Phu luc 2: HUONG DAN
T6 chirc, ¢4 nhin va cong chirc, vién chire tiép nhén va giai quyét thi tuc
hanh chinh: “Chirng thwe ban sao dién tir tir ban chinh” thwce hién
trén Hé thong thong tin giai quyét thi tuc hanh chinh tinh

A - Cong din ndp ho so truee tuyén trén trang dich vu cong:
Bwéc 1: Cong dan truy cap vao trang H¢ thong giai quyet TTHC cua tinh voi
dia chi: https://dichvucong.hungyen.gov.vn/

Budc 2: Cong dan thuc hién nhu sau:

- An dding nhdp & 6 goc bén phai man hinh:

- Chon dang nhap Tai khodn cdp béi DVC quéc gia hodc Tai khodn Dinh
danh di¢n tir cdp béi B Cong an:

:CéNG DICH VU CONG QUOC GIA

Két ndi. cung cap théng tin va dich vu céng moi luc, moi noi

P3ang nhap
Chon loai tai khoan ban mudn s dung dang nhap

C Enng dich vu céng Qudc Gia

Tai khoan cap bd ai khoan Binh danh dién td
boi Bo

Cdéng dich vu céng qudc gia cap Bd Céng an

Chua 3p dung vdi tai khoan quan tri
olia Céng DVCQG

- Kiém tra md OTP duoc gui vé dién thoai va nhap vao 0 xdc thwe, sau d6
an Xdc nhdn:

N
D

Ban chua nhan ducc ma? Gui Ia9/


https://dichvucong.hungyen.gov.vn/

Buwére 3: Sau khi thuc hién dang nhap, chon menu Dich vu cong truee tuyén

@ HE THONG THONG TIN GIAI QUYET THU TUC HANH CHINH TiNH HUNG YEN & Bangnhap & Pang ky

e KET NOI, CUNG CAP THONG TIN VA DICH VU CONG MOI LUC, MOI NOT

# GION THIEU THU TUC HANH CHINH DICH VU CONG TRIFC TUYEN TRA CUU HO SO PHAN ANH KIEN NGHI ~ BANH GIA THONG KE

HOTRQ - DICH VU KHAC -

Buéc 4: Chon co quan thuc hién => Chon Linh vwe Chitng thwe => An
Tim kiém.

Luwu y: Cong dan lya chon don vi thuc hi¢n theo yéu cau, cu thé:

- Truong hop thuc hi¢n yéu cau chung thuc ban sao dién tir tai UBND cép

huyén, thuc hién cac budc sau:

+ Chon Co quan: UBND huyén ... (Vi du: UBND huyén Van Lam) =>
Chon Linh vuc: Chitng thwe => Chon Cip thu tuc: Cdp Quin/Huyén.

+ An Tim kiém:

Tim kiém nang cao

Tir khoa: MNhdp M3 thi tuc hodc Tén thi tuc dé tra clru
Cor quan: UBND Huyén Van Lam ‘dh_
Linh vuwe: Chirng Thue ‘d—
Mirc do DVC: Chon mirc do v
Cép thi tuc: Cép Quan/Huyén ﬂ—
Déi twong nop: - Tatca - v

= Lam mdi

- Trudng hop thuc hién yéu cau chimg thuc ban sao dién tir tai UBND cap
x4, thuc hién cac budc sau:

+ Chon Co quan: UBND huyén ... (Vidu: UBND huyén Van Lam) =>
Chon Linh vuc: Chieng thwe => Chon Cép thu tuc: Cdp Xa/Phwong/Thi trén.

+ An Tim kiém:



Tim ki€ém néng cao

TRy

Tir khoa:

Cor quan: UBND Huyén Van Lam
Linh vuc: Chirng Thue

Miec do DVC: Chon murc dd

Cap tha tuc: Cap Xa/Phwrang/Thi trn
Pdi twong nop: --Tatca -

Buwéc 5: Sau khi 4n Tim kiém, man hinh hién ra cac thu tuc trong linh vuc

chimg thyc. Cong dan chon thu tuc can chirng thuc ban sao dién tur theo yéu cau,
cu thé:
- Truong hop thyc hién yéu cau ching thuc ban sao dién tir tai cap tinh
(Phong Cong chimg), UBND cap huyén:
+ Chon thi tuc theo yéu cau: “Chitng thire ban sao tiv ban chinh gidy 10, vin
bén do co quan té chikc cé thim quyén ciia Viét Nam cdp hodc chirng nhin” .
Hoic thi tuc: “Chikng thuee bin sao tiv ban chinh gidy to, van bdn do co
quan, té chirc cé tham quyén ciia nwéc ngodi; co quan, té chirc cé thaim
quyén ciia Viét Nam lién két véi co quan, to chirc c¢é tham quyén ciia nwéc
ngoai cip hodc chirng nhén”.
- Truong hop thuc hién yéu cau chung thuc ban sao dién tir tat UBND cép Xa:
+ Chon thu tuc: “Chikng thuwe bén sao tir ban chinh gidy t0, vin ban do co
quan to chirc cé tham quyén ciia Viét Nam cdp hodc chirng nhin” .

- An ngp ho so:



1 2.000815.000.00.00 H31

Tén thi tuc hanh

chinh

Cép
Quén/huyén

Thi tuc chikng
thure ban sao tir
ban chinh gidy tér,
van ban do co
quan & chirc co
thdm quyén cia
Viét Nam cép
hoac chirng nhan

Chimg

Thye Xem chi tiét

Bwéc 6: Man hinh hién thong tin Quy trinh xit Iy va co quan gidi quyét.
Cong dan 4n chon trudng hop hd so theo yéu cau

+ An Péng y va tiép tuc.

Chon truéng hop hd so

Chaon quy trinh xi Iy va co quan giai quyét (néu cd) phu hop

Cov quan gial quyét hé so )

| B6 thii tuc UBND cép Huyén/Thanh phé - |

Trwéng hop giai quyét )

| 0 ngay lam vigc - TEST truc tuyén dinh kem file kg 7|

Quan/Huyén nép hé sor )

| Cép huyén N |

€ Quay lai

% Béng y va tidp tuc

Budée 7: Cong dan dién dy du cac truong thong tin hién thi trén man hinh
(Lueu y: Doi voi nhitng trieong cé dau (*) bat budc phdi nhdp day di)

QUY TRINH THUC HIEN DICH VU CONG TRUC TUYEN

1 Bang kjiDang nhip

=

Théng tin ngudi ndp hé so

2 Lyachon DVC

000

3 Nop h so truec tuyén 4 Theo ddi két qua 5 Nhn két qud

Ca nhén, to chivc dién day da céc thong tin
Luw - DG véi nhing truomg 6 déu (%) bét buéc phai nhép ddy du

- Sau khi dién day du thong tin theo yéu ciu, an Pong ¥ va tiép tuc:



§6 CCCD Noi & hién tai Bia chi thwéng tri

006159000231

Buérc 8: Dién, ké khai day du cac truong thong tin, 4n Chen tép tin dé dinh
kém thanh phan ho so (ban chup/scan) can ching thuc theo quy dinh 1én hé
théng, sau d6 4n Pong y va tiép tuc:



™ Thanh phén hé so
Quj khdch cung c4p cac gidy tir theo yéu cdu clia Thanh phdn hd so bén dui theo mot rong hai cach sau:
1. Nhan véo 6 Chon tép tin sau d_u’ chon muc Scan file hodc Chon tép tin_dé thyc hién cung cdp cac giy 1o theo yéu cau
2. Bién tnye tiép théng tin vao Biéu méu e-form @3 cung cép tai phan'Biéu méu giy 16
Sau khithyc hién xong, nhdn Béng y va Tiép tuc
Tép tin tai 1én ¢6 dung Iwong khéng qué 100MB ‘
# Tén giay to S ban (‘) Téptin
Ban chinh gidy to, van ban 13m co' s dé chimg thirc bn sao va ban sao cén
chimg thue. Truding hap ngudi yéu cau ching thue chi xuat trinh ban chinh thi co Chon tép fin-
quan, to chic tién hanh chup tlr ban chinh dé thuc hién ching thue, tri: trdng )
hop co quan, td chirc khéng co phuong tién d& chup. Ban sao tir ban chinh dé

thuc hién chiing thuc phai cd day dd cac trang dé ghi thang tin cla ban
chinh.

LAy gidy torfir KDL

[ Biéu méu gidy to

(> Thing tin khac
C4 nhén hodc t chire oo thé bd sung thém thang tin hd so cla minh hodc cac 1&p fin khc cd lién quan

Vé viéc 1)

Thi tuc chimg thurc ban sao tir ban chinh gidy 1, van ban do co quan 1 chirc ¢d thim quyén cda Viét Nam cap hodc ching nhén

Ghi chi Gidy 1o khac
%
Gidy ti khc
Chon tép tin
€ Quaylai

Mau don

Chon tép tine
Chon tép tin-
Chon tép tin-

(-

Budéc 9: Dién cac truong thong tin hién thi trén man hinh:

- Lwa chon Hinh thirc nhdn két qua.

- Lwa chon Lé phi thii tuc (s6 lwong, mirc Ié phi).

Ky s tép tin
@ Ky sb

3 Ding  va fiép tuc

- Lya chon Phwong thirc thanh todn => Chon Thanh todn ttién mdt (trong

trieong hop céng déan ndp phi truc tiép tai B6 phdn mét cira).

Hodc chon Thanh todn trwe tuyén qua Cong DVC quéc gia (trong truong
hop cong ddn nép phi triee tuyén khi co quan, don vi da trién khai thanh todn triec

tuyén trén Cong DVC quéc gia).



- An Déng y va tiép tuc.

¢ Hinh thikc nhan két qua

4 nhén hodc t6 chic chon noi nhdn ho so khi 33 idi quyét xong. DG véi trurdng hop nhiy buu dign phat i3 k&t qua thi két qua hé so s& duoc oi Gén dia chi bén dwéi thing qua
buu dién, cac chi phi gl k&t qua & do buu dién hodc coquan gidi quyét quy dinh.

Hinh thikc nhin ket qua
Bién cor quan giai quyst dé nhan ket qua "'—
@ L& phi thanh toan cho co quan gidi quyet aon vitih: vke

Céc khoan & phi ma ca nhan hodc t chie phai thanh todn cho o quan gidi quyét

Loai 1& phi 50 lgng M I& phi Bét bude Mé t3

L& phi thi tuc 1 2000 (Léphicinciiheohd ¥ VYND  C6 L& phi cén cir theo hd sor

Téng & phi 2,000 VND Thanh todn cho ce quan giai quyét
Téng 1 phi bt budc phai dong trude 2,000 VND 1€ phi budc phai thanh todn trude

= Thanh toan I phi cho co quan gidi quyét
Céc khodn 1€ phithanh todn phai cb id ri v khiing bao gdm céc khoan I§ phibuu dién,

Phwong thire thanh toan

- Chua chon - v H

Béng ky théng tin hon tign
56 tAi khoan ngén hang Tén chi tai khoan Tén ngén hang

j nhap tén khdng dau tieng Viét Nam Wi leng nhap tén khang dau tigng Viét Mam

€ Quay lai . % Ding § va fiép fuc

Budc 10: Cong dan kiém tra lai cac thong tin hién thi trén man hinh:

- Nhap Md xdc nhdn va chon "Téi xin chiu trach nhiém truoc phap ludt
vé loi khai trén" va an Ngp ho so dé két thuc viéc nop ho so truc tuyén.

Ma xdc nhan

odmag

D3i ma ¥ac than khéc
Toixin chiu trach nhiém tnde phap lugt vé 161 kha frén

€ Quay la Blmhiso | ¢?Nopho so




- Két thitc buéc ngp ho so ciia cong dan: Viée ndp hd so duoc hoan tat khi
hé thong bao thyc hién thanh cong, két thuc qué trinh ndp ho so:

QUY TRINH THI'C HIEN DICH V) CONG TRIFC TUYEN

o—0 €

| Bing ky/Bing nhip 2 Lwra chon DVC 3 Mip hd so trec tuyén & Theo déi két qua

« Chuc mirng ban da ndp ho so thanh cdng!
Vi lang ghi nhé cac thdng tin bén dwdi g8 theo dii tinh hinh %0 1 hodc cip nhép thing tin hé so cia ban
Sdhisy Bo_Thu_Tuc_Cap_Huyen-241007-0002

Taikhodn  cd(33193000305

2ot b

Sau khi nép hé so thanh céng trong vong 08 gio lam viéc cong dan can
mang ban chinh gidy to dén co quan dang ky thwc hién chirng thwc deé doi
chiéu ho so goc can chiwrng thuc.

B — Cong chirc, vién chirc mét cira tiép nhan hd so va yéu cau thanh toan phi

Luwu y: Tru6e khi thue hién cac quy trinh tiép nhdn, xir 1y ho so chirng thuc
ban sao dién tik, cd nhéan can thuce hién cdc thao tac: Tao S6 chirng thyc ban sao
dién tir, cai dat chir ky ciia nguwoi ky chitng thuee va con dau dién tir ciia co quan,
don vi ¢é tham quyén thue hién chieng thyuc ban sao dién tu. => Huong dan tao
S6, chit ky va con ddu chi tiét tai Phu luc 1.

Buéc 1: Cong churc, vién chirc tai BO phan mdt cira truy cap trang web co
dia chi: https://motcua.hungyen.gov.vn/ va dang nhap
Buéc 2: Tiép nhan ho so online:

- Chon muc Tieép nhan online => Man hinh thé hién cac ho so ndp online,
an chon vao ho so can tiép nhan:


https://motcuadientu.backan.gov.vn/

B Hosodénhan L canmhan- B T

Ché ti€p nhan lién thing [EE)  Tra két qua ) Tiép nhin online [

+ Tiép nhan -~ Q Tra oiu HS ~

Bude 3: Kiém tra hd so.

- Truong hop thong tin, thanh phan ho so du diéu kién tiép nhan, thi 4n Tiép
nhin:

Giri tin nha S cho ngu'di ndp khi tiép nhan (032738549029)

Gin Zalo gho ngudi nop khi tiE€p nhan (0373549029)

1l Tir chéi tiép nhan ! G thing bao Xem quy trin

. - Truong hop thong tin, thanh phan hd so khong ding quy dinh, thi an Yéu
cdu bo sung hoac Tir choi tiép nhdn:

Giri tin nhan SMS cho ngudi ndp khi tiép nhin (0378549029)

Gir Falo cho ngudi ndp khi ti€p nhan (0378549029)

* Yéu cu bd sung 1 T chdi tiép nhan 1 GUi théng bao Xem quy trin

Budre 4: Tiép nhan ho so:
- An chon muc Vira tiép nhan => Man hinh th¢ hi¢n cac ho so vira tiép
nhan, an chon vao ho so can tiép nhan:

B Hosoddénhan L Canhdin- @3 Trdlaitrang

vira tiép nhan [[]  Chd tigp nhan lién thing 23 Tra kétqua [ Tiép nhin online [E)



Buwdc 5: Thuc hién chuyén ho so: o
- Can b0 An chon Chuyén buérc ké tiép:

\* Chon can bd Gin chuyén h so dén; (khi ¢
U Ma Vin Chan - Céng chifc Tu' Phap - Ho tic

GRS EOD Tl (7 Cipnhdt 2 Quytrinh  #Tiépnhinmdi  BLuuhsovioti | SxQuaylai

BMphigs- & Inphiéu tigp nhdn

- Két thuc budc tiép nhan cia cong chuec, vién chirc tai B phan mdt cua.
C- Chuyén xir 1y ho so va thue hién ky s6 chirng thue ban sao dién tir:

Bwéc 1: Chuyén xir 1y hd so:

- Can b thuc hién luan chuyén hd so theo quy trinh xir 1y hd so tai don vi

Buwdc 2. Tai buoc thuc hién ky ) ching thuc ban sao dién tir Lanh dao duogc
phan cong thyuc hi¢n nhu sau:

- An chon Chon tép KQ tir TPHS dé h6 so xuat hién tai Tép tin két qua:
Tép tin ar ly dinh kém
Chon tép tin ~

G Zalo cho ngudi dan (0963250230) trang thai h so sau khi chuyén.
B Lui tap tin kit qué | % Cip nhat t8p tin két qua TTHC | 9 Chon tép KQ tir TPHS

{

- Tich chon thanh phan hé so can ky sé => An chon Cép nhit:




Danh sach thanh phan b so

& Ban chinh gidy td,, van ban lam cor s& Jé chirng thwec ban sao va ban sao can chimag
thrc. Trwdrng hop ngwedd yéu cdu chipng thwe chi Xxudt trinh ban chinh thi cor gquan, t& chirc
tién hanh chup tir ban chinh d& thwc hién chieng thwe, trie tredeng hop cor gquan, t6 chirc
khong 6 phworng tién dé chup. Ban sao tir ban chinh dé thwe hién chirmng thwc phai oo day
du cac trang da ghi thong tin cda ban chinh

Ban_scan_CCCD_ Ban_chinh_1715567017_pdf

- An chon ky chtng thuc => Chon Ky chitng thuc (Ky sé VNPT CA):
Tép tin xir ly dinh kém
Chon tép tin =

GUi Zalo cho ngudi dan (0963280230) trang thai hd so sau khi chuyén.

i = Ban_scan_CCCD__Ban_chinh_1715567017.pdf &

P Rl Rl (R A MW bt tép tin ket qua TTHC | % Chon tép KQ tif TPHS

# Linh dao Ky CA Ban Cd Yéu
# Van thur Ky CA Ban Co Yéu

- An Chon chit ky => An chon Ky chikng thuee va thuc hién ky sé:

Ky sé chirng thuc dién tir

Chon [‘.hL'i"I{jl' /

Chi¥ ky di chirc danh VI
File van ban
STT  Van ban Ky s0
1 Ban_scan_CCCD__Ban_chinh_17 15567017 _pdf [# Ky chirng thuc

- Plugin hién ra chon ap dung ky



Yoy chich ché 8845

el 1 diis ! | bt
S | gL
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U
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- Luu y: Diéu chinh chi ky so phit hop véi quy dinh (ky sé tai trang cudi
cung cua ho so can chung thyc):

SR BT XA G rE L
L= o e ]

Chirng thuc ban sao dung v ban chinh

¢ W Lo
L ngrn mip o F el AR
.

- Ban chung thuc da duoc ky s6 dugc gan tai Tép tin két qua.

Sau khi hoan thanh ky s;6, An Chon cin by can chuyén hé so dén => An
chon Chuyén budrc ké tiép dé chuyén ho so cho van thu phat hanh, dong dau:



= LE DT o 5U 200

. . - Cuide phi vén chuyén: 0

Tép tin két qua i

-'!I:Tfe dinh kgm: - Hinh theft thanh todn: Thanh toan tai bd phan mat c.
BBl ¢ © ean_scon_coon_gan_cinh 171565431500 © 50 haa don:

L% Théng tin bién i

ﬂm B Ban_scan CCCD_Ban,_chinh signed_501715672136.0df @

* Chon can bé cin chuyén ho so dén:

9 Chon tép KQ tif TPHS | Hoang Thi Chi (0339546883 - Phing T phap huy

2||

Luutaptinketqua | @ Cip nhat tép tin ket qua TTHC
Lutu gidy td vao KDL

B Chuyén bugc kétigp | (£ Cap nhdt ni dung xir

& In phiéu tiép nhan  WNETETRGHIES]

Hoang Van Bgng - Phang Tu' phap huyén Pac Nai
8 Thao tic - Luuhf sovaotd | <yQuaylai Hoang Thi Chi (0339546885) - Phang Tu phap hu
Ndng Binh Tung (0917939306) - Phang Tu phdp

% Chi tiét h so

- Két thuc budce ky s6 cla nguoi thyc hién ky ) chung thyc ban sao dién tir.

Buéc 3. Pong dau

- C4 nhan 1a van thu co quan, don vi vao vao tai khoan mot ctra dién tur:
https://motcua.hungyen.gov.vn/ va dang nhap

- An chon vao hd so can dong du.

- Tai muc tep tin lgét qua chon biéu tuong dé thuc hién dong dau dién tir =
Chon Dong dau va ky so VNPT CA):

oyt * honcinb iy it i
Il & © een son_ccco_in cinh 1715765420 e

il 18 Ban_scan_CCCD_Ban chinh_signed_151715677191.pdf @

IRl & & eon_scn_coco_sin cinhsined 57715677484

RN TR (MO tin ket qua TTHC | @ Chon tép KQ tif TPHS

# Linh dao Ky CA Ban Co Yéu )
# Van thuf Ky CA Ban Ca Yu

© Chuyén budc k68 | @ Cip nht ndi dung iy Blutdsdvioti | 00wyl

SMnphigu~ = &I phidutiépnhdn  WARERERLEY

- Man hinh hién ra chon con dau, chon s6 chung thuc


https://motcuadientu.backan.gov.vn/

Ky sé chirng thuc dién tor

Chon con diu ()

Phuting 1
Chon s chifng thuc: ) S ching thuc:
18/03-5CTET/BS hd /BT

File van ban

STT  V&n ban Ky s6

1 ptnsigned1614672412_signed_1616042040.pdf

- Plugin hién ra chon dp dung ky

B Ty chon chiky md g

Tiy chich chE a3k
=
Thing tin chdng Suk: Chimg thye ban sao ding véi ban chinh

" Chinhsiaviti o Xicahdn S6 chimg thyc: 6/DT Quyén so: 18/03-SCTDT/BS

Negdy 18 thang 03 nm 2021

Ay dung

XK Hivbs

- Luweu y: Diéu chinh cdc thong tin (hinh danh con dau, S6 chitng thuwce) phil

hop voi quy dinh:



Chimg thuwc ban sao dong véi ban chinh ¥} WEE T

S0 chimg thye: /DT Quyén s0: 01/2024-SCTDT/BS
Ngay 14 thang 05 nam 2024

- Ban chung thuc da dugc ky 30, doéng dau dién ttr, vao Sb va duge gén tai
Tép tin két qua.

Sau khi hoan thanh, An Chen cdn bé cin chuyén hé so dén => An chon
Chuyén budéc ké tiép d¢ chuyén ho so cho cong chirc, vién churce tai BO phan mdt
ctra tra két qua cho cong dan => K&t thuc budc ban hanh két qua.

Tép tin két qua = CLUL il vl CIILpens; v
“Hedi - Hinh thitthanh todn: Thanh tod t b ph
IERN & 9 o scan_cxco_an o 171565431506 @ -5 ha don:
méng tin bién lai

ﬂ @ [@ Ban scan_CCD_Ban_chinh signed_591715672036.0¢f @

\ * Chan cin b cin chuyén hd s dén:

[ Hoang Thi Chi (0339546885) - B phan TN
ﬂm [8 Ban scan COCD._Ban,chinh signed 5. signed 761715674351.pcf @

|:| U7 tin nhan cho cdn b k& tiép khi chuyén v
Lutaptinketqua | % Cap nhat tép tin k&t qua TIHC | % Chon tép KQ tif TPHS D 6it el cho ci b K€t i huyn

Luu gidy ti vao KDL
O Chuyén budc k& t8p | @ C3p nhit ni dung i i Bl sovioti | D Quay i
SInphidu-  BInphidutiépnhin EERERERGLTEY

Buwéc 5. Tra két qua

- Cong chtrc, vién chire tai BO phan mdt ctra vao vao tai khoan mot ctra dién
tu: Truy cdp vao trang wed: https://motcua.hungyen.gov.vn/ va dang nhap

- An chon muc Trd két qud => Man hinh thé hién cac ho so can tra két qua,
an chon vao ho so can tra két qua:


https://motcuadientu.backan.gov.vn/

l Hosodénhan A& Cinhdn- @ Trdlaitrang c

E———===| Tra két quz [E£) | Tiép nhan online

+Tiégpnhdan ~ | Q Traciu HS ~

Luu y: Qéng dan nop hd so truc tuyén cé trach nhiém xudt ‘trinhqh(k) SO
TTHC (bdn goc/ban chinh) theo quy dinh ctia phap luat khi c6 yéu cau ki€m tra,
doi chiéu.

D- Cong dan truy cip Trang DVC dé lay két qua ban dién tir

Buwéc 1. Cong dan truy cip vao trang DVC ma ca nhan ding nhip dé nop
hd so: https://dichvucong.hungyen.gov.vn/

Buwéc 2. An vao tén nguoi dung => An chon Qudn Iy ho so' di nép.

& BiToin1wdi-Go. P B Kémtahdsotring PP 4280t leudiot. JF AdminSM [Dangnh.. P Quinljbinvé-VN.. |- Dingnhip hé thing » [ Tatcddiutrang

€* Y HE THONG THONG TIN GIAI QUYET THO TUC HANH CHINH TiNH HUNG YEN
;,!;” KET NOI, CUNG CAP THONG TIN VA DICH VU CONG MOI LUC, MOI NO1
#*

‘ NGUYEN THINGOC LAN ~
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