VIET LICENSE CHECKLIST HO SO CHUNG TU

Checklist ho so Windows & Office ban
quyén

Tai liéu phéi hop gitra ké toan, mua hang va IT. Panh diu tirng dau muc, ghi noi lvu va ngudi phu
trach; khéng lwu product key day du trong ban chia sé rong.

A. Trwée khi duyét mua

Tén don vi, ma sb thué, dia chi va email nhan héa don da dwoc xac nhan.

Tén san pham/SKU, edition, hinh thirc license va sb lwgng may/ngudi dung da théng nhét.
Bao gia da chét ghi rd pham vi ban giao, hd tro' va thoi han thuc hién.

Nguwdi phu trach ké toan, mua hang va IT dwoc ghi nhan dé cung ddi chiéu.

O O O O O

Danh sach may/ngwdi dung dy kién da sdn sang néu mua tir vai license tré 1én.

B. Sau khi nhan license va ban giao

[0  Email hoac bién ban ban giao da lwu cung ma don hang/bao gia.

[[] Théng tin loai license, thiét bi/ngwdi diing nhan license va ngay ban giao da ghi nhan.
[] Link tai bd cai chinh hang va hwéng dan cai dat/kich hoat da dwoc lwu.
L

Product key/tai khoan nhay cdm dwoc lwu trong kho cé phan quyén, khéng nam trong file chia sé rong.

C. Héa don dién twr va file XML

D4 tai ca ban thé hién va file XML tir email/cdng tra clru ctia nha cung cép.

L]

[] Da dbi chiéu nguwoi ban, ma sé thué, sbé hoa don, san pham, s tién va thué suét.

[] File XML dwoc lwu nguyén trang, cé thé tra ciru lai trén Cong héa don dién tlr ctia Cuc Thué.
L]

Bo hé so da dwoc gan ma tham chiéu chung gilra bao gia, héa don va bang phan bb license.
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VIET LICENSE CHECKLIST HO SO’ CHI'NG TW

Cau trac thw muc Iwu ho so goi y

M6t cAu tric nhat quan gitp ké toan va IT tim cung mét hdé so ma khéng phai glri product key qua email
hoac chat nhiéu lan.

ot dung nén fu

01_Bao-gia_Hop-dong B4o gia da chét, hop ddng/don dat hang, ngwdi phé duyét.

02_Hoa-don_XML Ban thé hién héa don, file XML nguyén trang, ma tra ciru.

03_Ban-giao_License Email/bién ban ban giao, loai license, ma tham chiéu néi bo.

04_Phan-bo_Thiet-bi Bang may/ngwoi dung, edition, ngay giao, nguwoi phu trach.

05_Cai-dat_Ho-tro Link tai chinh hang, hwéng dan kich hoat, lich st hé tro' can giir.

99 Kho-nhay-cam Product key/tai khoan trong kho mat khdu ho&c hé théng phan quyén
riéng.

Trwong téi thiéu trong bang phan bd

M4 thiét bi hodc ngwdi ding - phong ban - san pham/edition - hinh thirc license - ngay ban giao - ma héa
don/tham chiéu - noi lwu béng chirng - nguwdi quan ly - ghi chu cai lai/chuyén giao.

Nguon chinh thirc
Nghi dinh 70/2025/NB-CP: https://vanban.chinhphu.vn/?docid=213179&pageid;=27160

Théng tw 32/2025/TT-BTC: https://vanban.chinhphu.vn/?docid=213855&pageid;=27160
Cbng hda don dién tir clia Cuc Thué: https://hoadondientu.gdt.gov.vn/

Lwu y: checklist nay gitp t6 chirc hdé so mua sdm va ban giao phan mém. K& toan/phap ché ctia doanh nghiép can
xac nhan quy trinh lwu ching tir ap dung cho don vi minh.
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