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HANH CHINH CONG

, Ha Tay, ngay 20 thang 9 nam 2025
So: 03/TB-TTPVHCC

THONG BAO
Ve viéc chu dong chuan bi ho so giay to khi dén thuc hién
cac thu tuc hanh chinh tai Trung tim Phuc vu hanh chinh cong xa Ha Tay

Pé nang cao chat luong phuc vu nguoi dan va doanh nghiép dén thuc hién
tht tuc hanh chinh tai Trung tdm Phuc vu hanh chinh cong ngay cang t6t hon,
gop phﬁn xay dung nén hanh chinh hién dai, dan chu, cong khai, minh bach va
hi€u qua. Trung tdm Phuc vu hanh chinh cong xa Ha Tay tran trong thong bao
va dé nghi ngudi dan, doanh nghiép khi dén thyuc hién cac thi tuc hanh chinh tai
Trung tAm can luu ¥ mot s6 ndi dung sau:

1. Lwu y chung khi thye hién cac thi tuc hanh chinh

Khi ¢6 nhu cau thuc hién thu tuc hanh chinh nguoi dan can tim hiéu
truéc vé thanh phan ho so, didu kién can thiét dé tranh thiéu sot, phai di lai
nhiéu 1an. Tim hiéu vé tha tuc bang cach tra ctru thong tin trén Cong dich vu
cong qudc gia tai dja chi: https://dichvucong.gov.vn va thuc hién nhu sau:

1.1. Mang theo gidy to tiy than ciia ban than nhu CMND/CCCD ban gdc
dé ddi chiéu (néu dwgc yéu cdu) va cac gidy to khac co lién quan dam bao hop 16
theo yéu cau cta timg thu tuc.

1.2. Bén ding thoi gian, giir gin trat ty, vé sinh moi truong chung tai
Trung tam:

- Thoi gian tiép cong déan tai Trung tdm vao gio hanh chinh tir Thir 2 d&én
Thir 6 hang tuan (trir ngay nghi, ngdy 18 theo quy dinh): Budi sang tir 7h30° dén
11h30’; Budi chiéu tir 13h30” dén 16h30°.

- Moi cong dan can ¢6 y thirc gilr gin trat tu, v€ sinh, khong chen l4n, xép
hang theo tht tu léy sb tai Kios léy sb tu dong.

- Cong dan dén giao dich tai Trung tdm can ¢6 trang phuc lich sy, img xtr
van minh, tén trong can b tiép dan.

1.3. Nguoi dan, doanh nghi¢p hay tich cuc st dung dich vu cong truc
tuyén dé tiét kiém thoi gian, chi phi di lai. Khi can hd trg thi can bo tai Trung
tam san sang hd trg nguoi dan ding ky tai khoan va ndp hd so truc tuyén.

2. P6i véi thue hién céac thi tuc thudce linh vwe chirng thue

2.1. Ching thyuc ban sao tir ban chinh

- Ban chinh cua gidy to can ching thuec.

- Ban photo twong tmg dé chiing thuec.

- CMND/CCCD ban gbc caa ngudi yéu cau chang thuc (dé dbi chiéu).


https://dichvucong.gov.vn/

2.2. Chung thyc char ky

- Gidy to, van ban can ky va chang thuc (Chua dwoc ky truéc - chi kY tai
ché trueéc mat cén b tiép nhdn).

- CMND/CCCD ban gdc con hiéu lec ciia nguoi ky.

- Mot sb truong hop can thém gidy to chang minh noi dung lién quan (néu
c6 quy dinh cu thé).

2.3. Churng thuec hop dong, giao dich

- Hop ddng/giao dich can ching thuc (da soan san).

- CMND/CCCD ban gdc cua tat ca cac bén lién quan.

- Gidy to lién quan dén tai san, quyén sé hitu... (néu hop dong lién quan).

- Truong hop ngudi ky 13 dai dién (theo ay quyén) can co van ban tuy
quyén hop Ié.

Trung tdm Phuc vu hanh chinh cdng xa& Ha Tay tran trong théng bao va
kinh d& nghi nguoi dan, doanh nghiép cha dong phdi hop, thuc hién./.
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Pham Khic Tao
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