sé Q (HOC GIA TCVN ISO 9001:2015 THUC HIEN TAI SO TU PHAP

ml;l!zall—\l LINU N 1 NMUNU YUAIN LY LnNnAl LUYNGU 1LY 11U CITUALN

STT TEN TAI LIEU/ QUY TRINH MA SO
A |HUONG DAN THEO MON HINH QUAN LY HTQLCL 5
1 |[Mb hinh hé thong MH
2 |Hudng dan kiém soat thong tin dang vin ban HD-01
3 |Hudng dan Quan 1y rii ro HD-02
4  |Hudng dan danh gia ndi bo HD-03
5 |Hudng dan Kiém soét sy khong phu hop HD-04
B QUY TRINH GIAI QUYET TTHC 136
I |LINH VUC PHONG CHONG THAM NHUNG 4
1 |Quy trinh ké khai tai sdn thu nhap QT-TTR-PCTN-01
2 |Quy trinh tiép nhan yéu cau giai trinh QT-TTR-PCTN-02
3 |Quy trinh xac minh tai san, thu nhap QT-TTR-PCTN-03
4 |Quy trinh thyc hién viéc giai trinh QT-TTR-PCTN-04

LINH VUC THANH TRA (Giai quyét khiéu nai, xir 1y don

1 thw, t6 cdo, tiép cong dan) S
1 |Quy trinh giai quyét khiéu nai lan dau tai cap tinh QT-TTR-KN-01
2 |Quy trinh giai quyét khiéu nai lan 2 tai cap tinh QT-TTR-KN-02
3 | Quy trinh giai quyét td cdo tai cap tinh QT-TTR-KN-03
4 | Quy trinh tiép cong dan tai cap tinh QT-TTR-KN-04
5 |Quy trinh xir 1y don tai cdp tinh QT-TTR-KN-05
II1 |Linh vuc Cong chirc, vién chirc 3
1 |Quy trinh thi tuyén Vién chiic QT-VP-CCVC-01
2 |Quy trinh xét tuyén vién chirc QT-VP-CCVC-02
3 |Quy trinh tiép nhan vao lam cong chirc QT-VP-CCVC-03
IV |LINH VUC BOI THUONG 3




Quy trinh Giai quyét yéu cau boi thudng tai co quan truc tiép quan

! Iy nguoi thi hanh cong vu gy thiét hai (cap tinh) QT-HCBT-BTNN-01
2 |Quy trinh Xéc dinh co quan giai quyét boi thuong QT-HCBT-BTNN-02
3 |Quy trinh Phyc hoi danh dy (cép tinh) QT-HCBT-BTNN-03
V | LINH VUC HOA GIAI THUONG MAI 9
1 |Quy trinh ding ky lam hoa giai vién thuong mai vu viéc QT-HCBT-HGTM-01
Quy trinh déng ky hoat dong trung tdm hoa giai thuong mai sau
khi dugc B Tu phap cap Gidy phép thanh 1ap; dang ky hoat dong
2 |Trung tam hoa giai thuong mai khi thay doi try so cua Trung tam QT-HCBT-HGTM-02
hoa giai thuong mai tur tinh, thanh pho tryc thugc Trung wong nay
sang tinh, thanh pho truc thudc Trung wong khac
3 Quy t1‘r1nh .tqh.ay doi tén goi trong Giay dang ky hoat dong cua Trung QT-HCBT-HGTM-03
tam hoa giai thuong mai
4 Quy trinh dang ky hoat dong cua Chi nhanh Trung tam hoa giai QT-HCBT-HGTM-04
thuong mai
Quy trinh cap lai Gidy ding ky hoat dong Trung tam hoa giai
thuong mai, chi nhdnh Trung tam hoa giai thwong mai, chi nhanh
> Trung tim hoa giai thuong mai, Giay dang ky hoat dong ctia Chi QT-HCBT-HGTM-05
nhanh t6 chure hoa gidi thuong mai nude ngoai tai Viét Nam
Quy trinh chdm dut hoat dong Trung tAm hoa giai thuong mai
6 |trong truong hop Trung tam hoa gidi thuong mai tu cham dut hoat | QT-HCBT-HGTM-06
dong
Quy trinh Ping ky hoat dong cta Chi nhanh t6 chirc hoa giai ,
thu:ong mai nudc ngoai tai Viét Nam sau khi dugc Bo Tu phap cap
7 Giay phép thanh 1ap; dang ky hoat dong ctia chi nhénh t6 chirc hoa QT-HCBT-HGTM-07

giail thurong mai nudc ngoai tai Viét Nam khi thay doi dia chi tru
sO tur tinh, thanh pho truc thudc Trung wong nay sang tinh, thanh
pho truc thudc Trung wong khac




Quy trinh thay d6i tén goi, Trudng chi nhanh trong Gidy dang ky

8  |hoat dong cua chi nhanh cua t6 chic hoa giai thuong mai nude QT-HCBT-HGTM-08
ngoai tai Vi¢t Nam
Quy ‘Erinh chdm dut hoat dong cua chi nhanh, van phong dai dién
cua to chirc hoa giai thwong mai nudc ngoai tai Viét Nam trong
9 truong h(_zp th nhqanh;, van ph(‘)ng 'O‘:a,'u dién cham. dut ’hoat d‘()'ng ] QT-HCBT-HGTM-09
theo quyét dinh cua t6 chirc hoa giai throng mai nude ngoai hoac
T6 chue hoa giai thuong mai nude ngoai thanh 1ap chi nhanh, van
phong dai di¢n tai Viét Nam cham dut hoat dong & nudc ngoai
VI _|LINH VUC PAU GIA TAI SAN 8
1 Quy ‘t_rmqh dang ky tham dy kiém tra két qua tap su hanh nghé dau QT-HCBT-DGTS-01
gla ta1 san
) Sll}ll}éf r‘;rmh phé duyét du diéu kién thyc hién hinh thirc dau gia truc OT-HCBT-DGTS-02
3 t(gl?zét;mh dang ky hoat dong cia Chi nhanh doanh nghiép dau gia QT-HCBT-DGTS-03
4 Quy ‘t‘rlnqh cap lai Giay dang ky hoat dong ctia doanh nghi¢p dau QT-HCBT-DGTS-04
g1a ta1 san
5 Q}ly trlnh ‘thfly d6i ndi dung dang ky hoat dong ctiia doanh nghiép QT-HCBT-DGTS-05
dau gia tai san
6 |Quy trinh ding ky hoat dong cia doanh nghiép dau gia tai san QT-HCBT-DGTS-06
7 |Quy trinh cap lai Thé du gia vién QT-HCBT-bGTS-07
8 |Quy trinh cdp Thé dau gia vién QT-HCBT-DGTS-08
VII |LINH VUC TRONG TAI THUONG MAI 6
Quy trinh cap lai Gidy ding ky hoat dong ctia Trung tdm trong tai,
1  |Chi nhanh Trung tam trong tai, Chi nhanh ctia To chtrc trong tai QT-HCBT-TTTM-01

nudc ngoai tai Viét Nam




Quy trinh déng ky hoat dong cua Trung tdm trong tai thuong mai
sau khi duge Bo Tu phap cap Gidy pheép thanh 1ap; dang ky hoat
dong Trung tam trong tai khi thay d6i dia diém dit tru so sang tinh,
thanh phd truc thudc Trung wong khac

QT-HCBT-TTTM-02

Quy trinh dang ky hoat dong cua chi nhanh trung tam trong tai;
dang ky hoat dong cua chi nhanh trung tam trong tai khi thay do6i
dia diém dat tru so sang tinh, thanh phd truc thudc trung wong
khac

QT-HCBT-TTTM-03

Quy trinh thay d6i ndi dung Gidy dang ky hoat dong cua Trung
tam trong tai; thay d6i ndi dung Giay dang ky hoat dong cua Chi
nhanh T chirc trong tai thwvong mai nudc ngoai tai Viét Nam

QT-HCBT-TTTM-04

Quy trinh thay ddi noi dung Gidy ding ky hoat dong cua Trung
tam trong tai khi thay d61 Trudng Chi nhanh, dia diém dat tru so
cua Chi nhanh trong pham vi tinh, thanh phd tryc thudc Trung
uong

QT-HCBT-TTTM-05

Quy trinh ddng ky hoat dong Chi nhanh cta T chuc trong tai
nudc ngoai tai Viét Nam sau khi dugc B Tu phéap cap Gidy phép
thanh 1ap; ding ky hoat dong Chi nhanh cta T chiic trong tai
nudc ngoai tai Viét Nam trong truong hop chuyén dia diém tru so
sang tinh thanh phd truc thudc trung uwong khéc

QT-HCBT-TTTM-06

VIII

LINH VUC GIAM PINH TU PHAP

Quy trinh cap lai Gidy dang ky hoat dong cua Van phong giam
dinh tu phap trong truong hop Gidy dang ky hoat dong bi hu hong
hoac bi mat

QT-HCBT-GDTP-01

Quy trinh cip lai Gidy dang ky hoat dong cua Van phong giam
dinh tu phap trong truong hop thay doi tén goi, dia chi tru so,
ngudi dai dién theo phép luat cia Van phong

QT-HCBT-GDTP-02

(8]

Quy trinh Cap lai thé gidm dinh vién tu phdp ma

QT-HCBT-GDTP-03

n

Quy trinh B6 nhiém va cip thé giam dinh vién tu phap

QT-HCBT-GDTP-04

Quy trinh chuyén doi loai hinh Vin phong gidm dinh tu phap

QT-HCBT-GDTP-05




Quy trinh thay d6i, bd sung linh vuc giam dinh ctia Vin phong

6 A . QT-HCBT-GDTP-06
giam dinh tu phap
7  |Quy trinh dang ky hoat dong van phong giam dinh tu phap QT-HCBT-GBTP-07
8  |Quy trinh cip phép thanh lap Vin phong giam dinh tu phap QT-HCBT-GDTP-08
9  |Quy trinh Mién nhiém giam dinh vién tu phap QT-HCBT-GDTP-09
IX |LINH VUC LUAT SU 18
1 Ql}y '[I'll:lh cap ‘l‘a,u Giay dang ky hoat dong cua chi nhanh, cong ty OT-HCBT-LS-01
luat nude ngoai
) qu Frm'h f‘iAang ky hoat dong cta chi nhanh cta cong ty luat nude QT-HCBT-LS-02
ngoai tai Viet Nam
3 QuyAtrmh dar}g kyl hoat d\qng cua cong ty luat Viét Nam chuyén doi QT-HCBT-LS-03
tr cong ty luat nudc ngoai
Quy trinh chuyén ddi cong ty luét trach nhiém hiru han va cong ty
4 luat hop danh, chuyén doi vin phong lut su thanh cong ty luat QT-HCBT-LS-04
5 |Quy trinh sap nhap cong ty luat QT-HCBT-LS-05
6 |Quy trinh hgp nhét cong ty luat QT-HCBT-LS-06
7 Qu}l tI'lnl’Al thay dO} noi Fiung C‘ﬁay dang ky hoat dong cua chi QT-HCBT-LS-07
nhanh, cong ty luat nudc ngoai
8  |Quy trinh dang ky hoat dong cua chi nhanh, cong ty ludt nuéc ngodd  QT-HCBT-LS-08
9 |Quy trinh dang ky hanh nghé luat su véi tu cich ca nhan QT-HCBT-LS-09
10 |Quy trinh dang ky hoat dong cta chi nhanh cua t6 chirc hanh nghé ]  QT-HCBT-LS-10
Quy trinh thay d6i nguoi dai dién theo phap lut ciia cong ty luat
1 trach nhiém hitu han hai thanh vién tr¢ 1én, cong ty luat hop danh QT-HCBT-LS-11
Quy trinh thay doi nguoi dai dién theo phap ludt cua Van hong luat
12 |s, cong ty lujt trach nhiém hitu han mot thanh vién QT-HCBT-LS-12
13 Quy; tI‘lI}h thay doi n0i dung dang ky hoat dong cuia td chirc hanh QT-HCBT-LS-13
nghé luat su
14 |Quy trinh dang ky hoat dong ciia to chirc hanh nghé luat su QT-HCBT-LS-14




Quy trinh Cap ching chi hanh nghé luat su dbi v6i ngudi duoc

15 | min dao tao nghé lut su, mién tap sy hanh nghé luat su QT-HCBT-LS-15
Quy trinh Cap lai Chting chi hanh nghé luat su trong trudng hop bi

16 mat, bi rach, bi chdy hoic vi 1y do khac khong co QT-HCBT-LS-16
Quy trinh Cép lai Ching chi hanh nghé luit su trong truong hop bi

17 [thu héi Chung chi hanh nghé luat su theo quy dinh tai Bi¢u 18 cua QT-HCBT-LS-17
Luat Luat su

18 Quy trinh Cap Chung chi hanh nghé luét su dbi voi nguoi dat yéu QT-HCBT-LS-18
cau kiém tra két qua tap sy hanh nghé luat su

X |LINH VUC CONG CHUNG 23
Quy trinh X6a dang ky hanh nghé va thu hoi Thé cong chimg vién

1 |trong truong hop cong ching vién khong con hanh nghé tai t6 QT-HCBT-CC-01
chtrc hanh nghé cong ching

) QAuy trm,h thay doi ndi E’iung dang ky hoat dong cua Van phong OT-HCBT-CC-02
cong ching dugc chuyén nhugong

3 |Quy trinh ding ky hoat ddng Vin phong coéng chimg hop nhat QT-HCBT-CC-03

4 QAuy tl’ll’l,h thay do61 ndi dung dang ky hoat dong cia Van phong QT-HCBT-CC-04
cong chung

5 |Quy trinh dang ky hoat dong Van phong cong chung QT-HCBT-CC-05

6 |Quy trinh cip lai Thé cong ching vién QT-HCBT-CC-06

7 |Quy trinh ddng ky hanh nghé va cap Thé cong ching vién QT-HCBT-CC-07

2 gllgngmh dang ky tham du kiém tra két qua tap su hanh nghé cong OT-HCBT-CC-08

9  |Quy trinh Thanh 1ap Véan phong cong ching QT-HCBT-CC-09

10 |Quy trinh chuyén nhuong Vin phong cong ching QT-HCBT-CC-10

1 QAuy trm,h thay inl noi dlfng dang ky hoat dong cua Van phong QT-HCBT-CC-11
cong chig nhan sap nhap

12 |Quy trinh sdp nhdp Van phong cong chung QT-HCBT-CC-12

13 |Quy trinh hop nhat Vin phong cong chimg QT-HCBT-CC-13

14 |Quy trinh thanh 1&p Ho1 cong chung vién QT-HCBT-CC-14




15 |Quy trinh dang ky tap su hanh nghé cong ching QT-HCBT-CC-15
Quy trinh thay d6i noi tap sy hanh nghé cong chimg tir t6 chirc
16 |hanh nghé cong chimg nay sang to chirc hanh nghé cong chimg QT-HCBT-CC-16
khac trong cung mot tinh, thanh phé) truc thudc Trung wong
Quy trinh thay d6i noi tap su tir to chtc hanh nghe cong ching tai
17 |tinh, thanh phd tryc thudc Trung vong nay sang t6 chtrc hanh nghé QT-HCBT-CC-17
cong chimng tai tinh, thanh phd truc thudc Trung uong khéac
18 Q}ly :crinh d'E}ng ky tzfip sy lai h:émh nghé cong ching sau khi chdm OT-HCBT-CC-18
dut tap su hanh nghé cong ching
19 |Quy trinh cham dut tip su hanh nghé cong chimg QT-HCBT-CC-19
20 |Quy trinh bo nhiém cong chimg vién QT-HCBT-CC-20
21 |Quy trinh b6 nhiém lai cong ching vién QT-HCBT-CC-21
22 |Quy trinh Mién nhiém cong chirng vién QT-HCBT-CC-22
23 |Quy trinh Coéng nhan hoan thanh tap sy hanh nghé coéng ching QT-HCBT-CC-23
XI |LINH VUC TU VAN PHAP LUAT 6
1 |Quy trinh cap lai thé tu van vién phap lut QT-HCBT-TVPL-01
2 |Quy trinh thu hoi thé tu van vién phap luat QT-HCBT-TVPL-02
3 |Quy trinh cip thé tu van vién phap luat QT-HCBT-TVPL-03
4 Q;uy tri,nh thAay déi n(f),i dung dang ky hoat dong cua Trung tam tu QT-HCBT-TVPL-04
van phap luat, chi nhanh
5 Qu}/ trilzh ding ky hoat dong cho chi nhanh ctia Trung tdm tu van QT-HCBT-TVPL-05
phép luat
6 |Quy trinh ding ky hoat dong ciia Trung tAm tu van phap luat QT-HCBT-TVPL-06
XII |LINH VUC QUAN TAI VIEN 5
1 Quqy tri’nh thay dréi‘t_héqng tin dang ky hanh nghé cua doanh nghiép QT-HCBT-QTV-01
quan ly, thanh 1y tai san
2 |Quy trinh thay d6i thong tin ding ky hanh nghé ciia Quan tai vién QT-HCBT-QTV-02




Quy trinh thay d6i thanh vién hop danh cta cong ty hop danh hoic

3 |thay doi chii doanh nghiép tu nhan cta doanh nghiép quén 1y, QT-HCBT-QTV-03
thanh 1y tai san
Quy trinh dang ky hanh nghé quan 1y, thanh 1y tai san ddi voi

4 ldoanh nghiép quan ly, thanh 1y tai san QT-HCBT-QTV-04

5 QHy trlnrh quy tl‘lI;lh dang ky hanh nghé quan ly, thanh 1y tai san QT-HCBT-QTV-05
voi tu cach ca nhan

XIII |LINH VUC TRQ GIUP PHAP LY 5

1 guy trinh thay d6i ndi dung Giay dang ky tham gia trg gitip phap QT-HCBT-TGPL-01

2 |Quy trinh ding ky tham gia trg gitip phap 1y QT-HCBT-TGPL-02

3 |Quy trinh chdm dut tham gia trg gitp phéap 1y QT-HCBT-TGPL-03

4 |Quy trinh cap lai Gidy ding ky tham gia trg gitip phap 1y QT-HCBT-TGPL-04

5 Qu,y trmhilu’a c%lon, }<y hop dong véi to chire hanh nghé luat su, t6 QT-HCBT-TGPL-05
chtrc tu van phap luat

XIV |LINH VUC THUA PHAT LAI 16

1 |Quy trinh Pang ky tap sy hanh nghé Thira phat lai QT-HCBT-TPL-01

2 |Quy trinh Thay ddi noi tap s hanh nghé Thira phat lai QT-HCBT-TPL-02

3 |Quy trinh Ping ky hanh nghé va cip thé Thira phat lai QT-HCBT-TPL-03

4 |Quy trinh Cép lai Thé thira phat lai QT-HCBT-TPL-04

5 |Quy trinh Thanh Iap Van phong Thira phat lai QT-HCBT-TPL-05

6 |Quy trinh Pang ky hoat dong Van phong Thira phat lai QT-HCBT-TPL-06

7 Quy tl‘ll’ll:l Thay do1 nd1 dung dang ky hoat dong cua Van phong QT-HCBT-TPL-07
Thura phat lai

8 Chuyén dbi loai hinh hoat dong Van phong Thira phat lai QT-HCBT-TPL-08

9 Q}ly trlr}h Ba‘ng ky h‘oat d(?ng sau khi chuyén doi loai hinh hoat QT-HCBT-TPL-09
dong Van phong Thira phat lai

10 |Quy trinh Hop nhat, sép nhap Vin phong Thira pht lai QT-HCBT-TPL-10

1 Quy trinh Dang ky hoat dong, thay d6i ndi dung dang ky hoat QT-HCBT-TPL-11

dong sau khi hop nhat, sap nhap Van phong Thira phat lai




12

Quy trinh Chuyén nhuong Vin phong Thira phat lai

QT-HCBT-TPL-12

Quy trinh Thay d6i ndi dung dang ky hoat dong sau khi chuyén

13 nhuong Van phong Thira phat lai QT-HCBT-TPL-13
14 | Quy trinh B6 nhiém Thira phat lai QT-HCBT-TPL-14
15 Qu;: trinh Mién nhiém Thtra phat lai (trudng hgp duoc mién QT-HCBT-TPL-15
nhiém)
16 |Quy trinh Bb nhiém lai Thira phét lai QT-HCBT-TPL-16
XV |[LINH VUC LY LICH TU PHAP 3
Quy trinh cip Phiéu 1y lich tu phap cho co quan tién hanh t6 tung
1 |(d6i tugng 1 cong dan Viét Nam, ngudi nude ngoai dang cu trii tai| QT-HCBT-LLTP-01
Viét Nam)
Quy trinh Cap Phiéu 1y lich tu phap cho co quan nha nuéc, t6 chirc
2 |chinh tri, to chirc chinh tri - xd hoi (d6i tuong 1a cong dan Viét QT-HCBT-LLTP-02
Nam, nguoi nudc ngoai dang cu tru & Viét Nam)
3 Quly trinh‘(;ép Phiéu 13:1 liqh tLE phép cho cong dan Viét Nam, nguoi QT-HCBT-LLTP-03
nudc ngoai dang cu tra tai Vit Nam
XVI |LINH VU'C NUOI CON NUOI 5
1 QuAy tri{lh giéi.(iluyé't Vié‘C nguoi nu;’c.'rc ngoai thuong tra ¢ Viét Nam OT-HCBT-NCN-01
nhan tré em Viét Nam lam con nudi
2 |Quy trinh dang ky lai viéc nudi con nuoi co yeu t6 nudc ngodi QT-HCBT-NCN-02
3 Quy trinh giai quyét viéc nudi con nudi co yéu td nudc ngoai dbi OT-HCBT-NCN-03
Vi tré em song ¢ co s& nuodi dudng
Quy trinh giai quyét viéc nudi con nudi cé yéu td nudc ngoai doi
4 |véi truong hop cha dugng, me ké nhan con riéng cua vo hoic QT-HCBT-NCN-04
chdng; ¢, cau, di, chi, bac rudt nhan chau 1am con nudi
Quy trinh x4ac nhan cong dan Viét Nam thuong tri ¢ khu vuc bién
5 |giéi du diéu kién nhan tré em cua nude lang giéng cu tra ¢ khu QT-HCBT-NCN-05
vuc bién gi61 [am con nuodi
XVII |LINH VUC QUOC TICH 5
1 |Quy trinh nhép qudc tich Viét Nam QT-HCBT-QT-01




Quy trinh tré lai qudc tich Viét Nam & trong nudc

QT-HCBT-QT-02

2
3 |Quy trinh théi quéc tich Viét Nam & trong nudc QT-HCBT-QT-03
4 |Quy trinh cap Gidy xac nhan c6 qudc tich Viét Nam & trong nudc QT-HCBT-QT-04
5 |Quy trinh cAp Gidy x4c nhan 12 nguoi gbc Viét Nam QT-HCBT-QT-05
XV |LINH VUC CHUNG THUC 1
1 |Quy trinh cp ban sao tir sO gdc QT-HCBT-CT-01
XIX |LINH VUC HO TICH 2
1 |Quy trinh cép ban sao Trich luc ho tich QT-HCBT-HT-01
2 |Quy trinh xac nhan thong tin hd tich QT-HCBT-HT-02

Tong so: 141 quy trinh
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