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Muc dich:’Nhém cung cg‘ip va gia han ching thu s6 (CTS) cho khach hang.
Pham vi: Ap dung cho tat ca cac khach hang cua cong ty.

Noi dung

Trach nhiém

Noi dung cong viée

Cach thuc hién

Nguoi yéu cau

Tiép nhén dang ky

Khach hang ding ky cap chimg thu
50.

Dai ly tiép nhan hd so cia khach
hang theo quy dinh (*) va hudng
din khach hang thu tuc dang ky
chimg thu s6. BM- SAFE -03.1
Glay dang ky chung thu )

Néu thoi diém gia han céc ho so
theo quy dinh thay ddi so v6i thoi
diém dang ky trude d6 thi phai
cung cap hd so nhu dang ky méi.
Céc hd so gia han sau 3 nam phai
cung cap ho so nhu dang ky moi va
truong hop cap bd sung (**)

Nhan vién dai 1y

Xac thuce
* thong tin

Dai ly kiém tra tinh chinh xac déi
véi hd so dang ky cta khach hang
(***)

Néu hé so chua ddy du yéu cau
khéch hang bd sung hd so

B0 phéan duyét CTS cua
SAFE-CA

Duy¢t

- Néuhd so ddy du thi chuyén sang P
bude Nhép thong tin. (63
/; cONG
- Dai ly nhép thong tin cua khach (= cO Pt
Nhan vién dai ly Nhap théng tin hang 1én hé théng, sau d6 giri yéu CHUN
ciu duyét lén SAFE-CA. \ ANT
| \’> 2

- X Y =
Kiém tra duyét lai ho so dang ky REHE'

ctia khéch hang. Néu phét hién chua
dung yéu cau thi tra vé xéc thuc lai
thong tin

Duyét céc yéu ciu cip ching thu
s6. Hé thdng s& giri OTP kich hoat
qua email cho khéach hang.

Nhén vién dai ly

Ban giao thiét bi

Nhan vién dai ly ban giao thiét bi
token tring cho khach hang.
BM- SAFE -03.3 Bién ban giao
nhan thiét bi
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Khéach hang

- Néu khéch hang dén truc tiép, nhan
vién cua dai 1y s& huéng dan khach
hang kich hoat CTS

- Neu khach hang khéng dén truc
tiép: Pai Iy giri huéng dan kich hoat
CTS qua email cho khach hang.

- BM-SAFE -03.4 Gidy x4c nhén
thong tin khach hang

Tao Chumng thu s6

Hé théng cong bd CTS

- Tu dong cong bd chimg thu sb cua
khéch hang trén trang web cta
SAFE-CA
http://www.safecert.com.vn sau khi
khéach hang kich hoat CTS va xac
nhén théng tin CTS chinh xac

- Chimg thu sb ctia khach hang c6
hiéu lyc ké tir thoi diém dugc cng
bo

Cong bd
chung thu so

Biéu mau:

1.
2. BM- SAFE -03.2 Hop ddng cung cép dich vu
3.
4.

BM- SAFE -03.1 Gidy dang ky chtmg thu sb

BM- SAFE -03.3 Bién ban giao nhén thiét bi
BM-SAFE -03.4 Gidy xac nhan thong tin Khéch hang

BM-SAFE -03.1 bao gom:

1.
2. DN_2: TDTT-CLTB (Doanh nghiép — Thay déi thong tin hogc cép lai thiét bi)
3.

4. CN_1: TDTT-CLTB ( Cé nhén — Thay dbi théng tin hogc cép lai thiét bi)

DN _1: DKM-GH (Doanh nghiép — Cap mdi hodc gia han)

CN_1: DKM — GH (Ca nhan — Cép méi hodc gia han)

(*) Hé so glay ding ky Ching thw s6 bao gdm:

v 01 Gidy ding ky Chit ky s6 SAFE- CA (Ngudi dai dién phap luét ky tén & dong déu)

v 01 Ban sao gidy phép DKKD hodc Quyét dinh thanh 14p (Ban sao chung thuc hodc ban
sao can déi chiéu ban chinh)

v 01 Ban sao CCCD/ ho chiéu ctia ngudi dai dién phap luat (Ban sao chimg thuc hogc ban
sao can doi chiéu ban chmh)

v 02 Hop dong cung cap dich vu (Nguoi dai di¢n phép luét ky tén & dong déu)

v 02 Bién ban giao nhan thiét bi (Ky tén & déng diu ctia cong ty)

v 01 Gidy x4c nhéan thong tin khach hang
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(*) Hoic hd so ding ky Chirng thw s6 ¢6 ky so dién tir bao gom:

v 01 Giay dang ky Chir ky s0 SAFE-CA (Khéch hang ky s6)

v 01 Ban sao gidy phép DKKD hodc Quyét dinh thanh 14p (Co quan ching thyc ky s6 hodic
ban sao can di chiéu véi ban chinh)

v 01 Ban sao CCCD/ h chiéu ctia nguoi dai dién phap luat (Co quan chimg thuc ky s6
hodc ban sao can doi ch1eu véi ban chinh)

v 01 Hop ddng cung cap dich vu (Khach hang ky so)

v 01 Bién ban giao nhén thiét bi (Khéch hang ky s0)

v 01 Gidy x4c nhan thong tin khach hang (Khach hang ky s0)

(**) Truwdng hop cap b6 sung:

- Trudng hop cap bd sung do chimg thu s0 cua CA hét han hodc do nhitng nguyén nhén
nao khac, thi CA can cir vao hop dong va cép bd sung thdi han theo dung nhu hop
dong ky véi khach hang va c6 xac nhén tir khach hang, khach hang chi bd sung
nhitng hd so thay doi tai thoi diém cdp bd sung CTS (néu cb)

(***) Nhén vién dai ly s€ Kkiém tra:
- D& voi hd so gidy kiém tra ban sao khach hang nop cén doi ch1eu véi ban chinh, sau
khi kiém tra chinh x4c v6i ban chinh thi dong déu ‘BA POI CHIEU BAN CHINH”.

Néu khach hang nop ban sao ching thue thi khdng can dbi chiéu ban chinh.

- DPéi véi hd so ban dién tir c6 ky s6 cua khach hang, kiém tra ban dién tir co ky sb cta
khéch hang va co quan chimg thure vé tinh hop 1¢ cta chit ky s6 trong ho so. Trudng
hop hd so ban sao can doi chleu vGi ban chinh, sau khi klem tra chinh xdc véi ban
chinh thi str dung chir ky s6 cua dai ly da uy quyen ky s6 1én hd so va thé hién ndi
dung “DA DOI CHIEU BAN CHINH” hodc in hd so ra va déng ddu “DA POl
CHIEU BAN CHINH".
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