanh céng ty

trach nhiém hiru han hai thanh vién tré 1én va ngwoc lai (QT-SO-28)

1. Co s6 phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luit Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 cta Qudc hoi nuéec Cong hoa xa hoi chu nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;

- Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau str dung trong diing ky doanh nghiép, ding ky ho kinh doanh;

- Théng tu sb 47/2019/TT-BTC ngay 05/8/2019 ctia BO Tai chinh quy dinh mirc
thu, ché d6 thu, ndp, quan 1y va str dung phi cung cip thong tin doanh nghiép, 16 phi ding
ky doanh nghiép.

2. Thanh phin h so
Ban sao/

STT Tén ho so ban chinh SO luwgng

1. | Truong hop chuyén doi cong ty TNHH mot
thanh vién thanh céng ty TNHH hai thanh

Vvién tré 1én:

- Giay dé nghi dang ky doanh nghiép. Ban chinh 01
- biéu Ié cong ty. Ban chinh 01
- Danh sach thanh vién (d6i véi cong ty Ban chinh 01

TNHH hai thanh vién tré 1€n); danh sach chua
s& hitu huong loi ciia doanh nghiép (néu co);
- Ban sao c4c gidy to sau day:

+ Gidy to phép Iy cua ca nhan ddi véi nguoi Ban sao 01
dai dién theo phép luat cua doanh nghiép;

+ Giay to phap Iy cua to chic dbi voi thanh
vién 1a t6 chire va van ban cu ngudi dai dién Bén sao 01
theo y quyeén; gidy to phap ly cua ca nhan
d6i vai ngudi dai dién theo uy quyén cua
thanh vién 1a to chuc;

Dbi vai thanh vién 12 té chirc nudc ngoai thi
ban sao gidy to phap ly cua to chuc phai
dugc hop phap héa lanh sy;

Truong hop thanh vién la ca nhan, nguoi dai
di¢n theo 1iy quyén cua thanh vién 12 t6 chiic
ké khai so dinh danh cd nhan theo quy dinh
tai khodn I DPieu 11 Nghi dinh so
168/2025/NP-CP thi hé so dang ky doanh
nghiép khdng bao gom bdn sao gidy to phap
ly cua cac ca nhan nay.

- Hop ddng chuyén nhuong hoic gidy to
chang minh viéc hoan tat chuyén nhuwong | Bén chinh 01
trong trudng hop chuyén nhuong phan vén
gop;

- Hop ddng ting cho trong trudng hop ting Ban chinh 01
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cho phan vén gop;

- Ban sao van ban xac nhan quyén thura ké
hop phap cua nguoi thira ké trong trudng hop
thira ké theo quy dinh cua phép luat;

- Hop ddng sap nhap trong trudng hop sap
nhap cong ty;

- Ban sao hodc ban chinh nghi quyét hoac
quyét dinh cua cha sé hitu cong ty vé viéc
huy déng thém vén gép cua t6 chirc, ca nhan
khac va gidy to ching minh viéc gop vén cua
thanh vién mai trong truong hgp huy dong
vbn gop caa thanh vién méi;

- Ban sao van ban cua Co quan dang ky dau
tu chap thuan vé viéc gdp von, mua c6 phan,
mua phan vén gop cua nha dau tu nudc
ngoai, to chirc kinh té c6 vén dau tu nuéc
ngoai ddi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua co phan mua phan
vbn gop theo quy dinh cua Luat Pau tu.

Ban sao

Ban chinh

Ban sao hoac
ban chinh

Ban sao

01

01

01

01

Truong hop chuyén doi cong ty TNHH hai
thanh vién tr& 1én thanh cong ty TNHH mot
thanh vién do chi c6 mot c6 dong, thanh vién
g6p von theo cam két:

- Giay dé nghi dang ky doanh nghiép.

- biéu Ié cong ty.

- Danh séch chu s¢ hitu huong lgi cia doanh
nghiép (néu co)

Ban sao cac giay to sau day:

- Gidy to phap ly cta ca nhan d6i véi nguoi
dai dién theo phap luat cua doanh nghiép;

- Giay to phép ly cua t6 chac ddi véi thanh
vién 12 to chue va van ban cu nguoi dai dién
theo y quyeén; gidy to phap ly cua ca nhén
d6i véi ngudi dai dién theo uy quyén cua
thanh vién 1a t6 chuc;

Déi véi thanh vién 1a to chire nudc ngoai thi
ban sao giay to phap ly cua to chuc phai
dugc hop phéap héa lanh su;

Truong hop thanh vién la ca nhan, nguoi dai
di¢n theo siy quyen cua thanh vién 1a t6 chirc
ké khai s¢ dinh danh cd nhdn theo quy dinh
tai khodn I Pieu 11 Nghi dinh so
168/2025/NP-CP thi hé so dang ky doanh
nghiép khdng bao gom ban sao gidy to phap
ly cua cac ca nhan nay.

- Ban sao van ban cua Co quan dang ky dau
tu chap thuan vé viéc gop von, mua cod phan,
mua phan von gép ctia nha dau tu nudc

Ban chinh
Ban chinh
Ban chinh

Ban sao

Ban sao

Ban sao

01
01
01

01

01

01
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ngodi, to chirc kinh té c6 von dau tu nudc
ngoai ddi véi truong hop phai thyc hién thu
tuc dang ky gop von, mua co phan mua phan
von gop theo quy dinh ciia Luat Dau tu.

Truong hop chuyén doi cong ty TNHH 2 TV
trg 1én thanh cong ty TNHH 1 TV tru truong
hop chuyén ddi cong ty TNHH hai thanh
vién trd 1én thanh cong ty TNHH mot thanh
vién do chi c6 mot c6 dong, thanh vién gop
von theo cam két:

- Gidy dé nghi ding ky doanh nghiép.

- biéu Ié cong ty.

- Danh sach chu s¢ hiru huong loi cua doanh
nghiép (néu co);

*. Ban sao CAc giay to sau day:

- Gidy to phap ly cta ca nhan d6i véi nguoi
dai dién theo phap luat cua doanh nghiép;

- Gidy to phap ly cua té chirc dbi véi thanh
vién 1a t6 chire va van ban cu ngudi dai dién
theo ay quyén; gidy to phap Iy cua ca nhan
d6i vai ngudi dai dién theo uy quyén cua
thanh vién 1a to chuc;

Déi véi thanh vién 1a té chire nude ngoai thi
ban sao gidy to phap Iy cua t6 chac phai
dugc hop phap héa lanh sy;

Truong hop thanh vién la cd nhan, nguoi dai
di¢n theo 1iy quyén cua thanh vién 1a t6 chiic
ké khai so dinh danh cd nhan theo quy dinh
tai khodn I DPieu 11 Nghi dinh so
168/2025/NP-CP thi hé so dang ky doanh
nghiép khdng bao gom ban sao gidy to phap
ly cua cac ca nhan nay.

- Hop ddng chuyén nhuong hoic gidy to
ching minh viéc hoan tat chuyén nhuong
trong trudng hop chuyén nhugng co phan,
phan vén gop;

- Hop dong tang cho trong trudng hop tang
cho ¢c6 phan, phan vén gop;

- Ban sao van ban xac nhan quyén thura ké
hop phap cua nguoi thira ké trong trudong hop
thira ké theo quy dinh cua phép luat;

- Hop dong sap nhap, hop dong hop nhat
trong trudng hop sap nhap, hop nhat cong ty;
- Hop dong mua lai trong truong hop cong ty
mua lai c6 phan, phan vén gop;

- Ban sao van ban cua Co quan dang ky dau
tu chap thuan vé viéc gop von, mua cd phan,

Ban chinh
Ban chinh
Ban chinh

Ban sao

Ban sao

Ban chinh

Ban chinh

Ban sao

Ban chinh

Ban chinh

Ban sao

01
01
01

01

01

01

01

01

01

01

01
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mua phan von gop cua nha dau tu nuoc
ngoai, to chirc kinh té c¢6 vén dau tu nudc
ngoai dbi voéi truong hop phai thyc hién thu
tuc dang ky gop von, mua co phan mua phan
von gop theo quy dinh cua Luat Dau tu.

*. Truong hop uy qgvén thue hién thu tuc: q ‘ q
Nguoi c6 tham quyén ky van ban dé nghi dang ky doanh nghiép cé thé uy quyén cho t6
chtrc, ca nhan khac thuc hién thu tuc dang ky doanh nghiép theo quy dinh sau day:

1. | Truong hop ty quyén cho ca nhan thuc hién
thu tuc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghié¢p phai co:

- Vin ban ty quyén cho ca nhéan thuc hién th Ban chinh 01
tuc lién quan dén dang ky doanh nghiép. Van
ban Uy quyén nay khong bat budc phai cong
ching, chiing thuc.

2. | Trudong hop uy quyén cho t6 chuc thuc hién
thu tuc dang ky doanh nghiép, kém theo ho
so dang ky doanh nghiép phai co:

- Ban sao hop ddng uy quyén cho t6 chirc Ban sao 01
thyc hién thi tyc lién quan dén dang ky

doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong Bén chinh 01

nhiém vu cta t6 chic d6 cho ca nhan truc
tiep thuc hién tha tuc lién quan dén dang ky
doanh nghiép.

3. | Trudong hop ty quyén cho don vi cung cap
dich vu buu chinh cong ich thuc hién thu tuc
dang ky doanh nghiép thi khi thyc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nQp:

- Ban sao phiéu gtri ho so theo mau do doanh Ban sao 01
nghiép cung Ung dich vu buu chinh cong ich
phét hanh c6 chit ky xac nhéan cua nhan vién
buu chinh va ngudi c¢6 thim quyén ky vin
ban dé nghi dang ky doanh nghiép.

4. | Trudong hop uy quyén cho don vi cung cap
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc ding ky doanh
nghiép thi viéc uy quyén thuc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh sb
168/2025/ND-CP, cu thé:

- Ban sao hop déng uy quyén cho t6 chirc Ban sao 01
thuc hién thu tyc lién quan dén dang ky

doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong Bén chinh 01

nhiém vu cta t6 chic d6 cho ca nhan truc
tiep thuc hién thua tuc lién quan dén dang ky
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doanh nghiép. | |

Ghi chu:

Ngudi iy quyén va nguoi duoc ty quyén thuc hién thu tuc dang ky doanh nghiép
chiu trach nhiém trude phap luat vé tinh hop phap, trung thyc va chinh xac cua
viée uy quyén. Ngudi uy quyén va ngudi duge ty quyén phai xac thue dién tir dé
duoc cap dang ky doanh nghiép. Truong hop viéc xac thuc dién tir bi gian doan
thi nguoi Gy quyén thuc hién viéc xac thuc dién tir sau khi dugc cép ding ky
doanh nghiép.

Trudng hop ngudi ty quyén khong xac nhan hodc x4c nhan khong uy quyén thuc
hién thi tuc ding ky doanh nghiép thi Co quan ding ky kinh doanh cip tinh yéu
cau doanh nghiép bao cao theo quy dinh tai khoan 5 Diéu 21 Nghi dinh sb
168/2025/ND-CP. Cu thé: Yéu cau doanh nghiép bao cdo vé viée tudn thi cac
quy dinh cta Luat Doanh nghiép theo quy dinh tai diém ¢ khoan 1 Diéu 216 Luat
Doanh nghiép “Yéu cau doanh nghiép bao cdo vé viéc tuan thii quy dinh ctia Luét
nay khi xét théiy can thiét; don ddc viéc thuc hién nghia vu bdo cao cua doanh
nghiép”.

Truong hop chua cé tai khodn dinh danh dién tr dé thuc hién x4c thuc dién tir
thi ho so dang ky doanh nghiép phai kém theo ban sao thé Can cudc hodc thé
Cén cude cong dan hodc ho chiéu hodc ho chiéu nudc ngoai hoic cac gidy to ¢6
gia trj thay thé ho chiéu nude ngoai con hiéu luc cua ngu:(n uy quyén.

3. Cach thire, dia chi ndp hd so, nhin két qua gidi quyét TTHC

STT Cich thirc ndp, nhin két qua Pia chi cu thé
Pang ky truc tiép tai Chi nhanh TTPVHCC | & Chi nhanh TTPVHCC Thanh
1. . JQNRNGE pho Ha Noi (theo thong bao cua
Thanh pho Ha Noi TR X
cap c6 tham quyén)
Theo dia chi: So Téj chinh - th
2. | Pang ky qua dich vu buru chinh lién co quan Van Ho (Pia chi: so

52 Lé Pai Hanh, phuong Hai Ba
Trung, thanh ph6 Ha N61)

Nop ho so truc tuyén qua mang dién tir tai Theo dia chi:
Cong Thong tin Pang ky doanh nghiép Quéc | https://dangkykinhdoanh.gov.vn
gia hodc qua Cong dich vu cong Qudc gia hoac https://dichvucong.gov.vn/

Ghi cha:

Nguoi ndp ho so st dung tai khoan dinh danh dién tir d&é ding nhap Cong thong
tin quoc gia vé dang ky doanh nghiép, ké khai thong tin, tai vin ban dién tu, ky
s6 hoic ky xéac thuc hd so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi déng ky doanh nghi¢p theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghi¢p. Nguoi uy quyén va nguoi dugc uy quyén
phai xac thuc dién tr dé duoc cip diang ky doanh nghiép. Trudng hop viée xac
thuc dién tur bi gian doan thi nguoi uy quyén thuc hién viéc xac thuc dién tr sau
khi dugc cap dang ky doanh nghiép. Sau khi hoan thanh viéc gui ho so dang ky
doanh nghiép, ngudi ndp ho so s& nhan dugc gidy tiép nhan hd so va hen tra két

qua dién tir qua tai khoan cua ngudi nop ho so.

4. Thoi gian giai quyét, phi, 18 phi, mirc dd cung cip dich vu cong triee tuyén

Théi gian giai quyét

Mirc thu Cung cép dich
(PVT: Viét Nam dong) vu cong truc

Ngay lam viée | Gio 1am viée Phi Lé phi tuyén

03 ngay lam 24 gio Phi cong bd ndi | - Lé phi dang ky | Toan trinh




274

viée ké tir ngay
nhan du ho so
hop 1€

dung dang ky
doanh  nghiép:
100.000  ddng/
lan, ndp tai thoi
diém nodp hd so
néu dang ky truc
tiép (Thong tu
s6 47/2019/TT-
BTC).

doanh nghiép:
50.000 ddng/ lan,
nop tai thoi diém
nop hdé so néu
dang ky truc tiép

(Thong tu sO
47/2019/TT-
BTC).

- Mién 1é phi d6i
vol  truong  hop
dang ky qua
mang dién t,

dang ky thanh 1ap
trén co s& chuyén
doi tr ho kinh
doanh (Thong tu

s6  47/2019/TT-
BTC).
5. Cac biéu miu trong gidi quyét TTHC
STT Tén biéu miu Co so phap ly

1. | Giay dé nghi dang ky doanh nghiép - Cong ty trach nhiém | Thong  tu s
hitu han mot thanh vién (Mau sb 2, Phu luc I kém theo | 68/2025/TT-BTC
Thong tu s6 68/2025/TT-BTC);

2. | Giay dé nghi dang ky doanh nghiép - Cong ty trach nhiém | Thong tu 6
hitu han hai thanh vién tré 1én (Mau sb 3, Phy luc | kém | 68/2025/TT-BTC
theo Thong tu s6 68/2025/TT-BTC);

3. | Danh sich thanh vién cong ty trach nhiém hiru han hai | Théng to  s6
thanh vién tré 1én (Mau s6 6, Phy luc I kém theo Thong tu | 68/2025/TT-BTC
s6 68/2025/TT-BTC);

4. | Danh sach cha so hiru huéng loi cua doanh nghiép (Mau | Thong  tu 6
s6 10, Phu luc I kém theo Thong tu s6 68/2025/TT-BTC); | 68/2025/TT-BTC

5. | Gidy chiing nhan dang ky doanh nghiép - Cong ty TNHH | Théng  tu s
mot thanh vién (Mau sé 38, Phu luc I kém theo Thong tu | 68/2025/TT-BTC
s6 68/2025/TT-BTC).

6. | Giday ching nhan ding ky doanh nghiép - Cong ty TNHH | Thong tu s
hai thanh vién tré 1én (Mau sb 39, Phu luc I kém theo | 68/2025/TT-BTC
Thong tu s6 68/2025/TT-BTC).

7. | Thong béo vé viée stra d6i, bo sung hd so ding ky doanh | Thong  tu  s6
nghiép (Miu s6 48, Phy luc I kém theo Thong tu sé | 68/2025/TT-BTC
68/2025/TT-BTC).

8. | Gidy tiép nhan ho so va hen tra két qua ho so dang ky | Thong  tu  s6
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh (Mau sé 70, Phu Iyc I kém theo Théng tu s
68/2025/TT-BTC).

9. | Giay tiép nhan ho so va hen tra két qua ho so dang ky | Thong tu  s6
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh qua mang thong tin dién tir (Mau s6 71, Phy lyc I
kém theo Thong tu sb 68/2025/TT-BTC).
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10. | Mau Phiéu xin 15i va hen lai ngay tra két qua (Mau s6 04 | Thong tu s
Thong tu s6 01/2018/TT-VPCP) 01/2018/TT-VPCP
11. |Mau So6 theo ddi hé so (Mau s6 06 Thong tu so | Thong tu O
01/2018/TT-VPCP) 01/2018/TT-VPCP
6. Quy trinh giai quyét
Thoi gian
. L. idi quyét toi
Tén budc Don V;/llj.gu’m thye Noi dung cong viéc © qd;,
en (DVT: Gio
lam viéc)
*, Trwong hop ding ky truc tiép hoiic qua dich vu buu chinh
Buéc1 |[Cac Chi  nhanh | - Tiép nhan ho so va ghi gidy tiép | Gid hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
hd so - Chuyén h so vé S¢ Tai chinh
Budc2 | Vanphong S6 Tai |Chuyén ho so cho Phong |1 gid
Luan chuyén | chinh PKKD&TCDN
ho so
Budc 3 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc 4 Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gio
Thulyva | PKKD&TCDN tinh hop 1é ctia hd so:
giai quyét ho - Hb so khong du diéu kién: Dy
SO thao thong bao huéng dan stra d6i
b6 sung, néu 5 1y do.
- HO so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.
Budc 5 Lanh dao Phong | * Néu dong y: 4 gio
Phé duyét | PKKD&TCDN - Trudong hop hd so hop 1&: phé
két qua duyét noi dung két qua dang ky
doanh nghiép
- Truong hop ho so khong hop 18é:
Phé duyét ndi1 dung thong bao
huéng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B4.
Buéc 6 |- Linh dao Phong | - Giri Thong bao yéu cau stra doi | 2 gio
Thong bao | PKKD&TCDN b6 sung (tra tu dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé ding ky
Phong doanh nghiép) ddi v6i truong hop
PKKD&TCDN hé so khong hop 18.
- Chap thuan trén hé thong ddi
v6i ho so hop 16

- Ky s6 két qua dang ky doanh
nghiép. Trudong hop khong thé ky
s6 do khach quan thi ldnh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
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qua chuyén vin thu phat hanh

Budc 7 Van thu - D6i v6i truong hop ky sb két | 4 gio
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chuc cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin quc gia
vé dang ky doanh nghiép).
- Truong hop khéng thé ky sb
phét hanh thi phét hanh két qua 1a
ban gidy
Budc 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho to chire/ | cong ich cong ich tra két qua cho doanh
cé nhan doi nghiép
Vo1 truong
hop két qua
1a ban gidy
Budc 9 - Chuyén vién | Van thu Phong DPKKD&TCDN
Théng ké | Phong va Bo phan luu trit cing Van
theo doi PDKKD&TCDN; Bo | phong Sé c¢6 trach nhiém thong
phan luu trir ké cac TTHC thuc hién tai don vi
- Van phong S¢& vao sb theo ddi ho so
Tong thoi gian: 3 ngay
*, Truwong hgp diang ky qua mang dién tir
Budce 1 Nguoi ¢6  tham | Nguoi nop ho so ké khai thong | Ca ngay
Nop hd so | quyén ky van ban dé | tin, tai van ban dién tir, ky xac
nghi ding ky doanh | thuc hd so dang ky doanh nghiép
nghiép hodc nguoi | qua mang thong tin dién tir va
dugc ty quyén thyc | thanh toan phi, 1& phi ding ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin quéc gia vé dang
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn)
Budc 2 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Budc3 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 13 gio
Thu ly, giai | PKKD&TCDN tinh hop 1é ctia hd so:
quyét ho so - Hb so khong du diéu kién: Dy
thao thong bao huéng dan sira doi
bd sung, néu 13 1y do.
- HO so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.
Budc 4 Lanh dao Phong | * Néu dong y: 4 gio
Phé duyét | PKKD&TCDN - Truong hop hd so hop 18: phé

két qua

duyét ndi dung két qua dang ky
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doanh nghiép

- Trudng hop ho so khong hop 16:
Phé duyét ndi1 dung thong bao
hudng dan stra d6i bo sung

* Néu khong dong y: chuyén lai
B3.

Budc 5
Thong bao
két qua

- Lanh dao Phong
DKKD&TCDN
- Chuyén
Phong
DKKD&TCDN

Vién

- Gui Thong bao yéu cau sta 601
bd sung (tra tu dong qua cong
thong tin qubc gia vé ding ky
doanh nghiép) ddi vé6i truong hop
hé so khong hop 18.

- Chép thuan trén hé théng ddi
v6i ho so hop 16

- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh.

2 gio

Budc 6
Phé.t hanh
két qua

Van thu

- D6i v6i truong hop ky s két
qua dang ky doanh nghi¢p: ky
bang chit ky sd to chuc cia
Phong DKKD&TCDN (tra tu
dong qua cong thong tin qudc gia
ve dang ky doanh nghiép).

- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua la
ban gidy.

4 gio

Budc 7
Tra két qua
cho t6 chire/
c4 nhan dbi
voi trudng
hop két qua
12 ban gidy

Pon vi cung cap
dich vu buu chinh
cbng ich

Vian thu phong ban giao cho don
vi cung cap dich vu buu chinh
cong ich tra két qua cho doanh
nghiép

Gio hanh
chinh

BL;(’)C 8
Thong ké
theo doi

Chuyén vién Phong
DBKKD&TCDN ; Bo
phan luu trit - Van
phong So

Van thu Phong DKKD&TCDN
va B§ phan luu trit - Van phong
S& c6 trach nhiém thong ké céac
TTHC thyc hién tai don vi vao so
theo ddi hd so

Gio hanh
chinh

Tong thoi gian:

3 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va lwu trir ho so TTHC

Trach nhiém

Trung tdm PVHCC Co quan giai quyet ho so

Tra ho so, két qua

- Chuyen ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh cong ich tra két qua
cho doanh nghiép.
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- Tra két qua giai quyét
TTHC ban dién tr trén Cong
thong tin qudc gia vé ding
ky doanh nghiép.

Luu trir

- S6 theo doi hf) so (Mau sd
06 Thong tu s6 01/2018/TT-
VPCP)

- H6 so to chirc/ca nhan nop;
Gidy tiép nhan hd so va hen
tra két qua; (d6i v6i truong
hop ndp hd so gidy).

- Thong bao vé viée stra doi,
bd sung hd so dang ky doanh
nghiép; Gidy chimg nhan
dang ky doanh nghiép.

- S6 theo ddi hd so (néu tra
két qua 1a ban gidy).
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29. Cap lai Gidy chirng nhin ding ky doanh nghiép, Gidy xic nhin vé
viéc thay doi ndi dung dang ky doanh nghlep, Glay chirng nhan dang ky hoat
dong chi nhanh, vian phong dai dlen, Glay chirng nhan dang ky dia diém kinh
doanh, Glay xac nhan ve viéc thay doi ndi dung dang ky hoat dong chi nhanh,
van phong dai dién, dia diém kinh doanh do bi mit, chay, rach, nat hoac bi
tiéu hiy dwdéi hinh thire khac (QT-SO-29)

1. Co sé phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luat Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xa hoi chil nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 ctia Chinh phii vé dang ky doanh
nghiép;

- Théng tu sb 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau st dung trong ding ky doanh nghiép, ding ky ho kinh doanh;

- Théng tu sd 47/2019/TT-BTC ngay 05/8/2019 ciia B6 Tai chinh quy dinh mirc
thu, ché d6 thu, ndp, quan 1y va sir dung phi cung cip thong tin doanh nghiép, 1¢ phi dang
ky doanh nghiép.

2. Thanh phin hd so

A3 A Ban sao/ A
STT Tén ho so bin chinh So lwgng

L Vin ban vin ban dé nghi cap lai Giay

ching nhan dang ky doanh nghiép/Giay
xac nhan thay doi noi dung ding ky
doanh nghiép/Giay chiing nhan ding ky
hoat dong chi nhanh/van phong dal
dién/Gidy chang nhan dang ky dia diém
kinh doanh/Gidy xac nhan thay ddi noi
dung dang ky hoat dong chi nhanh/van
phong dai dién/dia diém kinh doanh.

Ban chinh 01

*. Truong hop uy CII‘J.Vén thue hién thu tuc: 7 . 7
Nguoi c6 tham quyén ky van ban dé€ nghi dang ky doanh nghiép c6 thé iy quyén cho t6
chtrc, ca nhan khac thuc hién thu tuc dang ky doanh nghiép theo quy dinh sau day:

1. | Truong hop ty quyén cho ca nhédn thuc hién
thii tyc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghiép phai co6:

- Van ban uy quyén cho ca nhan thyc hién thu Bén chinh 01
tuc lién quan dén dang ky doanh nghiép. Vin
ban Uy quyén nay khong bat budc phai cong
chung, ching thuc.

2. | Trudong hop uy quyén cho t6 chirc thuc hién
thii tyc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghiép phai co:

- Ban sao hop déng uy quyén cho t6 chirc Ban sao 01
thuc hién thu tyc lién quan dén ding ky
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doanh nghiép;
- Gidy gi6i thiéu hodc vin ban phin cong Ban chinh 01
nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién thi tuc lién quan dén dang ky
doanh nghiép.

Truong hop Uy quyén cho don vi cung cap
dich vu buu chinh cong ich thuc hién thu tuc
dang ky doanh nghiép thi khi thuc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nQp:

- Ban sao phiéu gtri hd so theo miu do doanh Ban sao 01
nghi¢p cung ung dich vu buu chinh céng ich
phat hanh co6 chir ky x4c nhan cua nhan vién
buu chinh va ngudi co6 thAm quyén ky vin
ban dé nghi dang ky doanh nghiép.

Truong hop uy quyén cho don vi cung cap
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc ding ky doanh
nghiép thi viéc ty quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh sb
168/2025/ND-CP, cy thé:

- Ban sao hop dong Uy quyén cho t6 chirc Ban sao 01
thuc hién thu tyc lién quan dén dang ky

doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phan cong Ban chinh 01

nhiém vu cta t chic d6 cho ca nhan truc
tiep thuc hién thu tuc lién quan dén dang ky
doanh nghiép.

Ghi cha:

Ngudi iy quyén va ngudi duoc ty quyén thuc hién thu tuc dang ky doanh nghiép
chiu trach nhiém trude phap luat vé tinh hop phap, trung thyc va chinh xac cua
vige uy quyén. Ngudi uy quyén va nguoi duge ty quyén phai xac thuc dién tr dé
dugc cap dang ky doanh nghiép. Truong hop viéc xac thuc dién tir bi gian doan
thi nguoi Gy quyén thuc hién viéc xac thuc dién tir sau khi duoc cép ding ky
doanh nghiép.

Truong hop ngudi Gy quyén khong xac nhan hodc xac nhan khong ty quyén thuc
hién thi tuc ding ky doanh nghiép thi Co quan ding ky kinh doanh cip tinh yéu
cau doanh nghiép bao cédo theo quy dinh tai khoan 5 Piéu 21 Nghi dinh )
168/2025/ND-CP. Cu thé: Yéu cau doanh nghiép bao cdo vé viéc tuan thil cac
quy dinh ctia Luat Doanh nghiép theo quy dinh tai diém ¢ khoan 1 Diéu 216 Luat
Doanh nghiép “Yéu cau doanh nghiép bao cdo vé viéc tuan thi quy dinh ctia Luét
nay khi xét thay can thiét; don doc viéc thuc hién nghia vu béo cio ciia doanh
nghi¢p”.

Truong hop chua cé tai khodn dinh danh dién tir dé thuc hién xac thuc dién ta
thi h6 so ding ky doanh nghiép phai kem theo ban sao th¢ Can cude hoac the
Cén cude cong dan hodc hd chiéu hodc ho chiéu nudc ngoai hoic cac gidy td ¢
gia trj thay thé ho chiéu nude ngoai con hiéu luc cua ngu’ol uy quyén.

3. Cach thirc, dia chi ndp ho so, nhin két qua giai quyét TTHC
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STT Cich thirc ndp, nhin két qua Pia chi cu thé
< , A s Tai Chi nhanh TTPVHCC Thanh
1 bang ky truc tiép tai Chi nhanh TTPVHCC phé Ha Noi (theo thong béo cita

Thanh phd Ha Nbi

cip c6 thAm quyén)

bang ky qua dich vy buu chinh

Theo dia chi: S¢ Tai chinh - Khu
lién co quan Van Ho (Pia chi: s6
52 Lé Pai Hanh, phuong Hai Ba

Trung, thanh phd Ha Noi)

Nop ho so truc tuyén qua mang dién tir tai
3. | Cong Thong tin Pang ky doanh nghiép Qudc
gia hodc qua Cong dich vu cong Qudc gia

Theo dia chi:
https://dangkykinhdoanh.gov.vn
hodc https://dichvucong.gov.vn/

Ghi cha:
Ngudi nop ho so st dung tai khoan dinh danh dién tir dé dang nhap Cong thong
tin quéc gia vé diang ky doanh nghiép, ké khai thong tin, tai vin ban dién tu, ky
s6 hoic ky xéac thuc ho so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghi€p theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi dugc uy quyén
phai xac thyc dién tir dé dugc cip ding ky doanh nghiép. Trudng hop viée xac
thue dién tir bi gian doan thi nguoi uy quyén thue hién viée xac thuc dién tir sau
khi dugc cip ding ky doanh nghiép. Sau khi hoan thanh viéc gui hd so ding ky
doanh nghiép, ngudi ndp hd so s& nhan duoc gidy tiép nhan ho so va hen tra két
qua dién tir qua tai khoan ctia ngudi ndp ho so.

4. Thoi gian giai quyét,

hi, 18 phi, mirc d6 cung cap dich vu cong truc tuyén

Théi gian gidi quyét Murc thu Cung cap dich
(PVT: Viét Nam dong) vu cong truc
Ngay lam viée | Gio' lam viée Phi Lé phi tuyén
01 ngay lam 8 gid Phi cong bo noi | - Lé phi dang ky | Toan trinh
viéc ké tir ngay dung dang ky | doanh nghiép:
nhan du ho so doanh  nghiép: | 50.000 ddng/ lan,
hop 1€ Khong dugc quy | ndp tai thoi dlem
dinh tai Biéu |nép hd so neu
phi, 1& phi dang | dang ky truc tiép
ky doanh nghiép | (Thong tu s
ban hanh kém | 47/2019/TT-
theo Thong tur sé | BTC).
47/2019/TT- - Mién 1¢ phi d6i
BTC. voi  truong  hop
dang ky qua
mang dién t,
dang ky thanh 1ap
trén co s& chuyén
doi tr ho kinh
doanh (Thong tu
sO  47/2019/TT-
BTC).
5. Cac biéu miu trong gisi quyét TTHC
STT Tén biéu miu Co s¢ phap ly ]

1. | Gidy dé nghi cap lai Gidy ching nhan ding ky doanh

Thong tu  sO
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nghlep/Gléy x4c nhan thay doi ndi dung ding ky doanh
nghiép/Gidy ching nhan dang ky hoat dong chi nhanh/vén
phong dai dién/Gidy ching nhan ding ky dia diém kinh
doanh/Giy x4c nhan thay d6i ndi dung ding ky hoat dong
chi nhanh/vin phong dai dién/dia diém kinh doanh (Miu
s6 26, Phu lyc I kém theo Thong tu s6 68/2025/TT-BTC).

68/2025/TT-BTC

Gidy chimg nhan .../Gidy x4c nhan .

(Dung trong truong hop cap lai Gzay chung nhdn dang ky
doanh nghzep/Gzay xdc nhdn thay doi néi dung ding ky
doanh nghiép/Gidy chitng nhdn dang ky hoat déng chi
nhanh/van phong dai dién/Gidy chimg nhdn dang ky dia
diém kinh doanh/Gidy xdc nhén thay doi néi dung dang ky
hoat dong chi nhanh/van phong dai dién/dia diém kinh
doanh do mat, chay, rach, nat hoac bi tieu huy duwoi hinh
thirc khdac) (Mau s6 46, Phy luc 1 kém theo Thong tu sd
68/2025/TT-BTC).

Thong tu s
68/2025/TT-BTC

Thong bao vé viéc sta d6i, bo sung ho so ding ky doanh
nghiép (Mau s6 48, Phu luc I kém theo Thong tu so6
68/2025/TT-BTC).

Thong tu s
68/2025/TT-BTC

Gidy tiép nhan ho so va hen tra két qua ho so ding ky
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh
doanh (Mau sé 70, Phu luc I kém theo Théng tu sb
68/2025/TT-BTC).

Thong tu s
68/2025/TT-BTC

Gidy tiép nhan ho so va hen tra két qua ho so dang ky
doanh nghiép/chi nhanh/vin phong dai dién/dia diém kinh
doanh qua mang thong tin dién tr (Mau s6 71, Phuy luc I
kém theo Thong tu sb 68/2025/TT-BTC).

Thong tu  s6
68/2025/TT-BTC

Mau Phié’ur xin 161 va hen lai ngay tra két qua (Mau s6 04
Thong tu s0 01/2018/TT-VPCP)

Thong tu  s6
01/2018/TT-VPCP

Mau SO theo ddi ho so (Mau s6 06 Thong tu sb
01/2018/TT-VPCP)

Thong tu s
01/2018/TT-VPCP

6. Quy trinh giii quyét

Thoi gian.
: . iai quyét toi
Tén bude Don V;/ll:l'gum thye NOi dung cong viéc © ng
ten (DVT: Gio
lam viéc)
*, Truwdng hop ding Ky truc tiép hoic qua dich vu buu chinh
Budc1 | Cac Chi  nhanh | - Tiép nhan ho so va ghi gidy tiép | Gio hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
ho so - Chuyén ho so vé S¢ Tai chinh
Budc2 | Vanphong S6 Tai | Chuyén ho so cho Phong |1 gid
Luan chuyén | chinh DKKD&TCDN
ho so
Budc3 |Lanh dao Phong | Phan cong chuyén vién xt Iy ho | 1 gio
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
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Budc 4
Thu ly va
giai quyét hd
SO

Chuyén vién Phong
DKKD&TCDN

Chuyén vién tién hanh xem xét
tinh hop 18 cta hd so:

- Hd so khong du diéu kién: Du
thao thong bao huéng dan stra d6i
bd sung, néu 13 1y do.

- HO so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.

2 gid

Budc 5
Phé duyét
ket qua

Lanh dao Phong
DKKD&TCDN

* Néu dong y:

- Truong hop hd so hop 18: phé
duyét ndi dung két qua dang ky
doanh nghiép

- Trudng hop ho so khong hop 16:
Phé duyét ndi1 dung thong bao
hudng dan stra d6i bo sung

* Néu khong dong y: chuyén lai
B4.

1 gio

Budc 6
Thong bao
két qua

- Lanh dao Phong
DKKD&TCDN
- Chuyén
Phong
DKKD&TCDN

Vién

- Gui Thong bao yéu cau stra doi
bd sung (tra tu dong qua cong
thong tin quéc gia vé dang ky
doanh nghiép) ddi v6i truong hop
hé so khong hop 18.

- Chap thuan trén hé théng ddi
v6i ho so hop 16

- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh

1 gio

Budce 7
Phét hanh
két qua

Van thu

- D6i v6i trudng hop ky sd két
qud dang ky doanh nghi¢p: ky
bang chit ky sd t0 chuc cia
Phong DKKD&TCDN (tra tu
dong qua cong thong tin qubc gia
vé dang ky doanh nghiép).

- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua la
ban gidy

2 gio

Buoc 8
Tra két qua
cho t6 chire/
c4 nhan dbi

Pon vi cung cap
dich vu buu chinh
cong ich

Vian thu phong ban giao cho don
vi cung cap dich vu buu chinh
cong ich tra két qua cho doanh
nghiép

Gio hanh
chinh

VOl truong
hop két qua
la ban giay
Bl;éc9 - Chuyén vién | Van thu Phong DPKKD&TCDN
Thong ké | Phong va B0 phan luu trit cung Van
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theo ddi | PKKD&TCDN: B6 | phong S co trach nhiém thong
phan luu triv ké cac TTHC thuc hién tai don vi
- Van phong S¢& vao sb theo ddi ho so
Tong thoi gian: 1 ngay
*. Trwong hgp diang ky qua mang dién tir
Bude 1 Nguoi ¢6  tham | Nguoi nop ho so ké khai thong | Ca ngay
Nop hd so | quyén ky van ban dé | tin, tai van ban dién tir, ky xac
nghi ding ky doanh | thyc hd so ding ky doanh nghiép
nghiép hodc nguoi | qua mang thong tin dién tir va
dugc uy quyén thuc | thanh toan phi, 1¢ phi dang ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin qubc gia vé ding
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn)
Budc 2 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Budc3 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 3 gid
Thu ly, giai | PKKD&TCDN tinh hop 1é ctia hd so:
quyét ho so - Hb so khong du diéu kién: Dy
thao thong bao huéng dan stra d6i
bd sung, néu 15 1y do.
- Ho so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.
Budc 4 Lanh dao Phong | * Néu dong y: 1 gio
Phé duyét | PKKD&TCDN - Truong hop hd so hop 18: phé
két qua duyét noi dung két qua dang ky
doanh nghiép
- Truong hop ho so khong hop 18é:
Phé duyét ndi dung théng bao
huong dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B3.
Buéc5 |- Linh dao Phong | - Giri Thong bao yéu cau stra doi | 1 gio
Thong bao | PKKD&TCDN b6 sung (tra tu dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé ding ky
Phong doanh nghiép) ddi véi trudng hop
PKKD&TCDN hé so khong hop 18.
- Chap thuan trén hé thong ddi
v6i ho so hop 16
- Ky s6 két qua dang ky doanh
nghiép. Trudong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh.
Budc 6 | Van thu - Poi v6i truong hop ky so két | 2 gid
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Phéat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chuc cua
Phong DPKKD&TCDN (tra tu
dong qua cong thong tin qudc gia
veé dang ky doanh nghiép).

- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua 1a

ban gidy.

Budc 7 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cap dich vu buu chinh | chinh

cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
c4 nhan d6i nghi¢p

Vo1 truong

hop két qua

13 ban gidy

Budc 8 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gio hanh
Thong ké | PKKD&TCDN ; Bo | va B phan luu trir - Van phong | chinh

theo doi phan luu trit - Van | S& ¢ trach nhiém théng ké cac
phong So TTHC thuc hién tai don vi vao so

theo doi ho so

Tong thoi gian:

1 ngay

7. Trach nhiém tra ho so, két qua giai quyét va lwu trir hd so TTHC

Trach nhiém Trung tam PVHCC

Co quan giai quyet ho so

Tra ho so, két qua

- Chuyen ho so, ket qua giai
quyét TTHC ban gidy cho don
vi cung cap dich vu buu chinh
cong ich tra két qua cho
doanh nghiép.

- Tra két qua giai quyét TTHC
ban dién tir trén Cong thong
tin qudc gia vé dang ky doanh
nghiép.

Luu triv - So theo ddi ho so (Mau
s6 06 Thong tu sd
01/2018/TT-VPCP)

- Ho so to chirc/ca nhan nop;
Gidy tiép nhan hd so va hen
tra két qua; ((101 vl trudong
hop ndp hd so glay)

- Thdng bao vé viéc sira doi,
bd sung hd so ding ky doanh
nghiép; Gidy ching nhan
dang ky doanh nghiép.

- 86 theo ddi ho so.
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30. Cap d6i Gidy chirng nhin dang ky kinh doanh hoac Giay chirng nhan
dang ky kinh doanh va dang ky thué sang Glay chirng nhan dang ky doanh
nghiép (QT-SO-30)

1. Co sé phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luat Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xa hdi chil nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cta Chinh phii vé dang ky doanh
nghiép;

- Théng tu sb 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau st dung trong ding ky doanh nghiép, ding ky ho kinh doanh;

- Thong tu s6 47/2019/TT-BTC ngay 05/8/2019 ciia Bo Tai chinh quy dinh muc
thu, ché d6 thu, ndp, quan 1y va str dung phi cung cip thong tin doanh nghiép, 16 phi ding
ky doanh nghiép.

2. Thanh phin hd so
Ban sao/

STT Tén ho so ban chinh So lugng

1. |- Gidy dé nghi cap doi sang Giay ching nhan |  Ban chinh 01
dang ky doanh nghiép dbi voi doanh nghiép
duogc cap Glay chung nhan dang ky kinh
doanh hoic Giay ching nhén dang ky kinh
doanh va dang ky thué

- Ban sao Giay phép dau tu, Giay chung|  Bénsao 01
nhan dau tu (dong thoi 1a Gidy chung nhan
dang ky kinh doanh) hoic céc gidy to c6
gia tri phap 1y twong duong; ban sao Gidy
chang nhan dang ky thué cua doanh
nghiép;

* Truong hop uy qll‘vén thue hién thu tuc: 7 . 7
Nguoi c6 tham quyén ky van ban dé nghi dang ky doanh nghi€p cé thé uy quyén cho t6
chtrc, ca nhan khac thuc hién thu tuc dang ky doanh nghiép theo quy dinh sau day:

1. | Truong hop ty quyén cho ca nhédn thuc hién
thii tyc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghiép phai co:

- Van ban uy quyén cho ca nhan thyc hién thu Bén chinh 01
tuc lién quan dén dang ky doanh nghiép. Vin
ban Gy quyén nay khong bat budc phai cong
ching, chirng thuc.

2. | Trudong hop uy quyén cho t6 chic thuc hién
thu tuc dang ky doanh nghiép, kém theo ho
so dang ky doanh nghiép phai co:

- Ban sao hop déng uy quyén cho t6 chirc Ban sao 01
thuc hién thu tyc lién quan dén ding ky

doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong Bén chinh 01

nhiém vu cua t0 chirc d6 cho ca nhan truc
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tiép thuc hién thu tuc lién quan dén ding ky
doanh nghiép.

3. | Trudong hop ty quyén cho don vi cung cap
dich vu buu chinh cong ich thuc hién thu tuc
dang ky doanh nghiép thi khi thuc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nQp:
- Ban sao phiéu gtri ho so theo miu do doanh Ban sao 01
nghi¢p cung ung dich vu buu chinh céng ich
phat hanh co6 chir ky x4c nhan cua nhan vién
buu chinh va ngudi c¢6 thim quyén ky vin
ban dé nghi ding ky doanh nghiép.

4. | Trudng hop uy quyén cho don vi cung cap
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc ding ky doanh
nghiép thi viéc ty quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh s6
168/2025/ND-CP, cuy thé:
- Ban sao hop dong Uy quyén cho t6 chirc Ban sao 01
thuc hién thu tyc lién quan dén dang ky
doanh nghiép;
- Gidy gi6i thiéu hodc vin ban phan cong Ban chinh 01
nhiém vu cta t6 chic d6 cho c nhan truc
tiép thuc hién thi tuc lién quan dén dang ky
doanh nghiép.
Ghi cha:
Ngudi iy quyén va ngudi duoc ty quyén thuc hién thu tuc dang ky doanh nghiép
chiu trach nhiém trudc phap luat vé tinh hop phap, trung thuc va chinh xac cua
viée uy quyén. Ngudi uy quyén va ngudi duge ty quyén phai xac thuc dién tir dé
dugc cap dang ky doanh nghiép. Truong hop viéc xac thuc dién tur bi gidn doan
thi nguoi Gy quyén thuc hién viéc xac thuc dién tir sau khi duoc cép ding ky
doanh nghiép.
Truong hop ngudi Gy quyén khong xac nhan hodc x4c nhan khong ty quyén thuc
hién thi tuc ding ky doanh nghiép thi Co quan ding ky kinh doanh cip tinh yéu
cau doanh nghiép bao cao theo quy dinh tai khoan 5 Piéu 21 Nghi dinh sb
168/2025/ND-CP. Cu thé: Yéu cau doanh nghiép bao cdo vé viéc tuan thil cac
quy dinh cta Luat Doanh nghiép theo quy dinh tai diém ¢ khoan 1 Diéu 216 Luét
Doanh nghiép “Yéu cau doanh nghiép bao cdo vé viéc tuan thi quy dinh ctia Luét
nay khi xét thay can thiét; don doc viéc thuc hién nghia vu bao céo cua doanh
nghiép”.
Truong hop chua cé tai khodn dinh danh dién tir dé thuc hién xac thuc dién tu
thi ho so ding ky doanh nghi€p phai kem theo ban sao thé¢ Can cude hodc thé
Cén cude cong dan hodc ho chiéu hodc ho chiéu nudc ngoai hoic cac gidy td co
gi4 trj thay thé ho chiéu nude ngoai con hiéu luc caa nguon uy quyén.

3. Céch thirc, dia chi ndp ho so, nhin két qua giai quyét TTHC
STT Cich thirc ndp, nhin két qua Dia chi cu thé
1 Ping ky truc tiép tai cdc Chi nhanh | Tai Chi nhanh TTPVHCC Thanh

TTPVHCC Thanh ph ph6 Ha Noi (theo thong bao clia
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cap co thim quyén)

Theo dia chi: S¢ Tai chinh - Khu
lién co quan Van Ho (Pia chi: s6

2. | Bang ky qua dich vu buu chinh 52 Lé Pai Hanh, phuong Hai Ba
Trung, thanh phd Ha Noi)
Nop ho so truc tuyén qua mang dién tir tai Theo dia chi:
3. | Cong Thong tin Pang ky doanh nghiép Quéc | https://dangkykinhdoanh.gov.vn

gia hodc qua Cdng dich vu céng Qudc gia

hodc https://dichvucong.gov.vn/

Ghi chu:

Ngudi nop ho so st dung tai khoan dinh danh dién tir dé dang nhap Cong thong
tin quéc gia vé diang ky doanh nghiép, ké khai thong tin, tai vin ban dién tu, ky
s6 hoic ky xéac thue hd so ding ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghiép theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi duge uy quyén
phai xac thyc dién tir dé dugc cp ding ky doanh nghiép. Trudng hop viée xac
thue dién tir bi gian doan thi nguoi uy quyén thyc hién viée xac thyc dién tur sau
khi dugc cip ding ky doanh nghiép. Sau khi hoan thanh viéc gui hd so ding ky
doanh nghiép, ngudi ndp hod so s& nhan duoc gidy tiép nhan ho so va hen tra két

qua dién tir qua tai khoan ciia ngudi ndp ho so.

4. Thoi gian giai quyét,

hi, 18 phi, mirc d6 cung cip dich vu cong truc tuyén

Thaoi gian giai quyét

Mirc thu
(DVT: Viét Nam dong)

Cung cip dich
vu cong truc

Ngay lam viéc

Gio lam viéc

Phi

L¢ phi

tuyén

03 ngay lam
viéc ké tir ngay
nhan du ho so
hop 1€

24 gio

Phi cong bo noi
dung dang ky
doanh  nghiép:
Khong dugc quy
dinh tai Bicu
phi, 1¢ phi dang
ky doanh nghiép
ban hanh kem
theo Thong tu sd
47/2019/TT-
BTC.

- Lé phi dang ky
doanh nghiép:
50.000 ddng/ lan,
nop tai thoi diém
nop ho so néu
dang ky truc tiép
(Thong tu s
47/2019/TT-
BTC).

- Mién 1¢ phi d6i
voi  truong  hop
dang ky qua
mang dién t,
dang ky thanh 1ap
trén co so chuyén
d6i tr ho kinh
doanh (Thong tu
sO  47/2019/TT-
BTC).

Toan trinh

. Céc biéu miu trong gisi quyét TTHC

STT

Tén bieu mau

Giay dé nghi cap doi sang Gidy ching nhén dang ky doanh
nghiép d6i voi doanh nghiép dugc cap Gidy ching nhén
dang ky kinh doanh hoic Gidy chimg nhan dang ky kinh
doanh va dang ky thué (Mau s6 21, Phu luc I kém theo

Thong
68/2025/TT-BTC

Co sé phap ly
tu sO
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Thong tu s6 68/2025/TT-BTC)

2. | Thong bao vé viéc tam nging kinh doanh/tiép tuc kinh | Thong tu 6
doanh trudce thoi han da thong bao cua doanh nghiép/chi | 68/2025/TT-BTC
nhéanh /dja diém kinh doanh/vé viéc tam ngung hoat
dc}ng/tiép tuc hoat dong trudce thoi han da thong bao cua
van phong dai dién (MAu s6 27, Phu lyc I kém theo Thong
tu s6 68/2025/TT-BTC)

3. | Gidy dé nghi ding ky hoat dong chi nhanh/vin phong dai | Thong tu  sb
dién/Thong bao 1ap dia diém kinh doanh (Mau s6 17, Phu | 68/2025/TT-BTC
luc I kém theo Thong tu s 68/2025/TT-BTC)

4. | Gidy dé nghi dang ky thay doi ndi dung dang ky hoat dong | Thong  tu b
chi nhanh/vin phong dai dién/dia diém kinh doanh (MAu | 68/2025/TT-BTC
s6 19, Phu lyc I kém theo Thong tu s6 68/2025/TT-BTC)

5. | Théng bao vé viéc cham dut hoat dong chi nhanh/vin | Thong tu b
phong dai dién/dia diém kinh doanh (Mau s6 28, Phu luc I | 68/2025/TT-BTC
kém theo Thong tu sb 68/2025/TT-BTC).

6. | Giay ching nhan dang ky doanh nghiép - Doanh nghiép tu | Thong  tu  s6
nhan (Mau s6 37, Phu luc I kém theo Thong tu sd | 68/2025/TT-BTC
68/2025/TT-BTC).

7. | Gidy chung nhan ding ky doanh nghiép - Cong ty TNHH | Thong tu  s6
mot thanh vién (Mau sb 38, Phu luc I kém theo Thong tu | 68/2025/TT-BTC
s6 68/2025/TT-BTC).

8. | Gidy chiing nhan dang ky doanh nghiép - Cong ty TNHH | Thong  tu  s6
hai thanh vién tré 1én (Mau s6 39, Phu luc I kém theo | 68/2025/TT-BTC
Thong tu s6 68/2025/TT-BTC)

9. | Gidy chung nhan dang ky doanh nghiép - Cong ty co phan | Thong  tu  s6
(Mau s6 40, Phu luc I kém theo Thong tu s6 68/2025/TT- | 01/2018/TT-VPCP
BTC)

10. | Gidy chimg nhan ding ky doanh nghiép - Cong ty hop | Thong tu 6
danh (Mau s6 41, Phu luc I kém theo Thong tu sd | 68/2025/TT-BTC
68/2025/TT-BTC)

11. | Thong bao vé viée sira d6i, bo sung ho so ding ky doanh | Théng tu  sb
nghiép (Mau s6 48, Phu luc I kém theo Thong tu sb | 68/2025/TT-BTC
68/2025/TT-BTC)

12. | Gidy tiép nhan ho so va hen tra két qua ho so dang ky | Thong tu s
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh (Mau sé 70, Phu luc I kém theo Thong tu sb
68/2025/TT-BTC)

13. | Gidy tiép nhan ho so va hen tra két qua ho so dang ky | Thong tu 6
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh qua mang théng tin dién tr (Mau s6 71, Phu luc I
kém theo Thong tu sb 68/2025/TT-BTC).

14. | Mau Phiéu xin 16i va hen lai ngdy tra két qua (Mau s6 04 | Thong  tu  s0
Thong tu s6 01/2018/TT-VPCP) 01/2018/TT-VPCP

15. |Mau Sb6 theo ddi hd so (Mau s6 06 Thong tu sb | Thong tu  sb
01/2018/TT-VPCP) 01/2018/TT-VPCP

6. Quy trinh gidi quyét
Tén buéc | Pon vi/Ngudi thue | N§i dung cong viée | Thoi gian
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hién giai quyét toi
da
(BVT: Gio
lam viéc)
*, Trwong hop ding ky truc tiép hoiic qua dich vu buu chinh
Budc1 |[Cac Chi  nhanh | - Tiép nhan ho so va ghi gidy tiép | Gid hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
hd so - Chuyén ho so vé S¢ Tai chinh
Budc2 | Vanphong S6 Tai | Chuyén ho so cho Phong |1 gid
Luan chuyén | chinh DKKD&TCDN
ho so
Budc 3 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc4 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gio
Thulyva | DPKKD&TCDN tinh hop 1é ctia hd so:
giai quyét ho - Hb so khong du diéu kién: Dy
SO thao thong bao huéng dan stra d6i
bd sung, néu 15 1y do.
- HO so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.
Budc 5 Lanh dao Phong | * Néu dong y: 4 gio
Phé duyét | PKKD&TCDN - Trudong hop hd so hop 1&: phé
két qua duyét noi dung két qua dang ky
doanh nghiép
- Truong hop ho so khong hop 1é:
Phé duyét ndi dung thong bdo
huéng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B4.
Buéc 6 |- Linh dao Phong | - Giri Thong bao yéu cau stra doi | 2 gio
Thong bao | PKKD&TCDN b6 sung (tra tu dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé ding ky
Phong doanh nghiép) ddi véi trudng hop
PKKD&TCDN hé so khong hop 18.
- Chap thuan trén hé thong ddi
v6i ho so hop 16
- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi ldnh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh
Budc 7 | Van thu - Poi véi truong hop ky s két | 4 gid
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb t& chuc cua

Phong DKKD&TCDN  (tra  ty
dong qua cong thong tin quoc gia
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vé dang ky doanh nghiép).

- Truong hop khéng thé ky sb
phat hanh thi phat hanh két qua la
ban gidy

Budc 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chire/ | cong ich cong ich tra két qua cho doanh
c4 nhan ddi nghi¢p
Vo1 trudng
hop két qua
1a ban gidy

Budc 9 - Chuyén vién | Van thu Phong DPKKD&TCDN

Théng ké | Phong va Bo phan luu trit cung Van
theo doi PDKKD&TCDN; Bb | phong Sé c¢6 trach nhiém thong
phan luu triv ké cac TTHC thuc hién tai don vi
- Van phong S¢ vao sb theo ddi ho so
Tong thoi gian: 03 ngay
*. Truwong hop dang ky qua mang dién tir

Budce 1 Nguoi ¢6  tham | Nguoi nop ho so ké khai thong | Ca ngay

Nop ho so | quyén ky vin ban dé | tin, tai van ban dién tu, ky xac
nghi dang ky doanh | thyc hd so ding ky doanh nghiép
nghi€p hoac nguoi | qua mang thong tin dién tr va
dugc y quyén thyc | thanh toan phi, 1& phi ding ky
hién thu tyc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin qubc gia vé ding

ky doanh nghi¢p
(https://dangkykinhdoanh.gov.vn)

Buéc2 |Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly ho so | hodc tu dong trén hé

thong

Budc3 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 13 gio
Thu ly, giai | PKKD&TCDN tinh hop 18 cta hd so:
quyét ho so - Hb so khong du diéu kién: Dy

thao thong bao huéng dan stra dbi
bd sung, néu 5 1y do.

- HO so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.

Budc 4 Lanh dao Phong | * Néu dong y: 4 gio
Phé duy¢t | PKKD&TCDN - Truong hop hé so hop 1é:

két qua chuyen Co quan thue trén He

thdng dé phan hdi vé ma sb thué.

- Truong hop ho so khong hop 18:
Phé duyét ndi dung thong bao
hudng dan stra d6i bd sung

* Néu khong dong y: chuyén lai
B3.
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Budc 5 - Lianh dao Phong | - Guri Thong béo yéu cau sta déi 2 gid
Théong bdo | PKKD&TCDN bd sung (tra tu dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé dang ky
Phong doanh nghiép) ddi v6i truong hop
DKKD&TCDN hé so khong hop 18.
- Chap thuan trén hé thong ddi
v6i ho so hop 18
- Ky sb6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh.
Budc 6 | Van thu - P6i véi trudng hop ky sb két | 4 gid
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sd t0 chuc cia
Phong DKKD&TCDN (tra tu
doéng qua cong thong tin qudc gia
vé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua la
ban gidy
Budce 7 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
c4 nhan ddi nghiép
Vo1 truong
hop két qua
1a ban gidy
Budc 8 Van thu phong | Van thu Phong DKKD&TCDN | Gio hanh
Théngké | PKKD&TCDN ; Bo | va Bo phan luu trit - Van phong | chinh
theo doi phan luu trit - Van | S& ¢6 trach nhiém théng ké cac
phong S¢& TTHC thyuc hién tai don vi vao sd
theo ddi ho so
Tong thoi gian: 03 ngay

7. Trach nhiém tra hé so, két qua gidi quyét va luu trir ho so TTHC

Trach nhiém

Trung tam PVHCC

Co quan glal quyet ho so

Tra ho so, két qua

- Tra ho so, két qua giai
quyét TTHC ban giay

- Chuyen ho so, keét qua giai
quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh cong ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tir trén Cong
thong tin qubc gia vé ding
ky doanh nghiép.

Luu trid

- Giay tiép nhén hd so va

- H6 so to chirc/ca nhan ndp
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hen tra két qua hd so ding
ky doanh nghi¢p/chi
nhanh/van phong dai
dién/dia diém kinh doanh.

- Phiéu xin 16i va hen lai
ngay tra két qua (Mau s6 04
Thong tu sd 01/2018/TT-
VPCP)

- Sb theo d&i hd so (Mau sd
06 Thong tu s6 01/2018/TT-
VPCP)

- Gidy tiép nhan ho so va
hen tra két qua

- Phiéu kiém soat qua trinh
giai quyét ho so

- Gidy chimg nhan ding ky
doanh nghiép

- Thong bao vé viée stra doi,
bd sung hd so ding ky doanh
nghiép

- S6 theo ddi hd so (néu tra
két qua 1a ban gidy).
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31. Cap nhat bd sung thong tin trong hd so ding ky doanh nghiép (QT-SO-31)

1. Co sé phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luit Doanh nghiép $6 76/2025/QH15
ngay 17/6/2025 cia Qudc hoi nude Cong hoa xi hoi chit nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cta Chinh phii vé dang ky doanh
nghiép;

- Théng tu sb 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau str dung trong ding ky doanh nghiép, ding ky ho kinh doanh;

- Thong tu s6 47/2019/TT-BTC ngay 05/8/2019 ciia Bo Tai chinh quy dinh muc
thu, ché d6 thu, ndp, quan 1y va str dung phi cung cip thong tin doanh nghiép, 16 phi ding
ky doanh nghiép.

2. Thanh phén hé so

Ban sao/

ban chinh 50 lugng

STT Tén ho so

1. | Truong hop doanh nghiép cap nhat, bo sung
thong tin vé chitc danh, thong tin ca nhan cua
nguoi dai dién theo phdp luat va cac thong
tin khac trong hd so ding ky doanh nghiép
ma khong thudc cac treong hop dang ky thay
d6i, thong bao thay doi ndi dung ding ky
doanh nghiép quy dinh tir Diéu 40 dén Piéu
55 Nghi dinh s6 168/2025/ND-CP:

- Thong béo dé nghi cap nhat, bd sung thong Ban chinh 01
tin.

2. | Truong hop thay doi dia giéi hanh chinh lam
thay doi dia chi tru sé chinh, dia chi chi
nhanh, van phong dai dién, dia diém kinh
doanh ctia doanh nghiép khi c6 nhu cau hoic
khi ding ky thay d6i, thong bao thay ddi noi
dung dang ky doanh nghiép:

- Thong béo dé nghi bo sung, cap nhat thong Ban chinh 01
tin.

* Truong hop uy qqyén thyc hién thu tuc: q ‘ )
Nguoi ¢6 tham quyén ky van ban dé nghi dang ky doanh nghiép c6 thé ty quyén cho t6
chtrc, ca nhan khac thuc hién thu tuc dang ky doanh nghiép theo quy dinh sau day:

1. | Trudng hop ty quyén cho ca nhan thuc hién
thi tuc dang ky doanh nghiép, kém theo ho
so dang ky doanh nghi¢p phai co:

- Vin ban uy quyén cho c4 nhan thuc hién tha Ban chinh 01
tuc lién quan dén dang ky doanh nghiép. Van
ban Uy quyén nay khong bat budc phai cong
ching, chiing thuc.

2. | Trudng hop uy quyén cho t6 chirc thuc hién
thii tuc dang ky doanh nghiép, kém theo hd
so dang ky doanh nghi¢p phai co:

- Ban sao hop ddng uy quyén cho t6 chirc Ban sao 01
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thuc hién tho tuc lién quan dén ding ky
doanh nghiép;
- Gidy gidi thiéu hodc van ban phan cong Bén chinh 01
nhiém vu cta t6 chic d6 cho c nhan truc
tiép thuc hién tha tuc lién quan dén ding ky
doanh nghiép.

Truong hop Uy quyén cho don vi cung cap
dich vu buu chinh cong ich thuc hién thu tuc
dang ky doanh nghiép thi khi thuyc hi¢n thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nop:

- Ban sao phiéu gtri hd so theo miu do doanh Ban sao 01
nghiép cung tng dich vu buu chinh cong ich
phat hanh co6 chir ky x4c nhan cua nhan vién
buu chinh va ngudi c¢6 thim quyén ky vin
ban dé nghi dang ky doanh nghiép.

Truong hop Uy quyén cho don vi cung cép
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc ding ky doanh
nghiép thi viéc ty quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh s6
168/2025/ND-CP, cu thé:

- Ban sao hop ddng uy quyén cho t6 chirc Ban sao 01
thuc hién thu tyc lién quan dén dang ky

doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phan cong Ban chinh 01

nhiém vu cta t6 chic d6 cho c nhan truc
tiep thuc hién tha tuc lién quan dén dang ky
doanh nghiép.

Ghi cha:

Ngudi iy quyén va ngudi duoc ty quyén thuc hién thu tuc dang ky doanh nghiép
chiu trach nhiém trudc phap luat vé tinh hop phap, trung thuc va chinh xac cua
viée uy quyén. Ngudi uy quyén va nguoi duge ty quyén phai xac thyuc dién tir dé
duoc cap dang ky doanh nghiép. Truong hop viéc xac thuc dién tir bi gian doan
thi nguoi Gy quyén thuc hién viéc xac thuc dién tir sau khi duoc cép ding ky
doanh nghiép.

Truong hop ngudi Gy quyén khong xac nhan hodc xac nhan khong iy quyén thuc
hién thi tuc ding ky doanh nghiép thi Co quan ding ky kinh doanh cip tinh yéu
cau doanh nghiép bao cao theo quy dinh tai khoan 5 Piéu 21 Nghi dinh sb
168/2025/ND-CP. Cu thé: Yéu cau doanh nghiép bao céo vé viéc tuan thu cac
quy dinh ctia Luat Doanh nghiép theo quy dinh tai diém ¢ khoan 1 Diéu 216 Luat
Doanh nghiép “Yéu cau doanh nghiép bao cio vé viéc tuan tha quy dinh ctia Luat
nay khi xét thay can thiét; don doc viéc thuc hién nghia vu béo cio ciia doanh
nghiép”.

Truong hop chua cé tai khoan dinh danh dién tr dé thue hién xac thuc dién tu
thi h6 so ding ky doanh nghi€p phai kem theo ban sao th¢ Can cude hoac the
Can cudc cong dan hodc ho chiéu hodc ho chiéu nudc ngoai hoic cac gidy td co
gi4 trj thay thé ho chiéu nude ngoai con hiéu luc cta nguoi uy quyén.
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3. Cach thirc, dia chi ndp hd so, nhin két qua giai quyét TTHC

STT Cich thirc ndp, nhin két qua Pia chi cu thé
|| Pang ky truc tiép tai Chi nhanh TTPVHCC Ti‘fg;ﬁ’gf&i Z}?[l\’g;llcgé-lc—)h(i?ah
* | Thanh phd Ha Noi P : &

cip c6 thAm quyén)

2. | Pang ky qua dich vu buu chinh

Theo dia chi: S& Tai chinh - Khu

lién co quan Véan Ho (Pia chi: s6

52 L& bai Hanh, phuong Hai Ba
Trung, thanh phd Ha Noi)

Nop ho so truc tuyén qua mang dién tir tai
3. | Cong Thong tin Pang ky doanh nghiép Quéc
gia hodc qua Cdng dich vu céng Qudc gia

Theo dia chi:
https://dangkykinhdoanh.gov.vn
hodc https://dichvucong.gov.vn/

Ghi chu:

Nguoi ndp ho so st dung tai khoan dinh danh dién tir & ding nhip Cong thong
tin quoc gia vé dang ky doanh nghiép, ké khai thong tin, tai van ban dién tir, ky
s6 hoic ky xéac thuc hd so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghi€p theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi dugc uy quyén
phai xac thyc dién tir dé dugc cip ding ky doanh nghiép. Trudng hop viée xac
thue dién tir bi gian doan thi nguoi uy quyén thuc hién viéc xac thyc dién tir sau
khi dugc cap dang ky doanh nghiép. Sau khi hoan thanh viéc gui ho so ding ky
doanh nghiép, ngudi ndp hd so sé nhan duogc gidy tiép nhan ho so va hen tra két
qua dién tir qua tai khoan ctia ngudi ndp hd so.

4. Thoi gian giai quyét, phi, 18 phi, mirc d9 cung cip dich vu cong triee tuyén

Thoi gian giai quyét

Miuc thu
(DVT: Viét Nam dong)

Cung cép
dich vu cong

Negay lam viéc | Gio lam viéc Phi Lé phi triee tuyén
01 ngay lam 8 gid Phi cong b6 noi | - Lé phi ding ky | Toan trinh
viéc ké tir ngay dung dang ky | doanh nghiép:
nhan du ho so doanh  nghiép: | 50.000 dong/ lan,
hop 1& Khong dugc quy | nop tai thoi diém

dinh tai Biéu
phi, 1¢ phi dang
ky doanh nghiép
ban hanh kem
theo Thong tu sd
47/2019/TT-
BTC.

nop ho so néu ding
ky truc tiép (Thong
tw s6 47/2019/TT-
BTC).

- Mién 1¢ phi dbi véi
truong hop dang
ky qua mang dién
ta, dang ky thanh
lap trén co  s&
chuyén d6i tir ho
kinh doanh (Thong
tw s6 47/2019/TT-
BTC).

5. Cac biéu miu trong gisi quyet TTHC

STT Tén biéu miu

Co'so phap ly

1. | Dang ky thay doi noi dung Gidy chimg nhan dang ky doanh
nghié€p/Thong bdo thay doi ndi dung dang ky doanh nghiép

Thong tou  sO
68/2025/TT-BTC
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(Mau s6 12 tai Phy luc I kém theo Thong tu s6 68/2025/TT-
BTC)

2. | Giay ching nhan dang ky doanh nghiép - Doanh nghi¢p tu | Thong  tu sO
nhan (Mau sb 37, Phy luc I kém theo Thong tu sé | 68/2025/TT-BTC
68/2025/TT-BTC)

3. | Gidy chung nhan ding ky doanh nghiép - Céng ty TNHH | Thong tu 6
mot thanh vién (MAu sé 38, Phu luc I kém theo Théng tu sb | 68/2025/TT-BTC
68/2025/TT-BTC)

4. | Giay chung nhan dang ky doanh nghiép - Cong ty TNHH | Thong tu s
hai thanh vién tro 1én (Mau s6 39, Phu luc I kém theo Thong | 68/2025/TT-BTC
tu sb 68/2025/TT-BTC)

5. | Gidy chimg nhan ding ky doanh nghiép - Cong ty co phan | Théng tu  s6
(Mau s6 40, Phy lyc I kém theo Thong tu sd 68/2025/TT- | 68/2025/TT-BTC
BTC)

6. | Gidy chung nhan dang ky doanh nghiép - Cong ty hop danh | Théng  tu  s6
(Mau s6 41, Phy luc I kém theo Thong tu sb 68/2025/TT- | 68/2025/TT-BTC
BTC)

7. | Thong bao vé viéc stra doi, bd sung ho so dang ky doanh | Théng tu 6
nghiép (Mau s6 48, Phu luc I kém theo Thong tu sb | 68/2025/TT-BTC
68/2025/TT-BTC)

8. | Giay tiép nhan ho so va hen tra két qua ho so dang ky doanh | Théng tu  s6
nghiép/chi nhanh/vin phong dai dién/dia diém kinh doanh | 68/2025/TT-BTC
(MAu s6 70, Phu lyc I kém theo Thong tu s6 68/2025/TT-

BTC)

9. | Giay tiép nhan ho so va hen tra két qua ho so dang ky doanh | Théng tu 6
nghiép/chi nhanh/vin phong dai dién/dia diém kinh doanh | 01/2018/TT-
qua mang thong tin dién tir (Mau s6 71, Phu lyc I kém theo | VPCP
Théng tu s6 68/2025/TT-BTC).

10. | Mau Phiéu xin 15i va hen lai ngay tra két qua (Mau s6 04 | Théng tu s
Thong tu s6 01/2018/TT-VPCP) 01/2018/TT-

VVPCP
11. |Mau S6 theo ddi ho so (Mau s6 06 Théng tu s6 | Théng tu  s6
01/2018/TT-VPCP) 01/2018/TT-
VVPCP
6. Quy trinh gidi quyét
Thoi gian
. L. giai quyet toi
Tén buée bon V;/llj'gu’m thye Noi dung cong viéc da
en (DVT: Gio
lam viéc)
*, Truong hop ding Ky truc tiép hoiic qua dich vu buu chinh
Budc1 [ Cac Chi  nhanh | - Tiép nhan ho so va ghi gidy tiép | Gid hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
ho so - Chuyén ho so vé S Tai chinh
Budc2 | Vanphong S6 Tai | Chuyén ho so cho Phong |1 gid
Luan chuyén | chinh PKKD&TCDN
ho so
Budc3 |Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
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Phan cong
xu ly

DKKD&TCDN

so sau khi tiép nhan

Buéce 4
Thu ly va
giai quyét hd
SO

Chuyén vién Phong
DKKD&TCDN

Chuyén vién tién hanh xem xét
tinh hop 18 cta hd so:

- Hd so khong du diéu kién: Du
thao thong bao huéng dan stra d6i
bd sung, néu 15 1y do.

- HO so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.

2 gio

Budce 5
Phé duyét
két qua

Lanh dao Phong
DKKD&TCDN

* Néu dong v

- Truong hop hd so hop 18: phé
duyét noi dung két qua diang ky
doanh nghiép

- Truong hop ho so khong hop 18:
Phé duyét ndi dung thong bdo
hudng dan stra d6i bo sung

* Néu khong dong y: chuyén lai
B4.

1 gio

Buoc 6
Thong bao
két qua

- Lanh dao Phong
DKKD&TCDN
- Chuyén
Phong
DKKD&TCDN

Vién

- Gui Thong bao yéu cau stra doi
bd sung (tra tu dong qua cong
thong tin quéc gia vé dang ky
doanh nghiép) ddi véi truong hop
hé so khong hop 18.

- Chap thuan trén hé thong ddi
v6i hod so hop 16

- Ky s6 két qua ding ky doanh
nghiép. Trudng hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh ldnh dao ky két
qua chuyén vin thu phat hanh

1 gio

Budc 7
Ph@t hanh
két qua

Van thu

- Poi véi truong hop ky so két
qud dang ky doanh nghi¢p: ky
bang chit ky sd to chuc cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin quc gia
vé dang ky doanh nghiép).

- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy

2 gio

Budc 8
Tra két qua
cho t6 chirc/
c4 nhan dbi
véi trudng
hop két qua
1a ban gidy

Pon vi cung cap
dich vu buu chinh
cong ich

Vian thu phong ban giao cho don
vi cung cap dich vu buu chinh
cong ich tra két qua cho doanh
nghiép

Gio hanh
chinh
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Budc 9 - Chuyén vién | Van thu Phong DPKKD&TCDN
Théng ké | Phong va B0 phan luu trit cung Van
theo ddi | PKKD&TCDN; B6 | phong S¢ c¢6 trach nhiém thong
phan luu trix ké cac TTHC thuc hién tai don vi
- Van phong S¢ vao sb theo ddi ho so
Tong thoi gian: | 01 ngay
*, Truwong hop ding ky qua mang dién tir
Budc 1 Ngudi c6 tham | Nguoi ndp hd so ké khai thong | Ca ngay
Nop hd so | quyén ky vin ban dé | tin, tai vin ban dién tir, ky xac
nghi dang ky doanh | thyc hd so ding ky doanh nghiép
nghi¢p hodc nguoi | qua mang thong tin dién tor va
dugc uy quyén thyuc | thanh toan phi, 1& phi ding ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong théng tin qubc gia vé ding
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn).
Budc 2 Lanh dao Phong | Phan cong chuyén vién xtr Iy ho | 1 gio
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Budc 3 Chuyén vién Phong | Chuyén vién tién hanh xem xét | 3 gid
Thu ly, giai | PKKD&TCDN tinh hop 1é ctia hd so:
quyét ho so - Ho so khéng du diéu kién: Dy
thao thong bao hudng dan stra doi
bd sung, néu 13 1y do.
- Ho so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Buoc 4 Lanh dao Phong | * Néu dong y: 2 gid
Phé duyét | PKKD&TCDN - Truong hop hd so hop 1&: phé
két qua duyét ndi dung két qua dang ky
doanh nghiép
- Truong hop ho so khong hop 1é:
Phé duyé¢t ndi dung thong bao
huéng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B3.
Buéc5 |- Lianh dao Phong |- Gui Thong bao yéu cau stra doi | 1 gio
Thong bdo | PKKD&TCDN bd sung (tra tu dong qua cong
két qua - Chuyén vién |thong tin qudc gia vé dang ky
Phong doanh nghiép) ddi voi truong hop
PKKD&TCDN hé so khong hop 18.
- Chap thuan trén hé thong d6i vai
hé so hop 16

- Ky sb két qua diang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi linh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh linh dao ky két
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qua chuyén vin thu phat hanh.
Budc 6 Van thu - P6i voi truong hop ky sd két | 1 gio
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb td chirc cua Phong
DKKD&TCDN (tra ty dong qua
cong thong tin qubc gia vé ding
ky doanh nghiép).
- Trudong hop khéng thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy
Budc 7 Pon vi cung cép | Vin thu phong ban giao cho don | Gio hanh
Trakét qua |dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chire/ | cong ich cong ich tra két qua cho doanh
cé nhan doi nghiép
Vo1 truong
hop két qua
1a ban gidy
Budc 8 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gio hanh
Théng ké | PKKD&TCDN ; Bo | va Bo phan luu trit - Van phong | chinh
theo doi phan luu trit - Van | S& c6 trach nhiém thong ké cac
phong So TTHC thyc hién tai don vi vao sd
theo ddi ho so
Tong thoi gian: 01 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va lwu trir ho so TTHC

Trach nhiém

Trung tam PVHCC

Co quan giai quyet ho so

Tra ho so, két qua

- Chuyen ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh cong ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tr trén Cong
thong tin qubc gia vé ding
ky doanh nghiép.

Luu trir

- S6 theo dbi h?) so (Mau sb
06 Thong tu s6 01/2018/TT-
VPCP)

- Ho so t6 chirc/ca nhan nop;
Gidy tiép nhan hd so va hen
tra két qua; (d6i v6i truong
hop ndp ho so gidy)

- Thong bao vé viée stra doi,
b6 sung hd so dang ky doanh
nghiép; Gidy chimg nhan
dang ky doanh nghiép;

- S6 theo ddi hd so (néu tra
két qua 1 ban gidy).
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32. Thong bAo tam ngirng kinh doanh, tiép tuc kinh doanh trwéc thoi han da
thong bio d6i véi doanh nghiép, chi nhanh, dia diém kinh doanh, théng bio tam
ngirng hoat dong, tiép tuc hoat ddng trwdc thoi han di théng bao ddi véi vin phong
dai dién (QT-SO-32)

1. Co sé phap ly

- Luat Doanh nghiép sb 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luit Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 cia Qudc hoi nude Cong hoa xi hoi chit nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 ctia Chinh phii vé dang ky doanh
nghiép;

- Théng tu sb 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau sir dung trong dang ky doanh nghiép, dang ky ho kinh doanh;

- Thong tu s6 47/2019/TT-BTC ngay 05/8/2019 ciia Bo Tai chinh quy dinh muc
thu, ché d6 thu, ndp, quan 1y va sir dung phi cung cap thong tin doanh nghiép, 18 phi ding
ky doanh nghiép.

2. Thanh phin hd so
Ban sao/

STT Tén ho so ban chinh So lwgng

1. | Ho so thong bao tam ngimg kinh doanh cta
doanh nghiép, chi nhanh, dia diém kinh
doanh, tam ngung hoat dong cia van phong
dai dién bao gom:

- Thong bio tam ngung kinh doanh, tam Bén chinh 01
ngung hoat dong;

- Ban sao hodc ban chinh nghi quyet hodc | Ban sao hoac 01
quyét dinh cta chu s¢ hitu cong ty ddi voi ban chinh

cong ty TNHH mot thanh vién; cua Hoi dong
thanh vién ddi v6i cong ty TNHH hai thanh
vién tré 1én, cong ty hop danh; ciia Hoi dong
quan tri d6i v6i cong ty cb phan vé viéc tam
ngung kinh doanh trong truong hgp thong
bao tam ngung kinh doanh cta doanh
nghiép.

2. HO so thong bao tiép tuc kinh doanh, tiép tuc
hoat dong trudc thoi han da thong bao cua
doanh nghiép, chi nhanh, van phong dai di¢n,
dia diém kinh doanh:

- Thong béo tiép tuc kinh doanh, tiép tuc Bén chinh 01
hoat dong trudc thoi han da thong bao.

* Truong hop uy quyén thuc hién thu tuc: ‘ )
Nguodi c6 tham quyén ky van ban dé nghi dang ky doanh nghiép co6 thé uy quyén cho t6
churc, cd nhan khac thyc hién thu tuc dang ky doanh nghiép theo quy dinh sau day:

1. | Truong hop ty quyén cho c4 nhédn thuc hién
thii tuc dang ky doanh nghiép, kém theo hd
so dang ky doanh nghiép phai co:

- Vin ban uy quyén cho c4 nhan thuc hién tha Ban chinh 01
tuc lién quan dén dang ky doanh nghiép. Vin
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ban uy quyén nay khong bat budc phai cong
ching, chiing thuc.

Truong hop uy quyén cho to chirc thuc hién
thu tuc dang ky doanh nghi¢p, kém theo ho
so dang ky doanh nghiép phai co:

- Ban sao hop ddng uy quyén cho t6 chirc Ban sao 01
thuc hién thu tyc lién quan dén dang ky

doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phin cong Ban chinh 01

nhiém vu cia t6 chic d6 cho c nhan truc
tiép thuc hién thu tuc lién quan dén dang ky
doanh nghiép.

Truong hop Uy quyén cho don vi cung cap
dich vu buu chinh cong ich thyuc hién thu tuc
dang ky doanh nghiép thi khi thyc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nop:

- Ban sao phiéu gtri ho so theo mau do doanh Ban sao 01
nghiép cung ung dich vu buu chinh cong ich
phat hanh c6 chir ky x4c nhan cua nhan vién
buu chinh va ngudi co thim quyén ky vin
ban dé nghi dang ky doanh nghiép.

Truong hop uy quyén cho don vi cung cap
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc ding ky doanh
nghiép thi viéc ty quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh sb
168/2025/ND-CP, cuy thé:

- Ban sao hop dong uy quyén cho t6 chuc Ban sao 01
thyc hi¢n thu tuc lién quan dén dang ky

doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phan cong Bén chinh 01

nhiém vu cua to chicc d6 cho ca nhéan truc
tiep thuc hién tha tuc lién quan dén dang ky
doanh nghiép.

Ghi cha:

Ngudi iy quyén va ngudi duoc ty quyén thuc hién thu tuc dang ky doanh nghi¢p
chiu trach nhiém trudc phap luat vé tinh hop phap, trung thuc va chinh xac cua
viée uy quyén. Ngudi uy quyén va nguoi duge ty quyén phai xac thuc dién tir dé
duoc cap dang ky doanh nghiép. Truong hop viéc xac thuc dién tir bi gian doan
thi nguoi Gy quyén thuc hién viéc xéac thuc dién tir sau khi dugc cép ding ky
doanh nghiép.

Truong hop ngudi Gy quyén khong xac nhan hodc x4c nhan khong ty quyén thuc
hién thi tuc ding ky doanh nghiép thi Co quan ding ky kinh doanh cip tinh yéu
cau doanh nghiép béo céo theo quy dinh tai khoan 5 Piéu 21 Nghi dinh s6
168/2025/ND-CP. Cu thé: Yéu cau doanh nghiép bao céo vé viéc tuan thu cac
quy dinh ctia Luat Doanh nghiép theo quy dinh tai diém ¢ khoan 1 Diéu 216 Luat
Doanh nghiép “Yéu cau doanh nghiép bao cdo vé viéc tuan thi quy dinh ctia Luét
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nay khi xét th?iy can thiét; don doc viéc thuc hién nghia vu bdo cao cua doanh
nghiép”.

Truong hop chua c6 tai khoan dinh danh dién tr dé thuc hién xac thuc dién tar
thi h6 so ding ky doanh nghi¢p phai kém theo ban sao thé Can cudc hodc the
Cén cude cong dan hodc ho chiéu hodc ho chiéu nudc ngoai hoic cac gidy td co
gia trj thay thé ho chiéu nude ngoai con hiéu luc cua ngu:(n uy quyén.

3. Cach thirc, dia chi ndp hé so, nhan két qua giadi quyet TTHC

STT

Cich thirc nop, nhan két qua Pia chi cu thé

Tai Chi nhanh TTPVHCC Thanh
pho Ha Noi (theo thong bao cua
cap c6 tham quyén)

Ding ky truc tiép tai cdc Chi nhanh
TTPVHCC Thanh phé

Theo dia chi: S¢ Tai chinh - Khu

lién co quan Véan Ho (Pia chi: s6

52 L& bai Hanh, phuong Hai Ba
Trung, thanh ph6 Ha Noi)

bang ky qua dich vy buu chinh

Nop ho so truc tuyén qua mang dién tir tai Theo dia chi:
Cong Thong tin Pang ky doanh nghiép Quéc | https://dangkykinhdoanh.gov.vn
gia hoic qua Cong dich vu cong Qudc gia hodc https://dichvucong.gov.vn/

Ghi chu:

Nguoi ndp ho so st dung tai khoan dinh danh dién tir d&é ding nhap Cong thong
tin quoc gia vé dang ky doanh nghiép, ké khai thong tin, tai vin ban dién tir, ky
s6 hoic ky xéac thuc hd so ding ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghi€p theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi duge uy quyén
phai xac thyc dién tir dé duge cip ding ky doanh nghiép. Trudng hop viéc xac
thue dién tir bi gian doan thi nguoi uy quyén thuc hién viéc xac thyc dién tir sau
khi dugc cap dang ky doanh nghiép. Sau khi hoan thanh viéc gui ho so ding ky
doanh nghiép, ngudi ndp ho so s& nhan dugc gidy tiép nhan hd so va hen tra két

qua dién tir qua tai khoan ciia ngudi ndp hd so.

4. Thoi gian gidi quyét, phi, 1¢ phi, mirc d6 cung cap dich vu cong truc tuyén

Thaoi gian giai quyét

Mirc thu Cung cép dich
(PVT: Viét Nam dong) vu cong truc

Ngay lam viéce | Gio 1am viée Phi Lé phi tuyén

01 ngay lam 8 gid Phi cong bo noi | - Lé phi dang ky |  Toan trinh

viéc k¢ tir ngay dung dang ky | doanh nghiép:
nhan du ho so doanh  nghiép: | Mién 1€ phi ’
hop 1€ Khong dugc quy | - Mien 1€ phi doi

dinh tai Bi€u | vo1 truong hop
phi, 1¢ phi dang |dang ky qua
ky doanh nghiép | mang dién tu,
ban hanh kém | dang ky thanh lap
theo Thong tu sd | trén co s& chuyén

A7/2019/TT- ddi tr ho kinh

BTC. doanh (Théng tu
s6  47/2019/TT-
BTC).

5. Cac biéu miu trong gisi quyet TTHC

\ STT \ Tén biéu miu \ Co sé phap ly




304

Thoéng bao vé viéc tam ngimg kinh doanh/tiép tuc kinh
doanh trudc thoi han da thong bao cuia doanh nghiép/chi
nhanh /dia diém kinh doanh/vé viéc tam ngung hoat
d@ng/tiép tuc hoat dong trude thoi han da thong bao cua
van phong dai dién (MAu s6 27, Phu luc I kém theo Thong
tu s6 68/2025/TT-BTC)

Thong tr  sb
68/2025/TT-BTC

Gidy xac nhan vé viéc doanh nghiép thong bao tiép tuc
kinh doanh trudc thoi han ,dﬁ thong bao (Mau s6 56 tai Phu
luc I kém theo Thong tu s 68/2025/TT-BTC).

Thong tu s
68/2025/TT-BTC

Gidy xac nhan chi nhanh/dja diém kinh doanh théng bao
tiép tuc kinh doanh trudc thoi han da thong bao/VE viéc
vin phong dai dién thong béo tiép tuc hoat dong trudc thoi
han d3 thong bao (MAu sé 57 tai Phu luc I kém theo Thong
tu s6 68/2025/TT-BTC).

Thong tu s
68/2025/TT-BTC

Thong bao ~Vé viée sira d6i, bo sung ho so ding ky doanh
nghiép (Mau so6 48, Phu luc I kem theo Thong tu so
68/2025/TT-BTC).

Thong tu  s6
68/2025/TT-BTC

Giay tiép nhan ho so va hen tra két qua ho so dang ky
doanh nghi¢p/chi nhanh/van phong dai dién/dia diém kinh
doanh (Mau s6 70, Phu luc I kém theo Thong tu $6
68/2025/TT-BTC).

Thong tu  s6
68/2025/TT-BTC

Gidy tiép nhan ho so va hen tra két qua ho so ding ky
doanh nghi¢p/chi nhanh/van phong dai dién/dia diém kinh
doanh qua mang thong tin dién tor (Mau s6 71, Phy luc I
kém theo Thong tu s6 68/2025/TT-BTC).

Thong tu s
68/2025/TT-BTC

Mau Phicu xin 16i va hen lai ngay tra két qua (Mau so 04
Thong tu s6 01/2018/TT-VPCP);

Thong tu s
01/2018/TT-VPCP

Mau SO theo ddi ho so (Mau sd 06 Thong tu sb
01/2018/TT-VPCP);

Thong tu  s6
01/2018/TT-VPCP

6. Quy trinh giai quyét

Thoi gian.
. ‘e gidi quyét toi
Tén bude Don V;/llj.gum thye NOi dung cong viéc da
en (DVT: Gio
lam viéc)
*, Trwdng hop ding Ky truc tiép hoic qua dich vu buu chinh
Budc1 | Cac Chi  nhanh | - Tiép nhan ho so va ghi gidy tiép | Gio hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
ho so - Chuyén ho so vé S¢ Tai chinh
Budc2 | Vanphong S6 Tai | Chuyén ho so cho Phong |1 gid
Luan chuyén | chinh PKKD&TCDN
ho so
Buéc3 |Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc4 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 2 gid
Thulyva | PKKD&TCDN tinh hop 1é ctia hd so:
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giai quyét ho
SO

- Ho so khong du diéu kién: Dy
thao thong bao huéng din stra dbi
bd sung, néu 16 1y do.

- Ho so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.

Budce 5
Phé duyét
két qua

Lanh dao Phong
DKKD&TCDN

* Néu dong v

- Truong hop hd so hop 1&: phé
duyét noi dung két qua ding ky
doanh nghiép

- Truong hop ho so khong hop 18:
Phé duyét ndi dung thong bao
huéng dan stra d6i bd sung

* Néu khong dong y: chuyén lai
B4.

1 gio

Budc 6
Thong bao
két qua

- Lanh dao Phong
DKKD&TCDN
- Chuyén
Phong
DKKD&TCDN

Vién

- Gui Thong bao yéu cau sta déi
bd sung (tra ty dong qua cong
thong tin quéc gia vé diang ky
doanh nghiép) ddi v6i truong hop
hé so khong hop 18.

- Chap thuan trén hé thong ddi
v6i ho so hop 16

- Ky s6 két qua dang ky doanh
nghiép. Trudng hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh

1 gio

Budc 7
Phét hanh
két qua

Van thu

- Poi véi truong hop ky sd két
qua dang ky doanh nghiép: ky
bang chit ky sd to chuc cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin quc gia
vé dang ky doanh nghiép).

- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy

2 gio

Buoc 8
Tra két qua
cho t6 chure/
c4 nhan d6i

Pon vi cung cap
dich vu buu chinh
cong ich

Vian thu phong ban giao cho don
vi cung cip dich vu buu chinh
cong ich tra két qua cho doanh
nghiép

Gio hanh
chinh

Vo1 truong
hop két qua
1a ban gidy
Budc 9 - Chuyén vién | Van thu Phong DPKKD&TCDN
Théng ké | Phong va B phén luu trit cung Van
theo ddi | PKKD&TCDN; B6 | phong S¢ ¢6 trach nhiém thong

phén luu triv

ké cac TTHC thuc hién tai don vi
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| - Vin phong S& | vao s6 theo dai ho so
Tong thoi gian: | 01 ngay
*, Truwong hop ding ky qua mang dién tir
Budc 1 Ngudi c6 tham | Nguoi ndp hd so ké khai théng | Ca ngay
Nop hd so | quyén ky van ban dé | tin, tai vin ban dién tir, ky xdc
nghi dang ky doanh | thyc hd so ding ky doanh nghiép
nghi¢p hodc nguoi | qua mang thong tin dién tor va
dugc uy quyén thyuc | thanh toan phi, 1& phi ding ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin qubc gia vé dang
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn).
Budc 2 Lanh dao Phong | Phan cong chuyén vién xtr Iy ho | 1 gio
Phén cong | BPKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Budc 3 Chuyén vién Phong | Chuyén vién tién hanh xem xét | 3 gid
Thu ly, giai | PKKD&TCDN tinh hop 18 cta ho so:
quyét ho so - Ho so khéng du diéu kién: Dy
thao thong bao hudng dan stra ddi
b sung, néu 13 1y do.
- Ho so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budc 4 Lanh dao Phong | * Néu dong y: 2 gio
Phé duyét | PKKD&TCDN - Truong hop hd so hop 1é: phé
két qua duyét ndi dung két qua dang ky
doanh nghiép
- Truong hop ho so khong hop 18:
Phé duyé¢t ndi dung thong bao
hudng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B3.
Budc5 |- Lianh dao Phong |- Gui Thong bao yéu cau stra doi | 1 gio
Thong bdo | PKKD&TCDN bd sung (tra tu dong qua cong
két qua - Chuyén vién | théng tin qubc gia vé ding ky
Phong doanh nghiép) ddi voi truong hop
PKKD&TCDN hé so khong hop 18.
- Chap thuan trén hé thong ddi véi
hé so hop 18
- Ky sb két qua diang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh.
Budc 6 | Van thu - P6i voi truong hop ky sd két | 1 gio
Phat hanh qua dang ky doanh nghi¢p: ky
két qua bang chir ky s6 t6 chirc clia Phong
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DKKD&TCDN (tra tu dong qua
cong thong tin qubc gia vé ding
ky doanh nghiép).
- Truong hop khong thé ky s
phat hanh thi phat hanh két qua 1a
ban gidy
Budce 7 Pon vi cung cap | Vin thu phong ban giao cho don | Gio hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
cé nhan doi nghiép
voi1 trudng
hop két qua
1a ban gidy
Budc 8 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gio hanh
Thong ké | PKKD&TCDN ; Bo | va Bo phan luu trit - Van phong | chinh
theo ddi | phan luu trit - Van | S& ¢6 trach nhiém théng ké cac
phong So TTHC thyc hién tai don vi vao sd
theo ddi ho so
Tong thoi gian: 01 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va lwu trir ho so TTHC

Trach nhiém

Trung tam PVHCC

Co quan giai quyet ho so

Tra ho so, két qua

- Chuyen ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cap dich vu buu
chinh cong ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tr trén Cong
thong tin qudc gia vé ding
ky doanh nghiép.

Luu trir

- S6 theo dbi h?) so (Mau sb
06 Thong tu s6 01/2018/TT-
VPCP)

- Ho so to chirc/ca nhan nop;
Gidy tiép nhan hd so va hen
tra két qua; (doi véi truong
hop nop ho so glay)

- Thong bao vé viée sura doi,
b6 sung ho so dang ky doanh
nghiép; Gidy xac nhan vé
viéc doanh nghi€p, chi
nhanh, van phong dai dién,
dia diém kinh doanh thong
bao tam ngung kinh doanh,
tam nging hoat dong, gidy
x4c nhan vé viéc doanh
nghi€p, chi nhanh, van
phong dai dién, dia diém
kinh doanh théng bao tiép
tuc kinh doanh, tiép tuc hoat
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dong trudc thoi han da thong
béo;

- S6 theo ddi hd so (néu tra
két qua 1a ban gidy).
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33. Giai thé doanh nghiép, giai thé trong truong hop bi thu hdi Giay
chitng nhén ding ky doanh nghiép hoic theo quyét dinh ciia Toa an (QT-SO-
33)

1. Co sé phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luat Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 cia Quédc hoi nude Cong hoa xa hoi chil nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cta Chinh phii vé dang ky doanh
nghiép;

- Théng tu sb 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau st dung trong ding ky doanh nghiép, ding ky ho kinh doanh;

- Thong tu s6 47/2019/TT-BTC ngay 05/8/2019 ciia Bo Tai chinh quy dinh muc
thu, ché d6 thu, ndp, quan 1y va str dung phi cung cip thong tin doanh nghiép, 16 phi ding
ky doanh nghiép.

2. Thanh phin hd so
Ban sao/

STT Tén ho so ban chinh So lugng

1. | Giai thé doanh nghiép:

Buéc 1: Ho so théng bdo gidi thé doanh
nghiép:

- Nghi quyét hodc quyét dinh giai thé cta chi
doanh nghiép tu nhan ddi v6i doanh nghiép Bén chinh 01
tu nhan; ciia chu s hitu cong ty d6i voi cong
ty TNHH mot thanh vién; cua Hoi dong
thanh vién d6i véi cong ty TNHH hai thanh
vién tro Ién, cong ty hop danh; nghi quyet
cua bai hoi dong cb dong ddi véi cong ty co
phan vé viéc giai thé doanh nghiép;

- Bién ban hop ctia Hoi dong thanh vién ddi |  Bén chinh 01
voi cong ty TNHH hai thanh vién tro 1én,
cong ty hop danh; cua Dai hoi dong ¢ dong
d6i v6i cong ty cd phan vé viéc giai thé
doanh nghiép;

- Phuong an giai quyét no (néu co).

Buéc 2: Ho so dang ky gidi thé doanh

nghiép: 7
- Thong bao vé vige gidi thé doanh nghiép; Bén chinh 01
- Bao cdo thanh 1y tai san doanh nghiép; Bén chinh 01

danh sach chu ng va sb no da thanh toan,
gdm ca thanh toan hét cac khoan no vé thué
va ng tién dong bao hiém xi hoi, bao hiém y
té, bao hiém that nghiép cho ngudi lao dong
sau khi quyét dinh giai thé doanh nghiép
(néu co).

2. | Truong hop giai thé d6i v6i doanh nghiép xa
hoi:
Buoc 1: Ho so thong bdo giai thé doanh
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nghiép

- Nghi quyét hodc quyét dinh giai thé cua chu
doanh nghiép tu nhan ddi v6i doanh nghiép
tu nhan; ctia chu s hitu cong ty dbi véi cong
ty TNHH mot thanh vién; cua Hoi ddng
thanh vién ddi v6i cong ty TNHH hai thanh
vién tro Ién, cong ty hop danh; nghi quyet
cua Dai hoi ddng cd dong dbi véi cong ty cd
phan vé viéc giai thé doanh nghiép;

- Bién ban hop cta Hoi dong thanh vién dbi
voi cong ty TNHH hai thanh vién tro 1én,
cong ty hop danh; cua Dai hoi ddng cod dong
d6i v6i cong ty c6 phan vé viéc giai thé
doanh nghiép;

- Phuong an giai quyét no (néu co).

Buée 2: Hé so ding ky gidi thé doanh nghiép
- Théng bao vé viéc giai thé doanh nghiép;

- Bdo cao thanh 1y tai sdn doanh nghiép;
danh sach cha no va sd ng di thanh toan,
gdm ca thanh toan hét cac khoan no vé thué
va no tién dong bao hiém x3 hoi, bao hiém y
té, bao hiém that nghiép cho nguoi lao dong
sau khi quyét dinh giai thé doanh nghiép
(néu co).

- Ban sao tai liéu vé viéc xur Iy sb du tai san
hodc tai chinh d6i véi nguén vién trg, tai trg
ma doanh nghi¢p xa hdi da nhan (kém theo
trong trudng hop doanh nghiép xa hoi con sd
du tai san hodc tai chinh dbi véi nguén vién
trg, tai trg da nhan).

Ban chinh

Ban chinh

Ban chinh

Ban chinh
Ban chinh

Ban sao

01

01

01

01
01

Truong hop doanh nghi¢p hoat dong theo
Gidy phép dau tu, Gidy chimg nhan dau tu
(d6ng thoi 1a Gidy chung nhan dang ky kinh
doanh) hodc cac gidy to co gia tri phap ly
tuong duong dang ky giai thé:

- Thong bao vé viéc giai thé doanh nghiép;

- Bao cdo thanh 1y tai san doanh nghiép;
danh sach chu no va sb ng da thanh toan,
gdm ca thanh toan hét cac khoan no vé thué
va ng tién dong bao hiém xa hoi, bao hiém y
té, bao hiém that nghiép cho ngudi lao dong
sau khi quyét dinh giai thé doanh nghiép
(néu co).

- Vin ban dé nghi b sung, cap nhat thong tin
dang ky doanh nghiép;

- Ban sao Gidy phép dau tu, Gidy ching
nhan dau tu (dong thoi 1a Gidy chimg nhéan
ding ky kinh doanh) hodc cac gidy to co gia

Ban chinh
Ban chinh

Ban chinh

Ban sao

01
01

01

01
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tri phap ly twong duong;
- Ban sao Gidy chimg nhan ding ky thué cua
doanh nghiép.

Ban sao

01

Giai thé doanh nghiép trong trudng hop bi
thu hoi Gidy chimg nhan ding ky doanh
nghiép hoic theo quyét dinh ciia Toa an:

- Théng bao vé viéc giai thé doanh nghiép;

- Bdo cao thanh 1y tai san doanh nghiép;
danh sich cha no va sd ng di thanh toan,
gdm ca thanh toan hét cac khoan ng vé thué
va no tién dong bao hiém xa hoi, bao hiém vy
té, bao hiém that nghiép cho ngudi lao dong
sau khi quyét dinh giai thé doanh nghiép
(néu co).

Ban chinh
Ban chinh

01
01

* Trudng hop Uy quyén thuc hién thu tuc:

Nguoi ¢6 tham quyén ky vin ban dé nghi ding ky doanh nghiép c6 thé uy quyén cho to

chtrc, ca nhan khac thuc hién thu tuc dang ky doanh nghiép theo quy dinh sau day:

1.

Truong hop Gy quyén cho ci nhan thuc hién
thu tuc dang ky doanh nghiép, kém theo ho
so dang ky doanh nghi¢p phai co:

- Van ban uy quyén cho ca nhan thyc hién thu
tuc lién quan dén dang ky doanh nghiép. Vin
ban y quyén nay khong bat budc phai cong
ching, chiing thuc.

Ban chinh

01

Truong hop uy quyén cho to chirc thyc hién
thii tyc diang ky doanh nghiép, kém theo hd
so dang ky doanh nghiép phai co:

- Ban sao hop dong uy quyén cho t6 chuc
thyc hién thi tyc lién quan dén dang ky
doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phan cong
nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién thu tuc lién quan dén ding ky
doanh nghiép.

Ban sao

Ban chinh

01

01

Trudng hop uy quyén cho don vi cung cap
dich vu buu chinh cong ich thyuc hién thu tuc
dang ky doanh nghiép thi khi thuc hi¢n thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nQp:

- Ban sao phiéu gtri ho so theo miu do doanh
nghiép cung Ung dich vu buu chinh cong ich
phat hanh c6 chir ky xac nhan cia nhan vién
buu chinh va ngudi co thaim quyén ky vin
ban dé nghi ding ky doanh nghiép.

Ban sao

01

Truong hop uy quyén cho don vi cung cap
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc dang ky doanh
nghiép thi viéc 0y quyén thyc hién theo quy
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dinh tai khoan 2 Diéu 12 Nghi dinh s0
168/2025/ND-CP, cu thé:

- Ban sao hop ddng uy quyén cho t6 chirc Ban sao 01
thyc hién thu tuc lién quan dén dang ky

doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong Bén chinh 01

nhiém vu cta t6 chic d6 cho c nhan truc
ti€p thuc hién thu tuc lién quan dén dang ky
doanh nghiép.

Ghi chu:

Ngudi ty quyén va ngudi duoc ay quyén thuc hién thu tuc dang ky doanh nghiép
chiu trach nhiém trudc phap luat vé tinh hop phap, trung thuc va chinh xac cua
viée uy quyén. Ngudi uy quyén va ngudi dugc ty quyen phai xac thuc dién tr dé
duoc cap dang ky doanh nghiép. Truong hop viéc xac thuc dién tir bi gian doan
thi nguoi Gy quyén thuc hién viéc xac thuc dién tir sau khi duoc cép dang ky
doanh nghiép.

Truong hop ngudi Gy quyén khong xac nhan hodc x4c nhan khong ty quyén thuc
hién thi tuc dang ky doanh nghiép thi Co quan ding ky kinh doanh cap tinh yéu
cau doanh nghiép bao cao theo quy dinh tai khoan 5 Piéu 21 Nghi dinh sb
168/2025/ND-CP. Cu thé: Yéu cau doanh nghiép bao céo vé viéc tuan thu cac
quy dinh cta Luat Doanh nghiép theo quy dinh tai diém ¢ khoan 1 Diéu 216 Luat
Doanh nghiép “Yéu cau doanh nghiép bao céo vé viéc tuan thii quy dinh ciia Luat
nay khi xét théiy can thiét; don ddc viéc thuc hién nghia vu bdo cao cua doanh
nghiép”.

Truong hop chua cé tai khoan dinh danh dién tir dé thuc hién xac thuc dién tur
thi ho so dang ky doanh nghi€p phai kem theo ban sao the Can cude hodc the
Can cudc cong dan hodc ho chiéu hodc ho chiéu nudc ngoai hoic cac gidy td co
gia trj thay thé ho chiéu nudc ngoai con hiéu luc cua ngu:orl uy quyén.

3. Céch thirc, dia chi ndp ho so, nhin két qua giai quyét TTHC

STT

Cich thirc nop, nhin két qua Pia chi cu thé

Piang ky truc tiép tai cac Chi nhanh Tai Chi nhanh TTPVHCC Thanh

1. TTPVHCC Thanh phé phé HéA’NC)i’(thexo thén% bao cua
cap c6 tham quyén)
Theo dia chi: So Téj chinh - th
. , ) , lién co quan Van Ho (Pia chi: so
2. | bang ky qua dich vu buu chinh 5718 fglai Hanh, phugyng Hai Ba
Trung, thanh phd Ha Noi)

Nop hé so truc tuyén qua mang dién tir tai Theo dia chi:
3. | Cong Thong tin Pang ky doanh nghiép Quéc | https://dangkykinhdoanh.gov.vn
gia hoic qua Cong dich vu cong Qudc gia hodc https://dichvucong.gov.vn/

Ghi chu:

Ngudi nop ho so st dung tai khoan dinh danh dién tir dé dang nhap Cong thong
tin quéc gia vé diang ky doanh nghiép, ké khai thong tin, tai vin ban dién tu, ky
s6 hoic ky xéac thuc hd so ding ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghiép theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi duge uy quyén
phai xac thuc dién tir dé duoc cip dang ky doanh nghi¢p. Truong hop viéc xac

thuc dién tr bi gidn doan thi nguoi uy quyén thuc hién viéc xéc thuc dién tir sau
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khi dugc cap ding ky doanh nghiép. Sau khi hoan thanh viéc gui ho so ding ky
doanh nghiép, ngudi ndp hd so s& nhan duoc gidy tiép nhan ho so va hen tra két
qua dién tir qua tai khoan ctia ngudi ndp hd so.

4. Thoi gian giai quyét,

hi, 18 phi, mitc d6 cung cip dich vu cong truc tuyén

Théi gian giai quyét Mirc thu Cung cap dich
(DVT: Viét Nam dong) vu cong truc
Ngay lam viéc | Gio lam viéc Phi Lé phi tuyén
- Théng bao 24 gidy Phi cong bd noi | - Lé phi ding ky | Toan trinh
giai  thé: 03 dung dang ky | doanh nghiép:
ngay lam viéc doanh  nghiép: | Mién 1¢ phi
ké tr ngay Khong dugc quy | - Mién 1& phi dbi
nhan duoc ho dinh tai Biéu|v6i truong hop
so hop €. phi, 1€ phi dang | dang ky qua
ky doanh nghiép | mang dién t,
- Pang ky giai 40 gio ban hanh kém | dang ky thanh lap
thé: Trong thoi theo Thong tu s | trén co sd chuyén
han 05 ngay 47/2019/TT- d6i tr ho kinh
lam viéc ké tur BTC. doanh (Théng tu
ngady nhan hd sd  47/2019/TT-
so dang ky giai BTC).
thé doanh
nghiép.
5. Cac biéu miu trong gisi quyét TTHC
STT Tén biéu miu Co sé phap ly
1. | Théng bao vé viéc giai thé doanh nghiép (Mau s6 30, Phy | Thong  tu s
luc I kém theo Thong tu s6 68/2025/TT-BTC). 68/2025/TT-BTC
2. | Giay dé nghi dang ky thay doi ndi dung Gidy ching nhan | Théng tu  s6

dang ky doanh nghi€p/Thong bao thay d6i noi dung ding
ky doanh nghiép (Mau s6 12, Phy lyc I kém theo Thong tu
s0 68/2025/TT-BTC).

68/2025/TT-BTC

3. | Thong bao vé viéc doanh nghiép dang lam thu tuc giai the
(Mau s0 68, Phuy luc I kém theo Thong tu so 68/2025/TT-
BTC).

Thong tu  s6
68/2025/TT-BTC

4. | Thong bao V,é viéc doanh nghiép da giai thé/cham dut t@)t}
tai (Mau s0 69, Phu luc I kéem theo Thong tu so
68/2025/TT-BTC).

Thong tu  s6
68/2025/TT-BTC

5. | Thong bao ~Vé viée sira d6i, bo sung ho so diang ky doanh
nghiép (Mau so6 48, Phu luc I kem theo Thong tu so
68/2025/TT-BTC).

Thong tu  s6
68/2025/TT-BTC

6. | Gidy tiép nhan ho so va hen tra két qua ho so ding ky
doanh nghi¢p/chi nhanh/van phong dai dién/dia diém kinh
doanh (Mﬁu s6 70, Phu luc T kém theo Thong tu sb
68/2025/TT-BTC).

Thong tu s
68/2025/TT-BTC

7. | Giay tiép nhan ho so va hen tra két qua ho so ding ky
doanh nghi¢p/chi nhanh/van phong dai dién/dia diém kinh
doanh qua mang thong tin dién tor (Mau s6 71, Phy luc I
kém theo Thong tu s6 68/2025/TT-BTC).

Thong tu s
68/2025/TT-BTC

8. | Mau Phiéu xin 16i va hen lai ngdy tra két qua (Mau s6 04

7
A

SO

Thong tu
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Thong tu s6 01/2018/TT-VPCP)

01/2018/TT-VPCP

9. |Mau SO theo ddi hd so

01/2018/TT-VPCP)

(Mau sb6 06 Théng tu sb

Thong tr  sb
01/2018/TT-VPCP

6. Quy trinh giai quyét

Thoi gian.
. ‘e gidi quyét toi
Tén budc Don V!/ngm thye Noi dung cong viéc da
en (DVT: Gio
lam viéc)
*, Truwdng hop ding Ky truc tiép hoiic qua dich vu buu chinh
Buéc1l |Cac Chi nhéanh |- Tiép nhan ho so va ghi gidy tiép | Gio hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
ho so - Chuyén ho so vé S¢ Tai chinh
Budc 2 Van phong S¢ Tai Chuyén hd so cho Phong| 1 gio
Luan chuyén | chinh PKKD&TCDN
ho so
Budc 3 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gio
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc 4 Chuyén vién Phong | Chuyén vién tién hanh xem xét
Thulyva |PKKD&TCDN tinh hop 18 cta hd so: 12 gio
giai quyét hd - Hb so khong du diéu kién: Dy
SO thao thong bao hudng dan stra doi
bd sung, néu 13 1y do.
- Ho so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budce 5 Lanh dao Phong |Lanh dao phong tién hanh xem | 4 gio
Phé duyét | PKKD&TCDN xét, phé duyét:
két qua * Néu dong y:
- Trudng hop ho so hop 1é:
+ Phé duyét ndi dung két qua
ding ky doanh nghiép (d6i voi hd
so Thdng bao viéc giai thé doanh
nghiép). Chuyén B7
+ Guri thong tin cho Co quan thué
(d6i voi ho so dang ky giai thé)
- Truong hop ho so khong hop 18:
Phé duyét ndi dung thong bao
huéng din soa doi bd sung.
Chuyén B7
* Néu khong dong y: chuyén lai
B4.
Budc 6 Co quan thué phan | Co quan thué phan hoi vé hoan | 16 gid
Gui thong hdi truc triép trén h¢ | thanh nghia vu thué cia doanh
tin cho co | thong nghi¢p
quan thué
Buédce 7 - Lanh dao Phong |- Gui Thong bao yéu cau stra doi | 2 gio

Thoéng bao

DKKD&TCDN

bd sung (tra ty dong qua cong
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két qua

- Chuyén vién
Phong

DKKD&TCDN

thong tin quoc gia vé ding ky
doanh nghiép) ddi voi truong hop
hé so khong hop 18.

- Pbi voi hd so Thong bao viee
giai thé doanh nghiép: Chip thuan
trén hé thong d6i véi ho so hop 18
- P6i v6i ho so dang ky giai thé:

+ Truong hop CQ thué khéng
chép thuan: giri thong bao yéu cau
stra doi bd sung (tra ty dong qua
Cong thong tin qubc gia vé ding
ky doanh nghiép).

+ Chap thuan trén hé thong dbi
v6i hd so duoc co quan thué chip
thuan.

- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi linh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh

Budc 8
Phét hanh
ket qua

Van thu

- Poi voi truong hop ky so két
qua dang ky doanh nghiép: ky
bang chit ky sb to chirc cua Phong
DKKD&TCDN (tra tu dong qua
cong thong tin qubc gia vé ding
ky doanh nghiép).

- Truong hop khong thé ky s
phat hanh thi phat hanh két qua 1a
ban gidy

4 gid

Budc 9
Tra két qua
cho tb chirc
c4 nhan dbi
Vo1 truong
hop két qua
1a ban gidy

Pon vi cung cap
dich vu buu chinh
cong ich

Vian thu phong ban giao cho don
vi cung cép dich vu buu chinh
cong ich tra két qua cho doanh
nghiép

Gio hanh
chinh

Bu”éc 10
Thong ké
theo doi

- Van thu phong
DKKD&TCDN; Bo
phén luu triv

- Véan phong S¢

Van thu phong PKKD&TCDN va
B6 phan luu trir - Van phong So
c6 trach nhiém thong ké cac
TTHC thyc hién tai don vi vao sb
theo ddi hd so

Gio hanh
chinh

Tong thoi gian:

- Thdéng béao
giai thé: 03
ngay lam viéc.
- bang ky giai
thé: 05 ngay
lam viéc
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*, Trudong hg

ding ky qua mang dién tir

Budce 1 Ngudi c6 tham | Nguoi ndp hd so ké khai thong | Ca ngay
Nop hd so | quyén ky vin ban dé | tin, tai vin ban dién tir, ky xac
nghi ding ky doanh | thuc hd so ding ky doanh nghiép
nghi¢p hodc nguoi | qua mang thong tin dién tor va
dugc Gy quyén thyc | thanh toan phi, 1¢ phi ding ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin qubc gia vé ding
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn).
Budc 2 Lanh dao Phong | Phin cong chuyén vién xtr Iy ho | 2 gior
Phén cong | BPKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Budc 3 Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gid
Thu ly, giai | PKKD&TCDN tinh hop 1¢ ctia hd so:
quyét ho so - Ho so khéng du diéu kién: Dy
thao thong bao hudng dan sira doi
bd sung, néu 13 1y do.
- Ho so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.
Budc 4 Lanh dao Phong | * Néu dong y: 4 gio
Phé duyét | PKKD&TCDN - Trudng hop ho so hop 1é:
két qua + Phé duyét ndi dung két qua
dang ky doanh nghiép (ddi véi ho
so Thong bao viéc giai thé doanh
nghiép). Chuyén B8
+ Gri thong tin cho Co quan thué
(d6i voi ho so dang ky giai the)
- Trudng hop hd so khong hop 1é:
Phé duyét ndi dung thong bao
huéng din sta d6i b6 sung.
Chuyén B8
* Néu khong dong ¥: chuyén lai
B3.
Budc 5 Co quan thué phan | Co quan thué phan hoi vé hoan | 16 gid
Gui thong | hoi truc triép trén hé | thanh nghia vy thué cua doanh
tin cho co | thong nghi¢p
quan thué
Budc 6 - Lianh dao Phong |- Gui Théng bao yéu cau stra doi | 2 gio
Thong bao | PKKD&TCDN bd sung (tra ty dong qua cong
két qua - Chuyén vién |thong tin qudc gia vé dang ky
Phong doanh nghiép) ddi voi truong hop
DKKD&TCDN ho so khong hop 18.

- Pbi voi hd so Thong bao viee
giai thé doanh nghiép: Chép thuan
trén hé thong d6i voi hd so hop 18
- P6i v6i ho so dang ky giai thé:
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+ Truong hop CQ thué khong
chép thuan: giri thong béo yéu ciu
stra doi bd sung (tra ty dong qua
Cong thong tin qubc gia vé ding
ky doanh nghiép).

+ Chap thuan trén hé théng dbi
v6i hd so duoc co quan thué chip
thuan.

- Ky s6 két qua diang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén van thu phat hanh.

Budc 7 | Vin thu - Poi voi truong hop ky so két | 4 gio
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chirc cua Phong
DKKD&TCDN (tra tu dong qua
cong thong tin qubc gia vé ding
ky doanh nghiép).
- Truong hop khong thé ky s
phat hanh thi phat hanh két qua 1a
ban gidy
Budce 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gio hanh
Trakét qua |dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
C& nhan d6i nghiép
Vo1 truong
hop két qua
1a ban gidy
Budc 9 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gid hanh
Théng ké | PKKD&TCDN ; Bo | va Bo phan luu trit - Van phong | chinh
theo ddi | phan luu trit - Van | S& ¢6 trach nhiém théng ké cac
phong So TTHC thyc hién tai don vi vao sd
theo ddi ho so
Tong thoi gian: - Théng béo
giai  thé: 03
ngay lam viéc.
- Pang ky giai
thé: 05 ngay
lam viéc

7. Trach nhiém tra ho so, két qua gidi quyét va luu trir ho so TTHC

Trach nhiém

Trung tdm PVHCC

Co quan glal quyet ho so

Tra ho so, két qua

- Chuyen ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh cbng ich tra két qua
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cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tir trén Cong
thong tin qudc gia vé ding
ky doanh nghiép.

Luu trir

- SO theo ddi ho so (Mau s0
06 Théng tu s6 01/2018/TT-
VPCP)

- Ho 80 t6 chirc/ca nhan nop;
Gidy tlep nhan hd so va hen
tra két qua; (601 voi truong
hop nop hd so glay)

- Thong bao vé viéc sua doi,
bd sung hé so ding ky doanh
nghiép; Thong bao vé viéc
doanh nghi¢p dang lam thu
tuc giai thé; Thong bao vé
viéc doanh nghiép da giai
thé/chAm dut ton tai; Thong
bao vé viéc sira doi, bd sung
ho so dang ky doanh nghiép.
- S6 theo doi ho so (néu tra
két qua 1a ban gidy).
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34. Cham dirt hoat dong chi nhanh, vin phong dai dién, dia diém kinh doanh
(QT-SO-34)

1. Co s6 phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luit Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xi hoi chil nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cta Chinh phu vé ding ky doanh
nghiép;

- Théng tu sb 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau str dung trong diing ky doanh nghiép, ding ky ho kinh doanh;

- Théng tu sb 47/2019/TT-BTC ngay 05/8/2019 ctua Bo Tai chinh quy dinh mirc
thu, ché d6 thu, ndp, quan 1y va str dung phi cung cip thong tin doanh nghiép, 16 phi ding
ky doanh nghiép.

2. Thanh phin h so

Ban sao/

STT Tén ho so bin chinh

S6 lwong

1. | Truong hop cham dat hoat dong chi nhanh,
van phong dai dién & trong nudc:

- Thong béo vé viéc chidm dirt hoat dong chi |  Bén chinh 01
nhanh, van phong dai dién, dia diém kinh
doanh;

- Ban sao hodc ban chinh nghi quyét hodc Ban sao 01
quyét dinh vé viéc chdm dut hoat dong chi
nhanh, van phong dai dién cua chu s¢ hitu
d6i voi cong ty TNHH mot thanh vién; cia
Hoi dong thanh vién d6i v6i cong ty TNHH
hai thanh vién trd 1én, cong ty hop danh; cua
Hoi dong quan tri doi voi cong ty cd phan
trong trudng hop chdm dut hoat dong chi
nhanh, van phong dai dién.

2. | Truong hop cham dut hoat dong chi nhanh,
van phong dai dién ctia doanh nghiép ¢ nudce
ngoai:

- Thong béo vé viéc chidm dirt hoat dong chi |  Bén chinh 01
nhéanh, van phong dai dién & nudc ngoai.

* Truong hop uy qll‘vén thue hién thu tuc: 7 ‘ 7
Nguoi c6 tham quyén ky van ban dé nghi dang ky doanh nghiép c6 thé uy quyén cho t6
chtrc, ca nhan khac thuc hién thu tuc dang ky doanh nghiép theo quy dinh sau day:

1. | Truong hop ty quyén cho ca nhédn thuc hién
thu tuc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghiép phai co:

- Vin ban uy quyén cho c4 nhéan thuc hién thi Bén chinh 01
tuc lién quan dén dang ky doanh nghiép. Vin
ban Uy quyén nay khong bat budc phai cong
chung, ching thuec.

2. | Trudong hop uy quyén cho t6 chuc thuc hién
thu tuc dang ky doanh nghiép, kém theo ho
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so dang ky doanh nghiép phai co:

- Ban sao hop déng uy quyén cho t6 chirc Ban sao 01
thuc hién thu tyc lién quan dén dang ky

doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phin cong Ban chinh 01

nhiém vu cta t6 chic d6 cho cd nhan truc
tiép thuc hién thu tuc lién quan dén dang ky
doanh nghiép.

Truong hop uy quyén cho don vi cung cip
dich vu buu chinh cong ich thyuc hién thu tuc
dang ky doanh nghiép thi khi thuc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nQp:

- Ban sao phiéu gtri ho so theo mau do doanh Ban sao 01
nghiép cung ung dich vu buu chinh cong ich
phat hanh c6 chir ky xac nhéan cua nhan vién
buu chinh va ngudi co thim quyén ky vin
ban dé nghi dang ky doanh nghiép.

Truong hop ty quyén cho don vi cung cap
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc dang ky doanh
nghiép thi viéc ty quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh sb
168/2025/ND-CP, cy thé:

- Ban sao hop dong Uy quyén cho t6 chirc Ban sao 01
thyc hién thi tyc lién quan dén dang ky

doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong Bén chinh 01

nhiém vu cua to chic d6 cho ca nhéan truc
tiep thuc hién tha tuc lién quan dén dang ky
doanh nghiép.

Ghi cha:

Nguoi iy quyén va ngudi duoc ty quyén thuc hién thu tuc dang ky doanh nghiép
chiu trach nhiém trudc phap luat vé tinh hop phap, trung thuc va chinh xac cua
vige uy quyén. Ngudi uy quyén va ngudi duge ty quyén phai xac thuc dién tir dé
dugc cap dang ky doanh nghiép. Truong hop viéc xac thuc dién tir bi gian doan
thi nguoi ty quyén thuc hién viéc xac thuc dién tir sau khi duoc Cép dang ky
doanh nghigp.

Truong hop ngudi Gy quyén khong xac nhan hodc x4c nhan khong ty quyén thuc
hién thi tuc ding ky doanh nghiép thi Co quan ding ky kinh doanh cip tinh yéu
cAu doanh nghiép bao cédo theo quy dinh tai khoan 5 Diéu 21 Nghi dinh )
168/2025/ND-CP. Cu thé: Yéu cau doanh nghiép bao céo vé viéc tuan thu cac
quy dinh cua Luét Doanh nghi€p theo quy dinh tai diém c khoan 1 Diéu 216 Luat
Doanh nghié¢p “Yéu cau doanh nghiép bao cao vé viéc tuan thi quy dinh ctia Luét
nay khi xét thay can thiét; dén ddc viée thuc hién nghia vu bdo cao cua doanh
nghi¢p”.

Truong hop chua cé tai khodn dinh danh dién tr dé thuc hién xac thuc dién ta
thi ho so diang ky doanh nghiép phai kém theo ban sao thé¢ Cin cudc hoic thé
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Can cudc cong dan hodc ho chiéu hodc ho chiéu nudc ngoai hoic cac gidy td co
gi4 trj thay thé ho chiéu nude ngoai con hiéu luc cua ngu’m uy quyén.

3. Cach thirc, dia chi ndp hé so, nhan két qua giai quyet TTHC

STT

Cich thirc ndp, nhin két qua

Pia chi cu thé

Ding ky truc tiép tai cdc Chi nhanh
TTPVHCC Thanh phé

Tai Chi nhanh TTPVHCC Thanh
pho Ha Noi (theo thong bao cua
cap c6 tham quyén)

2. | bang ky qua dich vu buu chinh

Theo dia chi: S¢ Tai chinh - Khu

lién co quan Van Ho (Pia chi: s6

52 Lé Pai Hanh, phuong Hai Ba
Trung, thanh phd Ha Noi)

Nop ho so truc tuyén qua mang dién tir tai
3. | Cong Thong tin Pang ky doanh nghiép Qudc
gia hodc qua Cdng dich vu céng Qudc gia

Theo dia chi:
https://dangkykinhdoanh.gov.vn
hodc https://dichvucong.gov.vn/

Ghi cha:
Ngudi nop ho so st dung tai khoan dinh danh dién tr d¢é dang nhap Cong thong
tin quoc gia vé dang ky doanh nghiép, ké khai thong tin, tai vin ban dién tir, ky
s6 hoic ky xéac thuc ho so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghi€p theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi duge uy quyén
phai xac thyc dién tir dé duge cip ding ky doanh nghiép. Trudng hop viée xac
thyc dién tur bi gian doan thi nguoi uy quyén thuc hién viéc xac thuc dién tir sau
khi dugc cip ding ky doanh nghiép. Sau khi hoan thanh viéc giri hd so ding ky
doanh nghiép, ngudi ndp hd so s& nhan duoc gidy tiép nhan ho so va hen tra két
qua dién tir qua tai khoan ctia ngudi ndp ho so.

4. Thoi gian giai quyét,

hi, 18 phi, mirc d6 cung cap dich vu cong truc tuyén

Théi gian gidi quyét Murc thu Cung cap dich
(PVT: Viét Nam dong) vu cong truc
Ngay lam viéc | Gio 1am viée Phi Lé phi tuyén
- Truong hop 40 gio Phi cong bo noi | - Lé phi dang ky | Toan trinh
chdm dut hoat dung dang ky | doanh nghiép:
dong chi doanh  nghiép: | Mién 1¢ phi
nhénh, van Khong dugc quy | - Mién 1¢ phi dbi
phong dai dién, dinh tai Biéu | v6i trudng hop
dia diém kinh phi, 1& phi ding |ding ky qua
doanh cua ky doanh nghiép | mang dién tir,
doanh nghiép ban hanh kém | dang ky thanh lap
trong nudc: 05 theo Thong tu s | trén co sd chuyén
ngay lam viéc 47/2019/TT- d6i tr ho kinh
ké tor ngay BTC. doanh (Thoéng tu
nhan hd so hop sO  47/2019/TT-
1€. BTC).
- Truong hop 24 gio
chdm dut hoat
dong chi
nhanh, van
phong dai dién

cua doanh
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nghi¢p & nudc
ngoai: 03 ngay
lam viéc ké tur
ngay nhan
dugc hd so hop
18.

5. Cac biéu miu trong gidi quyét TTHC

STT Tén biéu miu Co sé phap ly

1. | Théng bao vé viéc cham dut hoat dong chi nhanh/van | Thong  tu s
phong dai dién/dia diém kinh doanh (Mau s6 28, Phu luc I | 68/2025/TT-BTC
kém theo Théng tu s6 68/2025/TT-BTC).

2. | Thong bao vé viéc cham dut hoat dong chi nhanh/vin | Thong tu 6
phong dai dién & nudc ngoai (trong truong hop cham dirt | 68/2025/TT-BTC
hoat dong chi nhanh/van phong dai dién ¢ nudc ngoai,

Mau s 29, Phu luc I kém theo Thong tu s6 68/2025/TT-
BTC).

3. | Thong bao vé viéc cham dut hoat dong chi nhanh/vin | Thong tu 6
phong dai dién/dia diém kinh doanh (Mau s6 67 tai Phu | 68/2025/TT-BTC
luc I kém theo Thong tu s6 68/2025/TT-BTC).

4. | Thong bao vé viéc sira doi, bo sung ho so dang ky doanh | Théng  tu 6
nghiép (Mau s6 48, Phu luc I kém theo Thong tu sé | 68/2025/TT-BTC
68/2025/TT-BTC).

5. | Gidy tiép nhan ho so va hen tra két qua ho so dang ky | Thong tu  s6
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh (Mau s6 70, Phu luc T kém theo Thong tu $6
68/2025/TT-BTC).

6. | Giay tiép nhan ho so va hen tra két qua ho so dang ky | Thong tu  s6
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh qua mang théng tin dién tir (Mau sé 71, Phu luc I
kém theo Thong tu s6 68/2025/TT-BTC).

7. | Mau Phiéu xin 16i va hen lai ngdy tra két qua (Mau s6 04 | Thong tu  sO
Thong tu s6 01/2018/TT-VPCP); 01/2018/TT-VPCP

8. |Mau So theo ddi hdo so (Mau s6 06 Thong tu sb | Thong tu  s6
01/2018/TT-VPCP); 01/2018/TT-VPCP

6. Quy trinh gidi quyét
Thoi gian
. L. giai quyet toi
Tén buée bon V;/llj'gu’m thye Noi dung cong viéc da
en (DVT: Gio
lam viéc)
*, Trudng hop ding Ky truc tiép hoiic qua dich vu bwu chinh
Budc1 [Cac Chi  nhanh |- Tiép nhan ho so va ghi gidy tiép | Gio hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
ho so - Chuyén ho so vé S Tai chinh
Budc2 | Vanphong S6 Tai |Chuyén ho so cho Phong |1 gio
Luan chuyén | chinh PKKD&TCDN
ho so
Bu6c3 |Lianh dao Phong | Phan cong chuyén vién xu 1y ho | 1 gio
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Phén cong | BPKKD&TCDN so sau khi tiép nhan
xu ly
Budc 4 Chuyén vién Phong | Chuyén vién tién hanh xem xét | - Trudng hop
Thulyva | BPKKD&TCDN tinh hop 1€ cua hd so: chdm dat hoat
giai quyét hd - H6 so khéng du diéu kién: Dy | dong chi
SO thao thong bao hudng dan stra doi | nhanh,  vin
bd sung, néu rd 1y do. phong dai
- Ho so du diéu kién: Hoan thién | dién, dia diém
hd so, chuyén Lanh dao phong. kinh  doanh
cua doanh
nghi¢p trong
nuoc: 12 gio
lam viéc.
- Truong hop
chdm dut hoat
dong chi
nhanh, van
phong dai
dién cua
doanh nghiép
¢ nudc ngoai:
02 gio lam
viéc.
Budc 5 Lanh dao Phong | * Néu dong y: - Truong hop
Phé duyé¢t | PKKD&TCDN - Trudng hop ho so hop 1é: cham dut hoat
két qua + Phé duyét ndi dung két qua | dong chi
dang ky doanh nghiép (ddi véi hd | nhanh,  vin
so chdm dut hoat dong chi nhanh, | phong  dai
van phong dai dién cuia doanh | dién, dia diém
nghiép & nudc ngoai). Chuyén B7 | kinh  doanh
+ Guri thong tin cho Co quan thué | cua doanh
(d6i voi ho so cham dut hoat dong | nghiép  trong
chi nhanh, van phong dai dién, dia | nudc: 4 gio
diém kinh doanh ciia doanh | lam viéc.
nghi¢p trong nudc) - Truong hop
- Truong hop ho so khong hop 18: | chidm dat hoat
Phé duyét ndi dung thong bao | dong chi
huéng din soa doi bd sung. | nhanh, vin
Chuyén B7 phong dai
* Néu khong dong y: chuyén lai | dién cia
B4. doanh nghiép
O nudc ngoai:
01 gio lam
viéc.
Budc 6 Co quan thué phan | Co quan thué phan hoi vé hoan | 16 gid
Gui thong | hoi tryc triép trén hé | thanh nghia vu thué caa chi
tin cho co théng nhanh, van phong dai dién, dia

quan thué

diém kinh doanh cua doanh
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nghi¢p trong nudc

Buoc 7
Thong bao
két qua

Lanh dao
DKKD&TCDN

Phong

- Guri Théng bao yéu cau stra doi
bd sung (tra ty dong qua cong
thong tin qudc gia vé& ding ky
doanh nghiép) ddi véi truong hop
hé so khong hop 18.

- P6i v6i hd so cham dit hoat
dong chi nhanh, van phong dai
dién, dia diém kinh doanh cua
doanh nghiép trong nuéc: Chip
thuan trén hé théng dbi véi hd so
hop 1€

- D6i v6i hd so cham dit hoat
dong chi nhanh, vdn phong dai
dién, dia diém kinh doanh cua
doanh nghiép trong nudc:

+ Truong hop CQ thué khong
chap thuan: giri thong bao yéu cau
sira doi bo sung (tra ty dong qua
Cong thong tin qubc gia vé ding
ky doanh nghiép).

+ Chép thuan trén hé thong dbi
v6i ho so duoc co quan thué chap
thuan.

- Ky s6 két qua diang ky doanh
nghiép. Trudng hop khong thé ky
s6 do khach quan thi linh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh

- Truong hop
chidm dut hoat
dong chi
nhanh, van
phong dai
dién, dja diém
kinh  doanh
cua doanh
nghiép trong
nuoc: 4 gio
lam viéc.

- Truong hop
chdm dut hoat
dong chi
nhanh, van
phong dai
dién cua
doanh nghiép
¢ nudc ngoai:
01 gio lam
viéc.

Budc 8
Phét hanh
két qua

Van thu

- Poi voi truong hop ky sé két
qua dang ky doanh nghiép: ky
bang chir ky sb td chire ciia Phong
DKKD&TCDN (tra tu dong qua
cong thong tin qubc gia vé ding
ky doanh nghiép).

- Truong hop khong thé ky s
phat hanh thi phat hanh két qua 1a
ban gidy

- Truong hop
chdm dut hoat
dong chi
nhanh, van
phong dai
dién, dia diém
kinh  doanh
cua doanh
nghi€p trong
nuoc: 4 gio
lam viéc.

- Truong hop
chdm dut hoat
dong chi
nhanh, van
phong dai
dién cua
doanh nghiép
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O nudc ngoai:
2 gio lam
viéc.

Budc 9
Tra két qua
cho t6 chtic
c4 nhan ddi
voi1 truong
hop két qua
1a ban gidy

Pon vi cung cap
dich vu buu chinh
cbng ich

Van thu phong ban giao cho don
vi cung cfip dich vu buu chinh
cong ich tra két qua cho doanh
nghiép

Gi0 hanh
chinh

Bu,c'rc 10
Thong ké
theo doi

- Van thu phong
DKKD&TCDN; B¢
phan luu triv

- Van phong S¢

Van thu phong BPKKD&TCDN va
B6 phan luu trir - Van phong So
c6 trach nhiém thong ké cac
TTHC thyc hién tai don vi vao sd
theo ddi ho so

Gi0d hanh
chinh

Tong thoi gian:

- Truong hop
chidm dut hoat
dong chi
nhanh, van
phong dai
dién, dia diém
kinh  doanh
cua doanh
nghiép trong
nudc: 05 ngay
lam viéc.

- Truong hop
chdm dut hoat
dong chi
nhanh, van
phong dai
dién cua
doanh nghiép
0 nudc ngoai:
03 ngay lam
viéc.

*. Truwdng hgp ding ky qua mang dién ti

Budc 1
Nop ho so

Nguoi c6 tham
quyén ky van ban dé
nghi dang ky doanh
nghiép hodc nguoi
dugc y quyén thuc
hién thu tuc dang ky
doanh nghiép

Ngudi nép ho so ké khai thong
tin, tdi van ban dién t&, ky xac
thuc hd so ding ky doanh nghiép
qua mang thong tin dién tor va
thanh toan phi, 1¢ phi dang ky
doanh nghiép theo quy trinh trén
cong thong tin qubc gia vé ding
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn).

Ca ngay

Budc 2
Phan cbng

Lanh dao Phong
DKKD&TCDN

Phan cong chuyén vién xu 1y ho
so sau khi tiép nhan

1 gio
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xu 1y ho so

hodc ty dong trén h¢
thong

Budce 3
Thu 1y, giai
quyét ho so

Chuyén vién Phong
DKKD&TCDN

Chuyén vién tién hanh xem xét
tinh hop 18 cta hd so:

- H6 so khéng du diéu kién: Dy
thao thong bao hudng dan stra ddi
bd sung, néu 16 1y do.

- Ho so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.

13 gio

Budce 4
Phé duyét
két qua

Lanh dao Phong
DKKD&TCDN

* Néu dong v

- Trudng hop ho so hop 1é:

+ phé duyét noéi dung két qua
dang ky doanh nghiép (d6i voi hd
so cham dut hoat dong chi nhanh,
van phong dai dién cia doanh
nghiép & nude ngoai). Chuyén B8
+ Gri thong tin cho Co quan thué
(d6i voi ho so chdm dut hoat dong
chi nhanh, van phong dai dién, dia
diém kinh doanh cta doanh
nghi¢p trong nudc)

- Truong hop ho so khong hop 18:
Phé duyé¢t ndi dung thong bao
huéng din soa doi bd sung.
Chuyén B8

* Néu khong dong y: chuyén lai
B3.

4 gio

Budc 5
Gui thong
tin cho co
quan thué

Co quan thué phan
hoi tryc triép trén hé
thong

Co quan thué phan hoi vé hoan
thanh nghia vu thué cua chi
nhanh, van phong dai di¢n, dia
diém kinh doanh cua doanh
nghiép trong nudc

16 gio

Budc 6
Thong bao
két qua

- Lanh dao Phong
DKKD&TCDN
- Chuyén
Phong
DKKD&TCDN

Vién

- Guri Théng bao yéu cau stra doi
b sung (tra tu dong qua cong
thong tin qubc gia vé dang ky
doanh nghiép) ddi véi trudng hop
hé so khong hop 18.

- D6i véi hd so cham dut hoat
dong chi nhanh, vin phong dai
dién, dia diém kinh doanh cua
doanh nghiép trong nudc: Chap
thuan trén hé thong d6i véi hod so
hop 1¢

- Déi voi hd so chdm dut hoat
dong chi nhanh, van phong dai
dién, dia diém kinh doanh cua
doanh nghiép trong nudc:

+ Truong hop CQ thué khong

4 gio
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chap thuén: guri thong béo yéu cau
stra d6i bd sung (tra ty dong qua
Cong thong tin qubc gia vé ding
ky doanh nghiép).

+ Chap thuan trén hé thong dbi
v6i hd so duoc co quan thué chip
thuan.

- Ky s6 két qua diang ky doanh
nghiép. Trudng hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh

Budc 7 | Van thu - Poi voi truong hop ky so két | 4 gio
Phat hanh qua dang ky doanh nghi¢p: ky
két qua bang chit ky s6 to chirc ciia Phong
DKKD&TCDN (tra tu dong qua
cong thong tin qubc gia vé ding
ky doanh nghiép).
- Truong hop khong thé ky s
phat hanh thi phat hanh két qua 1a
ban gidy
Bude 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gio hanh
Trakét qua | dich vu buu chinh | vi cung cap dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
c4 nhan ddi nghiép
Vo1 truong
hop két qua
1a ban gidy
Budc 9 Chuyén vién Phong | Van thu Phong DPKKD&TCDN | Gid hanh
Théng ké | PKKD&TCDN ; Bo | va Bo phan luu trit - Van phong | chinh
theo doi phan luu trit - Van | S ¢6 trach nhiém thong ké cac
phong S¢& TTHC thyc hién tai don vi vao s6
theo ddi ho so
Tong thoi gian: - Truong hop
chidm dut hoat
dong chi
nhanh, van
phong dai
dién, dia diém
kinh  doanh
cua doanh
nghiép trong
nudc: 05 ngay
lam viéc.
- Truong hop

chidm dut hoat
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dong chi
nhanh, van
phong dai
dién cua

doanh nghiép
0 nudc ngoai:
03 ngay lam
viéc.

7. Trach nhiém tra hd so, két qua gidi quyét va luu trir ho so TTHC

Trach nhiém

Trung tam PVHCC

Co quan giai quyet hd so

Tra ho so, két qua

- Chuyen ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh cong ich tra két qua
cho doanh nghiép.

- Tra két qua giai quyét
TTHC ban dién tr trén Cong
thong tin qudc gia vé ding
ky doanh nghiép.

Luu trir

- S6 theo dbi h?) so (Mau sb
06 Thong tu s6 01/2018/TT-
VPCP)

- Ho so to chirc/ca nhan nop;
Gidy tiép nhan hd so va hen
tra két qua; (déi Vol trudong
hop nop hd so glay)

- Thong bao vé viéc chim
dat hoat dong chi nhanh/van
phong dai dién/dia diém kinh
doanh; Thong bao vé viéc
stra d6i, bo sung ho so.

- S6 theo ddi hd so (néu tra
két qua 1a ban gidy).
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35. Hiéu dinh théng tin ding ky doanh nghiép, hiéu dinh thong tin trén Gidy
xac nhan vé viéc thay ddi ndi dung ding ky doanh nghi¢p, Gidy chirng nhan ding ky
hoat dong chi nhanh, vin phong dai dién, Gidy chitng nhin ding ky dia diém kinh
doanh va cac thong tin vé ding ky doanh nghiép lwu giit tai Co sé dir liéu qudc gia
vé diang Ky doanh nghiép (QT-SO-35)

1. Co sé phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luat Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xa hoi chil nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 ctia Chinh phil vé dang ky doanh
nghiép;

- Théng tu sb 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau str dung trong ding ky doanh nghiép, ding ky ho kinh doanh;

- Thong tu sd 47/2019/TT-BTC ngay 05/8/2019 ctia B6 Tai chinh quy dinh mirc
thu, ché d6 thu, ndp, quan 1y va sir dung phi cung cap thong tin doanh nghiép, 1¢ phi dang
ky doanh nghiép.

2. Thanh phin hd so

Ban sao/

ban chinh S0 lurgng

STT Tén ho so

1. | Truong hop hiéu dinh thong tin trén Giay
chting nhan dang ky doanh nghiép, Gidy xac
nhan vé viéc thay doi noi dung dang ky
doanh nghiép, Gidy chimg nhan dang ky hoat
dong chi nhanh, vin phong dai dién, Gidy
chtng nhan dang ky dia diém kinh doanh:

- Vin ban dé nghi hi¢u dinh thong tin. Ban chinh 01

2. | Truong hgp hiéu dinh thong tin trong Co s&
dir liéu quéc gia vé ding ky doanh nghiép:

- Vin ban dé nghi hiéu dinh thong tin. Ban chinh 01
- Ban sao Gidy chuing nhin ding ky doanh Ban sao 01
nghiép, Gidy chimg nhan ding ky kinh
doanh, Gidy ching nhan diang ky kinh doanh
va dang ky thué, Gidy ching nhan diu tu
(d6ng thoi 14 Gidy chimg nhan dang ky kinh
doanh), Gidy phép dau tu hoic gidy to c6 gia
tri phap 1y twong duong, Gidy phép thanh 1ap
va hoat dong kinh doanh ching khoan.

* Truong hop uy qu‘yén thyc hién thu tuc: 7 ‘ 7
Nguoi c6 tham quyén ky van ban d€ nghi dang ky doanh nghiép c6 thé uy quyén cho to
chtrc, ca nhan khac thuc hién thu tuc dang ky doanh nghiép theo quy dinh sau day:

1. | Truong hop iy quyén cho ca nhan thyc hién
thii tuc dang ky doanh nghiép, kém theo hd
so dang ky doanh nghi¢p phai co:

- Vin ban uy quyén cho c4 nhéan thuc hién tha Bén chinh 01
tuc lién quan dén dang ky doanh nghiép. Van
ban uy quyén nay khong bat budc phai cong
ching, chiing thuc.
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Truong hop uy quyén cho to chirc thuc hién
thu tuc dang ky doanh nghi¢p, kém theo hd
so dang ky doanh nghiép phai co:

- Ban sao hop ddng uy quyén cho t6 chirc Ban sao 01
thuc hién tho tuc lién quan dén ding ky

doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong Bén chinh 01

nhiém vu cta t6 chic d6 cho ca nhan truc
ti€p thuc hién thu tuc lién quan dén dang ky
doanh nghiép.

Truong hop uy quyén cho don vi cung cip
dich vu buu chinh cong ich thuc hién thu tuc
dang ky doanh nghi€p thi khi thuc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nop:

- Ban sao phiéu gtri ho so theo mau do doanh Ban sao 01
nghiép cung Ung dich vu buu chinh cong ich
phat hanh c6 chir ky xac nhéan cua nhan vién
buu chinh va ngudi c¢6 thim quyén ky vin
ban dé nghi ding ky doanh nghiép.

Truong hop uy quyén cho don vi cung cap
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc dang ky doanh
nghiép thi viéc ty quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh s6
168/2025/ND-CP, cuy thé:

- Ban sao hop ddng uy quyén cho t6 chirc Ban sao 01
thuc hién tho tuc lién quan dén ding ky

doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong Bén chinh 01

nhiém vu cta t6 chac d6 cho ca nhan truc
tiép thuc hién tha tuc lién quan dén dang ky
doanh nghiép.

Ghi cha:

Nguoi iy quyén va ngudi duoc ty quyén thuc hién thu tuc dang ky doanh nghiép
chiu trach nhiém trudc phap luat vé tinh hop phap, trung thuc va chinh xac cua
viée uy quyén. Ngudi uy quyén va ngudi duoc ty quyen phai xac thuc dién tor dé
duoc cap dang ky doanh nghiép. Truong hop viéc xac thuc dién tir bi gian doan
thi nguoi Gy quyén thuc hién viéc xac thuc dién tir sau khi duoc cép dang ky
doanh nghigp.

Truong hop ngudi Gy quyén khong xac nhan hodc xac nhan khong ty quyén thuc
hién thu tuc dang ky doanh nghiép thi Co quan diang ky kinh doanh cap tinh yéu
cau doanh nghiép béo céo theo quy dinh tai khoan 5 Piéu 21 Nghi dinh s
168/2025/ND-CP. Cu thé: Yéu ciu doanh nghi¢p bao cdo vé viéc tuan thu cac
quy dinh ctia Luat Doanh nghiép theo quy dinh tai diém ¢ khoan 1 Diéu 216 Luat
Doanh nghiép “Yéu cau doanh nghiép bao cio vé viéc tuan tha quy dinh ctia Luat
nay khi xét th?iy can thiét; dén ddc viée thuc hién nghia vu bdo cao cua doanh
nghiép”.
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Truong hop chua cé tai khoan dinh danh dién tir dé thuc hién x4c thuc dién tu
thi hd so ding ky doanh nghi€p phai kem theo ban sao the¢ Can cude hodc the
Can cudc cong dan hodc ho chiéu hodc ho chiéu nudc ngoai hoic cac gidy td co
gia trj thay thé ho chiéu nude ngoai con hiéu luc cua ngu:(n uy quyén.

3. Céch thirc, dia chi ndp ho so, nhin két qua giai quyét TTHC

STT

Cich thirc ndp, nhin két qua Dia chi cu thé

Pang ky truc tiép tai cic Chi nhanh Tai Chi nhanh TTPVHCC Thanh

1. TTPVHCC Thanh phé phd Ha‘lA’NC)i,(theK:o thén% bao cua
cap c6 tham quyén)

Theo dia chi: So Téj chinh - th

< , : . lién co quan Van Ho (Pia chi: so6

2. | bang ky qua dich vu buu chinh 5218 ];lai Hanh, phugrng Hai Ba

Trung, thanh phd Ha Noi)
Nop hd so truc tuyén qua mang dién tu tai Theo dia chi:
3. | Cong Théng tin DBang ky doanh nghiép Quéc | https:/dangkykinhdoanh.gov.vn

gia hodc qua Cong dich vu cong Qudc gia hodc https://dichvucong.gov.vn/

Ghi chu:

Nguoi ndp ho so st dung tai khoan dinh danh dién tir d&é ding nhap Cong thong
tin quéc gia vé dang ky doanh nghiép, ké khai thong tin, tai vin ban dién tu, ky
s6 hoic ky xéac thuc ho so ding ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghiép theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi dugc uy quyén
phai xac thyc dién tir dé dugc cip ding ky doanh nghiép. Trudng hop viée xac
thuc dién tur bi gian doan thi nguoi uy quyén thuc hién viéc xac thuc dién tir sau
khi dugc cip dang ky doanh nghiép. Sau khi hoan thanh viéc giri hd so dang ky
doanh nghiép, ngudi ndp hd so s& nhan duoc gidy tiép nhan ho so va hen tra két
qua dién tir qua tai khoan ciia ngudi ndp ho so.

4. Thoi gian giai quyét, phi, 18 phi, mirc dd cung cip dich vu cong triee tuyén

Théi gian giai quyét Mirc thu Cung cap dich
(PVT: Viét Nam dong) vu cong truc
Ngay lam viée | Gio 1am viée Phi Lé phi tuyén
03 ngay lam 24 gio Phi cong bd noi | - Lé phi dang ky | Toan trinh
viéc ké tir ngay dung dang ky | doanh nghiép:
nhan duoc hd doanh  nghiép: | Mién 18  phi
so hop I¢. Khong dugc quy | (Théng  tu s
dinh tai Biéu | 47/2019/TT-
phi, 1€ phi dang | BTC).
ky doanh nghiép | - Mién 1§ phi dbi
ban hanh kém | v4i truong hop
theo Thong tu sé | dang  ky  qua
47/2019/TT- mang dién tu,
BTC. dang ky thanh lap
trén co s& chuyén
doi tr ho kinh
doanh (Thong tu
s6  47/2019/TT-
BTC).

5. Cac biéu miu trong gidi quyét TTHC
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STT Tén biéu miu Co sé phap ly

1. | Pang ky thay doéi noi dung Giéy ching nhin ding ky | Thong tu s
doanh nghi¢p/Thong bao thay d6i noi dung dang ky doanh | 68/2025/TT-BTC
nghiép (Mau sb 12 tai Phu luc I kém theo Théng tu sb
68/2025/TT-BTC).

2. | Gidy xac nhan vé viéc thay d6i ndi dung ding ky doanh | Thong tu  s6
nghiép (Mau s6 44 tai Phy luc I kém theo Thong tu sé | 68/2025/TT-BTC
68/2025/TT-BTC).

3. | Gidy chung nhan ding ky doanh nghiép - Doanh nghiép tu | Théng  tu  s6
nhan (Mau sé 37, Phu luc I kém theo Thong tu sd | 68/2025/TT-BTC
68/2025/TT-BTC).

4. | Giay chimg nhan dang ky doanh nghiép - Céng ty TNHH | Thong  tu  s0
mot thanh vién (Mau sé 38, Phu luc I kém theo Thong tu | 68/2025/TT-BTC
s6 68/2025/TT-BTC).

5. | Gidy chiing nhan dang ky doanh nghiép - Cong ty TNHH | Thong  tu  s6
hai thanh vién trd 1én (Mau s6 39, Phu luc I kém theo | 68/2025/TT-BTC
Thong tu s6 68/2025/TT-BTC).

6. | Giay chiung nhan ding ky doanh nghiép - Cong ty c¢o phan | Thong tu s
(MAu s6 40, Phy lyc I kém theo Thong tu s6 68/2025/TT- | 68/2025/TT-BTC
BTC).

7. | Giay ching nhan dang ky doanh nghiép - Cong ty hop | Thong tu s
danh (Mau s6 41, Phu luc I kém theo Thong tu sb | 68/2025/TT-BTC
68/2025/TT-BTC).

8. | Thong bao vé viéc sira doi, bo sung ho so ding ky doanh | Thong  tu 6
nghiép (Miu s6 48, Phy lyc I kém theo Thong tu s | 68/2025/TT-BTC
68/2025/TT-BTC).

9. | Giay tiép nhan ho so va hen tra két qua ho so ding ky | Thong tu  s6
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh (Mau s6 70, Phu luc T kém theo Thong tu )
68/2025/TT-BTC).

10. | Gidy tiép nhan ho so va hen tra két qua ho so dang ky | Thong tu s
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh qua mang thong tin dién tor (Mau s6 71, Phy luc I
kém theo Thong tu s6 68/2025/TT-BTC).

11. | Mau Phiéu xin 15i va hen lai ngdy tra két qua (Mau s6 04 | Thong  tu  s0
Thong tu s6 01/2018/TT-VPCP); 01/2018/TT-VPCP

12. |[Mau S6 theo ddi ho so (Mau s6 06 Thong tu so | Thong tu  sO
01/2018/TT-VPCP);, 01/2018/TT-VPCP

6. Quy trinh gidi quyét

Thoi gian

. L. gidi quyet toi
Tén budc Don V;/lljgum thye Noi dung cong viéc da
en (PVT: Gio
lam viéc)
*, Trudng hop ding Ky truc tiép hoiic qua dich vu bwu chinh

Buéc1 | Cac Chi nhanh | - Tiép nhan ho so va ghi gidy tiép | Gid  hanh

Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh

ho so - Chuyén ho so vé S¢ Tai chinh
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Budc 2 Van phong S¢ Tai Chuyén hé so cho Phong |1 gio
Luan chuyén | chinh DKKD&TCDN
ho so
Budc 3 Lanh dao Phong | Phin cong chuyén vién xtr Iy ho | 1 gior
Phén cong | BPKKD&TCDN so sau khi tiép nhan
xu ly
Budc 4 Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gid
Thulyva | DKKD&TCDN tinh hop 18 cua hd so:
giai quyét hd - Hb so khong du diéu kién: Dy
SO thao thong bao hudng dan stra ddi
bd sung, néu 13 1y do.
- Ho so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.
Budc 5 Lanh dao Phong | * Néu dong y: 4 gid
Phé duyét | PKKD&TCDN - Trudng hop ho so hop 1&: phé
két qua duyét ndi dung két qua dang ky
doanh nghiép
- Truong hop ho so khong hop 18:
Phé duyét ndi dung thong bao
hudng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B4.
Budc 6 - Lianh dao Phong |- Gui Thong bao yéu cau stra doi | 2 gio
Thong bdo | PKKD&TCDN bd sung (tra tuy dong qua cong
két qua - Chuyén vién | théng tin qubc gia vé ding ky
Phong doanh nghiép) ddi voi truong hop
PKKD&TCDN hé so khong hop 18.
- Chap thuan trén hé thong ddi véi
ho so hop 1€
- Ky sb két qua diang ky doanh
nghiép. Trudng hop khong thé ky
s6 do khiach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh
Budc 7 | Van thu - Poi voi truong hop ky so két | 4 gio
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chitc cia Phong
DKKD&TCDN (tra tu dong qua
cong théng tin qubc gia vé ding
ky doanh nghiép).
- Truong hop khong thé ky s
phat hanh thi phat hanh két qua 1a
ban gidy
Budc 8 Pon vi cung cap | Van thu phong ban giao cho don | Gio hanh
Trakétqua |dich vu buu chinh | vi cung cip dich vu buu chinh | chinh

cho to6 chire/
ca nhan doi

cong ich

cong ich tra két qua cho doanh
nghiép
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voi1 truong
hop két qua
1a ban gidy
Budc 9 - Chuyén vién | Van thu Phong DKKD&TCDN
Théng ké | Phong va Bo phan luu trif cung Vin
theo ddi | PKKD&TCDN; B6 | phong So ¢6 trach nhiém thong ké
phan luu trir cac TTHC thuc hién tai don vi
- Van phong S¢ vao sb theo ddi ho so
Tong thoi gian: 03 ngay
*, Trwomg hgp dang ky qua mang dién tir
Bude 1 Nguoi ¢6 tham | Ngudi nép ho so ké khai thong | Ca ngay
Nop hd so | quyén ky vin ban dé | tin, tai vin ban dién tir, ky xac
nghi ding ky doanh | thyc hd so ding ky doanh nghiép
nghi€p hodc ngudi | qua mang thong tin dién tor va
dugc ty quyén thyc | thanh toan phi, 1& phi ding ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin qubc gia vé ding
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn).
Budc 2 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gio
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Budc 3 Chuyén vién Phong | Chuyén vién tién hanh xem xét | 13 gid
Thu ly, giai | PKKD&TCDN tinh hop 1é ctia hd so:
quyét ho so - Ho so khong du diéu kién: Dy
thao thong bao hudng dan stra doi
bd sung, néu 13 1y do.
- Ho so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budc 4 Lanh dao Phong | * Néu dong y: 4 gio
Phé duyét | PKKD&TCDN - Truong hop hd so hop 1&: phé
két qua duyét ndi dung két qua dang ky
doanh nghiép
- Trudng hop hd so khong hop 1é:
Phé duyé¢t ndi dung thong bao
huéng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B3.
Budce 5 - Lanh dao Phong |- Gui Thong bio yéu cau stra doi | 2 gio
Thong bao | PKKD&TCDN bd sung (tra ty dong qua cong
két qua - Chuyén vién |thong tin qudc gia vé dang ky
Phong doanh nghiép) ddi véi trudng hop
PKKD&TCDN hé so khong hop 18.

- Chép thudn trén hé thong d6i voi
ho so hop 1¢
- Ky s0 két qua dang ky doanh
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nghiép. Trudng hop khong thé ky
s6 do khach quan thi ldnh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén van thu phat hanh.

Budc 6 Van thu
Phat hanh

két qua

- Poi v6i truong hop ky so két | 4 gio
qua dang ky doanh nghi¢p: ky
bang chit ky sb td chirc cua Phong
DKKD&TCDN (tra ty dong qua
cong thong tin qubc gia vé ding
ky doanh nghiép).

- Trudong hop khéng thé ky sb
phat hanh thi phéat hanh két qua 1a
ban gidy

Budce 7 Pon vi cung cap
Trakét qua | dich vu buu chinh
cho 6 chuc/ | cong ich
c4 nhan dbi
voi truong
hop két qua
1a ban gidy

Van thu phong ban giao cho don | Gio hanh
vi cung cdp dich vu buu chinh | chinh
cong ich tra két qua cho doanh
nghiép

Budc 8 Chuyén vién Phong
Thong ké | PKKD&TCDN ; Bo
theo doi phan luu trit - Van

Vian thu Phong BDKKD&TCDN | Gio hanh
va B¢ phén luu trit - Van phong | chinh
S¢ c6 trach nhiém thong ké cac

phong So TTHC thyc hién tai don vi vao sd
theo ddi hd so
Tong thoi gian: 03 ngay
7. Trach nhiém tra ho so, két qua gidi quyét va luu trir ho so TTHC
Trach nhiém Trung tdm PVHCC Co quan gidi quyet ho so

Tra ho so, két qua

- Chuyen ho so, ket qua giai
quyét TTHC ban gidy cho don
vi cung cip dich vu buu chinh
cong ich tra két qua cho doanh
nghiép.

- Tra két qua giai quyét TTHC
ban dién tir trén Cong thong tin
quoc gia vé dang ky doanh

nghiép.
Luu trir - So theo ddi hd so (Mau - Ho so to chirc/ca nhan nop;
sO 06 Thong tu sb | Gidy tiép nhan ho so va hen tra
01/2018/TT-VPCP) két qua; (doi vei truong hop

ndp ho so giay).

- Gidy chung nhan ding ky
doanh nghiép; Gidy xac nhan
vé viéc thay d6i noi dung ding
ky doanh nghi¢p; Thong bao
vé viéc sira doi, bo sung ho so.
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- S6 theo ddi ho so (néu tra két
qua la ban gidy).
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36. Cham dirt cam két thwe hién muc tiéu xi hi, méi trudng (QT-SO-36)

1. Co sé phap ly

- Luat Doanh nghiép sb 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luat sta d6i, bd sung mot s6 diéu ctia Luit Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xi hoi chit nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;

- Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cta Bo Tai chinh ban hanh biéu
mau st dung trong dang ky doanh nghiép, dang ky ho kinh doanh;

- Thong tu s6 47/2019/TT-BTC ngay 05/8/2019 ciia Bo Tai chinh quy dinh muc
thu, ché do thu, ndp, quan 1y va sir dung phi cung cap thong tin doanh nghiép, 1é phi dang
ky doanh nghiép.

2. Thanh phin h so

. Ban sao/ £
STT Tén ho so ban chinh SO luwgng
1. | Thong bao vé viéc cham dut cam két thuc Ban chinh 01
hién muc ti€u xa hd1, moi truong;
2. | Ban sao hodc ban chinh nghi quyét,hoaflc Ban sao 01

quyét dinh ctiia Hoi dong thanh vién dbi voi
cong ty TNHH hai thanh vién tro 1€n, cong ty
hop danh, cua Dai hoi dong c6 dong ddi véi
cong ty c¢o phan, ctia chu s¢ hitu cong ty d6i
vol cong ty TNHH mot thanh vién hodc
quyét dinh cua co quan nha nudc cé thim
quyén (néu co) vé viéc cham dat Cam két,

trong d6 néu rd 1y do chdm dut.

* Trudng hop Uy quyén thue hién thu tuc:

Nguoi c¢6 tham quyén ky vian ban dé nghi dang ky doanh nghiép c6 thé uy quyén cho to

chtrc, ca nhan khac thuc hién thu tuc dang ky doanh nghiép theo quy dinh sau day:

1.

Truong hop Gy quyén cho c nhan thuc hién
thii tyc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghiép phai co6:

- Véan ban uy quyén cho cé nhan thyc hién thu
tuc lién quan dén dang ky doanh nghiép. Vin
ban Gy quyén nay khong bat budc phai cong
ching, chirng thuc.

Ban chinh

01

Truong hop uy quyén cho to chirc thyc hién
thi tuc dang ky doanh nghiép, kém theo ho
so dang ky doanh nghiép phai co:

- Ban sao hop déng uy quyén cho t6 chirc
thuc hién thu tyc lién quan dén ding ky
doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong
nhiém vu cta t6 chic d6 cho c4 nhan truc
tiép thuc hién thi tuc lién quan dén dang ky
doanh nghiép.

Ban sao

Ban chinh

01

01

Truong hop Uy quyén cho don vi cung cap
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dich vu buu chinh cong ich thyuc hién thu tuc
dang ky doanh nghiép thi khi thuc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nQp:

- Ban sao phiéu gtri hd so theo miu do doanh Ban sao 01
nghiép cung tng dich vu buu chinh cong ich
phat hanh co6 chir ky x4c nhan cua nhan vién
buu chinh va ngudi c¢6 thim quyén ky vin
ban dé nghi ding ky doanh nghiép.

4. | Trudng hop uy quyén cho don vi cung cap
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc dang ky doanh
nghiép thi viéc 0y quyén thuc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh s6
168/2025/ND-CP, cuy thé:
- Ban sao hop dong iy quyén cho t6 chirc Ban sao 01
thuc hién thu tyc lién quan dén dang ky
doanh nghiép;
- Gidy gi6i thiéu hodc vin ban phan cong Ban chinh 01
nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién thi tuc lién quan dén dang ky
doanh nghiép.
Ghi chu:
Ngudi iy quyén va ngudi duoc ty quyén thuc hién thu tuc dang ky doanh nghiép
chiu trach nhiém trude phap luat vé tinh hop phap, trung thyc va chinh xac cua
viéc uy quyén. Ngudi uy quyén va nguoi duge ty quyén phai xac thuc dién tir dé
duoc cap dang ky doanh nghiép. Truong hop viéc xac thuc dién tir bi gian doan
thi nguoi Gy quyén thuc hién viéc xac thuc dién tir sau khi duoc cép ding ky
doanh nghiép.
Truong hop ngudi Gy quyén khong xac nhan hodc xac nhan khong ty quyén thuc
hién thi tuc ding ky doanh nghiép thi Co quan ding ky kinh doanh cip tinh yéu
cau doanh nghiép bao cao theo quy dinh tai khoan 5 Piéu 21 Nghi dinh sb
168/2025/ND-CP. Cu thé: Yéu cau doanh nghiép bao cdo vé viéc tuan thil cac
quy dinh cta Luat Doanh nghiép theo quy dinh tai diém ¢ khoan 1 Diéu 216 Luét
Doanh nghiép “Yéu cau doanh nghiép bao cdo vé viéc tuan thi quy dinh ctia Luét
nay khi xét thay can thiét; don doc viéc thuc hién nghia vu bao céo cua doanh
nghiép”.
Truong hop chua cé tai khodn dinh danh dién tr dé thuc hién xéac thuc dién tu
thi ho so dang ky doanh nghiép phai kém theo ban sao thé Can cudc hodc the
Cén cude cong dan hodc hd chiéu hodc ho chiéu nudc ngoai hoic cac gidy to ¢6
gi4 trj thay thé ho chiéu nude ngoai con hiéu luc cua nguon uy quyén.
3. Céch thirc, dia chi ndp ho so, nhin két qua giai quyét TTHC
STT Cich thirc ndp, nhin két qua Dia chi cu thé
1 Ping ky truc tiép tai cac Chi nhanh T%I;CIE; 111\?? nlhll' Tl:XAHC% ,Thaqnh
" | TTPVHCC Thanh phé pho Ha Noi (theo thong bao cua
cap c6 thim quyén)
2. | Pang ky qua dich vu buru chinh Theo dia chi: S& Tai chinh - Khu

lién co quan Van H6 (Pia chi: s
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52 Lé bai Hanh, phuong Hai Ba
Trung, thanh ph6 Ha N6i)

Nop ho6 so truc tuyén qua mang dién tir tai
Cong Thong tin Dang ky doanh nghiép Quéc

gia hodc qua Cong dich vu cong Qudc gia

Theo dia chi:
https://dangkykinhdoanh.gov.vn
hodc https://dichvucong.gov.vn/

Ghi chu:

Ngudi nop ho so st dung tai khoan dinh danh dién tir dé dang nhap Cong thong
tin quéc gia vé diang ky doanh nghiép, ké khai thong tin, tai vin ban dién tu, ky
s6 hoic ky xéac thuc hd so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghi€p theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi duge uy quyén
phai xac thuc dién tir dé duoc cip diang ky doanh nghiép. Truong hop viéc xac
thue dién tir bi gian doan thi nguoi uy quyén thue hién viée xac thuc dién tir sau
khi dugc cip ding ky doanh nghiép. Sau khi hoan thanh viéc gui hd so ding ky
doanh nghiép, ngudi ndp hd so s& nhan duoc gidy tiép nhan hod so va hen tra két

qua dién tir qua tai khoan ctia ngudi nop hd so.

4. Thoi gian giai quyét,

hi, 18 phi, mirc d6 cung cap dich vu cong truc tuyén

Thaoi gian giai quyét

Mirc thu
(DVT: Viét Nam dong)

Cung cip dich
vu cong truc

Ngay lam viéc

Gio lam viéc Phi

L¢ phi

tuyén

03 ngay
viéc ké tir ngay
nhan duoc hd
so hop I¢.

Phi cong bo noi
dung dang ky
doanh  nghiép:
Khong duogc quy
dinh tai Bicu
phi, 1¢ phi dang
ky doanh nghiép
ban hanh kem
theo Thong tu sd
47/2019/TT-
BTC.

lam| 24 gio

- Lé phi dang ky
doanh nghiép:
Khong dugc quy
dinh tai Biéu phi,
1€ phi dang ky
doanh nghiép ban
hanh kém theo
Thong tu s
47/2019/TT-BTC.
- Mién 1¢ phi d6i
voi  truong  hop
dang ky qua
mang dién t,
dang ky thanh 1ap
trén co so chuyén
d6i tr ho kinh
doanh (Thong tu
sO  47/2019/TT-
BTC).

Toan trinh

. Céc biéu miu trong giii quyét TTHC

STT

Tén biéu mau

Co sé phap ly

68/2025/TT-BTC).

Thong bao cham dit Cam két thyc hién muc tiéu xi hoi,
moi truong (Mau s6 36, Phu luc I kem theo Thong tu so

Thong
68/2025/TT-BTC

tw sO

2. | Thong bao vé viéc sira doi, bo sung ho so ding ky doanh | Thong  tu  s6
nghiép (Miu s6 48, Phy luc I kém theo Thong tu s | 68/2025/TT-BTC
68/2025/TT-BTC).

3. | Gidy tiép nhan ho so va hen tra két qua ho so diang ky | Thong tu  s6
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doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh
doanh (Mau so0 70, Phu luc I kém theo Thong tu sO
68/2025/TT-BTC).

68/2025/TT-BTC

4. | Gidy tiép nhan ho so va hen tra két qua ho so ding ky
doanh nghiép/chi nhanh/vin phong dai dién/dia diém kinh
doanh qua mang thong tin dién tor (Mau sé 71, Phy luc |
kém theo Thong tu s6 68/2025/TT-BTC).

Thong tu  s6
68/2025/TT-BTC

5. | Mau Phié’urxin 16i va hen lai ngay tra két qua (Mau s6 04
Thong tu s6 01/2018/TT-VPCP);

Thong tu  sb
01/2018/TT-VPCP

6. |Mau SO theo ddi hd so

01/2018/TT-VPCP);

(Mau s6 06 Théng tu sb

Thong tu s
01/2018/TT-VPCP

6. Quy trinh giai quyét

Thoi gian.
. L. gidi quyet toi
Tén buée Don V;/llzl.gu’m thye Noi dung cong viéc da
en (DVT: Gio
lam viéc)
*, Truwdng hop ding Ky truc tiép hoiic qua dich vu bwu chinh
Budc1 |[Cac Chi  nhanh | - Tiép nhan ho so va ghi gidy tiép | Gid hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
ho so - Chuyén ho so vé S¢ Tai chinh
Budc2 | Vanphong S6 Tai | Chuyén ho so cho Phong |1 gid
Luan chuyén | chinh PKKD&TCDN
ho so
Budc 3 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc4 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gio
Thulyva | PKKD&TCDN tinh hop 1é ctia hd so:
giai quyét ho - Hb so khong du diéu kién: Dy
SO thao thong bao huéng dan stra dbi
b6 sung, néu rd ly do.
- Ho so du diéu kién: Hoan thién
hé so, chuyén Lanh dao phong.
Budc 5 Lanh dao Phong | * Néu dong y: 4 gio
Phé duyét | PKKD&TCDN - Truong hop hd so hop 18: phé
két qua duyét ndi dung két qua dang ky
doanh nghiép
- Truong hop ho so khong hop 18é:
Phé duyét ndi dung théong bao
huéng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B4.
Budce 6 - Lanh dao Phong |- Gui Thong bao yéu cau stra doi | 2 gid
Thong bdo | BPKKD&TCDN bd sung (tra tr dong qua cong
két qua - Chuyén vién | thong tin qudc gia vé diang ky
Phong doanh nghiép) ddi v6i truong hop
PDKKD&TCDN ho so khong hop 18.
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- Chap thuan trén hé thong doi
v6i ho so hop 16

- Ky s6 két qua dang ky doanh
nghiép. Trudng hop khong thé ky
s6 do khach quan thi ldnh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh

Budc 7 Van thu - D6i v6i truong hop ky sb két | 4 gio
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chuc cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin qudc gia
vé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy
Bude 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua |dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho to chire/ | cong ich cong ich tra két qua cho doanh
cé nhan doi nghiép
Vol truong
hop két qua
1a ban gidy
Budc 9 - Chuyén vién | Van thu Phong DPKKD&TCDN
Théng ké | Phong va Bo phan luu trit cing Van
theo doi PDKKD&TCDN; Bb | phong Sé c¢6 trach nhiém thong
phan luu tri ké cac TTHC thuc hién tai don vi
- Van phong S¢ vao sb theo ddi ho so
Tong thoi gian: | 03 ngay
*, Truwong hgp ding ky qua mang dién tir
Budce 1 Nguoi ¢o6 tham | Ngudi ndp hd so ké khai thong | Ca ngay
Nop hdso | quyén ky van ban dé | tin, tai vin ban dién tu, ky xac
nghi ding ky doanh | thuc hd so ding ky doanh nghiép
nghiép hodc nguodi | qua mang thong tin dién tor va
dugc ty quyén thyc | thanh toan phi, 1& phi ding ky
hi¢n thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin qubc gia vé ding
ky doanh nghi¢p
(https://dangkykinhdoanh.gov.vn).
Buéce 2 Lanh dao Phong | Phan cong chuyén vién xir Iy ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Budc 3 Chuyén vién Phong | Chuyén vién tién hanh xem xét | 13 gio
Thu ly, giai | PKKD&TCDN tinh hop 1é ctia hd so:
quyét ho so - Ho6 so khong du diéu kién: Dy
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thao thong bao hudng dan stra ddi
bd sung, néu 13 1y do.

- Ho so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.

Budc 4 Lanh dao Phong | * Néu dong y: 4 gid
Phé duyét | PKKD&TCDN - Truong hop hd so hop 18: phé
két qua duyét noi dung két qua dang ky
doanh nghiép
- Trudng hop ho so khong hop 18é:
Phé duyé¢t ndi dung thong bao
huéng dan stra d6i bd sung
* Néu khong ddng y: chuyén lai
B3.
Budc 5 - Lanh dao Phong |- Gui Thong bao yéu cau stra doi | 2 gio
Thong bdo | PKKD&TCDN bd sung (tra tuy dong qua cong
két qua - Chuyén vién |thong tin qudc gia vé dang ky
Phong doanh nghiép) ddi voi truong hop
PKKD&TCDN ho so khong hop 18.
- Chap thuén trén hé thong d6i voi
hé so hop 18
- Ky sb két qua diang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi linh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén van thu phat hanh.
Budc 6 | Vin thu - P6i voi truong hop ky sé két | 4 gio
Phat hanh qua dang ky doanh nghi¢p: ky
két qua bang chit ky sb to chitc cia Phong
DKKD&TCDN (tra ty dong qua
cong thong tin qubc gia vé ding
ky doanh nghiép).
- Trudng hop khong thé ky sd
phat hanh thi phat hanh két qua 1a
ban gidy
Bude 7 Pon vi cung cap | Vian thu phong ban giao cho don | Gio hanh
Trakét qua |dich vu buu chinh | vi cung cap dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
c4 nhan ddi nghiép
Vo1 truong
hop két qua
1a ban gidy
Budc 8 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gio hanh
Thong ké | PKKD&TCDN ; Bo | va Bo phan luu trit - Van phong | chinh
theo doi phan luu trir - Van | S& ¢ trach nhiém théng ké cac

phong S&

TTHC thuc hién tai don vi vao so
theo doi1 ho so
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Tong thoi gian:

| 03 ngay

7. Trach nhiém tra hd so, két qua gidi quyét va luu trir ho so TTHC

Trach nhiém

Trung tam PVHCC

Co quan giai quyet ho so

Tra ho so, két qua

- Chuyén hd so, ket qua giai
quyét TTHC ban gidy cho don
vi cung cap dich vu buu chinh
cong ich tra két qua cho doanh
nghiép.

- Tra két qua giai quyét TTHC
ban dién tir trén Cong thong tin
qudc gia vé ding ky doanh
nghiép.

Luu trir

- So theo ddi hd so (Mau

SO

06 Thong tu

01/2018/TT-VPCP)

sb

- Hb so td chirc/ca nhan nop;
Giéy tiép nhan ho so va hen tra
két qua; (d01 vl truong hop
nop ho so glay)

- Thong bédo vé viéc sura ddi, bd
sung ho so.

- S6 theo ddi hd so (néu tra két
qua 13 ban gidy).
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37. Chuyén d6i doanh nghiép thanh doanh nghiép xa hdi (QT-SO-37)

1. Co sé phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luit Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 cia Qudc hoi nude Cong hoa xi hoi chit nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cta Chinh phii vé dang ky doanh
nghiép;

- Théng tu sb 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau str dung trong diing ky doanh nghiép, ding ky ho kinh doanh;

- Thong tu s6 47/2019/TT-BTC ngay 05/8/2019 ciia Bo Tai chinh quy dinh muc
thu, ché d6 thu, ndp, quan 1y va sir dung phi cung cip thong tin doanh nghiép, 18 phi ding

ky doanh nghiép.
2. Thanh phan ho so
A LA Ban sao/ £
STT Tén ho so ban chinh So luwgng
1. Cam két thuc hién muc ti€u xa hdi, moi1 Ban chinh 01

truong do nhirng nguoi sau day ky:
- Péi voi doanh nghiép tu nhan: chii doanh
nghiép tu nhén;
- Pdi v6i cong ty hop danh: cac thanh vién
hop danh;
- Pdi véi cong ty TNHH: cac thanh vién la
cd nhan; nguoi dai dién theo phap ludt hoac
nguoi dai dién theo Gy quyén ddi véi thanh
vién 1a t6 chuc;
- Pbi voi cong ty cd phan: c6 dong sang lap
la ca nhan, c6 dong khac la ca nhan, néu
c6 dong nay dong ¥ voi ndi dung cam két
trén va mong muén ky vao ban cam két nay
cung voi ¢6 dong sang lap; nguoil dai dién
theo phap luat hodc nguodi dai dién theo uy
quyén ddi véi co déng sang 1ap 1a to chrc,
nguoi dai dién theo phap luat hoac nguoi dai
dién theo uy quyen d6i voi ¢ dong khac 1a
t6 chirc, néu co dong nay dong ¥y voi ndi
dung cam két trén va mong muodn ky vao ban
cam két nay cing véi c6 dong sang 14p.

2. | Ban sao hoic ban chinh nghi quyét hoic Ban sao 01
quyét dinh ctua Hoi dong thanh vién di voi
cong ty TNHH hai thanh vién tr¢ 1€n, cong ty
hop danh, ctua Dai hoi dong cb dong ddi véi
cong ty c¢d phan, cta chu so hitu cong ty dbi
voi1 cong ty TNHH mdt thanh vién vé viée
thong qua ndi dung cam két.

* Trudng hop iy qu‘vén thuc hién thu tuc: q ‘ 7
Nguodi c6 tham quyén ky van ban d€ nghi dang ky doanh nghiép cé thé iy quyén cho t6
chtrc, ca nhan khac thuc hién thu tuc dang ky doanh nghiép theo quy dinh sau day:
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Truong hop ty quyén cho c nhan thuc hién
tht tuc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghi¢p phai co:

- Véan ban uy quyén cho ca nhan thyc hién thu Ban chinh 01
tuc lién quan dén dang ky doanh nghiép. Vin
ban Uy quyén nay khong bat budc phai cong
ching, chiing thuc.

Truong hop uy quyén cho to chirc thuc hién
thu tuc dang ky doanh nghi¢p, kém theo ho
so dang ky doanh nghiép phai co:

- Ban sao hop déng uy quyén cho t6 chirc Ban sao 01
thuc hién tho tuc lién quan dén ding ky

doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong Bén chinh 01

nhiém vu cta to chic d6 cho ca nhan truc
tiép thuc hién tha tuc lién quan dén dang ky
doanh nghiép.

Truong hop ty quyén cho don vi cung cap
dich vu buu chinh cong ich thuc hién thu tuc
dang ky doanh nghiép thi khi thuc hi¢n thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nop:

- Ban sao phiéu gtri ho so theo miu do doanh Ban sao 01
nghiép cung Ung dich vu buu chinh cong ich
phat hanh c6 chir ky xac nhéan cua nhéan vién
buu chinh va ngudi c¢6 thim quyén ky vin
ban dé nghi ding ky doanh nghiép.

Truong hop uy quyén cho don vi cung cip
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc dang ky doanh
nghiép thi viéc uy quyén thyc hién theo quy
dinh tai khoan 2 Piéu 12 Nghi dinh s
168/2025/ND-CP, cu thé:

- Ban sao hop déng uy quyén cho t6 chuc Ban sao 01
thyc hién thi tyc lién quan dén dang ky

doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong Bén chinh 01

nhiém vu cta t6 chac d6 cho ca nhan truc
tiép thuc hién thua tuc lién quan dén dang ky
doanh nghiép.

Ghi chu:

Ngudi iy quyén va nguoi duoc ty quyén thuc hién thu tuc dang ky doanh nghiép
chiu trach nhiém trudc phap luat vé tinh hop phap, trung thuc va chinh xac cua
vige uy quyén. Ngudi uy quyén va ngudi duge ty quyén phai xac thue dién tir dé
dugc cap dang ky doanh nghiép. Truong hop viéc xac thuc dién tir bi gian doan
thi nguoi Gy quyén thuc hién viéc xac thuc dién tir sau khi duoc cép ding ky
doanh nghigép.

Truong hop ngudi Gy quyén khong xac nhan hodc xac nhan khong ty quyén thuc
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hién thi tuc ding ky doanh nghiép thi Co quan ding ky kinh doanh cap tinh yéu
cau doanh nghiép bao cao theo quy dinh tai khoan 5 Diéu 21 Nghi dinh sb
168/2025/ND-CP. Cu thé: Yéu cau doanh nghiép bao cdo vé viéc tudn thu cac
quy dinh cta Luat Doanh nghiép theo quy dinh tai diém ¢ khoan 1 Diéu 216 Luat
Doanh nghiép “Yéu cau doanh nghiép bao cdo vé viéc tuan thi quy dinh ctia Luét
nay khi xét théy can thiét; dén ddc viée thuc hién nghia vu bdo cao cua doanh
nghi€p”.

Truong hop chua cé tai khoan dinh danh dién tr dé thuc hién xéc thuc dién tir
thi hd so ding ky doanh nghi€p phai kem theo ban sao th¢ Can cude hoac the
Can cudc cong dan hodc ho chiéu hodc ho chiéu nudc ngoai hoic cac gidy td co
gia trj thay thé ho chiéu nude ngoai con hiéu luc cua ngu:(n uy quyén.

3. Cach thirc, dia chi ndp ho 50, nhan két qua giai quyét TTHC

STT

Céach thirc nop, nhan két qua Dia chi cu thé

Tai Chi nhanh TTPVHCC Thanh

bang ky tryc ti€p tai cic Chi nhanh phé Ha Néi (theo théng béo cia

TTPVHCC Thanh phé Y 2
cap c6 tham quyén)
Theo dia chi: So Té‘i chinh - th
< , . . lién co quan Van Ho (Pia chi: so6
2. | Bang ky qua dich vu buu chinh 52 Lé ];lai Hanh, phugrng Hai Ba
Trung, thanh phd Ha Noi)
Nop ho so truc tuyén qua mang dién tir tai Theo dia chi:

3. | Coéng Thong tin Pang ky doanh nghiép Quéc | https://dangkykinhdoanh.gov.vn

gia hoic qua Cong dich vu cong Qudc gia hodc https://dichvucong.gov.vn/

Ghi chu:

Nguoi ndp ho so st dung tai khoan dinh danh dién tir d&é ding nhap Cong thong
tin quéc gia vé dang ky doanh nghiép, ké khai thong tin, tai vin ban dién tu, ky
s6 hoic ky xéac thuc ho so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghiép theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi dugc uy quyén
phai xac thuc dién tir dé duoc cdp diang ky doanh nghiép. Trudng hop viée xac
thuc dién tir bi gian doan thi ngudi iy quyén thuc hién viée xac thuc dién tir sau
khi dugc cip ding ky doanh nghiép. Sau khi hoan thanh viéc giri hd so dang ky
doanh nghiép, ngudi ndp hd so s& nhan dugc gidy tiép nhan hd so va hen tra két

qua dién tir qua tai khoan ctia ngudi ndp ho so.

4. Thoi gian giai quyét, phi, 18 phi, mirc dd cung cip dich vu cong triee tuyén

Théi gian gidi quyét Mirc thu Cung cap dich
(PVT: Viét Nam dong) vu cong truc
Ngay lam viée | Gio 1am viée Phi Lé phi tuyén
03 ngay lam 24 gio Phi cong bd noi | - Lé phi dang ky | Toan trinh
viéc ké tir ngay dung dang ky | doanh nghiép:

nhan duoc hod
so hop I¢.

doanh  nghi¢p:
100.000  dong/
lan, nop tai thoi
diém nodp ho so
néu dang ky truc
tiép (Théng tu
sO 47/2019/TT-
BTC).

Khéng dugc quy
dinh tai Biéu phi,
1¢ phi dang ky
doanh nghi¢p ban
hanh kem theo
Thong tu s
47/2019/TT-BTC.
- Mién 1¢ phi d6i
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vol  truong  hop
dang ky qua
mang dién t,
dang ky thanh 1ap
trén co so chuyén
doi tr ho kinh
doanh (Thong tu

BTC).

s6  47/2019/TT-

5. Cac biéu miu trong gidi quyét TTHC

STT Tén biéu miu Co sé phap ly

1. | Cam két thuc hién muc tiéu x3 hoi, méi truong (Mau $6 Thong tu $6
34, Phy lyc I kém theo Thong tu s6 68/2025/TT-BTC). 68/2025/TT-BTC

2. | Thong bao vé viéc sira d6i, bo sung ho so ding ky doanh | Thong  tu  sb
nghiép (Mau s6 48, Phu luc I kém theo Thong tu sé | 68/2025/TT-BTC
68/2025/TT-BTC).

3. | Giay tiép nhan ho so va hen tra két qua ho so dang ky | Thong tu  s6
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh (Mau s6 70, Phu luc T kém theo Thong tu sb
68/2025/TT-BTC).

4. | Gidy tiép nhan ho so va hen tra két qua ho so dang ky | Théng tu s
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh qua mang thong tin dién tor (Mau s6 71, Phy luc I
kém theo Thong tu s6 68/2025/TT-BTC).

5. | Mau Phiéu xin 16i va hen lai ngdy tra két qua (Mau s6 04 | Thong tu s
Thong tu s6 01/2018/TT-VPCP); 01/2018/TT-VPCP

6. |Mau So theo déi ho so (Mau so0 06 Thong tu s6 | Thong tu  sO
01/2018/TT-VPCP); 01/2018/TT-VPCP

6. Quy trinh giai quyét
Thoi gian
. L. gidi quyét toi
Tén buée bon V;/llj'gu’m thye Noi dung cong viéc da
ten (DVT: Gio
lam viéc)
*, Trwong hop ding ky truc tiép hoiic qua dich vu buru chinh
Bu6c1 |[Cac Chi  nhanh | - Tiép nhan ho so va ghi gidy tiép | Gio hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
ho so - Chuyén ho so vé S Tai chinh
Budc 2 Van phong S¢ Tai Chuyén ho so cho Phong |1 gid
Luan chuyén | chinh PKKD&TCDN
ho so
Buéc3 |Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 1 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc4 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gio
Thulyva | PKKD&TCDN tinh hop 1¢ ctia hd so:
giai quyét hd - H6 so khong du diéu kién: Dy
thao thong bao huéng din stra dbi
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bd sung, néu 13 1y do.
- HO so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.

Budc 5 Lanh dao Phong | * Néu dong y: 4 gio
Phé duyét | PKKD&TCDN - Truong hop hd so hop 18: phé
két qua duyét ndi dung két qua dang ky
doanh nghiép
- Trudng hop ho so khong hop 16:
Phé duyét ndi dung thong bao
huéng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B4.
Budc 6 - Lianh dao Phong |- Guri Thong béo yéu cau sta 661 2 gio
Thong bdo | PKKD&TCDN bd sung (tra tu dong qua cong
két qua - Chuyén vién | théng tin qudc gia vé ding ky
Phong doanh nghiép) ddi v6i truong hop
PKKD&TCDN hé so khong hop 18.
- Chap thuan trén hé théng doi
v6i hod so hop 16
- Ky s6 két qua dang ky doanh
nghiép. Trudng hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh ldnh dao ky két
qua chuyén van thu phét hanh
Budce 7 Van thu - Poi véi truong hop ky so két | 4 gid
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sd t6 chic cua
Phong DKKD&TCDN (tra tu
dong qua cong thong tin qudc gia
vé dang ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy
Budc 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cip dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
c4 nhan ddi nghiép
voi truong
hop két qua
1a ban gidy
Budc 9 - Chuyén  vién | Van thu Phong DKKD&TCDN
Théng ké | Phong va Bo phan luu trit cung Vin
theo doi DKKD&TCDN; Bb | phong So c6 trach nhiém thdng
phan luu triv ké cac TTHC thuc hién tai don vi
- Van phong S¢ vao sb theo ddi ho so
Tong thoi gian: | 03 ngay
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*, Trwomg hgp dang ky qua mang dién tir
Budce 1 Ngudi c6 tham | Nguoi ndp hd so ké khai thong | Ca ngay
Nop hd so | quyén ky vin ban dé | tin, tai van ban dién tir, ky xac
nghi ding ky doanh | thyc hd so ding ky doanh nghiép
nghi¢p hodc nguoi | qua mang thong tin dién tor va
dugc Gy quyén thyc | thanh toan phi, 1¢ phi ding ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin qubc gia vé ding
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn).
Budc 2 Lanh dao Phong | Phin cong chuyén vién xtr Iy ho | 1 gioy
Phéan cong | BPKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Budc 3 Chuyén vién Phong | Chuyén vién tién hanh xem xét | 13 gid
Thu ly, giai | PKKD&TCDN tinh hop 1¢ ctia hd so:
quyét ho so - Ho so khéng du diéu kién: Dy
thao thong bao hudng dan stra doi
bd sung, néu 13 1y do.
- Ho so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.
Budc 4 Lanh dao Phong | * Néu dong y: 4 gio
Phé duyét | PKKD&TCDN - Truong hop hd so hop 1&: phé
két qua duyét ndi dung két qua dang ky
doanh nghiép
- Trudong hop ho so khong hop 1é:
Phé duyé¢t ndi dung thong bao
huéng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B3.
Buéc5 |- Linh dao Phong |- Guri Thong bao yéu cau sta doi | 2 gid
Thong bdo | PKKD&TCDN bd sung (tra tu dong qua cong
két qua - Chuyén vién |thong tin qudc gia vé dang ky
Phong doanh nghiép) ddi voi truong hop
PKKD&TCDN hé so khong hop 18.
- Chép thuan trén hé théng dbi voi
hé so hop 18
- Ky s6 két qua diang ky doanh
nghiép. Trudng hop khong thé ky
s6 do khach quan thi linh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh linh dao ky két
qua chuyén van thu phat hanh.
Budc 6 | Van thu - P6i voi truong hop ky sd két | 4 gio
Phat hanh qua dang ky doanh nghi¢p: ky
két qua bang chir ky s6 to chirc cia Phong

DKKD&TCDN (tra tw dong qua
cong thong tin quoc gia vé dang
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ky doanh nghiép).

- Trudong hop khéng thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy

Budc 7 Pon vi cung cap
Trakét qua | dich vu buu chinh
cho t6 chuc/ | cong ich
c4 nhan ddi
Vo1 trudng
hop két qua
1a ban gidy

Van thu phong ban giao cho don | Gio hanh
vi cung cdp dich vu buu chinh | chinh
cong ich tra két qua cho doanh
nghiép

Budc 8 Chuyén vién Phong
Thong ké | PKKD&TCDN ; Bo
theo doi phan luu trit - Van

Van thu Phong DKKD&TCDN | Gio hanh
va B¢ phén luu trit - Van phong | chinh
S6 ¢6 trach nhiém thong ké cac

phong S¢& TTHC thuc hién tai don vi vao so
theo ddi hd so
Tong thoi gian: 03 ngay
7. Trach nhiém tra ho so, két qua giai quyét va luu trir hé so TTHC
Trach nhiém Trung tdm PVHCC Co quan gidi quy,é't ho so

Tra ho so, két qua

- Chuyén ho so, két qua giai
quyét TTHC ban gidy cho don
vi cung cip dich vu buu chinh
cong ich tra két qua cho doanh
nghiép.

- Tra két qua giai quyét TTHC
ban dién tir trén Cong thong tin
quoc gia vé dang ky doanh

nghiép.
Luu trir - S6 theo ddi hd so (MAau | - HO so to chirc/ca nhin nop;
s6 06 Thong tu s6 | Gidy tiép nhan ho so va hen tra
01/2018/TT-VPCP) két qua; (ddi véi truong hop

ndp ho so gidy).

- Thong bao vé viéc stra ddi, bd
sung ho so.

- S6 theo ddi hd so (néu tra két
qua 13 ban gidy).
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38. Thong bao thay ddi ndi dung Cam két thwc hién muc tiéu xi hdi, méi
treong cia doanh nghiép xa hoi (QT-SO-38)

1. Co sé phap ly

- Luat Doanh nghiép sb 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luit Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 cia Qudc hoi nude Cong hoa xi hoi chit nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 ctia Chinh phii vé dang ky doanh
nghiép;

- Théng tu sb 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau sir dung trong dang ky doanh nghiép, dang ky ho kinh doanh;

- Thong tu s6 47/2019/TT-BTC ngay 05/8/2019 ciia Bo Tai chinh quy dinh muc
thu, ché d6 thu, ndp, quan 1y va sir dung phi cung cap thong tin doanh nghiép, 18 phi ding
ky doanh nghiép.

2. Thanh phin hd so

Ban sao/

STT Tén ho so ban chinh So luwgng
1. | Thong bao thay do6i ndi dung Cam két thyc Bén chinh 01
hién muc ti€u xa hdi, moi truong cia doanh
nghié¢p xa hoi;
2. | Cam két thyc hién muc tiéu xa hdi, méi | Bén chinh 01
truong da dugc stra dodi, bd sung;
3. | Ban sao hodc ban chinh nghi quyét,hoaflc Ban sao 01

quyét dinh ctiia Hoi dong thanh vién dbi voi
cong ty TNHH hai thanh vién tro 1€én, cong ty
hop danh, cta Pai hoi dong c6 dong ddi véi
cong ty ¢6 phan; cia chu so hitu cong ty d6i
v6i cong ty TNHH mot thanh vién vé viée
thong qua nodi dung thay d6i ciia Cam két.

* Truong hop Uy qu‘yén thyc hién thu tuc: 7 . 7
Nguoi c6 tham quyén ky van ban d€ nghi dang ky doanh nghiép c6 thé uy quyén cho t6
chtrc, ca nhan khac thuc hién thu tuc dang ky doanh nghiép theo quy dinh sau day:

1. | Trudng hop ty quyén cho ca nhan thuc hién
thii tyc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghi¢p phai co:

- Vin ban uy quyén cho c4 nhan thuc hién thi Bén chinh 01
tuc lién quan dén dang ky doanh nghiép. Vin
ban y quyén nay khong bét budc phai cong
ching, chiing thuc.

2. | Trudong hop uy quyén cho to chirc thuc hién
thii tyc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghiép phai co:

- Ban sao hop dong ty quyén cho t6 chirc Bén sao 01
thuc hién thu tyc lién quan dén dang ky
doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong Bén chinh 01
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nhiém vu cta t6 chic d6 cho ca nhan truc
ti€ép thuc hién thu tuc lién quan dén dang ky
doanh nghiép.

3. | Trudng hop uy quyén cho don vi cung cap
dich vu buu chinh cong ich thuc hién thu tuc
dang ky doanh nghi€p thi khi thuc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nop:
- Ban sao phiéu gtri hd so theo miu do doanh Ban sao 01
nghiép cung tng dich vu buu chinh cong ich
phat hanh co6 chir ky xac nhan ctia nhan vién
buu chinh va ngudi c¢6 thim quyén ky vin
ban dé nghi ding ky doanh nghiép.

4. | Trudng hop uy quyén cho don vi cung cap
dich vu buu chinh khong phai 1a buu chinh
cong ich thuc hién thu tuc dang ky doanh
nghiép thi viéc ty quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh s6
168/2025/ND-CP, cu thé:
- Ban sao hop ddng uy quyén cho t6 chirc Ban sao 01
thuc hién thu tyc lién quan dén dang ky
doanh nghiép;
- Gidy gidi thiéu hodc van ban phan cong Bén chinh 01
nhiém vu cta t6 chic d6 cho ca nhan truc
tiép thuc hién thi tyc lién quan dén ding ky
doanh nghiép.
Ghi chu:
Nguoi iy quyén va ngudi duoc ty quyén thuc hién thu tuc dang ky doanh nghiép
chiu trach nhiém trudc phap luat vé tinh hop phap, trung thuc va chinh xac cua
viée uy quyén. Ngudi uy quyén va ngudi duoc uy quyen phai xac thuc dién tor dé
duoc cap dang ky doanh nghiép. Truong hop viéc xac thuc dién tir bi gian doan
thi nguoi Gy quyén thuc hién viéc xac thuc dién tir sau khi duoc cép dang ky
doanh nghiép.
Truong hop ngudi Gy quyén khong xac nhan hodc x4c nhan khong ty quyén thuc
hién thi tuc dang ky doanh nghiép thi Co quan ding ky kinh doanh cap tinh yéu
cau doanh nghiép bao cao theo quy dinh tai khoan 5 Piéu 21 Nghi dinh sb
168/2025/ND-CP. Cu thé: Yéu cau doanh nghiép bao céo vé viéc tuan thu cac
quy dinh cta Luat Doanh nghiép theo quy dinh tai diém ¢ khoan 1 Diéu 216 Luét
Doanh nghiép “Yéu cau doanh nghiép bao cdo vé viéc tudn thu quy dinh ctia Lut
nay khi xét théy can thiét; dén ddc viéc thuc hién nghia vu bdo cao cua doanh
nghiép”.
Truong hop chua c6 tai khoan dinh danh di¢n tr dé thuc hién xac thuc dién tu
thi ho so ding ky doanh nghi€p phai kém theo ban sao th¢ Can cude hoac the
Can cudc cong dan hodc ho chiéu hodc ho chiéu nudc ngoai hoic cac gidy to co
gi4 trj thay thé ho chiéu nude ngoai con hiéu luc cua nguon uy quyén.

3. Céch thirc, dia chi ndp ho so, nhin két qua giai quyét TTHC
STT Cich thirc ndp, nhin két qua Pia chi cu thé
1. |Ping ky truc tiép tai cic Chi nhanh | Tai Chi nhdnh TTPVHCC Thanh
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TTPVHCC Thanh phd

phd Ha Noi (theo thong bao cua
cap c6 tham quyén)

2. | Pang ky qua dich vu buu chinh

Theo dia chi: S& Tai chinh - Khu

lién co quan Véan Ho (Dia chi: sb

52 L& bai Hanh, phuong Hai Ba
Trung, thanh phd Ha Noi)

gia hodc qua Cong dich vu cong Qudc gia

Nop ho so truc tuyén qua mang dién tir tai
3. | Cong Thong tin Pang ky doanh nghiép Quéc

Theo dia chi:
https://dangkykinhdoanh.gov.vn
hodc https://dichvucong.gov.vn/

Ghi chu:

Nguoi ndp ho so st dung tai khoan dinh danh dién tir ¢é ding nhap Cong thong
tin quéc gia vé diang ky doanh nghiép, ké khai thong tin, tai vin ban dién tu, ky
s6 hoic ky xéac thuc hd so dang ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghi€p theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi dugc uy quyén
phai xac thyc dién tir dé dugc cip ding ky doanh nghiép. Trudng hop viée xac
thue dién tir bi gian doan thi nguoi uy quyén thuc hién viéc xac thyc dién tir sau
khi dugc cip dang ky doanh nghiép. Sau khi hoan thanh vi¢c gui ho so ding ky
doanh nghiép, ngudi nop hod so s& nhan duoc gidy tiép nhan ho so va hen tra két
qua dién tir qua tai khoan ctia ngudi ndp hd so.

4. Thoi gian giai quyét,

hi, 1¢ phi, mitc d6 cung cip dich vu cong truc tuyén

Thoi gian giai quyét

Mirc thu
(DVT: Viét Nam dong)

Cung cap dich
vu cong truc

Negay lam viéc | Gio lam viéc Phi Lé phi tuyen
03 ngay lam 24 gio Phi cong bo ndi | - L& phi dang ky | Toan trinh
viéc ké tu ngay dung dang ky | doanh nghiép:

nhian duoc hod doanh  nghiép:
so hop 1€. Khéng dugc quy
dinh tai Biéu

phi, 1¢ phi dang
ky doanh nghiép
ban hanh kém
theo Thong tu sd
47/2019/TT-
BTC.

Khoéng dugc quy
dinh tai Biéu phi,
1¢ phi dang ky
doanh nghiép ban
hanh kém theo
Thong tu s
47/2019/TT-BTC.
- Mién 1¢ phi d6i
Vo1 truong  hop
dang ky qua
mang dién t,
dang ky thanh 1ap
trén co s& chuyén
doi tr ho kinh
doanh (Thoéng tu
sO  47/2019/TT-
BTC).

5. Cac biéu miu trong gidi quyét TTHC

STT Tén biéu miu

Co sé phap ly .

1. Thong béo thay doi noi dung Cam két thuc hién muc tiéu
xa hoi, moi truong (Mau so 35, Phu luc I kém theo Thong

tu s6 68/2025/TT-BTC);

Thong
68/2025/TT-BTC

tu SO
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Cam két thuc hién muc tiéu xi hf)i, moi truong (Mau $O
34, Phy luc I kém theo Thong tu s0 68/2025/TT- BTC).

Thong tu  s6
68/2025/TT-BTC

Thong bao vé viéc sua d6i, bo sung ho so dang ky doanh
nghiép (Mau sb 48, Phu luc I kém theo Théng tu sb
68/2025/TT-BTC).

Thong tu s
68/2025/TT-BTC

Giay tiép nhan ho so va hen tra két qua ho so ding ky
doanh nghi¢p/chi nhanh/van phong dai dién/dia diém kinh
doanh (MAu sé 70, Phu luc I kém theo Thong tu sb
68/2025/TT-BTC).

Thong tu s
68/2025/TT-BTC

Giay tiép nhan ho so va hen tra két qua ho so ding ky
doanh nghiép/chi nhanh/vin phong dai dién/dia diém kinh
doanh qua mang théng tin dién tir (Mau s6 71, Phu luc I
kém theo Thong tu s6 68/2025/TT-BTC).

Thong tu s
68/2025/TT-BTC

Mau Phié’urxin 16i va hen lai ngay tra két qua (Mau s6 04
Thong tu s6 01/2018/TT-VPCP);

Thong tu  sb
01/2018/TT-VPCP

Mau S6 theo ddi ho so (Mau s6 06 Thong tu sd
01/2018/TT-VPCP);

Thong tu s
01/2018/TT-VPCP

6. Quy trinh giai quyét

Thoi gian.
. L. iai quyet toi
Tén buwée Don V;/llzl.gum thye NOi dung cong viéc © qd;,
en (DVT: Gio
lam viéc)
*, Truwdng hop ding Ky truc tiép hoiic qua dich vu bwu chinh
Buéc1 | Cac Chi  nhanh | - Tiép nhan ho so va ghi gidy tiép | Gid  hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
ho so - Chuyén ho so vé S¢ Tai chinh
Budc2 | Vanphong S6 Tai |Chuyén ho so cho Phong |1 gio
Luan chuyén | chinh DKKD&TCDN
ho so
Buéc3 |Lanh dao Phong | Phan cong chuyén vién xu 1y ho | 1 gio
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc4 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gid
Thulyva | PKKD&TCDN tinh hop 1é ctia hd so:
giai quyét ho - Ho so khong du diéu kién: Dy
S0 thao thong bao hudng dan stra doi
b6 sung, néu rd 1y do.
- Ho so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.
Budc 5 Lanh dao Phong | * Néu dong y: 4 gid
Phé duyét | PKKD&TCDN - Trudng hop hd so hop 18: phé
két qua duyét ndi dung két qua dang ky
doanh nghiép
- Trudng hop hd so khong hop 1é:
Phé duyét ndi dung thong bao
huéng dan stra d6i bo sung
* Néu khong dong ¥: chuyén lai
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B4.
Budc 6 - Linh dao Phong |- Gui Théng bao yéu cau stra doi | 2 gio
Thong bao | PKKD&TCDN bd sung (tra ty dong qua cong
két qua - Chuyén vién | théng tin qudc gia vé ding ky
Phong doanh nghiép) ddi véi truong hop
PKKD&TCDN hé so khong hop 18.
- Chép thuan trén hé théng dbi voi
hé so hop 16
- Ky sb két qua diang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi linh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh
Budce 7 Van thu - Poi voi truong hop ky so két | 4 gio
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chirc cua Phong
DKKD&TCDN (tra tu dong qua
cong thong tin qubc gia vé ding
ky doanh nghiép).
- Truong hop khong thé ky s
phat hanh thi phat hanh két qua 1a
ban gidy
Budce 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gio hanh
Trakét qua |dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
cé nhan doi nghiép
voi trudng
hop két qua
1a ban gidy
Budc 9 - Chuyén vién | Van thu Phong PKKD&TCDN
Théng ké | Phong va B phan lyu trit cing Vin
theo ddi | PKKD&TCDN; B6 | phong So ¢6 trach nhiém thong ké
phan luu trir cac TTHC thuc hién tai don vi
- Véan phong S¢ vao so theo ddi ho so
Tong thoi gian: 03 ngay
*, Truwong hgp ding ky qua mang dién tir
Budce 1 Nguoi ¢6 tham | Ngudi ndp hd so ké khai théng | Ca ngay
Nop hd so | quyén ky vin ban dé | tin, tai vin ban dién tir, ky xdc
nghi dang ky doanh | thyc ho so ding ky doanh nghiép
nghiép hodc nguodi | qua mang thong tin dién to va
dugc ty quyén thyc | thanh toan phi, 1& phi ding ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin qubc gia vé dang
ky doanh nghi¢p
(https://dangkykinhdoanh.gov.vn).
Budce 2 Lanh dao Phong | Phan cong chuyén vién xir Iy ho | 1 gid
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Phan cong
xu 1y ho so

DKKD&TCDN
hodc ty dong trén h¢
thong

so sau khi tiép nhan

Budc 3
Thu ly, giai
quyét ho so

Chuyén vién Phong
DKKD&TCDN

Chuyén vién tién hanh xem xét
tinh hop 18 cta hd so:

- Ho so khéng du diéu kién: Dy
thao thong bao hudng dan stra ddi
bd sung, néu 13 1y do.

- Ho so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.

13 gio

Budc 4
Phé duyét
ket qua

Lanh dao Phong
DKKD&TCDN

* Néu dong y:

- Truong hop hd so hop 18: phé
duyét noi dung két qua dang ky
doanh nghiép

- Truong hop ho so khong hop 18:
Phé duyé¢t ndi dung thong bao
hudng dan stra d6i bo sung

* Néu khong dong y: chuyén lai
B3.

4 gid

Budc 5
Thong bao
két qua

- Lanh dao Phong
DKKD&TCDN
- Chuyén
Phong
DKKD&TCDN

Vién

- Guri Théng bao yéu cau stra doi
bod sung (tra tu dong qua cong
thong tin qubc gia vé dang ky
doanh nghiép) ddi véi truong hop
hé so khong hop 18.

- Chap thuén trén hé thong d6i voi
hé so hop 1¢

- Ky sb két qua dang ky doanh
nghiép. Trudng hop khong thé ky
s6 do khiach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh.

2 gio

Budc 6
Phét hanh
két qua

Van thu

- Poi voi truong hop ky so két
qua dang ky doanh nghiép: ky
bang chir ky sb td chirc cia Phong
DKKD&TCDN (tra tu dong qua
cong thong tin qubc gia vé ding
ky doanh nghiép).

- Trudng hop khong thé ky sd
phat hanh thi phat hanh két qua 1a
ban gidy

4 gio

Budce 7
Tra két qua
cho t6 chire/
c4 nhan dbi
véi truong
hop két qua
1a ban gidy

Pon vi cung cap
dich vu buu chinh
cong ich

Van thu phong ban giao cho don
vi cung cdp dich vu buu chinh
cong ich tra két qua cho doanh
nghiép

Gi0 hanh
chinh
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Budce 8 Chuyén vién Phong | Van thu Phong DPKKD&TCDN | Gio hanh
Thong ké | PKKD&TCDN ; Bo | va BO phéan luu trit - Van phong | chinh

theo doi phan luu trit - Vian | S& c6 trach nhiém thong ké cac
phong So TTHC thuc hién tai don vi vao so

theo doi ho so

Tong thoi gian:

03 ngay

7. Trach nhiém tra hd so, két qua gidi quyét va luu trir ho so TTHC

Trach nhiém Trung tam PVHCC

Co quan giai quyet ho so

Tra ho so, két qua

- Chuyen hd so, ket qua giai
quyét TTHC ban gidy cho don
vi cung cap dich vu buu chinh
cong ich tra két qua cho doanh
nghiép.

- Tra két qua giai quyét TTHC
ban dién tir trén Cong thong tin
quoc gia vé dang ky doanh
nghiép.

Luu triv - So theo ddi ho so (Mau
s6 06 Thong tu sb
01/2018/TT-VPCP)

- Hd so td chirc/ca nhan nop;
Giéy tiép nhan ho so va hen tra
két qua; (d01 vl truong hop
nop ho so glay)

- Thong bédo vé viéc sura ddi, bod
sung ho so.

- SO theo ddi ho so (néu tra két
qua 13 ban gidy).
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39. Thong bao vé viéc sap nhip cong ty trong trudng hop sau sap nhap
cong ty, cong ty nhin sap nhip khéng thay d6i ndi dung ding ky doanh
nghiép (QT-SO-39)

1. Co sé phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luit Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xa hoi chi nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 ctia Chinh phii vé dang ky doanh
nghiép;

- Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau st dung trong diing ky doanh nghiép, ding ky ho kinh doanh;

- Théng tu sb 47/2019/TT-BTC ngay 05/8/2019 ctiia B6 Tai chinh quy dinh mirc
thu, ché d6 thu, ndp, quan 1y va sir dung phi cung cap thong tin doanh nghiép, 1¢ phi dang
ky doanh nghiép.

2. Thanh phin hd so
Ban sao/

STT Tén ho so ban chinh So lugng

1. | Gui thong bao bang vin ban dén Co quan Ban chinh 01
dang ky kinh doanh cip tinh noi cong ty
nhan sap nhap dat tru sé chinh dé thuc hién
cham dut ton tai cta cong ty bi sap nhap;

2. | Hop dong sap nhdp theo quy dinh tai Dicu Bén chinh 01
201 Luat Doanh nghiép;

3. | Ban sao hoidc ban chinh cac gidy to sau day: Ban sao 01
nghi quyét hodc quyét dinh cua chi so hiru
cong ty doi voi cong ty TNHH mét thanh
vién; nghi quyét hoic quyét dinh cta Hoi
dong thanh vién ddi v6i cong ty TNHH hai
thanh vién tr¢ 1€n, cong ty hop danh; cta Dai
hoi dong co dong ddi voi cong ty co phan vé
viéc thong qua hop ddng sap nhdp cta cong
ty nhan sap nhap;

4. | Ban sao hodc ban chinh cac giay to sau day: Ban sao 01
nghi quyét hoiac quyét dinh ciia cha s hiru
cong ty d6i véi cong ty TNHH mot thanh
vién; nghi quyét hoic quyét dinh cia Hoi
dong thanh vién ddi v6i cong ty TNHH hai
thanh vién tr¢ 1én, cong ty hop danh; cuia Pai
hoi dong c6 dong doi véi cong ty co phan veé
viéc thong qua hop dong sap nhap cua cong
ty bi sap nhap.

* Truong hop uy quyén thuc hién thu tuc: W
Nguodi c6 tham quyén ky van ban dé nghi dang ky doanh nghiép co6 thé uy quyén cho to
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chtrc, ca nhan khac thuc hién thu tuc dang ky doanh nghiép theo quy dinh sau day:

1. | Truong hop ty quyén cho ca nhan thuc hién
thu tuc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghi¢p phai co:

- Vin ban uy quyén cho c4 nhan thuc hién tha Ban chinh 01
tuc lién quan dén dang ky doanh nghiép. Van
ban uy quyén nay khong bét budc phai cong
ching, chiing thuc.

2. | Trudng hop uy quyén cho t6 chuc thuc hién
thu tuc dang ky doanh nghi¢p, kém theo ho
so dang ky doanh nghiép phai co:

- Ban sao hop ddng uy quyén cho t6 chirc Ban sao 01
thuc hién thu tyc lién quan dén dang ky

doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phan cong Ban chinh 01

nhiém vu cta t6 chic d6 cho ca nhan truc
tiep thuc hién tha tuc lién quan dén dang ky
doanh nghiép.

3. | Trudong hop ty quyén cho don vi cung cap
dich vu buu chinh cong ich thuc hién thu tuc
dang ky doanh nghiép thi khi thyc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai ngp:

- Ban sao phiéu gtri ho so theo mau do doanh Ban sao 01
nghiép cung Ung dich vu buu chinh cong ich
phat hanh c6 chir ky x4c nhan cua nhan vién
buu chinh va ngudi c¢6 thim quyén ky vin
ban dé nghi dang ky doanh nghiép.

4. | Trudong hop uy quyén cho don vi cung cap
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc ding ky doanh
nghiép thi viéc uy quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh sb
168/2025/ND-CP, cuy thé:

- Ban sao hop dong uy quyén cho t6 chuc Ban sao 01
thuc hién thu tyc lién quan dén dang ky

doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phan cong Bén chinh 01

nhiém vu cta t6 chac d6 cho ca nhan truc
tiep thuc hién thua tuc lién quan dén dang ky
doanh nghiép.

Ghi chu:

Ngudi uy quyén va ngudi duoc ty quyén thuc hién thu tuc dang ky doanh nghi¢p
chiu trach nhiém trudc phap luat vé tinh hop phap, trung thuc va chinh xac cua
viée uy quyén. Ngudi uy quyén va nguoi duge iy quyén phai xac thuc dién tir dé
dugc cap dang ky doanh nghiép. Truong hop viéc xac thuc dién tir bi gian doan
thi nguoi Gy quyén thuc hién viéc xac thuc dién tir sau khi duoc Cép dang ky
doanh nghiép.
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Trudng hop ngudi Gy quyén khong xac nhan hoic x4c nhan khong uy quyén thuc
hién thi tuc ding ky doanh nghiép thi Co quan ding ky kinh doanh cip tinh yéu
cau doanh nghiép bao cao theo quy dinh tai khoan 5 Piéu 21 Nghi dinh sb
168/2025/ND-CP. Cu thé: Yéu cau doanh nghiép bao cdo vé viéc tudn thu cac
quy dinh cua Luat Doanh nghiép theo quy dinh tai diém ¢ khoan 1 Diéu 216 Luit
Doanh nghiép “Yéu cau doanh nghiép bao cio vé viéc tudn thu quy dinh cua Luat
nay khi xét théy can thiét; dén ddc viée thuc hién nghia vu bdo cao cua doanh
nghiép”.

Truong hop chua cé tai khoan dinh danh dién tir dé thuc hién x4c thuc dién tu
thi h6 so ding ky doanh nghiép phai kém theo ban sao the Can cudc hoac the
Can cudc cong dan hodc ho chiéu hodc ho chiéu nudc ngoai hoic cac gidy td co
gi4 trj thay thé ho chiéu nude ngoai con hiéu luc cua ngu’(n uy quyén.

3. Cach thirc, dia chi ndp hd so, nhin két qua giai quyét TTHC

STT

Cich thirc ndp, nhin két qua Dia chi cu thé

Ping ky tryc tiép tai cac Chi nhanh Tai Chi nhanh TTPVHCC Thanh

L | FTPVHACE Thinh ohé phé Ha Noi (theo thong béo ctia
cap c6 tham quyén)

Theo dia chi: S& Téj chinh - th

. , ) , lién co quan Van Ho6 (Pia chi: so

2. | Bang ky qua dich vu buu chinh 52 Lé gai Hanh, phugrng Hai Ba

Trung, thanh ph6 Ha Noi)
Nop ho6 so truc tuyén qua mang dién tir tai Theo dia chi:
3. | Coéng Thong tin Pang ky doanh nghiép Quéc | https://dangkykinhdoanh.gov.vn

gia hoic qua Cong dich vu cong Qudc gia hodc https://dichvucong.gov.vn/

Ghi chu:

Ngudi nop ho so st dung tai khoan dinh danh dién tr ¢ dang nhap Cong thong
tin quoc gia vé dang ky doanh nghiép, ké khai thong tin, tai vin ban dién tir, ky
s6 hoic ky xéac thuc ho so ding ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghi€p theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi dugc uy quyén
phai xac thyc dién tir dé dugc cap dang ky doanh nghiép. Truong hop viée xac
thuc dién tir bi gian doan thi ngudi Gy quyén thuc hién viée xac thuc dién tir sau
khi dugc cip ding ky doanh nghiép. Sau khi hoan thanh viéc giri hd so ding ky
doanh nghiép, ngudi ndp ho so s& nhan duge gidy tiép nhian hd so va hen tra két
qua dién tir qua tai khoan ctia ngudi ndp ho so.

4. Thoi gian giai quyét,

hi, 1& phi, mirc d6 cung cép dich vu cong truwe tuyén

Théi gian gidi quyét Muc thu Cung cap dich
(PVT: Viét Nam dong) vu cong truc
Ngay lam viéc | Gio 1am viée Phi Lé phi tuyén
03 ngay lam 24 gio Phi cong b6 nodi | - Lé phi dang ky | Toan trinh
viéc ké tir ngay dung dang ky | doanh nghiép:

nhan duogc hd
so hop I¢.

doanh  nghiép:
Khong dugc quy
dinh tai Biéu
phi, 1¢ phi ding
ky doanh nghiép
ban hanh kem
theo Thong tu sd

Khong duoc quy
dinh tai Biéu phi,
1¢ phi dang ky
doanh nghi¢p ban
hanh kem theo
Thong tu s
47/2019/TT-BTC.
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mang dién

BTC).

47/2019/TT- - Mién 1é phi d6i
BTC. vol  truong  hop
dang ky qua

dang ky thanh lap
trén co s& chuyén
d6i tr ho kinh
doanh (Thoéng tu
s6  47/2019/TT-

ti,

. Céc biéu miu trong giii quyét TTHC

STT Tén biéu miu Co s6 phap ly

1. | Théng bao vé viéc sua d6i, bo sung ho so ding ky doanh | Thong  tu sO
nghiép (Mau sb 48, Phu luc I kém theo Théng tu sb | 68/2025/TT-BTC
68/2025/TT-BTC).

2. | Giay tiép nhan ho so va hen tra két qua ho so dang ky | Thong tu  s6
doanh nghiép/chi nhanh/vin phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh (M&u s& 70, Phu luc I kém theo Thong tu sb
68/2025/TT-BTC).

3. | Giay tiép nhan ho so va hen tra két qua ho so dang ky | Thong tu  s6
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh qua mang thong tin dién tor (Mau s6 71, Phy luc I
kém theo Thong tu sb 68/2025/TT-BTC).

4. | Mau Phiéu xin 156i va hen lai ngay tra két qua (Mau s6 04 | Thong tu  s0
Thong tu s6 01/2018/TT-VPCP); 01/2018/TT-VPCP

5. |Mau So6 theo déi ho so (Mau s6 06 Thong tu sé | Thong tu O
01/2018/TT-VPCP); 01/2018/TT-VPCP

6. Quy trinh giai quyét
Thoi gian.
. L. iai quyet toi
Tén bude Don V;/ll:l'gum thye NOi dung cong viéc ° qda)l’
en (DVT: Gio
lam viéc)
*, Truwdng hop ding Ky truc tiép hoiic qua dich vu bwu chinh
Budc1 | Cac Chi  nhanh | - Tiép nhan ho so va ghi gidy tiép | Gid  hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
ho so - Chuyén ho so vé S¢ Tai chinh
Buéc2 | Vanphong S6 Tai |Chuyén ho so cho Phong |1 gio
Luan chuyén | chinh DKKD&TCDN
ho so
Buéc3 |Lanh dao Phong | Phan cong chuyén vién xu 1y ho | 1 gio
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc 4 Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gio
Thulyva | PKKD&TCDN tinh hop 1é ctia hd so:
giai quyét hd - Hb so khéng du diéu kién: Dy
S0 thao thong bao huéng din sira doi
bd sung, néu 13 1y do.
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- Ho so du diéu kién: Hoan thién
ho6 so, chuyén Lanh dao phong.

Budc 5 Lanh dao Phong | * Néu dong y: 4 gio
Phé duyét | PKKD&TCDN - Trudng hop hd so hop 18: phé
két qua duyét noi dung két qua dang ky
doanh nghiép
- Trudng hop hd so khong hop 1é:
Phé duyé¢t ndi dung thong bao
huéng dan stra d6i bd sung
* Néu khong dong ¥: chuyén lai
B4.
Budc 6 - Linh dao Phong |- Gui Théng bao yéu cau stra doi | 2 gio
Thong bao | PKKD&TCDN bd sung (tra ty dong qua cong
két qua - Chuyén vién | théng tin qubc gia vé ding ky
Phong doanh nghiép) ddi vai truong hop
PKKD&TCDN hé so khong hop 18.
- Chép thuan trén hé théng dbi voi
hé so hop 1¢
- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi linh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh
Budce 7 Van thu - Poi voi truong hop ky so két | 4 gio
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky s6 t6 chirc ctia Phong
DKKD&TCDN (tra tu dong qua
cong thong tin qubc gia vé ding
ky doanh nghiép).
- Truong hop khong thé ky s
phat hanh thi phat hanh két qua 1a
ban gidy
Budce 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gio hanh
Trakét qua | dich vu buu chinh | vi cung cap dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
cé nhan doi nghiép
voi trudng
hop két qua
1a ban gidy
Budc 9 - Chuyén vién | Van thu Phong DKKD&TCDN
Théng ké | Phong va B phan luyu trit cing Vin
theo ddi | PKKD&TCDN; B6 | phong So ¢6 trach nhiém thong ké
phan luu triv cac TTHC thuc hién tai don vi
- Van phong S& vao s6 theo dbi ho so
Tong thoi gian: 03 ngay

*, Truwong hop ding ky qua mang dién tir
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Budce 1 Ngudi c6  tham | Nguoi ndp hod so ké khai thong | Ca ngay
Nop hd so | quyén ky van ban dé | tin, tai vin ban dién tir, ky xdc
nghi dang ky doanh | thyc hd so ding ky doanh nghiép
nghiép hodc nguoi | qua mang thong tin dién tor va
dugc uy quyén thyuc | thanh toan phi, 1& phi ding ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin qubc gia vé dang
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn).
Budc 2 Lanh dao Phong | Phan cong chuyén vién xtr Iy ho | 1 gio
Phén cong | BPKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Budc3 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 13 gio
Thu ly, giai | PKKD&TCDN tinh hop 18 cta hd so:
quyét ho so - Ho so khéng du diéu kién: Dy
thao thong bao hudng dan stra ddi
bd sung, néu 13 1y do.
- Ho so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budc 4 Lanh dao Phong | * Néu dong y: 4 gio
Phé duyét | PKKD&TCDN - Truong hop hd so hop 18: phé
két qua duyét ndi dung két qua dang ky
doanh nghiép
- Truong hop ho so khong hop 18:
Phé duyét ndi dung thong bao
hudng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B3.
Budc5 |- Lianh dao Phong |- Gui Thong bao yéu cau stra doi | 2 gio
Thong bdo | PKKD&TCDN bd sung (tra tu dong qua cong
két qua - Chuyén vién | théng tin qubc gia vé ding ky
Phong doanh nghiép) ddi voi truong hop
PKKD&TCDN hé so khong hop 18.
- Chap thuan trén hé thong ddi voi
ho so hop 1€
- Ky sb két qua diang ky doanh
nghiép. Trudng hop khong thé ky
s6 do khiach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh.
Budc 6 | Van thu - Poi voi trudng hop ky sd két | 4 gio
Phat hanh qua dang ky doanh nghi¢p: ky
két qua bang chir ky s6 to chirc cia Phong

DKKD&TCDN (tra ty dong qua
cong thong tin quoc gia vé dang
ky doanh nghiép).
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ban gidy

- Truong hop khong the ky so
phat hanh thi phat hanh két qua la

BuQc 7 bon wvi
Tra lgét qua |dich vu buu chinh
cho t6 chure/ | céng ich

c4 nhan ddi
voi1 truong
hop két qua
1a ban gidy

cung cap

nghiép

Van thu phong ban giao cho don | Gio hanh
vi cung cap dich vu buu chinh | chinh
cong ich tra két qua cho doanh

Budc 8 Chuyén vién Phong
Théng ké | PKKD&TCDN ; Bo
theo doi phan luu trit - Van
phong So

theo doi ho so

Van thu Phong DKKD&TCDN | Gio hanh
va BO phan luu trlr - Van phong | chinh

S ¢6 trach nhiém théng ké cac
TTHC thyc hién tai don vi vao sd

Tong thoi gian:

03 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va lwu trir ho so TTHC

Trach nhiém

Trung tam PVHCC

Co quan giai quyet ho so

Tra ho so, két qua

- Chuyen ho so, ket qua giai
quyét TTHC ban gidy cho don
vi cung cdp dich vu buu chinh
cong ich tra két qua cho doanh
nghiép.

- Tra két qua giai quyét TTHC
ban dién tir trén Cong thong tin
quoc gia vé dang ky doanh
nghiép.

Luu trir

- So theo ddi ho so (Mau
sO 06 Thong tu sb
01/2018/TT-VPCP)

- Hd so td chirc/ca nhan nop;
Gidy tiép nhan ho so va hen tra
két qua; (d6i véi truong hop
ndp hd so gidy).

- Gidy chung nhan ding ky
doanh nghi€p; Thong bao vé
viéc stra doi, bd sung ho so.

- S6 theo ddi hd so (néu tra két
qua 13 ban gidy).




365

40. Pé nghi dirng thwe hién thi tuc ding ky doanh nghiép (QT-SO-40)

1. Co sé phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cia Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luit Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 cia Qudc hoi nude Cong hoa xi hoi chit nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cta Chinh phii vé dang ky doanh
nghiép;

- Théng tu sb 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau str dung trong diing ky doanh nghiép, ding ky ho kinh doanh;

- Thong tu s6 47/2019/TT-BTC ngay 05/8/2019 ctia Bo Tai chinh quy dinh muc
thu, ché d6 thu, ndp, quan 1y va str dung phi cung cip thong tin doanh nghiép, 16 phi ding
ky doanh nghiép.

2. Thanh phén hé so

A LA Ban sao/ £
STT Tén ho so ban chinh So lwgng
1. | Thong bao dé nghi dung thuc hi¢n thu tuc Ban chinh 01
dang ky doanh nghiép.

* Trudng hop uy quyén thuc hién thu tuc: q
Nguoi c6 tham quyén ky van ban dé nghi dang ky doanh nghiép c6 thé iy quyén cho t6
chtrc, ca nhan khac thuc hién thu tuc dang ky doanh nghiép theo quy dinh sau day:

1. | Trudng hop uy quyén cho ca nhan thuc hién
thii tyc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghi¢p phai co:

- Van ban uy quyén cho ca nhan thyc hién thu Bén chinh 01
tuc lién quan dén dang ky doanh nghiép. Vian
ban Uy quyén nay khong bat budc phai cong
ching, chirng thuc.

2. | Truong hop y quyén cho t6 chirc thyuc hién
thu tuc dang ky doanh nghiép, kém theo ho
so dang ky doanh nghiép phai co:

- Ban sao hop dong uy quyén cho t6 chuc Ban sao 01
thyc hi¢n thu tuc lién quan dén dang ky

doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phan cong Bén chinh 01

nhiém vu cua t6 chirc d6 cho c4 nhéan truc
tiep thuc hién tha tuc lién quan dén dang ky
doanh nghiép.

3. | Truong hop uy quyén cho don vi cung cap
dich vu buu chinh cong ich thyuc hién thu tuc
dang ky doanh nghiép thi khi thuc hi¢n thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nQp:

- Ban sao phiéu gtri hd so theo miu do doanh Ban sao 01
nghiép cung tmg dich vu buu chinh cong ich
phat hanh c6 chir ky xac nhan cia nhan vién
buu chinh va ngudi co thim quyén ky vin
ban dé nghi ding ky doanh nghiép.
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Truong hop uy quyén cho don vi cung cap
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc diang ky doanh
nghiép thi viéc 0y quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh sb
168/2025/ND-CP, cu thé:

- Ban sao hop dong uy quyén cho to chirc Bén sao 01
thuc hién tho tuc lién quan dén ding ky
doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong Bén chinh 01
nhiém vu cta t6 chic d6 cho c nhan truc
tiép thuc hién thu tuc lién quan dén ding ky
doanh nghiép.

Ghi chu:

Nguoi iy quyén va ngudi duoc ty quyén thuc hién thu tuc dang ky doanh nghiép
chiu trach nhiém trudc phap luat vé tinh hop phap, trung thuc va chinh xac cua
viée uy quyén. Ngudi uy quyén va nguoi duge ty quyén phai xac thyuc dién tir dé
duoc cap dang ky doanh nghiép. Truong hop viéc xac thuc dién tir bi gian doan
thi nguoi dy quyén thuc hién viéc xac thuc dién tr sau khi dugc cap dang ky
doanh nghiép.

Truong hop ngudi Gy quyén khong xac nhan hodc xac nhan khong iy quyén thuc
hién thi tuc dang ky doanh nghiép thi Co quan ding ky kinh doanh cap tinh yéu
cau doanh nghiép bao cao theo quy dinh tai khoan 5 Piéu 21 Nghi dinh sb
168/2025/ND-CP. Cu thé: Yéu cau doanh nghiép bao céo vé viéc tuan thu cic
quy dinh cta Luat Doanh nghiép theo quy dinh tai diém ¢ khoan 1 Diéu 216 Luat
Doanh nghiép “Yéu cau doanh nghiép bao cdo vé viéc tuan thii quy dinh ctia Luat
nay khi xét théy can thiét; dén ddc viée thuc hién nghia vu bdo cao cua doanh
nghiép”.

Truong hop chua cé tai khoan dinh danh dién tir dé thuc hién xac thuc dién tur
thi ho so dang ky doanh nghi€p phai kem theo ban sao the¢ Can cude hoac the
Can cudc cong dan hodc ho chiéu hodc ho chiéu nudc ngoai hoic cac gidy td co
gia tri thay thé ho chiéu nudc ngoai con hiéu luc cua ngu’(n uy quyén.

3. Céch thirc, dia chi ndp ho so, nhin két qua giai quyét TTHC

STT

Cich thirc ndp, nhin két qua Pia chi cu thé

Tai Chi nhanh TTPVHCC Thanh
pho6 Ha Noi (theo thong bao cua
cap c6 tham quyén)

bang ky truc tié'p, tai cac Chi nhanh
TTPVHCC Thanh pho

Theo dia chi: S& Tai chinh - Khu

lién co quan Van Ho (Pia chi: sd

52 Lé Pbai Hanh, phuong Hai Ba
Trung, thanh phd Ha Noi)

bang ky qua dich vu buu chinh

Nop ho so tryc tuyén qua mang dién tir tai Theo dia chi:
Cong Thong tin Dang ky doanh nghiép Quoc | https://dangkykinhdoanh.gov.vn
gia hodc qua Cong dich vu cong Qudc gia hodc https://dichvucong.gov.vn/

Ghi cha:
Ngudi ndp hd so sir dung tai khoan dinh danh dién tir d¢ ddng nhap Cong thong
tin quoc gia vé dang ky doanh nghié€p, ké khai thong tin, tai van ban dién tu, ky

s6 hoidc ky x4c thyc ho so ding ky doanh nghiép qua mang thong tin dién tir va
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thanh toan phi, 1¢ phi dang ky doanh nghiép theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi dugc uy quyén
phai xac thyc dién tir dé dugc cip ding ky doanh nghiép. Trudng hop viée xac
thue dién tir bi gian doan thi nguoi uy quyén thuc hién viéc xac thyc dién tir sau
khi dugc cip ding ky doanh nghiép. Sau khi hoan thanh viée gui hd so ding ky
doanh nghiép, ngudi ndp hd so s& nhan duoc gidy tiép nhan hd so va hen tra két
qua dién tir qua tai khoan ctia ngudi ndp hd so.

4. Thoi gian giai quyét,

hi, 18 phi, mitc d6 cung cip dich vu cong truc tuyén

Théi gian giai quyét Mirc thu Cung cap dich
(DVT: Viéet Nam dong) vu cong truc
Ngay lam viée | Gio 1am viée Phi Lé phi tuyén
03 ngay lam 24 gio Phi cong bd noi | - Lé phi dang ky | Toan trinh
viéc ké tir ngay dung dang ky | doanh nghiép:
nhan dugc ho doanh nghiép: | Mién 1&¢  phi
so hop 1€. Khong dugc quy | (Théng  tu s
dinh tai Biéu | 47/2019/TT-
phi, 1¢ phi dang | BTC).
ky doanh nghiép | - Mién 1& phi doi
ban hanh kém | v4i truong hop
theo Thong trsd | ding ky  qua
47/2019/TT- mang dién ta,
BTC. dang ky thanh lap
trén co s& chuyén
doi tr ho kinh
doanh (Thoéng tu
s6  47/2019/TT-
BTC).
5. Cac biéu miu trong gisi quyét TTHC
STT Tén biéu miu Co sé phap ly

1. | Gidy dé nghi dung thuc hién thu tuc ding ky doanh nghiép | Thong  tu s
(Mau s6 33 tai Phy lyc I kém theo Thong tu so | 68/2025/TT-BTC
68/2025/TT-BTC).

2. Thong bao vé viéc durng/tir choi dung thyc hién thu tuc | Thong tu $0
dang ky doanh nghiép (Mau sé 49 tai Phu luc I kém theo | 68/2025/TT-BTC
Théng tu s6 68/2025/TT-BTC).

3. | Thong bao vé viéc sira d6i, bo sung ho so ding ky doanh | Thong  tu  s6
nghiép (Mau s6 48, Phu luc I kém theo Thong tu sé | 68/2025/TT-BTC
68/2025/TT-BTC).

4. | Gidy tiép nhan ho so va hen tra két qua ho so dang ky | Thong tu s
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh (Mau sé 70, Phu luc I kém theo Thong tu )
68/2025/TT-BTC).

5. | Gidy tiép nhan ho so va hen tra két qua ho so diang ky | Thong  tu  s6
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh qua mang thong tin dién tor (Mau s6 71, Phy luc I
kém theo Thong tu sb 68/2025/TT-BTC).

6. | Mau Phiéu xin 16i va hen lai ngay tra két qua (Mau s6 04 | Thong tu  s6
Thong tu s6 01/2018/TT-VPCP); 01/2018/TT-VPCP
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7. | Mau SO theo ddi hd so

01/2018/TT-VPCP);

(Mau s6 06 Théng tu sb

Thong tu  s6
01/2018/TT-VPCP

6. Quy trinh giai quyét

Thoi gian.
. \ e gidi quyet toi
Tén buée bon V;/ll:l.glrm thye Noi dung cong viéc da
en (DVT: Gio
lam viéc)
*, Truwong hop ding Ky truc tiép hoiic qua dich vu buu chinh
Buéc1 |Cac Chi nhanh | - Tiép nhan ho so va ghi gidy tiép | Gid  hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
ho so - Chuyén ho so vé S¢ Tai chinh
Budc2 | Vanphong S6 Tai |Chuyén ho so cho Phong |1 gio
Luan chuyén | chinh DKKD&TCDN
ho so
Budc 3 Lanh dao Phong | Phan cong chuyén vién xtr Iy ho | 1 gio
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc4 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gio
Thulyva |PKKD&TCDN tinh hop 18 cta hd so:
giai quyét ho - Ho so khong du diéu kién: Dy
SO thao thong bao hudng dan stra ddi
b6 sung, néu 15 1y do.
- Ho so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budc 5 Lanh dao Phong | * Néu dong y: 4 gio
Phé duyét | PKKD&TCDN - Truong hop hd so hop 18: phé
két qua duyét ndi dung két qua dang ky
doanh nghiép
- Truong hop ho so khong hop 18:
Phé duyét ndi dung thong bao
hudng din stra d6i bo sung
* Néu khong dong ¥: chuyén lai
B4.
Budc 6 |- Lianh dao Phong |- Gui Thong bao yéu cau stra doi | 2 gid
Thong bao | PKKD&TCDN b6 sung (tra tu dong qua cong
két qua - Chuyén vién | théng tin qubc gia vé ding ky
Phong doanh nghiép) ddi vai truong hop
PKKD&TCDN hé so khong hop 18.
- Chap thuén trén hé thong d6i voi
ho so hop 1¢
- Ky sb két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh
Budc 7 | Van thu - Poi voi truong hop ky so két | 4 gio
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Phéat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb td chirc cua Phong
DKKD&TCDN (tra tu dong qua
cong thong tin qubc gia vé ding
ky doanh nghiép).
- Truong hop khong thé ky s
phat hanh thi phat hanh két qua 1a
ban gidy
Budc 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gio hanh
Tra két qua | dich vu buu chinh | vi cung cép dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
c4 nhan d6i nghi¢p
Vo1 truong
hop két qua
13 ban gidy
Budc 9 - Chuyén vién | Van thu Phong DKKD&TCDN
Théng ké | Phong va BO phan luu trir cung Vian
theo doi PDKKD&TCDN; Bo | phong So ¢é trach nhiém thong ké
phan luu triv cac TTHC thuc hién tai don vi
- Van phong S¢ vao sb theo ddi ho so
Tong thoi gian: 03 ngay
*, Truwong hop ding ky qua mang dién tir
Bude 1 Nguoi c6 tham | Nguoi nop ho so ké khai thong | Ca ngay
Nop hd so | quyén ky van ban dé | tin, tai vin ban dién tir, ky xdc
nghi ding ky doanh | thyc hd so ding ky doanh nghiép
nghiép hodc nguodi | qua mang thong tin dién tor va
dugc Uy quyén thuc | thanh toan phi, 1& phi dang ky
hién thu tuc dang ky | doanh nghi¢p theo quy trinh trén
doanh nghiép cong thong tin qubc gia vé ding
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn).
Buoc 2 Lanh dao Phong | Phan cong chuyén vién xtr Iy ho | 1 gio
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly ho so | hodc tu dong trén hé
thong
Budc3 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 13 gid
Thu ly, giai | PKKD&TCDN tinh hop 18 cta hd so:
quyét ho so - Ho6 so khéng du diéu kién: Dy
thao thong bao hudng dan stra ddi
b sung, néu 13 1y do.
- Ho so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Buéc 4 Lanh dao Phong | * Néu dong y: 4 gio
Phé duyét | PKKD&TCDN - Truong hop hd so hop 18: phé
két qua duyét ndi dung két qua dang ky

doanh nghiép
- Truong hop ho so khong hop 1€:
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Phé duyé¢t ndi dung thong bao
huéng dan stra d6i bd sung
* Néu khong dong ¥: chuyén lai
B3.
Budc 5 - Linh dao Phong |- Gui Théng bao yéu cau stra doi | 2 gio
Thong bao | PKKD&TCDN bd sung (tra ty dong qua cong
két qua - Chuyén vién |thong tin qudc gia vé dang ky
Phong doanh nghiép) ddi véi truong hop
DKKD&TCDN hd so khong hop 16.
- Chép thuan trén hé théng dbi voi
hé so hop 16
- Ky s6 két qua diang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh.
Budc 6 Van thu - Poi voi truong hop ky so két | 4 gio
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chirc cua Phong
DKKD&TCDN (tra tu dong qua
cong thong tin qubc gia vé ding
ky doanh nghiép).
- Truong hop khong thé ky s
phat hanh thi phat hanh két qua 1a
ban gidy
Budce 7 Pon vi cung cap | Vin thu phong ban giao cho don | Gio hanh
Trakét qua | dich vu buu chinh | vi cung cap dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
cé nhan doi nghiép
Vo1 truong
hop két qua
1a ban gidy
Budc 8 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gio hanh
Théng ké | PKKD&TCDN ; Bo | va Bo phan luu trit - Van phong | chinh
theo ddi | phan luu trit - Van | S& ¢6 trach nhiém théng ké cac
phong So TTHC thyc hién tai don vi vao sd
theo ddi ho so
Tong thoi gian: 03 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va lwu trir ho so TTHC

Trach nhiém

Trung tam PVHCC

Co quan giai quyet hod so

Tra ho so, két qua

- Chuyen ho so, ket qua giai
quyét TTHC ban gidy cho don
vi cung cap dich vu buu chinh
cong ich tra két qua cho doanh
nghiép.

- Tra két qua giai quyét TTHC
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ban dién tu trén Cong théng tin
quoc gia vé dang ky doanh
nghiép.

Luu trir

- So theo ddi hd so (Mau
s6 06 Théng tu sb
01/2018/TT-VPCP)

- Ho so to chirc/ca nhan nop;
Giéy tiép nhan ho so va hen tra
két qua; (601 vo1 truong hop
ndp ho so gidy).

- Théng bao vé viéc dung/tir
chbi ding thuc hién thu tuc
dang ky doanh nghi¢p; Thong
bao vé viéc sira d6i, bd sung hd
SO.

- S6 theo ddi hd so (néu tra két
qua 13 ban gidy).
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41. Thong bso hity bé nghi quyét, quyét dinh giai thé doanh nghiép (QT-SO-
41)

1. Co s6 phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luat Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xa hoi chil nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;

- Théng tu sb 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau str dung trong diing ky doanh nghiép, ding ky ho kinh doanh;

- Théng tu sb 47/2019/TT-BTC ngay 05/8/2019 ctiia BO Tai chinh quy dinh mirc
thu, ché d6 thu, ndp, quan 1y va str dung phi cung cip thong tin doanh nghiép, 16 phi ding
ky doanh nghiép.

2. Thanh phin h so

Ban sao/

STT Tén ho so ban chinh SO luwgng
1. | Thong bao vé viéc hiy bo nghi quyét, quyét Bén chinh 01
dinh giai the.
2. | Nghi quyét hoac quyét dinh ciia cht doanh Bén chinh 01

nghiép tu nhan doi véi doanh nghiép tu nhan,
ciia chii s hitu cong ty dbi voi cong ty
TNHH moét thanh vién, ctia Hoi dong thanh
vién d6i voi cong ty TNHH hai thanh vién
tr¢ 1€n, cong ty hop danh; nghi quyet cua bai
hoi dong co dong doi Vo1 cong ty co phan vé
viéc huy bo nghi quyét hodc quyét dinh giai
the.

* Truong hop uy qu‘yén thyc hién thu tuc: 7 . 7
Nguoi c6 tham quyén ky van ban dé€ nghi dang ky doanh nghiép c6 thé uy quyén cho to6
chtrc, ca nhan khac thuc hién thu tuc dang ky doanh nghiép theo quy dinh sau day:

1. | Trudng hop ty quyén cho ca nhan thuc hién
thii tyc ding ky doanh nghiép, kém theo hd
so dang ky doanh nghi¢p phai co:

- Vin ban uy quyén cho c4 nhéan thuc hién thi Bén chinh 01
tuc lién quan dén dang ky doanh nghiép. Vin
ban uy quyén nay khong bat budc phai cong
ching, chirng thuc.

2. | Truong hop y quyén cho t6 chirc thyc hién
thu tuc dang ky doanh nghiép, kém theo ho
so dang ky doanh nghiép phai co:

- Ban sao hop dong uy quyén cho t6 chirc Bén sao 01
thuyc hi¢n thu tuc lién quan dén dang ky

doanh nghiép;

- Gidy gidi thiéu hodc van ban phan cong Bén chinh 01

nhiém vu cta t6 chic d6 cho cd nhan truc
tiep thuc hién tha tuc lién quan dén dang ky
doanh nghiép.
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3. | Trudng hop uy quyén cho don vi cung cap
dich vu buu chinh cong ich thyuc hién thu tuc
dang ky doanh nghi€p thi khi thuc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nop:
- Ban sao phiéu gtri ho so theo miu do doanh Ban sao 01
nghiép cung tng dich vu buu chinh cong ich
phat hanh co6 chir ky xac nhan ctia nhan vién
buu chinh va ngudi c¢6 thim quyén ky vin
ban dé nghi ding ky doanh nghiép.
4. | Trudong hop uy quyén cho don vi cung cap
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc diang ky doanh
nghiép thi viéc 0y quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh s6
168/2025/ND-CP, cu thé:
- Ban sao hop ddng uy quyén cho t6 chirc Ban sao 01
thyc hién thi tyc lién quan dén dang ky
doanh nghiép;
- Gidy gidi thiéu hodc van ban phan cong Bén chinh 01
nhiém vu cta t6 chic d6 cho c nhan truc
tiép thuc hién thi tyc lién quan dén ding ky
doanh nghiép.
Ghi chu:
Nguoi iy quyén va ngudi duoc ty quyén thuc hién thu tuc dang ky doanh nghiép
chiu trach nhiém trudc phap luat vé tinh hop phap, trung thuc va chinh xac cua
viée uy quyén. Ngudi uy quyén va ngudi dugc ty quyen phai xac thuc dién tir dé
duoc cap dang ky doanh nghiép. Truong hop viéc xac thuc dién tir bi gian doan
thi nguoi Gy quyén thuc hién viéc xac thuc dién tir sau khi duoc cép dang ky
doanh nghigp.
Truong hop ngudi Gy quyén khong xac nhan hodc xac nhan khong ty quyén thuc
hién thi tuc dang ky doanh nghiép thi Co quan ding ky kinh doanh cap tinh yéu
cau doanh nghiép bao cao theo quy dinh tai khoan 5 Piéu 21 Nghi dinh sb
168/2025/ND-CP. Cu thé: Yéu cau doanh nghiép bao céo vé viéc tuan thu cac
quy dinh cta Luat Doanh nghiép theo quy dinh tai diém ¢ khoan 1 Diéu 216 Luat
Doanh nghiép “Yéu cau doanh nghiép bao cdo vé viéc tudn thu quy dinh ctia Lut
nay khi xét théy can thiét; dén ddc viée thuc hién nghia vu bdo cao cua doanh
nghiép”.
Truong hop chua cé tai khoan dinh danh dién tir dé thuc hién xéac thuc dién tir
thi ho so dang ky doanh nghi€p phai kem theo ban sao th¢ Can cude hoac the
Can cudc cong dan hodc ho chiéu hodc ho chiéu nudc ngoai hoic cac gidy td co
gi4 trj thay thé ho chiéu nude ngoai con hiéu luc cua nguon uy quyén.
3. Cach thike, dia chi ndp ho so, nhin két qua gisi quyét TTHC
STT Cich thirc nop, nhin két qua Pia chi cu thé
. |Ping ky truc tiép tai cic Chi nhanh Taﬁxcgllf ‘g’f‘.ﬂlihT TF;XAHC% Thanh
" | TTPVHCC Thanh ph pho Ha Noi (theo thong bao cua
cap c6 tham quyén)
2. | Pang ky qua dich vu buu chinh Theo dia chi: S¢ Tai chinh - Khu
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lién co quan Véan Ho (Dia chi: s6
52 L& bai Hanh, phuong Hai Ba
Trung, thanh pho Ha No1)

Nop hé so truc tuyén qua mang dién tir tai
3. | Cong Thong tin Pang ky doanh nghiép Quéc
gia hodc qua Cong dich vu cong Qudc gia

Theo dia chi:
https://dangkykinhdoanh.gov.vn
hodc https://dichvucong.gov.vn/

Ghi chu:

Nguoi nop hd 80 st dung tai khoan dinh danh dién tur dé dang nhap Cong thong
tin quoc gia vé ding ky doanh nghiép, ké khai thong tin, tai van ban dién tu, ky
s6 hodc ky xac thuc hd so ding ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghi€p theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi dugc uy quyén
phai xac thyc dién tir dé dugc cip ding ky doanh nghiép. Trudng hop viée xac
thue dién tir bi gian doan thi nguoi uy quyén thuc hién viéc xac thyc dién tir sau
khi dugc cap dang ky doanh nghiép. Sau khi hoan thanh viée gui ho so ding ky
doanh nghiép, ngudi ndp hd so s& nhan duoc gidy tiép nhan hd so va hen tra két
qua dién tir qua tai khoan ctia ngudi ndp hd so.

4. Thoi gian giai quyét,

hi, 1¢ phi, mitc d6 cung cip dich vu cong truc tuyén

Thoi gian giai quyét

Mirc thu
(DVT: Viét Nam dong)

Cung cap dich
vu cong truc

Ngay lam viéc | Gio lam viéc

Phi

L¢ phi

tuyeén

01 ngay lam
viéc

8 gio

Phi cong bo noi
dung dang ky
doanh  nghiép:
Khong duogc quy
dinh tai Biéu
phi, 1€ phi dang
ky doanh nghiép
ban hanh kém
theo Thong tu sd
47/2019/TT-
BTC.

- L¢ phi dang ky
doanh nghiép:
Mién 1&  phi
(Théng tu  sd
47/2019/TT-
BTC).

- Mién 1¢ phi d6i
vol  truong  hop
dang ky qua
mang dién i,
dang ky thanh 1ap
trén co s& chuyén
doi tr ho kinh
doanh (Thoéng tu
s6  47/2019/TT-
BTC).

Toan trinh

5. Cac biéu miu trong gidi quyét TTHC

STT

Tén biéu mau

Co s6 phap ly i

1. | Théng bao vé viéc huy bo Nghi quyét/Quyét dinh giai thé
doanh nghi¢p (Mau s6 31, Phu luc I kém theo Thong tu s6

68/2025/TT-BTC).

Thong
68/2025/TT-BTC

tu sO

2. | Thong bao vé viéc sta d6i, bo sung ho so ding ky doanh
nghi¢p (Mau so 48, Phy luc I kém theo Thong tu so

68/2025/TT-BTC).

Thong
68/2025/TT-BTC

tw sO

3. | Gidy tiép nhan ho so va hen tra két qua ho so ding ky
doanh nghiép/chi nhénh/van phong dai di¢n/dia diém kinh
doanh (Mau s6 70, Phu luc I kém theo Thong tu sb

Thong
68/2025/TT-BTC

tw SO
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68/2025/TT-BTC).

4. | Gidy tiép nhan ho so va hen tra két qua ho so ding ky
doanh nghi¢p/chi nhanh/van phong dai dién/dia diém kinh
doanh qua mang thoéng tin dién tor (Mau s6 71, Phy luc I
kém theo Thong tu sb 68/2025/TT-BTC).

Thong tr  sb
68/2025/TT-BTC

5. | Méu Phiéu xin 10i va hen lai ngay tra ket qua (Mau so 04
Thong tu s6 01/2018/TT-VPCP);

Thong tu s
01/2018/TT-VPCP

6. |Mau SO theo ddi hd so

01/2018/TT-VPCP);

(Mau sb 06 Théng tu sb

Thong tu  sb
01/2018/TT-VPCP

6. Quy trinh giai quyét

Thoi gian.
. ‘e iai quyét toi
Tén buée bon V!/ngm thye Noi dung cong viéc ) qdz,
en (DVT: Gio
lam viéc)
*, Trudng hop ding Ky truc tiép hoic qua dich vu buu chinh
Buéc1 |Cac Chi  nhéanh |- Tiép nhan ho so va ghi giay tiép | Gid  hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
ho so - Chuyén ho so vé S¢ Tai chinh
Budc 2 Vian phong S¢ Tai Chuyén ho so cho Phong |1 gio
Luan chuyén | chinh PKKD&TCDN
ho so
Budc 3 Lanh dao Phong | Phan cong chuyén vién xir Iy ho | 1 gio
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc 4 Chuyén vién Phong | Chuyén vién tién hanh xem xét |2 gid
Thulyva |PKKD&TCDN tinh hop 18 cta hd so:
giai quyét hd - Hd so khong du diéu kién: Dy
SO thao thong bao hudng dan stra ddi
b sung, néu rd 1y do.
- Ho so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budc 5 Lanh dao Phong | * Néu dong y: 1 gio
Phé duyét | PKKD&TCDN - Trudng hop hd so hop 18: phé
két qua duyét ndi dung két qua dang ky
doanh nghiép
- Truong hop ho so khong hop 18:
Phé duyé¢t ndi dung thong bao
hudng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B4.
Budc 6 - Lianh dao Phong |- Gui Théng bao yéu cau stra doi | 1 gio
Thong bao | PKKD&TCDN bd sung (tra ty dong qua cong
két qua - Chuyén vién |thong tin qudc gia vé dang ky
Phong doanh nghiép) ddi voi truong hop
PKKD&TCDN hé so khong hop 18.

- Chép thuan trén hé thong dbi véi
ho so hop 1€
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- Ky s6 két qua diang ky doanh
nghiép. Trudng hop khong thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh

Budc 7 | Van thu - Poi voi truong hop ky so két | 2 gio
Phéat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb td chirc cua Phong
DKKD&TCDN (tra tu dong qua
cong thong tin qubc gia vé ding
ky doanh nghiép).
- Truong hop khong thé ky s
phat hanh thi phat hanh két qua 1a
ban gidy
Bude 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gio hanh
Trakét qua |dich vu buu chinh | vi cung cép dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
c4 nhan ddi nghiép
Vo1 truong
hop két qua
13 ban giay
Budc 9 - Chuyén vién | Van thu Phong DKKD&TCDN
Théng ké | Phong va BO phan luu trir cung Vian
theo doi PKKD&TCDN; Bo | phong So ¢6 trach nhiém thong ké
phan luu triv cac TTHC thuc hién tai don vi
- Véan phong S¢ vao sb theo ddi ho so
Tong thoi gian: 01 ngay
*. Trwong hop ding ky qua mang dién ti
Budc 1 Nguoi c¢6 tham | Nguoi nop ho so ké khai thong | Ca ngay
Nop hdso | quyén ky van ban dé | tin, tai vin ban dién ti, ky xac
nghi dang ky doanh | thyc hd so ding ky doanh nghiép
nghi€p hodc ngudi | qua mang thong tin dién tor va
dugc Uy quyén thyuc | thanh toan phi, 1& phi ding ky
hién thu tuc dang ky | doanh nghi¢p theo quy trinh trén
doanh nghiép cong thong tin qubc gia vé ding
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn).
Buoc 2 Lanh dao Phong | Phan cong chuyén vién xtr Iy ho | 1 gio
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé
thong
Budc3 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 3 gio
Thy 1y, giai | PKKD&TCDN tinh hop 1¢ ctia hd so:

quyét ho so

- Ho6 so khéng du diéu kién: Dy
thdo thong bdo hudng dan stra doi
bo sung, néu roé ly do.
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- Ho so du diéu kién: Hoan thién
ho6 so, chuyén Lanh dao phong.

Budc 4 Lanh dao Phong | * Néu dong y: 1 gio
Phé duyét | PKKD&TCDN - Trudng hop hd so hop 18: phé
két qua duyét noi dung két qua dang ky
doanh nghiép
- Trudng hop hd so khong hop 1é:
Phé duyé¢t ndi dung thong bao
huéng dan stra d6i bd sung
* Néu khong dong ¥: chuyén lai
B3.
Budc 5 - Lianh dao Phong |- Gui Théng bao yéu cdu stra déi 1 gio
Thong bdo | PKKD&TCDN bd sung (tra ty dong qua cong
két qua - Chuyén vién | thong tin qubc gia vé ding ky
Phong doanh nghiép) ddi vai truong hop
PKKD&TCDN hé so khong hop 18.
- Chép thuan trén hé théng dbi voi
hé so hop 1¢
- Ky s6 két qua dang ky doanh
nghiép. Truong hop khong thé ky
s6 do khach quan thi linh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh 1anh dao ky két
qua chuyén vin thu phat hanh.
Budc 6 | Vin thu - Poi voi truong hop ky so két | 2 gio
Phat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb to chirc cua Phong
DKKD&TCDN (tra tu dong qua
cong thong tin qubc gia vé ding
Ky doanh nghiép).
- Truong hop khong thé ky s
phat hanh thi phat hanh két qua 1a
ban gidy
Budce 7 Pon vi cung cap | Vin thu phong ban giao cho don | Gio hanh
Trakét qua | dich vu buu chinh | vi cung cap dich vu buu chinh | chinh
cho t6 chuc/ | cong ich cong ich tra két qua cho doanh
cé nhan doi nghiép
voi trudng
hop két qua
1a ban gidy
Budc 8 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gio hanh
Théng ké | PKKD&TCDN ; Bo | va Bo phan luu trit - Vin phong | chinh
theo ddi | phan luu trit - Van | S& ¢6 trach nhiém théng ké cac
phong Sé TTHC thyc hién tai don vi vao so
theo ddi ho so
Tong thoi gian: 01 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va lwu trir ho so TTHC
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Trach nhiém

Trung tam PVHCC

Co quan glal quyet ho so

Tra ho so, két qua

- Chuyén hd so, ket qua giai
quyét TTHC ban gidy cho don
vi cung cép dich vu buu chinh
cong ich tra két qua cho doanh
nghiép.

- Tra két qua giai quyét TTHC
ban dién tir trén Cong thong tin
qudc gia vé ding ky doanh
nghiép.

Luu tri

- S0 theo doi ho so (Mau

s6 06 Théng tu
01/2018/TT-VPCP)

sb

- Ho so td chirc/ca nhan nop;
Giéy tiép nhan ho so va hen tra
két qua; (601 vol truong hop
nop ho so glay)

- Thong bao vé viéc stra doi, bo
sung hd so.

- S6 theo ddi hd so (néu tra két
qua 1a ban giay).
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42. Pé nghi doanh nghiép, chi nhanh, vin phong dai di¢n, dia diém Kkinh
doanh cé tén xam pham quyén s& hiru cong nghiép thay ddi tén doanh nghiép (QT-
SO-42)

1. Co sé phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luét stra d6i, bd sung mot s6 diéu cua Luat Doanh nghi¢p ) 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xa hoi chil nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 ctia Chinh phii vé dang ky doanh
nghiép;

- Théng tu sb 68/2025/TT-BTC ngay 01/7/2025 cua Bo Tai chinh ban hanh biéu
mau str dung trong ding ky doanh nghiép, ding ky ho kinh doanh;

- Thong tu sd 47/2019/TT-BTC ngay 05/8/2019 ctia B6 Tai chinh quy dinh mirc
thu, ché d6 thu, ndp, quan 1y va sir dung phi cung cap thong tin doanh nghiép, 18 phi ding
ky doanh nghiép.

2. Thanh phin hd so

Ban sao/

STT Tén ho so bin chinh So luwgng
1. | Vin ban dé nghi cua chi thé quyén s¢ hiru |  Ban chinh 01
cong nghiép
2. | Ban sao van ban két luin cta co quan c6 Bén sao 01

thAm quyén vé viéc tén doanh nghiép dugc
su dung trong hoat dong kinh doanh la yéu to
xam pham quyen sO hitu cong nghlep,

3. | Ban sao hop dong str dung d6i tuong quyén Bén sao 01
80 hiru cong nghiép trong truong hop ngudi
yéu cau 1a nguoi dugce chuyén quyén st dung
d6i twgng quyén so hiru cong nghiép do.

* Truong hop uy qqyén thue hién thu tuc: q ‘ )
Nguoi ¢6 tham quyén ky van ban dé nghi dang ky doanh nghiép c6 thé ty quyén cho t6
chtrc, ca nhan khac thuc hién thu tuc dang ky doanh nghiép theo quy dinh sau day:

1. | Truong hop uy quyén cho ca nhan thuc hién
thi tuc dang ky doanh nghiép, kém theo ho
so dang ky doanh nghi¢p phai co:

- Vin ban uy quyén cho c4 nhan thuc hién tha Ban chinh 01
tuc lién quan dén dang ky doanh nghiép. Vin
ban Uy quyén nay khong bat budc phai cong
ching, chiing thuc.

2. | Trudng hop uy quyén cho t6 chic thuc hién
thu tuc dang ky doanh nghiép, kem theo ho
so dang ky doanh nghiép phai co:

- Ban sao hop déng uy quyén cho t6 chirc Ban sao 01
thuc hién thu tyc lién quan dén dang ky

doanh nghiép;

- Gidy gi6i thiéu hodc vin ban phin cong Ban chinh 01

nhiém vu cia td6 chirc do cho ca nhan truc
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tiép thuc hién thu tuc lién quan dén ding ky
doanh nghiép.

3. | Trudong hop ty quyén cho don vi cung cap
dich vu buu chinh cong ich thuc hién thu tuc
dang ky doanh nghiép thi khi thuc hi¢n thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nQp:
- Ban sao phiéu gtri hd so theo miu do doanh Ban sao 01
nghi¢p cung ung dich vu buu chinh céng ich
phat hanh co6 chir ky x4c nhan cua nhan vién
buu chinh va ngudi c¢6 thim quyén ky vin
ban dé nghi ding ky doanh nghiép.

4. | Trudng hop uy quyén cho don vi cung cap
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc ding ky doanh
nghiép thi viéc ty quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh sb
168/2025/ND-CP, cuy thé:
- Ban sao hop dong Uy quyén cho t6 chirc Ban sao 01
thuc hién thu tyc lién quan dén dang ky
doanh nghiép;
- Gidy gi6i thiéu hodc vin ban phan cong Ban chinh 01
nhiém vu cta t6 chic d6 cho c nhan truc
tiép thuc hién thi tuc lién quan dén dang ky
doanh nghiép.
Ghi cha:
Ngudi iy quyén va ngudi duoc ty quyén thuc hién thu tuc dang ky doanh nghiép
chiu trach nhiém trudc phap luat vé tinh hop phap, trung thuc va chinh xac cua
viée uy quyén. Ngudi uy quyén va nguoi duge ty quyén phai xac thuc dién tir dé
dugc cap dang ky doanh nghiép. Truong hop viéc xac thuc dién tur bi gidn doan
thi nguoi Gy quyén thuc hién viéc xéac thuc dién tir sau khi duoc cép ding ky
doanh nghiép.
Truong hop ngudi Gy quyén khong xac nhan hodc xac nhan khong uy quyén thuc
hién thi tuc ding ky doanh nghiép thi Co quan ding ky kinh doanh cip tinh yéu
cau doanh nghiép bao cao theo quy dinh tai khoan 5 Piéu 21 Nghi dinh sb
168/2025/ND-CP. Cu thé: Yéu cau doanh nghiép bao cdo vé viéc tuan thil cac
quy dinh caa Luat Doanh nghiép theo quy dinh tai diém ¢ khoan 1 Diéu 216 Luét
Doanh nghiép “Yéu cau doanh nghiép bao cdo vé viéc tuan thi quy dinh ctia Luét
nay khi xét thay can thiét; don doc viéc thuc hién nghia vu bao céo cua doanh
nghiép”.
Truong hop chua cé tai khoan dinh danh dién tr dé thuc hién xéc thuc dién tu
thi ho so ding ky doanh nghi€p phai kém theo ban sao th¢ Can cude hoac the
Cén cude cong dan hodc ho chiéu hodc ho chiéu nudc ngoai hoic cac gidy td co
gi4 trj thay thé ho chiéu nude ngoai con hiéu luc cua ngu:m uy quyén.

3. Céch thirc, dia chi ndp ho so, nhin két qua giai quyét TTHC
STT Cich thirc ndp, nhin két qua Dia chi cu thé
1 Ping ky truc tiép tai cdc Chi nhanh | Tai Chi nhanh TTPVHCC Thanh

TTPVHCC Thanh ph ph6 Ha Noi (theo thong bao clia
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cap co thim quyén)

Theo dia chi: S¢ Tai chinh - Khu

lién co quan Véan Ho (Pia chi: s6

52 L& Pbai Hanh, phuong Hai Ba
Trung, thanh phd Ha Noi)

bang ky qua dich vy buu chinh

Theo dia chi:
https://dangkykinhdoanh.gov.vn
hodc https://dichvucong.gov.vn/

Nop ho so truc tuyén qua mang dién tir tai
Cong Thong tin Pang ky doanh nghiép Qudc
gia hodc qua Cdng dich vu céng Qudc gia

Ghi cha:

Ngudi nop ho so st dung tai khoan dinh danh dién tir dé dang nhap Cong thong
tin quéc gia vé diang ky doanh nghiép, ké khai thong tin, tai vin ban dién ttr, ky
s6 hoic ky xéac thue hd so ding ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghi€p theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi duge uy quyén
phai xac thyc dién tir dé dugc cp ding ky doanh nghiép. Trudng hop viée xac
thue dién tir bi gian doan thi nguoi uy quyén thue hién viée xac thuc dién tir sau
khi dugc cip ding ky doanh nghiép. Sau khi hoan thanh viéc gui hd so ding ky
doanh nghiép, ngudi ndp hd so s& nhan duoc gidy tiép nhan ho so va hen tra két
qua dién tir qua tai khoan ctia ngudi ndp ho so.

4. Thoi gian giai quyét, phi, 18 phi, mirc @9 cung cap dich vu cong true tuyén

Mirc thu Cung cép dich

Thoi gian gidi quyét (DVT: Viét Nam dong) Vu cdng truc

Ngay lam viéc | Gio lam viéc

Phi

L¢ phi

tuyén

03 ngay lam
viéc ké tir ngay
nhan duoc hd
so hop I¢.

24 gio

Phi cong bo noi
dung dang ky
doanh  nghiép:
Khong dugc quy
dinh tai Bicu
phi, 1¢ phi dang
ky doanh nghiép
ban hanh kem
theo Thong tu sd
47/2019/TT-
BTC.

- Lé phi dang ky
doanh nghiép:
Khong dugc quy
dinh tai Biéu phi,
1€ phi dang ky
doanh nghiép ban
hanh kém theo
Thong tu s
47/2019/TT-BTC.
- Mién 1¢ phi d6i
voi  truong  hop
dang ky qua
mang dién t,
dang ky thanh 1ap
trén co so chuyén
d6i tr ho kinh
doanh (Thong tu
sO  47/2019/TT-
BTC).

Toan trinh

5. Cac biéu miu trong gisi quyét TTHC

STT

Tén biéu mau

1. | Gidy dé nghi Co quan ding ky kinh doanh yéu cau doanh
nghiép thay d6i tén doanh nghiép, tén chi nhanh, vin
phong dai dién, dia diém kinh doanh (Mau s6 79, Phy lyc I
kém theo Thong tu sb 68/2025/TT-BTC).

Thong
68/2025/TT-BTC

Co sé phap ly
tu sO
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Thoéng bao vé viéc dl‘Ing/thI chéi dung thuc hién thu tuc
dang ky doanh nghiép (Mau s6 49 tai Phu lyc I kém theo
Thong tu s6 68/2025/TT-BTC).

Thong tr  sb
68/2025/TT-BTC

Thong béao ~Vé viée sta d6i, b6 sung ho so ding ky doanh
nghi¢p (Mau so 48, Phu luc I kém theo Thong tu so
68/2025/TT-BTC).

Thong tu  s6
68/2025/TT-BTC

Giay tiép nhan ho so va hen tra két qua ho so ding ky
doanh nghiép/chi nhanh/vin phong dai dién/dia diém kinh
doanh (Mau s6 70, Phu luc T kém theo Thong tu $6
68/2025/TT-BTC).

Thong tu s
68/2025/TT-BTC

Gidy tiép nhan ho so va hen tra két qua ho so ding ky
doanh nghiép/chi nhanh/vin phong dai dién/dia diém kinh
doanh qua mang thong tin dién tor (Mau sé 71, Phy luc I
kém theo Thong tu sb 68/2025/TT-BTC).

Thong tu  sb
68/2025/TT-BTC

Mau Phié’urxin 16i va hen lai ngay tra két qua (Mau so 04
Thong tu s6 01/2018/TT-VPCP);

Thong tu  s6
01/2018/TT-VPCP

Mau S6 theo ddi ho so (Mau s6 06 Thong tu sb
01/2018/TT-VPCP);

Thong tu  s6
01/2018/TT-VPCP

6. Quy trinh giii quyét

Thoi gian.
. ‘e iai quyet toi
Tén buée bon V;/ll:l.gu’m thyc Noi dung cong viéc © ng
en (DVT: Gio
lam viéc)
*, Truong hop ding Ky truwc tiép hoiic qua dich vu buu chinh
Buéc1 | Cac Chi nhanh | - Tiép nhan ho so va ghi gidy tiép | Gid  hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
ho so - Chuyen ho so vé Sé Tai chinh
Budc 2 Vian phong S& Tai Chuyén hd so cho Phong |1 gio
Luan chuyén | chinh PKKD&TCDN
ho so
Buéc3 |Lanh dao Phong | Phan cong chuyén vién xu 1y ho | 1 gio
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc4 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gid
Thyly va | PKKD&TCDN tinh hop 1& cua ho so:
giai quyét ho - Ho so khong du diéu kién: Dy
SO thao thong bao hudng dan stra ddi
b6 sung, néu 15 1y do.
- Ho so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budc 5 Lanh dao Phong | * Néu dong y: 4 gid
Phé duyét | PKKD&TCDN - Trudng hop hd so hop 1&: phé
két qua duyét noi dung két qua dang ky
doanh nghiép
- Trudng hop ho so khong hop 18:
Phé duyét n6i dung thoéng bao
hudng din stra d6i bo sung
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* Néu khong dong y: chuyén lai
B4.

Budc 6 - Lianh dao Phong |- Gui Thong bao yéu cau stra doi | 2 gio
Théong bdo | PKKD&TCDN bd sung (tra tuy dong qua cong
két qua - Chuyén vién | théng tin qudc gia vé ding ky
Phong doanh nghiép) ddi véi truong hop
PKKD&TCDN hé so khong hop 18.
- Chép thuan trén hé thdng d6i voi
hé so hop 16
- Ky sb két qua dang ky doanh
nghiép. Trudng hop khéng thé ky
s6 do khach quan thi linh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh
Budc7 | Van thu - P6i voi truong hop ky so két | 4 gio
Phat hanh qua dang ky doanh nghi¢p: ky
két qua bang chit ky sb to chitc cia Phong
DKKD&TCDN (tra tw dong qua
cong thong tin qubc gia vé diang
ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy
Budce 8 Pon vi cung cap | Vian thu phong ban giao cho don | Gio hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chire/ | cong ich cong ich tra két qua cho doanh
c4 nhan ddi nghiép
voi trudng
hop két qua
1a ban gidy
Budc 9 - Chuyén vién | Van thu Phong DKKD&TCDN
Théng ké | Phong va B phan lyu trit cing Vin
theo doi PKKD&TCDN; Bo | phong So ¢6 trach nhiém thong ké
phan luu trir cac TTHC thuc hién tai don vi
- Van phong S¢& vao sb theo ddi ho so
Tong thoi gian: 03 ngay
*, Truwong hgp ding ky qua mang dién tir
Budc 1 Nguoi ¢6  tham | Nguoi ndp hd so ké khai thong | Ca ngay
Nop hd so | quyén ky van ban dé | tin, tai vin ban dién tir, ky xac

nghi dang ky doanh
nghiép hodc nguoi
duoc uy quyén thuc
hién thu tuc dang ky
doanh nghiép

thuc ho so ding ky doanh nghiép
qua mang thong tin dién tor va
thanh todn phi, 1¢ phi ding ky
doanh nghiép theo quy trinh trén
cong thong tin qubc gia vé ding
ky doanh nghiép
(https://dangkykinhdoanh.gov.vn).
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Budc 2
Phan cong
xtr 1y ho so

Lanh dao Phong
DKKD&TCDN
hodc ty dong trén h¢
thong

Phan cong chuyén vién xir Iy ho
so sau khi ti€p nhan

1 gio

Budc 3
Thu ly, giai
quyét ho so

Chuyén vién Phong
bKKD&TCDN

Chuyén vién tién hanh xem xét
tinh hop 1¢ ctia hd so:

- Ho so khéng du diéu kién: Dy
thao thong bao hudng dan stra ddi
bd sung, néu 13 1y do.

- Ho so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.

13 gio

Budc 4
Phé duyét
ket qua

Lanh dao Phong
DKKD&TCDN

* Néu dong y:

- Truong hop hd so hop 1&: phé
duyét noi dung két qua dang ky
doanh nghiép

- Trudong hop hd so khong hop 1é:
Phé duyé¢t ndi dung thong bao
huéng dan stra d6i bo sung

* Néu khong dong y: chuyén lai
B3.

4 gid

Buoc 5
Thong bao
ket qua

- Lanh dao Phong
DKKD&TCDN
- Chuyén
Phong
DKKD&TCDN

Vién

- Guri Thong bao yéu cau stra doi
bod sung (tra tu dong qua cong
thong tin qudc gia vé ding ky
doanh nghiép) ddi véi truong hop
hé so khong hop 18.

- Chap thuén trén hé thong d6i voi
hé so hop 18

- Ky s6 két qua dang ky doanh
nghiép. Trudng hop khong thé ky
s6 do khach quan thi linh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh.

2 gid

Budc 6
Phét hanh
két qua

Van thu

- Poi voi truong hop ky sé két
qud dang ky doanh nghi¢p: ky
bang chit ky sb td chirc ciia Phong
DKKD&TCDN (tra ty dong qua
cong thong tin qubc gia vé ding
ky doanh nghiép).

- Truong hop khong thé ky s
phat hanh thi phat hanh két qua 1a
ban gidy

4 gio

Buoc 7
Tra két qua
cho t6 chure/
c4 nhan d6i
Vo1 truong
hop két qua

Pon vi cung cap
dich vu buu chinh
cong ich

Vian thu phong ban giao cho don
vi cung cdp dich vu buu chinh
cong ich tra két qua cho doanh
nghiép

Gi0 hanh
chinh
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1a ban gidy

Budc 8 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gid hanh
Thong ké | PKKD&TCDN ; B6 | va BO phan luu trit - Van phong | chinh

theo doi phan luu trit - Vin | S& c6 trach nhiém thong ké cac
phong S¢& TTHC thuc hién tai don vi vao so

theo doi ho so

Tong thoi gian:

03 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va lwu trir hd so TTHC

Trach nhiém Trung tam PVHCC

Co quan giai quyet ho so

Tra ho so, két qua

- Chuyén hd so, ket qua giai
quyét TTHC ban gidy cho don
vi cung cap dich vu buu chinh
cong ich tra két qua cho doanh
nghiép.

- Tra két qua giai quyét TTHC
ban dién tir trén Cong thong tin
quoc gia vé dang ky doanh
nghiép.

Luu trir - So theo ddi hd so (Mau
s6 06 Thong tu sb
01/2018/TT-VPCP)

- Ho6 so to chtrc/ca nhan nop;
Giy tiép nhan ho so va hen tra
két qua; (d6i véi truong hop
ndp ho so gidy).

- Thong béo yéu cau thay doi
tén doanh nghiép/chi
nhanh/van phong dai di¢n/dia
diém kinh doanh cia doanh
nghiép do xdm pham quyén 80
htru cong nghiép; Thong bao vé
viéc stra d6i, bd sung ho so.

- S6 theo ddi ho so (néu tra két
qua 13 ban gidy).
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43. Pé nghi thu hdi Gidy chirng nhin ding ky doanh nghiép truwong hop noi
dung ké khai trong hd so 12 gia mao (QT-SO-43)

1. Co s6 phap ly

- Luat Doanh nghiép sb 59/2020/QH14 ngay 17/6/2020 cua Qudc hoi nude Cong
hoa xa hoi chu nghia Viét Nam;

- Luat sira doi, bé sung mot s6 dicu ciia Luat Doanh nghiép sb 76/2025/QH15
ngay 17/6/2025 ciia Qudc hoi nude Cong hoa xa hoi chil nghia Viét Nam;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;

- Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cta Bo Tai chinh ban hanh biéu
mau sir dung trong ding ky doanh nghiép, ding ky ho kinh doanh;

- Théng tu sd 47/2019/TT-BTC ngay 05/8/2019 ctia B6 Tai chinh quy dinh mirc
thu, ché do thu, ndp, quan 1y va sir dung phi cung cap thong tin doanh nghiép, 1é phi dang
ky doanh nghiép.

2. Thanh phin hd so

A 1A Ban sao/ ;
STT Tén ho so ban chinh SO luwgng
1. | Van ban gui Co quan dang ky kinh doanh Bén chinh 01
cap tinh dé nghi thu hoi
2. | Ban sao hoac ban chinh van ban tra 161 cia | Ban sao hoac 01
co quan nha nudc cd tham quyén vé viéc vin ban chinh
ban do co quan c6 tham quyén d6 cap bi gia
mao
3. | Ban sao hoac ban chinh van ban tra 161 cia | Ban sao hoac 01
co quan cbéng an vé viéc ndi dung ké khai |  ban chinh
trong hd so ding ky doanh nghiép 1 gia mao

* Truong hop uy qqyén thyc hién thu tuc: q ‘ )
Nguoi ¢6 tham quyén ky van ban dé nghi dang ky doanh nghiép c6 thé ty quyén cho t6
chtrc, ca nhan khac thuc hién thu tuc dang ky doanh nghiép theo quy dinh sau day:

1. | Truong hop ty quyén cho c4 nhédn thuc hién
thi tuc dang ky doanh nghiép, kém theo ho
so dang ky doanh nghi¢p phai co:

- Vin ban uy quyén cho c4 nhan thuc hién tha Ban chinh 01
tuc lién quan dén dang ky doanh nghiép. Vin
ban Uy quyén nay khong bat budc phai cong
ching, chiing thuc.

2. | Trudng hop uy quyén cho t6 chirc thuc hién
thu tuc dang ky doanh nghiép, kem theo ho
so dang ky doanh nghiép phai co:

- Ban sao hop déng uy quyén cho t6 chirc Ban sao 01
thuc hién thu tyc lién quan dén dang ky

doanh nghiép;

- Gidy gidi thiéu hodc van ban phén cong Bén chinh 01

nhiém vu cuia t6 chirc d6 cho ca nhan truc
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tiép thuc hién thu tuc lién quan dén ding ky
doanh nghiép.

3. | Trudong hop ty quyén cho don vi cung cap
dich vu buu chinh cong ich thuc hién thu tuc
dang ky doanh nghiép thi khi thuc hién thu
tuc dang ky doanh nghi¢p, nhan vién buu
chinh phai nQp:
- Ban sao phiéu gtri hd so theo miu do doanh Ban sao 01
nghi¢p cung ung dich vu buu chinh céng ich
phat hanh co6 chir ky x4c nhan cua nhan vién
buu chinh va ngudi c¢6 thim quyén ky vin
ban dé nghi ding ky doanh nghiép.

4. | Trudng hop uy quyén cho don vi cung cap
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién thu tuc ding ky doanh
nghiép thi viéc ty quyén thyc hién theo quy
dinh tai khoan 2 Diéu 12 Nghi dinh s6
168/2025/ND-CP, cuy thé:
- Ban sao hop dong Uy quyén cho t6 chuc Ban sao 01
thuc hién thu tyc lién quan dén dang ky
doanh nghiép;
- Gidy gi6i thiéu hodc vin ban phan cong Ban chinh 01
nhiém vu cta t6 chic d6 cho c nhan truc
tiép thuc hién thi tuc lién quan dén dang ky
doanh nghiép.
Ghi cha:
Ngudi iy quyén va ngudi duoc ty quyén thuc hién thu tuc dang ky doanh nghiép
chiu trach nhiém trudc phap luat vé tinh hop phap, trung thuc va chinh xac cua
viée uy quyén. Ngudi uy quyén va ngudi duge ty quyén phai xac thuc dién tir dé
dugc cap dang ky doanh nghiép. Truong hop viéc xac thuc dién tur bi gidn doan
thi nguoi Gy quyén thuc hién viéc xac thuc dién tir sau khi duoc cép ding ky
doanh nghiép.
Truong hop ngudi Gy quyén khong xac nhan hodc x4c nhan khong ty quyén thuc
hién thi tuc ding ky doanh nghiép thi Co quan ding ky kinh doanh cip tinh yéu
cau doanh nghiép bao cao theo quy dinh tai khoan 5 Piéu 21 Nghi dinh sb
168/2025/ND-CP. Cu thé: Yéu cau doanh nghiép bao cdo vé viéc tuan thil cac
quy dinh cta Luat Doanh nghiép theo quy dinh tai diém ¢ khoan 1 Diéu 216 Luét
Doanh nghiép “Yéu cau doanh nghiép bao cdo vé viéc tuan thi quy dinh ctia Luét
nay khi xét thay can thiét; don doc viéc thuc hién nghia vu bao céo cua doanh
nghiép”.
Truong hop chua cé tai khodn dinh danh dién tir dé thuc hién xac thuc dién tu
thi ho so ding ky doanh nghi€p phai kém theo ban sao th¢ Can cude hoac the
Cén cude cong dan hodc ho chiéu hodc ho chiéu nudc ngoai hoic cac gidy td co
gi4 trj thay thé ho chiéu nude ngoai con hiéu luc caa nguon uy quyén.

3. Céch thirc, dia chi ndp ho so, nhin két qua giai quyét TTHC
STT Cich thirc ndp, nhin két qua Dia chi cu thé
1 Ping ky truc tiép tai cdc Chi nhanh | Tai Chi nhanh TTPVHCC Thanh

TTPVHCC Thanh ph ph6 Ha Noi (theo thong bao clia
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cap co thim quyén)

2. | bang ky qua dich vu buu chinh

Theo dia chi: S¢ Tai chinh - Khu

lién co quan Véan Ho (Pia chi: s6

52 L& Pbai Hanh, phuong Hai Ba
Trung, thanh phd Ha Noi)

Nop ho so truc tuyén qua mang dién tir tai
3. | Cong Thong tin Pang ky doanh nghiép Qudc
gia hodc qua Cdng dich vu céng Qudc gia

Theo dia chi:
https://dangkykinhdoanh.gov.vn
hodc https://dichvucong.gov.vn/

Ghi chu:

Ngudi nop ho so st dung tai khoan dinh danh dién tir dé dang nhap Cong thong
tin quéc gia vé diang ky doanh nghiép, ké khai thong tin, tai vin ban dién tu, ky
s6 hoic ky xéac thuce hd so ding ky doanh nghiép qua mang thong tin dién tir va
thanh toan phi, 1¢ phi dang ky doanh nghi€p theo quy trinh trén Cong thong tin
quéc gia vé dang ky doanh nghiép. Nguoi uy quyén va nguoi duge uy quyén
phai xac thyc dién tir dé dugc cp ding ky doanh nghiép. Truong hop viée xac
thue dién tir bi gian doan thi nguoi uy quyén thue hién viée xac thuc dién tir sau
khi dugc cip ding ky doanh nghiép. Sau khi hoan thanh viéc gui hd so ding ky
doanh nghiép, ngudi ndp hod so s& nhan duoc gidy tiép nhan ho so va hen tra két
qua dién tir qua tai khoan ciia ngudi ndp ho so.

4. Thoi gian giai quyét,

hi, 18 phi, mirc d6 cung cap dich vu cong truc tuyén

Thaoi gian giai quyét

Mirc thu
(DVT: Viét Nam dong)

Cung cip dich
vu cong truc

Ngay lam viéc | Gio lam viéc

Phi

Lé phi

tuyén

03 ngay lam
viéc ké tir ngay
nhan duoc hd
so hop I¢.

24 gio

Phi cong bo noi
dung dang ky
doanh  nghiép:
Khong dugc quy
dinh tai Bicu
phi, 1¢ phi dang
ky doanh nghiép
ban hanh kem
theo Thong tu sd
47/2019/TT-
BTC.

- Lé phi dang ky
doanh nghiép:
Khong dugc quy
dinh tai Biéu phi,
1€ phi dang ky
doanh nghiép ban
hanh kém theo
Thong tu s
47/2019/TT-BTC.
- Mién 1¢ phi d6i
voi  truong  hop
dang ky qua
mang dién t,
dang ky thanh 1ap
trén co so chuyén
d6i tr ho kinh
doanh (Thong tu
sO  47/2019/TT-
BTC).

Toan trinh

5. Cac biéu miu trong gisi quyét TTHC

STT

Tén biéu mau

1. | Gidy dé nghi thu hoi gidy to do ké khai trong ho so dang
ky doanh nghiép la gia mao (Mau s6 80, Phu luc I kém
theo Thong tu so 68/2025/TT-BTC)

Thong
68/2025/TT-BTC

Co sé phap ly
tu sO

2. | Thong bao vé viéc vi pham cia doanh nghiép thudc truong

Thong

tu sO
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hop thu hoi (MAu s6 60 tai Phu luc I kém theo Thong tu s6 | 68/2025/TT-BTC
68/2025/TT-BTC).

3. | Quyét dinh vé viéc thu hoi Gidy ching nhan ding ky | Thong tu s
doanh nghiép (MAau sb 61 tai Phu luc I kém theo Thong tu | 68/2025/TT-BTC
s6 68/2025/TT-BTC).

4. | Quyét dinh vé viéc thu hoi Gidy chiung nhan dang ky hoat | Thong  tu s
dong chi nhanh, van phong dai dién, Giéy chung nhan | 68/2025/TT-BTC
ding ky dia diém kinh doanh (Mau sb 63 tai Phu luc I kém
theo Thong tu s6 68/2025/TT-BTC).

5. | Quyét dinh vé viéc thu hoi Gidy ching nhan ding ky | Thong tu s
doanh nghiép/Gidy chimg nhin ding ky hoat dong chi | 68/2025/TT-BTC
nhanh, vin phong dai dién, Gidy ching nhan ding ky dia
diém kinh doanh cia lan dang ky thay d6i/Gidy xac nhan
vé viéc thay d6i ndi dung ding ky doanh nghiép, ding ky
hoat dong chi nhanh, van phong dai dién, dia diém kinh
doanh (Mau s6 64 tai Phu luc I kém theo Thong tu sb
68/2025/TT-BTC).

6. | Quyét dinh vé viéc thu hoi Gidy xac nhan thong bdo tam | Thong tu 6
ngimg kinh doanh, tam ngimg hoat dong, tiép tuc kinh | 68/2025/TT-BTC
doanh, tiép tuc hoat dong/Thong bao doanh nghi¢p dang
lam thu tuc giai thé, chi nhanh, vin phong dai dién, dia
diém kinh doanh dang lam thua tuc chAm dt hoat
dong/Thong bao vé viéc giai thé cua doanh nghiép, chi
nhanh, van phong dai dién, dia diém kinh doanh cham durt
hoat dong (Mau sb 65 tai Phu luc I kém theo Thong tu )
68/2025/TT-BTC).

7. | Thong bao vé viéc sira d6i, bo sung ho so ding ky doanh | Thong  tu  s6
nghiép (Mau s6 48, Phu luc I kém theo Théng tu sb | 68/2025/TT-BTC
68/2025/TT-BTC).

8. | Giay tiép nhan ho so va hen tra két qua ho so dang ky | Thong tu  s6
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh (Mau s6 70, Phu luc T kém theo Thong tu )
68/2025/TT-BTC).

9. | Giay tiép nhan ho so va hen tra két qua ho so dang ky | Thong tu  s0
doanh nghiép/chi nhanh/van phong dai dién/dia diém kinh | 68/2025/TT-BTC
doanh qua mang thong tin dién tor (Mau sé 71, Phy luc I
kém theo Thong tu s6 68/2025/TT-BTC).

10. | Mau Phiéu xin 15i va hen lai ngay tra két qua (Mau s6 04 | Thong tu s
Thong tu s6 01/2018/TT-VPCP); 01/2018/TT-VPCP

11. |Mau SO theo ddi ho so (Mau s0 06 Thong tu s6 | Thong tu O
01/2018/TT-VPCP); 01/2018/TT-VPCP

6. Quy trinh gidi quyét
Thoi gian
. | . gidi quyet toi
Tén budc Don V;/lljgum thye Noi dung cong viéc da
en DVT: Gio
lam viéc)
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*, Truwong hop ding Ky truc tiép hoiic qua dich vu bwu chinh
Bugc1 |Cac Chi nhéanh |- Tiép nhan ho so va ghi gidy tiép | Gid  hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
hd so - Chuyén hd so vé& S¢ Tai chinh
Budc 2 Van phong S¢ Tai Chuyén hd so cho Phong| 1 gio
Luan chuyén | chinh DKKD&TCDN
ho so
Budc 3 Lanh dao Phong | Phin cong chuyén vién xtr Iy ho | 1 gio
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc 4 Chuyén vién Phong | Chuyén vién tién hanh xem xét | 12 gid
Thylyva | PKKD&TCDN tinh hop 1¢ ctia hd so:
giai quyét hd - Hb so khong du diéu kién: Dy
SO thao thong bao hudng dan stra ddi
bd sung, néu 13 1y do.
- Ho so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budce 5 Lanh dao Phong | * Néu dong y: 4 gio
Phé duyét | PKKD&TCDN - Truong hop hd so hop 1&: phé
két qua duyét noi dung két qua dang ky
doanh nghiép
- Trudong hop hd so khong hop 1é:
Phé duyé¢t ndi dung thong bao
huéng dan stra d6i bo sung
* Néu khong dong y: chuyén lai
B4.
Budc 6 - Lanh dao Phong |- Gui Thong bao yéu cau stra doi | 2 gio
Thong bdo | PKKD&TCDN bd sung (tra tuy dong qua cong
két qua - Chuyén vién |thong tin qudc gia vé dang ky
Phong doanh nghiép) ddi voi truong hop
PKKD&TCDN hé so khong hop 18.
- Chap thuan trén hé thong ddi véi
hé so hop 18
- Ky s6 két qua diang ky doanh
nghiép. Trudng hop khong thé ky
s6 do khach quan thi linh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh lanh dao ky két
qua chuyén vin thu phat hanh
Budc 7 Van thu - P6i voi truong hop ky sd két | 4 gio
Phat hanh qua dang ky doanh nghi¢p: ky
két qua bang chir ky s6 to chirc cia Phong

DKKD&TCDN (tra tu dong qua
cong thong tin qubc gia vé ding
ky doanh nghiép).

- Truong hop khong thé ky s
phat hanh thi phat hanh két qua 1a
ban gidy
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Budc 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gio hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chire/ | cong ich cong ich tra két qua cho doanh
cé nhan doi nghiép
Vo1 trudng
hop két qua
1a ban gidy

Budc 9 - Chuyén vién | Van thu Phong DKKD&TCDN

Théng ké | Phong va BO phan luu trif cung Vin

theo doi DKKD&TCDN; Bb | phong S& cé trach nhiém thong ké

phan luu trir cac TTHC thuc hién tai don vi
- Van phong S¢& vao sb theo ddi ho so
Tong thoi gian: 03 ngay
*. Trwomg hop dang ky qua mang dién tir

Budce 1 Nguoi ¢o6 tham | Ngudi ndp hd so ké khai thong | Ca ngay

Nop hd so | quyén ky vin ban dé | tin, tai vin ban dién tir, ky xac
nghi dang ky doanh | thuc ho so ding ky doanh nghiép
nghiép hodc nguodi | qua mang thong tin dién tor va
dugc ty quyén thyc | thanh toan phi, 1& phi ding ky
hién thu tuc dang ky | doanh nghiép theo quy trinh trén
doanh nghiép cong thong tin qubc gia vé ding

ky doanh nghiép
(https://dangkykinhdoanh.gov.vn).

Budc 2 Lanh dao Phong | Phan cong chuyén vién xir Iy ho | 1 gio
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly hd so | hodc tu dong trén hé

thong

Budc3 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 13 gid
Thu ly, giai | PKKD&TCDN tinh hop 1é ctia hd so:
quyét ho so - H6 so khong du diéu kién: Dy

thao thong bao hudng dan sira doi
b sung, néu 15 1y do.

- Ho so du diéu kién: Hoan thién
hé so, chuyén Lanh dao phong.

Budc 4 Lanh dao Phong | * Néu dong y: 4 gio
Phé duyét | PKKD&TCDN - Truong hop hd so hop 1&: phé

két qua duyét ndi dung két qua dang ky

doanh nghiép

- Truong hop ho so khong hop 18:
Phé duyét ndi dung thong bao
huéng dan stra d6i bo sung

* Néu khong dong ¥: chuyén lai
B3.

Budce 5 - Lanh dao Phong |- Gui Thong bdo yéu cau stra doi | 2 gio
Thong bdo | PKKD&TCDN bd sung (tra tuy dong qua cong

két qua - Chuyén vién |thong tin qudc gia vé ding ky

Phong doanh nghiép) ddi véi trudng hop
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DKKD&TCDN hé so khong hop 18.
- Chép thuan trén hé thong d6i voi
hé so hop 18
- Ky sb két qua dang ky doanh
nghiép. Trudng hop khéng thé ky
s6 do khach quan thi lanh dao
chuyén lai chuyén vién in két qua
ban gidy dé trinh 1anh dao ky két
qua chuyén van thu phat hanh.
Budc 6 | Vin thu - Poi voi truong hop ky so két | 4 gio
Phéat hanh qua dang ky doanh nghiép: ky
két qua bang chit ky sb td chirc cia Phong
DKKD&TCDN (tra tu dong qua
cong thong tin qubc gia vé dang
ky doanh nghiép).
- Truong hop khong thé ky sb
phat hanh thi phat hanh két qua 1a
ban gidy
Budce 7 Pon vi cung cap | Vian thu phong ban giao cho don | Gio hanh
Trakét qua | dich vu buu chinh | vi cung cap dich vu buu chinh | chinh
cho t6 chire/ | cong ich cong ich tra két qua cho doanh
c4 nhan ddi nghiép
Vo1 truong
hop két qua
13 ban gidy
Budc 8 Chuyén vién Phong | Van thu Phong DKKD&TCDN | Gid hanh
Théng ké | PKKD&TCDN ; Bo | va Bo phan luu trit - Van phong | chinh
theo doi phan luu trit - Van | S& c6 trach nhiém thong ké cac
phong S¢& TTHC thyc hién tai don vi vao sb
theo ddi ho so
Tong thoi gian: 03 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va luu trir ho so TTHC

Trach nhiém

Trung tam PVHCC

Co quan glal quyet hod so

Tra ho so, két qua

- ChUyen ho so, ket qua giai
quyét TTHC ban gidy cho don
vi cung cip dich vu buu chinh
cong ich tra két qua cho doanh
nghiép.

- Tra két qua giai quyét TTHC
ban dién tir trén Cong thong tin
quoc gia vé ding ky doanh
nghiép.

Luu trix

s6 06

- So theo ddi hd so (Mau

01/2018/TT-VPCP)

- Hb so td chirc/ca nhan nop;
Gidy tiép nhan ho so va hen tra
két qua; (d6i véi truong hop
ndp hd so gidy).

- Thong béo vé viéc vi pham

Thong tu s
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ctia doanh nghiép va quyét dinh
thu hdi Gidy chimg nhin ding
ky doanh nghiép; Gidy chimng
nhan diang ky doanh nghiép,
Gidy x4c nhan vé viéc thay do6i
no1 dung ding ky doanh
nghiép; thong bao vé viéc vi
pham cua doanh nghiép va
quyét dinh thu hoi Gidy chimg
nhan dang ky hoat dong chi
nhanh, van phong dai dién,
Gidy chung nhan ding ky dia
diém kinh doanh; Gidy chimng
nhan dang ky hoat dong chi
nhanh, van phong dai dién,
Gidy chung nhan ding ky dia
diém kinh doanh; Thong bao vé
viéc sira d6i, bo sung ho so.

- SO theo ddi ho so (néu tra két
qua 13 ban gidy).
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SANG TAO

2017.

1. Co s6 phap ly

- Luat Ho trg doanh nghiép nho va vira sé 04/2017/QH14 ngay 12 thang 6 nim

- Nghi dinh s6 38/2018/NP-CP ngay 11 thang 3 nam 2018 cta Chinh pha quy
dinh chi tiét vé€ dau tu cho doanh nghiép nho va vira khoi nghiép sang tao.
- Thong tu 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 hudng dan Nghi dinh

44. Thong bso thanh 14p quy diu tuw khéi nghiép sang tao (QT-SO-44)

s6 61/2018/ND-CP ngay 23/4/2018 vé thuc hién co ché mot cira mot cira lién thong.

2. Thanh phén hé so

STT

Tén ho so

Ban sao/
ban chinh

S6 lwong

Truong hop Uy quyén thyc hién thi tuc
dang ky doanh nghi¢p thi ngudi duoc uy
quyén phai ndp ban sao hop 1¢ mét trong
cac gidy tO ching thuc ca nhan (cu thé:
Poi véi cong dan Viét Nam: Thé can cudc
cong dan hodc Chung minh nhan dan hoac
H{ chiéu Viét Nam con hiéu luc; Péi véi
nguoi nudc ngoai: HY chiéu nuéce ngoai
hodc gidy to ¢é gid tri thay thé hg chiéu
nudc ngodi con hiéu lyc), kém theo:

- Ban sao hop 1¢ hop dong cung cap dich
vu véi t6 chirc 1am dich vu thyc hién thu
tuc lién quan dén dang ky doanh nghiép va
gidy gi6i thiéu cua t6 chitc d6 cho ca nhan
tryc tiép thuc hién thu tyc lién quan dén
dang ky doanh nghi¢p; hodc

- Vin ban ay quyén cho ca nhan thyc hién
thii tuc lién quan dén ding ky doanh
nghiép

Ban sao

Ban chinh

01

01

- Thong bao thanh lap quy dau tu khoi
nghiép sang tao theo Mau s6 Ola va Mau
s0 01D tai Phy Iyc kém theo ctia Nghi dinh
sO 38/2018/ND-CP ngay 11 thang 3 nim
2018 ctia Chinh phu quy dinh cic mau vin
ban s dung trong thong bao thanh 13p va
hoat dong ciia quy dau tu khai nghiép sang
tao

Ban chinh

01

- biéu 18 quy

Ban chinh

01

- Hop §T6ng thué cong ty thuc hién quan ly
quy (néu co)

Ban chinh

01

- Gidy x4c nhan cta ngin hang vé quy mo
von dd gop

Ban chinh

01
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6. - Ban sao c6 chung thyc chirng minh nhan Ban sao 01
dan, ho chiéu, thé cin cudc ddi vai nha dau
tu 1a ca nhan; quyét dinh thanh lap, gidy
chirng nhan dang ky doanh nghiép hodc tai
lidu twong dwong khac dbi voi nha dau tu
14 t6 chirc
7. - Bién ban hop va quyét dinh ciia Pai hoi Ban chinh 01
dong cd dong hoic HoOi dong quan tri,
quyét dinh cua Hoi dong thanh vién hoic
cua chu s¢ htru phu hop voi quy dinh tai
Diéu 1¢ cong ty cua nha dau tu la t6 churc
gop v6n vé viéc tham gia gop von vao quy,
v€ viéc cur nguoi dai dién phan von gop
theo iy quyén kém theo hd so c4 nhan cua
nguoi nay
3. Cach thirc, dia chi ndp hd so, nhin két qua gidi quyét TTHC
STT Cich thirc ndp, nhin két qua Dija chi cu thé
Piing ky truc tiép tai Chi nhanh TTPVHCC | &1 Chinhanh TTPVHCC Thanh
1. N X Trs NIA: pho Ha Noi (theo thong bdo cua
Thanh phé Ha Noi £ R X
cap c6 tham quyén)
Theo dia chi: S& Téj chinh - th
2. | Pang ky qua dich vu buru chinh lién co quan Van Ho (Pia chi: so

52 Lé Pai Hanh, phuong Hai Ba
Trung, thanh pho Ha No6i)

4. Thoi gian giai quyét, phi, 18 phi, mirc d9 cung cip dich vu cong triee tuyén

Thaoi gian gidi quyeét (DVT: l;g;c]\tfgz dong) Cl}ng cap diCh;Vl.l
Noay 1am viée | Gio lam vige Phi Lé phi cong tryc tuyen
10 ngay lam 80 gio Khéng Khoéng chwa cung cip dich
viéc ké tir ngay vu cong
nhan du ho so truee tuyén
hop 1¢
5. Cac biéu miu trong giai quyét TTHC
STT Tén biéu miu Co s6 phap ly
1. | Biéu mau s6 Ola: Thong bao vé viéc thanh lap quy dau tw | Nghi  dinh  so

khoi nghiép sang tao ban hanh kém theo Nghi dinh s6
38/2018/Nb-CP

38/2018/ND-CP

2. | Biéu mau s6 01b: Danh sach nha dau tu gép von vao quy | Nghi  dinh  s6
dau tu khai nghiép sang tao ban hanh kém theo Nghi dinh | 38/2018/NDb-CP
s0 38/2018/ND-CP
3. | Mau sb 01 — Giay tiép nhan ho so va hen tra két qua Thong tu  s6
01/2018/TT-VPCP
4. | Mau s6 02 — Phiéu yéu cau bo sung, hoan thién ho so Thong tu s
01/2018/TT-VPCP
5. | Mau s6 03 — Phiéu tir chdi tiép nhan giai quyét ho so Thong tu s
01/2018/TT-VPCP
6. | Mau sb 04 — Phiéu xin 15i va hen lai ngay tra két qua Thong tu  sb

01/2018/TT-VPCP
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7. | Mau sb 05 — Phiéu kiém soat qua trinh giai quyét ho so Thong tu  s6
01/2018/TT-VPCP
8. | Mau s6 06 — So theo ddi ho so Thong tu  s6
01/2018/TT-VPCP

6. Quy trinh giai quyét

Thoi gian
. L. idi quyet toi
Tén buée Don V;/llzl.gu’m thye Noi dung cong viéc ° qd:
en (DVT: Gio 1am
viéc)
*, Truwong hop ding Ky truc tiép hoiic qua dich vu buu chinh
Budce 1 Nguoi dai dién theo | Nguoi dai dién theo phap luat cua | Gid hanh
Nop hd so | phap luat cua Cong | Cong ty quan 1y Quy hodc ngudi | chinh
ty quan ly Quy hodc | dugc uy quyén thuc hién thu tuc
ngudi  dwgc Uy | thanh ldp Quy chuan di day du hd
quyén thyc hién tha | so phap 1y twong duong cua quy
tuc thanh lap Quy hodc iy quyén cho don vi cung
cép dich vu buu chinh cong ich
thyc hién thu tuc dang ky thanh
1ap quy
Budc2 |Cac Chi  nhanh | - Tiép nhan ho so va ghi gidy tiép | Gid hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
ho so - Chuyén ho so vé S¢ Tai chinh
Budc3 | Vin phong S6 Tai | Chuyén ho so cho Phong 4 iy
Luan chuyén | chinh PKKD&TCDN
ho so
Budc 4 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 4 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc5 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 60 gio
Thulyva | PKKD&TCDN tinh hop 1é ctia hd so:
giai quyét ho - Hb so khong du diéu kién: Dy
S0 thao thong bao huéng dan stra d6i
b6 sung, néu rd ly do.
- HO so du diéu kién: Hoan thién
h6é so, “Du thao Van ban giri
cong ty thuc hién quan 1y quy vé
viéc thanh 13p quy khoi nghiép,
sang tao VA ho so doanh nghiép
dugc cap nhat thong tin trén
Cong thong tin qubc gia vé ding
ky doanh nghiép, chuyén Lanh
dao phong.
Budc 6 Lanh dao Phong |Lanh dao phong tién hanh xem | 8 gid
Phé duyét | bPKKD&TCDN xét, phé duyét:
két qua - Truong hop ho so hop 18: ky

duyét ket qua.
- Truong hop ho so khong hop 1€:
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Ky duyét thong bao hudéng dan
stra ddi bd sung
* Néu khong dong y: chuyén lai
BS.
Budc 7 | Van thu Phat hanh két qua 1a ban gidy | 4 gio
Phat hanh Thong bao yéu ciu stra ddi bd
két qua sung hodc Van ban g Cong ty
thuc hién quan Iy quy vé viéc
thanh 1ap quy hop 1€ va ban giao
két qua:
(1) Néu cong dan ding ky tra két
qua qua buu dién: van thu ban
giao két qua cho don vi buu dién
(2) Néu cong dan dang ky tra két
qua tai Chi nhanh Trung tam
phuc vu hanh chinh cong: ban
giao két qua cho Chi nhanh
Trung tdm phuc vu hanh chinh
cong
Budce 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chirc | cdng ich cong ich tra két qua cho doanh
cé nhan doi nghiép
Vo1 truong
hop két qua
13 ban gidy
Budc 9 - Chuyén vién | Van thu Phong DKKD&TCDN | Gi¢ hanh
Théng ké | Phong va BO phan luu trir cung Van | chinh
theo doi PDKKD&TCDN; Bb | phong Sé c¢6 trach nhiém thong
phan luu triv ké cac TTHC thuc hién tai don vi
- Van phong S¢& vao sb theo ddi ho so
Tong thoi gian: 10 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va luu trir ho so TTHC

Trach nhiém

Trung tam PVHCC

Co quan giai quyét ho so

Tra ho so, két qua

Tra két qua tai Chi nhanh
TTPVHCC noi ti€p nhan ho
SO

- Chuyén ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh cong ich tra két qua
cho doanh nghiép (néu ding
ky) hodc ban giao vé Chi
nhanh TTPVHCC noi tiép
nhén hd so.

Luu trir

- S0 theo ddi ho so' (Mau s0
06 Thong tu s6 01/2018/TT-
VPCP)

- Ho so to chitc/ca nhan nop;
Gidy tiép nhan hd so va hen
tra két qua; (d6i v6i truong
hop ndp hd so gidy)

- Thong bao vé viée sira doi,
bd sung hd so; Vin ban gii
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cong ty thuc hién quan ly
quy vé viéc ting, giam vén
g6p cua quy hop 1€
- S6 theo ddi hd so
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45. Thong bao ting, giam von gép cia quy diu tw khoi nghiép sang tao

(QT-SO-45)

1. Co sé phap ly

- Luat Ho tro doanh nghiép nho va vira s6 04/2017/QH14 ngay 12 thang 6 nim
2017;

- Nghi dinh s 38/2018/ND-CP ngay 11 thang 3 nim 2018 cta Chinh phu quy
dinh chi tiét vé dau tu cho doanh nghiép nho va vira khoi nghiép sang tao;

- Thong tu 01/2018/TT-VPCP ngay 23 thang 11 nim 2018 husng dan Nghi dinh
61/2018/ND-CP ngay 23/4/2018 vé thuc hién co ché mot cira mot cira lién thong.

2. Thanh phin ho so
Ban sao/

STT Tén ho so ban chinh SO lwgng

1. Truong hop uy quyén thuc hién thu tuc
dang ky doanh nghiép thi nguoi duoc uy
quyén phai np ban sao hop 1&¢ mot trong
cac gidy tO chuing thuc ca nhan (cu thé:
Doi véi cong dan Viét Nam: Thé can cude
cong dan hoac Chung minh nhdn dan hoac
H$ chiéu Viét Nam con hiéu luc; Poi véi
nguoi nudc ngoai: Ho chiéu nudc ngodi
hodc gidy to cé gid tri thay thé hé chiéu
nudc ngodi con hiéu luc), kem theo:

- Ban sao hop 1¢ hop dong cung cap dich Ban sao 01
vu véi to chire 1am dich vu thuc hién thi
tuc lién quan dén dang ky doanh nghlep va
gidy gioi thi¢u cua t6 chirc d6 cho c& nhan
truc tiép thuc hién thu tuc lién quan dén
dang ky doanh nghiép; hodc

- Vian ban uy quyén cho c4 nhan thyc hién Ban chinh 01
thi1 tuc lién quan dén diang ky doanh
nghiép

2. - Thong bao viéc ting, giam von quy dau Ban chinh 01

tu khdi nghiép sang tao theo Mau s6 02 tai
Phu Iuc kém theo Nghi dinh s6
38/2018/ND-CP

w

- Picu 1& quy stra doi Ban chinh 01

4. - Bién ban hop va nghi quyét cua Dai hoi Ban chinh 01
nha dau tu vé viéc ting, giam von va cic
tai li¢u li€én quan

S. - Bién ban thoa thuan gop von va danh Ban chinh 01
sach cac nha dau tu gop von, sb von gop, ty
1¢ s& hitu vén gop trude va sau khi ting,
giam vbn gop cua quy

6. - Giay chung nhan cua cong ty thyc hién
quan 1y quy vé Phan vén di gop thém,
Danh muc tai san gop vao quy. Truong hop Ban chinh 01
giam von: Gidy xac nhan ciia cong ty thuc
hién quan 1y quy vé& viéc phan bd tai san
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cho timg nha dau tu, trong d6 néu rd danh
Muc tai san da phan bo cho nha dau tu

3. Cach thirc, dia chi ndp ho so, nhin két qua giai quyét TTHC

STT

Cich thirc ndp, nhin két qua

Pia chi cu thé

bing ky truc tiép tai Chi nhanh TTPVHCC
Thanh pho Ha No6i

Tai Chi nhanh TTPVHCC Thanh
pho Ha Noi (theo thong bao cua
cap c6 tham quyén)

2. | bang ky qua dich vu buu chinh

Theo dia chi: S¢ Tai chinh - Khu

lién co quan Véan Ho (Pia chi: s6

52 Lé Pai Hanh, phuong Hai Ba
Trung, thanh phd Ha Noi)

4. Thoi gian giai quyét, phi, 18 phi, miec d§ cung cip dich vu cong triee tuyén

Thoi gian giai quyét

Muc thu

(PVT: Viét Nam dong)

Cung cép dich vu

cong truc tuyen

Ngay lam viéc | Gio lam viéc Phi Lé phi
10 ngay lam 80 gio Khdng Khéng chwa cung cdp dich
viéc ké tir ngay vu cong
nhan du ho so truee tuyén
hop 1€
5. Cac biéu miu trong gidi quyét TTHC
STT Tén biéu miu Co so phap ly
1. | Thong bao viéc ting, giam von quy dau tu khoi nghiép | Nghi  dinh s
sang tao theo Mau s6 02 tai Phu luc kém theo Nghi dinh s6 | 38/2018/ND-CP
38/2018/Nb-CP
2. | Biéu mau s6 01b: Danh sach nha dau tu gép von vao quy | Nghi  dinh  s6
dau tu khoi nghiép sang tao ban hanh kém theo Nghi dinh | 38/2018/NP-CP
s 38/2018/ND-CP
3. | Mau sb 01 — Giay tiép nhan ho so va hen tra két qua Thong tu  s6
01/2018/TT-VPCP
4. | Mau s6 02 — Phiéu yéu cdu bo sung, hoan thién ho so Thong tu  s6
01/2018/TT-VPCP
5. | Mau s6 03 — Phiéu tir ch6i tiép nhan giai quyét ho so Thong tu  s6
01/2018/TT-VPCP
6. | Mau s 04 — Phiéu xin 15i va hen lai ngay tra két qua Thong tu  s6
01/2018/TT-VPCP
7. | Mau s6 05 — Phiéu kiém soat qua trinh giai quyét ho so Thong tu  s6
01/2018/TT-VPCP
8. | Mau s6 06 — So6 theo di ho so Thong tu  sO
01/2018/TT-VPCP
6. Quy trinh giai quyét
Thoi gian.
. L. iai quyét toi
Tén budc Don V;/lljgum thye Noi dung cong viéc ° qu
en (DVT: Gio lam
viéc)
*, Trwdng hop ding Ky truc tiép hoiic qua dich vu buu chinh
Budce 1 Nguoi dai dién theo | Nguoi dai dién theo phap luat cua | Gio hanh
Nop hd so | phap luat cua Cong | Cong ty quan 1y Quy hodc nguoi | chinh
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ty quan ly Quy hoac
nguoi  dugc Uy
quyén thuc hi¢én thu

duoc uy quyén thyc hién thu tuc
thanh 1ap Qu¥ chuan di day du ho
so phap ly twong duong cua quy

tuc thanh 1ap Quy hodc iy quyén cho don vi cung
cap dich vu buu chinh céng ich
thuc hién thu tuc dang ky thanh
1ap quy
Bu6c2 |Cac Chi nhénh | - Tiép nhin ho so va ghi gidy tiép | Gid hanh
Tiép nhan | TTPVHCC nhén, hen ngay tra két qua chinh
ho so - Chuyén ho so vé S¢ Tai chinh
Budc 3 Van phong S¢ Tai Chuyén ho so cho Phong 4 gio
Luan chuyén | chinh DKKD&TCDN
ho so
Budc 4 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 4 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc5 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 60 gio
Thulyva |PKKD&TCDN tinh hop 18 cta hd so:
giai quyét hd - H6 so khong du diéu kién: Dy
SO thao thong bao huéng dan stra d6i
bd sung, néu 15 1y do.
- Ho so du diéu kién: Hoan thién
hd so, “Du thao Vin ban guri
cong ty thuc hién quan 1y quy vé
viéc tang, giam von gop cia quy
hop 1& va hd so doanh nghiép
dugc cap nhat thong tin trén
Cong thong tin qubc gia vé ding
ky doanh nghiép, chuyén Lanh
dao phong.
Budc 6 Lanh dao Phong |Lanh dao phong tién hanh xem | 8 gid
Phé duy¢t | PKKD&TCDN xét, phé duyét:
két qua - Trudng hop hd so hop 18: ky
duyét két qua.
- Trudong hop ho so khong hop 1¢:
Ky duyét thong bao hudéng dan
stra doi bd sung
* Néu khong dong y: chuyén lai
B5.
Budc7 | Van thu Phat hanh két qua 1a ban gidy | 4 gio
Phat hanh Thong bao yéu ciu stra dbi bd
két qua sung hodc Van ban gui Cong ty

thuc hién quan 1y quy vé viéc
thanh 1ap quy hop 1€ va ban giao
két qua:

(1) Néu cong dan dang ky tra két
qua qua buu dién: van thu ban
giao két qua cho don vi buu dién




402

(2) Néu cong dan diang ky tra két
qua tai Chi nhanh Trung tam
phuc vu hanh chinh cong: ban
giao két qua cho Chi nhanh
Trung tam phuc vu hanh chinh
cong
Bude 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cip dich vu buu chinh | chinh
cho t6 chue | cdng ich cong ich tra két qua cho doanh
cé nhan doi nghiép
voi1 truong
hop két qua
1a ban gidy
Budc 9 - Chuyén vién | Van thu Phong BDKKD&TCDN | Gi¢ hanh
Théng ké | Phong va BO phan luu trlr cung Van | chinh
theo ddi | PKKD&TCDN; B6 | phong S¢ c¢6 trach nhiém thong
phan luu trir ké cac TTHC thuc hién tai don vi
- Van phong S¢ vao so theo ddi ho so
Tong thoi gian: 10 ngay

7. Trach nhiém tra ho so, két qua giai quyét va luu trir hé so TTHC

Trach nhiém

Trung tam PVHCC

Co quan giai quyét ho so

Tra ho so, két qua

Tra két qud tai Chi nhanh
TTPVHCC noi ti€p nhan ho
SO

- Chuyén ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cap dich vu buu
chinh cong ich tra két qua
cho doanh nghiép (néu ding
ky) hoic ban giao vé Chi
nhanh TTPVHCC noi tiép
nhén hd so.

Luu trir

- S6 theo ddi h?) so (Mau so
06 Thong tu s6 01/2018/TT-
VPCP)

- Ho so t6 chirc/ca nhan nop;
Gidy tiép nhan hd so va hen
tra két qua;

- Thong bao vé viéc stra doi,
bd sung ho so; Vian ban giri
cong ty thuc hién quan ly
quy vé viéc tang, giam vén
gbp cua quy hop 1€

- S theo ddi hd so
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tao (QT-SO-46)

2017,

dinh chi tiét vé dau tu cho doanh nghiép nho va vira khoi nghiép sang tao;

1. Co s6 phap ly

46. Thong bao gia han thoi gian hoat dong cia quy diu tw khéi nghiép sang

- Luat Ho trg doanh nghiép nho va vira s6 04/2017/QH14 ngay 12 thang 6 nim

- Nghi dinh s 38/2018/ND-CP ngay 11 thang 3 nim 2018 cia Chinh phu quy

- Thong tu 01/2018/TT-VPCP ngay 23 ngay 11 ndm 2018 hudéng dan Nghi dinh
61/2018/ND-CP ngay 23/4/2018 vé thuc hién co ché mot cira mot cira lién théng.

2. Thanh phén ho so

STT

Tén ho so

Ban sao/
ban chinh

S6 lwong

1.

Truong hop Uy quyén thyc hién thi tuc
dang ky doanh nghiép thi nguoi duoc uy
quyén phai np ban sao hop 1&¢ mét trong
cac gidy tO chung thuc ca nhan (cu thé:
Poi véi cong dan Viét Nam: Thé cdan cudc
cong dan hodc Chirng minh nhdn dan hodc
H{ chiéu Viét Nam con hiéu luc; Poi véi
nguoi nudc ngoai: HY chiéu nuéce ngoai
hodc gidy to ¢é gid tri thay thé hg chiéu
nudc ngodi con hiéu lyc), kém theo:

- Ban sao hop 1¢ hop dong cung cép dich
vu véi t6 chirc 1am dich vu thyuc hién thu
tuc lién quan dén dang ky doanh nghiép va
gidy gi6i thiéu cua t6 chirc d6 cho ca nhan
tryc tiép thuc hién thu tyc lién quan dén
dang ky doanh nghi¢p; hodc

- Vin ban ay quyén cho ca nhan thyuc hién
thi tuc lién quan dén dang ky doanh
nghiép

Ban sao

Ban chinh

01

01

- Thong bao vé viéc gia han thoi gian hoat
dong cua quy dau tu khoi nghiép sang tao
theo Mau s6 03 Phu luc kém theo Nghi
dinh s6 38/2018/ND-CP

Ban chinh

01

- Bién ban hop va nghi quyét cua DPai hoi
nha dau tu cia quy vé viéc gia han thoi
gian hoat dong cua quy, trong dé néu rd
thoi gian gia han hoat dong cua quy

Ban chinh

01

- Chi tiét Danh muc dau tu va bao cio gia
tri tai san rong cua quy tai ngay dinh gia
gin nhét tinh t6i ngay nop ho so gla han

Ban chinh

01

- Cac thay doi vé nha dau tu, Piéu 18 quy
(néu cd)

Ban chinh

01

3. Céch thirc, dia chi ndp ho so, nhin két qua giai quyét TTHC

STT

Cich thirc ndp, nhin két qua

Pia chi cu thé

Ding ky truc tiép tai Chi nhanh TTPVHCC

Thanh ph6 Ha Noi

Tai Chi nhanh TTPVHCC Thanh
pho Ha Noi (theo thong bdo cia
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cap co thim quyén)

2. | bang ky qua dich vu buu chinh

Theo dia chi: S¢ Tai chinh - Khu
lién co quan Van Ho (Pia chi: s6
52 L& Pbai Hanh, phuong Hai Ba

Trung, thanh phd Ha Noi)

4. Thoi gian giai quyét, phi, 18 phi, micc d§ cung cip dich vu cong triee tuyén

e . ) A Ml’l’c thll X .
Thoi gian giai quyet (DVT: Viét Nam dong) Cc‘(})‘;g ::ll;cdtlshé;u
Ngay 1am viée | Gio lam viée Phi Lé phi g trirc tuy
10 ngay lam 80 gio Khéng Khong chwa cung cap dich

viéc ké tir ngay vu cong
nhan du ho so truwee tuyén
hop 1€
5. Cac biéu miu trong gidi quyét TTHC
STT Tén biéu miu Co so phap ly
1. | Thong bao vé viéc gia han thoi gian hoat dong cua quy dau | Nghi  dinh s
tu khoi nghiép sang tao theo Mau s6 03 tai Phu luc kém | 38/2018/ND-CP
theo Nghi dinh s6 38/2018/ND-CP
2. | Mau Vin ban giri cong ty thuc hién quan Iy quy vé viéc thong | Nghi ~ dinh  s6
bao gia han thoi gian hoat dong quy dau tu khoi nghiép dau tu | 38/2018/NP-CP
sang tao hop 1€
3. | Mau sb 01 — Giay tiép nhan ho so va hen tra két qua Thong tu  s6
01/2018/TT-VPCP
4. | Mau s6 02 — Phiéu yéu cau bo sung, hoan thién ho so Thong tu  s6
01/2018/TT-VPCP
5. | Mau s6 03 — Phiéu tir ch6i tiép nhan giai quyét ho so Thong tu  s6
01/2018/TT-VPCP
6. | Mau sb 04 — Phiéu xin 15i va hen lai ngay tra két qua Thong tu  s6
01/2018/TT-VPCP
7. | Mau s6 05 — Phiéu kiém soat qua trinh giai quyét ho so Thong tu  s6
01/2018/TT-VPCP
8. | Mau s6 06 — S theo di ho so Thong tu  sO
01/2018/TT-VPCP
6. Quy trinh gidi quyét
Thoi gian
. L. idi quyet toi
Tén bude Don V;/llj.gu’o’l thye NOi dung cong viéc ; qd;,
en (DVT: Gio lam
vigc)
*, Truwong hop ding Ky truc tiép hoiic qua dich vu buu chinh
Budc 1 Nguoi dai dién theo | Nguoi dai dién theo phap luat ciua | Gio hanh
Nop hd so | phap luat cua Cong | Cong ty quan 1y Quy hodc nguoi | chinh

ty quan ly Qu¥ hodc
nguoi  dugc Uy
quyén thuc hién thua
tuc thanh 1ap Quy

duoc ny quyén thyc hién thu tuc
thanh 1ap Quy chuan di day di ho
so phap ly twong duong cua quy
hodc Gy quyén cho don vi cung
cép dich vu buu chinh céng ich
thuc hién thu tuc dang ky thanh
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1ap quy
Bugc2 |Cac Chi nhénh | - Tiép nhin ho so va ghi gidy tiép | Gid hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
hd so - Chuyén ho so vé S¢ Tai chinh
Budc 3 Van phong S¢ Tai Chuyén ho so cho Phong 4 gio
Luan chuyén | chinh DKKD&TCDN
ho so
Budc 4 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 4 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc 5 Chuyén vién Phong | Chuyén vién tién hanh xem xét | 60 gio
Thulyva | DPKKD&TCDN tinh hop 1¢ ctia hd so:
giai quyét hd - H6 so khong du diéu kién: Dy
SO thao thong bao huéng dan stra d6i
b sung, néu 15 1y do.
- HO so du diéu kién: Hoan thién
hd so, “Dy thao Vin ban giri cong
ty thuyc hién quan ly quy vé viéc
thong bao gia han thoi gian hoat
dong quy dau tu khoi nghiép dau tu
sang tao hop 1& va Ho so doanh
nghiép duogc cdp nhat thong tin
trén Cong thong tin quéc gia vé
diang ky doanh nghiép, chuyén
Lanh dao phon.
Budc 6 Lanh dao Phong |Lanh dao phong tién hanh xem | 8 gid
Phé duyét | PKKD&TCDN x€ét, phé duyét:
két qua - Truong hop hod so hop 1&: ky
duyét két qua.
- Truong hop ho so khong hop 18:
Ky duyét thong bao huéng dan
sira doi bo sung
* Néu khong dong y: chuyén lai
BS.
Buéc 7 | Van thu Phat hanh két qua la ban gidy | 4 gio
Phat hanh Thong bao yéu ciu stra ddi bd
két qua sung hodc Van ban gui Cong ty

thuc hién quan ly quy vé viéc
thanh 1ap quy hop 1€ va ban giao
két qua:

(1) Néu cong dan dang ky tra két
qud qua buu dién: van thu ban
giao két qua cho don vi buu dién
(2) Néu cong dan dang ky tra két
qua tai Chi nhanh Trung tam
phuc vu hanh chinh cong: ban
giao két qua cho Chi nhanh
Trung tdm phuc vu hanh chinh
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cong
Budc 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakét qua | dich vu buu chinh | vi cung cdp dich vu buu chinh | chinh
cho t6 chuc | cdng ich cong ich tra két qua cho doanh
c4 nhan d6i nghi¢p
Vo1 truong
hop két qua
13 ban gidy
Budc 9 - Chuyén vién | Van thu Phong DKKD&TCDN | Gio hanh
Théng ké | Phong va B0 phan luu trit cung Van | chinh
theo doi DKKD&TCDN; Bb | phong S¢ c¢6 trach nhiém thong
phan luu trir ké cac TTHC thuc hién tai don vi
- Van phong S¢ vao sb theo ddi ho so
Tong thoi gian: 10 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va luu trir ho so TTHC

Trach nhiém

Trung tam PVHCC

Co quan giai quyét ho so

Tra ho so, két qua

Tra két qua tai Chi nhanh
TTPVHCC noi ti€ép nhan ho
SO

- Chuyén ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh cong ich tra két qua
cho doanh nghiép (néu ding
ky) hodc ban giao vé Chi
nhanh TTPVHCC noi tiép
nhan hd so.

Luu trir

- S6 theo dbi h?) so (Mau sb
06 Thong tu s6 01/2018/TT-
VPCP)

- Ho so to chitc/ca nhan nop;
Gidy tiép nhan hd so va hen
tra két qua;

- Théng bao vé viéc stra doi,
b6 sung ho so dang ky doanh
nghiép; Van ban gt cong ty
thuc hién quan 1y quy vé viéc
thong bdo gia han thoi gian
hoat dong quy dau tu khoi
nghiép dau tu sang tao hop 1&

- S6 theo ddi hd so
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47. Thong bao giai thé va két qua giai thé quy diu tw khéi nghiép sang tao (cip tinh)
(QT-SO-47)

1. Co s6 phap ly

- Luat Ho trg doanh nghiép nho va vira s6 04/2017/QH14 ngay 12 thang 6 nim
2017,

- Nghi dinh s 38/2018/ND-CP ngay 11 thang 3 nim 2018 cta Chinh phu quy
dinh chi tiét vé dau tu cho doanh nghiép nho va vira khoi nghiép sang tao;

- Thong tu 01/2018/TT-VPCP ngay 23 ngay 11 nam 2018 hudng dan Nghi dinh
61/2018/ND-CP ngay 23/4/2018 vé thuc hién co ché mot cira mot cira lién thong.

2.Thanh phin hd so
A LA Ban sao/ £
STT Tén ho so ban chinh SO lwgng
1. Truong hop uy quyén thuc hién thu tuc

dang ky doanh nghiép thi nguoi duoc uy
quyén phai np ban sao hop 1&¢ mét trong
cac gidy tO chung thuc ca nhan (cu thé:
Poi véi cong dan Viét Nam: Thé can cudc
cong dan hodac Chung minh nhan dan hodac
H{ chiéu Viét Nam con hiéu luc; Péi véi
nguoi nudc ngoai: HY chiéu nuéce ngoai
hodc gidy to ¢é gid tri thay thé hg chiéu
nudc ngodi con hiéu lyc), kém theo:

- Ban sao hop 1¢ hop dong cung cép dich Ban sao 01
vu véi t6 chirc 1am dich vu thyc hién thu
tuc lién quan dén dang ky doanh nghiép va
gidy gi6i thiéu cua t6 chirc d6 cho ca nhan
tryc tiép thuc hién thu tyc lién quan dén
dang ky doanh nghiép; hodc

- Van ban uy quyén cho ¢4 nhan thuc hién Bén chinh 01
thi tuc lién quan dén ding ky doanh
nghiép

2. - Thong bao vé viéc giai thé quy dau tu Ban chinh 01

khoi nghi¢p sang tao thep Mau s6 04 Phy
luc kéem theo Nghi dinh s6 38/2018/ND-CP

3. - Bién ban hop va nghi quyet cua bai hdi Ban chinh 01
nha dau tu vé viéc giai thé quy, kém theo
phuong an, 16 trinh thanh 1y va phan phdi
tai san di duoc Pai hoi nha dau tu thong
qua, trong d6 néu rd nguyén tic xac dinh
gia tri tai san tai ngdy giai thé va thoi gian
quy thanh 1y tai san phu hop vdé1 quy dinh
ctia phap luat, quy dinh tai Diéu 1& quy va
sO tay dinh gia; phuong thirc phan phdi tai
san cho nha dau tu va cung cip thong tin
cho nha dau tu vé hoat dong thanh 1y va
phan phdi tai san

4. - Cam két bang vin ban duoc ky boi dai Ban chinh 01
dién theo phdp luat cia cong ty thuc hi¢n
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quy

quan ly quy vé viéc chiu trach nhiém hoan
tat cac thu tuc thanh 1y tai san dé giai thé

3. Céch thirc, dia chi ndp ho so, nhin két qua giai quyét TTHC

STT

Cich thirc nop, nhan két qua

Pia chi cu thé

bing ky truc tiép tai Chi nhanh TTPVHCC
Thanh pho Ha Noi

Tai Chi nhanh TTPVHCC Thanh
pho Ha Noi (theo thong bao cua
cap c6 tham quyén)

2. | Pang ky qua dich vu buu chinh

Theo dia chi: S& Tai chinh - Khu

lién co quan Véan Ho (Pia chi: s6

52 L& bai Hanh, phuong Hai Ba
Trung, thanh phd Ha Noi)

4. Thoi gian giai quyét,

hi, 1 phi, mirc dd cung cip dich vu céng true tuyén

Thoi gian giai quyét

Muc thu

(PVT: Viét Nam dong)

Cung cép dich vu

cong truc tuyeén

Ngay lam viéc | Gid lam viéc Phi Lé phi

10 ngay lam 80 gio Khdng Khéng chwa cung cdp dich
viéc ké tir ngay vu cong
nhan du ho so truee tuyén

hop 1€
5. Cac bi¢u miu trong giai quyét TTHC

STT Tén biéu miu Co sé phap ly

1. | Thong bao vé viéc giai thé quy dau tu khoi nghiép sang | Nghi  dinh  so

tao theo Mau sé 04 Phu luc kém theo Nghi dinh s6
38/2018/ND-CP

38/2018/ND-CP

2. | Mau Van ban gui cong ty thuc hién quan Iy quy vé viéc | Nghi  dinh 6
g1a1 the quy dau tu khcn nghlep sang tao hop 1€ 38/2018/ND-CP
3. | Mau sb 01 — Giay tiép nhan ho so va hen tra két qua Thong tu  s6
01/2018/TT-VPCP
4. | Mau s6 02 — Phiéu yéu cdu bo sung, hoan thién ho so Thong tu  s6
01/2018/TT-VPCP
5. | Mau s6 03 — Phiéu tir ch6i tiép nhan giai quyét ho so Thong tu  s6
01/2018/TT-VPCP
6. | Mau s 04 — Phiéu xin 15i va hen lai ngay tra két qua Thong tu  s6
01/2018/TT-VPCP
7. | Mau s6 05 — Phiéu kiém soat qua trinh giai quyét ho so Thong tu  s6
01/2018/TT-VPCP
8. | Mau s6 06 — So6 theo di ho so Thong tu  sO

01/2018/TT-VPCP

6. Quy trinh giai quyét

Thoi gian.

. L. iai quyét toi

Tén budc Don V;/lljgum thye Noi dung cong viéc ) qu
en (DVT: Gio lam

viéc)

*, Trwdng hop ding Ky truc tiép hoiic qua dich vu buu chinh
Budce 1 Nguoi dai dién theo | Nguoi dai dién theo phap luat ciua | Gio hanh
Nop hd so | phap luat cua Cong | Cong ty quan 1y Quy hodc nguoi | chinh




409

ty quan ly Quy hoac
nguoi  dugc Uy
quyén thuc hi¢én thu

duoc uy quyén thyc hién thu tuc
thanh 1ap Qu¥ chuan di day du ho
so phap ly twong duong cua quy

tuc thanh 1ap Quy hodc Gy quyén cho don vi cung
cap dich vu buu chinh céng ich
thuc hién thu tuc dang ky thanh
1ap quy
Bu6c2 |Cac Chi nhénh | - Tiép nhin ho so va ghi gidy tiép | Gid hanh
Tiép nhan | TTPVHCC nhén, hen ngay tra két qua chinh
ho so - Chuyén ho so vé S¢ Tai chinh
Budc 3 Van phong S¢ Tai Chuyén ho so cho Phong 4 gio
Luan chuyén | chinh DKKD&TCDN
ho so
Budc 4 Lanh dao Phong | Phan cong chuyén vién xir 1y ho | 4 gid
Phan cong | PKKD&TCDN so sau khi tiép nhan
xu ly
Budc5 | Chuyén vién Phong | Chuyén vién tién hanh xem xét | 60 gio
Thulyva |PKKD&TCDN tinh hop 18 cta hd so:
giai quyét hd - H6 so khong du diéu kién: Dy
SO thao thong bao huéng dan stra d6i
bd sung, néu 13 1y do.
- Ho so du diéu kién: Dy thdo
Vian ban g cong ty thuc hién
quan 1y quy vé viéc giai thé quy
dau tu khoi nghiép sang tao hop
1¢ va Hd so doanh nghiép duoc
cip nhat thong tin trén Cong
thong tin quoc gia vé ding ky
doanh nghiép, chuyén Lanh dao
phong.
Budc 6 Lanh dao Phong |Lanh dao phong tién hanh xem | 8 gid
Phé duy¢t | PKKD&TCDN xét, phé duyét:
két qua - Trudong hop hd so hop 1&: ky
duyét két qua.
- Trudong hop ho so khong hop 1¢:
Ky duyét thong bao hudéng dan
stra doi bd sung
* Néu khong dong y: chuyén lai
B5.
Budc7 | Van thu Phat hanh két qua 1a ban gidy | 4 gio
Phat hanh Thong bao yéu ciu stra dbi bd
két qua sung hodc Van ban gui Cong ty

thuc hién quan 1y quy vé viéc
thanh 1ap quy hop 1€ va ban giao
két qua:

(1) Néu cong dan dang ky tra két
qua qua buu dién: van thu ban
giao két qua cho don vi buu dién
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(2) Néu cong dan diang ky tra két
qua tai Chi nhanh Trung tam
phuc vu hanh chinh cong: ban
giao két qua cho Chi nhanh
Trung tam phuc vu hanh chinh
cong
Bude 8 Pon vi cung cap | Vin thu phong ban giao cho don | Gid hanh
Trakétqua |dich vu buu chinh | vi cung cip dich vu buu chinh | chinh
cho t6 chue | cdng ich cong ich tra két qua cho doanh
cé nhan doi nghiép
voi1 truong
hop két qua
1a ban gidy
Budc 9 - Chuyén vién | Van thu Phong BDKKD&TCDN | Gi¢ hanh
Théng ké | Phong va BO phan luu trlr cung Van | chinh
theo ddi | PKKD&TCDN; B6 | phong S¢ c¢6 trach nhiém thong
phan luu triv ké cac TTHC thuc hién tai don vi
- Van phong S¢ vao so theo ddi ho so
Tong thoi gian: 10 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va luu trir ho so TTHC

Trach nhiém

Trung tam PVHCC

Co quan giai quyét ho so

Tra ho so, két qua

Tra két qud tai Chi nhanh
TTPVHCC noi ti€p nhan ho
SO

- Chuyén ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh cong ich tra két qua
cho doanh nghiép (néu ding
ky) hoic ban giao vé Chi
nhanh TTPVHCC noi tiép
nhén hd so.

Luu trir

- S6 theo dbi h?) so (Mau sb
06 Thong tu s6 01/2018/TT-
VPCP)

- Ho so to chirc/ca nhan nop;
Gidy tiép nhan hd so va hen
tra két qua;

- Thong bao vé viée sira doi,
bd sung ho so ding ky doanh
nghiép; Du thdo Van ban guri
cong ty thuc hién quan ly
quy vé viéc giai thé quy dau
tu khéi nghiép sang tao hop
1e

- S6 theo ddi hd so (néu tra
két qua 1 ban gidy).
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48. Théng b&o chuyén nhwong phan vén gép ciia cac nha diu tu (QT-SO-48)

2017;

dinh chi tiét vé dau tu cho doanh nghiép nho va vira khoi nghiép sang tao;

1. Co sé phap ly

- Luat Ho tro doanh nghiép nho va vira s6 04/2017/QH14 ngay 12 thang 6 nim

- Nghi dinh s6 38/2018/NP-CP ngay 11 thang 3 nim 2018 cta Chinh phu quy

- Thong tu 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 huong dan Nghi dinh
61/2018/ND-CP ngay 23/4/2018 vé thuc hién co ché mot cira mot cura lién thong.

2. Thanh phén ho so

STT

Tén ho so

Ban sao/
ban chinh

S6 lwong

1.

Truong hop uy quyén thuc hién thu tuc
dang ky doanh nghiép thi nguoi duoc uy
quyén phai np ban sao hop 1&¢ mot trong
cac gidy tO chung thuc ca nhan (cu thé:
Doi véi cong dan Viét Nam: Thé can cude
cong dan hodc Chung minh nhan dan hodac
H$ chiéu Viét Nam con hiéu luc; Poi véi
nguoi nudc ngoai: HY chiéu nude ngodi
hodc gidy to cé gid tri thay thé hé chiéu
nudc ngodi con hiéu luc), kem theo:

- Ban sao hop 1¢ hop dong cung cap dich
vu v6i to chirc 1am dich vu thuc hién thu
tuc lién quan dén dang ky doanh nghiép va
gidy gioi thi¢u cua t6 chirc d6 cho ca nhan
truc tiép thuc hién thu tuc lién quan dén
dang ky doanh nghiép; hodc

- Vin ban uy quyén cho ca nhan thuc hién
thii tuc lién quan dén ding ky doanh
nghiép

Ban sao

Ban chinh

01

01

- Thong bao vé viée chuyen nhuong Phan
vbn gop cua cac nha dau tu theo Miu sd 05
tai Phu luc kém theo Nghi dinh s
38/2018/ND-CP, trong d6 néu rd thong tin
vé céc bén giao dich, ty 1¢ s¢ hitu cua cac
bén (trudc va sau khi giao dich), gia tri
giao dich;

Ban chinh

01

- Ban sao hop dong chuyén nhuong cua cac
nha dau tu c6 xac nhan cua cong ty thuc
hién quan 1y quy

Ban sao

01

- Danh sach nhéNdéu,tuf cua quy sau khi
thay do61 theo mau s6 0lb Nghi dinh s6
38/2018/Nb-CP

Ban chinh

01

3. Céch thirc, dia chi ndp ho so, nhin két qua giai quyét TTHC

STT

Cich thirc nop, nhin két qua

Pia chi cu thé

Ping ky tryc tiép tai Chi nhanh TTPVHCC

Thanh phd Ha Nbi

Tai Chi nhanh TTPVHCC Thanh
pho Ha Noi (theo thong bao cua
cap c6 tham quyén)
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2. | bang ky qua dich vu buu chinh

Theo dia chi: S¢ Tai chinh - Khu

lién co quan Véan Ho (Pia chi: sb

52 Lé Pai Hanh, phuong Hai Ba
Trung, thanh phd Ha Noi)

4. Thoi gian giai quyét, phi, 1¢ phi, mirc d6 cung cap dich vu cong true tuyén

e . ‘s £ Mirc thu £y
Thot gian i quyét (DVT: Vi Nam ding) | Cums e dich vy
Ngay 1am viée | Gio 1am viéc Phi Lé phi g truc tuy
10 ngay lam Khong Khdng chwa cung cap dich

viéc ké tir ngay
nhan du ho so
hop 1€

vu cong
truc tuyén

5. Cac biéu miu trong gidi quyét TTHC

STT

Tén biéu mau

Co s phap Iy

1. | Thong bao vé viéc chuyén nhuong Phan von gop cua cac

nha dau tu theo Mau s6 05 tai Phu luc kém theo Nghi dinh
s6 38/2018/ND-CP

Nghi dinh  sO
38/2018/Nb-CP

2. | Mau sb 01 — Giay tiép nhan ho so va hen tra két qua

Thong tu s
01/2018/TT-VPCP

3. | Mau s6 02 — Phiéu yéu cau bo sung, hoan thién ho so

Thong tu  s6
01/2018/TT-VPCP

4. | Mau s6 03 — Phiéu tir chdi tiép nhén giai quyét ho so

Thong tu s
01/2018/TT-VPCP

5. | Mau s 04 — Phiéu xin 15i va hen lai ngay tra két qua

Thong tu s
01/2018/TT-VPCP

6. | Mau s6 05 — Phiéu kiém soat qua trinh giai quyét ho so

Thong tu  s6
01/2018/TT-VPCP

7. Mau s6 06 — SO theo ddi hod so

Thong tu s
01/2018/TT-VPCP

6. Quy trinh giii quyét

Thoi gian.
. L. idi quyéet toi
Tén buée bon V;/llj'gu’m thye Noi dung cong viéc i qu
ten (DVT: Gio lam
viéc)
*, Trudng hop ding Ky truc tiép hoic qua dich vu buu chinh
Budce 1 Nguoi dai dién theo | Nguoi dai dién theo phap luat caa | Gio hanh
Nop hd so | phap luat cua Cong | Cong ty quan 1y Quy hodc nguoi | chinh
ty quan 1y Quy hoidc | dugc ty quyén thuc hién thu tuc
ngudi  duge 1y | thanh 1ap Quy chuan di day da ho
quyén thyc hién tha | so phap 1y twong duong cua quy
tuc thanh 1ap Quy hodc Gy quyén cho don vi cung
cép dich vu buu chinh cong ich
thuc hién thu tuc dang ky thanh
1ap quy
Budc2 |Cac Chi  nhanh | - Tiép nhan ho so va ghi gidy tiép | Gid hanh
Tiép nhan | TTPVHCC nhan, hen ngay tra két qua chinh
ho so - Chuyén ho so vé S¢ Tai chinh
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Buéce 3
Luan chuyén
ho so

Van phong S¢ Tai
chinh

Chuyén ho so cho Phong
DKKD&TCDN

4 gid

Buoc 4
Phan cong
xu ly

Lanh dao Phong
DKKD&TCDN

Phéin coéng chuyén vién xur Iy ho
so sau khi ti€p nhan

4 gio

Buéce 5
Thu ly va
giai quyét hd
SO

Chuyén vién Phong
DKKD&TCDN

Chuyén vién tién hanh xem xét
tinh hop 18 cta hd so:

- Hd so khong du diéu kién: Du
thao thong bao huéng dan stra d6i
bd sung, néu rd ly do.

- HO so du diéu kién: Hoan thién
hd so, HO so thdng tin vé& viéc
chuyén nhugng Phan vén gop cia
nha dau tu quy dau tu khoi
nghiép sang tao dugc cap nhat va
cong khai trén trén Cong thong
tin quoc gia vé ding ky doanh
nghiép, chuyén Lanh dao phong.

60 gio

Budc 6
Phé duyét
két qua

Lanh dao Phong
DKKD&TCDN

Lanh dao phong tién hanh xem
xét, phé duyét:

- Truong hop hod so hop 1é&: ky
duyét két qua.

- Truong hop ho so khong hop 18é:
Ky duyét thong bao huéng dan
sira doi bo sung

* Néu khong dong y: chuyén lai
BS.

8 gio

Budce 7
thglt hanh
két qua

Van thu

Phat hanh két qua la ban gidy
Thong bao yéu ciu stra ddi bd
sung hodc Van ban gui Cong ty
thuc hién quan Iy quy vé viéc
thanh 1ap quy hop 1€ va ban giao
két qua:

(1) Néu cong dan dang ky tra két
qua qua buu dién: van thu ban
giao két qua cho don vi buu dién
(2) Néu cong dan dang ky tra két
qud tai Chi nhadnh Trung tam
phuc vu hanh chinh cong: ban
giao két qua cho Chi nhanh
Trung tdm phuc vu hanh chinh
cong

4 gio

Buoc 8
Tra két qua
cho t6 chuc
ca nhan doi
vO1 truong

Pon vi cung cap
dich vu buu chinh
cong ich

Vian thu phong ban giao cho don
vi cung cap dich vu buu chinh
cong ich tra két qua cho doanh
nghiép

Gio hanh
chinh
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hop két qua
1a ban gidy
Budc 9 - Chuyén vién | Van thu Phong BDKKD&TCDN | Gi¢ hanh
Théng ké | Phong va B0 phan luu trit cung Van | chinh
theo doi DKKD&TCDN; Bb | phong S¢ c¢6 trach nhiém thong
phan luu trix ké cac TTHC thuc hién tai don vi
- Van phong S¢& vao sb theo ddi ho so
Tong thoi gian: 10 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va lwu trir hd so TTHC

Trach nhiém

Trung tam PVHCC

Co quan giai quyet hd so

Tra ho so, két qua

Tra két qua tai Chi nhanh
TTPVHCC noi ti€p nhan ho
SO

- Chuyen ho so, két qua giai
quyét TTHC ban gidy cho
don vi cung cép dich vu buu
chinh cong ich tra két qua
cho doanh nghiép (néu ding
ky) hodc ban giao vé Chi
nhanh TTPVHCC noi tiép
nhan hd so.

Luu trir

- S6 theo dbi h?) so (Mau sb
06 Thong tu s6 01/2018/TT-
VPCP)

- Ho so to chirc/ca nhan nop;
Gidy tiép nhan hd so va hen
tra két qua.

- Thong bao vé viée sira doi,
b6 sung hd so; Vin ban gii
cong ty thuc hién quan ly
quy vé viéc chuyén nhuong
phan vén gop cia cac nha
dau tu cua quy hop 1&

- S6 theo ddi hd so.
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I11. LINH VU'C THANH LAP VA HOAT PONG CUA HQ KINH DOANH

1. Quy trinh dang Ky thanh 1ap ho kinh doanh (QT-XP-01)

1. Co sé phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020;

- Luét sd 76/2025/QH15 ngay 17/6/2025 stra d6i, bo sung mot sd diéu cua Luat
Doanh nghiép;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;

- Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cua Bo truong Bo Tai chinh ban
hanh biéu miu sir dung trong ding ky doanh nghiép, dang ky ho kinh doanh;

- Thong tu 85/2019/TT-BTC ngay 29/11/2019 cta Bo Tai chinh hudng dan vé phi
va 1é phi thudc tham quyén quyét dinh ciia Hoi dong nhan dan tinh, thanh phé truc thudc
Trung wong.

- Nghi quyét sb 06/2020/NQ-HDPND ngay 07/7/2020 cia Hoi dong nhin dan
Thanh phd Ha Ngi vé viéc ban hanh mot s6 Quy dinh thu phi, 1 phi trén dia ban thanh
phé Ha Noi thudc tham quyén quyét dinh ciia Hoi dong nhan dan thanh phd.

- Nghi quyét sé 07/2023/NQ-HPND ngay 04/7/2023 cia Hoi dong nhan dan
Thanh phé Ha Noi vé viéc thu phi, 1¢ phi thuoc tham quyén quyét dinh cia Hoi dong
nhan dan thanh phé trén dia ban Thanh phé Ha Noi.

2. Thanh phin hd so

. Ban sao/ £
STT Tén ho so bin chinh SO lwgng
1. | Giady dé nghi dang ky ho kinh doanh. Bén chinh 01
2. | Ban sao van ban uy quyén cua thanh vién ho Ban sao 01

gia dinh cho mot thanh vién lam chu hd kinh
doanh ddi v6i trudng hop ho kinh doanh do
cac thanh vién ho gia dinh dang ky thanh 1ap.
Vin ban ty quyén nay phai duoc céng ching
hodc chung thuc theo quy dinh cua phép luat.

* Truong hop iy quyén thuc hién thu tuc thi ho so phai kém theo mot trong nhitng giay
to sau:

1. | Truong hop iy quyén cho ca nhan thyc hién
thil tuc dang ky ho kinh doanh, kém theo ho
so dang ky ho kinh doanh phai cé van ban uy
quyén cho ca nhan thuc hién tha tuc lién | Ban chinh 01
quan dén dang ky ho kinh doanh. Vin ban uy
quyén nay khong bit budc phai cong ching,
chung thuec.

2. | Trudng hop Uy quyén cho t6 chic thuc hién | Ban sao hoic 01
thl tyc dang ky ho kinh doanh, kém theo ho ban chinh
so dang ky ho kinh doanh phai c6 ban sao
hop ddng cung cap dich vu véi to chirc lam
dich vu thyc hién thu tuc 1ién quan dén dang
ky ho kinh doanh, gidy gi6i thiéu cua t6 chic
do6 cho ca nhan truc tiép thuc hién thu tuc
lién quan dén diang ky ho kinh doanh.

3. | Truong hop iy quyén cho don vi cung cap | Ban sao hoic 01
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dich vu buu chinh cong ich thuc hién thu tuc
dang ky ho kinh doanh thi khi thyc hién thu
tuc dang ky ho kinh doanh, nhan vién buu
chinh phai ndp ban sao phiéu gui hd so theo
mau do doanh nghiép cung ung dich vu buu
chinh cong ich phat hanh c6 chit ky x4c nhan
cua nhan vién buu chinh va chu hd kinh
doanh.

Truong hop uy quyén cho don vi cung cip
dich vu buu chinh khong phai 1a buu chinh
cong ich thyc hién tha tuc dang ky hé kinh
doanh thi viéc uy quyén thuc hién theo quy
dinh tai muc 2

Nguoi 0y quyén va ngudi dugc uy quyen
thuc hién thu tuc dang ky ho kinh doanh chiu
trach nhiém trudc phap luat vé tinh hop
phap, trung thuc va chinh xac cua viéc uy
quyen Nguoi uy quyén va nguoi duoc uy
quyén phai thyc hién xac thuc dién tir dé
duoc cip ding ky ho kinh doanh. Trudng
hop viéc xac thuc dién tir bi gian doan thi
ngudi ty quyén thuc hién viéc xac thyuc dién
tir sau khi duoc cép dang ky ho kinh doanh.
Truong hop ngudi ty quyén khong X&c nhan
hoac xac nhan khdng ay quyén thuc hién thi
tuc dang ky hd kinh doanh thi Co quan dang
ky kinh doanh c4p x4 yéu cau ho kinh doanh
bao cdo theo quy dinh tai khoan 6 Diéu 22
Nghi dinh s6 168/2025/ND-CP.

Truong hop chua co tai khoan dinh danh
dién tir dé thyc hién xac thuc dién tar thi ho
so dang ky ho kinh doanh phai kém theo ban
sao thé Can cudc hodc thé Can cudc cong
dan con hiéu lyc ctia ngudi uy quyén.

ban chinh
Ban sao 01
Ban sao 01

. Cach thirc, dia chi ndp ho so, nhin két qua giai quyét TTHC

STT

Ciach thirc ndp, nhin két qua

Pia chi cu thé

Céac diém phuc vu hanh chinh céng cap x4,
phuong

Tai cac diém phuc vu hanh chinh
cong cap xa, phuong (theo thong
bao cua cap c6 tham quyén)

Dang ky qua dich vu buu chinh

Theo dia chi: Piém phuc vu hanh
chinh cong cap xa, phuong

Hoic ndp hd so truc tuyén qua mang dién tir
tai dia chi:

Theo dia chi:

4. Thoi gian giai quyét, phi, 1é phi, mic d§ cung cip dich vu cong triee tuyén
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Théi gian gidi quyét Mirc thu Cung cap dich
(PVT: Viét Nam dong) vu cong truc
Ngay lam viéc | Gio 1am viéc Phi Lé phi tuyén
03 ngay lam 24 gioy Khéng - 100.000 dong | Toan trinh
viée ké tir ngay (ndp truc tiép tai
nhan dugc hd noi tiép nhan/qua
so hop I¢. don vi Buu
chinh).
- Khong thu ndp
truc tuyén.
5. Cac biéu miu trong gidi quyét TTHC
STT Tén biéu miu Co sé phap ly
1. | Gidy dé nghi dang ky ho kinh doanh (Mau s6 1, Phu lyc | Thong  tu  s0

IT, Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cia Bo
truong Bo Tai chinh).

68/2025/TT-BTC

Gidy chimg nhan ding ky h¢ kinh doanh (Méu s6 7, Phy
luc II, Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cua
B9 trudng B Tai chinh).

Thong tu  s0
68/2025/TT-BTC

Thong bao Vé, co quan thué quan ly tryc tiép ho kinh
doanh (Mau s6 8, Phu luc II, Thong tu s6 68/2025/TT-
BTC ngay 01/7/2025 cua B0 trudng Bo Tai chinh).

Thong tu  s0
68/2025/TT-BTC

Thong béo vé viéc sira doi, bo sung ho so ding ky ho kinh
doanh (Mau s6 10, Phy luc II, Thong tu so 68/2025/TT-
BTC ngay 01/7/2025 cua B0 trudng Bo Tai chinh).

Thong tu  s0
68/2025/TT-BTC

Giay tiép nhan h(i) so' va hen tra két qua ho so ding ky ho
kinh doanh (Mau s6 17, Phy lyc II, Thong tu so
68/2025/TT-BTC ngay 01/7/2025 ctua B truong Bo Tai
chinh).

Thong tu  s0
68/2025/TT-BTC

Gidy tiép nhan ho so va hen tra két qua ho so ding ky ho
kinh doanh qua mang thong tin dién tir (Mau s6 18, Phu
luc II, Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cia
B¢ trudng B Tai chinh).

Thong tu  sO
68/2025/TT-BTC

Mau Phiéu kiém soat qua trinh giai quyét ho so (Mau sb
05 Thong tu s6 01/2018/TT-VPCP).

Thong tu 80
68/2025/TT-BTC

Mau Phicu xin 10i va hen lai ngdy tra két qua (Mau so 04
Thong tu s6 01/2018/TT-VPCP).

Thong tu  sO
01/2018/TT-VPCP

Mau So6 theo déi ho so (Mau so 06 Thong tu sb
01/2018/TT-VPCP).

Thong tu 80
01/2018/TT-VPCP

6. Quy trinh giai quyét

Thoi gian
. " iai quyéet
Tén buse | 00" V*’E.%“"" thye Noi dung cong viéc i téiq dZ
en (DVT: Gio
lam viéc)
*, Truwdng hop ding Ky truc tiép hoiic qua dich vu buu chinh
Budc1l |Ngudi co6 tham | Nop ho so dang ky thanh 1ap ho | Gid  hanh
Nop hd so | quyén ky vian ban | kinh doanh tai cac Piém phuc vu | chinh
dé nghi diang ky ho | hanh chinh cong xa hodc iy quyén
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kinh doanh hoac
nguoi dugc uy
quyén thuc hién thi
tuc dang ky ho kinh
doanh.

cho don vi cung cap dich vu buu
chinh thyc hién thu tuc dang ky hd
kinh doanh

Buéc 2
Ti€p nhan
ho so

- Céc diém phuc vu
hanh chinh cong
xa/phudng

- Nguoi noép hod so
dang ky thong tin
noi nhin két qua
giai quyét TTHC

- Tiép nhan, s6 hoa toan bd ho so,
dat tén van ban dién tu twong ung
v6i tén loai gidy to trong hd so
ding ky ho kinh doanh biang ban
gidy va dinh kém lén Hé thong
thong tin vé ding ky ho kinh
doanh ghi gidy tlep nhan, noi nhan
két qua (theo dé nghi cua cong
dan), hen ngay tra két qua theo quy
dinh.
Luu v trudng hop tiép nhan phi dia
101
(1) Trén Hé thong PKHKD can bd
tiép nhan ho so nop vao Co quan
PKKD cip xd/phuong noi HKD
dat tru so;
(2) Néu cong dan dang ky tra két
qua qua buu dién/hodc tai Diém
phuc  vu hanh chinh cong
xa/phuong noi HKD dat tru so: BP
tiép nhan guri hé so goéc qua buu
dién cho Co quan PKKD cip
xd/phuong noi HKD dat try so dé
don vi luu hd so goc ciung két
qua/hodc tra lai hd so gbc cho
HKD trong trudng hop hd so bi
yéu cau sira doi, bd sung. Thoi
gian gui buu dién ngay trong ngay
t1ep nhén, hoac ngay hom sau (néu
tiép nhan cubi gio chiéu);
3) Néu cong dan ding ky nhan két
qua tai Piém phuc vu hanh chinh
cong xa/phuong noi tlep nhan phi
dia gioi: gitr lai ho so goc:
- Truong hop hd so chua hop 18:
Tra cong dan hd so gbe cung véi
Thong bao stra ddi, bd sung do Co
quan PKKD cap xad/phuong noi
HKD dat try s¢ ban giao;
- Trudng hop hd so hop 18: sau khi
tra két qua, Diém phuc vu hanh
chinh cong xa/phudng phi dia gidi
ban giao lai hd so gbc (qua duong

Gio
chinh

hanh
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buu dién) cho Co quan BPKKD cép
xa/phuong not HKD dat try s¢ dé
luu gitr ho so goc

Budc 3 Lanh dao co quan | Phan cong chuyén vién xir 1y ho so | 2 gid
Phan cong | ding ky kinh doanh | sau khi tiép nhan
xu ly cap xa/phuong
Budc 4 Chuyén vién co | Chuyén vién tién hanh xem xét | 12 gio
Thuly va |quan ding ky kinh | tinh hop 18 cta hd so:
giai quyét | doanh cap | - HO so khong du diéu kién: Dy
hd so xa/phudng thao thong bao hudng dan sira doi
bd sung, néu 13 1y do.
- Hd so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budc 5 Lanh dao co quan | * Néu dong y: 4 gio
Phé duyét | diang ky kinh doanh | - Truong hop ho so hop 18: chuyen
két qua cap xa/phuong Co quan thue trén He théng dé
phan hoi vé ma sb thué.
- Truong hop ho so khong hop 18:
Phé duyét ndi dung thong bao
hudng dan sira d6i bo sung
* Néu khong dong y: chuyén lai
B4.
Budc 6 Co quan thué Co quan thué phan hoi ma s thué | Phan hoi tu
Gui co dong trén hé
quan thué thong
Budce 7 Lanh dao co quan | - Ky Thong bio yéu cau stra doi bo | 2 gid
Thong béo | dang ky kinh doanh | sung dbi véi truong hop hod so
két qua cap xa/phuong khong hop 1€.
- Truong hop CQ thué khéng chip
thuan: ky thong béo yéu cau sua
d6i b sung.
- Chép thuan trén hé théng dbi voi
hd so duoc co quan thué chip
thuan. Chuyén lai chuyén vién in
két qua ban gidy dé trinh 1anh dao
ky két qua chuyén van thu phat
hanh
Buéc 8 | Vin thu Phat hanh két qua 1a ban gidy |4 gio
Phat hanh Thong bao yéu cau sta ddi bod
két qua sung hodc Gi:éiy chimg nhan HKD

va ban giao két qua:

(1) Néu cong dan dang ky tra két
qua qua buu dién: van thu ban giao
két qua cho don vi buu dién
(2) Néu cong dan dang ky tra két
qua tai DPiém phuc vu hanh chinh
cong xa/phuong noi HKD dat tru
so: ban giao két qua cho Diém
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phuc  vu hanh chinh
xa/phuong;

(3) Néu cong dan ding ky nhan két
qua tai Piém phuc vu hanh chinh
cong xd/phudng noi tiép nhan phi
dia gidi: ban giao két qua cho don
vi buu dién gui DPiém phuc vu
hanh chinh coéng xa/phuong noi
tiép nhan phi dia giéi dé tra cong

dan

cong

Budc 9 - DPiém phuc vu | Tra két ‘qua dang ky ho kinh doanh | Gio hanh
Trakét qua | hanh chinh cong | truc tiép cho té chirc/ c4 nhan. | chinh
cho t6 chtre/ | x3/phudng (truong hop ho so chua hop ¢, tra

canhan |- Pon vi cung cap | két qua giai quyét TTHC cung véi

dich vu buu chinh | ho so goc cta cong dan)

Budc 10 | Van thu, luu triv Can bo diém phuc vu hanh chinh | Gio hanh
Théng ké cong xa/phuong/ co quan dang ky | chinh
theo doi kinh doanh cép xa, Cong chirc ¢o

trach nhiém théng ké cac TTHC

thuc hién tai don vi vao sd théng

ké két qua thyc hién TTHC, ban

giao luu trir hd so theo quy dinh

cua don vi.

Tong thoi gian: 03 ngay
*, Truwong hgp diang ky qua mang dién tir

Budce 1 Nguoi c6 tham | Ngudi ndp ho so ké khai thong tin, | Ca ngay

Nop hd so | quyén ky vin ban | tai vin ban dién tir, st dung chir ky
dé nghi dang ky ho | s6 dé ky xac thuc ho so dang ky ho
kinh doanh hoac | kinh doanh qua mang thong tin
nguoi  dugc Uy | dién tir va thanh toan phi, 1€ phi
quyén thuc hién thi | ddng ky ho kinh doanh theo quy
tuc ding ky ho kinh | trinh trén Hé thong thong tin dang
doanh ky ho kinh doanh

(https://hokinhdoanh.dkkd.gov.vn).
- Ké khai thong tin nguoi nhan, sd
dién thoai nguodi nhan va noi nhan
két qua giai quyét TTHC trén Hé
thong thong tin ding ky ho kinh
doanh (néu dang ky nhan két qua
qua buu dién)

Budc 2 Lanh dao co quan | Phan cong chuyén vién xtr 1y ho so | 2 gid
Phan cong | diang ky kinh doanh | sau khi tiép nhan
xtt Iy hd so | cAp xd/phuong

Budc 3 Chuyén vién co | Chuyén vién tién hanh xem xét | 12 gio
Thu ly, giai | quan dang ky kinh | tinh hop 1¢ ctia hd so:

quyét ho so

doanh
xa/phudong

cap

- H6 so khong du diéu kién: Du
thdo thong bao hudng dan stra doi
b6 sung, néu 10 ly do.



https://hokinhdoanh.dkkd.gov.vn/
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- Ho so du diéu kién: Hoan thién
ho6 so, chuyén Lanh dao phong.

Budc 4
Phé duyét
két qua

Lanh dao co quan
dang ky kinh doanh
cap xa/phuong

* Néu dong v

- Trudng hop hd so hop 18 chuyen
Co quan thue trén He théng dé
phan hoi vé ma sb thué.

- Truong hop ho so khong hop 18:
Phé duyét néi dung thoéng bao
huong dan stra d6i bd sung

* Néu khong dong y: chuyén lai
B3.

4 gio

Buoc 5
Gui co
quan thué

Co quan thué

Co quan thué phan hoi mi sb thué

Phan hoi tu
d(f)pg trén hé
thong

Budc 6
Thong bao
két qua

Lanh dao co quan
dang ky kinh doanh
cap xa/phuong

- Gui Thong bao yéu cau sira doi
bd sung (tra tur dong qua Hé thong
thong tin dang ky ho kinh doanh)
dbi vé6i truong hop hd so khong
hop I¢.

- Truong hop CQ thué khéng chip
thuan: giri thong bao yéu cau sta
d6i bo sung (tra ty dong qua Hé
thong thong tin dang ky ho kinh
doanh).

- Chép thuén trén hé thong doi voi
hé so duoc co quan thué chap
thuan. Chuyén lai chuyén vién in
két qua ban gidy dé trinh lanh dao
ky két qua chuyén van thu phat
hanh trong trudng hop chua trién
khai ky s6 két qua dang ky ho kinh
doanh.

- Ky s6 két qua diang ky ho kinh
doanh d6i voi trudng hop két qua
la ban dién tir (chi thuc hién khi
trién khai ky s6 két qua dang ky ho
kinh doanh).

2 gio

Budc 7
Pha}t hanh
két qua

Van thu

- P6i voi truong hop ky s6 két qua
dang ky ho kinh doanh: ky bang
chit ky s6 to chirc cia co quan
dang ky kinh doanh cp xa/phuong
(tra ty dong qua Hé thong thong
tin dang ky ho kinh doanh).

- Trudng hop chua trién khai ky sé
két qua dang ky ho kinh doanh thi
phat hanh két qua 1a ban gidy va
ban giao két qua:

(1) Néu cong dan dang ky tra két

4 gio
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qua qua buu dién: van thu ban giao
két qua cho don vi buu dién

(2) Néu cong dan dang ky tra két
qua tai Piém phuc vy hanh chinh
cong xd/phudng: ban giao két qua
cho Piém phuc vu hanh chinh
cong xa/phuong;

Budc 8 - Piém phuc vu | Vin thu phong ban giao cho don vi | Gid hanh
Trakét qua | hanh chinh cdng | cung cip dich vu buu chinh cong | chinh
cho t6 chire/ | xa/phudng. ich tra két qua cho doanh nghiép
canhan d6i | - Pon vi cung cép
voi truong | dich vu buu chinh
hop két qua
1a ban gidy

Budc 9 Van thu, luu trir - Can bd Piém phuc vu hanh chinh | Gid hanh

Théng ké cong xa/phuong/ co quan dang ky | chinh
theo doi kinh doanh cap xa, Cong chirc c6

trach nhiém théng ké cac TTHC

thuc hién tai don vi vao sd théng

ké két qua thyc hién TTHC, ban

giao luu trir hd so theo quy dinh

cua don vi.

Tong thoi gian: 03 ngay

7. Trach nhiém tra ho so, két qua giai quyét va lwu trir hd so TTHC

Trach nhiém

Pi¢m phuc vu hanh
chinh cong xa/phuwdng

Co quan giai quyét ho so

Tra ho so, két qua

- Chuyén ho so, két qua giai
quyét TTHC ban gidy vé Diém
phuc vu hanh chinh cong dam
bao thoi han tra két qua.

- Tra két qua giai quyét TTHC
ban dién tr trén Céng Dich vu
cong qudc gia.

Luu trir

- S0 theo ddi ho so (Mau
s0 06 Thong tu sO
01/2018/TT-VPCP)

- Hb so td chirc/ca nhéan nop;
Gidy tiép nhan ho so va hen tra
két qua; (d6i véi truong hop
ndp hd so gidy).

- Gidy chung nhan dang ky ho
kinh doanh; Thong bao vé viéc
stra d6i, bod sung hd so; Phiéu
xin 18i va hen lai ngay tra két
qua (trudng hop giai quyét hd
so chdm mudn).

- S6 theo ddi hd so (néu tra két
qua 13 ban gidy).
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2. Ping ky thay ddi ndi dung diing ky hd kinh doanh (QT-XP-02)

1. Co sé phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020;

- Luét sd 76/2025/QH15 ngay 17/6/2025 stra d6i, bo sung mot sd diéu cua Luat
Doanh nghiép;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;

- Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cua Bo trudng Bo Tai chinh ban
hanh biéu miu sir dung trong ding ky doanh nghiép, dang ky ho kinh doanh;

- Thong tu 85/2019/TT-BTC ngay 29/11/2019 cta Bo Tai chinh hudng dan vé phi
va 1 phi thudc tham quyén quyét dinh ctia Hoi dong nhan dan tinh, thanh phd truc thudc
Trung wong.

- Nghi quyét sb 06/2020/NQ-HDND ngay 07/7/2020 cia Hoi dong nhin dan
Thanh phd Ha Ngi vé viéc ban hanh mot s6 Quy dinh thu phi, 1 phi trén dia ban thanh
phé Ha Noi thudc tham quyén quyét dinh ctia Hoi dong nhan dan thanh phd.

- Nghi quyét sé 07/2023/NQ-HPND ngay 04/7/2023 cia Hoi dong nhan dan
Thanh phé Ha Noi vé viéc thu phi, 1¢ phi thuéc tham quyén quyét dinh cia Hoi dong
nhan dan thanh phé trén dia ban Thanh phé Ha Noi.

2. Thanh phin h so

Béan sao/

STT Tén ho so bin chinh SO lwgng

1. | Truong hop ndi dung ding ky thay doi vé:
tén ho kinh doanh, dia chi tru s&, vén kinh
doanh, nganh, nghé kinh doanh va noi dung
dang ky thué cta ho kinh doanh, trir phuong
phap tinh thué thi hod so gom:

- Gidy dé nghi dang ky thay doi ndi dung | Ban chinh 01
dang ky hd kinh doanh do chu ho kinh
doanh ky; Ban chinh 01

- Bién ban hop nhom ca nhan tham gia ho
kinh doanh vé& viéc ding ky thay d6i noi
dung dang ky ho kinh doanh d6i véi truong
hop ho kinh doanh do nhom cé nhén thanh
lap trudc ngay Nghi dinh s6 168/2025/ND-
CP c¢6 hiéu luc thi hanh.

2. | Trudng hop thay doi chu ho kinh doanh do
cac thanh vién ho gia dinh dang ky ho kinh
doanh Uy quyén cho mot trong cac thanh
vién con lai lam chu ho kinh doanh thi Hb so
gom cac glay to sau:

- Gidy dé nghi dang ky thay doi nodi dung Ban chinh 01
dang ky ho kinh doanh;
- Ban sao van ban uy quyén cua cac thanh Bén sao 01

vién hg gia dinh cho mot thanh vién lam chu
ho kinh doanh. Vin ban uy quyén niy phai
dugc cong chirng hodc chung thuc theo quy
dinh cua phép luat.

3. | Truong hop ho kinh doanh do thanh vién hd
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gia dinh ding ky thanh 14p thay d6i cha ho
do cha hd chét hodc bi Toa 4n tuyén bd da
chét, mat tich, bi han ché hodc mat nang luc
hanh vi dan sy, c6 khé khan trong nhan
thirc, 1am cha hanh vi, hd so gff)m:

- Gidy dé nghi dang ky thay d6i noi dung
dang ky ho kinh doanh;

- Ban sao vdn ban Uy quyén cua cac thanh
vién hd gia dinh cho mot thanh vién lam chu
ho kinh doanh. Vin ban uy quyén niy phai
dugc cong chiing hoac chung thuc theo quy
dinh cua phap luat.

- Ban sao gidy chtng tir hodc quyét dinh cua
Toda 4n tuyén bd da chét, mat tich, bi han ché
hodc mat nang luc hanh vi dan su, c6 kho
khan trong nhan thirc, lam chud hanh vi.

Ban chinh

Ban sao

Ban sao

01

01

01

Truong hop hd kinh doanh c6 hai thanh vién
ma thanh vién 1a chi ho kinh doanh chét
hodac bi Toa an tuyén bd da chét, mat tich, bi
han ché hodc mét nang lyc hanh vi dan sy,
c6 kho khan trong nhan thuc, lam chu hanh
vi thi thanh vién con lai la chu ho kinh
doanh, H6 so gdom:

- Gidy dé nghi dang ky thay d6i noi dung
dang ky ho kinh doanh;

- Ban sao gidy chung tir hodc quyét dinh cia
Toda an tuyén bd di chét, mat tich, bi han ché
hodc mat nang lyc hanh vi dan su, c6 kho
khan trong nhan thirc, lam chi hanh vi.

Ban chinh

Ban sao

01

01

Truong hop thay d6i thanh vién ho gia dinh
dang ky ho kinh doanh, h¢ kinh doanh guri
ho so ding ky thay d6i dén Co quan dang ky
kinh doanh cap xa. Ho so gom:

- Gidy dé nghi dang ky thay doi noi dung
dang ky ho kinh doanh;

- Ban sao vin ban iy quyén cua thanh vién
moi cho chu h¢ kinh doanh trong truong hgp
tiép nhan thanh vién méi. Vin ban uy quyén
nay phai dugc cong chung hodc ching thuc
theo quy dinh cia phap luét.

Ban chinh

Ban sao

01

01

* Truong hop uy quyén thyuc hién thi tuc thi ho so phai kém theo mét trong nhitng giay

to sau:

1.

Truong hop ty quyén cho ca nhan thuc hién
thu tuc dang ky ho kinh doanh, kém theo hd
so dang ky h¢ kinh doanh phai c6 van ban
uy quyén cho ca nhan thyc hién thu tuc lién
quan den dang ky ho kinh doanh. Van ban
Gy quyén ndy khoéng bit budc phai cong

Ban chinh

01
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chirng, chirng thuc.

Truong hop iy quyén cho to chice thuc hién
thi tuc dang ky ho kinh doanh, kém theo ho
so dang ky h¢ kinh doanh phai c6 ban sao
hop ddng cung cép dich vu véi t chirc 1am
dich vu thyc hién thu tyc lién quan dén dang
ky ho kinh doanh, gidy gi6i thiéu cta to
chirc d6 cho ca nhan truc tiép thuc hién thu
tuc lién quan dén dang ky ho kinh doanh.

Ban sao hoac
ban chinh

01

Truong hop Gy quyén cho don vi cung cip
dich vu buu chinh cong ich thuc hi¢n thu tuc
dang ky ho kinh doanh thi khi thyc hién thu
tuc dang ky ho kinh doanh, nhan vién buu
chinh phai ndp ban sao phiéu giri h6 so theo
mau do doanh nghiép cung tng dich vu buu
chinh cong ich phat hanh c6 chir ky xac
nhan cua nhan vién buu chinh va chu hd
kinh doanh.

Ban sao hoac
ban chinh

01

Truong hop iy quyén cho don vi cung cap
dich vu buu chinh khong phai 1a buu chinh
cong ich thuc hién thu tuc dang ky hé kinh
doanh thi viéc uy quyén thuc hién theo quy
dinh tai muc 2

Ban sao

01

Nguoi Gy quyén va ngudi dugc ty quyen
thuc hién thu tuc dang ky ho kinh doanh
chiu trach nhiém truéc phap luat vé tinh hop
phap, trung thuc va chinh xac cua viéc uy
quyen Nguoi uy quyén va nguoi duoc uy
quyén phai thuc hién xac thyc dién tor dé
dugc cap ding ky ho kinh doanh. Trudng
hop viéc xac thuc dién tir bi gian doan thi
ngudi iy quyen thuc hign viéc xac thuc dign
tir sau khi duoc cip ding ky h¢ kinh doanh.
Truong hop ngudi ay quyén khdng xac nhan
hoac x&c nhan khéng uy quyeén thuc hién tha
tuc dang ky ho kinh doanh thi Co quan dang
ky kinh doanh cap x& yéu cau ho kinh doanh
bao cao theo quy dinh tai khoan 6 Diéu 22
Nghi dinh s6 168/2025/ND-CP.

Truong hop chua cé tai khoan dinh danh
dién tar dé thuc hién xac thuc dién tir thi ho
so dang ky hg kinh doanh phai kém theo ban
sao thé¢ Can cudc hodc thé Can cudc cong
dan con hi€u lyc cta nguori uy quyeén.

Ban sao

01

3. Cach thirc, dia chi ndp hd so, nhin két qua gidi quyét TTHC

| STT |

Cach thirc nop, nhan két qua

Dia chi cu thé
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Céc diém phuc vu hanh chinh céng cap xa,

Tai céc diém phuc vu hanh chinh
cong cap xa, phuong (theo thong

phuong bao cua cap c6 tham quyén)
2. | Pang ky qua dich vu buu chinh Theo fha CI}I: Dlxe m ?h‘-lc V}'l hanh
chinh cong cap xa, phuong
3 Hoac nop hd so truc tuyén qua mang dién tu Theo dia chi:

tai dia chi:

https://hokinhdoanh.dkkd.gov.vn

4. Thoi gian giai quyét, phi, 18 phi, mirc 36 cung cip dich vu cong truc tuyén

Thoi gian giai quyét

Mirc thu
(PVT: Viét Nam dong)

Ngay lam viéc

Gio lam viéc Phi

L¢ phi

Cung cép dich
vu cong truc
tuyéen

03

viéc ké tir ngay
nhan dugc ho

ngay lam 24 gio Khong

- 100.000 dong
(ndp truc tiep tai
noi ti€p nhan/qua

Toan trinh

so hop 1€. don vi  Buu
chinh).
- Khong thu ndp
truc myén.
5. Cac biéu miu trong gisi quyét TTHC
STT Tén biéu miu Co sé phap ly

1. | Gidy de nghi ding ky thay doi noi dung dang ky ho kinh | Thong  tu  sd
doanh (Mau s 2, Phu luc II, Thong tu s6 68/2025/TT- | 68/2025/TT-BTC
BTC ngay 01/7/2025 cua B¢ truong B Tai chinh).

2. | Gidy chiing nhan dang ky ho kinh doanh (Mau s6 7, Phu | Théng  tu s
luc II, Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cta | 68/2025/TT-BTC
Bo6 trudng Bo Tai chinh).

3. | Thong bao vé viéc sira ddi, bo sung ho so dang ky ho kinh | Thong  tu  sd
doanh (MAau s 10, Phu luc II, Théng tu sb 68/2025/TT- | 68/2025/TT-BTC
BTC ngay 01/7/2025 cta B9 truéng Bo Tai chinh).

4. | Gidy tiép nhan ho so va hen tra két qua ho so dang ky ho | Thong  tu s
kinh doanh (Miu s 17, Phu lyc II, Théng tu sb | 68/2025/TT-BTC
68/2025/TT-BTC ngay 01/7/2025 cta B truong Bo Tai
chinh).

5. | Giay tiép nhan ho so va hen tra két qua ho so diang ky ho | Thong  tu  sd
kinh doanh qua mang théng tin dién tir (Mau sé 18, Phu | 68/2025/TT-BTC
luc 11, Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cua
B9 trudng B Tai chinh).

6. | Mau Phiéu kiém soat qua trinh giai quyét ho so (Mau sb | Thong  tu  sd
05 Théng tu s6 01/2018/TT-VPCP). 01/2018/TT-VPCP

7. | Mau Phiéu xin 16i va hen lai ngdy tra két qua (Mau s6 04 | Thong  tu  sd
Thong tu s6 01/2018/TT-VPCP). 01/2018/TT-VPCP

8. |Mau So theo ddi ho so (Mau so0 06 Thong tw s | Thong tu  sO

01/2018/TT-VPCP).

01/2018/TT-VPCP
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6. Quy trinh giai quyét
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Thoi gian
. L. iai quyét
Tén buéc Don V;/llj.gu’m thye Noi dung cong viéc ) t(‘)iq dZ
en (DVT: Gio
lam viéc)
*, Truwong hop ding ky true tiép hoic qua dich vu buu chinh
Budc1 |Ngudi co6 tham [ Nop ho so dang ky thanh lap ho | Gid  hanh
Nop hdé so | quyén ky vian ban | kinh doanh tai cac Piém phuc vu | chinh
dé nghi dang ky ho | hanh chinh céng xd hodc uy quyén
kinh doanh hodc | cho don vi cung cép dich vu buu
nguoi  dugc Uy | chinh thyc hién tha tuc dang ky ho
quyén thuc hién tha | kinh doanh
tuc dang ky ho kinh
doanh.
Budc 2 - Céc diém phuc vu | - Tiép nhan, s6 hoa toan bo ho so, | Gid hanh
Tiép nhan | hanh chinh céng | dat tén van ban dién tir twong Ung | chinh
hd so xa/phudng v6i tén loai gidy to trong hd so

- Nguoi nép hd so
dang ky thong tin
noi nhan két qua
giai quyét TTHC

ding ky ho kinh doanh bang ban
gidy va dinh kém lén Hé thdng
thong tin vé ding ky ho kinh
doanh ghi gidy tlep nhén, noi nhan
két qua (theo dé nghi cua cong
dan), hen ngay tra két qua theo quy
dinh.

Luu ¥ truong hop tiép nhéan phi dia
gioi:

(1) Trén Hé théng PKHKD cén bo
tiép nhan hd so ndp vao Co quan
PKKD cép xd/phudong noi HKD
dat tru sa;

(2) Néu cong dan ding ky tra két
qua qua buu dién/hodc tai Piém
phuc  vu hanh chinh cbng
xa/phuong noi HKD dat tru so: BP
tiép nhan giri hd so gdc qua buu
dién cho Co quan PKKD cip
xd/phudng noi HKD dit try so dé
don vi luu hd so goc cung két
qué/hoac tra lai hd so géc cho
HKD trong trudng hop hd so bi
yéu cau sia doi, bo sung. Thoi
gian gui buu dién ngay trong ngay
tlep nhan, hodc ngay hom sau (néu
tiép nhan cudi gio chiéu);

(3) Néu cong dan ding ky nhan két
qua tai Diém phuc vu hanh chinh
cong xi/phudng noi tiép nhan phi
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dia gidi: giir lai ho so goc:

- Truong hop hd so chwa hop 16:
Tra cong dan hd so gbc cung véi
Thong bao stra doi, bo sung do Co
quan DKKD cip xd/phudng noi
HKD dit try sé ban giao;

- Trudng hop hd so hop 18: sau khi
tra két qua, Piém phuc vu hanh
chinh cong xa/phuong phi dia gidi
ban giao lai hd so gbc (qua duong
buu dién) cho Co quan DPKKD cap
xd/phudng noi HKD dit try s¢ dé
I giit hod so gbe

Budc 3 Lanh dao co quan | Phan cong chuyén vién xtr 1y ho so | 2 gid
Phan cong | dang ky kinh doanh | sau khi tiép nhan
xu ly cap xa/phuong
Buéce 4 Chuyén vién co | Chuyén vién tién hanh xem xét | 12 gid
Thuly va |quan dang ky kinh | tinh hop 18 cta hd so:
giai quyét | doanh cap | - Ho so khong du diéu kién: Du
hd so xa/phudng thao thong bao hudng dan sira ddi
bd sung, néu 13 1y do.
- Hd so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budc 5 Lanh dao co quan | * Néu dong y: 4 gio
Phé duyét | dang ky kinh doanh | - Truong hop ho so hop 18: phé
két qua cap xa/phuong duyét noi dung két qua dang ky ho
kinh doanh
- Truong hop ho so khong hop 1é:
Phé duyét ndéi dung thong bao
hudng dan stra d6i bo sung
* Néu khong ddng y: chuyén lai
B4.
Budc 6 Lanh dao co quan | - Ky Thong bao yéu cau stra d6i bo | 2 gio
Thong bao | dang ky kinh doanh | sung ddi véi truong hop hd so
két qua cap xa/phuong khong hop 1€.
- Chép thuén trén hé thong doi voi
hé so hop 16
- Chuyén lai chuyén vién in két
qua ban glay dé trinh 1anh dao ky
két qua chuyen van thu phat hanh
Budc 7 Van thu Phat hanh két qua 1a ban gidy |4 gio
Phat hanh Thong bao yéu cau sira doi bod
két qua sung hodc Giéy ching nhan HKD

va ban giao két qua:

(1) Néu cong dan dang ky tra két
qué qua buu dién: van thu ban giao
két qua cho don vi buu dién
(2) Néu cong dan ding ky tra két
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qua tai Diém phuc vu hanh chinh
cong xa/phuong noi HKD dat tru
sO: ban giao két qua cho Diém
phuc  vu hanh chinh cOng
xa/phuong;

(3) Néu cong dan ding ky nhan két
qua tai Piém phuc vu hanh chinh
cong xd/phudng noi tiép nhan phi
dia gidi: ban giao két qua cho don
vi buu dién gui Piém phuc vu
hanh chinh cong xd/phuong noi
tiép nhan phi dia giéi dé tra cong
dan

Budce 8 - Piém phuc vu | Tra két ‘qua dang ky ho kinh doanh | Gio hanh
Tra két qua | hanh chinh cong | truc tiép cho t6 chirc/ ca nhan. | chinh
cho t6 chure/ | xd/phudng (treong hop ho so chua hop 1€, tra

canhan |- Pon vi cung cip | két qua giai quyét TTHC cung véi

dich vu buu chinh | ho so gdc cta cong dan)
Budc 9 Van thu, luu triv Can bo diém phuc vu hanh chinh | Gid hanh
Théng ké cong xa/phuong/ co quan dang ky | chinh
theo doi kinh doanh cép xa, Cong chirc co
trach nhiém théng ké cac TTHC
thuc hién tai don vi vao so théng
ké két qua thyc hién TTHC, ban
giao luu trir ho so theo quy dinh
cua don vi.
Tong thoi gian: 03 ngay
*, Truwong hop ding ky qua mang dién tir

Budce 1 Nguoi c6 tham | Ngudi ndp ho so ké khai thong tin, | Ca ngay

Nop hd so | quyén ky vin ban | tai vin ban dién ttr, st dung chir ky
dé nghi dang ky ho | s6 dé ky xac thyc ho so dang ky ho
kinh doanh hoac | kinh doanh qua mang thong tin
nguoi  dugc Uy | dién tir va thanh toan phi, 1€ phi
quyén thuc hién th | ding ky ho kinh doanh theo quy
tuc ding ky ho kinh | trinh trén Hé thong thong tin dang
doanh ky ho kinh doanh

(https://hokinhdoanh.dkkd.gov.vn).
- Ké khai thong tin nguoi nhan, sd
dién thoai ngudi nhan va noi nhan
két qua giai quyét TTHC trén Hé
thdng thong tin ding ky ho kinh
doanh (néu dang ky nhan két qua
qua buu dién)

Budc 2 Lanh dao co quan | Phan cong chuyén vién xtr 1y ho so | 2 gid
Phan cong | diang ky kinh doanh | sau khi tiép nhan
xtt Iy ho so | cap xd/phuong

Budc 3 Chuyén vién co | Chuyén vién tién hanh xem xét |12 gio

Thu ly, giai

quan dang ky kinh

tinh hop 1¢ ctia hd so:
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quyét ho so

doanh cap
xa/phudng

- H6 so khong du diéu kién: Du
thao thong bao huéng dan sira ddi
bd sung, néu 13 1y do.

- Hd so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.

Budc 4
Ph§ duyét
két qua

Lanh dao co quan
dang ky kinh doanh
cap xa/phuong

* Néu dong y:

- Trudng hop hd so hop 1&: phé
duyét n6i dung két qua dang ky ho
kinh doanh

- Truong hop ho so khong hop 18:
Phé duyét ndéi dung thong bao
huéng dan stra d6i bd sung

* Néu khong dong y: chuyén lai
B3.

4 gio

Budce 5
Thong bao
két qua

Lanh dao co quan
dang ky kinh doanh
cap xa/phuong

- Gui Thong bao yéu cau sira doi
bd sung (tra tr dong qua Hé thong
thong tin dang ky ho kinh doanh)
dbi véi truong hop hd so khong
hop I¢.

- Chap thuan trén hé théng ddi voi
hé so hop 16

- Ky s6 két qua diang ky ho kinh
doanh dbi véi truong hop két qua
la ban dién tir (chi thuc hi¢n khi
trién khai ky s6 két qua dang ky ho
kinh doanh).

- Chuyén lai chuyén vién in két
qua ban gidy dé trinh lanh dao ky
két qua chuyén van thu phat hanh
trong trudng hop chua trién khai
ky s6 két qua dang ky ho kinh
doanh

2 gio

Budc 6
Phé.t hanh
két qua

Van thu

- P6i voi truong hop ky so6 két qua
dang ky ho kinh doanh: ky bang
chit ky s6 to chiic cliia co quan
dang ky kinh doanh cép x4 (tra tu
dong qua Hé thong thong tin dang
ky ho kinh doanh).

- Trudng hop chua trién khai ky sd
két qua dang ky ho kinh doanh thi
phat hanh két qua 13 ban gidy va
ban giao két qua:

(1) Néu cong dan dang ky tra két
qua qua buu dién: van thu ban giao
két qua cho don vi buu dién
(2) Néu cong dan dang ky tra két
qua tai Piém phuc vu hanh chinh
cong xd/phuong: ban giao két qua

4 gio
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cho Piém phuc vu hanh chinh
cong xa/phuong;

Buéce 7 - Piém phuc vu | Vin thu phong ban giao cho don vi | Gid hanh
Tra két qua | hanh chinh cdng | cung cip dich vu buu chinh cong | chinh
cho t6 chure/ | xd/phudng. ich tra két qua cho doanh nghiép
canhan d6i | - Pon vi cung cap
voi1 truong | dich vu buu chinh
hop két qua
1a ban gidy

Budc 8 Van thu, Iuu trix - Can bo Piém phuc vu hanh chinh | Gid hanh

Théng ké cong xa/phuong/ co quan dang ky | chinh
theo doi kinh doanh cép xa, Cong chirc co

trach nhiém théng ké cac TTHC

thuc hién tai don vi vao sd théng

ké két qua thyc hién TTHC, ban

giao luu trir hd so theo quy dinh

cua don vi.

Tong thoi gian: 03 ngay

7. Trach nhiém tra ho so, két qua giai quyét va luu trir hé so TTHC

Trach nhiém

Piém phuc vu hanh
chinh cong x4/phudng

Co quan giai quyét ho so

Tra ho so, két qua

- Chuyen ho so, ket qua giai
quyet TTHC ban glay vé Piém
phuc vu hanh chinh cong dam
bao thoi han tra két qua.

- Tra két qua giai quyét TTHC
ban dién tr trén Céng Dich vu
cong qudc gia.

Luu trix

- So theo ddi ho so (Mau
s6 06 Thong tu
01/2018/TT-VPCP)

sb

- Hd so td chirc/ca nhan nop;
Giéy tiép nhan hd so va hen tra
két qua; (('101 vo1 truong hop
ndp ho so gidy).

- Gidy chimg nhan ding ky ho
kinh doanh; Thong bao vé viéc
stra d6i, bod sung hd so; Phiéu
xin 16i va hen lai ngay tra két
qua (truong hop giai quyét ho
so cham mudn).

- S6 theo ddi hd so (néu tra két
qué 13 ban gidy).
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3. Ping ky cap nhit, bd sung thong tin trong hd so ding ky h kinh doanh,
hiéu dinh thong tin ding ky h¢ kinh doanh (QT-XP-03)

1. Co sé phap ly

- Lut Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020;

- Luét sd 76/2025/QH15 ngay 17/6/2025 stra d6i, bd sung mot sb diéu cua Luat
Doanh nghiép;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;

- Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cua Bo truong Bo Tai chinh ban
hanh biéu mau sir dung trong dang ky doanh nghiép, dang ky ho kinh doanh;

- Thong tu 85/2019/TT-BTC ngay 29/11/2019 ciia B6 Tai chinh huéng dan vé phi
va 1 phi thudc thAm quyén quyét dinh cta Hoi dong nhan dén tinh, thanh phd truc thudc
Trung wong.

- Nghi quyét sé 06/2020/NQ-HPND ngay 07/7/2020 ciia Hoi dong nhan dan
Thanh phé Ha Nbi vé viéc ban hanh mot sd Quy dinh thu phi, 1€ phi trén dia ban thanh
phé Ha Noi thudc thadm quyén quyét dinh ciia Hoi dong nhan dan thanh ph.

- Nghi quyét sé 07/2023/NQ-HPND ngay 04/7/2023 cia Hoi dong nhan dan
Thanh phd Ha Noi vé viéc thu phi, 18 phi thudc thAm quyén quyét dinh ciia Hoi dong
nhan dan thanh phé trén dia ban Thanh phé Ha Noi.

2. Thanh phin hd so

STT Tén ho so

Ban sao/

ban chinh S0 lurgng

1. |Pang ky cap nhat, b sung thong tin trong
ho so dang ky ho kinh doanh:

- Gidy dé¢ nghi dang ky thay doi ndi dung | Ban chinh 01
dang ky ho kinh doanh.

2. | Bo sung, hiéu dinh thong tin ding ky ho
kinh doanh

Truong hop ho kinh doanh phat hi¢én ndi
dung trén Gidy ching nhan ding ky ho kinh
doanh chua chinh xac so voi ndi dung ho so
dang ky ho kinh doanh:

- Gidy dé nghij dang ky thay d6i noi dung Ban chinh 01
dang ky ho kinh doanh

Truong hop hd kinh doanh phat hién thong
tin dang ky ho kinh doanh trong Co s¢ dir
liéu vé dang ky ho kinh doanh bi thiéu hoic
chua chinh xic so véi ban gidy cua gidy
ching nhan ding ky ho kinh doanh, gidy
ching nhan dang ky thué:

- Gidy dé nghi dang ky thay d6i noi dung | Ban chinh 01
dang ky ho kinh doanh
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- Ban sao Gidy chting nhdn ding ky ho kinh Ban sao 01
doanh
- Ban sao giay chiing nhan dang ky thué. Ban sao 01

* Trudng hop uy quyén thuc hién thi tuc thi ho so phai kém theo mét trong nhitng giay
to sau:

1. | Truong hop uy quyén cho c4 nhan thyc hién
thi tuc dang ky ho kinh doanh, kém theo ho
so dang ky hd kinh doanh phai c¢6 van ban
uy quyén cho ca nhan thyc hién thu tuc lién Ban chinh 01
quan den dang ky ho kinh doanh. Van ban
Gy quyén ndy khéng bit budc phai cong
chirng, chirng thuc.

2. | Truong hop iy quyén cho t6 chirc thyc hién | Ban sao hodc 01
thu tuc dang ky ho kinh doanh, kém theo hd ban chinh
so dang ky ho kinh doanh phai ¢6 ban sao
hop dong cung cap dich vu vdi t6 chirc lam
dich vu thyc hi¢n thu tyc lién quan dén dang
ky ho kinh doanh, gidy giéi thiéu cta to
chirc d6 cho ca nhan truc tiép thuc hién thu
tuc lién quan dén dang ky ho kinh doanh.

3. | Trudong hop uy quyén cho don vi cung cap | Ban sao hoic 01
dich vu buu chinh cong ich thuc hi¢én thu tuc ban chinh
dang ky ho kinh doanh thi khi thyc hién thu
tuc dang ky ho kinh doanh, nhan vién buu
chinh phai ndp ban sao phiéu giri ho so theo
mau do doanh nghiép cung tmg dich vu buu
chinh cong ich phat hanh c6 chir ky xac
nhan cia nhan vién buu chinh va chu hd
kinh doanh.

4. | Truong hop uy quyén cho don vi cung cap Ban sao 01
dich vu buu chinh khéng phai 1a buu chinh
cong ich thuc hién thu tuc dang ky hé kinh
doanh thi viéc Uy quyén thuc hién theo quy
dinh tai muc 2

5. | Nguoi uy quyén va ngudi dugc uy quyén
thuc hién thu tuc dang ky ho kinh doanh
chiu trach nhiém truéc phap luat vé tinh hop
phap, trung thuc va chinh Xxac cua viéc uy
quyen Nguoi uy quyén va ngudi duoc uy
quyén phai thuc hién xac thuc dién tur dé
dugc cap dang ky hd kinh doanh. Truong
hop viéc x&c thuc dién tir bi gian doan thi
ngudi Gy quyén thuc hién viéc xac thuc dién
tir sau khi duoc cip dang ky ho kinh doanh.
Truong hop nguoi ty quyén khdng xéac nhan
hodc xac nhan khong ay quyén thyc hién thi
tuc ding ky ho kinh doanh thi Co quan dang
ky kinh doanh cip xa y&u cau ho kinh doanh
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bao cao theo quy dinh tai khoan 6 Diéu 22
Nghi dinh sb 168/2025/ND-CP.

Truong hop chua cé tai khoan dinh danh
dién tir dé thuc hién xac thuc dién tu thi ho
so dang ky hd kinh doanh phai kém theo ban
sao thé¢ Can cudc hoac thé Can cudc cong
dan con hiéu lyc cia ngudi uy quyén.

Ban sao 01

. Cach thitc, dia chi ndp ho so, nhin két qua giai quyét TTHC

STT Cach thirc nop, nhan ket qua Dia chi cu thé
Céc diém phuc vu hanh chinh cong cép xa, | 21 ¢a¢ diém phuc vu hanh chinh
1. huon cong cap xa, phuong (theo thong
P & bao cua cap c6 tham quyén)
2. | Pang ky qua dich vu buu chinh Theo ,dla C}An: le m E)huc V}‘l hanh
chinh cong cap xa, phuong
3 Hodc nop ho so truc tuyén qua mang dién tu Theo dia chi:

tai dia chi:

https://hokinhdoanh.dkkd.gov.vn

4. Thoi gian giai quyét, phi, 18 phi, mirc d9 cung cip dich vu cong triee tuyén

Thoi gian giai quyét

Mirc thu

(PVT: Viét Nam dong)

Ngay lam viéc

Gio lam viéc

Phi

Lé¢ phi

Cung cap dich
vu cong truc
tuyén

*. Pang ky cap
nhat, b6 sung
théng tin trong
ho so ding ky
ho kinh doanh:
Trong thoi han
01 (mot) ngay
lam viéc ké tir
ngay nhan
duoc hd so.

*  Bb6 sung,
hiéu dinh
thong tin dang
ky ho Kkinh
doanh:

Trong thoi han
03 (ba) ngay
lam viéc ké tir

08 gio

24 gio

Khong

- 100.000 dong
(ndp truc tiép tai
noi tiép nhan/qua
don vi Buu
chinh).

- Khong thu np
truc tuyén.

Toan trinh

ngay

duoc hd so.

nhan

5. Cac biéu miu trong gisi quyét TTHC

STT

Tén biéu mau

Co sé phap ly

1.

Giay dé nghi dang ky thay doi ndi dung ding ky ho kinh

Thong tor  sO
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doanh (Mau s6 2, Phu luc II, Thong tu s6 68/2025/TT-
BTC ngay 01/7/2025 cua B0 truong B Tai chinh).

68/2025/TT-BTC

Gidy chimg nhan ding ky h¢ kinh doanh (Méu s6 7, Phy
luc II, Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 ctua
B truong Bo Tai chinh).

Thong tu  s0
68/2025/TT-BTC

Thong béo vé viéc sira doi, bo sung ho so ding ky ho kinh
doanh (Mau s6 10, Phu luc II, Thong tu s6 68/2025/TT-
BTC ngay 01/7/2025 cua B9 truong Bo Tai chinh)

Thong tu  s0
68/2025/TT-BTC

Gidy tiép nhan ho so va hen tré ket qua ho so ding ky ho
kinh doanh (Mau s6 17, Phy lyc II, Thong tu so
68/2025/TT-BTC ngay 01/7/2025 cta Bo truong Bo Tai
chinh)

Thong tu  s0
68/2025/TT-BTC

Giay tiép nhan ho so va hen tra két qua ho so ding ky ho
kinh doanh qua mang thong tin dién tir (Mau sé 18, Phu
luc 11, Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cua
B¢ trudng B Tai chinh)

Thong tu  s0
68/2025/TT-BTC

Mau Phiéu kiém soat qué trinh giai quyét ho so (Mau s6
05 Thong tu s6 01/2018/TT-VPCP).

Thong tu s
01/2018/TT-VPCP

Mau Phicu xin 10i va hen lai ngdy tra két qua (Mau so 04
Thong tu s6 01/2018/TT-VPCP),

Thong to O
01/2018/TT-VPCP

Mau S6 theo déi ho so (Mau s6 06 Thong tu s6
01/2018/TT-VPCP).

Thong tu  sb
01/2018/TT-VPCP

6. Quy trinh giai quyét

Thoi gian
. L. iai quyét
Tén buéc bon V*/E.%‘“’" thye Noi dung cong viéc i téiq dZ
1en (DVT: Gio
lam viéc)
*, Truwong hgp diang ky truc tlep hoac qua dich vu buu chinh
Buée 1 Ngudi c6 tham | Nop ho so dang ky thanh lap ho | Gio hanh
Nop hdoso | quyén ky vin ban | kinh doanh tai cac Piém phuc vu | chinh
dé nghi dang ky ho | hanh chinh cong x&/phuong hodc
kinh doanh hodc | iy quyén cho don vi cung cép dich
nguoi dugc Uy | vu buu chinh thuc hién thu tuc
quyén thyc hién thu | dang ky ho kinh doanh
tuc dang ky ho kinh
doanh.
Buoc 2 - Cac diém phuc vu | - Tiép nhan, s6 hoa toan bd ho so, | Gio hanh
Tiép nhan | hanh chinh céng | dat tén vin ban dién tir twong Ung | chinh
hd so xa/phudng v6i tén loai gidy to trong hd so
- Nguoi nép hod so | ding ky ho kinh doanh bang ban
dang ky thong tin | gidy va dinh kém lén Hé thong
noi nhan két qua |thong tin Vé dang ky ho kinh
giai quyét TTHC doanh ghi giay tlep nhén, noi nhan
két qua (theo dé nghi cua cong
dan), hen ngay tra két qua theo quy
dinh.
Luu y trudng hop tiép nhan phi dia
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gioi:

(1) Trén Hé théng PKHKD cén bd
tiép nhan hd so ndp vao Co quan
PKKD cip xd/phuong noi HKD
dat tru sa;

(2) Néu cong dan dang ky tra két
qua qua buu dién/hodc tai Piém
phuc  vu hanh chinh cong
xa/phuong noi HKD dat tru sé: BP
tiép nhan giri hd so gdc qua buu
dién cho Co quan PKKD cip
xd/phudng noi HKD dit try s¢ dé
don vi luu hd so gbc cung két
qué/hoac tra lai hd so géc cho
HKD trong trudng hop hd so bi
yéu cau sira doi, bd sung. Thoi
gian gui buu dién ngay trong ngay
tiép nhan, hoac ngay hom sau (néu
tiép nhan cubi gio chiéu);

(3) Néu cong dan ding ky nhan két
qua tai Piém phuc vu hanh chinh
cong xa/phudng noi tiép nhan phi
dia gioi: gitr lai ho so goc:

- Trudng hop hd so chua hop 18é:
Tra cong dan hd so gbc cung véi
Thong bao stra doi, bo sung do Co
quan PKKD cdp xa/phuong noi
HKD dit try sé ban giao;

- Truong hop hod so hop 1é: sau khi
tra két qua, Diém phuc vu hanh
chinh céng xa/phuong phi dia gioi
ban giao lai hd so gdc (qua dudong
buu dién) cho Co quan PKKD cap
xd/phuong noi HKD dat try so dé
luu giir ho so gbe

Budc 3 Lanh dao co quan | Phan cong chuyén vién xir Iy ho so | Pang ky cap
Phan cong | dang ky kinh doanh | sau khi tiép nhan nhat, b6 sung
xu ly cap xa/phuong thdng tin: 2
gio.
Bo sung,
hiéu dinh
thong tin: 1
gio
Budc 4 Chuyén vién co | Chuyén vién tién hanh xem xét | Pang ky cap
Thuly va |quan ding ky kinh | tinh hop 1& ctia ho so: nhat, bd sung
giai quyét | doanh cap | - HO so khong du diéu kién: Dy | thong tin: 12
hé so xa/phuong thao thong bao huéng din sira doi | gio
bd sung, néu 13 1y do. B sung,




437

- Ho so du diéu kién: Hoan thién | hiéu dinh
hd so, chuyén Lanh dao phong. théng tin: 3
gio
Budc 5 Lanh dao co quan | * Néu dong y: Pang ky cap
Phé duyét | diang ky kinh doanh | - Truong hop hd so hop 18: phé | nhat, b6 sung
két qua cap xa/phuong duyét noi dung két qua dang ky ho | théng tin: 4
kinh doanh gio
- Trudng hop hd so khong hop 16: | B6  sung,
Phé duyét ndi dung thong béo | hiéu dinh
hudng dan stra d6i bd sung thdng tin: 2
* Néu khéng dong ¥: chuyén lai | gid
B4.
Budc 6 Lanh dao co quan | - Ky Thong bao yéu cau sira doi bo | Pang ky cap
Thong béo | dang ky kinh doanh | sung ddi véi trudng hop hd so | nhat, bo sung
két qua cap xa/phuong khong hop 1€. théng tin: 2
- Chap thuan trén hé théng d6i voi | gio
hé so hop 18 Bé6  sung,
- Chuyén lai chuyén vién in két | higu dinh
qua ban glay dé trinh 1anh dao ky | thong tin: 1
két qua chuyen van thu phat hanh gio
Budce 7 Van thu Phat hanh két qua la ban giay | Pang ky cap
Phéat hanh Thong bao yéu cau sira d6i bo | nhat, bo sung
két qua sung hodc Gidy chting nhan HKD | théng tin: 4
va ban giao két qua: gio
(1) Néu cong dan dang ky tra két | Bo sung,
qua qua buu dién: van thu ban giao | hi¢u dinh
két qua cho don vi buu dién thong tin: 1
(2) Néu cong dan dang ky tra két | gio
qua tai Piém phuc vy hanh chinh
cong xa/phuong noi HKD dat tru
sO: ban giao két qua cho Piém
phuc  vu hanh chinh cbng
xa/phuong;
(3) Néu cong dan ding ky nhan két
qua tai DPiém phuc vu hanh chinh
cong xa/phudng noi tiép nhan phi
dia gidi: ban giao két qua cho don
vi buu dién gui Piém phuc vu
hanh chinh céng xa/phuong noi
tiép nhan phi dia gii dé tra cong
dan
Budce 8 - Diém phuc vu | Tra két ‘qua dang ky ho kinh doanh | Gio hanh
Tra két qua | hanh chinh cong | tryc tiép cho t6 chie/ c4 nhan. | chinh
cho t6 chure/ | xd/phudng (truong hop ho so chua hop 1¢, tra
ca nhan - Pon vi cung cap | két qua giai quyét TTHC cung véi
dich vu buu chinh | hd so gdc cta cong dan)
Budc 9 Van thu, Iuu trix Can bo diém phuc vu hanh chinh | Gid hanh
Théng ké cong xa/phuong/ co quan dang ky | chinh
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theo doi

kinh doanh cép xi, Cong chirc co
trach nhiém théng ké cac TTHC
thuc hién tai don vi vao sb théng
ké két qua thyc hién TTHC, ban
giao luu trit hd so theo quy dinh
cua don vi.

Tong thoi gian: *. Dang ky
cap nhat, bd
sung thong
tin trong ho
so dang ky
HKD: 01
(mot) ngay.
* B sung,
hiéu dinh
thdng tin
dang ky
HKD: 03
(ba) ngay.

*, Truwong hop ding ky qua mang dién tir

Bude 1 Nguoi c6 tham | Ngudi ndop ho so ké khai thong tin, | Ca ngay

Nop hd so | quyén ky vin ban | tai vin ban dién tir, st dung chir ky
dé nghi dang ky ho | s6 dé ky xac thuc hd so ding ky ho
kinh doanh hoac | kinh doanh qua mang thong tin
nguoi  dugc Uy | dién tir va thanh todn phi, 1¢ phi
quyén thuc hién thi | ding ky ho kinh doanh theo quy
tuc ding ky ho kinh | trinh trén Hé thong thong tin dang
doanh ky ho kinh doanh

(https://hokinhdoanh.dkkd.gov.vn).
- K¢ khai thong tin ngudi nhan, sb
dién thoai ngudi nhan va noi nhan
két qua giai quyét TTHC trén Hé
thng thong tin ding ky ho kinh
doanh (néu dang ky nhan két qua
qua buu dién)

Budce 2 Lanh dao co quan | Phin cong chuyén vién xir 1y ho so | Pang ky cap
Phan cong | dang ky kinh doanh | sau khi tiép nhan nhat, b6 sung
xtt Iy hd so | cap xd/phudng théng tin: 2

gio.
B6  sung,
hiéu dinh
thong tin: 1
gio.

Budc 3 Chuyén vién co | Chuyén vién tién hanh xem xét | Pang ky cap
Thu ly, giai | quan dang ky kinh | tinh hop 1é ctia hd so: nhat, bo sung
quyét ho so | doanh cip | - Ho so khéng du diéu kién: Dy | théng tin: 12

xa/phuong thao thong bao hudng dan sira doi | gio.
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bd sung, néu rd ly do. B6 sung,
- Hd so du diéu kién: Hoan thién | hiéu dinh
hé so, chuyén Lanh dao phong. thdng tin: 3
gio
Budc 4 Lanh dao co quan | * Néu dong y: Pang ky cap
Phé duyét | dang ky kinh doanh | - Truong hop hd so hop 18: phé | nhat, b6 sung
két qua cap xa/phuong duyét noi dung két qua dang ky ho | théng tin: 4
kinh doanh gio
- Truong hop hd so khong hop 16: | B6  sung,
Phé duyét ndi dung thong bao | higu dinh
huéng dan stra d6i bd sung théng tin: 2
* Néu khong dong ¥: chuyén lai | gid
B3.
Budc 5 Lanh dao co quan |- Giri Thong bao yéu cau sira do6i | Pang ky cap
Thong béo | dang ky kinh doanh | bd sung (tra ty dong qua Hé théng | nhat, bo sung
két qua | cap xd/phuong thong tin ding ky ho kinh doanh) | théng tin: 2
dbi vé6i truong hop hd so khong | gio
hop 18. B6  sung,
- Chép thuan trén hé thong dbi véi | hiéu dinh
hé so hop 18 thdng tin: 1
- Ky s6 két qua ding ky ho kinh | gio
doanh d6i voi truong hop két qua
la ban dién tir (chi thuc hi¢n khi
trién khai ky sb két qua dang ky ho
kinh doanh).
- Chuyén lai chuyén vién in két
qua ban gidy dé trinh lanh dao ky
két qua chuyén van thu phat hanh
trong truong hop chua trién khai
ky sd két qua dang ky ho kinh
doanh
Budc 6 Vian thu Phét hanh két qua Dang ky cap
Phat hanh - P6i voi truong hop ky s6 két qua | nhat, bo sung
két qua ding ky ho kinh doanh: ky bang | théng tin: 4
chit ky sb to chirc cta co quan | gio
dang ky kinh doanh cép x4 (tra ty | B6 sung,
dong qua Hé thong thong tin dang | hieu  dinh
ky ho kinh doanh). thong tin: 1
- Trudng hop chua trién khai ky s | gio

két qua dang ky ho kinh doanh thi
phat hanh két qua 13 ban gidy va
ban giao két qua:

(1) Néu cong dan dang ky tra két
qua qua buu dién: van thu ban giao
két qua cho don vi buu dién
(2) Néu cong dan dang ky tra két
qua tai Piém phuc vu hanh chinh
cong xd/phuong: ban giao két qua
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cho Piém phuc vu hanh chinh
cong xa/phuong;
Buéce 7 - Piém phuc vu | Vin thu phong ban giao cho don vi | Gid hanh
Tra két qua | hanh chinh cdng | cung cip dich vu buu chinh cong | chinh
cho t6 chure/ | xd/phudng. ich tra két qua cho doanh nghiép
canhan d6i | - Pon vi cung cap
voi1 truong | dich vu buu chinh
hop két qua
1a ban gidy
Budc 8 Van thu, Iuu trix - Can bo Piém phuc vu hanh chinh | Gid hanh
Théng ké cong xa/phuong/ co quan dang ky | chinh
theo doi kinh doanh cép xa, Cong chirc co
trach nhiém thong ké cac TTHC
thuc hién tai don vi vao sd théng
ké két qua thyc hién TTHC, ban
giao luu trir hd so theo quy dinh
cua don vi.
Tong thoi gian: *. Dbang ky
cap nhat, b
sung thong
tin trong ho
so dang ky
HKD: 01
(mot) ngay.
* Bb sung,
hiéu dinh
théng tin
dang ky
HKD: 03
(ba) ngay

7. Trach nhiém tra ho so, két qua gidi quyét va luu trir ho so TTHC

Trach nhiém

Pi¢m phuc vu hanh
chinh cong xa/phuwong

Co quan giai quyét ho so

Tra ho so, két qua

- Chuyen ho so, ket qua giai
quyét TTHC ban gidy vé Piém
phuc vu hanh chinh cong dam
béao thoi han tra két qua.

- Tra két qua giai quyét TTHC
ban dién tor trén Céng Dich vu
cong qudc gia.

Luu trtr

- So theo ddi ho so (Mau
s& 06 Thong tu
01/2018/TT-VPCP)

- Ho6 S0 t6 chirc/ca nhan nop;
Gidy tiép nhan hd so va hen tra
két qua; (d6i voi truong hop
nop ho so gidy).

- Gidy chting nhan dang ky ho
kinh doanh; Thong béo vé viéc
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sta d6i, bo sung ho so; Phiéu
xin 16i va hen lai ngay tra két
qua (trudng hop giai quyét hd
so cham muon).
- S6 theo ddi ho so (néu tra két
qua 13 ban gidy).
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4. Tam ngirng kinh doanh, tiép tuc kinh doanh trwéc thoi han da ding ky
cua h kinh doanh (QT-XP-04)

1. Co s6 phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020;

- Luét sb 76/2025/QH15 ngay 17/6/2025 stra d6i, bo sung mot sé diéu cua Ludt
Doanh nghiép;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 ctia Chinh phii vé dang ky doanh
nghiép;

- Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cua Bo trudng Bo Tai chinh ban
hanh biéu mau sir dung trong ding ky doanh nghiép, ding ky ho kinh doanh;

- Thong tu 85/2019/TT-BTC ngay 29/11/2019 ctia B6 Tai chinh huéng din vé phi
va 1¢ phi thudc thAm quyén quyét dinh cua Hoi dong nhan dén tinh, thanh phd truc thudce
Trung wong.

- Nghi quyét sé 06/2020/NQ-HPND ngay 07/7/2020 cia Hoi dong nhan dan
Thanh phé Ha Nbi vé viéc ban hanh mot sb Quy dinh thu phi, 1€ phi trén dia ban thanh
phé Ha Noi thudc tham quyén quyét dinh ctia Hoi dong nhan dan thanh phd.

- Nghi quyét sé 07/2023/NQ-HPND ngay 04/7/2023 cta Hoi dong nhin dan
Thanh phé Ha Noi vé viéc thu phi, 1& phi thuéc thim quyén quyét dinh cua Hoi dong
nhan dan thanh phd trén dia ban Thanh phd Ha Noi.

2. Thanh phin h so
A A Ban sao/ £

STT Tén ho so ban chinh SO lwgng
1. | Giay dé nghi ding ky tam ngung kinh Ban chinh 01
doanh/tiép tuc kinh doanh trudc thoi han da
dang ky cua hd kinh doanh
2. | Bién ban hop nhom ca nhan tham gia ho Ban chinh 01
kinh doanh vé viéc ding ky tam ngimg kinh
doanh hoac tiép tuc kinh doanh trudc thoi
han di ding ky cta ho kinh doanh d6i véi
treong hop ho kinh doanh do nhdm cé& nhén
thanh lap tru6c ngdy Nghi dinh s6
168/2025/ND-CP c0 hiéu luc thi hanh.
* Truong hop iy quyén thyc hién thi tuc thi ho so phai kém theo mét trong nhiing giay
to sau:

1. | Truong hop ty quyén cho c4 nhan thuc hién
thu tuc dang ky ho kinh doanh, kém theo ho
so dang ky hg kinh doanh phai c6 van ban
uy quyén cho ca nhan thyc hién thu tuc lién Ban chinh 01
quan den dang ky hg kinh doanh. Van ban
Uy quyén ndy khéng bit budc phai cong
chirng, chirng thuc.
2. | Truong hop iy quyén cho t6 chirc thyc hién | Ban sao hodc 01
thu tuc dang ky ho kinh doanh, kém theo hd |  ban chinh
so dang ky ho kinh doanh phai c6 ban sao
hop dong cung cap dich vu véi t6 chirc 1am
dich vu thyc hién thu tyc lién quan dén dang
ky ho kinh doanh, gidy gioi thiéu cua t6
chirc d6 cho ca nhan truc tlep thuc hién thu




443

tuc lién quan dén dang ky ho kinh doanh.

Truong hop ty quyén cho don vi cung cip
dich vy buu chinh cong ich thyc hi¢n thu tuc
dang ky ho kinh doanh thi khi thyc hién thu
tuc dang ky ho kinh doanh, nhan vién buu
chinh phai ndp ban sao phiéu giri h6 so theo
mau do doanh nghiép cung tng dich vu buu
chinh cong ich phat hanh c6 chir ky xac
nhan cua nhan vién buu chinh va chu hd
kKinh doanh.

Truong hop ty quyén cho don vi cung cip
dich vu buu chinh khéng phai 1a buu chinh
cong ich thuc hién thu tuc ding ky hd kinh
doanh thi viéc Uy quyén thyuc hién theo quy
dinh tai muc 2

Nguoi Gy quyén va ngudi dugc ty quyen
thuc hién thu tuc dang ky ho kinh doanh
chiu trach nhiém trudc phap luat vé tinh hop
phap, trung thuc va chlnh Xac cua viéc uy
quyen Nguoi uy quyén va ngudi duoc uy
quyén phai thuc hién xac thuc dién tu dé
duogc cap dang ky ho kinh doanh. Trudng
hop viéc x&c thuc dién tir bi gian doan thi
ngudi Gy quyén thyuc hién viéc xac thuc dién
tir sau khi dugc cap diang ky ho kinh doanh,
Truong hop nguoi ay quyén khdng xac nhan
hodc xac nhan khong uy quyén thuc hién tha
tuc dang ky ho kinh doanh thi Co quan dang
ky kinh doanh cap xa yéu cau ho kinh doanh
bao cao theo quy dinh tai khoan 6 Diéu 22
Nghi dinh s 168/2025/ND-CP.

Truong hop chua c6 tai khoan dinh danh
dién tir dé thuc hién xac thuc dién ta thi hd
so dang ky hg kinh doanh phai kéem theo ban
sao thé Can cudc hodc thé Can cudc cong
dan con hiéu luc cta ngudi uy quyén.

Ban sao hoac 01
ban chinh

Ban sao 01

Ban sao 01

. Céch thirc, dia chi ndp ho so, nhan két qua giai quyét TTHC

STT

Cach thirc ndp, nhin két qua

Pia chi cu thé

Céc diém phuc vu hanh chinh cong cap x4,
phuong

Tai céc’ diém phuc vu hanh chinh
cong cap xd, phuong (theo thong
bao cua cap c6 tham quyén)

bang ky qua dich vu buu chinh

Theo dia chi: Piém phuc vu hanh
chinh cong cap xa, phuong
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Hoic ndp hd so truc tuyén qua mang dién tir
tai dia chi:

Theo dia chi:
https://hokinhdoanh.dkkd.gov.vn

4. Thoi gian giai quyét, phi, 1¢ phi, mirc d) cung cip dich vu cong truc tuyén

Théi gian giai quyét Mirc thu Cung cap dich
(PVT: Viét Nam dong) vu cong truc
Ngay lam viéc | Gio 1am viéc Phi Lé phi tuyén
01 ngay lam 08 gio Khdng Khong Toan trinh
Viéc
5. Cac biéu miu trong gidi quyét TTHC
STT Tén biéu miu Co sé phap ly
1. | Gidy dé nghi dang ky tam nging kinh doanh/tiép tuc kinh | Thong  tu  s0

dganh trude thoi han da dang k}'{ cta ho kinh doanh (Mau
sO 3, Phu luc II, Thong tu s0 68/2025/TT-BTC ngay
01/7/2025 cua B trudng Bo Tai chinh).

68/2025/TT-BTC

2. | Giay x4c nhan vé viéc ho kinh doanh ding ky tam ngung | Thong  tu  sd
kinh doanh/tiép tuc kinh doanh truéc thoi han di ding ky | 68/2025/TT-BTC
(Mau sé 20, Phu luc II, Thong tu s6 68/2025/TT-BTC
ngay 01/7/2025 cia B truong B Tai chinh).

3. | Thong bao vé viéc sira ddi, bd sung ho so dang ky ho kinh | Thong  tu  sd
doanh (Mau s 10, Phuy luc II, Thong tu sd 68/2025/TT- | 68/2025/TT-BTC
BTC ngay 01/7/2025 cta B truong B Tai chinh).

4. | Gidy tiép nhan ho so va hen tra két qua ho so dang ky ho | Théng  tu s
kinh doanh (Mau s 17, Phu lyc II, Thong tu s6 | 68/2025/TT-BTC
68/2025/TT-BTC ngay 01/7/2025 cta Bo truong Bo Tai
chinh).

5. | Giay tiép nhan ho so va hen tra két qua ho so dang ky ho | Thong  tu  s0
kinh doanh qua mang thong tin dién tir (Mau sd 18, Phu | 68/2025/TT-BTC
lyc 11, Thong tu sd 68/2025/TT-BTC ngay 01/7/2025 cta
Bo6 trudng Bo Tai chinh).

6. | Mau Phiéu kiém soat qué trinh giai quyét ho so (Mau s6 | Thong  tu 80
05 Théng tu s6 01/2018/TT-VPCP). 01/2018/TT-VPCP

7. | Mau Phiéu xin 15i va hen lai ngay tra két qua (Mau s6 04 | Thong  tu  s0
Thong tu s6 01/2018/TT-VPCP). 01/2018/TT-VPCP

8. |Mau SO theo ddi ho so (Mau s6 06 Thong tu s | Thong tu  sd

01/2018/TT-VPCP).

01/2018/TT-VPCP

6. Quy trinh giai quyét

Thoi gian
. \ e iai quyet
Tén buéc bon V;/lljgum thye Noi dung cong viéc ) t(‘)iq d;’
en (DVT: Gio
lam viéc)
*, Trudng hop ding Ky truc tiép hoic qua dich vu bwu chinh
Budc1 |Ngudi co6 tham | Nop ho so dang ky thanh lap ho | Gid  hanh
Nop hd so | quyén ky vian ban | kinh doanh tai cac Piém phuc vu | chinh
dé nghi dang ky ho | hanh chinh cong xa/phudong hodc
kinh doanh hodc | iy quyén cho don vi cung cép dich
nguoi dugc Uy | vu buu chinh thuc hién thu tyc
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quyén thuc hién th
tuc dang ky ho kinh
doanh.

dang ky ho kinh doanh

B}J:(’ﬂ: 2
Ti€p nhan
ho so

- Céc diém phuc vu
hanh chinh cong
xa/phudng

- Nguoi noép hod so
dang ky thong tin
noi nhin két qua
giai quyét TTHC

- Tiép nhén, s6 hoa toan bd ho so,
dat tén van ban dién tir twong tng
v6i tén loai gidy to trong ho so
dang ky ho kinh doanh bang ban
gidy va dinh kem lén H¢ thng
thdng tin Ve dang ky ho kinh
doanh ghi gidy tlep nhén, noi nhan
két qua (theo dé& nghi cua cong
dan), hen ngay tra két qua theo quy
dinh.

Luu y truong hop tiép nhan phi dia
gioi:

(1) Trén He thong DKHKD cén bo
tiép nhan ho so ndp vao Co quan
PKKD cép xd/phudong noi HKD
dat tru sa;

(2) Néu cong dan ding ky tra két
qua qua buu dién/hodc tai Piém
phuc  vu hanh chinh cong
xa/phuong noi HKD dat tru so: BP
tiép nhan giri hd so gdc qua buu
dién cho Co quan PKKD cip
xd/phudng noi HKD dit try so dé
don vi luu hd so goc cung két
qua/hodc tra lai hd so géc cho
HKD trong truong hop hd so bi
yéu cau sira doi, bd sung. Thoi
gian gui buu dién ngay trong ngay
tlep nhan, hodc ngay hém sau (néu
tiép nhan cudi gio chiéu);

(3) Néu cong dan ding ky nhan két
qua tai Piém phuc vu hanh chinh
cong xa/phuong noi tlep nhan phi
dia gioi: gitr lai ho so goc:

- Trudng hop hd so chua hop 1é:
Tra cong dan hd so gbc cing voi
Thong bao stra doi, bd sung do Co
quan PKKD cdp xa/phuong noi
HKD dit try sé ban giao;

- Trudng hop hd so hop 1¢: sau khi
tra két qua, Piém phyc vu hanh
chinh cong xa/phuong phi dia gioi
ban giao lai ho so gbc (qua duong
buu dién) cho Co quan BKKD cap
xd/phuong noi HKD dit try so dé

Gio
chinh

hanh
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luu gitr ho so goc

Budc 3 Lanh dao co quan | Phan cong chuyén vién xtr 1y ho so | 1 gid
Phan cong | dang ky kinh doanh | sau khi tiép nhan
xu ly cAp xa/phuong
Budc 4 Chuyén vién co | Chuyén vién tién hanh xem xét | 3 gid
Thuly va |quan ding ky kinh | tinh hop 1& ciia ho so:
giai quyét | doanh cap | - HO so khong du diéu kién: Dy
hd so xa/phudng thao thong bao huéng dan sira ddi
bd sung, néu 13 1y do.
- Hd so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budc 5 Lanh dao co quan | * Néu dong y: 3 gio
Phé duyét | dang ky kinh doanh | - Truong hop hd so hop 18: phé
két qua cap xa/phuong duyét noi dung két qua dang ky ho
kinh doanh
- Truong hop ho so khong hop 18é:
Phé duyét néi dung thong bao
hudng dan stra d6i bo sung
* Néu khong dong ¥: chuyén lai
B4.
Budc 6 Lanh dao co quan | - Ky Théng bao yéu cau sira doi bo | 1 gio
Thong béo | dang ky kinh doanh | sung dbi véi truong hop hod so
két qua cap xa/phuong khong hop 1€.
- Chép thuén trén hé thong doi voi
hé so hop 1¢
- Chuyén lai chuyén vién in két
qua ban gidy dé trinh lanh dao ky
két qua chuyén vin thu phat hanh
Budc 7 | Van thu Phat hanh két qua 1a ban gidy |1 gio
Phéat hanh Thong bao yéu cau sira doi bd
két qua sung hodc Gidy chting nhan HKD

va ban giao két qua:

(1) Néu cong dan dang ky tra két
qua qua buu dién: van thu ban giao
két qua cho don vi buu dién
(2) Néu cong dan ding ky tra két
qua tai Piém phuc vu hanh chinh
cong xa/phuong noi HKD dat tru
so: ban giao két qua cho Piém
phuc  vu hanh chinh cong
xa/phudng;

(3) Néu cong dan ding ky nhan két
qua tai Piém phuc vu hanh chinh
cong xd/phudng noi tiép nhan phi
dia gi6i: ban giao két qua cho don
vi buu dién gui Piém phuc vu
hanh chinh céng xa/phuong noi
tiép nhan phi dia gidi dé tra cong
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dan
Budc 8 - Piém phuc vu | Tra két ‘qua dang ky ho kinh doanh | Gi¢ hanh
Tra két qua | hanh chinh cong | truc tiép cho t6 chac/ ca nhan. | chinh
cho t6 chure/ | x3/phudng (truong hop ho so chua hop ¢, tra
canhan |- DPon vi cung cip | két qua giai quyét TTHC cung véi
dich vu buu chinh | hd so gc cta cong dan)
Budc 9 Van thu, luu trir Can bd diém phuc vu hanh chinh | Gio hanh
Théng ké cong xa/phuong/ co quan dang ky | chinh
theo doi kinh doanh cép xa, Cong chirc c6
trach nhiém théng ké cac TTHC
thuc hién tai don vi vao sd théng
ké két qua thuc hién TTHC, ban
giao luu trit hd so theo quy dinh
cua don vi.
Tong thoi gian: 01 ngay
*, Truwong hop ding ky qua mang dién tir
Budce 1 Nguoi ¢6 tham | Ngudi ndp ho so ké khai thong tin, | Ca ngay
Nop hd so | quyén ky vian ban | tai van ban dién tir, str dung chit ky
dé nghi dang ky ho | s6 dé ky xac thuc hd so ding ky ho
kinh doanh hoac | kinh doanh qua mang thong tin
nguoi  dugc Uy | dién tir va thanh toan phi, 1¢ phi
quyén thuc hién thi | ddng ky ho kinh doanh theo quy
tuc dang ky ho kinh | trinh trén Hé thong thong tin dang
doanh ky ho kinh doanh
(https://hokinhdoanh.dkkd.gov.vn).
- K¢é khai thong tin nguoi nhan, sb
dién thoai nguodi nhan va noi nhan
két qua giai quyét TTHC trén Hé
thng thong tin ding ky ho kinh
doanh (néu ding ky nhan két qua
qua buu dién)
Budce 2 Lanh dao co quan | Phan céng chuyén vién xt Iy ho so | 1 gio
Phan cong | ding ky kinh doanh | sau khi tiép nhan
xtt Iy hd so | cap xd/phudng
Budce 3 Chuyén vién co | Chuyén vién tién hanh xem xét | 3 gid
Thu ly, giai | quan dang ky kinh | tinh hop 1¢ cua hé so:
quyét ho so | doanh cip | - Ho so khéng du diéu kién: Du
xa/phuong thao thong bao hudng dan sira doi
bd sung, néu 15 1y do.
- Hb so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.
Budc 4 Lanh dao co quan | * Néu dong y: 2 gio
Phé duyét | diang ky kinh doanh | - Truong hop hd so hop 18: phé
két qua cap xa/phuong duyét noi dung két qua dang ky ho

kinh doanh

- Truong hop ho so khong hop 18é:
Phé duyét ndéi dung thong bao
huéng dan stra d6i bo sung
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* Néu khong dong y: chuyén lai
B3.

Budc 5
Thong bao
két qua

Lanh dao co quan
dang ky kinh doanh
cap xa/phuong

- Gui Thong bao yéu cau stra doi
bd sung (tra tr dong qua Hé thong
thong tin dang ky ho kinh doanh)
d6i voi truong hop hd so khong
hop 1€.

- Chép thuén trén hé thdng ddi voi
hé so hop 16

- Ky s6 két qua diang ky ho kinh
doanh d6i voi truong hop két qua
la ban dién tr (chi thuc hién khi
trién khai ky s6 két qua dang ky ho
kinh doanh).

- Chuyén lai chuyén vién in két
qua ban gidy dé trinh lanh dao ky
két qua chuyén van thu phat hanh
trong truong hop chua trién khai
ky s6 két qua ding ky ho kinh
doanh

1 gio

Budc 6
Phét hanh
ket qua

Van thu

Phét hanh két qua

- P6i voi truong hop ky s6 két qua
dang ky ho kinh doanh: ky bang
chit ky s6 to chirc ciia co quan
dang ky kinh doanh cip x3 (tra tu
dong qua Hé thong thong tin ding
ky ho kinh doanh).

- Trudng hop chua trién khai ky sé
két qua dang ky ho kinh doanh thi
phat hanh két qua 13 ban gidy va
ban giao két qua:

(1) Néu cong dan dang ky tra két
qua qua buu dién: van thu ban giao
két qua cho don vi buu dién
(2) Néu cong dan ding ky tra két
qua tai DPiém phuc vu hanh chinh
cong xa/phudng: ban giao két qua
cho Piém phuc vu hanh chinh
cong xa/phuong;

1 gio

Budce 7
Tra két qua
cho t6 chire/
c4 nhan doi

Vo1 truong
hop két qua
1a ban gidy

- Piém phuc wvu
hanh chinh cong
xa/phuong.

- Pon vi cung cip
dich vu buu chinh

Van thu phong ban giao cho don vi
cung cép dich vu buu chinh cong
ich tra két qua cho doanh nghié¢p

G106 hanh
chinh

Budce 8

Van thu, luu triv

- Can b Piém phuc vu hanh chinh

G106 hanh
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Thong ké cong xa/phuong/ co quan dang ky | chinh

theo doi kinh doanh cép x3, Cong chirc co
trach nhiém théng ké cac TTHC
thuc hién tai don vi vao sb théng
ké két qua thuc hién TTHC, ban
giao luu trit hd so theo quy dinh

cua don vi.

Tong thoi gian:

01 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va lwu trir hoé so TTHC

Piém phuc vu hanh

Trach nhi¢m chinh cong xa/phuong

Co quan giai quyét ho so

Tra ho so, két qua

- Chuyen ho so, ket qua giai
quyét TTHC ban gidy vé Piém
phuc vu hanh chinh cong dam
bao thoi han tra két qua.

- Tra két qua giai quyét TTHC
ban dién tir trén Cong Dich vu
cong qudc gia.

Luu trix - So theo ddi ho so (Mau
s6 06 Thong tu sd
01/2018/TT-VPCP)

- Ho so to chuc/ca nhan nop;
Gidy tiép nhan hd so va hen tra
két qud; (doi véi truong hop
nop ho so gidy).

- Gidy x4c nhan vé viéc ho
kinh doanh dang ky tam ngung
kinh doanh, gidy x4c nhan vé
viéc h§ kinh doanh dang ky
tiép tuc kinh doanh trudc thoi
han da dang ky cho hd kinh
doanh;; Thong bao vé viéc stra
d6i, bd sung hd so; Phiéu xin
16i va hen lai ngay tra két qua
(truong hop giai quyét hd so
cham mudn).

- S6 theo ddi ho so (néu tra két
qua 13 ban giy).
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5. Cép lai Gidy chirng nhin ding ky hd kinh doanh, Cip déi sang Gidy chirng
nhin ding ky h¢ kinh doanh (QT-XP-05)

1. Co s6 phap ly

- Luat Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020;

- Luét sb 76/2025/QH15 ngay 17/6/2025 stra d6i, bo sung mot sé diéu cua Ludt
Doanh nghiép;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 ctia Chinh phii vé dang ky doanh
nghiép;

- Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cua Bo trudng Bo Tai chinh ban
hanh biéu mau sir dung trong ding ky doanh nghiép, ding ky ho kinh doanh;

- Thong tu 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh huéng dan vé phi
va 1¢ phi thudc thAm quyén quyét dinh cua Hoi dong nhan dén tinh, thanh phd truc thudce
Trung wong.

- Nghi quyét sé 06/2020/NQ-HPND ngay 07/7/2020 cia Hoi dong nhan dan
Thanh phé Ha Nbi vé viéc ban hanh mot sd Quy dinh thu phi, 1€ phi trén dia ban thanh
ph6 Ha Noi thudc tham quyén quyét dinh ctia Hoi dong nhan dan thanh phd.

- Nghi quyét sé 07/2023/NQ-HPND ngay 04/7/2023 cta Hoi dong nhin dan
Thanh phé Ha Noi vé viéc thu phi, 1¢ phi thuéc tham quyén quyét dinh cia Hoi dong
nhan dan thanh phd trén dia ban Thanh phd Ha Noi.

2. Thanh phin h so

STT Tén ho so

Ban sao/

ban chinh S0 lurgng

1. | Truong hop ho kinh doanh da duoc cap ban
gidy Gidy chiing nhan ding ky ho kinh
doanh c6 nhu cau duoc cap lai Gidy nay do
bi mat, chay, rach, nat hoac bi tiéu huy dudi
hinh thtrc khéc, ho so gom:

+ Gidy dé& nghi cdp lai Gidy chimg nhan | Ban chinh 01
dang ky ho kinh doanh.

2. | Trudng hop HoO kinh doanh di duoc cap
gidy chung nhan ding ky kinh doanh hoic
gidy chiing nhan dang ky ho kinh doanh
truéc ngdy Nghi dinh sé 168/2025/ND-CP
cO hiéu luc thi hanh. HO kinh doanh duoc
cap Gidy chang nhan dang ky ho kinh doanh
theo quy dinh tai Nghi dinh s6
168/2025/ND-CP trong truong hop sau day:

+ Truong hop hd kinh doanh thyc hién thu
tuc ding ky thay ddi noi dung dang ky ho
kinh doanh, thanh phan hé so gom:

a. Truong hop ndi dung dang ky thay déi vé:
tén ho kinh doanh, dia chi tru s&, vén kinh
doanh, nganh, nghé kinh doanh va néi dung
dang ky thué cua ho kinh doanh, trir phwong
phap tinh thué thi hd so gém:

- Gidy dé nghi dang ky thay d6i ndi dung | Ban chinh 01
dang ky hd kinh doanh do chu ho kinh
doanh ky;
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- Bién ban hop nhom ca nhan tham gia ho
kinh doanh vé viéc ding ky thay d6i noi
dung dang ky ho kinh doanh dbi véi trudng
hop hd kinh doanh do nhom cé nhéan thanh
lap truéc ngdy Nghi dinh s6 168/2025/ND-
CP c¢6 hiéu luc thi hanh.

b. Truong hop thay ddi cha ho kinh doanh
do céac thanh vién hd gia dinh dang ky ho
kinh doanh 1y quyén cho mot trong céc
thanh vién con lai lam chu hd kinh doanh thi
Hb so gdm cac gidy to sau:

- Gidy d& nghi dang ky thay doi ndi dung
dang ky ho kinh doanh;

- Ban sao vin ban Uy quyén cua cac thanh
vién hd gia dinh cho mot thanh vién lam chu
ho kinh doanh. Vin ban iy quyén nay phai
dugc cong chimg hodc chung thyc theo quy
dinh cua phap luat.

c) Truong hop ho kinh doanh do thanh vién
ho gia dinh dang ky thanh lap thay do6i chu
ho do chu ho chét hodc bi Toa an tuyén bd
dd chét, mat tich, bi han ché hodc mat nang
luc hanh vi dan sy, ¢6 kho khan trong nhan
thirc, lam cha hanh vi, hd so gdm:

- Gidy dé nghi dang ky thay ddi ndi dung
dang ky ho kinh doanh;

- Ban sao vin ban Uy quyén cua cac thanh
vién hg gia dinh cho mot thanh vién lam chu
ho kinh doanh. Vin ban iy quyén nay phai
duoc cong ching hoac ching thuc theo quy
dinh cua phap luat.

- Ban sao gidy chtng tir hodc quyét dinh cta
Toa an tuyén bd da chét, mét tich, bi han ché
hodc mat nang lyc hanh vi dan sy, c6 kho
khan trong nhén thire, lam chu hanh vi.

d) Truong hop ho kinh doanh cé hai thanh
vién ma thanh vién la chu ho kinh doanh
chét hodc bi Toa an tuyén bd da chét, mat
tich, bi han ché hodc méat nang luc hanh vi
dan su, c6 kho khan trong nhan thuc, lam
cha hanh vi thi thanh vién con lai la chu ho
kinh doanh, Ho so gom:

- Gidy dé nghi dang ky thay d6i noi dung
dang ky ho kinh doanh;

- Ban sao gidy chung tir hodc quyét dinh cta
Toa an tuyén bd da chét, mét tich, bi han ché
hodc mat niang lyc hanh vi dan sy, c6 kho
khan trong nhén thire, lam chu hanh vi.

Ban chinh

Ban chinh

Ban sao

Ban chinh

Ban sao

Ban sao

Ban chinh

Ban sao

01

01

01

01

01

01

01

01
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e) Trudng hop thay doi thanh vién ho gia
dinh dang ky hd kinh doanh, hg kinh doanh
giri hd so dang ky thay d6i dén Co quan
dang ky kinh doanh cap xa. H6 so gom:

- Gidy d& nghi dang ky thay doi ndi dung
dang ky ho kinh doanh.

- Ban sao vin ban Uy quyén cua thanh vién
mo6i cho chu hg kinh doanh trong truong hgp
tiép nhan thanh vién méi. Vin ban uy quyén
nay phai dugc cong chung hoac chirng thuc
theo quy dinh cua phap luat.

f) Truong hop hd kinh doanh thuc hién thu
tuc dang ky tam ngirng kinh doanh, tiép tuc
kinh doanh truéc thoi han da dang ky, thanh
phan hé so gom:

- Giay d¢ nghi dang ky thay doi noi dung
dang ky ho kinh doanh;

- Gidy dé nghi dang ky tam nging kinh
doanh/tiép tuc kinh doanh trudc thoi han da
dang ky cua hd kinh doanh;

- Bién ban hop nhém ca nhan tham gia ho
kinh doanh vé viéc dang ky tam nging kinh
doanh hoac tiép tuc kinh doanh trudc thoi
han di ding ky cta ho kinh doanh dbi véi
treong hop ho kinh doanh do nhom cé& nhén
thanh lap trusc ngdy Nghi dinh s6
168/2025/ND-CP c6 hiéu luc thi hanh.

Ban chinh

Ban sao

Ban chinh

Ban chinh

Ban chinh

01

01

01

01

01

Truong hop Co quan thué s dung ma dinh
danh c& nhan thay cho ma sé thué theo quy
dinh cua phap luat vé thué, ho kinh doanh
dugc cap Giay chung nhan diang ky ho kinh
doanh theo quy dinh tai Nghi dinh s6
168/2025/ND-CP, trong d6 ghi nhan ma s
méi do Hé théng ¢ng dung ding ky thué
truyén sang khi ho kinh doanh thuc hién cac
thu tuc:

+ Truong hop ho kinh doanh thyc hién thu
tuc dang ky thay d6i noi dung ding ky ho
kinh doanh, thanh phan hé so gom:

a. Truong hop ndi dung dang ky thay doi vé:
tén ho kinh doanh, dia chi tru s, von kinh
doanh, nganh, nghé kinh doanh va noi dung
dang ky thué ctia ho kinh doanh, trir phuong
phap tinh thué thi ho so gdm:

- Gidy dé nghi dang ky thay d6i noi dung
dang ky hd kinh doanh do chu ho kinh
doanh ky.

- Bién ban hop nhdm ca nhan tham gia ho

Ban chinh

Ban chinh

01

01
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kinh doanh vé viéc ding ky thay d6i noi
dung ding ky ho kinh doanh d6i vé6i trudong
hop hd kinh doanh do nhom cé nhéan thanh
lap trudc ngdy Nghi dinh s6 168/2025/ND-
CP ¢0 higu lyc thi hanh.

b. Truong hop thay ddi cha ho kinh doanh
do céac thanh vién hd gia dinh dang ky ho
kinh doanh 1y quyén cho mot trong céc
thanh vién con lai lam chu h kinh doanh thi
HO6 so gom cac gidy to sau:

- Gidy dé nghi dang ky thay d6i noi dung
dang ky ho kinh doanh;

- Ban sao vin ban Uy quyén cua cac thanh
vién hg gia dinh cho mot thanh vién lam chu
ho kinh doanh. Vin ban iy quyén nay phai
dugc cong ching hodc chung thuc theo quy
dinh cua phap luat.

C. Truong hop hg kinh doanh do thanh vién
ho gia dinh dang ky thanh lap thay d6i chu
ho do chu hd chét hodc bi Toa an tuyén bd
da chét, mét tich, bi han ché hodc mat nang
luc hanh vi dan sy, ¢6 kho khan trong nhan
thirc, 1am chil hanh vi, ho so gom:

- Gidy dé nghi dang ky thay d6i noi dung
dang ky ho kinh doanh;

- Ban sao van ban Uy quyén cua cac thanh
vién hg gia dinh cho mot thanh vién lam chu
ho kinh doanh. Vin ban uy quyén niy phai
duoc cong ching hoac chung thuc theo quy
dinh cua phép luét.

- Ban sao gidy chtng tir hodc quyét dinh cia
Toa an tuyén bd da chét, mét tich, bi han ché
hodc mat ning lyc hanh vi dan sy, c¢6 kho
khan trong nhan thire, lam chu hanh vi.

d) Truong hop ho kinh doanh cé hai thanh
vién ma thanh vién la chu ho kinh doanh
chét hodc bi Toa an tuyén bd di chét, mat
tich, bi han ché hodc méat nang luc hanh vi
dan sy, c6 kho khan trong nhan thac, lam
chu hanh vi thi thanh vién con lai 1a chu hd
kinh doanh, Ho so gom:

- Gidy dé nghi dang ky thay d6i noi dung
dang ky ho kinh doanh;

- Ban sao gidy ching tur hodc quyét dinh ctia
Toa an tuyén bd d3 chét, mt tich, bj han ché
hodc mat nang lyc hanh vi dan su, c6 kho
khan trong nhan thire, lam cha hanh vi.

e) Truong hop thay ddi thanh vién ho gia

Ban chinh

Ban sao

Ban chinh

Ban sao

Ban sao

Ban chinh

Ban sao

01

01

01

01

01

01

01
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dinh dang ky hd kinh doanh, hg kinh doanh
giri hd so diang ky thay doi dén Co quan
dang ky kinh doanh cap xa. H6 so gom:

- Gidy dé nghi dang ky thay d6i noi dung
dang ky ho kinh doanh;

- Ban sao vin ban Uy quyén cua thanh vién
moi cho chu h¢ kinh doanh trong truong hop
tiép nhan thanh vién méi. Vin ban uy quyén
nay phai dugc cong chung hoac ching thuc
theo quy dinh cua phap luat.

f) Truong hop hd kinh doanh thuc hién thu
tuc dang ky tam ngirng kinh doanh, tiép tuc
kinh doanh truéc thoi han da dang ky, thanh
phan hd so gom:

- Gidy d¢ nghi dang ky thay doi noi dung
dang ky ho kinh doanh;

- Gidy dé nghi dang ky tam nging kinh
doanh/tiép tuc kinh doanh trudc thoi han da
dang ky cua hg kinh doanh;

- Bién ban hop nhém ca nhan tham gia ho
kinh doanh vé viéc ding ky tam ngimg kinh
doanh hoac tiép tuc kinh doanh trudc thoi
han di ding ky cta ho kinh doanh d6i véi
treong hop ho kinh doanh do nhom cé& nhén
thanh lap tru6c ngdy Nghi dinh s6
168/2025/ND-CP c0 hiéu luc thi hanh.

Ban chinh

Ban sao

Ban chinh

Ban chinh

Ban chinh

01

01

01

01

01

Truong hop mua ban, ting cho, thira ké ho
kinh doanh dugc thuc hién trudc ngay Nghi
dinh s6 168/2025/ND-CP ¢6 hiéu luc thi
hanh, ho kinh doanh gui hd so dang ky thay
d6i chii ho kinh doanh dén Co quan ding ky
kinh doanh c4p x&, thanh phan hd so bao
gom:

- Théng bao thay d6i chi ho kinh doanh;

- Hop ddng mua ban hoic céc gidy to chung
minh hoan tat viéc mua ban trong truong hop
ban ho kinh doanh; hop dong tang cho dbi
véi truong hop tang cho ho kinh doanh; ban
sao van ban xac nhan quyén thira ké hop
phép cua nguoi thira ké trong trudng hop
thay d6i cha ho kinh doanh do thira ké;

- Ban sao vin ban uy quyén cua thanh vién
ho gia dinh cho mot thanh vién lam chua ho
kinh doanh d6i voi truong hop ho kinh
doanh do cac thanh vién ho gia dinh dang ky
thanh lap. Van ban uy quyén nay phai duoc
cong chung hoac chung thuc theo quy dinh
cua phap luat.

Ban chinh
Ban chinh

Ban sao

01
01

01
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* Trudng hop uy quyén thyuc hién thi tuc thi ho so phai kém theo mét trong nhitng giay
to sau:

1. | Truong hop uy quyén cho c4 nhan thyc hién
thu tuc dang ky ho kinh doanh, kém theo hd
so dang ky hd kinh doanh phai c6 van ban
uy quyén cho ca nhan thyc hién thu tuc lién Ban chinh 01
quan den dang ky h¢ kinh doanh. Van ban
Gy quyén ndy khéng bit budc phai cong
chirng, chirng thuc.

2. | Truong hop iy quyén cho t6 chirc thyc hién | Ban sao hodc 01
thu tuc dang ky ho kinh doanh, kém theo hd ban chinh
so dang ky ho kinh doanh phai c6 ban sao
hop dong cung cap dich vu véi t6 chirc lam
dich vu thyc hién thu tyc lién quan dén ding
ky ho kinh doanh, gidy gii thiéu cta to
chirc d6 cho ca nhan truc tiép thuc hién thu
tuc lién quan dén dang ky ho kinh doanh.

3. | Trudong hop uy quyén cho don vi cung cap | Ban sao hoic 01
dich vu buu chinh cong ich thuc hi¢n thu tuc ban chinh
dang ky ho kinh doanh thi khi thyc hién thu
tuc dang ky ho kinh doanh, nhan vién buu
chinh phai ndp ban sao phiéu giri ho so theo
mau do doanh nghiép cung tung dich vu buu
chinh cbng ich phat hanh c6 chir ky xac
nhan cda nhan vién buu chinh va chu hd
kinh doanh.

4. | Trudng hop uy quyén cho don vi cung cap Ban sao 01
dich vu buu chinh khéng phai 1a buu chinh
cong ich thuc hién thu tuc dang ky hé kinh
doanh thi viéc uy quyén thuc hién theo quy
dinh tai muc 2

5. | Nguoi ay quyén va ngudi dugc uy quyén
thuc hién thu tuc dang ky ho kinh doanh
chiu trach nhiém truéc phap luat vé tinh hop
phap, trung thuc va chlnh Xac cua viéc uy
quyen Nguoi uy quyén va ngudi duoc uy
quyén phai thuc hién xac thuc dién tu dé
duoc cap dang ky ho kinh doanh. Trudng
hop viéc xac thuc dién tir bi gian doan thi
ngudi Gy quyén thuc hién viéc xac thuc dién
tir sau khi duoc cip dang ky ho kinh doanh.
Truong hop nguoi ty quyén khdng xac nhan
hodc xac nhan khong ty quyén thyc hién tha
tuc dang ky ho kinh doanh thi Co quan dang
ky kinh doanh cip xa y&u cau ho kinh doanh
bao cdo theo quy dinh tai khoan 6 Diéu 22
Nghi dinh s 168/2025/ND-CP.

Truong hop chua c6 tai khoan dinh danh Ban sao 01
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dién tr dé thuc hign xac thuc dién tur thi ho
so dang ky hd kinh doanh phai kém theo ban
sao thé Can cudc hodc thé Can cudc cong
dan con hiéu lyc cia ngudi uy quyén.

3. Céch thirc, dia chi ndp ho so, nhin két qua giai quyét TTHC

STT Céach thirc ndp, nhin két qua Dia chi cu thé

Tai céc diém phuc vu hanh chinh
cong cap xa, phuong (theo thong
bao cua cap c6 tham quyén)

Céac diém phuc vu hanh chinh cong cap x4,
phuong

Theo dia chi: Piém phuc vu hanh

2. | Pang ky qua dich vu buu chinh chinh cong cép xa, phuong

Hodc nop ho so truc tuyén qua mang dién tu Theo dia chi:
tai dia chi: https://hokinhdoanh.dkkd.gov.vn

4. Thoi gian giai quyét, phi, 18 phi, mirc d9 cung cip dich vu cong triee tuyén

Mirc thu Cung cap dich

Thoi gian giai quyét (PVT: Viét Nam dong) vu cong truc

Ngay lam viée | Gio' 1am viéc Phi Lé phi tuyén

*. Cap lai do bi 08 gio Khong 100.000  dong | Toan trinh
mat, chay, (ndp truc tiép tai
rach, nat hoac BPMC/qua don vi
bi tiéu hay Buu chinh);

dudi hinh thac - Khong thu (ndp
khéac: 01 (mot) truc tuyén).

ngay lam viéc
ké tr ngay
nhan duoc van
ban dé nghi.

*, C&c truong
hop cap doi 24 gio
Gidy chung
nhan dang ky
ho kinh doanh:
03 (ba) ngay
lam viée ké tur
ngay nhan
duoc van ban
dé nghi.

5. Céc biéu miu trong giai quyét TTHC

STT Tén bi¢u miu Co'sé phap Iy

1. | Gidy de nghi ding ky thay doi ndi dung dang ky ho kinh | Thong  tu  s0
doanh (Mau s0 2, Phu luc II, Thong tu so 68/2025/TT- | 68/2025/TT-BTC
BTC ngay 01/7/2025 ctia B trudong Bo Tai chinh).

2. | Giay dé nghi dang ky tam ngimng kinh doanh/tiép tuc kinh | Thong  tu 50
doanh trude thoi han da dang ky cua ho kinh doanh (Mau | 68/2025/TT-BTC
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s6 3, Phu lyc II, Thong tu sd 68/2025/TT-BTC ngay
01/7/2025 ctia Bo trudng B Tai chinh).

Gidy dé nghi cap lai Gidy chimg nhn dang ky ho kinh
doanh (Mau s6 5, Phu luc II, Thong tu s6 68/2025/TT-
BTC ngay 01/7/2025 cua B0 truong B Tai chinh).

Thong tu  s0
68/2025/TT-BTC

Giay chimg nhan dang ky ho kinh doanh (Dung trong
truong hop cip lai do mét, chay, rach, nat hodc bi tiéu huy
dué6i hinh thirc khac) (Mau sb 9, Phy luc II, Thong tu sb
68/2025/TT-BTC ngay 01/7/2025 cua B¢ truéng Bo Tai
chinh).

Thong tu  s0
68/2025/TT-BTC

Gidy ching nhan dang ky ho kinh doanh (Mau s 7, Phu
luc II, Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cua
Bo truong BO Tai chinh).

Thong tu  sb
68/2025/TT-BTC

Gidy x4c nhan vé viéc ho kinh doanh ding ky tam ngirng
kinh doanh/tiép tuc kinh doanh truéc thoi han di ding ky
(Mau sb 20, Phu luc II, Thong tu s6 68/2025/TT-BTC
ngay 01/7/2025 cia B truong B Tai chinh).

Thong tu  sb
68/2025/TT-BTC

Thong bao vé viée sura d6i, bo sung ho so dang ky ho kinh
doanh (Mau s6 10, Phu luc II, Thong tu s6 68/2025/TT-
BTC ngay 01/7/2025 cua B0 trudng Bo Tai chinh).

Thong tu s
68/2025/TT-BTC

Giay tiép nhan hf:) s0 va hen tra két qua ho so dang ky ho
kinh doanh (Mau s6 17, Phy luc II, Thong tu so
68/2025/TT-BTC ngay 01/7/2025 cta Bo truong Bo Tai
chinh).

Thong tu s
68/2025/TT-BTC

Giay tiép nhan ho so va hen tra két qua ho so ding ky ho
kinh doanh qua mang thong tin dién tir (Mau sb 18, Phu
luc 11, Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cia
Bo6 trudng Bo Tai chinh).

Thong tu  s0
68/2025/TT-BTC

10.

Mau Phicu kiém sodt qué trinh gidi quyét ho so (Mau s0
05 Thong tu s 01/2018/TT-VPCP).

Thong tu  sO
01/2018/TT-VPCP

11.

Mau Phiéu xin 16i va hen lai ngay tra két qua (Mau so 04
Thong tu s6 01/2018/TT-VPCP).

Thong tu 80
01/2018/TT-VPCP

12.

Mau S6 theo ddi ho so (Mau sd 06 Thong tu sb
01/2018/TT-VPCP).

Thong tu 80
01/2018/TT-VPCP

6. Quy trinh gidi quyét

dé nghi ding ky ho
kinh doanh hoac
nguoi  dugc uy
quyén thuc hién tha
tuc dang ky ho kinh

dang ky ho kinh doanh

hanh chinh cong xa/phuong hodc
iy quyén cho don vi cung cap dich
vu buu chinh thuc hién thu tuc

Thoi gian
. \ iai quyet

Tén buéce bon V*T.%“"’" thye Noi dung cong viéce i téiq dg
en (DVT: Gio

lam viéc)

*, Truwong hop diang ky truc tlep hoac qua dich vu buu chinh
Bude 1 Nguoi c6 tham | Nop ho so dang ky thanh l1ap ho | Gid hanh
Nop hé so | quyén ky vin ban | kinh doanh tai cac Diém phuc vu | chinh
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doanh.

Budce 2
Ti€p nhan
ho so

- Cac diém phuyc vu
hanh chinh cong
xa/phudng

- Nguoi noép hod so
dang ky thong tin
noi nhian két qua
giai quyét TTHC

- Tiép nhén, s6 hoa toan bd ho so,
dat tén van ban dién tu twong ung
v6i tén loai gidy to trong hd so
ding ky ho kinh doanh biang ban
gidy va dinh kém lén Hé thong
thong tin vé ding ky ho kinh
doanh ghi gidy tlep nhan, noi nhan
két qua (theo dé nghi cua cong
dan), hen ngay tra két qua theo quy
dinh.

Luu ¥ truong hop tiép nhén phi dia
gioi:

(1) Trén Hé théng PKHKD cén bo
tiép nhan ho so ndép vao Co quan
PKKD cép xd/phudng noi HKD
dat tru so;

(2) Néu cong dan dang ky tra két
qua qua buu dién/hodc tai Diém
phuc  vu hanh chinh cong
xa/phuong noi HKD dat tru sé: BP
tiép nhan gui hé so goéc qua buu
dién cho Co quan PKKD cip
xd/phuong noi HKD dat try s¢ dé
don vi luu hd so goc cung két
qua/hodc tra lai hd so goc cho
HKD trong trudng hop hd so bi
yéu cau sia doi, bd sung. Thoi
gian gui buu dién ngay trong ngay
tlep nhan, hodc ngay hém sau (néu
tiép nhan cubi gio chiéu);

3) Néu cong dan ding ky nhan két
qua tai Piém phuc vu hanh chinh
cong xa/phuong noi tlep nhan phi
dia gidi: giir lai hd so gc:

- Truong hop hd so chua hop 18:
Tra cong dan hd so gbc cung véi
Thong bao stra ddi, bo sung do Co
quan PKKD cip xa/phudng noi
HKD dat tru sé ban giao;

- Trudng hop hd so hop 18: sau khi
tra két qua, Piém phuc vu hanh
chinh cong x&/phuong phi dia gioi
ban giao lai ho so gbc (qua duong
buu dién) cho Co quan DKKD cap
xd/phuong noi HKD dat try s¢ de
lru gitt ho so gbc

Budc 3

Lanh dao co quan

Phén cong chuyén vién xir 1y ho so

Gio hanh
chinh
- Cac truong
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Phan cong

dang ky kinh doanh

sau khi tiép nhan

hop cap doi

xu ly cap xa/phuong Gidy chung
nhan dang ky
ho kinh
doanh: 2 gio
- Céap lai do
bi mat, chay,
rach, nat
hoac bi tiéu
huy dudi
hinh  thac

khac: 1 gio
Budc 4 Chuyén vién co | Chuyén vién tién hanh xem xét | - Cac trudng
Thulyva | quan ding ky kinh | tinh hop 1¢ ciia ho so: hop cép doi
giai quyét | doanh cap | - Ho so khong du diéu kién: Dy | Gidy chung
ho so xa/phuong thao thong bao hudng dan sira doi | nhan ding ky
bd sung, néu 13 1y do. ho kinh
- Ho so du diéu kién: Hoan thién | doanh: 12

hé so, chuyén Lanh dao phong. gio

- Céap lai do
bi mat, chay,
rach, nat
hoac bi tiéu
huy dudi
hinh  thac

khac: 3 gio
Budc 5 Lanh dao co quan | * Néu dong y: - Cac truong
Phé duyét | diang ky kinh doanh | - Truong hop hd so hop 18: phé | hop cap doi
két qua cap xa/phuong duyét noi dung két qua dang ky ho | Gidy ching
kinh doanh nhén dang ky
- Truong hop ho so khong hop 18: | ho kinh
Phé duyét ndi dung thong bao | doanh: 4 gio
huong dan stra d6i bo sung - Cép lai do
* Néu khong dong ¥: chuyén lai | bi mat, chay,
B4. rach, nat
hoac bi tiéu
huy dudi
hinh  thac

khac: 2 gio
Budc 6 Lanh dao co quan | - Ky Thong bao yéu cdu stra doi bo | - Céc trudng
Thong bao | ding ky kinh doanh | sung  d6i voi truong hop hd so | hop cip doi
két qua cap xd/phuong khong hop 1¢. Gidy ching
- Chap thuan trén hé théng d6i voi | nhan dang ky
hé so hop 16 ho kinh
- Chuyén lai chuyén vién in két | doanh: 2 gid
qua ban gidy dé trinh lanh dao ky | - Cép lai do

két qua chuyén vin thu phat hanh

bi mat, chay,
rach, nat
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hoac bi tiéu

huy dudi
hinh  thac
khac: 1 gio
Budc 7 Van thu Phat hanh két qua 1a ban gidy | - Céac trudng
Phéat hanh Thong bao yéu cau sira doi bod | hop cap doi
két qua sung hodc Gidy chung nhan HKD | Gidy chimng
va ban giao két qua: nhan dang ky
(1) Néu cong dan dang ky tra két | ho kinh
qua qua buu dién: van thu ban giao | doanh: 2 gio
két qua cho don vi buu dién - Cép lai do
(2) Néu cong dan ding ky tra két | bi mat, chay,
qua tai Piém phuc vu hanh chinh | rach, nat
cong xa/phuong noi HKD dat try | hoac bi tiéu
so: ban giao két qua cho Piém | huy dudi
phuc vy hanh chinh cong | hinh thac
xa/phuong; khéc: 1 gio
(3) Néu cong dan ding ky nhan két
qua tai Diém phuc vu hanh chinh
cong xa/phudng noi tiép nhan phi
dia giodi: ban giao két qua cho don
vi buu dién gui DPiém phuc vu
hanh chinh c6ng xa/phuong noi
tiép nhan phi dia gii dé tra cong
dan
Bude 8 - Pbiém phuc vu | Tra két ‘qua dang ky ho kinh doanh | Gio hanh
Tra két qua | hanh chinh cong | truc tiép cho t6 chie/ c4 nhan. | chinh
cho t6 chure/ | x3/phudng (truong hop ho so chua hop ¢, tra
ca nhan - Pon vi cung cip | két qua giai quyét TTHC cung véi
dich vy buu chinh | h so gdc ctia cong dan)
Budc 9 Van thu, Iuu triv Can bo diém phuc vu hanh chinh | Gid hanh
Théng ké cong xa/phuong/ co quan dang ky | chinh
theo ddi kinh doanh cap x3, Cong chtrc ¢o
trach nhiém thong ké cac TTHC
thuc hién tai don vi vao s6 thong
ké két qua thyc hién TTHC, ban
giao luu trit hd so theo quy dinh
cua don vi.
Tong thoi gian: *_Cap lai do

bi mat, chay,
rach, nat
hoac bi tiéu

huy dudi
hinh thirc
khac: 01
(mot)  ngay
lam viéc

*, Cac
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truong  hop
cap d6i Gidy
ching nhan
dang ky ho

kinh doanh:
03 (ba) ngay
lam viéc
*, Trwong hop dang ky qua mang dién tir
Budc1 |Ngudi c6 tham | Nguoi ndp ho so ké khai thong tin, | Ca ngay
Nop hé so | quyén ky vin ban | tai vin ban dién ttr, st dung chir ky
dé nghi dang ky ho | sé dé ky xac thuc hd so ding ky ho
kinh doanh hodc | kinh doanh qua mang thong tin
nguoi  dugc Uy | dién tir va thanh toan phi, 1€ phi
quyén thyc hién thi | dang ky ho kinh doanh theo quy
tuc ding ky ho kinh | trinh trén Hé thong thong tin dang
doanh ky ho kinh doanh
(https://hokinhdoanh.dkkd.gov.vn).
- Ké khai thong tin nguoi nhan, sd
dién thoai ngudi nhan va noi nhan
két qua giai quyét TTHC trén Hé
thong thong tin dang ky ho kinh
doanh (néu ding ky nhan két qua
qua buu di¢n)
Budc 2 Lanh dao co quan | Phan cong chuyén vién xtr Iy ho so | - Cac trudng

Phan cong
xur 1y ho so

dang ky kinh doanh
cap xa/phuong

sau khi ti€p nhan

hop cap doi
Gidy chung
nhéan dang ky
ho kinh
doanh: 2 gio
- Cép lai do
bi mat, chay,
rach, nat
hoac bi tiéu

huy dudi
hinh  thac

khac: 1 gio
Budc 3 Chuyén vién co | Chuyén vién tién hanh xem xét |- Cac trudng
Thu Iy, giai | quan dang ky kinh | tinh hop 18 cta ho so: hop cap doi
quyét ho so | doanh cap | - Ho so khong du diéu kién: Dy | Gidy chung
xa/phudong thao thong bao hudéng dan sira ddi | nhan dang ky
bd sung, néu 13 1y do. ho kinh
- Hd so du diéu kién: Hoan thién | doanh: 12

h6 so, chuyén Lanh dao phong. gio

- Cép lai do

bi mat, chay,
rach, nat
hoac bi tiéu
huy dudi



https://hokinhdoanh.dkkd.gov.vn/

462

hinh thirc
khac: 3 gio

Budc 4
Phé duyét
két qua

Lanh dao co quan
dang ky kinh doanh
cap xa/phuong

* Néu dong v

- Trudng hop hd so hop 18: phé
duyét noi dung két qua dang ky ho
kinh doanh

- Truong hop ho so khong hop 18:
Phé duyét néi dung thoéng bao
huong dan stra d6i bd sung

* Néu khong dong y: chuyén lai
B3.

- Cac truong
hop cap doi
Gidy chung
nhan dang ky
ho kinh
doanh: 4 gio
- Cap lai do
bi mat, chay,
rach, nat
hoac bi tiéu
huy dudi
hinh  thac
khac: 2 gio

Budc 5
Thong bao
két qua

Lanh dao co quan
dang ky kinh doanh
cap xa/phuong

- Guri Thong bao yéu cau stra doi
bd sung (tra tr dong qua Hé thong
thong tin dang ky ho kinh doanh)
dbi vé6i truong hop hd so khong
hop 1¢€.
- Chap thuan trén hé théng ddi voi
ho so hop 1
- Ky s6 két qua dang ky ho kinh
doanh d6i voi truong hop két qua
la ban dién tr (chi thuc hién khi
trién khai ky s6 két qua dang ky ho
kinh doanh).
- Chuyén lai chuyén vién in két
qua ban gidy dé trinh lanh dao ky
két qua chuyén van thu phat hanh
trong trudng hop chua trién khai
ky s6 két qua ding ky ho kinh
doanh

- Cac truong
hop cip ddi
Gidy chung
nhén dang ky
ho kinh
doanh: 2 gio
- Cap lai do
bi mat, chay,
rach, nat
hoac bi tiéu
huy dudi
hinh  thac
khéc: 01 gio

Budc 6
Phét hanh
két qua

Van thu

Phat hanh két qua

- P6i voi truong hop ky s6 két qua
dang ky ho kinh doanh: ky bang
chit ky s6 to chirc cia co quan
dang ky kinh doanh cip x4 (tra tu
dong qua Hé thong thong tin ding
ky ho kinh doanh).

- Trudng hop chua trién khai ky sé
két qua dang ky ho kinh doanh thi
phat hanh két qua 1a ban gidy va
ban giao két qua:

(1) Néu cong dan ding ky tra két
qué qua buu dién: van thu ban giao
két qua cho don vi buu dién
(2) Néu cong dan dang ky tra két

- Céc truong
hop cap doi
Gidy chung
nhéan dang ky
ho kinh
doanh: 2 gio
- Cép lai do
bi mat, chay,
rach, nat
hoac bi tiéu
huy dudi
hinh thac
khac: 1 gio
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qua tai DPiém phuc vu hanh chinh
cong xd/phudng: ban giao két qua
cho Piém phuc vu hanh chinh
cong xa/phuong;

Budc 7 - Piém phuc vu | Vin thu phong ban giao cho don vi | Gid hanh
Tra két qua | hanh chinh cong | cung cap dich vu buu chinh cong | chinh
cho t6 chire/ | xa/phudng. ich tra két qua cho doanh nghiép
canhan d6i | - Pon vi cung cép
voi truong | dich vu buu chinh
hop két qua
1a ban gidy

Budc 8 Van thu, luu trit - Can bo Diém phuc vy hanh chinh | Gid hanh

Théng ké cong xa/phuong/ co quan dang ky | chinh
theo doi kinh doanh cép xa, Cong chirc ¢o
trach nhiém théng ké cac TTHC
thuc hién tai don vi vao sd théng
ké két qua thyc hién TTHC, ban
giao luu trir ho so theo quy dinh
cua don vi.
Tong thoi gian: *Cap lai do

bi mat, chay,
rach, nat
hoac bi tiéu

huy dudi
hinh thic
khac: 01
(modt)  ngay
lam viéc.

*, Céc
truong  hop

cap d6i Gidy
chung nhan
dang ky ho
kinh doanh:
03 (ba) ngay
lam viéc

7. Trach nhiém tra ho so, két qua gidi quyét va lwu trir ho so TTHC

Trach nhiém

Diém phuc vu hanh
chinh cong xa/phwong

Co quan giai quyét ho so

Tra ho so, két qua

cong quoc gia.

- Chuyén ho so, két qua giai
quyét TTHC ban gidy vé Piém
phuc vu hanh chinh cong dam
bao thoi han tra két qua.

- Tra két qua giai quyét TTHC
ban dién, tor trén Céng Dich vu

Luu trir

- SO theo dbi ho so (Mau

- HO so t6 chirc/cad nhan ndp;
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s6 06 Thong tu
01/2018/TT-VPCP)

sO

Giay tiép nhan ho so va hen tra
két qua; (d6i vé6i truong hop
nop ho so gidy).

- Gidy chiing nhan dang ky ho
kinh doanh dugc cap lai/ Gidy
ching nhan dang ky ho kinh
doanh cho hd kinh doanh;
Thong bao vé viéc sira d6i, bd
sung hod so; Phiéu xin 131 va
hen lai ngay tra ket qua
(trwong hop giai quyét hd so
cham muon).

- S6 theo ddi ho so (néu tra két
qua 13 ban giy).
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6. Durng thye hién thi tuc ding ky ho kinh doanh (QT-XP-06)

1. Co sé phap ly

- Luét Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020;

- Luét sd 76/2025/QH15 ngay 17/6/2025 stra d6i, bo sung mot sd diéu cua Luat
Doanh nghiép;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;

- Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cua Bo truong Bo Tai chinh ban
hanh biéu mau sir dung trong ding ky doanh nghiép, ding ky ho kinh doanh;

- Thong tu 85/2019/TT-BTC ngay 29/11/2019 cuia Bo Tai chinh huéng din vé phi
va 1é phi thudc tham quyén quyét dinh ciia Hoi dong nhan dan tinh, thanh phé truc thudc
Trung wong.

- Nghi quyét sb 06/2020/NQ-HDND ngay 07/7/2020 cia Hoi dong nhin dan
Thanh phé Ha Noi vé viéc ban hanh mot sd Quy dinh thu phi, 1¢ phi trén dia ban thanh
phé Ha Noi thudc thdm quyén quyét dinh ctiia Hoi dong nhan dan thanh phd.

- Nghi quyét sé 07/2023/NQ-HPND ngay 04/7/2023 cta Hoi dong nhin dan
Thanh phd Ha Noi vé viéc thu phi, 1¢ phi thudc thAm quyén quyét dinh ciia Hoi dong
nhan dan thanh phé trén dia ban Thanh phé Ha Noi.

2. Thanh phan hd so

. Bén sao/ X
STT Tén ho so ban chinh SO lwgng
1. | Giay dé nghi dung thuc hién thu tuc dang ky Bén chinh 01
ho kinh doanh.

* Truong hop uy quyén thyuc hién thi tuc thi ho so phai kém theo mét trong nhitng giay
to sau:

1. | Truong hop ty quyén cho ca nhan thuc hién

thu tuc dang ky ho kinh doanh, kém theo ho
so dang ky hg kinh doanh phai c6 van ban
iy quyén cho cé nhéan thyc hién tha tuc lién Ban chinh 01
quan dén dang ky ho kinh doanh. Vin ban
Uy quyén ndy khéng bit budc phai cong
chirng, chiing thuc.
2. | Truong hop uy quyén cho t6 chire thue hién | Ban sao hoic 01
thu tuc dang ky ho kinh doanh, kém theo hd |  ban chinh
so dang ky ho kinh doanh phai c6 ban sao
hop ddng cung cép dich vu véi té chic lam
dich vu thuc hién thu tuc lién quan dén dang
ky ho kinh doanh, gidy gi6i thiéu cia to
chirc d6 cho ca nhan truc tiép thuc hién thua
tuc lién quan dén dang ky ho kinh doanh.

3. | Trudong hop uy quyén cho don vi cung cdp | Ban sao hoic 01
dich vy buu chinh cong ich thuc hi¢n thu tuc ban chinh

dang ky hg kinh doanh thi khi thyc hién thu
tuc dang ky ho kinh doanh, nhan vién buu
chinh phai ndp ban sao phiéu giri hd so theo
mau do doanh nghiép cung tmg dich vu buu
chinh cong ich phat hanh c6 chir ky xac
nhan cua nhan vién buu chinh va chu hd
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kinh doanh.

Truong hop ty quyén cho don vi cung cip
dich vu buu chinh khong phai 1a buu chinh
cong ich thuc hién thu tuc dang ky hé kinh
doanh thi viéc uy quyén thuc hién theo quy
dinh tai muc 2

Ban sao 01

Nguoi Gy quyén va ngudi dugc ty quyen
thuc hién thu tuc dang ky ho kinh doanh
chiu trach nhiém truéc phap luat vé tinh hop
phap, trung thuc va chinh xac cua viéc uy
quyen Nguoi uy quyén va ngudi duoc uy
quyén phai thuc hién xac thuc dién tur dé
dugc cap diang ky ho kinh doanh. Trudng
hop viéc x&c thuc dién tir bi gian doan thi
nguoi uy quyén thuc hién viéc xac thuc dién
tir sau khi duoc cp dang ky ho kinh doanh.
Truong hop nguoi ay quyén khdng xéac nhan
hodc xac nhan khong ay quyén thyc hién thia
tuc dang ky ho kinh doanh thi Co quan dang
ky kinh doanh cap x& yéu cau ho kinh doanh
bao cao theo quy dinh tai khoan 6 Diéu 22
Nghi dinh s6 168/2025/ND-CP.

Truong hop chua cé tai khoan dinh danh
dién tir dé thuc hién xéac thuc di¢n tir thi ho
so dang ky hg kinh doanh phai kém theo ban
sao thé Can cudc hodc thé Can cudc cong
dan con hiéu lyc cta ngudi uy quyén.

Ban sao 01

. Cach thirc, dia chi ndp ho so, nhin két qua giai quyét TTHC

STT

Ciach thirc ndp, nhin két qua

Pia chi cu thé

Céac diém phuc vu hanh chinh céng cap x4,
phuong

Tai cac diém phuc vu hanh chinh
cong cap xa, phuong (theo thong
bao cua cap c6 tham quyén)

Dang ky qua dich vu buu chinh

Theo dia chi: Piém phuc vu hanh
chinh cong cap xa, phuong

Hoic ndp hd so truc tuyén qua mang dién tir
tai dia chi:

Theo dia chi:
https://hokinhdoanh.dkkd.gov.vn

4. Thoi gian giai quyét, phi, 18 phi, mirc d§ cung cip dich vu cong triee tuyén

Théi gian giai quyét

Mirc thu Cung cép dich
(PVT: Vit Nam dong) vu cong truc

Negay lam viéc | Gio' lam viéc Phi

L¢ phi tuyén

Viéc

03 ngay lam 24 gio Khdng Khong Toan trinh

5. Cac biéu miu trong gisi quyet TTHC

| STT |

Tén biéu miu

\ Co s6 phap ly
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Gidy deé nghi dimg thyc hién thu tuc dang ky ho kinh
doanh (Mau s6 6, Phu luc II, Thong tu s6 68/2025/TT-
BTC ngay 01/7/2025 cua B truong Bo Tai chinh).

Thong tu  sd
68/2025/TT-BTC

Thong bao vé viéc durng/tir chdi dung thuc hién thu tuc
ding ky ho kinh doanh (Mau sé 26, Phy luc II, Thong tu
s6 68/2025/TT-BTC ngay 01/7/2025 cua Bo truong Bo
Tai chinh).

Thong tu  sd
68/2025/TT-BTC

Thong bao vé viéc stra doi, bd sung ho so dang ky ho kinh
doanh (Mau s6 10, Phu luc II, Thong tu s6 68/2025/TT-
BTC ngay 01/7/2025 cua B0 trudng Bo Tai chinh).

Thong tu  sb
68/2025/TT-BTC

Gidy tiép nhan h(i) s0' va hen tra két qua hd so ding ky ho
kinh doanh (Mau s0 17, Phu luc II, Thong tu so
68/2025/TT-BTC ngay 01/7/2025 cua B truéng Bo Tai
chinh)

Thong tu  sb
68/2025/TT-BTC

Giay tiép nhan ho so va hen tra két qua ho so dang ky ho
kinh doanh qua mang thong tin dién tir (Mau s6 18, Phu
luc II, Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cia
B9 trudng BO Tai chinh).

Thong tu s
68/2025/TT-BTC

Mau Phicu kiém sodt qué trinh gidi quyét ho so (Mau so
05 Thong tu s 01/2018/TT-VPCP).

Thong tu  s0
01/2018/TT-VPCP

Mau Phiéu xin 16i va hen lai ngay tra két qua (Mau so 04
Thong tu s6 01/2018/TT-VPCP).

Thong tu s
01/2018/TT-VPCP

Mau SO theo ddi hé so (Mau s6 06 Thong tu sd
01/2018/TT-VPCP).

Thong tu  s0
01/2018/TT-VPCP

6. Quy trinh gidi quyét

Thoi gian
. L. iai quyet
Tén buéce bon V;/llj'gu’m thye Noi dung cong viéce i téiq dg
en (DVT: Gio
lam viéc)
*. Truwong hop dang ky truc tlep hoac qua dich vu buu chinh
Budc 1 Nguoi c6 tham | Nop ho so ding ky thanh 1ap ho | Gio hanh
Nop hé so | quyén ky van ban | kinh doanh tai cac Piém phuc vu | chinh
dé nghi dang ky ho | hanh chinh cong xa/phudong hodc
kinh doanh hodc | uy quyén cho don vi cung cap dich
ngudi duoc uy | vu buu chinh thuc hién thu tuc
quyén thyc hién thi | dang ky ho kinh doanh
tuc dang ky ho kinh
doanh.
Budc 2 - Cé4c diém phuc vu | - Tiép nhan, sd hoa toan bo hé so, | Gid hanh
Tiépnhan | hanh chinh cbng | dat tén vin ban dién tir twong tng | chinh
hd so xa/phuong v6i tén loai gidy to trong hd so
- Nguoi noép hd so dang ky ho kinh doanh bang ban
dang ky thong tin | giay va dinh kém lén H¢ thong
noi nhan két qua|thong tin vé diang ky ho kinh
giai quyét TTHC doanh ghi gidy tiép nhan, noi nhan
két qua (theo dé& nghi cta cong
dan), hen ngay tra két qua theo quy
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dinh.
Luu ¥ truong hop tiép nhén phi dia
101
(1) Trén H¢ thong DKHKD cén bo
tiép nhan ho so ndp vao Co quan
PKKD cip xd/phuong noi HKD
dat tru so;
(2) Néu cong dan ding ky tra két
qua qua buu dién/hodc tai Piém
phuc  vu hanh chinh cOng
xa/phuong noi HKD dat tru sé: BP
tiép nhan gui hd so gdc qua buu
dién cho Co quan PKKD cip
xa/phuong noi HKD dat try so dé
don vi luu hd so goc cung két
qua/hodc tra lai hd so géc cho
HKD trong truong hop hd so bi
yéu cau stra doi, bd sung. Thoi
gian gui buu dién ngay trong ngay
t1ep nhén, hoac ngay hom sau (néu
tiép nhan cubi gio chiéu);
(3) Néu cong dan ding ky nhan két
qua tai Piém phuc vu hanh chinh
cong xa/phuong noi t1ep nhan phi
dia gidi: giir lai ho so gdc:
- Truong hop hd so chua hop 18
Tra cong dan hd so gbc cung véi
Thong bao stra doi, bo sung do Co
quan PKKD cidp xa/phudng noi
HKD dat tru sé ban giao;
- Truong hop hd so hop 1¢&: sau khi
tra két qua, Piém phyc vu hanh
chinh cong xa/phuong phi dia gidi
ban giao lai hd so gdc (qua dudng
buu dién) cho Co quan DPKKD cép
x@/phuong noi HKD dat tru s dé
Iuu giit ho so gbc

Budc 3 Lanh dao co quan | Phan cong chuyén vién xtr 1y ho so | 2 gid
Phan cong | dang ky kinh doanh | sau khi tiép nhan
Xt Iy cap xa/phuong
Budc 4 Chuyén vién co | Chuyén vién tién hanh xem xét | 12 gio
Thulyva |quan ding ky kinh | tinh hop 1& ctia ho so:
giai quyét | doanh cap | - HO so khong du diéu kién: Dy
hd so xa/phudng thao thong bao huong dan stra doi

b6 sung, néu 10 ly do.
- HO so du dicu kién: Hoan thién
ho so, chuyén Lanh dao phong.
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Budc 5
Phé duyét
két qua

Lanh dao co quan
dang ky kinh doanh
cap xa/phuong

* Néu dong y:

- Trudng hop hd so hop 18: phé
duyét noi dung két qua dang ky ho
kinh doanh

- Trudng hop hd so khong hop 18:
Phé duyét néi dung thong bao
hudng dan sira d6i b sung

* Néu khong dong ¥: chuyén lai
B4.

4 gio

Budc 6
Thong bao
két qua

Lanh dao co quan
dang ky kinh doanh
cap xa/phuong

- Ky Thong bao yéu cau stra d6i bo
sung d6i vé6i truong hop hd so
khong hop 1€.

- Chap thuan trén hé théng ddi voi
hé so hop 18

- Chuyén lai chuyén vién in két
qua ban glay dé trinh 1anh dao ky
két qua chuyen van thu phat hanh

2 gio

Budce 7
Phat hanh

két qua

Van thu

Phat hanh két qua 13 ban gidy
Thong bao yéu cau sira doi bod
sung hodc Gidy chting nhan HKD
va ban giao két qua:

(1) Néu cong dan dang ky tra két
qua qua buu dién: van thu ban giao
két qua cho don vi buu dién
(2) Néu cong dan dang ky tra két
qua tai Piém phuc vy hanh chinh
cong xa/phuong noi HKD dat tru
sO: ban giao két qua cho Piém
phuc  vu hanh chinh cong
xa/phuong;
(3) Néu cong dan ding ky nhan két
qua tai DPiém phuc vu hanh chinh
cong xa/phudng noi tiép nhan phi
dia gidi: ban giao két qua cho don
vi buu dién guri Piém phuc vu
hanh chinh coéng xa/phuong noi
tiép nhan phi dia gidi dé tra cong
dan

4 gio

Buoc 8
Tra két qua
cho t6 chire/

ca nhan

- Piém phuc wvu
hanh chinh céng
xa/phudng

- Pon vi cung cip
dich vu buu chinh

Tra két qua dang ky ho kinh doanh
tryc tiép cho to chirc/ ca nhén.
(truong hop ho so chua hop 1¢, tra
két qua giai quyét TTHC cung véi
ho so gbc ciia cong dan)

Gio hanh
chinh

ch’rc 9
Thong ké
theo doi

Van thu, luu trix

Can bo diém phuc vu hanh chinh
cong xa/phuong/ co quan dang ky
kinh doanh cip xi, Coéng chirc co
trach nhiém thong ké cac TTHC
thuc hién tai don vi vao sd théng

Gio hanh
chinh
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ké ket qua thyc hién TTHC, ban
giao luu trt ho so theo quy dinh
cua don vi.

Tong thoi gian: 03 ngay
*, Trudng hgp ding ky qua mang dién tir
Budc1 |Ngudi c6 tham | Nguoi ndp ho so ké khai thong tin, | Ca ngay
Nop hd so | quyén ky vin ban | tai vin ban dién tir, st dung chit ky
dé nghi dang ky ho | sé dé ky xac thuc hd so ding ky ho
kinh doanh hoac | kinh doanh qua mang thong tin
nguoi  dugc Uy | dién tir va thanh toan phi, 1€ phi
quyén thyuc hién thi | ddng ky ho kinh doanh theo quy
tuc ding ky ho kinh | trinh trén Hé thdng thong tin ding
doanh ky ho kinh doanh
(https://hokinhdoanh.dkkd.gov.vn).
- K¢ khai thong tin nguoi nhan, sd
dién thoai nguoi nhan va noi nhan
két qua giai quyét TTHC trén Hé
théng thong tin ding ky ho kinh
doanh (néu ding ky nhan két qua
qua buu di¢n)
Budc 2 Lanh dao co quan | Phan cong chuyén vién xir 1y ho so | 2 gid
Phan cong | dang ky kinh doanh | sau khi tiép nhan
xtt Iy hd so | cAp xd/phuong
Bude 3 Chuyén vién co | Chuyén vién tién hanh xem xét | 12 gio
Thu ly, giai | quan dang ky kinh | tinh hop 18 cta hd so:
quyét ho so | doanh cip | - Ho so khéng du diéu kién: Du
xa/phudng thao thong bao hudng dan sira ddi
b sung, néu rd 1y do.
- Hd so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.
Budc 4 Lanh dao co quan | * Néu dong y: 4 gio
Phé duyét | dang ky kinh doanh | - Trudng hop hd so hop 18: phé
két qua cap xa/phuong duyét noi dung két qua dang ky ho
kinh doanh
- Truong hop ho so khong hop 18:
Phé duyét noi dung thong bao
hudng dan sira d6i bo sung
* Néu khong dong ¥: chuyén lai
B3.
Budc 5 Lanh dao co quan |- Giri Thong bio yéu cau sira doi | 2 gid
Thong bao | dang ky kinh doanh | bo sung (tra ty dong qua Hé thong
két qua cap xd/phuong thong tin dang ky ho kinh doanh)

d6i voi trudng hop hd so khong
hop I¢.

- Chép thuén trén hé thong doi voi
hd so hop 1&

- Ky s6 két qua ding ky ho kinh
doanh ddi véi truong hop két qua
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la ban dién tr (chi thuc hién khi
trién khai ky sb két qua dang ky ho
kinh doanh).

- Chuyén lai chuyén vién in két
qua ban gidy dé trinh lanh dao ky
két qua chuyén van thu phat hanh
trong truong hop chua trién khai
ky s6 két qua ding ky ho kinh
doanh

Budc 6
Ph{it hanh
két qua

Van thu

Phét hanh két qua

- B6i voi truong hop ky sé két qua
ding ky ho kinh doanh: ky bang
chir ky s6 to chirc cia co quan
dang ky kinh doanh cép xa (tra ty
dong qua Hé thong thong tin ding
ky hd kinh doanh).

- Trudng hop chua trién khai ky sé
két qua dang ky ho kinh doanh thi
phat hanh két qua 13 ban gidy va
ban giao két qua:

(1) Néu cong dan dang ky tra két
qua qua buu dién: van thu ban giao
két qua cho don vi buu dién
(2) Néu cong dan ding ky tra két
qua tai DPiém phuc vu hanh chinh
cong xa/phudng: ban giao két qua
cho Piém phuc vu hanh chinh
cong xa/phuong;

4 gio

Budc 7
Tra két qua
cho t6 chure/
c4 nhan dbi

voi trudng
hop két qua
1a ban gidy

- Piém phuc wvu
hanh chinh céng
xa/phuong.

- Pon vi cung cip
dich vu buu chinh

Van thu phong ban giao cho don vi
cung cé]g dich vu buu chinh cong
ich tra két qua cho doanh nghiép

Gio hanh
chinh

Bqéc 8
Thong ké
theo doi

Van thu, luu triv

- Can bo Piém phuc vu hanh chinh
cong xa/phuong/ co quan dang ky
kinh doanh cap x3, Cong chtrc ¢o
trach nhiém théng ké cac TTHC
thuc hién tai don vi vao sd théng
ké két qua thyc hién TTHC, ban
giao luu trit hd so theo quy dinh
cua don vi.

Gi0 hanh
chinh

Tong thoi gian:

03 ngay

7. Trach nhiém tra ho so, két qua gidi quyét va lwu trir ho so TTHC

Trach nhiém

Piém phuc vu hanh
chinh cong xa/phwong

Co quan giai quyét ho so
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Tra ho so, két qua

- Chuyen ho so, ket qua giai
quyet TTHC ban glay vé Piém
phuc vu hanh chinh cong dam
bao thoi han tra két qua.

- Tra két qua giai quyét TTHC
ban dién tir trén Cong Dich vu
cong qudc gia.

Luu trtr

- S0 theo doi ho so (Mau
s6 06 Thong tu sd
01/2018/TT-VPCP)

- H so to chtrc/ca nhin nodp;
Giéy tiép nhan hd so va hen tra
két qua; (601 vol truong hop
nop ho so glay)

- Thong bao vé viéc dung thuc
hién thu tuc dang ky ho kinh
doanh; Thong bao vé viéc stra
d6i, bo sung ho so; Phiéu xin
16i va hen lai ngay tra két qua
(trwong hop giai quyét hd so
cham muon).

- S6 theo ddi ho so (néu tra két
qua 13 ban gidy).
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7. Cham dirt hoat dong hd kinh doanh (QT-XP-07)

1. Co s& phap ly

- Luét Doanh nghiép s6 59/2020/QH14 ngay 17/6/2020;

- Luét sd 76/2025/QH15 ngay 17/6/2025 stra d6i, bd sung mot sd diéu cua Luat
Doanh nghiép;

- Nghi dinh s6 168/2025/ND-CP ngay 30/6/2025 cua Chinh phu vé ding ky doanh
nghiép;

- Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cua Bo truong Bo Tai chinh ban
hanh biéu mau st dung trong ding ky doanh nghiép, dang ky ho kinh doanh;

- Thong tu 85/2019/TT-BTC ngay 29/11/2019 cuia Bo Tai chinh huéng din vé phi
va 1 phi thudc tham quyén quyét dinh cua Hoi dong nhan dén tinh, thanh phd truc thudc
Trung wong.

- Nghi quyét sb 06/2020/NQ-HDPND ngay 07/7/2020 ctia Hoi déng nhan dan
Thanh phd Ha Ngi vé viéc ban hanh mot s6 Quy dinh thu phi, 1 phi trén dia ban thanh
phé Ha Noi thudc thdm quyén quyét dinh ciia Hoi ddng nhan dan thanh ph.

- Nghi quyét sé 07/2023/NQ-HPND ngay 04/7/2023 cia Hoi dong nhan dan
Thanh phd Ha Noi vé viéc thu phi, 1¢ phi thudc thAm quyén quyét dinh ciia Hoi dong
nhan dan thanh phé trén dia ban Thanh phé Ha Noi.

2. Thanh phin h so

Ban sao/

STT Tén ho so . , S6 lwong
ban chinh
1. | Thong bao cham dut hoat dong ho kinh Ban chinh 01
doanh.
2. | Bién ban hop nhom cd nhan tham gia ho Ban chinh 01

kinh doanh vé viéc cham dat hoat dong ho
kinh doanh d6i voi truong hop ho kinh
doanh do nhém ca nhéan thanh lap trudc
ngay Nghi dinh sb 168/2025/ND-CP c¢6 hiéu
luc thi hanh.

* Trudng hop uy quyén thyuc hién thi tuc thi ho so phai kém theo mét trong nhitng giay
to sau:

1. | Truong hop ty quyén cho c4 nhan thuc hién
thu tuc dang ky ho kinh doanh, kém theo ho
so dang ky hg kinh doanh phai c6 van ban
uy quyén cho ca nhan thyc hién thu tuc lién Ban chinh 01
quan den dang ky hg kinh doanh. Véan ban
Gy quyén ndy khéng bit budc phai cong
chirng, chiing thuc.

2. | Truong hop uy quyén cho t6 chire thue hién | Ban sao hoic 01
thu tuc dang ky ho kinh doanh, kém theo hd |  ban chinh
so dang ky ho kinh doanh phai c6 ban sao
hop dong cung cap dich vu véi t6 chirc 1am
dich vu thyc hién thu tyc lién quan dén dang
ky ho kinh doanh, gidy gi6i thiéu cua to
chirc d6 cho ca nhan tryc tiép thyuc hién thu
tyc lién quan dén dang ky h¢ kinh doanh.

3. | Trudong hop uy quyén cho don vi cung cip | Ban sao hoic 01
dich vy buu chinh cong ich thuc hi¢n thu tuc ban chinh
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dang ky ho kinh doanh thi khi thyc hién thu
tuc dang ky ho kinh doanh, nhan vién buu
chinh phai ndp ban sao phiéu giri h6 so theo
mau do doanh nghiép cung tng dich vu buu
chinh cong ich phat hanh c6 chit ky xac
Nhan cta nhan vién buu chinh va chu ho
kKinh doanh.

Truong hop ty quyén cho don vi cung cip
dich vu buu chinh khéng phai 1a buu chinh
cong ich thuc hién thu tuc dang ky hd kinh
doanh thi viéc Uy quyén thuc hién theo quy
dinh tai muc 2

Ban sao 01

Nguoi Gy quyén va ngudi dugc ty quyen
thuc hién thu tuc dang ky ho kinh doanh
chiu trach nhiém trudc phap luat vé tinh hop
phap, trung thuc va chinh xac cua viéc uy
quyen Nguoi uy quyén va nguoi dugc uy
quyén phai thuc hién xac thuc dién tu dé
duogc cap dang ky ho kinh doanh. Trudng
hop viéc x&c thuc dién tir bi gian doan thi
ngudi Gy quyén thyuc hién viéc xac thuc dién
tir sau khi dugc cap ding ky ho kinh doanh,
Truong hop nguoi ay quyén khdng xéac nhan
hodc xac nhan khong ay quyén thuc hién tha
tuc dang ky ho kinh doanh thi Co quan dang
ky kinh doanh cap xa yéu cau ho kinh doanh
bao cao theo quy dinh tai khoan 6 Diéu 22
Nghi dinh sb 168/2025/ND-CP.

Truong hop chua c6 tai khoan dinh danh
dién tar dé thuc hién xac thuc dién tir thi ho
so dang ky hg kinh doanh phai kéem theo ban
sao thé Can cudc hodc thé Can cudc cong
dan con hiéu luc cta ngudi uy quyén.

Ban sao 01

. Cach thitc, dia chi ndp ho so, nhin két quia giai quyét TTHC

STT

Cach thirc ndp, nhin két qua

Pia chi cu thé

Cac diém phuc vu hanh chinh cong cép Xa,
phuong

Tai céc’ diém phuc vu hanh chinh
cong cap xd, phuong (theo thong
bao cua cap c6 tham quyén)

bang ky qua dich vu buu chinh

Theo dia chi: Piém phuc vu hanh
chinh cong cap xa, phuong

Hoic ndp hd so truc tuyén qua mang dién tir
tai dia chi:

Theo dia chi:
https://hokinhdoanh.dkkd.gov.vn

4. Thoi gian giai quyet phi, 18 phi, mirc d6 cung cap dich vu cong truc tuyen

Thaoi gian giai quyet

Mikc thu | Cung cép dich |
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(PVT: Viét Nam dong) vu cdng truc
Ngay lam viéc | Gio lam viéc Phi L¢ phi tuyén
05 ngay lam 40 gio Khéng Khong Toan trinh
Viéc
5. Cac biéu miu trong gidi quyet TTHC
STT Tén biéu miu Co sé phap ly
1. | Thong bao vé viéc chdm duat hoat dong hd kinh doanh | Thong  tu $6

(Mau s6 4, Phu luc II, Thong tu s6 68/2025/TT-BTC ngay
01/7/2025 ctia Bo truong Bo Tai chinh).

68/2025/TT-BTC

Thc:mg ‘t)éo vé viéc chdm dut hoat d(:mg ho kinh doanh
(Mau s6 13, Phu luc II, Thong tu s6 68/2025/TT-BTC
ngay 01/7/2025 ctia B trudng B Tai chinh).

Thong tu  sb
68/2025/TT-BTC

Thong bao vé viéc stra doi, bd sung ho so dang ky h¢ kinh
doanh (Mau s6 10, Phu luc II, Thong tu s6 68/2025/TT-
BTC ngay 01/7/2025 cta B truong B Tai chinh).

Thong tu  sb
68/2025/TT-BTC

Gidy tiép nhan hf:) s0' va hen tra két qua ho so ding ky ho
kinh doanh (Mau s6 17, Phu luc II, Thong tu so
68/2025/TT-BTC ngay 01/7/2025 cta Bo truong Bo Tai
chinh).

Thong tu s
68/2025/TT-BTC

Giay tiép nhan ho so va hen tra két qua ho so dang ky ho
kinh doanh qua mang thong tin dién tir (Mau sé 18, Phy
luc II, Thong tu s6 68/2025/TT-BTC ngay 01/7/2025 cia
B9 trudng BO Tai chinh).

Thong tu s
68/2025/TT-BTC

Mau Phicu kiém sodt qué trinh gidi quyét ho so (Mau so
05 Thong tu sé 01/2018/TT-VPCP).

Thong tr s
01/2018/TT-VPCP

Mau Phiéu Xin 16i va hen lai ngay tra két qua (Mau so 04
Thong tu s6 01/2018/TT-VPCP).

Thong to so

Mau SO theo ddi hé so (Mau s6 06 Thong tu s
01/2018/TT-VPCP).

01/2018/TT-VPCP
Thong tu  sO
01/2018/TT-VPCP

6. Quy trinh giai quyét

Thoi gian
. ‘e iai quyet
Tén buéc bon V!/llj.%um thye Noi dung cong viéc ) téiq da)l’
en (DVT: Gio
lam viéc)
*, Truwong hop ding ky truec tiép hodic qua dich vu buu chinh
Budc 1 |Nguoi c¢6 tham | Nop ho so dang ky thanh lap ho | Gid  hanh
Nop hdoso | quyén ky vin ban | kinh doanh tai cac Piém phuc vu | chinh
dé nghi dang ky ho | hanh chinh cong xa/phuong hodc
kinh doanh hodc | ity quyén cho don vi cung cép dich
nguoi  dugc Uy | vu buu chinh thuc hién thu tuc
quyén thyc hién thi | dang ky ho kinh doanh
tuc dang ky ho kinh
doanh.
Budc 2 - Céc diém phuc vu | - Tiép nhan, sé hoa toan bd ho so, | Gid hanh
Tiépnhan | hanh chinh c¢6ng | dit tén van ban dién tir twong Ung | chinh
ho so xa/phuong v6i tén loai gidy to trong hd so
- Ngudi ndp hod so | dang ky ho kinh doanh bang ban
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dang ky thong tin
noi nhan két qua
giai quyéet TTHC

gidy va dinh kem Ién HE thong
thong tin Ve dang ky ho kinh
doanh ghi gidy tlep nhén, noi nhan
két qua (theo dé& nghi cta cong
dan), hen ngay tra két qua theo quy
dinh.

Luu y truong hop tiép nhan phi dia
gioi:

(1) Trén He thong DKHKD cén bo
tiép nhan ho so ndp vao Co quan
PKKD cip xd/phuong noi HKD
dat tru sa;

(2) Néu cong dan dang ky tra két
qua qua buu dién/hodc tai Piém
phuc  vu hanh chinh cong
xa/phuong noi HKD dat tru so: BP
tiép nhan giri hd so gdc qua buu
dién cho Co quan PKKD cip
xd/phudng noi HKD dit try s¢ dé
don vi luu hd so goc cung két
qua/hodc tra lai hd so géc cho
HKD trong trudong hop hd so bi
yéu cau sira doi, bd sung. Thoi
gian gui buu dién ngay trong ngay
t1ep nhén, hoac ngay hom sau (néu
tiép nhan cubi gio chiéu);

(3) Néu cong dan dang ky nhan két
qua tai Piém phuc vu hanh chinh
cong xa/phuodong noi t1ep nhan phi
dia gioi: gitr lai ho so goc:

- Trudng hop hd so chua hop 1é:
Tra cong dan hd so gbe cung véi
Thong bao stra doi, bd sung do Co
quan PKKD cdp xa/phuong noi
HKD dit tru s ban giao;

- Truong hop hod so hop 1é: sau khi
tra két qua, Diém phuc vu hanh
chinh cong xd/phuong phi dia gidi
ban giao lai hd so gdc (qua dudng
buu dién) cho Co quan PKKD cap
xd/phuong noi HKD dat tru so dé
luu giir ho so gbe

Budce 3 Lanh dao co quan | Phan cong chuyén vién xtr 1y ho so | 2 gid
Phan cong | diang ky kinh doanh | sau khi tiép nhan
xu ly cAp xa/phuong
Budc4 | Chuyén vién co |Chuyén vién tién hanh xem xét | 12 gid
Thuly va |quan ding ky kinh | tinh hop 1¢& ciia ho so:

giai quyét

doanh cap

- H6 so khong du diéu kién: Du




477

ho so

xa/phudng

thao thong bao huéng dan sira ddi
bd sung, néu 13 1y do.

- Hd so du diéu kién: Hoan thién
hd so, chuyén Lanh dao phong.

Buoc 5
Ph§ duyét
két qua

Lanh dao co quan
dang ky kinh doanh
cap xa/phuong

* Néu dong y:

- Trudong hop hd so hop 18: Giri
thong tin cho Co quan thué

- Trudng hop hd so khong hop 18:
Phé duyét ndi dung thong bao
hudng dan sira doi b sung

* Néu khéng dong ¥: chuyén lai
B4.

4 gio

Budc 6
Gui co
quan thué

Co quan thué

Co quan thué phan hoi vé hoan
thanh nghia vy thué cua h§ kinh
doanh

16 gio

Buoc 7
Thong bao
ket qua

Lanh dao co quan
dang ky kinh doanh
cap xa/phuong

- Ky Thong bao yéu cau sira doi bo
sung doi voi truong hop hd so
khong hop 1€.

- Truong hop CQ thué khéng chip
thuan: ky thong bao yéu cau sta
d6i bo sung.

- Chap thuan trén hé théng ddi voi
hé so duoc co quan thué chap
thuan. Chuyén lai chuyén vién in
két qua ban gidy dé trinh lanh dao
ky két qua chuyén van thu phat
hanh.

2 gio

Budc 8
Phét hanh
két qua

Van thu

Phat hanh két qua 13 ban gidy
Thong bao yéu cau sta d6i bd
sung hodc Thong béo vé viéc chim
dut hoat dong ho kinh doanh va
ban giao két qua:

(1) Néu cong dan dang ky tra két
qua qua buu dién: van thu ban giao
két qua cho don vi buu dién
(2) Néu cong dan ding ky tra két
qua tai DPiém phuc vu hanh chinh
cong xa/phuong noi HKD dat tru
so: ban giao két qua cho Piém
phuc  vu hanh chinh cong
xa/phuong;

(3) Néu cong dan ding ky nhan két
qua tai Piém phuc vu hanh chinh
cong xi/phudng noi tiép nhan phi
dia gi6i: ban giao két qua cho don
vi buu dién gui DPiém phuc vu
hanh chinh céng xa/phuong noi
tiép nhan phi dia gidi dé tra cong

4 gio
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dan
Budc 9 - Piém phuc vu | Tra két ‘qua dang ky ho kinh doanh | Gio hanh
Tra két qua | hanh chinh cong | truc tiép cho t6 chie/ c4 nhan. | chinh
cho t6 chure/ | x3/phudng (truong hop ho so chua hop ¢, tra
canhan |- DPon vi cung cip | két qua giai quyét TTHC cung véi
dich vu buu chinh | hd so gc cta cong dan)
Budéc 10 | Van thu, luu triv Can bo diém phuc vu hanh chinh | Gio hanh
Théng ké cong xa/phuong/ co quan dang ky | chinh
theo doi kinh doanh cip xa, Cong chirc c6
trach nhiém théng ké cac TTHC
thuc hién tai don vi vao sd théng
ké két qua thuc hién TTHC, ban
giao luu trit hd so theo quy dinh
cua don vi.
Tong thoi gian: 05 ngay
*, Truwong hop ding ky qua mang dién tir
Bude 1 Nguoi ¢6 tham | Ngudi ndp ho so ké khai thong tin, | Ca ngay
Nop hd so | quyén ky vian ban | tai van ban dién tir, str dung chit ky
dé nghi dang ky ho | s6 dé ky xac thuc hd so ding ky ho
kinh doanh hodc | kinh doanh qua mang thong tin
nguoi  dugc Uy | dién tir va thanh todn phi, 1¢ phi
quyén thuc hién thi | ddng ky ho kinh doanh theo quy
tuc dang ky ho kinh | trinh trén Hé thong thong tin dang
doanh ky ho kinh doanh
(https://hokinhdoanh.dkkd.gov.vn).
- K¢é khai thong tin nguoi nhan, sb
dién thoai nguodi nhan va noi nhan
két qua giai quyét TTHC trén Hé
thng thong tin ding ky ho kinh
doanh (néu ding ky nhan két qua
qua buu dién)
Buéc2 | Lanh dao co quan | Phan cdng chuyén vién xt 1y ho so | 2 gio
Phan cong | ding ky kinh doanh | sau khi tiép nhan
xtt Iy hd so | cap xd/phudng
Budce 3 Chuyén vién co | Chuyén vién tién hanh xem xét | 12 gio
Thu ly, giai | quan dang ky kinh | tinh hop 1¢ cua hé so:
quyét ho so | doanh cip | - Ho so khéng du diéu kién: Du
xa/phuong thao thong bao hudng dan sira doi
b6 sung, néu 13 ly do.
- Hb so du diéu kién: Hoan thién
ho so, chuyén Lanh dao phong.
Budc 4 Lanh dao co quan | * Néu dong y: 4 gio
Phé duyét | dang ky kinh doanh | - Truong hop hd so hop 1&: Gui
két qua cap xd/phuong thong tin cho Co quan thué.

- Truong hop ho so khong hop 1é:
Phé duyét néi dung thoéng bao
hudng dan stra d6i bd sung

* Néu khong dong y: chuyén lai
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B3.

Budce 5
Gui co
quan thué

Co quan thué

Co quan thué phan hoi vé hoan
thanh nghia vy thué cua h§ kinh
doanh

16 gio

Budc 6
Thong bao
két qua

Lanh dao co quan
dang ky kinh doanh
cap xa/phuong

- Gui Théng bao yéu cau sira doi
bd sung (tra ty dong qua Hé thong
thong tin dang ky ho kinh doanh)
dbi vé6i truong hop hd so khong
hop 1€.

- Trudong hop CQ thué khong chip
thuan: giri thong bao yéu ciu sta
d6i bd sung (tra ty dong qua Hé
thong thong tin dang ky ho kinh
doanh).

- Chép thuén trén hé thong doi voi
hd so hop 1&. Chuyén lai chuyén
vién in két qua ban gidy dé trinh
lanh dao ky két qua chuyén vin
thu phat hanh trong truong hop
chua trién khai ky s6 két qua dang
ky ho kinh doanh

- Ky s6 két qua diang ky ho kinh
doanh d6i voi truong hop két qua
la ban dién tir (chi thuc hi¢n khi
trién khai ky s6 két qua dang ky ho
kinh doanh).

2 gio

Budc 7
Phét hanh
két qua

Van thu

- P6i voi truong hop ky s6 két qua
dang ky ho kinh doanh: ky bang
chit ky s6 to chiic cliia co quan
dang ky kinh doanh cap xa (tra ty
dong qua Hé thong thong tin dang
ky ho kinh doanh).

- Trudng hop chua trién khai ky sd
két qua dang ky ho kinh doanh thi
phat hanh két qua 13 ban gidy va
ban giao két qua:

(1) Néu cong dan dang ky tra két
qua qua buu dién: van thu ban giao
két qua cho don vi buu dién
(2) Néu cong dan ding ky tra két
qua tai Diém phuc vu hanh chinh
cong xi/phuong: ban giao két qua
cho Piém phuc vu hanh chinh
cong xa/phuong;

4 gio

Budc 8
Tra két qua
cho t6 chire/
c4 nhan doi

- Piém phuc wvu
hanh chinh cb6ng

xa/phuong.

- Pon vi cung cap

Van thu phong ban giao cho don vi
cung cﬁp dich vu buu chinh cong
ich trd két qua cho doanh nghi¢p

Gi0 hanh
chinh
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voi truong | dich vu buu chinh

hop két qua
la ban giay
Blg:('rc 9 Van thu, Iuu trix - Can bd Piém phuc vu hanh chinh | Gid hanh
Thong ké cong xa/phuong/ co quan déng ky | chinh
theo doi kinh doanh cap xa, Cong chuc c6

cua don vi.

trach nhiém thong ké cac TTHC
thuc hién tai don vi vao sd théng
ké két qua thyc hién TTHC, ban
giao luu trit hd so theo quy dinh

Tong thoi gian:

05 ngay

7. Trach nhiém tra hé so, két qua gidi quyét va luu trir ho so TTHC

Diém phuc vu hanh

Trach nhi¢m chinh cong x4/phuwdng

Co quan giai quyét ho so

Tra ho so, két qua

- Chuyén ho so, két qua giai
quyét TTHC ban gidy vé Diém
phuc vu hanh chinh cong dam
bao thoi han tra két qua.

- Tra két qua giai quyét TTHC
ban dién tir trén Cong Dich vu
cong qudc gia.

Luu trit - S0 theo ddi ho so (Mau
sO0 06 Thong tu sO
01/2018/TT-VPCP)

- Ho6 so to chiic/ca nhan nop;
Gidy tiép nhan ho so va hen tra
két qua; (d6i véi truong hop
ndp hd so gidy).

- Thong bao vé viéc cham dit
hoat dong hd kinh doanh;
Thong bao vé viéc stra doi, bd
sung ho so; Phiéu xin 16i va
hen lai ngay tra két qua
(truong hop giai quyét hd so
cham muon).

- S6 theo d&i ho so (néu tra két
qua 13 ban gidy).






