HUONG DAN SU DUNG DICH VU CONG TRUC TUYEN
CUA SO TAI NGUYEN VA MOI TRUONG HA NOI

1. Pham vi

Pén thoi diém hién tai, So Tai nguyén va Mbi trudng Ha Noi da trién khai dich

vu cdng truc tuyén mic do 3 cho céc dich vu cng sau:

I. Cap Gidy chizng nhan cho té chirc duge nha nudc giao dat, cho thué dat
sau ngay 01/07/2004 (d6i vé6i truong hop khdng yéu cau ching nhan
quyén sé hitru tai san gan lién vai dat).

ii.  Cap lai Gidy chang nhan cho trudong hop Gidy chirng nhan da cap bi 6,
nhoe, rach, hu héng.

iii.  Cap lai Giay ching nhan do bi mat.

iv.  Cép lai Gidy ching nhan cho trudng hop nguoi sir dung dat, cha s hitu
tai san gan lién véi dat cd nhu cau cap d6i Gidy chizng nhan da cap trudc
ngay Thong tu s6 17/2009/TT-BTNMT c6 hiéu lyc thi hanh.

2. Truy cap website dich vu cong truc tuyén
Pé truy cap website dich vu cong truc tuyén cua S¢ Tai nguyén va Moéi trudng
Ha No6i, nguoi st dung thuc hién thao tac nhu sau:
- Truy cap website cta S¢ Tai nguyén va Moi truong Ha Noi tai dia chi:
http://tnmtnd.hanoi.gov.vn/
- Nhan chuét tai biéu twong Dich vu cdng truc tuyén

3. Xem quy trinh giai quyét thi tuc hanh chinh va tai cac biéu miu
Toan b ndi dung quy trinh giai quyét thu tuc hanh chinh va céc biéu mau co
lién quan thudc pham vi phu trach caa S¢ Tai nguyén va Moi truong Ha Noi
da dwoc cap nhat trén website dich vu cong truc tuyén. Ngudi st dung cé thé
truy cap bang cach:
- Truy nhap website dich vy cdng truc tuyén
- Chon menu Thu tuc hanh chinh
- Chon nhém thu tuc hanh chinh mudn tra cau
- Chon tha tuc hanh chinh muén tra ciru
- Xem noi dung quy trinh va tai cac biéu mau c6 lién quan


http://tnmtnd.hanoi.gov.vn/

4. Pang ky tai khoan sir dung
Dé cd thé cap nhat yéu cau giai quyét thu tuc hanh chinh, theo d&i qua trinh thu
ly hd so, to chirc (trong pham vi cac dich vy cdng truc tuyén ndi trén) can ding
ky tai khoan trugc khi thyc hién céc thao tac tiép theo. Cac bude ding ky tai
khoan sir dung nhu sau:
- Truy cap website dich vy cong truc tuyén
- Chon menu Piang ky sir dung, nhap céc théng tin theo yéu cau
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- Nhéan nut ding ky
- Hé théng s& guri 1 yéu cau xac thuc dén dia chi email ma ngudi sir dung da
cung cap khi dang ky

- Mo email nhan duoc
- Nhan chuét tai link dugc cung cap trong email dé hoan tat viéc dang ky tai
khoan

5. Ping nhap bang tai khoan da ding ky
- Truy cap website dich vy cong truc tuyén
- Chon bang nhap



Nhap tén tai khoan va mat khau

Nhap Ky tu y&u cau xac thuc

Nhan nat Dang nhap

Sau khi d ding nhap, dé dang xuit, nguoi st dung nhan chudt tai biéu

tugng

. Nhip yéu cau giai quyét thi tuc hanh chinh
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Truwéc khi nhdp yéu cau gidi quyét thu tuc hanh chinh, té chirc can luu y mét
so ngi dung sau:

Tim hiéu k¥ quy trinh giai quyét thu tuc hanh chinh ¢ lién quan

Chuan bi céc ho so, gidy to theo yéu cau

Quét (scan) cac ho so gidy to ban goc (khuyén nghi st dung dinh dang file
PDF), chét lugng cua file quét phai dam bao dé Bo phan tiép nhan va thu
Iy hd so co thé doc duoc

Kich thudc file hd so, gidy to (sau khi quét) toi da 10 Mb/ 1 file

T6 chirc nop hd so phai chiu trach nhiém hoan toan trude phap luat vé tinh
chinh xé&c cia hd so nop truc tuyén véi hd so gbe

Nhdp théng tin chinh don dé nghi

Nhap céc thong tin theo yéu cau, cac truong thong tin co dau (*) 1a bat buc
phai nhap

Chi khi ngudi nhap danh dau tai 6 “Tei xin cam doan néi dung ké khai trén don Ia
dang sw that, néu sai téi xin hoan toan chiu trach nhiém va chiu xt ly theo quy dinh cua
phap luat” VA ghi lai thdng tin thi hd so mdi chinh thirc duoc chuyén dén Bo
phan tiép nhan hé so

Nhdp file hé so dinh kém
Chon tép tin twong tng véi tirng loai hd so, gidy to da chudn bi & trén

Nhdn niit Ghi dé ghi lai théng tin da nhdp

. Tiép nhdn hé so ndp truc tuyén

Trudc khi tiép nhan hod so, Bo phan tiép nhan hd so sé tién hanh kiém tra tinh
hop 18 cua hd so, bao gdm ca viéc xac thuc thdng tin cia to chirc va ngudi nop
hd so. Néu thong tin khong hop 16 thi s& tir chdi tiép nhan ho so.

. Sira/ x0a yéu cau giai quyét thii tuc hanh chinh di cap nhat

Hé thdng cho phép stra/ x6a yéu cau giai quyét tha tuc hanh chinh da cap nhat
néu yéu cau nay chua duoc tiép nhan hoic cd thdng bao tir B6 phan tiép nhan
hé so. Thao tac thuc hién nhu sau:

Ding nhap bang tai khoan da dang ky
Chon menu Tra citu hd so
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- Trong danh sach ho so da giri, nhan chudt tai biéu tuong twong tng voi thao
tac sira/ x0a trong cot “Hanh dong” tai dong chaa hd so can stra/ x6a

Theo ddi quéa trinh thu ly ho so

Trong qué trinh thu Iy hd so, khi c6 van dé phat sinh, néu thdy can phai théng

bao dén to chirc nop ho so, Bo phan thu Iy ho so s& giri thong bao dén tai khoan

ma t6 chirc di dang ky. Pé truy cap thong tin ndy, ngudi ding can thuc hién

cac thao tac sau:

- Ping nhap bang tai khoan da dang ky

- Chon menu Tra cttu hd so

- Céc thong béo tir Bo phan thu Iy hd so s& duoc hién thi twong &ng véi tirng
loai thdng bao

- Pbi vai théng bao yéu cau bd sung hd so, dé cap nhat bd sung hd so, nhan
chudt tai biéu twong trong cot “Hanh dong” & dong twong (ng véi thdng
bao, hé thong s& md man hinh cho phép nguoi ding nhap théng tin bé sung
cho hd so, cach nhap trong tu nhu khi nhap méi yéu cau giai quyét tha tuc
hanh chinh.

Tir chdi tiép nhan thu Iy hé so truc tuyén

S¢ Tai nguyén va Moi truong Ha Noi sé tir chdi tiép nhan yéu cau giai quyét
th tuc hanh chinh truc tuyén néu yéu cau khdng thudéc mét trong céac thu tuc
hanh chinh dwoc néu tai phan 1 ciia huéng dan nay hozc théng tin yéu cau giai
quyét thir tuc hanh chinh, théng tin to chirc, thong tin ngudi nop ho so khong
hop €.

Nhan két qua

Khi duoc thdng béo dén nhan két qua giai quyét tha tuc hanh chinh, t6 chirc
can dua dén toan bo ho so gbe dé Bo phan tra két qua d6i chiéu va tiép nhan
hd so gdc (néu can).



