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PHU LUC

HUGNG DAN THUC HIEN CHUNG THUC BAN SAO BIEN TU' TU
BAN CHINH TREN HE THONG THONG TIN GIAI QUYET THU TyC

HANH CHINH TiNH KON TUM

(Kém theo Cong van sé 3417 IUBND-TTHCC ngay 24 thang 9 niam 2024 cua

Uy ban nhan dan tinh)

I. HUGNG DAN TIEP NHAN HO SO CHUNG THUC PIEN TU CHO BQ
PHAN TIEP NHAN VA TRA KET QUA

- Tai menu “Tiép nhdn ho so”, B phan Mot cira chon TTHC can ti€p nhan,
bam chon “Tiép nhdn”.

A Ditliéu mdt cira

Q) Bong bo dir ligu

(P Théng ké bao cao

2 Tra clu CSOLOG vé din cu
&) ouanly van ban

@ Thuphi. ¢ phi hé so

| O wmatite Tenthi twe e Quy tinh Tiép nhan hd s
m] ] o ] 2
- - B

- Tai tab “Thong tin chung”, B phan M4t cua thuc hién kiém tra danh tinh sb
va cap nhat thong tin cua t6 chirc, ca nhan vao cac trudng thong tin trén hé thong.

- Sau khi hoan thanh tai tab “Théng tin chung”, B6 phan Mot ctra chuyén sang
tab “Thanh phéin hé so” dong thoi thyc hién cong viée Scan (quét) thanh phan ho so,
dinh kém file Scan 1én hé thong.

- B6 phan Mot cura thyc hién tiép nhén hd so

&} Kho dir liéu dién tir

[ Xir Iy hd so

Hd s cha tigp nhan

Import ho 5o ir file excel
Xirly hd 50

H 50 khaing can xir I

Tra cinu hd 5o theo don vi

Tra ciiu b so toan co quan

€& hinh 56 hé 50

A DiF ligu mét cira

Q) Béng b5 dir ligu

(B Théng ké béo cho

22, Tra ciru CSDLQG vé din cur
|E) quin Iy van bin

@) Thu phi, Ié phi hia so

« Tiép nhan hé so

Thia tye ehimg the ban sao tir ban chinh gidy 18, v&n ban do co quan & chire c6 tham quyen cta Viet Nam ¢3p hodic chimg nhan

Linh wye: Ching the

Quytrinh-1

= g [ i &+
[  Ban chinh gidy to, véin ban lam co s& g€ chimg thyc ban sao vh ban sae cin ching thye. Truéng hop ngudi yéu ciu chimg thye chi xudt trinh bin chinh thi co quan, 16 chire tién hinh chup tir ban chinh d&
thire hién chimg thye, trir truémg hop co quan, t8 chire khéng cé phuong tign d8 chup. Ban sao tr ban chinh 48 thye hign chimg thye phai cé day dil cac trang da ghi thang tin cla ban chinh,

@® " Bén chinsh B 062097006446 KQ G15.000007-KA.pdf  see <) Scantép tin Chon tép tin

(@] 1 Bin 530 <Y Scan 1ép tin Chon tép tin

B [ s
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- Khi da tiép nhan hd so thanh cong, B6 phan Mat ctra thyc hién xac nhan loai
ching thyc bang cich bim vao tab “Thanh phan hd so” va bdm vao nut “Chimng
thuc dién tG”

& Kho dir liéu dién tir

Thei gian xir 1y Ngudi xir Iy
B3 xirlyo so i [5) Nody tié nhan: 26/05/2024 20:19:18 ™ Cong viéc: B1: Tiép nhan
H® 80 ché tiép nhan &) Ngéy hen tra: 28/05/2024 07:00:00 @ Ténnguadi xi I: V5 Dang Ngoc Gia
~ - [@} Hon xir Iy toan quy trinh: 28/05/2024 07:00:00 - 1 ngdy (Con al 0 ngdy 0 gl 0 phit 0 gidy ) 2 Ngudi theo doi:
Tiép nhin hd so Han xir Iy: 27/05/2024 13.00.00
\mport bd 8ot e excel (U Thoiglanconlai: Ongdy 60k Ophit  0gidy
[E Hinh thirc tiép nhan  Truc tép
Xir iy b s0 (2] Hinh thie nhin ket qua h 50 : Nhan tryc tiép
Hb 50 khéng cBn xi Iy
Tra ciru hd 50 theo don vi [} Thong tin chung S8 Thénh phin h so S Lephi @ Thng tin chi tiét £ Hinh thic nhin két qua
Tra ciiu ho 50108 co quan
Thanh phan hd so  Chimg thyc dign i # Cépnhit thanh phiin bd so
Tra ciu ho 50 cd nhan
Cu hinh 56 hd s
@ Ban chinh gidy 16, van ban lam ca s& dé ching thyc ban sao va bin sao can chimg thuc. Trurng hop ngudi yéu cau chimg thuc chi xuat trinh ban chinh thi ca quan, t3 chirc tién hanh chyp tir ban
chinh dé thirc hign chimg thye, trir tnring hop co quan, 13 chizc khang co phurong tién dé chup. Ban sao tir bin chinh dé thyc hién chimg thuc phai c6 day du cac trang da ghi thang tin ciia ban chinh.
A Dit ligu mét cira v
g 062097006446 KQ.615.000007-
Q) pong bo dir ligu v 1 Ban chinh Xem mdu don, 1& khai - Kapdf z
(® Thang ke bao céo v
2 Tra ciru CSDLQG vE dén cu »: B
Y kign xir Iy /' Nhapy kiEnxirly Két qua xir Iy © Ly VBtirioffice
L& quénly van bén v
€ Kéoth téptin hode Tél lén
® Thu phi, Ié phi hd so v Kich thudc t6i da ciia mét tép tin: SOMB

- Tai day B phan Mot ctra thuc hién chon loai chung thuc, loai giéy toy, s luong
va sb tién.

Ching thuce dién tr

Ma h so: H34.22.6-240814-0001
Thi tye: Tha tue chimg thue bdn sao tir ban chinh gidy 1, van bén do co quan t6 chic cé thim quyEn cda Viét Nam cép hoic ching nhan
M thi tye: 2.000815.000.00.00.H34

Chih so: V5 Dang Ngoc Gid

Loai chimg thuc Loai gidy t& Phi/1é phi

GGT Chuyén truéng.pdf Chiing thyc dign tir BAng dai hoc % 10000

- Sau khi chon xong, By phan tiép nhan biAm Luu lai va bam “x4c nhan hoan
thanh” dé chuyén ho so 1én budc ti€p theo dé 1anh dao tiép tuc xur ly



< Xirly ho so

Ho 50: H34.22.6-240814-0001

ThU tyc chumg thye ban sao tir ban chinh gidy t&, van ban do ca quan 18 chirc ¢6 tham quyeén cia Viét Nam cap hodc chirng nhan

E Bo phan TN&TKQ phuong Tran Hung Dao
3 Dich vu cung c&p théng tin truc tuyén
Linh vyre: Ching thuc

Quy trinh: 1 ngay - Quy trinh cap X&-07

A7 Xem quy trinh 5 In phiéu v

Thai gian xur ly Nguai xdr ly
[E] Ngay tigp nhan: 14/08/2024 15:05:45 B3 Cong vigc: B1: Tiép nhan
QD Ngay hen tra: 15/08/2024 15:05:00 e Tén ngudi xi Iy: Cén bo tiép nhan
Han xir Iy toan quy trinh: 15/08/2024 15:05:00 - 1 ngay (Con lai 0 ngay 0 gic 0 phut 0 giay #1) Ngudi theo déi:
-

Han xtr Iy 15/08/2024 09:05:00
(:\j‘ThE)igiancEmIai: Ongay 17gid 59phat 11gidy
[2] Hinh thirc tiép nhan : Trye tigp

Hinh thic nhan két qua hd so : Nhan truc ti€p

finh thirc nhan két qua ho ha &

E Théng tin chung = Thanh phan hd so s L& phi e Thaéng tin chi tiét g Hinh thire nhén két qua

II. HUONG DAN LANH PAO THU'C HIEN KY CHUNG THUC PIEN TU

1. Céu hinh chir Ky s6
Pé thyuc hién ciu hinh chit ky, lanh dao thuc hién truy cap vao muc “tai khoan”

Hé thong thong tin gidi quyét = >
. TTHC tinh Kon Tum =< UBND Tinh Kon Tum

sa» UBND TINH KON
TUM

* V6 Dang Ngoc Gia ‘.\/0\ Nhép s6 /\w Bl Tiéng viét

@ Taikhodn

5] Dang xudt
B Kho di liéu dién tir

B3 xu Iy ho so v
.(‘ Dir liéu mét cira v
) Pong bo dirlieu v
@ Thang ké bao cao v

2\ TractuCSDLQGvédancy v
LE Quan ly van ban w.

® Thu phi, 1& phi ho so v

A, Chirc ching thyc dién tir Kon
Tum

https://motcua.kontum.aov.vn/vi/my-account HE;thong thong tin gral QuyEL ETHC dnr Kon'Tum

Tai day, lanh dao thyc hién chon muc “Cap nhat chir ky” va chon nat thém chix

C4p nhat chir ky \

Chi ky + Them chir ky
mat khdu
Tén chit ky Anh chi ky 58 dign thoai ky s6 Tis khoéa dinh vi vi tri Mgay cip nhit Thaa tic
Qué trinh céng téc

Cip nhat chit ky

» Thiét 13p t

&u hinh thong bao nh
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Hé thong s& hién thi, popup dé lanh dao c6 thé cap nhat hinh anh chit ky cia
minh, 1anh dao can tai hinh anh chit ky va nhip cac thong tin can thiét. Khi da dién céc

thong tin xong, 1anh dao bam nut luu lai

G

&€ Taianh lén

Tén chil ky *
Lanh daoc ky s&

56 dién thoai ky 56 *

0886650748

TU khéa dinh vi vi tri *
WV Déng Ngoc Gia

Thém théng tin bé sung + Thém théng tin

Luwu y: hinh anh chir ky khi tai 1én phai 1a hinh anh c6 dinh dang .png.

Cap nhat chir ky
Chi ky
Tén chi ky Anh chif ky S& dién thoai ky s6 Tu khéa dinh vi vi tri Ngay cdp nhat
Lanh dao ky s6 [’_4{;// 0880650748 V& Bang Ngoc Gia

2. Thue hién ky chirng thuc dién tir

Lanh dao don vi thwe hién chirng thyc dién tir nhw sau:

+ Thém chir ky

Thao tac

- Tai menu “Xw ly ho so”, 1anh dao don vi chon hd so can xtr Iy va bam chon

“Xur Iy hé so”



Hg thing thdng tin gidi quyet TTHC tinh Kon Tum

=¢ H34.22 - UBND thanh phd Kon Tum - UBND Tinh Kon Tum n a & cansovinhose (o n I Tiéng Vidt
) UBND PHUONG TRAN HUNG P !
. PAO . N "y @ xryhese
. Danh sach cong viéc (1) A X(rly hé so 3
N Hinhthirc tép nhdn | . .
Kha dir iéu dién Xem quy trinh
& e B Phé durit @ M3 5500 s S5 CMND Tén ngudi nép Thtch ~
3 xulyha so ~ 4. Yéuchubd sung
H5 50 chi tiép nhan ® Tameing
Tiép nhin hé s0 < Chigén phfta
ol ()  clehonhdso
Impart ba <o ti file excel M 55 hb 50 Mau xanh - Truc tidp ; Miu cam - Trye tuyéin
Yéu clu nit hd s
i 1§ 6 50 1 | -
O ST Masdhoso Thii tue MNui nop Thai gian quy dinh Coquan thurc hign e
HY 50 khong cbn xir Iy (@ Dimgxily
Tra et b5 50 theo don vi . (& Xemlich sif cp nhat

Tra ciu 6 50 todn co quan

g
Nghy ndp: 23/05/2024 Téi véin bén cila bl so

[

Tra ciu % 50 cd nhan 009 000 00 00 e Vé Diing Ngoe Gid 222834 ) -
o H34.22.6-240523-0005 TN chma e i saotirban S TENTRELTING XBCha Hreng. « Ngdy iEp nhén: 23/08/2024 %‘;:”:;‘nqug:: Pl 5
G hinh 53 h6 5o . - ; Thanh phd Kon Tum, TinhKon Tum, 222835 ) EI
chinh gifiy 1, vin bin do co quant... igt Nam « Han i I toan quy trinh: Cdnbd : Cén bd Liinh dao
27/05/2024 070000
X D ligu mot i - « Mgy hen ré: 27/05/2024
Dir lidu mot ciora 070000
Q) 6ng b dirliu ~
(B Théng ke bio céo v Hignthi 10 = « <B N
|E) Quinly vanbén ~
(@ Thu phi, Ié phi s so v

Hé thiing thang tin gisl quy&t TTHC tinh Kon Tum

©ia diém try 567 70 L& Hing Phong, thanh phi kon Tum, tinh Kon Tum

1 Y 14
~ . e b A A 99 \ A \ T3 4
- Lanh dao don vi chon tab “Thanh phan ho so” va bam vao nat “Chirng thuc

oA 2 99
dién tw

Hb so: H34.22.6-240814-0001

Tha tuc chirng thue ban sao tir ban chinh gidy 13, vin bén do co quan 18 chirc ¢6 tham quyén cda Viét Nam cap hodc chirng nhén
B0 phan TN&TKQ phuang Tran Hung Dao
® Dich vu cung c&p théng tin truc tuyén

Linh vuc: Chimng thuc
Quy trinh: 1 ngay - Quy trinh cp X&- 07

-
o

A7 Xem quy trinh £ In phigu v 4

Thai gian x(r Iy Ngudi xtr Iy

[E] Ngay tigp nhan: 14/08/2024 15:05:45 ™3 Cong vige: B2: Lanh dao don vi
oD Ngay hen tra: 15/08/2024 15:05:00 e Tén ngudi xt ly: Can bd Lanh dao
@ Han xir Iy toan quy trinh: 15/08/2024 15:05:00 - 1 ngay (Con lai 0 ngay 0 git 0 phat 0 gidy ) ;’) Ngu®i theo di: Can bd tip nhan
Han xi Iy: 15/08/2024 09:15:00

(U Thaigianconlai: Ongay 17gi6 59phit 12gisy
[2] Hinh thire tigp nhan : Truc tigp
[ Hinhthic nhan két qua ho so : Nhan truc tiép

E Thong tin chung E Thanh phan ho so Q Lé phi o Théng tin chi tiét o Hinh thire nhan ket qua

Thanh phan ho so / Chimg thue dién # capnhét thanh phan hd so

@ Ban chinh gidy t&, van ban |am co s d& chimg thuc ban sao va ban sao can chimg thye. Trudng hop ngudi yéu cau chimg thue chi xut trinh ban chinh thi co quan, t8 chirc tién hanh chup tir ban chinh d&
thuc hién chiing thue, trir truiing hop co quan, 18 chire khéng ¢é phuong tién d& chup. Ban sao tir ban chinh dé thuc hién chimg thue phai c6 day du céc trang di ghi thang tin cua ban chinh.

1 Ban chinh Xem méu don, tos khai -

B GGT Chuyén truéng.pdf | Z ]

- Hé thdng s& hién thi giao dién, lanh dao thyc hién bam vao nat “Ky s6” dé thuc
hién ky sb



Chimg thue dién tir

M hb 5o H34.22.6-240814-0001

Thi tue: Thi tue ehdng thire ban sa0 1ir ban chinh gidy 1, vén ban do co quan 16 chirc ¢ jén cda Vit Nam cip hose

M thi tye: 2.000815.000.00.00.H34

Chil hB sa VB Dang Ngoc Gia

Loai chiimg thyc Lo gilly tb Phif phi K timg phidn bia

GGT Chuyén trudng.pdf Chimg thye dién i B4ng dal hoe

Khi 1anh dao ky so6 chang thuc thanh cong, 1anh dao thuc hién bam “xac nhén
hoan thanh” dé chuyén ho so 1én budc tiép theo deé ti€p tuc xu ly
<« XUrly ho so
(I Ho so: H34.22.6-240814-0001
Tha tuc chirng thue ban sao tir ban chinh gidy 13, van ban do co quan t3 chire ¢6 tham quyén clia Viét Nam cap hodc ching nhan
E BG phan TN&TKQ phudng Tran Hung Dao
» Dich vu cung cap théng tin truc tuyén

Linh vure: Ching thuc
Quy trinh: 1 ngay - Quy trinh c&p X&- 07

A7 Xem quy trinh £ In phigu v 5] Luu vao kho & Xac nhan hoan thanh e

Thai gian xdr ly Ngudi xir Iy

[E] Ngay ti€p nhan: 14/08/2024 15:05:45 ™3 Céng viée: B2: Lanh dao don vi
<) Ngay hen tré: 15/08/2024 15:05:00 @ Tén ngudi xir Iy: Can bd Lanh dao
@ Han xi ly toan quy trinh: 15/08/2024 15:05:00 - 1 ngay (Con lai 0 ngay 0 gier 0 phat 0 giay ) A') Ngu@i theo ddi: Can bo ti€p nhan

Han xir Iy: 15/08/2024 09:15:00

C\; Thoigianconlai: Ongay 17gi0 39phat 17 gidy
[®] Hinh thirc tigp nhan : Tryc tigp

Hinh thire nhén k&t qua hd so - Nhan truc tigp

Y Théng tin chung O® Thanh phan hd so § Léphi @ Théng tin chi tiét £ Hinh thire nhén két qua
L& phi + Thém phir I& phi /" Cap nhat phi/ 1& phi
Loai 1€ phi S8 luong Mirc 1€ phi Thanh tign Mo ta Thanh todn Bét bude thanh tean Hinh thire thanh tean
F',“ Chu.‘"g thue bén sao tr 1 2.000 VND 2.000 VND Fh.l c?’:u‘ng }huc ban sae Chua thanh toén
ban chinh. thir ban chinh
Phi chima thuc ban sao tir B B Phi chima thuc ban sao tir _.

I1I. HUONG DAN VAN THU THUC HIEN THUC PIEN TU

1. Tao s chirng thue

Dé thyc hién tao s6 chimg thuc, Van thu s& click vao menu “Chitng thue dién ti
Kon Tum” chon “Qudn ly so chirng thuc dién tir”

H3 1h5ng thong tn gidi Guyat 1 THC B Kon Tum

sk - : = H34.22.6 - UBND phudng Tran Hung Dao - UBND thanh phd Kon T claggvimu (s 2 .
BO PHAN TN&TKQ PHUONG TRAN : P Bgo: PG Koo Tum r Pu Doun o [ =) I g vie

HUNG PAO

QAN LY THONG TiN 1D 50 NHAC ViEC
& Ko oy i

e ] — _ _ _
A 0y mit cira v

= 1 weso 0 150 0 1pso 0150
) ety ol 3 Yem ci 58t Yem chi 56t Yem chi el Yem ottt
(D Thang ki bdo cio v
e - _ _
© Thphi g phi i s v

[ [
A, Chire chimg thyc dién tir Ko Tum ~ Xem chi tdt Xem chi 88t

- Tai day, Van thu s€ thuc hién chon ntt “Thém mdi” trén man hinh



THONG TIN TiM KIEM
B Ko i i e i
B3 xikyhiso ~ “Tén 96 chimg thuc MNgay ]
A ol métcira -
& Ding b dirlidu v T isetgs +mimm |
rhéing ké bio car ~
@ - s Louish i 56 cuims T sianoiy swinTa i TR i wakrong Ao The
(B ouin b van bin v
1 S didnt SOHSTEST 1 £l BANG MO 01/05/2024 31/05/2024 P )
© Thaphi It phikd s0 >
wéam 10 - vinoingn >
A, Chire chimg thue dién tir Kon Tum ~
Quin 1§ 55 ching e dién 1

- Vén thu s€ dién thong tin nhu “ Tén s6 chung thuc”, “ S6 bat dau”, “Ngay mo
s0”, “Ngay dong s6” va thuc hién “Luu” s

Thém s méi

Ténsd ching thye

S5batgau"

Ngay md s (C) ] Ngay 8ong 56 () * B

(BYGhi 55 quyén, ndm thye hién chimg thye (vi dur 01/2015. Néu 01 (mt) ndm ding nhidu 53 thi ghi 58 tha tu lién
tp (Vi u: 02/2015),trwg g 01 o205
+012016)

(C)Bhi ngay, thang ném md 56
(DB ngy, thang ném dang 53

n

2. Cau hinh con dau chirng thue
bé thyuc hién cau hinh con dau, van thu thyc hién truy cap vao muc “Tai khoan”

Hé thGng thong tin giai quyét

N =¢ UBND Tinh Kon Tum - A P #I Vo Dang Ngoc Gi IR ieng viet v
UBND TINH KON
TUM

5] bang xudt

B Kho dir liéu dién tir

B3 xirlyho so v
A Dit liéu mét cira v
Q) Dong b ditlieu v
@ Théng ké bao cao v

2\ TraciuCSDLQGvédancuy Vv
Quan ly van ban ks

® Thu phi, I& phi hd so v

A, chic ching thyc digntarKon
Tum

Hé thdng thong tin giai quy&t TTHC tinh Kon Tum

e

Tai day, van thu thuc hién chon muc “Cap nhat chit ky” va chon nut thém chit ky
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Cap nhét chir ky \
& Theng tin ca nhan
chaky + Them chir ky
5 Thay asi mat khau
Tén chil ky Anh chd ky §6 dién thoai ky s¢ Td khéa dinh vi vi tri MNgay cap nhat Thao tac
B Déng ky nhac vigc

&2 Qua trinh cong tac

@ cap nhat chi ky
B Thiat 13p théng béo
& Cau hinh loai ky 56
B Béoving

B nhat ky dang nhap
£ 0 1§ phin énh

£ Céu hinh theng bao nhéc vige

Heé thdng s& hién thi, popup dé vin thu c¢6 thé cap nhat hinh anh con dau, van thu
can tai hinh danh con dau va nhap céac thong tin can thiét. Khi da dién céac thong tin
xong, van thu bam nut luu lai

2
s
& Tiianhlén
Tén chit ky *
Con dau van thu

S5 dign thoai ky 56 *
0886650748

Tt khéa dinh vi vi tri *
[ Nguyén Van A

Thém théng tin bé sung + Thém théng tin

Laru y: hinh anh chit ky khi tai lén phai 1a hinh anh c6 dinh dang .png.
3. Péng diu chirng thue
Van thw don vi thwe hién chirng thuwce dién tir nhw sau:
- Ta‘i menu “Xu ly ho so”, van thu don vi chon hd so can xu ly va bam chon
“Xur ly ho so”
- Van thuc don vi chon tab “Thanh phén hd s0” va bam vao nut “chung thuc

dién ta”. H¢ thong s€ hién ra popup dé van thu chon “Quyén s6” va bam vao nut
“Dong dau
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C4p nhat thang tin chimg thyrc dién tir
Quyln 55 58 chimg the dy kifin 106nq i timg phuén bia

‘ich ehon ki dBog logt s

- Kéo vi tri con dau dén %; tén cia lanh dao va bam nit “Ap dung”

¥ Tay chon <hif ky mé rong

Ty chinh chS 83 ki
[ Hignthi chlkj [~ M8 héa e

W Ky bai ¥ Thai gian kj
Chirng thyc ban sao ding véi ban chinh CHU TICH

I~ Chicws "7
™ Géin nhin ths gian
L) [ 86 chimg thuc: 31/DT Quyén s6: SO HS TESE%
Tékhoda [ N N .
i, Nagéy ching thue: 10/06/2024 &
\ .

CWViwichdey
Trang hide i 0 = —=“CamboLanh dao
I bbb bintitcibmg  Thémechilky

Danh séch chil ki

s v X

Kiduchlki  [Cundntmarn  v]

&

ot (5] [8)

2y [ [ Ciima I Chigsm

ey )
- Sau khi dong d4u thanh cong, Van thu xem Va tai ban vira ky

111y UG UYL Ry WIS WU IVIU U LU Ry RIUIIY I IS AT S Ry

Ching thyc ban sao ding véi ban chinh CHU TICH

86 chimmg thyc: 31/DT Quyén sb: SO HS TESFZzaa
Ngay ching thue: 10/06/2024
o —

""" Can bd Lanh dao

Huéng ddn tai Phu luc ndy ndy sé tiép tuc hoan thién bo sung khi cdc chirc
ning hé thong cé thay doi hodc khi ¢6 van ban, yéu cau thay doi nghiép vu ciia cdc co
quan Trung wong va dia phirong. Qud trinh thuc hién c¢é khé khdn, vieéng mdc cdc
don vi, dia phuwong lién hé Trung tam Phuc vu hanh chinh cong tinh (SPT:
0260.3797799; Vién théng Kon Tum (SPT: 0260. 3958789 - 0260.3500001).
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