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I. LINH VUC LY LICH TU PHAP
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Cap Phiéu ly lich tu phap cho cong dan Viét Nam, ngudi nudc ngoai dang
cu tru tai Viét Nam

IL.LLINH VUC CONG CHUNG

1 | bang ky tap su hanh nghé céng chang

, | Pang ky lai tap sy hanh nghé céng chang sau khi cham dat tap su hanh
nghé céng ching
Thay doi tap sy hanh nghé cong chimg tir t chirc hanh nghé cong ching

3 | nay sang to chuc hanh nghé cong chiing khac trong cung mét tinh, thanh
pho truc thudc trung wong
Thay doi tap su hanh nghe cong ching tir to chirc hanh nghé cng ching

4 | nay sang to chuc hanh nghé cong chung khac tai tinh, thanh pho truc
thudc trung wong khac

5 | Cham dat tap sy hanh nghé cong chang

6 | Pang ky tham du kiém tra két qua tap su hanh nghé cong chiing

7 | Pang ky hanh nghé va cip thé cdng chang vién




8 | Cap lai thé cdng ching vién
Xoa dang ky hanh nghé va thu hdi Thé céng chimg vién trong trudng hop
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cong ching vién khdng con hanh nghé tai to chac hanh nghé cong ching

10 | Thanh lap van phong cong chirng

11 | Pang ky hoat dong van phong cong ching

12 | Thay doi noi dung ding ky hoat dong vin phong cong ching

13 | Hop nhat Van phong cong ching

14 | Pang ky hoat dong van phong céng ching hop nhat

15 | Sat nhap van phong cong chirng

16 Thay doi noi dung dang ky hoat dong cua vin phong céng chiing nhan sét
nhap

17 | Chuyén nhuong van phong cong ching

18 Thay d6i noi dung dang ky hoat dong cua van phong coéng ching nhan
chuyén nhuong

19 | Thanh lap Hoi cong chang

I11.LINH VU'C GIAM PINH TU PHAP
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B6 nhiém va cap thé giam dinh vién tu phap

Mién nhiém giam dinh vién tu phap

Cép lai thé giam dinh vién tu phap

Cap phép thanh lap van phong giam dinh tu phap

Dang ky hoat dong van phong gidm dinh tu phap

Thay d6i, b6 sung linh vuc giam dinh caa Vin phong giam dinh tu phap
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Chuyén d6i loai hinh Vin phong giam dinh tu phap

Cép lai Giay dang ky hoat dong cua Van phong gidm dinh tu phép trong
treong hop thay doi tén goi, dia chi tru s, nguoi dai dién theo phap luat,
danh sach thanh vién hop danh ctia Van phong giam dinh tu phap
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Cép lai Giay dang ky hoat dong cua Van phong gidm dinh tu phép trong
truong hop Giay dang ky hoat dong bi hu hong hoac bi mat

IV. LINH VUC TRQ GIUP PHAP LY

1 | Thu tyuc lya chon, ky hop dong voi luit su

, | Thu tyc lya chon, ky hop dong véi to chic hanh nghé luat su, to chie tu
van phap luat

3 | Thi tyc cap thé cong tac vién tro gitp phap ly
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15 | Cong chting di chlc
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Tén thi tuc hanh chinh

Tén VB quy dinh
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b6 sung; thu tuc
hanh chinh duoc
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giam dinh tu phap
thuoc pham vi chuc
nang quan ly cua
Bo Tu phap

LINH VU'C NUOI CON NUOI

Pang ky lai viéc nubi con nudi c6 yéu té nudc ngoai

Giai quyét viéc nguoi nudc ngoai thuong trd ¢ Viét Nam
nhan tré em Viét Nam lam con nudi

Quyét dinh  s6
169/Qb-BTP ngay
04/02/2021 cua Bo
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hanh chinh duoc
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linh vuc nudi con
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PHAN Il. NOI DUNG THU TUC HANH CHINH MOI BAN HANH,
PUQC SUA POI, BO SUNG THUQC THAM QUYEN GIAI QUYET CUA
SO TU PHAP TINH HA NAM

I. LINH VUC NUOI CON NUOI

1. Tha tuc Giai quyét viéc nudi con nudi c6 yéu té nwée ngoai ddi véi tré em
s6ng & co’ ¢ nudi dudng

Trinh ty thuc hién:

i) Lap ho so tré em dwoc nhan lam con nudi

Co s& nudi dudng danh gia viéc tré em can duoc nhan 1am con nudi, 1ap hd so tré
em, xin ¥ kién co quan chu quan (12 co quan truc tiép quan 1y co sé nudi dudng, tiy
tirng trudng hop, co quan chu quan c6 thé 12 So Lao dong — Thuong binh va Xa hoi,
Uy ban nhan dan cap huyén, Hoi chir thap d6, Hoi bao tro nguoi khuyét tat va tré em
md cdi...). Co quan chii quan cho y kién giri S& Tu phap kém theo ho so tré em.

Ho so duoc nop tai Trung tdm Phuc vu Hanh chinh céng tinh Ha Nam hoac qua
dich vu buu chinh. Bo phan tiép nhan, chuyén hd so téi Phong chuyén mén dé giai
quyét theo quy dinh.

ii) Tim ngwoi nhan tré em lam con nudi

- Khi tiép nhan ho so tré em, néu c6 cdng dan Viét Nam thudng tra trén dia ban
tinh dang ky nhu cau nhan con nudi thi S& Tu phap giao 01 bd ho so tré em cho nguoi
nhan con nudi va c6 van ban gisi thiéu ngudi nhan con nudi dén Uy ban nhan dan cap
x4 noi ¢o tru SO cua co sé nudi dudng dé xem xét, giai quyét theo quy dinh phap luat.

- Néu khéng cd cong dan Viét Nam thuong tri & trong nudc ding ky nhu cau
nhan tré em lam con nudi:

*) D6 véi tré em khuyét tat, tré em méc bénh hiém nghéo thudc dién quy dinh tai
khoan 1 Biéu 3 Nghi dinh sé 19/2011/ND-CP (dia dugc sira d6i, bo sung theo Nghi
dinh s6 24/2019/ND-CP) dugc nhan dich danh lam con nudi, S& Tu phap xac nhan tré
em du diéu kién 1am con nudi va gai Cuc Con nudi hd so tré em dé tim ngudi nhan
con nudi dich danh.

Cuc Con nudi d& nghj cac Van phong con nudi nude ngodi tim nguoi nhan con
nudi dich danh c6 diéu kién phi hop véi viée cham soc va nudi dudng tré em.

*) Poi véi tré em khong thudc dién quy dinh tai khoan 1 Diéu 3 Nghi dinh s
19/2011/ND-CP (d duoc stra d6i, bo sung theo Nghi dinh s6 24/2019/ND-CP):

+) S& Tu phap thong bao tim nguoi trong nuwdc nhan tré em lam con nudi. Néu
khong c6 cong dan Viét Nam thuong tru ¢ trong nudc nhan tré em lam con nudi thi S&
Tu phéap giri hd so tré em cho Cuc Con nudi dé thong bao tim nguoi nhan con nudi &
Cép Trung wong.

+) Cuc Con nudi thong bao tim nguoi trong nuéc nhan tré em lam con nudi. Néu

c6 ngudi trong nuGC nhan tré em lam con nudi thi ngudi do lién hé voi Uy ban nhan
dan cap xa noi co try s cla co sé nudi dudng dé duoc xem xét, giai quyét. Truong
hop khong c6 nguoi Viét Nam thuong trd ¢ trong nudc nhan tré em lam con nudi, Cuc
Con nudi thdng bao lai cho S¢ Tu phap.

iii) Xac nhan tré em da diéu kién dé cho 1am con nudi nwéc ngoai

+) S& Tu phéap thim dinh hd so cua tré em va ddi chiéu véi cac quy dinh vé doi
tugng, d6 tudi cua tré em duoc nhan lam con nudi, truong hop duoc nhan dich danh,
truong hop phai thdng qua tha tuc gisi thiéu; hd so phai ¢ du cac gidy to hop 18.



+) Pdi véi truong hop tré em bi bo roi, S¢ Tu phap dé nghi co quan cong an cap
tinh xac minh ngUOn gbc tré em. Co quan cong an c6 vin ban xac minh va két luan ro
rang vé nguon goc tré em bj bo roi, khong xac dinh dugc cha me de.

Truong hop Cong an cap tinh xac minh duoc théng tin vé cha, me dé va So Tu
phap lién hé duoc véi cha, me dé thi S¢ Tu phap tién hanh lay y kién cua cha, me dé
truge khi xac nhan tré em du diéu kién 1am con nubi.

Truong hop khong thé lién hé duoc vai cha, me dé, S& Tu phap niém yét tai tru
s& S¢ Tu phap trong thoi han 60 ngay ké tir ngay nhin duoc két qua xac minh, ddng
thoi co van ban dé& nghi Uy ban nhan dan cip x4 noi cu tra cudi cing cua cha, me dé
niém yét tai tru s6 Uy ban nhan dan cap x& vé viéc cho tré em 1am con nudi. Thoi han
niém yét 12 60 ngay ké tir ngay Uy ban nhan dan cip x& nhan duoc vin ban dé& nghi
cua S¢ Tu phap.

+) So Tu phap 14y y kién dong y ciia cha me dé; néu cha dé hoiac me dé da chét,
mat tich, mat nang luc hanh vi dan su hoic khong xac dinh dugc thi phai dugc sy déng
y ctia ngudi con lai; néu ca cha me dé déu da chét, mat tich, mat ning lwc hanh vi dan
su hodc khong xéac dinh dugc thi phai duoc sy dong Y cia nguoi giam ho; trudng hop
nhan tré em tir du 09 tudi tré 18n 1am con nudi thi con phai dugc su dong y cua tré em
d6; truong hop tré em dang song tai co s nudi dudng thi phai c6 van ban lay y kién
ctia Giam dbc co s nudi dudng vé viéc cho tré em lam con nuoi.

Khi lay y kién ciia nhitng nguoi lién quan, cong chirc phai:

*) Tu van dé tré em tiép tuc duge cham séc, nudi dudng, gido duc phl hop Vi
diéu kién va kha nang thuc té cua gia dinh;

**) Tu van day da cho cha me dé hoic nguoi giam ho vé muc dich nudi con
nudi; quyen va nghia vu phat sinh gita cha me nudi va con nudi sau khi dang ky nuéi
con nudi; ve viéc cha me de s& khong con cac quyén, nghia vu chiam soc, nudi dudng,
cap dudng, dai dién theo phap luat, boi thuong thiét hai, quan 1y, dinh doat tai san
riéng ddi voi con da cho 1am con nudi néu cha me dé va cha me nudi khdng co thoa thuan
khac;

***) Giai thich cho nhiing nguoi lién quan vé quyén thay doi y kién dong y trong
thoi han 30 ngay ke tir ngay duoc lay y kién dong y: Trong thoi han nay, nhimg nguoi
lién quan (trir truong hop nguoi duoc lay y klen la Giam doc co sO nudi dudng) do
chua nhan thuc day du, chua hiéu rd hhing van d& duoc tu van hoic bj anh huong, tac
dong boi yéu t6 tam Iy, suc khoe da dong y cho tré em lam con nudi sau dé6 mubn thay
d6i y kién thi phai thong bao bang vin ban cho So Tu phap noi dang giai quyét ho so
nudi con nudi. Hét thoi han nay, nhitng ngudi lién quan khong duoc thay ddi y kién vé
viéc cho tré em lam con nuoi.

+) S& Tu phap xac nhan tré em du diéu kién lam con nudi nudc ngoai, giri Cuc
Con nudi vin ban xac nhan tré em du diéu kién duge cho 1am con nudi, van ban Xac
minh cua Cong an cap tinh d6i vai treong hop tré em bi bo roi, vin ban lay y kién cua
cha, me dé hoic nguoi giam ho va y kién cua tré em tir da chin tudi tro 1én vé viéc
d6ng y cho tré em 1am con nudi; trudng hop tré em dang séng tai co sé nudi dudng thi
phéi c6 vian ban ldy y kién cua Giam déc co s¢ nudi dudng vé viéc cho tré em lam con
nuoi.

iv) Ngp hé so, kiém tra va tham dinh hé so ciia ngwéi nhan con nudi

- Van phong con nudi nwdc ngoai nép hé so ciia ngwroi nhan con nudi cho Cuc
Con nudi, nguoi nude ngoai dang lam viéc, hoc tdp ¢ Viét Nam it nhdt la 01 ndm ngp
ho so ciia minh va hé so cuia tré em cho Cuc Con nui.



- Cdn cir VA0 $6 lwong tré em du diéu kién lam con nuéi nwéc ngodi, Cuc Con
nudi tiép nhdn hoé so ciia nguwoi nhdn con nudi.

- Cuc Con nudi kiém tra, tham dinh hé so ciia ngieoi nhdn con nudi. Trwong hop
chdp thudgn hé so, Cuc Con nudi tién hanh cac thu tuc tiéptheo. Triwong hop khong
chdp thudn hé so, Cuc Con nudi trd lai hé so va néu ré 1y do bang vin ban.

V) Giéi thigéu tré em

+) Cuc Con nudi chuyén hd so cua ngudi nhan con nudi thong qua thu tuc gidi
thi¢u cho S¢ Tu phdp can ctr vao s6 luong tré em c6 du diéu kién lam con nudi nudc
ngoai va sé luong hd so cia ngudi nhan con nudi da dugc chap thuan.

+) S¢ Tu phap gidi thiéu tré em va bao cdo UBND cap tinh cho y kién.

Trudc khi xem xét, giGi thiéu tré em lam con nudi nudc ngoai, néu cod nguoi
trong nudc nhan tré em lam con nudi thi So Tw phdp gioi thiéu nguoi do6 lién hé véi
UBND cép x3 noi cé tru s¢ ciia co s& nudi dudng dé duoc xem xét, giai quyét. Néu
viéc nhan con nudi da hoan tat thi UBND céap xa b&o cao S¢ Tu phap dé cham dut viéc
giagi thiéu tré em lam con nudi nudc ngoai.

+) Truong hop UBND cép tinh chap thuan, S& Tu phap bao cao Cuc Con nudi
kém theo vin ban déng y cua UBND cap tinh. Truong hop khdng chap thuan, UBND
cap tinh théng bao rd ly do bang vin ban dé S¢ Tu phap tién hanh gisi thiéu lai.
Truong hop So Tu phap khong gidi thiéu dugc thi gui tra lai ho so ciia ngudi nhan con
nudi cho Cuc Con nudi kém theo van ban néu rd ly do.

vi) Kiém tra va thong bao két qua giai quyet viéc nubi con nudi nwoc ngoai

- Cuc Con nudi kiém tra két qua giai quyét viéc nudi con nudi nudc ngodi theo
quy dinh tai diém d va diém d khoan 2 Diéu 28, khoan 3 Biéu 36 Luat Nubi con nubi,
biéu 20 Nghj dinh sé 19/2011/NP-CP sita doi, bé sung bsi Nghi dinh sé 24/2019/ND-
CP. Néu can thiét, Cuc Con nudi tham van y kién cua cac chuyén gia trong linh vuc
tam ly, yte gia dinh, xa hoi.

- Néu tré em c6 du diéu kién dé cho lam con nubi & nudc ngoai, viéc giai quyet
cho tré em 1am con nudi bao dam dung trinh tu, tha tuc quy dinh va dap tng loi ich tot
nhét caa tré em, thi Cuc Con nudi thdng b&o bang vin ban cho ngudi nhan con nudi,
Co quan Trung wong vé nudi con nudi cia nudc ngoai hitu quan kém theo bao cao
danh gia vé tré em du diéu kién cho lam con nudi ¢ nudc ngoai va van ban Iy y kién
cua cha, me dé hodc nguoi gidm ho va y kién cua tré em tir da chin tudi tre 18n vé viéc
d6ng y cho tré em lam con nudi; van ban lay y kién cua Giam doc co so nudi dudng vé
viéc cho tré em 1am con nudi. Truong hop tré em khong da diéu kién dé cho 1am con
nudi, viéc giai quyét cho tré em lam con nudi khdng bao dam dung trinh tu, thu tuc
quy dinh va khong dap ng loi ich tot nhat caa tré em, thi Cuc Con nudi thong bao cho
So Tu phap.

- Vin phong con nudi nudc ngoai/Co quan Trung wong vé nudi con nubi cua
nu6c ngoai hiru quan/ngusi nhan con nudi gui Cuc Con nudi vén ban dong y cua
ngudi nhan con nuoi vé tré em duoc gigi thidu va vin ban dong ¥ cta co quan c6 tham
quyén cta nuwdc ngoai hitu quan xac nhan tré em dwoc nhap canh va thuong tri tai
nudc ma tré em duoc nhan lam con nudi.

- Cuc Con nudi thdng bao cho S¢ Tu phap vé y kién dong y Clia co quan c6 tham
quyén cia nudc ngoai, ¥ klen cua ngudi nhan con nudi. Pdi véi hd so nhan dich danh
tré em khuyét tat, tré em méc bénh hiém nghéo, Cuc Con nubi thdng béo va chuyén hd
so cta nguoi nhan con nuoi.

vii) Quyét dinh cho tré em lam con nudi nwéc ngoai va té chic I1& giao nhan
con nuoi



- S& Tu phap trinh Uy ban nhan dan cip tinh ra Quyér dinh nudi con nudi c6 yéu
t6 nréc NGoAi.

- Uy ban nhan dan cap tinh ra quyét dinh cho tré em lam con nudi ngudi nuéc
ngoai.

- Sau khi c6 quyét dinh cua Uy ban nhan dan cip tinh, Sé Tu phap thong bao cho
ngudi nhan con nudi dén Viét Nam dé nhan con nudi.

- S& Tu phap dang ky viéc nudi con nudi va té chirc I& giao nhan con nudi. Tai I8
giao nhan con nudi, S& Tu phap giao cho cha, me nudi 01 b hd so tré em gdm céc
gidy to quy dinh tai khoan 1 Diéu 32 cua Luat nudi con nudi va vin ban lay y kién cua
cha, me d¢ hoic nguoi giam ho va y kién cua tré em tir da chin tudi tro 18n vé viéc
d6ng y cho tré em 1am con nudi; trudng hop tré em dang séng tai co sé nudi dudng thi
phéi c6 van ban ldy y kién cua Giam déc co s¢ nudi dudng vé viéc cho tré em lam con
nuoi.

- B6 Tu phap cap Giay ching nhan viéc nudi con nudi ¢ yéu té nuéc ngoai phi
hop Cong udc La Hay (néu cé yéu cau).

Céch thic thuc hién:

- Hé so ciia nguoi dwoc nhdn lam con nuéi: Co sé nudi dwéng ldp, chuyén Co
quan chu qudn cho y kién, Co quan chii quan ciia co sé nudi dwdng giri Bé phdn tiép
nhdn va tra két qud cia Sé Tw phdp tai Trung tdm Phuc vu hanh chinh céng tinh Ha
Nam kém theo vén ban cho y kién.

- Ho so ciia nguwoi nhan con nubi:

Nop truc tiép tai Cuc Con nudi hoic guri hd so ngudi nhan con nudi cho Cuc Con
nuodi qua buu dién théng qua hinh thic bao dam.

Truong hop nhdn con nubi khong dich danh, thi nguoi nhdn con nuéi thuwong tru
tai nwdc 1a thanh vién cia diéu wéc quoc té vé hop tac nudi con nudi vai Viet Nam nép
hé so cho Cuc Con nudi théng qua té chic con nudi Ciia nide dé dwoc cap phép hoat
dong tai Viét Nam; néu nuée dé khéng c6 t6 chire con nuéi dwroc cap phép hoat déng
tai Viét Nam, thi ngwoi nhan con nudi ngp hé so cho Cuc Con nuéi théng qua Co quan
dai dién Ngoqi giao hodc Co quan Lanh sy Cia nudc do tai Viet Nam.

Thanh phan hb so:

Ho so' clia ngwoi nhan con nudi gom co:

-Bon xin nhan tré em Viét Nam lam con nubi (sir dung cho truong hop nhdn tre
em o co so nuoi duong);

- Ban sao Ho chiéu hoac gidy to c6 gia tri thay thé;

- Van ban cho phép dugc nhan con nudi ¢ Viét Nam;

- Ban diéu tra vé tam ly, gia dinh;

- Van ban xac nhan tinh trang sac khoe;

- Van ban xac nhan thu nhap va tai san;

- Phiéu ly lich tu phap;

- Van ban xac nhgn tinh trgng hén nhan:

+ Trwong hop ngwoi nhan con nudi 1a cdp ve chong nhan con nudi: Gidy ching
nhdn két hon.

+ Truong hop nguoi nhdn con nudi la ngwoi déc than nhdn con nudi: Gidy xac
nhdn tinh trgng hén nhan.

- Gidy xac nhan caa Uy ban nhan dan hoiac Céng an cap xa noi cu tra tai Viét
Nam va gidy to, tai liéu khac dé ching minh nguoi nhan con nuéi 1a ngudi nudc ngoai
dang 1am viéc, hoc tap lién tuc tai Viét Nam trong thoi gian it nhat 1a 01 nam, tinh dén



ngay nop ho so tai Cuc Con nudi (d6i véi trudng hop ngudi nude ngoai dang 1am viéc,
hoc tap ¢ Viét Nam trong thoi gian it nhat1a 01 nam).

Luu y: Cdc gidy to do co quan cé tham quyén Cia nwéc ngodi ldp, cdp phdi
duocC:

*) Hop phap hoa lanh si tai Cuc Lanh s, Bé Ngoai giao Viét Nam, Co quan dai
dién Ngoai giao hogac Co quan Lanh sy cua Viét Nam ¢ nuwdoc ngoai, tru trieong hop
dirgc mién hop phdp héa lanh sy theo Piéu woc quoc té ma Cong hoa xd hoi chu
nghia Viét Nam I thanh vién hodc theo nguyén tdc ¢6 di ¢é lai.

*) Djch ra tiéng Viét va ban dich phdi duwoc chiing thuc chir ky nguroi dich theo
quy dinh cua phap lugt Viét Nam vé ching thuec chi ky.

Ho so' ciia nguoi dwoc nhan lam con nudi gom:

- Giay khai sinh;

- Giay kham suc khoe do co quan y té cap huyeén trg 1én cap;

- Hai anh toan than, nhin thang chup khong qua 06 thang;

- Bién ban xac nhan do Uy ban nhan dan Cap x& hozc COng an cap xa noi phat
hién tré bi bo roi 1ap d6i véi tré em bi bo roi; gidy chiing tr caa cha dé, me dé hoic
quyét dinh cua Toa &n tuyén bd cha dé, me dé cua tré em da chét ddi vai tré em mod
cdi; quyét dinh cua Toa an tuyén bd cha dé, me dé cia nguoi duoc gidi thiéu lam con
nudi mat tich d6i voi nguoi duoc gidi thiéu 1am con nudi ma cha dé, me dé mat tich;
quyét dinh ciia Toa an tuyén b cha dé, me dé cua nguoi duoc gisi thiéu 1am con nudi
mat ning lyc hanh vi dan su dbi véi ngudi duoc gisi thiéu 1am con nudi ma cha dé, me
dé mat nang luc hanh vi dan su;

- Quyét dinh tiép nhan tré em vao co s& nudi dudng;

- Vin ban vé dic diém, so thich, théi quen dang luu ¥ cia tré em;

- Tai liéu chimg minh da thuc hién viéc tim gia dinh thay thé trong nudc cho tré
em theo quy dinh nhung khong thanh ddi véi tré em thudc dién thong qua thi tuc gioi
thi¢u.

- Truong hop nhdn dich danh tré em la anh, chi, em rugt cua con nuéi trude do:
Bdn sao quyét dinh cia co quan c¢é tham quyén Viét Nam cho nguoi nhdn con nudi
nhdn con nudi truée dé va gidy to, tai liéu dé chirng minh ngwoi con nudi dé véi tré
em dwoc nhan lam con nubi la anh, chi em rugt.

- S6 lwong hd so ngwdi nhan con nudi nép cho Cuc Con nubi:

Ho so ciia ngwoi nhdn con nudi: 02 bg.

Hoé so ciia tré em duwoc nhdn 1am con nudi: 03 bé hé so ndp cho Sé Tu phdp va 01
ban chup bé hé so khi ndp o so nguoi nhdn con nudi tai Cuc Con nudi (d6i Véi truong hop
nguoi nudc ngoai dang lam viéc, hoc tap ¢ Viét Nam it nhdt la 01 nam nhdn tré em Viét
Nam lam con nubi).

Thai han giai quyét:

- Thoi gian co quan chu quan cho y kién giri S& Tu phap: 05 ngay lam viéc, ké tir
ngay nhan duoc hd so day du, hop Ié.

- Thoi gian S Tw phdp kiém tra ho so, tien hanh ldy y kién nhitng nguoi 6 lién
quan: 5 ngay, ké tir ngay nhdn dii ho so hop 1é.

-Thoi gian nhitng nguoi lién quan thay doi y kién d@ong y vé viéc cho tré em lam
con nudi: 30 ngay ké tir ngay duoc Iay y kién.

- Thoi gian co quan céng an cap tinh x4c minh nguén géc tré em ddi véi tré em
bi bo roi: 15 ngay ké tir ngay nhan dugc dé nghi cua S& Tu phap.

Trieong hop CONg an cdp tinh da xdc minh dwoc thdng tin vé cha me dé cua tré
em bi bé roi nhieng khéng lién hé dwoc,thoi gian S¢ Tw phdp va Uy ban nhan dan cap
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xd noi e trii cudi cling cua cha me dé tré em thyec hién niém yét thong béo vé viéc cho
tré em bi b6 roi lam con nudi tai tru sé co quan: 60 ngay, ké tir ngay nhdn duoc két
qud xdc minh (d6i Véi S¢ Tw phap) va 60 ngay, ké tir ngay nhdn dwoc van ban dé nghi
cua Sé Tw phdp (@61 véi Uy ban nhan dan cdp xd noi ciwe trii cudi cing cua cha me dé
tre em).

- Thoi gian Cuc Con nudi kiém tra, tham dinh hé so ciia nguoi niéc ngodi nhdn
tré em Viét Nam lam con nudi: 15 ngay, ké tir ngay nhdn diwegc hé so ddy dii, hop 18, ho
so da dwoc nop lé phi.

- Thoi gian S& Tu phap gidi thiéu tré em 1am con nudi: 10 ngay, ké tir ngay nhan
dugc hd so ctia nguoi nhan con nubi.

- Thoi gian Uy ban nhan dan cap tinh c6 y kién déi vai viéc gisi thiéu tré em lam
con nudi (d6i vai tré em thudc dién thdng qua tha tuc gidi thiéu): 10 ngay, ké tir ngay
nhan dugc hd so do S& Tu phép trinh.

- Thoi gian Cuc Con nudi kiém tra két qua giai quyét viéc nudi con nudi theo quy
dinh tai diém d va diém d khoan 2 Diéu 28 va khoan 3 Diéu 36 Luat nu6i con nudi: 30
ngay, ké tir ngay nhan duoc bao cdo két qua giai quyét viéc nudi con nudi cua Sé Tu
phap.

- Thoi gian Cuc Con nudi thdng bao cho S¢ Tu phap: 15 ngay, ké tir ngay nhan
dugc vin ban cia co quan c6 tham quyén cia nudc noi ngudi nhan con nudi thudng
trd thong béo vé sy dong y cia ngudi nhan con nudi ddi véi tré em duoc giai quyét
cho lam con nu6i, xac nhan tré em dugc nhap canh va thuong trd tai nwdc ma tré em
duoc nhan lam con nudi.

- Thoi gian Uy ban nhan dan cap tinh ra quyét dinh cho tré em lam con nudi
ngudi nude ngoai: 15 ngay, ké tir ngdy nhan dugc hd so do S& Tu phép trinh.

- Thoi gian nguoi nhan con nudi co mat & Viétr Nam dé truec tiép nhdn con nubi:
60 ngay, ké tir ngay nhdn dwroc thong bao cua So T phdp hodc khong qua 90 ngay,
trong truong hop cé 1y do chinh dang khéng thé ¢ mdt tai 1é giao nhdn con nuéi diing
thoi hgn 60 ngay.

Péi twong thuc hién thi tuc hanh chinh:

Van phong con nudi nuwdc ngodi, nguoi nudc ngodi thuong trl ¢ nuwdc ngoai,
nguoi Viét Nam dinh cu ¢ nudc ngoai va nguoi nudc ngoadi dang lam viéc, hoc tap tai
Viét Nam trong thoi gian it nhat la 01 ndm nép hé so ciia nguoi nhan con nudi, 1é phi
va chi phi (néu c6) khi thuc hién thu tuc hanh chinh.

Co 6 nudi dwéng tré em nép hé so cua tré em duoc gidi thiéu 1am con nudi.

Co quan c6 tham quyén quyét dinh: UBND cap tinh noi thuong tri cia nguoi
duoc nhan lam con nuéi.

Co quan truc tiép thuc hién tha tuc TTHC: Cuc Con nudi thuoc B Tu phap;
Uy ban nhan dan cap tinh; S¢ Tu phép.

Co quan phdi hop: Co quan chii quan cua co sé nudi dudng (tly tung truong
hop, co quan chu quan c6 thé 1a S¢ Lao dong — Thuong binh va Xa hoi, Uy ban nhan
dan cap huyén, Hoi chir thap do, Hoi bao trg nguoi Khuyét tat va tré em md coi...); Co
quan cong an cap tinh; Uy ban nhan dan cdp xa noi cha Me de cua tré em cur tril cudi
ciing doi Vi truong hop tré em bi bé roi Cong an cdp tinh da xdc xdc minh dwoc thong
tin cua cha me de nhung khong lién hé dwoc.

Két qua thuc hién tha tuc hanh chinh: Quyér dinh nudi con nudi cé yéu to
nuwdc ngoail.

Lé phi, chi phi:
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- Hinh thtc nop 1€ phi: chuyén khoan hoic nop truc tiép tai Kho bac nha nuéc Ba
DPinh.

Truong hop nguoi nuoc ngodi thuong trl ¢ nudc ngoai, nguoi Viét Nam dinh cu
& nuwedc ngodi ngp ho so nhdn tré em Viét Nam lam con nudi théng qua Vin phong con
nudi nuwot ngoai thi nop 1€ phi, chi phi thong qua Van phong con nudi nuwdc ngoai.

- Mc thu I¢é phi va chi phi:

+) Lé phi: 9.000.000 ddng/truong hop

Truong hop nhan hai tré em trg 1€n 1a anh chi em rudt lam con nudi thi tir tré em
thtr hai tré di duoc giam 50% muc 1€ phi dang ky nudi con nudi nudc ngoai.

+) Chi phi: 50.000.000 déng/trudng hop

Truong hop nhan tré em bi khuyét tat, mac bénh hiém nghéo thi dugc mién nop
chi phi.

- Thoi diém nop 1& phi va chi phi:

+) P6i Véi 1é phi: Nguwoi nude ngodi thwong tri ¢ nude ngodi, ngwoi Viét Nam
dinh cu ¢ nudc ngoai va nguoi nuwdc ngoai dang lam viéc, hoc tap tai Viet Nam trong
thoi gian it nhdt la 01 nam nép sau khi Cuc Con nudi tiép nhdn va cap mé sé hé so
cua nguoi nh@n con nuoi.

+) P6i Véi chi phi: Nguwoi nwéc ngodi thuong tri & nude ngodi, nguroi Viéet Nam
dinh cu 0 nuoc ngoai va nguoi nuoc ngoai dang lam viéc, hoc tap tai Viet Nam trong thoi
gian it nhat la 01 ndm ndp sau khi nguoi nhdn con nudi dong Y véi két qua gisi thiéu tré
em.

Tén mau don, mau to khai:

-Don xin nhdn tré em Viét Nam lam con nudéi nwdc ngoai (Su dung cho truong
hop nhdn tré em séng ¢ co s6 nudi duong).

-Van ban vé déc diém, o thich, théi quen ddng luu ¥ cua tré em dwroc nhdn 1am
con nuoi.

Y&u cau, diéu kién thuc hién tha tuc hanh chinh:

- Ngwoi nhan con nudi cé di cac diéu kién sau:

+) Pap ung du cac diéu kién theo quy dinh phép luat caa nudc noi nguoi nhan
con nudi thuong trd;

+) Pap ung cac diéu kién theo quy dinh tai Diéu 14 cua Luat Nudi con nubi,
gom:

i) Co6 nang luc hanh vi dan sy day du;

ii) Hon con nuéi tir 20 tudi trg 1én;

iii) C6 diéu kién vé sic khoe, kinh té, chd & bao dam viéc cham séc, nudi dudng,
gido duc con nubi;

iv) C6 tu cach dao dic tot;

v) Khong thudc mét trong cac truong hop khong dugc nhan con nudi sau day:

+) Pang bi han ché mot s6 quyén cua cha, me ddi véi con chua thanh nién;

+) Pang chap hanh quyét dinh xtr ly hanh chinh tai co so gido duc, co s chitra
bénh;

+) Pang chap hanh hinh phat to;

+) Chua dugc x6a an tich vé mot trong cac toi c6 y xam pham tinh mang, stc
khoe, nhan pham, danh du cua ngudi khac; nguge dii hodc hanh ha 6ng ba, cha me, vo
chdng, con, chau, ngudi c6 cong nudi dudng minh; du dd, ép budc hodc chira chap
ngudi chua thanh nién vi pham phap luit, mua ban, danh trao, chiém doat tré em.

- Ngudi dwoc nhin 1am con nudi ¢é da diéu kién:

+) Duéi 16 tudi;
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+) La tré em bi bo roi, tré em md cdi, tré em ¢6 hoan canh dic biét khac dang
sbng tai co s& nudi dudng;

+) M6t ngudi chi dugc lam con cta mot nguoi doc than hoac cua ca hai nguoi la
vo chong.

Can cir phép ly:

- Luat Nudi con nubi;

- Nghi dinh s6 19/2011/ND-CP ngay 21 thang 3 nam 2011 caa Chinh pha quy
dinh chi tiét thi hanh mot sé diéu caa Luat Nudi con nuoi;

- Nghi dinh s6 24/2019/ND-CP ngay 05 thang 3 nim 2019 cta Chinh phu sta
d6i, bo sung mot s diéu cua Nghi dinh 19/2011/ND-CP ngay 21 thang 3 nim 2011
cua Chinh pha quy dinh chi tiét thi hanh mot sé diéu caa Luat Nudi con nudi;

- Nghi dinh s6 114/2016/ND-CP ngay 8 thang 7 nim 2016 ctia Chinh pha quy
dinh 18 phi ding ky nudi con nuéi, 1& phi cap giay phép hoat dong cua to chirc con nudi
nudc ngoai;

- Thong tw 56 10/2020/TT-BTP ngay 28 thdng 12 ndm 2020 cua Bé truéng Bo Tu
phap Vé Viéc ban hanh, huwéng ddn viéc ghi chép, sir dung, qudn Iy va leu triz S6, mau
glay to, ho so nudi con nudi.

- Thong tu lién tich s6 146/2012/TTLT-BTC-BTP ngay 7 thang 9 nam 2012
gitta Bo Tai Chinh va Bo Tu phap quy dinh viéc lap dy toan, quan ly, st dung va
quyét toan kinh phi hoat dong chuyén mén, nghiép vu trong linh vuc nudi con nudi tir
ngudn thu Ié phi dang ky nudi con nudi, I& phi cip, gia han, sta doi gidy phép cua to
chirc con nudi nuéc ngoai, chi phi giai quyét nudi con nudi nudc Ngoai;

- Thong tu s6 21/2011/TT-BTP ngay 21 thang 11 nam 2011 caa Bo Tu phap vé
viéc quan 1y van phong con nuodi nudce ngoai tai Vigt Nam;

- Thong tu s6 267/2016/TT-BTC ngay 14 thang 11 nim 2016 cua Bo truong Bo
Tai chinh huéng dan 1ap du toan, quan ly, sir dung va quyét toan kinh phi ngan sach
nha nudc bao dam cho cong tac nudi con nudi va cap, gia han, sira d6i gidy phép hoat
dong cua t6 chie con nudi nuée ngoai tai Viét Nam.
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CONG HOA XA HQI CHU NGHIA VIET NAM

Anh chan durAlg Doc 1ap - Tw do - Hanh phuc Anh chan dung
cta nguoi nhan , oA
N cua nguoi nhan
con nuoal N nudi
(Kich ¢ 4x6 cm) SOCIALIST REPUBLIC OF VIETNAM ©0
] (kich c& 4x6 cm)
Adoptive Independence-Freedom-Happiness )
Adoptive
parent’s photo ,
parent’s photo
(4x6cm) - . _
PON XIN NHAN TRE EM VIET NAM

LAM CON NUOI NUOC NGOAI
(Stk dung cho trieong hop nhdn tré em song ¢ co s nudi dudng)
APPLICATION FOR VIETNAMESE CHILD INTERCOUNTRY ADOPTION
(Used for adoption of a child living in institution)
Kinh gtri: Cuc Con nuodi, BO Tu phéap
To: Department of Adoption, Ministry of Justice

1. Phan khai vé ngudi nhan con nudi/Information of adoptive parent(s)

Thoéng tin/Information Ong/Mr Ba/Mrs

Ho, chir d@ém, tén /Full name

Ngay, thang, nam sinh/Date of
birth

Quoc tich/Nationality

Gidy to tuy than/Identity
document!

Noi cu tru/Place of residence

bién thoai/ thu dién ti/Phone
number/email

2. Nguyén vong vé tré em dwoc nhin lam con nudi/Desire for an adoptive
child

DO TUOI/AGE: 1ervevereieeeeeeeesessee s ies st s st n sttt es sttt ettt ettt naeneas

LGhi 15 ten loai gidy to, sO, co quan cip, ngay cap gidy to do/Specify type of document, number, issuing
authority, and date.
Vi du: Ho chiéu s6 1089123 do Bo Ngoai giao va Hop tac qudc té Italia cap ngay 02/02/2015.

For example: Passport No. 1089123, issued by the Ministry of Foreign Affair and International Cooperation of
Italia, on 2/2/2015
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GIOT HNN/SEX: bbb ne s
Tinh trang sttc khoé/Health Status: ...,

3. Phin cam doan/Declaration

Chung t61/t61 cam doan nhiing 161 khai trén day l1a ding su that, viéc nhan con
nuoi la tu nguyén,nhém xac 1ap quan h¢ cha, me va con lau dai, bén virng, vi loi ich tbt
nhat ctia con nudi. Chung t6i/t6i cam két s& chim soc, nudi dudng, gido duc chdu nhu
con dé cua minh va thuc hién moi nghia vu ctia cha me ddi voi con theo quy dinh phap
luat. Chiing t6i/téi cam két trong thoi han 03 nam, ké tir ngdy giao nhan con nudi, dinh
ky 06 thang mot 1an, giri bio cao vé& tinh hinh phat trién ciia con nudi (c6 kém theo
anh) cho Cuc Con nuéi - B§ Tu phép va Co quan dai dién Viét Nam ¢ nude noi chiing
t01/to1 thuong tru.

Pé nghi Co quan c6 tham quyén xem xét, giai quyét./.

We/l hereby certify that the above statements are true and the adoption is
voluntary, for the purpose of establishing a long-term, sustainable parent-child
relationship in the best interest of the adoptive child. We/l commit to take care,
nurture and educate the child like our/my biological child, and fulfill all parental
obligations of toward the child in accordance with the law. We/l commit, within 03
years from the date of entrusment, every 6 months, to send reports on the development
of the adoptive child (with photos) to the Department of Adoption, Ministry of Justice,
and Representative Authority of Vietnam in the country where we/l permanently
reside.

We/l would like to submit to the esteemed Department for consideration and approval
of application.

Lam tgi..... , NQAY....oovve thang ............ HAM.....ceon,
Done at............, on........ [day.......... month......... year........... ]
ONG /Mr BA/Mrs
(Ky, ghi r6 ho, chit dém, tén) (Ky, ghi r6 ho, chir dém, tén)

(Signature, full name) (Signature, full name)



VAN BAN VE PAC PIEM,

SO THICH, THOI QUEN PANG LUU Y CUA TRE EM PUQC NHAN LAM
CON NUOI

I. THONG TIN VE TRE EM:

L. Ho, Chir @&, tEN: .......ooooeoeeeeeeeeeeeeee e Nam [0 N U

2. Ngay, thAng, NAM SINN: ..o
3 INOT SINNE e
AL INOT CU EITL oo
5. Hoan canh gia dinh:

[ Bi bo roi

1 M0 cbi ca cha va me

[IHoan canh dAc biét KNAC (NEU T8): ..ovvvvveroooeoeceeccooveveeeeeees e ssseseeeeeeesessssssssssssseeeessese s

II. PAC PIEM VE THE CHAT, PHAT TRIEN VAN PONG, TAM LY:
1. Tién sir ca nhén (sinh thwong/sinh non, tuin sinh, cin ning lic sinh, ¢6 mic bénh gi
TUC SINN KNONQ): ..oooooo s

2. 7Tién sir gia dinh (cha, me dé c6 mic bénh thaim thin, truyén nhiém hoiic cic bénh
hiem nghéo KhAc KROME): ...
3. Phat trién thé chit, tAm than van dong:

Chiéu cao ....... Cannang ..........

Strc khoée hién tai:

(1 Binh thudng

[ Khuyét tat hodc mac bénh hiém nghéo

Néu bi khuyét tat hodc mic bénh hiém ngheo thi néu ro:

[J Loai khuyét tat, benh Dim NERGO: ...ttt
C6 dang duoc diéu tri khong?

[IKhong

[ICo

Néu “c6”, néu thuoc dang ding va CACh GIEU trT: ..o

4. Kha nang van dong, twong tac, ngon ngir:
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Van dong (néu rd kha ning trudn, bo, di, dimg, ngdi, cAm nim dd vat... cua tré em nhoé tudi,
d6 tudi cia tré em khi dat dugc nhitng Kha nAng d0): ..o
Twong tic (néu rd kha ning tiép xtic cua tré em véi nhimg tré khac, co trong tré, nguoi la; dé
tiép xuc hay khé gan; kha ning chu y, tap trung cta tré em, thich/khong thich dugc dm bé, an
ui, s¢ tiéng dong 16n; co6 thai do hay lo au, cdu gian khong... Tré em trén 05 tudi thich xem
Phim/doc truy8n/choi the thA0: .........ooooooooeoeeeeeeeeeeeeeseee et
Ngon ngir (Tap noéi, biét ndi vai tr, cau day du chua, phat am dé& dang hay kho khin, ngon
ngit ctr chi ddi véi tré em khiém thinh. Dbi véi tré em trén 05 tudi can danh gia kha niang dién
dat suy nghi, cdm xtc cua tré, kha nang doc, viét chinh ta, doc truyén thanh 101, noéi lép/hay
khong, noi, viét co rd nghia khong....):

Tré em c6 dang phii tri li¢u van dé gi khong?
[IKhong
LICé

Neéu “c6”, dé nghi néu rod viéc tri li€u (ngdn ngik, van dONE...): i

I11.SO THICH, THOI QUEN PANG LUU Y CUA TRE EM:
1.Sé thich (Néu s¢ thich ndi bat cua tré em vé an uéng, vui choi, &m nhac, van dong...):

2.Théi quen dang luu y cua tré em (thdi quen vé an uéng, loai thtre an bi di ung; thoi quen
vé sinh hoat, gio giac (tu thé nga, nga c6 den hay tat dén, do6 vat cam khi ngu; tré em trén 05
tuoi c6 thoi quen dac bi€t nao nhat trong sinh hoat, hoc tap va giao ti€p):

Lam ti................. , NGAY............ thang.......... nam...........
Xac nhan ciia nguwoi dimg du co' sé nudi du’("mg2 Nguoi lap bao cao

(Ky, ghi ro ho, chir dém, tén)

2Pbi voi tré em sdng & co s nudi dudng
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2. Thi tuc Giai quyét viéc nudi con nudi c6 yéu té nwéc ngoai ddi véi truwong
hop cha dwong, me ké nhan con riéng cia vo hoic chéng; cd, cau, di, chi, bac
ruot nhan chau lam con nuoi

Trinh ty thuc hién:

i) Cha me dé hodc nguwoi giam hé 1dp ho so ciia nguoi dwroc nhdn 1am con nudi
guti So Tw phap noi nguoi dwoc nhdn lam con nuéi thuong tra.

Ho so duoc nop tai Trung tdm Phuc vu Hanh chinh céng tinh Ha Nam hoac qua
dich vu buu chinh. Bo phan tiép nhan, chuyén hé so téi Phong chuyén mon dé giai
quyét theo quy dinh.

- S¢ Tw phdp cé trach nhiém kiém tra hé so, tién hanh lay y kién cua nhiing
nguwoi 6 lién quan ké tir ngay nhdn dii hé so hop 18.

- Sau khi kiém tra, néu thdy nguoi dwoc nhdn lam con nudi cé di diéu kién dé
cho lam con nudi nwéc ngodi thi S¢ Tw phdp xdc nhdn tré em du diéu kién cho lam con
nudi nude ngodi, thong bdo cho ngwoi ngp hé so va gui Cuc Con nudi hé so cua tré
em kém theo van ban Xac nhdn tré em du diéu kién dwoc cho lam con nudi, van ban Icfy
y kién ciia cha me d@é hodc nguroi gidm hé va y kién cuia tré em tir dui chin (09) tuai tror18n
Vé viéc dong y cho tré em lam con nudi.

i) Ngudi nhan con nudi nop hd so ciia minh va ban chup hé so ctia nguoi dugc
nhan lam con nu6i cho Cuc Con nudi.

- Cuc Con nudi kiém tra, tham dinh hd so cta nguoi nhan con nudi, nguoi dugc
nhan 1am con nudi. Truong hop khdng chap thuan hd so, tra lai hd so cho ngudi nhan
con nudi, néu rd ly do bang vin ban.

Trudng hop chap thuan hé so:

+) Ddi vé6i truong hop nguoi nhan 1am con nudi & nhiing nudc chwa cé quan hé
hop tac vé nubi con nudi quac té vai Viét Nam trong khudn khé Cong wéc Lahay: Cuc
Con nudi chuyén ho so cuia ngudi nhan con nudi cho S& Tu phap noi ngudi dugc nhan
1am con nudi thuong tra dé trinh Uy ban nhan dan cap tinh xem xét, quyét dinh viéc
nudi con nudi nudc ngoai.

+) P6i Vvé6i truong hop nguoi nhan 1am con nudi & nhiing nuweéc ¢6 quan hé hop
tac vé nudi con nudi quoc té vaéi Viét Nam trong khudn khé Céng wéc Lahay: Cuc Con
nudi théng bao bang van ban cho ngudi nhan con nudi va Co quan Trung wong vé NUOi
con nudi cta nudc ngoai hiru quan, kém theo bao cao danh gia vé tré em du diéu kién
cho 1am con nudi & nuéc ngodi va van ban lay y kién cia cha, me dé hodc nguoi giam
ho vay kién cua tré em tir du 09 tudi tro 18n vé viéc dong y cho tré em lam con nudi.

Sau khi nhan duoc van ban cia Co quan Trung wong vé nudi con nudi ctia nudc
ngoai hiru quan xac nhan tré em sé dugc nhap canh va thuong trd tai nuéc ma tré em
dugc nhan 1am con nudi, Cuc Con nudi chuyén hd so caa ngudi nhan con nudi vé So
Tu phap, d& nghi S Tu phap trinh Uy ban nhan dan cap tinh xem xét, quyét dinh viéc
nudi con nudi nudc Ngoai.

Truong hop Co quan Trung wong vé nudi con nudi cua nudc ngoai hitu quan
khong chap thuan, Cuc Con nubi tra lai hd so va néu rd 1y do bang van ban cho nguoi
nhan con nudi va théng bao cho So Tu phap.

- Sau khi c6 quyét dinh cua Uy ban nhan dan cap tinh, Sé Tu phap thong béo cho
ngudi nhan con nudi dén Viét Nam dé nhan con nudi.

- S& Tu phap dang ky viéc nudi con nudi va té chire I& giao nhan con nudi. Tai I8
giao nhan con nudi, S& Tu phap giao cho cha, me nudi 01 b hd so tré em, vin ban ldy
y kién cua cha, me dé hodc ngudi giam ho va y kién cua tré em tir d chin tudi tro 1én
vé viéc dong y cho tré em 1am con nudi.
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- Bo Tu phap cap Giay chtng nhén viéc nudi con nudi co yéu té nudc ngoai phu
hop voi Cong wéc La Hay (néu cé yéu cau).

Cach thirc thuc hién:

- H6 so ciia ngueoi dwoc nhdn 1am con nudi: nép tai Trung tam Phyuc vi hanh chinh
cong tinh Ha Nam.

- Hé so ciia ngueoi nhdn con nudi: ngp tai Cuc Con nudi thdng qua cac hinh thuc: ngp
ho so truc tiép tai Cuc Con nudi; 1y quyén bang van bdan cho nguoi ¢6 quan hé ho
hang, than thich thiong trl tai Viét Nam ngp hé so tai Cuc Con nudi hodgc nép qua
dwong buu dién theo hinh thic bdo dam cho Cuc Con nubi.

Thanh phan hd so:

Hé so' ciia ngwoi nhan con nubi:

-Don xin nhdn tré em Viét Nam lam con nudi (Su dung cho truong hop nhédn con
riéng, chau rugt);

- Ban sao Ho chiéu hoac gidy to c6 gié tri thay thé;

- Vian ban cho phép dugc nhan con nubi ¢ Viét Nam;

- Ban diéu tra vé tim 1y, gia dinh;

- Vian ban xac nhan vé tinh trang suc khoe;

- Vian ban xac nhan vé thu nhap va tai san;

- Phiéu ly lich tu phap;

- Van ban xac nhdn tinh trgng hén nhan:

+ Trwong hop nguwoi nhdn con nudi 1a cap ve chong nhan con nudi: Gidy chieng
nhdn két hon.

+ Truong hop nguoi nhdn con nuéi la ngwoi déc than nhan con nudi: Gidy Xac
nhdn tinh trang hén nhan.

- Tai liéu chitng minh thudc truong hop dugc xin dich danh, bao gom:

+) Ban sao gidy chung nhan két hdn cua cha duong hoic me ké véi me dé hoic
cha dé ctia nguoi dugc nhan lam con nudi.

+) Gidy to, tai liéu dé chirmg minh ngudi nhan con nudi 1a o, cau, di, chu, béac
rudt ctia ngudi dugc nhan lam con nudi.

Luu ¥: Cac gidy to do co quan ¢ tham quyén caa nuéc ngoai lap, cap phai duoc:

*) Hop phap hoa lanh su tai Cuc Lanh sy, B6 Ngoai giao Viét Nam, Co quan dai
dién Ngoai giao hoac Co quan Lanh sy cua Viét Nam ¢ nudc ngoai, tru treong hop
dugc mién hop phap hoa lanh su theo Pidu udc qudc té ma Cong hoa xa hoi chu nghia
Viét Nam la thanh vién hodc theo nguyén tic c6 di c6 lai.

*) Dich ra tiéng Viét va ban dich phai duoc chuang thuc chit ky nguoi dich theo
quy dinh cta phap luat Viét Nam vé chang thyc chit ky.

Ho so ciia nguoi dwoc nhan lam con nudi:

- Gidy khai sinh;

- Giay kham sirc khoe do co quan y té cap huyén trg 18n cap;

- Hai anh toan than, nhin thang chup khéng qua 06 thang;

- Gidy chiing tir cta cha dé, me dé hogc quyét dinh cua Toa an tuyén bd cha ds,
me dé cua tré em 1a da chét ddi véi tré em md cdi; quyét dinh cua Toa an tuyén bé cha
deé, me dé cua ngudi duoc gisi thiéu 1am con nudi mat tich ddi véi nguoi dugc gidi
thiéu 1am con nudi ma cha d¢, me dé mat tich; quyét dinh cua Toa &n tuyén bé cha dé,
me dé cua ngudi duoc gisi thiéu 1am con nudi mit nang luc hanh vi dan su ddi véi
ngudi dugc gigi thidu lam con nudi ma cha dé, me dé mat niang lyc hanh vi dan su;

- Vin ban lay y kién dong y vé viéc cho tré em lam con nudi caa cha me dé,
ngudi giam ho va cua tré em tir du 9 tudi tro 1én;
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- Vin ban cua S¢ Tu phap xac nhan tré em du diéu kién cho 1am con nudi nuéc
ngoai.

- Vén ban vé ddc diém, s¢ thich, théi quen dang luu ¥ cua tré em dwoc nhdn lam
con nudi (@i Véi truong hop ¢d, cdu, di, chl, bac rugt nhgn chau lam con nudi).

- Truong hop nhdn dich danh tré em la anh, chi, em rugt cia con nuéi truéc do:
Ban sao quyér dinh ciia co quan ¢ tham quyen Viét Nam cho ngwoi nhgn con nudi
nhdn con nuéi truée dé va gidy to, tai liéu dé chitng minh nguoi con nudi dé véi tré
em dwoc nhan lam con nudi la anh, chi em rugt.

S6 lwong hod so:

Ho so ciia nguwoi nhan con nudi: 02 bg.

Hé so ciia tré em dirgc nhdn 1am con nudi: 03 bé nép cho S¢ Tu phdp va 01 ban chup
bé hé sor khi ndp hé so ciia nguoi nhdn con nudi tai Cuc Con nudi.

Thoi han giai quyét:

- Thoi gian S¢ Tw phdp kiém tra ho so, tién hanh ldy ¥ kién nhitng nguoi c6 lién
quan, xac nhan tré em du diéu Kién lam con nudi nudc ngoai: 5 ngay, ké tir ngay nhan
da hd so hop 1¢é.

- Thoi gian nhitng nguwoi lién quan thay déi y kién dong y vé viéc cho tré em lam
con nudi nwéc ngoai: 30 ngay, ké tir ngay dwoc ldy y kién.

- DOi Vi trirong hop tré em diwoc nhan 1am con nudi ¢ nhitng nwde chira 6 quan
hé hop tac vé nudi con nudi quoc té véi Viéet Nam: Thoi gian Cuc Con nudi kiém tra,
thdm dinh hé so ciia ngwoi nhdn con nudi, ngwoi dwoc nhdn lam con nudi va chuyén
hé so cho S6 Tw phép: 15 ngay ké tir ngay nhdn dii hé so hop 16, ho so da dwoc nép 16
phi theo quy dinh.

- DI Vi trieong hop tré em dwoc nhdn 1am con nudi ¢ nhitng nuéc c6 quan hé
hop tac vé nudi con nudi quéc té vai Viét Nam trong khudn khé Cong woc Lahay 1993:

+Thoi gian Cuc Con nudi kiém tra, tham dinh hé so ciia ngwoi nhdn con nudi,
nguoi dwoc nhdn lam con nudi va théng béo cho co quan cé tham quyén Ciia nude noi
nguoi Nhdn con nudi thwong tra: 15 ngay, ké tir ngay nhdn dii ho so hop 18, ho so da
dwoc nop Ié phi theo quy dinh.

+ Thoi gian Cuc Con nudi théng bao cho S¢ Tw phdp: 15 ngay, ké tir ngay nhdn
dirge vin ban Cia co quan ¢é tham quyén Cia nuée noi ngueoi nhdn con nudi thuwong
tru xac nhdan tré em dwoc nhdp canh va thuwong tri tai nuwoc ma tré em dwoc nhan lam
con nuoi.

- Thoi gian Uy ban nhan dan cap tinh ra Quyér dinh nudi con nudi ¢ yéu té nuéc
ngoai: 15 ngay, ké tir ngay nhan duoc hd so do S& Tu phap trinh.

- Thoi gian nguoi nhan con nudi co mat & Viér Nam dé tryc tiép nhan con nubi:
60 ngay, ké tir ngay nhdn dwroc thong béo cua S Tuw phdp hodc khong qua 90 ngay,
trong trieong hop ¢é Iy do chinh dang khodng thé c6 mat tai 1¢ giao nhédn con nuéi diing
thoi han 60 ngay.

Co quan c6 tham quyén quyét dinh: UBND cap tinh noi thuong tri ciia nguoi
duoc nhan lam con nuéi.

Co quan truc tiép thuc hién thi tuc TTHC: S& Tu phap; Cuc Con nudi thudc
Bo Tu phap.

Péi twong thuc hién thi tuc hanh chinh:

-Ngudi nhan con nudi thudng trd & nude ngoai 1a cha duong/me ké, ¢, cau, di,
chu, bac ruot cta nguoi dugc nhan lam con nudi.

-Cha me dé hodc nguoi gidm hé 1dp hé so ciia nguwoi diroc nhdn 1am con nuéi.
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Tén miu don, miu to Khai:

- Pon xin nhan tré em Viét Nam lam con nuéi nwoc ngoai (Si dung cho truong
hop nhdn con riéng, chau rugt).

- Vén ban vé ddc diém, s¢ thich, théi quen dang luu ¥ cua tré em dwoc nhdn lam
con nudi (doi Véi truong hop ¢0, cdu, di, chd, bac rugt nhdn chau 1am con nudi).

Lé phi va chi phi:

- Hinh thtc nop 1é phi: chuyén khoan hoac nop truc tiép tai Kho bac nha nudc Ba
DPinh.

- MiZc thu I¢ phi:

+ Ap dung muc giagm 50% 1é phi ding ky nuéi con nuéi nuwéc ngoai:
4.500.000d/trieong hop nhan 01 tré em lam con nudi.

+ Truong hop dong thoi nhdn hai tré em tré 18n 1a anh ch; em rugt 1am con nudi:
duwoc lua chon ap dung mic giam 1é phi nhu trén hoac ap dung mic giam 50% l¢é phi
dang ky nuéi con nudéi nuwoc ngoai ter tre em ther hai tro di duwoc nhan lam con nudi
(muzc 1é phi chuea giam: 9.000.000 dong/triong hop).

- Mutc thu chi phi: Khéong quy dinh.

- Thoi diém ndp 1é phi: Nop sau khi Cuc Con nuéi tiép nhan va cap ma sb ho so
cta nguoi nhan con nuoi.

Két qua thwc hién tha tuc hanh chinh: Quyér dinh nudi con nudi ¢ yéu té
nuwdc ngoai.

Y&u cu, diéu kién thuc hién thi tuc hanh chinh (néu co):

- Nguwoi nhan con nudi phai ¢é di cac diéu kién sau day:

+) Pap ung du cac diéu kién theo quy dinh phap luat caa nudc noi nguoi nhan
con nudi thuong tra.

+) Pap g cac diéu kién theo quy dinh tai Diéu 14 cua Luat nudi con nudi, gom:

i) Co6 nang luc hanh vi dan sy day du;

ii) Co tu cach dao duc tét;

iif) Khdng thuoc mét trong cac truong hop khong duoc nhan con nubi sau day:

+) Pang bi han ché mot s6 quyén cua cha, me ddi véi con chua thanh nién;

+) Pang chap hanh quyét dinh xtr Iy hanh chinh tai co so gido duc, co s chita
bénh;

+) Pang chap hanh hinh phat to;

+) Chua dugc x6a an tich vé mot trong céc toi ¢6 y xam pham tinh mang, stc
khoe, nhan pham, danh dy caa ngudi khac; nguge dii hoac hanh ha 6ng ba, cha me, vo
chéng, con, chau, ngudi c6 cong nudi dudng minh; du dd, ép budc hoic chira chip
ngudi chua thanh nién vi pham phap luat, mua ban, danh trao, chiém doat tré em.

Theo khoan 3 Piéu 14 cua Luat Nudi con nudi, thu tuc nay khong ap dung cac diéu
kién: ngudi nhan con nudi hon con nudi tir 20 tudi tro 1én va c6 diéu kién vé stc khoe,
kinh té, chd ¢ bao dam viéc cham soc, nudi dudng, gido duc con nudi.

- Ngudi dwoc nhan 1am con nudi phai c6 da diéu kién sau day:

+) La nguoi dudi 18 tudi;

+) M6t nguoi chi dugc lam con cua mot nguoi doc than hoac cua ca hai nguoi la
vo chong.

Can cw phap ly:

- Luat Nudi con nubi 2010;

® Méu don thay doi theo Thong tu s6 10/2020/TT-BTP ngay 28/12/2020 ctia B¢ trudng B Tu phép vé viéc ban
hanh, huéng dan viéc ghi chép, sir dung, quan 1y va luu trit s6, mau gidy td, hd so nudi con nudi.



21

- Nghi dinh s6 19/2011/ND-CP ngay 21 thang 3 nam 2011 caa Chinh pha quy
dinh chi tiét mot sé diéu cua Luat Nudi con nudi;

- Nghi dinh sb 24/2019/ND-CP ngay 05 thang 3 nam 2019 cua Chinh phu sia
d6i, bo sung mot s diéu cua Nghi dinh 19/2011/ND-CP ngay 21 thang 3 nim 2011
ctia Chinh phii quy dinh chi tiét thi hanh mét s6 diéu cia Luat Nudi con nudi;

- Thong tw s0 10/2020/TT-BTP ngay 28 thang 12 nam 2020 cua Bo truong B Tu
phapVe Viéc ban hanh, hwéng dan viéc ghi chép, si dung, qudn Iy va lweu triz S6, mau
glay to, hé so nudi con nuédi;

- Nghi dinh s6 114/2016/ND-CP ngay 8 thang 7 nim 2016 cta Chinh pha quy
dinh 18 phi ding ky nui con nuéi, 1& phi cip giay phép hoat dong cua to chirc con nudi
nudc ngoai;

- Thong tu s6 267/2016/TT-BTC ngay 14 thang 11 ndm 2016 ctua Bo truong Bo
Tai chinh huéng dan lap du toan, quan ly, sir dung va quyét toan kinh phl ngan sach
nha nuéc bao dam cho cong tac nudi con nudi va cap, gia han, sira d6i gidy phép hoat
dong cua t6 chire con nudi nuéc ngoai tai Viét Nam.
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CONG HOA XA HQI CHU NGHIA VIET NAM

Anh chéan dung
cta nguoi nhan

(kich c& 4x6 cm)/
Adoptive parent’s

con nudi

nhAtna

Déc l1ap - Tu do - Hanh phuc

SOCIALIST REPUBLIC OF VIETNAM
Independence-Freedom-Happiness

PON XIN NHAN TRE EM VIET NAM

LAM CON NUOI NUGC NGOAI
(Str dung cho truong hop nhan con riéng, chau rugt)
APPLICATION FOR VIETNAMESE CHILD INTERCOUNTRY ADOPTION
(Used for adoption of a step — child or biological niece/nephew)

Kinh gtri: Cuc Con nuodi, BO Tu phéap
To: Department of Adoption, Ministry of Justice

Anh chan dung
cta nguoi nhan
con nudi
(kich c& 4x6 cm)/
Adoptive parent’s
photo

1. Phan khai vé ngudi nhan con nudi/Information of adoptive parent(s)

Thoéng tin/Information

Ong/Mr

Ba/Mrs

Ho, chir dém, tén /Full name

Ngay, thang, nam sinh/Date of
birth

Quoc tich/Nationality

Gidy to tuy than/Identity card”

Noi cu tru/Place of residence

bién thoai/ thu dién ti/Phone
number/email

2. Phan khai vé ngudi dwoe nhin lam con nudi/Information of Adoptive

child

Gid1 tinh/Sex: ..o,

*Ghi 15 ten loai gidy to, sO, co quan cip, ngay cap gidy to do/Specify type of document, number, issuing

authority, and date.

Vi du: Ho chiéu s6 1089123 do Bo Ngoai giao va Hop tac qudc té Italia cip ngay 02/2/2015.
For example: Passport No. 1089123, issued by the Ministry of Foreign Affair and International Cooperation of

Italia, on 2/2/2015




Ngay, thang, nam sinh/Date of birth:................................. Quéc tich/Nationality: ..........ccoo.ooe......
NOT SINI/PIACE OF DIFtN ...ttt b e
NOT CU trT/PIACE OF FESIABNCE: ......coiieeceeee ettt ettt re e
S6 dinh danh c4 nhan/Personal identity NUMDET:.............c.ccoiveoiiveeeeeeeeeeeee oo
Hién dang sdng taigia dinhciia Ong/Ba/currently living with Mr/Mrs:

HO, chit GEm, tEN/FUIT NMAME:.......coiiiiieee ettt sttt sttt sttt ettt et bestere e
NOT CU trT/PIACE OF FESIABNCE:......ceieeeceeeee et ettt r e
Dién thoai/thu dién ti/Phone NUMDEI/EMAUL: ........c.viiiiriei e

3. Phian cam doan/Declaration

Ching t61/t61 cam doan nhiing 101 khai trén day la dang sy that, viéc nhén con nuéi 1a tu
nguyén,nhr:im xac 1ap quan hé cha, me va con lau dai, bén virng, vi loi ich tdt nhat cua con
nudi. Chiing t6i/t6i cam két s& cham soc, nudi dudng, giao duc chau nhu con dé ctia minh va
thuc hién moi nghia vu cua cha me dbi véi con theo quy dinh phap luat. Ching t61/t6i cam két
trong thoi han 03 nam, ké tir ngdy giao nhan con nudi, dinh ky 06 thang mét lan, giri bao co
vé tinh hinh phat trién cta con nudi (c6 kém theo anh) cho Cuc Con nudi - B Tu phap va Co
quan dai dién Viét Nam ¢ nudc noi chiung t61/tdi thuong tru.

Dé nghi Co quan c6 tham quyén xem xét, giai quyét./.

We/l hereby certify that the above statements are true and the adoption is voluntary, for the
purpose of establishing a long-term, sustainable parent-child relationship in the best interest
of the adoptive child. We/l commit to take care, nurture and educate the child like our/my
biological child, and fulfill all parental obligations of toward the child in accordance with the
law. We/l commit, within 03 years from the date of entrusment, every 6 months, to send
reports on the development of the adoptive child (with photos) to the Department of Adoption,
Ministry of Justice, and Representative Authority of Vietham in the country where we/l
permanently reside.

We/l would like to submit to the esteemed Department for consideration and approval of
application.

Lam tai.... , NQAY...oooe thang ... AM.......c.c.....
Doneat............, on........ [day.......... month......... year............ ]
ONG /Mr BA/Mrs
(Ky, ghi ro ho, chir dém, tén) (Ky, ghi ro ho, chir dém, tén)

(Signature, full name) (Signature, full name)
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VAN BAN VE PAC PIEM,

SO THICH, THOI QUEN PANG LUU Y CUA TRE EM PUQC NHAN LAM
CON NUOI

I. THONG TIN VE TRE EM:

L. Ho, Chir @&, tEN: .......ooooeoeeeeeeeeeeeeee e Nam [0 N U

2. Ngay, thAng, NAM SINN: ..o
3 INOT SINNE e
AL INOT CU EITL oo
5. Hoan canh gia dinh:

[ Bi bo roi

1 M0 coi ca cha va me

[IHoan canh dAc biét KNAC (NEU T8): ..ovvvvveroooeoeceeccooveveeeeeees e ssseseeeeeeesessssssssssssseeeessese s

II. PAC PIEM VE THE CHAT, PHAT TRIEN VAN PONG, TAM LY:
1. Tién sir ca nhén (sinh thwong/sinh non, tuin sinh, cin niing lic sinh, c6 mic bénh gi
TUC SINN KNONQ): ..oooooo s

2. 7Tién sir gia dinh (cha, me dé c6 mic bénh thim thin, truyén nhiém hoic cic bénh
hiem nghéo KhAc KROME): ...
3. Phat trién thé chit, tAm than van dong:

Chiéu cao ....... Cannang ..........

Strc khoée hién tai:

(1 Binh thudng

[ Khuyét tat hodc mac bénh hiém nghéo

Néu bi khuyét tat hodc mic bénh hiém ngheo thi néu ro:

[J Loai khuyét tat, benh Dim NERGO: ...ttt
C6 dang duoc diéu tri khong?

[IKhong

[ICo

Néu “c6”, néu thuoc dang ding va CACh GIEU trT: ..o

4. Kha nang van dong, twong tac, ngon ngir:
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Van dong (néu ro kha nang truon, bo, di, ding, ngéi, cAm nam dd vat... cta tré em nho tudi,
d6 tudi cia tré em khi dat dugc nhitng Kha nAng d0): ..o
Twong tic (néu rd kha ning tiép xtic cua tré em véi nhimg tré khac, co trong tré, nguoi la; dé
tiép xuc hay khé gan; kha ning chu y, tap trung cta tré em, thich/khong thich dugc dm bé, an
ui, s¢ tiéng dong 16n; co6 thai do hay lo au, cdu gian khong... Tré em trén 05 tudi thich xem
Phim/doc truy8n/choi the thA0: .........ooooooooeoeeeeeeeeeeeeeseee et
Ngon ngir (Tap noéi, biét ndi vai tr, cau day du chua, phat am dé& dang hay kho khin, ngon
ngit ctr chi ddi véi tré em khiém thinh. Déi véi tré em trén 05 tudi can danh gia kha ning dién
dat suy nghi, cam xuc cta tré, kha nang doc, viét chinh ta, doc truyén thanh 10i, néi lip/hay
khong, noi, viét co rd nghia khong....):

Tré em c6 dang phai tri li¢u vin dé gi khong?
[IKhong
LICé

Neéu “c6”, dé nghi néu rod viéc tri li€u (ngdn ngik, van dONE...): i

I11.SO THICH, THOI QUEN PANG LUU Y CUA TRE EM:

1.Sé thich (Néu s¢ thich ndi bat cia tré em vé an uéng, vui choi, &m nhac, van dong...):
2.Théi quen dang luu y ciia tré em (thdi quen vé an uéng, loai thire an bi di ung; thoi quen
vé sinh hoat, gior gidc (tu thé ngi, nga c6 dén hay tit dén, dd vat cam khi ngu; tré em trén 05
tudi co thoi quen dic biét nao nhat trong sinh hoat, hoc tap va giao tiép):

Lam tgi................. , NGAY............ thang........... nam...........
X4c nhén ciia ngudi dirng dau co' sé nudi duomg’ Nguoi lap bao cao

(Ky, ghi ro ho, chir dém, tén)

5 Pbi voi tré em séng & co s nudi dudng
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3. Ping ky lai viéc nudi con nudi c6 yéu té nwéc ngoai

Trinh tw thuc hién:

- Nguoi ¢6 yéu cau dang ky lai vi éc nudi con nubi nop hd so dang ky lai viéc
nudi con nubi theo So Tu phap noi cha m ¢ nudi va con nudi thwong trd hoac noi da
dang ky viéc nudi con nudi trudc day.

Ho so dugc nop tai Trung tdm Phuc vu Hanh chinh cdng tinh Ha Nam hoic qua
dich vu buu chinh. Bo phan tiép nhan, chuyén hd so téi Phong chuyén mén dé giai
quyét theo quy dinh.

- S& Tu phap trinh Uy ban nhan dan cap tinh ky Quyét dinh cho tré em Viét Nam
1am con nudi nudc ngoai dé Cap cho ngudi yéu cau dang ky lai.

Céch thirc thyc hién: H6 so duoc nop tai Trung tam Phuc vu Hanh chinh cong
tinh Ha Nam hoac qua dich vu buu chinh.

Thanh phan ho so-

T& khai dang ky lai vi éc nudi con nudi. Trudng hop yéu cau dang ky lai tai So
Tu phap khong phai 1a noi trude diy da dang ky viéc nudi con nuoi, thi To khai phai
c6 cam két ciia ngudi yéu cau dang ky lai vé tinh trung thyc cua viéc dang ky nudi con
nudi trude dé va co chir ky cua it nhat hai nguoi 1am ching.

Thai han giai quyét: 03 ngay lam viéc, ké tir ngay nhan da hd so hop 1é.

Co quan c6 tham quyén quyét dinh: Uy ban nhan dan cap tinh.

Co quan tryc tiép thuc hién thi tuc TTHC: So Tu phap.

Co quan phdi hep: Khong

Poi twong thuc hién tha tuc hanh chinh: Cad nhdn ngwoi c6 yéu cau dang ky
lai viéc nudi con nudi.

Tén mau don, miu to khai:To khai ding ky lai viéc nubi con nudi.

Lé phi: Khéng.

Két qua thuc hién tha tuc hanh chinh: Quyér dinh nudi con nudi cé yéu to
nwdc ngoai.

Yéu cau, diéu kién thuc hién thi tuc hanh chinh (néu co):

- Viéc nudi con nudi da duoc ding ky tai co quan nha nudc c6 tham quyén cua
Viét Nam nhung s6 ho tich va ban chinh gidy to dang ky nudi con nudi bi mat hoic hu
hong khong str dung duoc;

- Cha, me nudi va con nudi déu con sbng vao thoi diém yéu cau ding ky lai.

Can cw phap ly:

- Luat Nudi con nubi 2010;

- Nghi dinh sé 19/2011/ND-CP ngay 21 thang 3 ndm 2011 cua Chinh phu quy
dinh chi tiét mot s6 diéu cta Luat Nudi con nudi;

- Thong tue s6 10/2020/TT-BTP ngay 28 thang 12 nam 2020 cia Bé truong Bo
Tu phapve Viéc ban hanh, hwéng dan viéc ghi chép, sz dung, qudn Iy va luu trik o,
mau glay to, ho so nuoz con nuoi;

- Nghi dinh s6 114/2016/ND-CP ngay 8 thang 7 nam 2016 cta Chinh pha quy
dinh 18 phi ding ky nudi con nuéi, 1& phi cip giay phép hoat dong cua to chirc con nudi
nudc ngoai;

- Thong tu s6 267/2016/TT-BTC ngay 14 thang 11 nim 2016 ciia B truong Bo
Tai chinh huéng dan lap du toan, quan ly, sir dung va quyét toan kinh phl ngan sach
nha nudc bao dam cho cong tac nudi con nudi va cap, gia han, sira d6i gidy phép hoat
d6ng cua td chire con nudi nudc ngoai tai Viét Nam.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY LAI VIEC NUOI CON NUOI

KINR U v ses s
Ho, chit d€m, t&€N NEUOT YEU CAU:...vviiiiiiiiiiiieiiiie sttt e ae e nnbee e

GiAy 0 1Y thAN T ..ot s sttt

Dé nghi dang ky lai viéc nudi con nudi cho nguodi c6 tén dudi day:

Ngay, thang, ndm SINh: ......ccccvviiiiiii Qudc tich: ...cocvveiennee,
INOT ST et h et e e et e e e e e bt e e e et e e e et e e e e ann e e e nnneas
Gidy khai sinh/Giay t& thy thANZ: .......oveveceeeeeeeeeee et

La con nuéi cua:

Ho, chir dém, ten cha NUOI: ...........ooooiiiiii e
Ngay, thang, n@m sinh: .........cccoiiiiiiii Qudc tich: ..ovvrvernnn,
GHAY 10 1Y ThAN 2 ..ottt ee e ene s

Ho, chir dém, tén me nuoi:

Ngay, thang, ndm sinh: ........ccccoiiiiiiii Qudc tich: ..ovvverrrnnnn,
GIAY 1O TY thANT c..oeoveeeeeeee st s ettt
INOT CU T et e R e Rt e Rt e R e e Rt e r e e r e et e n e e e e e nneann e e
D3 dang K nu6i CON NUBT tAI%: .v.vvvoveeeeeeceeceseetee sttt

6Ghi rd tén co quan thyc hién dang ky lai viéc nudi con nudi.

"Ghi 15 tén loai gidy to, s, co quan cap, ngay cap gidy to do (vi du: ching minh nhan dan s6 00108912345 do
Cong an Thanh phé Ha Noi cap ngay 20/10/2014).

8Ghi tén Uy ban nhan dan cap x3 noi di dang ky viéc nudi con nudi trong nudc; ghi tén So Tu phap noi di dang
ky viéc nudi con nudi c6 yéu td nude ngoai.
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Giay chung nhan nudi con nudi trong nudc/Quyet dinh nuodi con nudi cd yeu td nudc
NZOAL SO..cevvvveeerereennnn ngay ........ thang ....... nam.........
To61 cam doan nhitng nd1 dung khai trén day la dang su that va da nop day du cac giay

to hién c6. Toi chiu trach nhiém trude phap luét vé viéc cam doan ctia minh.

Lam t@i........c..c.cu..... , NQAY ..o thang............ nAM............
Ngudi yéu cau
/UL Ll L L. Ll FAL. LA

Xac nhin ciianguwdi 1am chirng thir nhat Xac nhan ciaa ngwoi lam ching thir hai
TOIEN 1A sinh nam ........cccc..c... : TOIteN A, e, sinh nam .........
Gidy t0 thy than®: ..o Gidy to thy than @ ...
U T BB (010 85 4 1) LU PUPPRRRRPR
Tﬁi Xin lé,m Chl:l'ng Viéc nuéi con nué‘)i trénla ...........................................................................

dung sy that va chiju trach nhiém trudc phap luat vé To1 xin lam chung viéc nudi con nudi trén la

viéel am chimg cta minh ding su that va chiu trach nhiém trudc phap

Lam tai: ngay......thang nim luat vé viéc 1am chtng cua minh.
(KY, ghi 16 ho, chit dém, 1) Lam tgi:............ , Ngay.......... thang........ nam......

(Ky, ghi r6 ho, chiz dém, tén)
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4. Giai quyét viéc nguwoi nwée ngoai thwong tri & Viét Nam nhan tré em Viét
Nam lam con nudi

Trinh tw thuc hién:

- Ngudi nudc ngoai thudng tra tai Viet Nam nhan con nudi nop hd so caa minh
va cua nguoi dugc nhan lam con nudi tai S& Tu phap noi ngudi dugc gidi thiéu lam
con nudi thuong tra.

Ho so duoc nop tai Trung tdm Phuc vu Hanh chinh céng tinh Ha Nam hoac qua
dich vu buu chinh. Bo phan tiép nhan, chuyén hé so t6i Phong chuyén mon dé giai
quyét theo quy dinh.

- S6 Tw phdp kiém tra hé so, lay y kién cia nhitng nguoi c6 lién quan:

+ Cong chic kiém tra hé so. Khi kiém tra hé so, cong chizc phdi nghién ciu, tim
hiéu tdam tu, nguyén vong va hoan canh cua nhitng nguoi lién quan. Triong hop nguoi
dwoc nhan 1am con nudi c6 cha me dé, thi cng chic kiém tra viéc cha me dé co thoa
thudn véi cha me nudi dé giir lai quyén, nghia vu déi véi con va céach thizc thyc hién
quyén, nghia vu dé sau khi dd cho 1am con nudi.

+ Céng chirc ldy y kién ciia nhitng nguwoi cé lién quan:

Khi ldy y kién cia nhitng ngwoi lién quan, cdng chic phdi:

i) Tw van dé tré em tiép tuc dwoc cham séc, nudi dwdng, gido duc phd hop véi
dieu kién va kha néng thuc té cia gia dinh;

ii) Tuw Vdn day di cho cha me dé hodc nguwoi giam hé vé muc dich nudi con nudi;
quyén va nghia vu phéat sinh giiza cha me nudi va con nudi sau khi ding ky nudi con
nudi; vé viéc cha me dé sé khdng con cac quyén, nghia vu cham séc, nudi duwéng, cap
duong, dai di¢n theo phap ludt, boz thuwong thiét hai, quan Iy, dinh doat tai san riéng
doi Véi con da cho lam con nudi néu cha me dé va cha me nuoi khong co thaa thugn khac;

iii) Giai thich cho nhitng nguoi lién quan Vvé quyén thay doi y kién d@ong y trong
thoi han 15 ngay ké tir ngay diwoc Iay y kién dong y. Het thoi han nay, nhitng nguoi
lién quan khong dwoc thay doi y kién ve vigc cho tré em lam con nuéi.

- SO Tu phép trinh Uy ban nhan dan cap tinh xem xét, quyét dinh;

- Uy ban nhan dan cép tinh ra Quyét dinh nudi con nuéi cé yéu té nuéc ngoai;

- So Tu phap dang ky viéc nudi con nudi theo quy dinh ctua phap luat vé dang ky
ho tich, to chic 18 giao nhan con nudi tai tru s& S& Tu phap.

- Trudng hop tir chéi thi S Tu phap phai tra loi bang van ban va néu rd ly do.

Céch thirc thuc hién: H6 so duoc nop tai Trung tam Phuc vu Hanh chinh cong
tinh Ha Nam hoac qua dich vu buu chinh.

Thanh phan hd so:

Ho so ciia nguwoi nhin con nuoi:

-Don xin nhan tré em Viét Nam lam con nubi;

- Ban sao Ho chiéu, Chtirng minh nhan dan hoic gidy to c6 gia tri thay thé;

- Phiéu ly lich tu phap;

- Van ban xac nhgn tinh trgng hén nhan:

+ Trwong hop ngwoi nhan con nudi 1a cdp ve chong nhan con nudi: Gidy chirng
nhdn két hon.

+ Truong hop nguoi nhdn con nudi la ngwoi déc than nhdn con nudi: Gidy xac
nhdn tinh trgng hén nhan.

- Giay kham sirc khoe do co so' y té cap huyén trg 18n cap;

- Van ban x&c nhan hoan canh gia dinh, tinh trang chd &, diéu kién kinh té do
UBND cép x4 noi ngudi nhan con nudi thuong trd cap.

H0 so cuia ngwoi dwoc nhin lam con nudi:
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- Giay khai sinh;

- Giay kham strc khoe do co quan y té cap huyén tré 18n cap;

- Hai anh toan than, nhin thang chup khdng qué 06 thang;

- Bién ban xac nhan do Uy ban nhan dan hogc Cong an cip xa noi phat hién tre
bi bo roi 1ap dbi vai tré em bi bo roi; Gidy ching tir ciia cha dé, me dé hogc quyét dinh
cua Toa an tuyén bd cha dé, me dé cua tré em 1a da chét ddi véi tré em mo cdi; quyet
dinh cua Toa an tuyén bd cha dé, me dé cua ngudi duoc gidi thiéu Iam con nudi mat
tich d6i v&i ngudi dugc gidi thiéu 1am con nudi ma cha dé, me dé mat tich; quyet dinh
cua Toa &n tuyén b cha d¢, me dé cua ngudi duoc gisi thiéu 1am con nudi mat nang
lwc hanh vi dan sy doi vai nguoi duoc gidi thiéu lam con nudi ma cha dé, me dé mat
nang lyc hanh vi dan suy;

- Quyét dinh tiép nhan di vai tré em & co sé nudi dudng.

S6 hrgng ho so': 01 bo.

Thai han giai quyét:

- S& Tu phap kiém tra ho so va lay y kién: 5 ngay, ké tir ngay nhan du ho so hop
1€;

- Thoi gian nhitng nguwoi lién quan thay déi y kién dong y vé viéc cho tré em lam
con nudi nwéc ngoai: 15 ngay, ké tir ngay dwoc ldy y kién.

- Uy ban nhan dén cap tinh ra Quyét dinh: 15 ngay, ké tir ngay nhan duoc ho so
do S¢ Tu phap trinh.

Co quan c6 tham quyén quyét dinh: UBND cap tinh noi thuong tri cia nguoi
duoc nhan lam con nudi.

Co quan tryc tiép thuc hién thi tuc TTHC: So Tu phap noi thuong trd cua
nguoi dugc nhan lam con nudi.

Co quan phdi hop: Khong.

Poi twong thuc hién thi tuc hanh chinh:Ngwoi nuée ngoai thuwong tri ¢ Viét
Nam nhgn tre em Viét Nam lam con nudi.

Tén mau don, miu to khai:

-Don xin nhan tré em Viét Nam lam con nudéi nuwoc ngodi (Sur dung cho truong
hop nhdn tré em song ¢ co' sé nudi dwéng);

-Don xin nhdn tré em Viét Nam lam con nuéi nwéc ngoai (sur dung cho truong
hop nhdn con riéng, chau rugt).

Lé phi: 4.500.000 dong/trudng hop.

Két qua thuc hién thi tuc hanh chinh: Quyér dinh nudi con nudi cé yéu to
nwdC ngoai.

Y&u cau, diéu kién thuc hién tha tuc hanh chinh:

Nguwoi nhgn con nudi phdi cé di diéu Kién nhw sau:

- C6 nang luc hanh vi dan sy day du;

- Hon con nudi tir 20 tudi tro 18n — khong ap dung ddi voi truong hop cha duong
nhan con riéng cia vo, me ké nhan con riéng ctia chong 1am con nudi hoic ¢6 , cau, di,
cht bac rudt nhan chau lam con nudi;

- C6 diéu kién vé suc khoe, kinh té, chd ¢ bao dam viéc cham soc, nudi dudng,
gi4o duc con nudi - khong ap dung ddi voi trudng hop cha dugng nhan con riéng cta
vg, me ké nhan con riéng cia chong 1am con nudi hodc ¢d , cau,di, chu bac rudt nhan
chau lam con nuoi;

- Co tu cach dao duc tét.

Cic trwong hop khong dwoc nhdn con nudi

- Pang bi han ché mot s6 quyén cua cha, me ddi v6i con chua thanh nién;
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- Pang chap hanh quyét dinh xir Iy hanh chinh tai co so gi4o duc, co so chira
bénh;

- Pang chap hanh hinh phat tu;

- Chua dugc x06a an tich vé mot trong céc toi ¢ y xam pham tinh mang, suc
khoé, nhan pham, danh du cua ngudi khac; nguoc dai hodc hanh ha 6ng ba, cha me, vo
chéng, con, chau, ngudi c6 céng nudi dudng minh; du dd, ép budc hoic chira chip
ngudi chua thanh nién vi pham phap luat; mua ban, danh trao, chiém doat tré em.

Tré em dwoc nhan lam con nudi phdi cé dii diéu Kign nhw sau:

+ La tré em dudi 16 tuoi; Ia tré em tir du 16 tudi dén dudi 18 tudi néu thuoc
truong hop duoc cha duong, me ké, ¢, cau, di, chd, bac rudt nhan 1am con nudi;

+ M6t nguoi chi dugc lam con cia mot nguoi doc than hoac cua ca hai nguoi la
vo chong.

Can cwr phap ly:

- Luat Nudi con nubi 2010;

- Nghi dinh s6 19/2011/ND-CP ngay 21 thang 3 nam 2011 ctia Chinh pha quy
dinh chi tiét mot so diéu cua Luat Nudi con nudi;

- Thong tu s6 10/2020/TT-BTP ngdy 28 thang 12 nam 2020 cia Bé truong Bo Tu
phapVe Viéc ban hanh, hwéng dan viéc ghi chép, si dung, quan Iy va leu triz $6, mau
glay to, N6 so nudi con nuoi;

- Nghi dinh s6 114/2016/ND-CP ngay 8 thang 7 nam 2016 ctia Chinh pha quy
dinh 18 phi ding ky nudi con nuéi, 1& phi cip gidy phép hoat dong cua té chirc con nudi
nudc ngoai;

- Thong tu s6 267/2016/TT-BTC ngay 14 thang 11 nim 2016 cua Bo truong Bo
Tai chinh huéng dan lap du toan, quan ly, sir dung va quyét toan kinh phi ngan sach
nha nudc bao dam cho cdng tac nudi con nudi va cip, gia han, sira d6i gidy phép hoat
dong cua to chire con nudi nudc ngoai tai Viet Nam.
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CONG HOA XA HQI CHU NGHIA VIET NAM

Anh chan dung
cta nguoi nhan
con nudi
(kich c& 4x6 cm)

Adoptive

RN IS APV

Poc 1ap - Tw do - Hanh phuc

SOCIALIST REPUBLIC OF VIETNAM
Independence-Freedom-Happiness

PON XIN NHAN TRE EM VIET NAM

LAM CON NUOI NUOC NGOAI

(Stk dung cho trieong hop nhdn tré em song & co s6 nudi duwéng)
APPLICATION FOR VIETNAMESE CHILD INTERCOUNTRY ADOPTION
(Used for adoption of a child living in institution)

Kinh gtri: Cuc Con nuodi, BO Tu phéap
To: Department of Adoption, Ministry of Justice

Anh chan dung
cua nguoi nhan
con nudi
(kich c& 4x6 cm)
Adoptive

parent’s photo

1. Phan khai vé ngudi nhan con nudi/Information of adoptive parent(s)

Thoéng tin/Information

Ong/Mr

Ba/Mrs

Ho, chir dém, tén /Full name

Ngay, thang, nam sinh/Date of
birth

Quéc tich/Nationality

Gidy to tuy than/Identity
document®

Noi cu tru/Place of residence

bién thoai/ thu dién ti/Phone

SGhi 15 ten loai gidy to, sO, co quan cip, ngay cap gidy to do/Specify type of document, number, issuing

authority, and date.

Vi du: Ho chiéu s6 1089123 do Bo Ngoai giao va Hop tac qudc té Italia cap ngay 02/02/2015.
For example: Passport No. 1089123, issued by the Ministry of Foreign Affair and International Cooperation of

Italia, on 2/2/2015
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number/email

2. Nguyén vong vé tré em dwoc nhin lam con nudi/Desire for an adoptive child
D TR 1A} 1 o[- TP

GIOT T X, ettt ettt e et e e e e ettt e e e e et e e e e e e e e e e e e e e e e eeeeeeeeenneeeeennnns

3. Phan cam doan/Declaration

Ching t61/t61 cam doan nhiing 101 khai trén day la dang sy that, viéc nhan con nudi la tu
nguyén,nham xac 1ap quan hé cha, me va con lau dai, bén viing, vi loi ich t6t nhat ciia con
nudi. Chiing t6i/t6i cam két s& chiam soc, nudi dudng, giao duc chau nhu con dé ctia minh va
thyc hién moi nghia vy ciia cha me dbi véi con theo quy dinh phép luat. Ching t6i/toi cam két
trong thoi han 03 nam, ké tir ngay giao nhan con nudi, dinh ky 06 thang mét 1an, giri bao cdo
vé tinh hinh phat trién cta con nudi (c6 kém theo anh) cho Cuc Con nudi - Bo Tu phap va Co
quan dai dién Viét Nam & nudc noi chung t61/tdi thuong tru.

Dé nghi Co quan c6 tham quyén xem xét, giai quyét./.

We/l hereby certify that the above statements are true and the adoption is voluntary, for the
purpose of establishing a long-term, sustainable parent-child relationship in the best interest
of the adoptive child. We/l commit to take care, nurture and educate the child like our/my
biological child, and fulfill all parental obligations of toward the child in accordance with the
law. We/l commit, within 03 years from the date of entrusment, every 6 months, to send
reports on the development of the adoptive child (with photos) to the Department of Adoption,
Ministry of Justice, and Representative Authority of Vietnam in the country where we/l
permanently reside.

We/l would like to submit to the esteemed Department for consideration and approval of
application.

Lam tqi....... , NQAY............. thang ............ nam..............
Doneat..........., on........ [day.......... month......... year............ ]
ONG /Mr BA/Mrs
(Ky, ghi ro ho, chir dém, tén) (Ky, ghi ro ho, chir dém, tén)

(Signature, full name) (Signature, full name)
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CONG HOA XA HQI CHU NGHIA VIET NAM

Anh chéan dung
cta nguoi nhan
con nubi
(kich c& 4x6 cm)/

Adoptive parent’s

nhAtna

Déc 1ap - Tu do - Hanh phuc

SOCIALIST REPUBLIC OF VIETNAM
Independence-Freedom-Happiness

PON XIN NHAN TRE EM VIET NAM

LAM CON NUOI NUGC NGOAI
(Str dung cho truong hop nhan con riéng, chau rugt)
APPLICATION FOR VIETNAMESE CHILD INTERCOUNTRY ADOPTION
(Used for adoption of a step — child or biological niece/nephew)

Kinh gtri: Cuc Con nuodi, BO Tu phéap
To: Department of Adoption, Ministry of Justice

Anh chan dung
cta nguoi nhan
con nudi
(kich c& 4x6 cm)/
Adoptive parent’s
photo

1. Phan khai vé ngudi nhan con nudi/Information of adoptive parent(s)

Thoéng tin/Information

Ong/Mr

Ba/Mrs

Ho, chir dém, tén /Full name

Ngay, thang, nam sinh/Date of
birth

Quéc tich/Nationality

Gidy to tuy than/Identity
card®

Noi cu tru/Place of residence

bién thoai/ thu dién ti/Phone

10Ghi 15 ten loai gidy to, sb, co quan cép, ngay cip gidy to do/Specify type of document, number, issuing

authority, and date.

Vi du: Ho chiéu s6 1089123 do Bo Ngoai giao va Hop tac qudc té Italia cip ngay 02/2/2015.
For example: Passport No. 1089123, issued by the Ministry of Foreign Affair and International Cooperation of

Italia, on 2/2/2015
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number/email

2. Phan khai vé ngudi dwoe nhin lam con nudi/Information of Adoptive
child

Ho, chit dém, tEn/FUll NAME:.........ocvoiieeeeeecee e Gidi tinh/Sex: .......cccccvevennne,
Ngay, thang, nam sinh/Date of birth:................................. Qudc tich/Nationality:.........ccoo.ccoovve.....

Dién thoai/thu dién ti/Phone nUMbBEr/emMall: ...........ccoooiiiiie e
3. Phin cam doan/Declaration

Ching t61/t6i cam doan nhiing 101 khai trén day la dung sy that, viéc nhan con nuodi la tu
nguyén,nham xac 1ap quan hé cha, me va con lau dai, bén viing, vi loi ich t6t nhat cia con
nudi. Chiing t6i/téi cam két s& cham séc, nudi dudng, gido duc chau nhu con dé ctia minh va
thue hién moi nghia vu ctia cha me ddi v6i con theo quy dinh phap luat. Chung t6i/téi cam két
trong thoi han 03 nam, ké tir ngay giao nhan con nudi, dinh ky 06 thang mét 1an, giri bao cdo
vé tinh hinh phat trién ctia con nudi (c6 kém theo anh) cho Cuc Con nudi - B6 Tu phap va Co
quan dai di¢n Viét Nam & nudce noi ching t61/t61 thuong tru.

Pé nghi Co quan c6 thim quyén xem xét, giai quyét./.

We/l hereby certify that the above statements are true and the adoption is voluntary, for the
purpose of establishing a long-term, sustainable parent-child relationship in the best interest
of the adoptive child. We/l commit to take care, nurture and educate the child like our/my
biological child, and fulfill all parental obligations of toward the child in accordance with the
law. We/l commit, within 03 years from the date of entrusment, every 6 months, to send
reports on the development of the adoptive child (with photos) to the Department of Adoption,
Ministry of Justice, and Representative Authority of Vietnam in the country where we/l
permanently reside.

We/l would like to submit to the esteemed Department for consideration and approval of
application.

Lamtgi... , NQAY............ thang ............ NAM.................
Doneat............, on........ [day.......... month......... year............ ]
ONG /Mr BA/Mrs
(Ky, ghi ré ho, chir dém, tén) (Ky, ghi ré ho, chiv dém, tén)

(Signature, full name) (Signature, full name)
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1. LINH VUC LY LICH TU PHAP

1. Thii tuc cap Phiéu ly lich tw phap cho cong dan Viét Nam, nguwdi nwéc
ngoai dang cw tru tai Viét Nam

Trinh tw thuc hign:

- Ngudi ¢ yéu cau cap Phiéu ly lich tu phap nop ho so tai Trung tam Phuc vy
Hanh chinh cong tinh Ha Nam hoic qua hé théng hoic truc tuyén tai dia chi:
motcua.hanam.gov.vn, https://lltptructuyen.moj.gov.vn.

Truong hop nop hd so truc tuyén, ngudi ¢ yéu cau chuan bi hd so nhung khéng
phai ching thuc, tat ca duoc scan hodc chup tir ban chinh va gui bang tai khoan da
duoc ding ky st dung dich vu ndy. Hé thdng s& tu dong théng béo két qua tiép
nhan (Kém ma hé so) thong qua tai khoan, sé dién thoai da duoc dang ky.

- B6 phan tiép nhan, kiém tra hé so:

+ Trudng hop ho so day du va hoan toan hop 1¢, can bo tiép nhan va ghi phiéu
hen tra két qua.

+ Truong hop ho so chua day du thi can bo phai huéng dan cong dan bo sung,
hoan thién hd so.

+ Truong hop hod so khong thudc tham quyén giai quyét cua So thi huéng dan
cdng dan téi co quan cd tham quyén theo quy dinh.

- B phan tiép nhan, chuyén ho so téi Phong Hanh chinh tu phap dé giai quyét
theo quy dinh.

- Phong Hanh chinh tu phap tiép nhan ho so, kiém tra va tién hanh giai quyét
theo quy dinh va chuyén két qua sau khi giai quyét téi Trung tam Phuc vu Hanh chinh
cbng dang thoi gian quy dinh.

Truong hop khi tién hanh giai quyét phat hién ho so can tién hanh xac minh hoac
bo sung ho so thi Phong Hanh chinh tu phap thong tin kip thoi t6i bo phan tiép nhan
dé thong bao hoac hen lai thoi gian giai quyét (néu can) cho cong dan.

-Nhan két qua:

+ Truong hop hd so nop truc tiép ca nhan mang theo phiéu hen dén nhan két qua
tai Trung tdm Phuc vu Hanh chinh céng tinh Ha Nam hodc qua hé thong buu chinh
(néu c6 nhu cau).

+ Truong hop ho so nop truc tuyén, ca nhan khi dén nhan két qua sé ky vao mau
don, to khai va mang theo ban gdc dé ddi chiéu véi gidy to c6 lién quan da duogc gui
truc tuyén.

+ Truong hop lua chon ndp ho so va tra két qua qua hé théng buu chinh, nhan két
qua qua hé théng buu chinh.

Céch thirc thuc hién: Nop hd so truc tiép hodc qua hé thdng buu chinh hodc
truc tuyén.

Thanh phan hé so':

+ T& khai yéu cau cap Phiéu ly lich tu phap theo mau quy dinh (Miu sé
03/2013/TT-LLTP; Mu s 04/2013/TT-LLTP).

+ Ban chup Chiing minh nhan dan hoic thé Can cudc céng dan hoic ho chiéu
ctia nguoi duoc cap Phiéu Iy lich tu phap (Truong hop ndp ban chyp thi phai xuét trinh
ban chinh dé déi chiéu. Truong hop khong cd ban chinh dé ddi chiéu thi nop ban sao
c6 ching thuc theo quy dinh cua phap luat).

Y Thanh phin ho so di bo yéu cau ndp ban sao s6 ho khiu, gidy chimg nhan thudng tri hodc tam trii theo quy
dinh tai khoan 4 Diéu 37 Luat Cu trG ndm 2020.
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+ Vin ban uy quyén trong tru:ong hop uy quyén cho nguoi khac lam thu tuc yéu
cau cip Phiéu ly lich tu phap 30 1% (truong hop nguoi dugc uy quyén la cha, me, Vo,
chdng, con caa ngudi uy quyén thi khong can van ban ay quyén). Van ban ay quyén
phai dugc cong chirng, chirng thuc theo quy dinh caa phap luat Viét Nam.

Ca nhan yéu cau cap Phiéu ly lich tu phap sé 2 khéng dugc uy quyén cho ngudi
khac 1am thu tuc yéu cau cap Phiéu ly lich tu phap.

Ngoai ra, nguoi yéu cau cap Phiéu Iy lich tu phap thuoc ddi twong duoc mién
hodc giam phi phai xuit trinh cac giay to dé ching minh.

S6 lwong hd so: 01 bd.

Thai han giai quyét hé so:

+Trong thoi han 7 ngay, ké tir ngay nhan duoc yéu cau hop 1é.

+ Truong hop ngudi duoc yéu cau cap Phiéu 1y lich tu phép 1a cong dan Viét
Nam da cu tr( & nhiéu noi hodc ¢6 thoi gian cu tri & nudc ngoai, ngudi nudc Ngoai,
truong hop phai x4c minh vé diéu kién duong nhién dwoc x6a an tich thi thoi han
khéng qua 12 ngay.

Co quan truc tiép giai quyét thii tuc hanh chinh: Sé Tu phéap.

Co quan phéi hop:

+ Co quan c6ng an: Co quan Cong an cap tinh thuc hién tra ciru thong tin vé tinh
trang an tich cia duong su va giri cho Sé Tu phap két qua tra cuau.

+ Co quan Toa an: Truong hop sau khi tra ciru thoéng tin Iy lich tu phép tai co
guan Cong an ma van chua du can cu dé két luan hoac noi dung vé tinh trang an tich
cua duong sy c6 diém chua rd rang, day du dé khang dinh duong su c6 an tich hay
khéng cé an tich.

+ Co quan c6 tham quyén thudc B Qudc phong: Truong hop cap Phiéu Iy lich
tu phap cho nguoi da ting la si quan, ha si quan, binh si, quan nhan chuyén nghiép,
cdng nhan vién qudc phong.

+ Trung tam Ly lich tu phap qudc gia: Truong hop céng dan Viét Nam da
thudng tra tai nhiéu tinh, thanh phé tryc thudc Trung wong; ¢6 thoi gian cu tri & nudc
ngoai; nguoi nudc ngoai cu trd tai Viét Nam tir ngay 01/7/2010.

+ Uy ban nhan dan x4, phuong, thi trn; co quan, to chac khac, co quan tién hanh
t6 tung co lién quan: truong hop xac minh vé diéu kién duong nhién duogc xda an tich.

Péi twong thuc hién thi tuc hanh chinh: Ca nhan.

Tén mau don, mau to khai:

+ To khai yéu cau cap Phiéu ly lich tw phap (Mau s6 03/2013/TT-LLTP);

+ To khai yéu cau Cap Phiéu ly lich tu phap (dung cho ca nhan trong truong hop
1y quyén yéu Cau Cap Phiéu ly lich tu phap 50 lva cé nhan la cha, me cua nguoi chua
thanh nién yéu cau cap Phiéu ly lich tu phap s6 2) (Mau s6 04/2013/TT-LLTP).

Phi:

+ Phi cung cap thong tin ly lich tu phap: 200.000 dng/lan/ngudi.

+ Phi cung cap thong tin Iy lich tu phap cua sinh vién, nguoi c6 cong véi cach
mang, than nhan liét sy (gom cha dé, me d¢, vo (hoac chong), con (con dé, con nudi),
ngudi c6 cong nubi dudng liét sy): 100.000 dong/lan/ngudi.

Céc truong hop mién phi cung cap théng tin Iy lich tu phap gom: Tré em theo
quy dinh tai Luat bao vé, chim soc va gido duc tré em; Ngudi cao tudi theo quy dinh
tai Luat ngudi cao tudi; Nguoi khuyét tat theo quy dinh tai Luat nguoi khuyét tat;
Nguoi thuéc ho nghéo va Ngudi cu trd tai cac xa dic biét kho khin, dong bao dan toc

2 Nguoi dugce iy quyén phai xuét trinh Chimg minh nhén dan hodc thé Can cudce cong dan hodc Ho chiéu khi
thyc hién thu tuc yéu cau cap Phicu ly lich tu phap.
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thiéu s6 & cac xa c6 diéu kién kinh té - xa hoi dic biét khé khan, xa bién gidi, xa an
toan khu theo quy dinh cua phap luat.

Truong hop ngudi dugce cap Phiéu ly lich tu phap dé nghi cip trén 2 Phiéu trong
mot lan yéu cau, thi ke tir phiéu thir 3 tré di co quan cap phiéu Iy lich tu phap thu thém
5. OOOd/phleU dé bu dap chi phi can thiét cho viéc in mau Phiéu ly lich tu phap.

Két qua thyc hién thi tuc hanh chinh: Phiéu Iy lich tu phap so 1, sb 2.

Yéu cau diéu kién thyc hién thi tuc hanh chinh (néu c6): Khang.

Can cir phép ly:

+ Luat Ly lich tu phap sé 28/2009/QH12.

+ Luat Nhap canh, xuat canh, qua canh, cu trGi ciia ngudi nudc ngoai tai Viét
Nam s6 51/2019/QH14.

+ Luat Can cudc cong dan nam 2014.

+ Ludt Cu trii s6 68/2020/QH14 ngay 13/11/2020.

+ Nghi dinh s 111/2010/ND-CP ngay 23 thang 11 nam 2010 ctia Chinh pha quy
dinh chi tiét va hudng dan thi hanh mot s6 diéu caa Luat Ly lich tu phép.

+ Thong tu s6 13/2011/TT-BTP ngay 27 thang 6 nim 2011 ciia Bo Tu phap vé
viéc ban hanh va huéng dan st dung biéu mau va mau sé Iy lich tu phép.

+ Thong tu lién tich sb 04/2012/TTLT-BTP-TANDTC-VKSNDTC-BCA-BQP
ngay 10 thang 5 nim 2012 cua B Tu phap, Toa 4n nhan dan téi cao, Vién kiém sét
nhan dan téi cao, Bo Cong an, Bo Qudc phong huéng dan trinh tu, tha tuc tra ciu, Xac
minh, trao d6i, cung cap théng tin 1y lich tu phap.

+ Thong tu s6 16/2013/TT-BTP ngay 11 thang 11 nam 2013 cua Bo Tu phép sira
d6i, bo sung mot sé diéu cia Thong tu s6 13/2011/TT-BTP ngay 27 thang 6 nam 2011
vé viéc ban hanh va huéng dan sir dung biéu mau va mau sb Iy lich tu phap.

+Thong tu s6 244/2016/TT-BTC ngay 11 thang 11 nam 2016 cua Bo Tai chinh
quy dinh mic thu, ché do thu, nop, quan ly va str dung phi cung cap théng tin 1y lich tu
phap.

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI YEU CAU CAP PHIEU LY LICH TU PHAP
(Dung cho ca nhan c6 yéu cau cap Phieu ly lich tu phap)

KINN QU e
L TN 0T A% oo s
2. TN goi KNAC (NEU CO):vvvvirercieeeeeeeeeeee e 3. Gigitinh @....ccoe. oo
4. Ngay, thang, nam sinh: ........... /i L e
5. INOT SINZ, ¢ttt ettt ettt e et et s et et e e e e ee et e e et eten et et et et en et et et et e et e et aneenn
B. QUAC tHCN: ..., 7. DANTOC:..cuieiieiie e,
8. NOT tHUONG T 5 oottt
LS N[ 3 2 1 1 I
10, Glay CMND/H? ChIGU e RET R
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11.Hoténcha:......coooiii i, Ngay/thang/nam sinh ..................
12, Hotenme:. ..o Ngay/thang/mam sinh ..................
13.Ho tén vo/chong...............oooiiin i, Ngay/thang/nam sinh ..................

11. S84 GIEN thOAI/E-MAIL ... e eabaee s

QUA TRINH CU TRU CUA BAN THAN
(Tinh tir khi da 14 tudi)

Tt thang, nam

1 A /] /) A [N [ A b
dén thang, nim Noi thuong trd/ Tam trd Nghé nghiép, noi lam viéc

Phan khai vé &n tich, néi dung bj cam dam nhiém chirc vy, thanh 1ap, quan Iy doanh
NGIEP, NOP tAC XA (NEU CO): ..voveeeieeeeeeeeeeeee ettt
Yéu cau cap Phiéu Iy lich tw phap’: S6 1
Yéu cau xac nhan vé noi dung cam dam nhiém chic vu, thanh l1ap, quan ly doanh
nghiép, hop tac xa theo quyét dinh tuyén bd pha san (trong trudng hop yéu cau cap
Phiéu Iy lich tu phap ) 1): Co Khéng
Muc dich yéu cau cap Phiéu Iy TRt phap:......cooneem e,

S6 lwong Phiéu 1y lich tu phap yéu cau CAp:.........veveeeeenennn.. Phi‘éu.
T61 xin cam doan nhirng loi khai trén 1a ding su that va chiu trdch nhiém vé loi khai ctia minh.

Nguwoi khai
(Ky, ghi rd ho tén)

Ghi chu:

! Viét bang chit in hoa, du déu.

2 Ghi 16 xa/phudng, huyén/quén, tinh/ thanh phd tryc thuéc Trung wong.

4 Trudng hop c6 noi thudng tra va noi tam tra thi ghi ca hai noi.

® Ghi 16 1a ching minh nhan dan hay ho chiéu.

®Pbi v6i nguoi da timg 1 quan nhan tai ngii, cong chirc, cong nhan qudc phong, quan nhan dy bi, dan
quén tu v¢ thi ghi 10 chirc vu trong thoi gian phuc vu trong quan doi.

" Phiéu Iy lich tu phap s6 1 13 Phiéu ghi cac an tich chua duoc x6a va khong ghi cac an tich da duoc
x6a; thong tin v& cam ‘dam nhiém chirc vy, thanh lap, quan 1y doanh nghi€p, hop tac xa chi ghi vao
Phleu 1y lich tu phap sb 1 khi ca nhan, co quan, t6 chirc c6 yéu cau.

Phiéu Iy lich tw phap s6 2 1a Phiéu ghi day du cac an tich, bao gdm an tich di dugc x6a va an tich
chua dugc xda va thong tin vé cAm dam nhiém chtrc vu, thanh 1ap, quan Iy doanh nghiép, hop tac xa.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI YEU CAU CAP PHIEU LY LICH TU PHAP
(Diing cho cd nhén trong truong hop iy quyén yéu Cau Cap Phiéu Iy lich tw phdp sé 1 va
ca nhan 1a cha, me Ciia ngueoi chira thanh nién yéu cau cap Phiéu Iy lich tu phdp s6 2)

L TEN BT LA oo ee s ee e
2. T8N g0i KNAC (NEU CO....cvveeeesee e, 3. Gigitinh:.....ccooveenen,
4. Ngay, thang, nam sinh: ..../..../.....5.Noi SIITNZ, e e
6. DA CNTZ: oottt ettt ettt ettt ettt ettt ettt ettt e et enn e
..................................................................................... SO dieN thoai &
7. Gidy CMND/HO chibu: ... BT

Cép ngay......... thang........... nam............. Tl i
8. PIUOT SI TY QUYEI oottt s sttt en sttt
8.1. Mbi quan hé véi ngudi uy quyen ..................................................................................
8.2. Theo van ban uy quyén ky ngay ..o, thang.......... NAM...oiiiiieiie e

T6i lam To khai nay dé nghi cap Phiéu 1y lich tu phap cho ngudi ¢ tén dudi déy :

PHAN KHAI VE NGUOI UY QUYEN HOAC NGUOI CHUA THANH NIEN
G 1O N7 8 -1 LT TSP
2.T€N goi KNAC (NEU COY: w.ovveeeeeeeeeeeeeve e 3. Gigitinh....cceveeveee,
4. Ngay, thang, nam sinh: ..../ .../ ....5.Noi 1) £ PO
6. QUOC HICN & T.DANTOC:..ccieiiecie e
8. Noi thuong BTGB, e e

PHAN KHAI VE CHA, ME, VQ/ CHONG CUA NGUOI UY QUYEN HOAC
CHA, ME CUA NGUOI CHUA THANH NIEN

CHA ME VO/ CHONG

Ho va tén

Ngay, thang,
nam sinh
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QUA TRINH CU TRU CUA NGUO1 UY QUYEN HOAC NGUOI CHUA
THANH NIEN"

Tt thang, nam |
dén thang, nim Noi thuong trd/ Tam trd Nghé nghiép, noi lam viéc™

Phan khai vé an tich, vé noi dung cdm dam nhiém chtc vu, thanh lap, quan ly
doanh NGhiép, NOP tAC XA (NEU CO):......ueeeeeeeeeeeeeseeee et tee sttt senne o ee

Yéu cau xac nhan ve ndi dung cam dam nhiém chirc vu, thanh 1ap, quan 1y doanh
nghiép, hop tac xa theo quyet dinh tuyén bo pha san: C6 Khong

Muc dich yéu cau cap Phiéu Iy lich tu phap:............—=—............. b= ...

S6 luong Phiéu 1y lich tu phap yéu cau CAp:..........coeevvveevnnnn... Phiéu
T6i xin cam doan nhing 101 khai trén 1a ding s thét va chiu trach nhiém vé loi khai ciia minh.
, ngay ... thang ...... nam .......
Nguwoi khai
(Ky, ghi r ho tén)
Ghi cha:

' Ho va tén nguoi duge uy quyén hodc cua cha/me ngudi chua thanh nién; ghi bang chit in hoa, du
dau.
2 Ghi 10 xa/phudng, huyén/quén, tinh/ thanh phé truc thude Trung wong.
3 Ghi 5 dia chi dé lién lac khi can thiét.
* Ghi 16 1a ching minh nhan dan hay ho chiéu.
Gh1 6 moi quan h¢ trong truong hgp nguoi duge uy quyen 1a cha, me, vg, chdng, conciia ngudi iy
quyén; trong trudng hop nay khong can co van ban uy quyén.
®Ghi 15 trong trudng hop c6 van ban ay quyén.
’ Ghi bang chit in hoa, dii dau.
%9 Trudng hop c6 noi thudng tri va noi tam tra thi ghi ca hai noi.
 Truong hop 1a ngudi chua thanh nién dudi 14 tudi thi khong phai ghi ndi dung nay.
" Ké khai qua trinh cu tri, nghé nghiép, noi lam viéc tir khi tir 14 tudi trd 1én.
2Péi voi nguoi da timg 1a quan nhan tai ngii, cong chirc, cong nhan qudc phong, quan nhan du bi, dan
quan ty vé thi ghi rd chirc vu trong thoi gian phuc vu trong quan doi.
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(TP-TSCC-01)
CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

GIAY PANG KY TAP SU"HANH NGHE CONG CHUNG
(Ban hanh kem theo Thong tw so 04/2015/TT-BTP ngay 15 thdang 04 nam 2015)

Kinh guri: S Tu phap .....ocoveevvennnenee.
TN E0I LA: e
SINNNQAY: oo, NaM/NT oo
Chtng minh nhan dan s6/Cin cudc cONg dan SO6: ..cccoeveievceveceeeenenn, Ngay
CAp:........ [ovieaae. [ovieeeeraaannn NOT CAD: e
Noi dang ky thuong trl (ROGe tam trl): ....eooveiveeecicieeeee e
ChO & NN NAY: .ttt ettt sb e e s e s a e ereeeenes

T6i da hoan thanh khoé dao tao nghé cdng chimg va duoc cap Gidy ching nhan tot
nghiép khoa dao tao nghe cong chimg/To6i da hoan thanh khoa boi dudng nghe cong
chimg va duoc cap Giay ching nhan hoan thanh khoa boi dudng nghé cong chung (1)

SO.uveeeereene. ngay..... thang..... nam........ do Hoc vién tu phap cap. Toi da ty lién hé tap
su/To6i da dugc So Tu phap bo tri tap su(2) tai Phong cong chung.................. /Van
phong cong ching........ccocvvveveniiieicins

DI CNI I SO oo e erres

Thoi gian tap su du kién bat dau tir ngdy .... thang ... nam .......

T6i xin cam doan chap hanh ding cac quy dinh phép luat va thuc hién day du céc
nghia vu cta nguoi tap sy hanh nghé cong ching.
(Tinh, thanh phé), ngay ... thang ... nam ...
Nguoi dé nghi
(ky va ghi rd ho tén)

Cha thich:

- (1) N:é'u hoan thanh khéa dao tao nghé cong chung thi chon phwong dn trudc dd:u
“/”; néu hoan thanh khoa boi duong nghé cong ching thi chon phuwong dn sau dau
Y/

-(2) Néu t lién hé tdp su thi chon pfzu*ong an trude dau “/”; néu dwoc Sé Tuw phap bo
tri tdp sw thi chon phwong dan sau dau /.

2. Ping Ky tap sw lai hanh nghé cong chitng sau khi cham diet tap sw hanh
nghé cong chirng

Trinh ty thuc hién:

- Nguoi tap sy cham dut viéc tap su hanh nghé cong chimg dugc xem xét ding
ky lai viéc tap sy khi du diéu kién dang ky tap sy hanh nghé cong chimg theo quy dinh
tai Thong tu s6 04/2015/TT-BTP va thudc mot trong cac trudng hop sau day:

+ Ly do chiam dut tap su quy dinh tai cac diém a, b, c, e va h khoan 1 Biéu 6
Thong tu s6 04/2015/TT-BTP khéng con;

+ Pa chap hanh xong quyét dinh caa ban an, trir truong hop bi két an vé toi
pham do ¢ V;
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+ P4 chap hanh xong bién phap xtr Iy hanh chinh theo quy dinh cua phap luat
vé xtr Iy vi pham hanh chinh;

+ Sau thoi han 02 nam, ké tir ngay quyét dinh cua Sé Tu phap vé viéc xda tén
ngudi tap su khoi Danh sach ngudi tap su theo quy dinh tai khoan 1 Piéu 30 cua
Thong tu 04/2015/TT-BTP ¢6 hiéu luc.

- Viéc dang ky tap sy lai duoc thuc hién tai S¢ Tu phap noi c6 to chic hanh
nghé cdng chirng nhan tap su.

Ho sondptai Trung tdm Phuc vu hanh chinh céng tinh Ha Nam hoic qua dich
vu buu chinh hoic truc tuyén tai dia chi: motcua.hanam.gov.vn.

Truong hop ndp hd so truc tuyén thi ngudi c6 yéu cau chuan bi hd so nhung
khdng phai chuang thuc, tat ca duoc scan hoic chup tir ban chinh va giri bang tai khoan
d3 duoc ding ky str dung dich vu ndy. Hé théng s& tu dong thong bao két qua tiép
nhan (Kém ma hé so) thong qua tai khoan, sé dién thoai da duoc dang ky.

- S& Tu phap ghi tén nguoi dang ky tap su vao Danh sach nguoi tap su hanh
nghé cong ching cua S Tu phép.

-Nhan két qua:

+ Trudng hop hd so nop truc tiép thi to chuc, ca nhan mang theo phiéu hen dén
nhan két qua tai Trung tdm Phuc vu Hanh chinh c6ng tinh Ha Nam hoic nh 4n qua hé
théng buu chinh (néu cé nhu cau).

+ Truong hop lya chon ndp ho so va tra két qua qua hé thong buu chinh thit 6
chirc, ca nhan nhan két qua qua hé thong buu chinh.

+ Truong hop ho so ndp truc tuyén thi to chic, ca nhan khi dén nhan két qua sé
ky vao mau don, to khai va mang theo ban goc dé dbi chiéu véi gidy to c6 lién quan da
dugc giri truc tuyén.

Céch thirc thuc hién: Nop hé so truc tiép hodc qua dich vu buu chinh hoic triyc
tuyén.

Thanh phén, s6 lweng ho so:

* Thanh phan hd so:

- Gidy dang ky tap sy hanh nghé cong ching theo Mau TP-TSCC-01 ban hanh
kém theo Thong tu s6 04/2015/TT-BTP;

- Gidy chiing nhan tét nghiép khoa dao tao nghé cong chiing hoic gidy chang
nhan hoan thanh khoa boi dudng nghé cong ching.

* S6 lwong ho so: 01 bd

Thoi han giai quyét: Trong thoi han 01 ngay lam viéc, ké tir ngay nhan du hod
so hop I¢.

Péi twong thuc hién TTHC: Ca nhan

Co quan thuc hién TTHC: S¢ Tu phép

Két qua thwc hién TTHC: Thong béo vé viéc di ghi vao Danh sach Ngudi tap
su hanh nghé cdng chirng hodc van ban théng bao vé viéc tir chdi.

L¢ phi: Khong

Mau don, miu to khai: Gidy diang ky tap su hanh nghé cong chiing theo Mau
TP-TSCC-01 ban hanh kém theo Thong tu sb6 04/2015/TT-BTP.

Yéu céu, diéu kién thuc hiégn TTHC:

Nguoi cham dut tap sy hanh nghé cong ching duoc xem xét dang ky tap su lai
khi du diéu kién dang ky tap su theo quy dinh cia Thong tu s6 04/2015/TT-BTP va
thudc mot trong cac trudng hop quy dinh tai khoan 3 Piéu 6 cua Thong tu sb
04/2015/TT-BTP:
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- Ly do cham dut tap su quy dinh tai cac diém a, b, ¢, e va h khoan 1 DPiéu 6 cua
Thong tu s6 04/2015/TT-BTP khong con; - Ba chip hanh xong ban 4n, trir trudng hop
bi két an vé toi pham do ) Vs

- P chap hanh xong bién phap xt Iy hanh chinh theo quy dinh ctia phap luat vé
xur Iy vi pham hanh chinh;

- Sau thoi han 02 nim, ké tir ngdy quyét dinh cua S& Tu phap vé viée x6a tén
Nguoi tap su khoi Danh sach Nguoi tdp su theo quy dinh tai khoan 1 biéu 30 cua
Thong tu s6 04/2015/TT-BTP ¢6 hiéu lyc.

Can cwr phap ly cua TTHC:

- Luat Cong chung nam 2014;

- Thong tu s6 04/2015/TT-BTP ngay 15/4/2015 cua B Tu phap hudng dan tap
su hanh nghé céng ching.

(TP-TSCC-01)
CONG HOA XA HOQI CHU NGHIA VIET NAM
boc lap - Tw do - Hanh phac

GIAY PANG KY TAP SU"HANH NGHE CONG CHUNG
(Ban hanh kem theo Thong tw so 04/2015/TT-BTP ngay 15 thang 04 nam 2015)

Kinh giri: S6 Tu phap ....ccoeveveereneee.
JLIC=] 018 (0 I - PSP RUR PRI
SINNNQAY: oo, NaM/NT: oo
Chung minh nhan dan s&/Cin cudc cONg daN SO6: .ooeoeeveeevcrveieeeninn, Ngay
Cap:........ e [ooeeeeanan, Noi cap

T6i di hoan thanh khoa dao tao nghé céng ching va duoc cap Gidy ching nhan tot
nghi¢p khoa dao tao nghé cong ching/T6i di hoan thanh khoa boi dudng nghé cong
chimng va duoc cap Gidy chiing nhan hoan thanh khoa bi dudng nghé cong ching (1)
S ngay..... thang..... nam........ do Hoc vién tu phap cap. T6i da tu lién hé tap
sw/Toi dd dugc Sé Tu phap bd tri tap su(2) tai Phong cong chang.................. /Van
phong cong ching........ccoccvvveveiiiieieies
DA ChI T SO: e naee e
Thoi gian tap su du kién bat dau tir ngdy .... thang .... nam .......
T6i xin cam doan chap hanh dung cac quy dinh phap luat va thyc hién day du cac
nghia vu cta ngudi tap sy hanh nghé cong ching.
(Tinh, thanh phé), ngay ... thang ... ndm
Nguoi dé nghi
(ky va ghi rd ho tén)

Chu thich:

- (1) Néu hoan thanh khéa ddo tq0 nghe cong ching thi chon phuwong dn triréc dau
“/”; neu hoan thanh khoa boi duwong nghé céng ching thi chon phuwong dn sau dau
/.

- (2) Néu ty lién hé tdp sw thi chon phuong an trudc ddu “/”; néu dwoc So Tu phdp bo
tri tdp sw thi chon phwong dan sau dau /.
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3. Thay ddi noi tip sw hanh nghé cong chirng tir t6 chirc hanh nghé céng
chirng nay sang to chirc hanh nghé cong chimg khac trong cing mdt tinh, thanh
phé true thudc Trung wong

Trinh ty thuc hién:

- Viéc thay d6i noi tdp sy hanh nghé cdng chung tir to chirc hanh nghé cong
chung nay sang to chirc hanh nghé céng chitng khéc trong cing mat tinh, thanh phé
tryc thudc Trung wong duoc thuc hién tai S& Tu phap noi ding ky tap su. HO sondptai
Trung tdm Phuc vu hanh chinh cdng tinh Ha Nam hoac qua dich vu buu chinh hoac
tryc tuyén tai dia chi: motcua.hanam.gov.vn.

Truong hop ndp hd so truc tuyén thi ngudi c6 yéu cau chuan bi hd so nhung
khdng phai chuang thuc, tat ca duoc scan hoic chup tir ban chinh va giri bang tai khoan
d3 duoc ding ky str dung dich vu ndy. Hé théng s& tu dong thong bao két qua tiép
nhan (Kém ma hé so) thong qua tai khoan, sé dién thoai da duoc dang ky.

- S& Tu phap thong bao bang van ban cho ngudi tap su, to chirc hanh nghé cong
chang nhan tap sy va to chiic hanh nghé cong chiing ma ngudi tap sy xin chuyén dén
Vvé Viéc thay doi noi tap su; trudng hop tir chdi thi phai thong béo bang vin ban c6 néu
ro ly do.

-Nhan két qua:

+ Truong hop hd so nop truc tiép thi to chirc, ca nhan mang theo phiéu hen dén
nhan két qua tai Trung tdm Phuc vu Hanh chinh cong tinh Ha Nam hodc nh 4n qua hé
théng buu chinh (néu cd nhu cau).

+ Truong hop lya chon ndp ho so va tra két qua qua hé théng buu chinh thit 6
chuc, ca nhan nhan két qua qua hé thong buu chinh.

+ Truong hop hd so ndp truc tuyén thi to chirc, ca nhan khi dén nhan két qua s&
ky vao miu don, t& khai va mang theo ban gdc dé di chiéu véi gidy to c6 lién quan da
duogc giri truc tuyén.

Céch thirc thuc hién: Nop ho so truc tiép hodc qua dich vu buu chinh hoic tryc
tuyén.
Thanh phan, s6 lweng hd so:

* Thanh phan ho so: Gidy dé nghi thay doi noi tap sy, trong do:

- Néu rd 1y do thay doi noi tap su;

- Co xac nhan cua t6 chirc hanh nghé cong chuang nhan tap su vé thoi gian va
viéc thuc hién quyén, nghia vy cua nguoi tap su tal t6 chac minh;

- X&c nhan cua to chirc hanh nghé cong chirng ma ngudi tap sy xin chuyén dén
vé viéc nhan tap su.

* S6 luong ho so: 01 bo

Thoi han giai quyét: Trong thoi han 01 ngay 1am viéc, ké tir ngay nhan du hod
so hop I¢.

Poi twong thuc hign TTHC: Ca nhan

Co quan thuc hién TTHC: S¢ Tu phép

Két qua thwc hién TTHC: Thong bao vé viéc thay doi noi tap sy hoic vin ban
thong béo vé viéc tir chi.

L¢ phi: Khong

Mau don, miu to khai: Khong

Yéu céu, diéu kign thuc hign TTHC: ‘

Nguoi tap sy dugc thay doi noi tap sy hanh nghé cong ching trong cac
truong hop quy dinh tai khoan 1 Diéu 4 ctuia Thong tu s6 04/2015/TT-BTP, gom:
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- T6 chirc hanh nghe cong chung nhan tap sy tam ngung hoat dong, cham
dat hoat dong hodc chuyen d6i, giai thé theo quy dinh ctua Luat Coéng chimg va
cac vin ban huéng dan thi hanh;

- T6 chirc hanh nghé cong chimg nhan tap su khong con du cac diéu kién
nhan tap su theo quy dinh tai khoéan 2 Piéu 11 cua Luét Cong chung;

- Cong chimg vién huéng dan tap su chét, vi 1y do strc khoe hodc 1y do
khach quan khac ma khdng thé tiép tuc hudng dan tap su hodc cong ching vién
huéng dan tap su khong thuc hién dﬁy du trach nhiém quy dinh tai Piéu 10 cua
Thong tu s6 04/2015/TT-BTP va t6 chirc hanh nghé cong ching khong c6 cong
chtng vién khac du diéu kién huéng dan tap su.

Can cwr phap ly cua TTHC:

- Luat Cong chung ndm 2014; N

- Thong tu so 04/2015/TT-BTP ngay 15/4/2015 cua Bo Tu phap hudng dan tap
su hanh nghé céng ching.

4. Thay d6i noi tap sw tir té chirc hanh nghé cong chieng tai tinh, thanh phé
truc thude Trung wong nay sang té6 chicc hanh nghé cong ching tai tinh, thanh
phé truc thudc Trung wong khac

Trinh tu thuc hién:

- Truong hop Nguoi tap su thay doi noi tap sy sang to chic hanh nghé
cdng ching tai tinh, thanh phé truc thudc Trung wong khac thi Ngudi tap su gui
gidy dé nghi thay ddi noi tap su dén S¢ Tu phap noi da dang ky tap su. S¢ Tu
phap noi da dang ky tap su thong bao bang van ban cho t6 chic hanh nghé céng
ching nhén tap su va nguoi tap su Vvé Viéc rat tén nguoi tap su khoi Danh sach
ngudi tap sy cua S¢ Tu phap, ddng thoi xac nhan thoi gian tap su, noi tap su va
s6 14n tam ngung tap su (néu co) cua nguoi tap sy tai dia phuong minh;

- Sau khi nhan duoc thdng bao bang vin ban cua S¢ Tu phap noi di dang
ky tap su, Ngudi tap su nop hd so dang ky tap su dén Sé Tu phap noi co to chuc
hanh nghé cong chimg ma Nguoi tap sy chuyén dén tap su.

Ho sondptai Trung tim Phuc vu hanh chinh céng tinh Ha Nam hoic qua
dich vu buu chinh hoic truc tuyén tai dia chi: motcua.hanam.gov.vn.

Truong hop nop hd so truc tuyén thi nguodi ¢6 yéu cau chuan bi hd so nhung
khong phai ching thuc, tat ca duoc scan hodc chup tir ban chinh va guri bang tai khoan
d3 duoc ding ky str dung dich vu ndy. Hé théng s& tu dong thong bao két qua tiép
nhan (Kém ma hé so) thong qua tai khoan, sé dién thoai da duoc dang ky.

S& Tu phap noi ghi tén nguoi dang ky tap sy vao Danh sach nguoi tap sy hanh
nghé cong chiing. C4c trinh ty trén, truong hop tir chdi thi phai thdng bao bang van ban
conéurd ly do

- Nhan két qua:

+ Truong hop hd so ndp truc tiép thi to chirc, ca nhan mang theo phiéu hen dén
nhan két qua tai Trung tdm Phuc vu Hanh chinh c6ng tinh Ha Nam hoic nh 4n qua hé
théng buu chinh (néu cé nhu ciu).

+ Trudng hop lya chon ndp hd so va tra két qua qua hé thong buu chinh thit 6
chuc, c4 nhan nhan két qua qua hé théng buu chinh.

+ Truong hop hd so ndp truc tuyén thi to chic, ca nhan khi dén nhan két qua sé
ky vao miu don, t& khai va mang theo ban goc dé di chiéu véi gidy to c6 lién quan da
duoc giri truc tuyén.
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Céch thirc thuc hién: Nop ho so truc tiép hodc qua dich vu buu chinh hoic tryc
tuyén.
Thanh phan, s6 lweng hé so:

* Thanh phan hd so:

- Gidy dé nghi thay d6i noi tap su khi dé nghi thay doi noi diang ky tap su sang
t6 chirc hanh nghé céng ching tai tinh, thanh phd truc thudc Trung wong khac noi
dang ky tap su;

- Gidy ding ky tap sy hanh nghé cdng ching theo mau TP-TSCC-01 ban hanh
kém theo Thong tu so 04/2015/TT-BTP ngay 15/4/2015 ctua Bo truong Bo Tu phap
hudng dan tap sy hanh nghé cong chang;

- Gidy chiing nhan khoa dao tao hanh nghé cong chang hodc Giay chang nhan
hoan thanh khéo bdi dudng nghé cong ching;

- Théng bao bang vin ban ciia Sé Tu phap noi ngudi dang ky tap su trude do vé
Viée rt ten nguoi tap su khoi Danh sach Ngudi tap sy cua S¢ tu phéap, xac nhén thoi
gian tap su, noi tap sy va s6 lan ngung tap su.

*S6 luong ho so: 01 bd

Thai han giai quyét: Trong thoi han 01 ngay 1am viéc, ké tir ngay nhan du hod
so hop I¢€.

Poi twong thuc hién TTHC: Ca nhan

Co quan thuc hién TTHC: S¢ Tu phép

Két qua thuc hién TTHC:

- Péi véi trudng hop Ngudi tap su thay doi noi tap su sang t6 chirc hanh nghé
cong chang tai tinh, thanh phd truc thuoc Trung wong khac: S¢ Tu phap noi dang ky
tap su théng béo bang van ban vé viéc rat tén nguoi tap su khoi Danh sach nguoi tap
su ciia S& Tu phap, dong thoi xac nhan thoi gian tap su, noi tap sy va s6 1an tam ngimng
tap su (neu c0) cta nguoi tap su tai dia phuong minh;

- P6i véi truong hop dang ky tap sy sau thay doi noi dang ky tap su: So tu phap
ghi tén vao Danh sach Nguoi tap su vao dang sach.

Truong hop tir chdi thi phai théng bao bang vian ban c6 néu rd 1y do.

Lé phi: Khdng

MAu don, miu to khai: Khong

Y&u cu, diéu kién thuc hién TTHC:

Déi voi trudng hop Nguoi tap su thay doi noi tap su sang to chirc hanh nghé
cong chung tai tinh, thanh phd truc thudc Trung wong khac thi Nguoi tap su duoc thay
d6i noi tap sy hanh nghé cong chung trong cac truong hop sau:

+ T6 chirc hanh nghe cong chimg nhén tap sy tam ngung hoat dong, cham dut
hoat dong hodc chuyén doi, giai thé theo quy dinh ctia Luét cong ching va cac vin ban
huéng dan thi hanh;

+ T chirc hanh nghé céng ching nhan tap su khéng con du cac diéu kién nhan
tap su theo quy dinh tai khoan 2 Piéu 11 ctia Luat cong ching;

+ Cong chung vién hudng dan tap sy chét, vi 1y do strc khoe hoic 1y do khach
quan khac ma khong thé tiép tuc huéng dan tip su hodc cong chimg vién hudéng din
tap su khong thuc hién dﬁy du trach nhiém quy dinh tai Piéu 10 cua Thong tu )
04/2015/TT-BTP va t6 chirc hanh nghé cong ching khong co cong chimg vién khac
du diéu kién hudng dan tap su;

+ Nguoi tap su thay dbi noi cu tra sang tinh, thanh phd truc thudc Trung wong
khac.
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Can cu phap ly cia TTHC:
- Luat Cong ching nam 2014;
- Thong tu s6 04/2015/TT-BTP ngay 15/4/2015 cua B Tu phap hudng dan tap
su hanh nghé céng ching.
(TP-TSCC-01)
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

GIAY PANG KY TAP SU"HANH NGHE CONG CHUNG
(Ban hanh kem theo Thong tw so 04/2015/TT-BTP ngay 15 thang 04 nam 2015)

Kinh giri: S6 Tu phap ....cocovevenrnnee.
LI (oL - PRSP
SINN NQAY: ceveveecececeee e NaM/NT: oo
Chung minh nhan dan s6/Cin cudc cONg dan SO6: ..cccovevvievviveceeieesin, Ngay
Cap:........ e [ooeieaiaannn NOT CAP: oot

To6i di hoan thanh khoa ddo tao nghé coéng ching va duoc cap Giay ching nhan tot
nghiép khod dao tao nghé cong chimg/T6i di hoan thanh khoa bdi dudng nghé cong
chung va dugc cap Gidy chiing nhan hoan thanh khoa bdi dudng nghé céng chang (1)
S ngay..... thang..... nam........ do Hoc vién tu phap cap. Toi da ty lién hé tap
sw/Toi di dugc S¢ Tu phap bd tri tap su(2) tai Phong cong chung................ /Van
phong cOng ching.........ccoccoovviiencicienns
DA ChI T SOT e e
Thoi gian tap su du kién bat dau tir ngdy .... thang .... nam .......
T6i xin cam doan chip hanh ding cac quy dinh phép luat va thuc hién day du céc
nghia vu cta nguoi tap sy hanh nghé cong ching.
(Tinh, thanh phé), ngay ... thang ... nam ...
Ngudi dé nghi
(ky va ghi rd ho tén)
Chu thich:
- (1) Néu hoan thanh khéa dao tao nghé cong ching thi chon phirong dn trieéc dau
“/”: néu hoan thanh khda boi dwdng nghé cong ching thi chon phirong dn sau dau
“/7.
- (2) Néu ty lién hé tap sw thi chon phuong dn trieéc dau “/”’; néu dwoc Sé Tuw phdp bo
tri tap sw thi chon phirong dn sau dau /.

5. Cham durt tap sw hanh nghé cong chiing

Trinh tw thuc hién:

- Nguoi tap su cham dt viéc tap sy hanh nghé cong chiing khi thuoc mét trong
cac trudong hop quy dinh tai cac Piém a, b, ¢, d, d, e va h Khoan 1 Diéu 6 Thong tu s6
04/2015/TT-BTP ngay 15/4/2015 ctia Bo Tu phap hudng dan tap sy hanh nghé cong
ching;

- T6 chic hanh nghé cdng ching nhan tap su béo cdo S& Tu phap bang vin
ban, trong d6 néu rd 1y do cham durt tap su.
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Ho so nop tai Trung tdm Phuc vu hanh chinh céng tinh Ha Nam hoic qua dich
vu buu chinh hoic truc tuyén tai dia chi: motcua.hanam.gov.vn.

Truong hop ndp hd so truc tuyén thi ngudi c6 yéu cau chuan bi hd so nhung
khdng phai chuang thuc, tat ca duoc scan hoic chup tir ban chinh va giri bang tai khoan
d3 duoc ding ky str dung dich vu ndy. Hé théng s& tu dong thong bao két qua tiép
nhan (Kém ma ho so) thong qua tai khoan, sé dién thoai da duoc dang ky.

- S& Tu phap ra quyét dinh cham dut tap sy, dong thoi x6a tén ngudi tip su
khéi Danh sach nguoi tap su cua S Tu phap;

- SO Tu phap giri Quyét dinh cham dat tap su cho ngudi tap sy, to chirc hanh
nghé cong chirng nhan tap sy va Bo Tu phap.

-Nhan két qua:

+ Truong hop hd so ndp truc tiép thi to chirc, ca nhan mang theo phiéu hen dén
nhan két qua tai Trung tdm Phuc vu Hanh chinh cong tinh Ha Nam hodc nh 4n qua hé
théng buu chinh (néu cd nhu cau).

+ Truong hop lya chon ndp ho so va tra két qua qua hé théng buu chinh thit 6
chuc, ca nhan nhan két qua qua hé théng buu chinh.

+ Truong hop hd so ndp truc tuyén thi to chic, ca nhan khi dén nhan két qua sé
ky vao miu don, t& khai va mang theo ban goc dé di chiéu véi gidy to c6 lién quan da
duogc giri truc tuyén.

Cach thic thuc hién: Nop hd so truc tiép hodc qua dich vu buu chinh hodc truc
tuyén.
Thanh phan, s6 lweng ho so:

* Thanh phan hé so: Bao co bang vin ban vé viéc cham dit tap sy hanh nghé
cdng ching, trong d6 néu rd 1y do chdm dut tap su.

*SH lugng ho so: 01 bd

Thoi han giai quyét: Trong thoi han 01 ngay lam viéc, ké tir ngay nhan dugc
béo cao.

Péi twong thuc hién TTHC: T chtc hanh nghé céng ching

Co quan thuc hién TTHC: S¢ Tu phép

Két qua thuc hién TTHC: Quyét dinh cham dut tap su

Lé phi: Khong

MAu don, miu to khai: Khong

Yéu cau, diéu kién thwe hién TTHC: Nguoi tdp su chdm dit tap sy khi thudc
mot trong cac truong hop sau day:

- Ty cham dut tap su;

- Puoc tuyén dung 1a can b, cdng chuc, vién chuac (trir vién chic 1am viéc tai
Phong cong ching), sy quan, quan nhan chuyén nghiép, cong nhan quéc phong trong
co quan, don vi thugc Quan doi nhan dan; sy quan, ha sy quan, cong nhan trong co
quan, don vi thugc Céng an nhan dan;

- Khong con thuong trd tai Viét Nam;

- Bi két an va ban an da c6 hiéu luc phap luat;

- Bi 4p dung bién phap xir Iy hanh chinh theo quy dinh cua phép luat vé xu 1y vi
pham hanh chinh;

- Tam ngung tap su qua s6 lan quy dinh hogc da hét thoi han tam nging tap sy
theo quy dinh tai khoan 2 Piéu 5 ctia Thong tu s6 04/2015/TT-BTP ma khong tiép tuc
tap su;

- Thudc truong hop khong duge ding ky tap su hanh nghé cong chang tai thoi
diém ding ky tap su.
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Can cu phap ly cia TTHC:

- Luat Cong ching nam 2014;

- Thong tu s6 04/2015/TT-BTP ngay 15/4/2015 cua B Tu phap hudng dan tap
su hanh nghé céng ching.

6. Ping ky tham dw kiém tra két qua tap sw hanh nghé cong chiing

Trinh ty thuc hién:

- Nguoi tap sy ding ky tham dy kiém tra két qua tip sy hanh nghé coéng ching
tai S& Tu phap noi dang ky tap su.

Ho sondptai Trung tdm Phuc vu hanh chinh c6ng tinh Ha Nam hoac qua dich
vu buu chinh hoac truc tuyén tai dia chi: motcua.hanam.gov.vn.

Truong hop ndp hd so truc tuyén thi ngudi c6 yéu cau chuan bi hd so nhung
khong phai ching thuc, tat ca duoc scan hodc chyp tir ban chinh va giri bang tai khoan
d3 dwoc ding ky st dung dich vu nay. Hé théng s& tu dong thong bao két qua tiép
nhan (Kém ma hé so) thong qua tai khoan, sé dién thoai da duoc dang ky.

- S& Tu phéap thong bao bang vin ban cho ngudi dang ky vé viéc ghi tén ngudi
d6 vao danh sach dé nghi Bo Tu phép cho tham du kiém tra két qua tap su; truong hop
tir chdi thi phai théng bao bang van ban c6 néu rd 1y do.

-Nhan két qua:

+ Truong hop hd so nop truc tiép thi to chirc, ca nhan mang theo phiéu hen dén
nhan két qua tai Trung tdm Phuc vy Hanh chinh c6ng tinh Ha Nam hoic nh 4n qua hé
théng buu chinh (néu cé nhu cau).

+ Truong hop lya chon ndp ho so va tra két qua qua hé théng buu chinh thit 6
chirc, ca nhan nhan két qua qua hé théng buu chinh.

+ Truong hop hd so ndp truc tuyén thi to chirc, ca nhan khi dén nhan két qua s&
ky vao mau don, t& khai va mang theo ban goc dé di chiéu véi gidy to c6 lién quan da
duogc giri truc tuyén.

Céch thirc thuc hién: Nop hé so truc tiép hodc qua dich vu buu chinh hoic triyc
tuyén.

Thanh phan, s6 lweng ho so:

* Thanh phan hd so:

- Gidy dang ky tham du kiém tra két qua tap sy hanh nghé céng chiing theo
Mau TP-TSCC-02 ban hanh kém theo Thong tu s6 04/2015/TT-BTP;

- B4o c4o két qua tap sy hanh nghé cong chitng vai cac nodi dung chinh sau:

+ Sb lwong, ndi dung, co sé phap ly va két qua giai quyét cac hd so yéu cau
cong ching duogc cong ching vién huéng dan tap su phan cong;

+ Kién thirc phép luat, k¥ nang hanh nghé cdng chiing va kinh nghiém thu nhan
duoc tir qua trinh tap su;

+ Viéc thuc hién quyén va nghia vu cta nguoi tap su;

+ Kho khan, vadng mac trong qua trinh tap su (néu cd) va dé xuat, kién nghi.

Béo c&o két qua tap su phai c6 nhan xét cua céng ching vién hudng dan tap su
va xac nhan bang vin ban caa té chirc hanh nghé cong ching nhan tap su vé qua trinh
va két qua tap su.

* S luong ho so: 01 bd

Thei han giai quyét: Trong thoi han 03 ngay, ké tir ngay nhan du hd so hop Ié.

Péi twong thuc hién TTHC: Ca nhan

Co quan thuc hién TTHC: Sé Tu phép
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Két qua thuc hign TTHC: So Tu phap ghi tén ngudi dang ky tham dy kiém
tra vao danh sach dé nghi Bo Tu phép cho tham du kiém tra két qua tap su va thong
bao bang van ban cho ngudi dang ky biét.

Phi: 3.500.000 dong

MAu don, miu to khai: Gidy ding ky tham dy kiém tra két qua tap su hanh
nghé cong chimg theo Mau TP-TSCC-02 ban hanh kém theo Théong tur s 04/2015/TT-
BTP.

Yéu ciu, diéu kién thwe hién TTHC:

- Nguoi da hoan thanh thoi gian tap su va cac nghia vu cua Nguoi tap sy theo
quy dinh cua Luat Cong ching va Thong tu s6 04/2015/TT-BTP ngay 15/4/2015 cua
B0 truong BO Tu phap hudng dan tap su hanh nghe cong chung;

- Nguoi khong dat yéu cau trong ky kiém tra két qua tap su trude (nguoi khong
dat yéu cau trong ba ky kiém tra két qua tap su trudc thi khong duoc dang ky tham dy
kiém tra va phai tap sy lai).

Can cu phap ly cia TTHC:

- Luat Cong chung nam 2014;

- Théng tu s6 04/2015/TT-BTP ngay 15/4/2015 cua B Tu phap hudng dan tap
su hanh nghé céng chtng.

- Thong tu s6 257/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh quy dinh
muc thu, ché do thu, ndp, quan ly, st dung phi cdng chang; phi chiing thyc; phi tham
dinh tiéu chuan, diéu kién hanh nghé céng chiing; phi thim dinh diéu kién hoat dong
Vin phong cong ching; & phi cap thé cong chung vién duoc stra do6i, bd sung bai
Thong tu s6 111/2017/TT-BTC ngay 20/10/2017 cia Bo truéng Bo Tai chinh.

o ] (TP-TSCC-02)
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

GIAY PANG KY THAM DU
KIEM TRA KET QUA TAP SUHANH NGHE CONG CHUNG
(Ban hanh kém theo Théong tw s6 04/2015/TT-BTP ngay 15 thang 04 nam 2015)
Kinh giri: S6 Tu phap ....coeoveveneenn.
TN EOT L. oeiiiiiieiee ettt e sr e st e e et e e s be e e rbe e e beesreeanreean

SiNh NQGaY: ..o SRR ; Nam/Ni: ........ e
Chung minh nhan dan so/Can cudc cOng dan SOI ..., Ngay
cap:........ [viean [ooiieiiaannn NOT CAP. ittt

ChO O NIEN NMAY: w.evoveeee ettt et st

T6i da hoan thanh thoi gian va nghia vu cua nguoi tap su tai Phong cong
chimg.......coooovviiiiiin, /T61 da hoan thanh thoi gian va nghia vy clia nguoi
tap su tai Van phong cong chimg................ccccvvvvivieciieieeeeennnn (1)

8D T W 41 Yo SO

Ho tén, s6 Thé cua cong ching vién hu:orng dan tap ] SR

Thoi gian tap su bat dau tir ngdy .... thang .... nim ....... va két thiic vao ngay ....
thang ....ndm .......
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T6i xin cam doan chdp hanh ding céc quy dinh phap luat va thyc hién diy du cac
nghia vu cua thi sinh tham du kiém tra.

Xac nhan caa (Tinh, thanh phd), ngay ... thang ... nam
Truwong Phong/Trlro’ng Van phong Nguwoi de nghi
(xac nhdn cdc théng tin nguoi tap su cung cap, (ky va ghi rd ho tén)

ky, ghi 8 ho tén va déng dau cia té chirc)

Cha thich:

(1) Néu hoan thanh thoi gian va nghia vy cua ngudi tap sy tai Phong cong ching thi
chon phuong an truéc dau “/”; néu hoan thanh thoi gian va nghia vy cua nguoi tap su
tai Van phong cong chung thi chon phuong an sau dau ““/”.

7. Piang ky hanh nghé va cip Thé cong ching vién

Trinh ty thuc hién:

- T6 chitc hanh nghé cong chimg giri hd so dén S& Tu phép noi to chirc d6 dang
ky hoat dong.

Ho sondptai Trung tdm Phuc vu hanh chinh c6ng tinh Ha Nam hoac qua dich
vu buu chinh hodc truc tuyén tai dia chi: motcua.hanam.gov.vn.

Truong hop nop hod so truc tuyén thi ngudi ¢6 yéu cau chuan bi hd so nhung
khong phai ching thuc, tat ca duoc scan hodc chyp tir ban chinh va giii bang tai khoan
d3 dwoc ding ky str dung dich vu ndy. Hé théng s& tu dong thong bao két qua tiép
nhan (Kém ma hé so) thong qua tai khoan, sé dién thoai da duoc dang ky.

- S Tu phap xem xét, ghi tén ngudi duoc dang ky hanh nghé vao Danh sach
cong ching vién hanh nghé tai dia phwong va cip Thé cong chimg vién; trudng hop tir
chdi thi phai thong bao bang vin ban c6 néu rd 1y do.

- Nhan két qua:

+ Truong hop hd so ndp truc tiép thi to chirc, ca nhan mang theo phiéu hen dén
nhan két qua tai Trung tdm Phuc vu hanh chinh cong tinh Ha Nam hodc nh 4n qua hé
théng buu chinh (néu c6 nhu cau).

+ Truong hop lya chon ndp ho so va tra két qua qua hé théng buu chinh thit 6
chirc, ca nhan nhan két qua qua hé théng buu chinh.

+ Truong hop hd so ndp truc tuyén thi to chirc, ca nhan khi dén nhan két qua s&
ky vao miu don, t& khai va mang theo ban goc dé dbi chiéu véi gidy to c6 lién quan da
duogc giri truc tuyén.

Céch thirc thuc hién: Nop hé so truc tiép hodc qua dich vu buu chinh hoic triyc
tuyén.

Thanh phan, s6 lweng hé so:

* Thanh phan h so:

- Gidy dé nghi dang ky hanh nghé va cdp Thé cho céng chung vién theo Mau
TP-CC-06 ban hanh kém theo Thong tu s6 01/2021/TT-BTP ngay 03/02/2021 cia Bo
truong Bo Tu phap quy dinh tiét mot s diéu va bién phap thi hanh Luat Céng ching;

- Quyét dinh bd nhiém, bé nhiém lai caa céng chung vién (ban sao c6 cong
chang hoic chitng thyc hoac ban chup kém theo ban chinh dé ddi chiéu);

- 01 anh chan dung c& 2cm x 3cm cua mdi cdng chimg vién dugc dé nghi dang
ky hanh nghe va cap Thé (anh chup khong qua 06 thang trudc ngdy nop anh);

- Gidy to chimg minh noi cu tra cua cong ching vién tai tinh, thanh phé truc
thudc Trung wong noi to chirc hanh nghé cdng ching co tru so;

- Quyét dinh thu hoi Ching chi hanh nghé luat su, Chtang chi dau gia, Quyét
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dinh mién nhiém thira phat lai, gidy to ching minh cham dit cong viéc thuong xuyén
khac; Giay to ching minh dd dugc Sé Tu phéap x6a dang ky hanh nghé & td chuc
hanh nghé cong chimg truéc d6 hodc vian ban cam két chua ding ky hanh nghé
cdng chung ké tir khi dugc bd nhiém, bd nhiém lai céng chang vién;

-Gidy to chitng minh cdng chiing vién 1a hoi vién Hoi cong ching vién tai
dia phuong hoac hoi vién Hiép hdi cdng ching vién Viét Nam;

) lugng ho so: 01 bd

Thoi han giai quyét: Trong thoi han 03 ngay 1am viéc ké tir ngay nhan da hod
so hop I¢€.

P6i twong thuc hién TTHC: T6 chtc hanh nghé céng ching

Co quan thuc hién TTHC: S¢ Tu phép

Két qua thuc hién TTHC: Nguoi duoc ding ky hanh nghé duoc ghi tén vao
Danh sach cong chuang vién hanh nghé tai dia phwong va dugc cap Thé cong chiing
vién hoic vin ban thdng béo viéc bi tir chéi ding ky hanh nghé.

L& phi: 100.000 dong.

Mau don, miu to khai:Gidy dé nghi dang ky hanh nghé va cap Thé cho cong
ching vién theo Mau TP-CC-06 ban hanh kém theo Thong tu s6 01/2021/TT-BTP

Yéu cau, diéu kién thwc hién TTHC: Khong

Cin cw phap ly cia TTHC:

- Luat Coéng ching nam 2014;

- Théng tu s6 01/2021/TT-BTP ngay 03/02/2021 ciia Bé Tu phap quy dinh chi
tiét mot s6 diéu va bién phap thi hanh Luat Céng ching;

- Théng tu s6 257/2016/TT-BTC ngay 11/11/2016 caa Bo Tai chinh quy dinh
muc thu, ché do thu, nop, quan ly, sir dung phi céng chung; phi chiing thuc; phi tham
dinh tiéu chuan, diéu kién hanh nghé cong chang; phi thim dinh diéu kién hoat dong
Vin phong cong ching; & phi cap thé cong ching vién duoc sta d6i, bd sung bai
Thong tu s6 111/2017/TT-BTC ngay 20/10/2017 cia Bo truéng Bo Tai chinh.

TP-CC-06
(Ban hanh kém theo Théng twr s6 01/2021/TT-BTP)
CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

GIAY PE NGHI PANG KY HANH NGHE
VA CAP THE CONG CHUNG VIEN

Diachitruso: .....oooovviiiii S
bé nghi S& Tu phap dang ky hanh nghé va cap Thé cong ching vién cho céc céng
chiing vién sau day:

S6, ngay, thang,
nam cia Quyet

Cong chirng vién
hop danh/Céng

STT Ho va tén dinh bé nhiém/bd | chiéng vién lam Chir ky
nhiém lai cong viéc theo che do
chwng vién hop dong (1)
1
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Tinh (thanh pho)...., ngay.......thang......ndm......
Trwéng Phong cong chirng/Trwéng Van phong cong chirng
(ky, ghi rd ho tén va déng dau) (2)

Ghi chu:
(1) Truong hop té chire dang ky la Phong céng ching thi bé trong cét nay.
(2) Truong hop déing ky hanh nghé va cdp Thé cdng ching vién cung thi tuc déing ky
hoat dong cua Van phong cong chung thi chi ky va ghi rd ho tén cua Truong Vin
phong céng ching.

8. Cép lai Thé cong chirng vién

Trinh ty thuc hién:

- Cong chung vién dé nghi cap lai Thé cong ching vién nop ho so dén So Tu
phap noi minh dang ky hanh nghé.

Ho sondptai Trung tdm Phuc vu hanh chinh c6ng tinh Ha Nam hoac qua dich
vu buu chinh hodc truc tuyén tai dia chi: motcua.hanam.gov.vn.

Truong hop nop hod so truc tuyén thi ngudi ¢6 yéu cau chuan bi hd so nhung
khdng phai chuang thuc, tat ca duoc scan hoic chup tir ban chinh va giri bang tai khoan
d3 duoc ding ky str dung dich vu ndy. Hé théng s& tu dong thong bao két qua tiép
nhan (Kém ma hé so) thong qua tai khoan, sé dién thoai da duoc dang ky.

- So Tu phap xem xét, cap lai Thé cho céng ching vién hoic théng béo bang
van ban vé viéc tir chdi.

- Nhan két qua:

+ Truong hop hd so ndp truc tiép thi to chirc, ca nhan mang theo phiéu hen dén
nhan két qua tai Trung tdm Phuc vu hanh chinh cong tinh Ha Nam hod ¢ nhan qua hé
théng buu chinh (néu cé nhu cau).

+ Truong hop lya chon ndp ho so va tra két qua qua hé théng buu chinh thit 6
chuc, c4 nhan nhan két qua qua hé thong buu chinh.

+ Truong hop hd so ndp truc tuyén thi to chiic, ca nhan khi dén nhan két qua s&
ky vao mau don, to khai va mang theo ban goc dé dbi chiéu véi gidy to c6 lién quan da
duogc giri truc tuyén.

Céch thirc thuc hién: Nop hé so truc tiép hodc qua dich vu buu chinh hoic triyc
tuyén.

Thanh phan, s6 lweng ho so:

* Thanh phan hé so:

- Gidy dé nghi cip lai Thé cdng chiing vién theo Mau TP-CC-07 ban hanh kém
theo Thong tu s6 01/2021/TT-BTP;

- 01 anh chén dung c& 2cm x 3cm (anh chup khong qua 06 thang trudc ngay
nop anh);

- Thé cng ching vién dang st dung (trong truong hop Thé bi hong).

* S6 luong ho so: 01 bo

Thoi han giai quyét: Trong thoi han 01 ngay 1am viéc, ké tir ngay nhan du hod
so hop 1€

Péi twong thuc hign TTHC: Cong ching vién

Co quan thuc hién TTHC: S¢ Tu phép

Két qua thuc hién TTHC: Thé cdng chimg vién duoc cip lai hodc vin ban tir
chéi cap lai Thé.

Lé phi: 100.000 dong.
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Mau don, mau to khai: Gidy dé nghi cap lai Thé cong chang vién theo Mau
TP-CC-07 ban hanh kém theo Théong tu s6 01/2021/TT-BTP

Yéu cau, diéu kién thuc hién TTHC: Thé cong ching da duoc cip cua cong
chtng vién bi mét hoac bi hong.

Cin cw phép ly cia TTHC:

- Luat Coéng ching nam 2014;

- Thong tu s6 01/2021/TT-BTP ngay 03/02/2021 cua Bo Tu phap quy dinh chi
tiét mot s6 didu va bién phap thi hanh Luat Céng ching;

- Théng tu sé 257/2016/TT-BTC ngay 11/11/2016 cia Bo Tai chinh quy dinh
muc thu, ché do thu, nop, quan ly, st dung phi cng chiing; phi ching thuc; phi tham
dinh tiéu chuan, diéu kién hanh nghé céng chiing; phi thim dinh diéu kién hoat dong
Vin phong cong ching; 1& phi cdp thé cong ching vién duoc stra dbi, bd sung bai
Théng tu s6 111/2017/TT-BTC ngay 20/10/2017 cua Bo truéng Bo Tai chinh,

TP-CC-07
(Ban hanh kém theo Théng tw sé 01/2021/TT-BTP)

CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

_ GIAY PE NGHI
CAP LAI THE CONG CHUNG VIEN
Kinh gtri: S& Tu phap tinh (thanh phd) ........................

TN tOI 1a: ..o .. Nam, nir: .. Sinh ngay: ....... T
Chuang minh nhan dan/Ho chiéu/Can cudc CONG AN SO: .oovvveeeeie e
Ngay cap: .......... veernn. oveveeeeeennans NOT CAP: covvvereeie e

Hién dang hanh nghé cong chung tai Phong cong ching/Vian phong cong chitng
bia chi MU ST o S P PP PP
Da duogc cap The cONG ChUNG VIEN SO: ..vvvvveriiiieieceee e

T6i xin chiu trach nhiém vé nhitng nodi dung néu trén va cam doan tuan thu cac nguyén
tac hanh nghée céng chung, thuc hién day du cac quyén, nghia vu cua cong ching vién
theo quy dinh cua phap luat.

Xéac nhan caa Trwéng Phong cong Tinh ......, ngay......thang......nam......
ching/Trwéng Vin phong cong ching Nguwoi dé nghi
ve viéc cong ching vién dang hanh nghé (ky va ghi rd ho tén)

tai to chirc minh
(ky, ghi rd ho tén va dong dau)

9. X6a ding ky hanh nghé céng chirng va thu hdi Thé cong chirng vién
treong hop cong chirng vién khong con hanh nghé tai t6 chirc hanh nghé cong
ching

Trinh ty thuc hién:

Khi cong chang vién khong con 1am viéc tai to chac hanh nghé cong ching thi
t6 chirc hanh nghé cong ching théng bao cho S¢ Tu phap dé xoa dang ky hanh nghé
cong chung.
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Ho so nop tai Trung tdm Phuc vu hanh chinh céng tinh Ha Nam hoic qua dich
vu buu chinh hoic truc tuyén tai dia chi: motcua.hanam.gov.vn.

Truong hop ndp hd so truc tuyén thi ngudi c6 yéu cau chuan bi hd so nhung
khdng phai chuang thuc, tat ca duoc scan hoic chup tir ban chinh va giri bang tai khoan
d3 dwoc ding ky str dung dich vu ndy. Hé théng s& tu dong thong bao két qua tiép
nhan (Kém ma ho so) thong qua tai khoan, sé dién thoai da duoc dang ky.

-Nhan két qua:

+ Truong hop hd so ndp truc tiép thi té chic, c& nhan mang theo phiéu hen dén
nhan két qua tai Trung tdm Phuc vu Hanh chinh c6ng tinh Ha Nam hoic nh 4n qua hé
théng buu chinh (néu cé nhu ciu).

+ Trudng hop lya chon ndp hd so va tra két qua qu a hé théng buu chinh thit 6
chuc, c4 nhan nhan két qua qua hé théng buu chinh.

+ Truong hop ho so ndp truc tuyén thi to chic, ca nhan khi dén nhan két qua sé
ky vao miu don, t& khai va mang theo ban gdc dé di chiéu véi gidy to c6 lién quan da
duogc giri truc tuyén.

Cach thirc thuc hién: Nop ho so truc tiép hodc qua d ich vu buu chinh hoic
truc tuyén.

Thanh phan hd so: Thong béo cua té chirc hanh nghé cong chimng

Thoi han giai quyét: Trong thoi han 01 ngay lam viéc, ké tir ngay nhan dugc
thong béo cua t6 chac hanh nghé céng ching.

P6i twong thuc hién TTHC: T6 chte hanh nghé céng ching

Co quan thyc hién TTHC:S6 Tu phap

Két qua thuc hién TTHC: Quyét dinh x6a dang ky hanh nghé cong chung va
thu hoi Thé cong chirng vién.

Lé phi: Khong

Maiu don, miu to khai: Khong

Y&u cau, diéu kién thuc hién TTHC: Khong

Can cu phap ly caa TTHC:

- Luat Cong chung nam 2014;

- Thong tu s6 01/2021/TT-BTP ngay 03/02/2021 ctua Bo Tu phap quy dinh chi
tiét mot s6 didu va bién phap thi hanh Luat Cong ching.

10. Thanh Iap Vian phong cong chirng

Trinh ty thuc hién:

- Céc cong chung vién thanh lap Van phong cong chimg ndp hd so dé nghi
thanh 1ap Van phong cong ching giri UBND tinh.

Ho so nop tai Trung tdm Phuc vu hanh chinh céng tinh Ha Nam hoic qua dich
vu buu chinh hoac truc tuyén tai dia chi: motcua.hanam.gov.vn.

Truong hop ndp hd so truc tuyén thi ngudi c6 yéu cau chuan bi hd so nhung
khong phai ching thuc, tat ca duoc scan hodc chyp tir ban chinh va giri bang tai khoan
da dwoc dang ky st dung dich vu ndy. Hé théng s& tu dong thong bao két qua tiép
nhan (Kém ma hé so) thong qua tai khoan, sé dién thoai da duoc dang ky.

- UBND tinh xem xét, quyét dinh cho phép thanh 1ap Vin phong cong chimng;
truong hop tir chéi phai thong bao bang van ban va néu 6 1y do

- Nhan két qua:

+ Truong hop hd so ndp truc tiép thi to chirc, ca nhan mang theo phiéu hen dén
nhan két qua tai Trung tdm Phuc vu hanh chinh cong tinh Ha Nam hodc nh 4n qua hé
théng buu chinh (néu cé nhu ciu).
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+ Trudng hop lya chon ndp hd so va tra két qua qua hé thdng  buu chinh thi t6
chuc, c4 nhan nhan két qua qua hé thong buu chinh.

+ Truong hop hd so ndp truc tuyén thi to chic, ca nhan khi dén nhan két qua sé
ky vao miu don, t& khai va mang theo ban goc dé di chiéu véi gidy to c6 lién quan da
duoc giri truc tuyén.

Céch thirc thuc hién: Nop hé so truc tiép hoidc qua dich vu buu chinh hodc truc
tuyén.
Thanh phan, s6 lweng ho so:

* Thanh phan hd so:

- Pon dé nghi thanh 1ap Van phong cong chimg theo Mau TP-CC-08 ban hanh
kém theo Thong tu s6 01/2021/TT-BTP ngay 03/02/2021 ctia B6 Tu phap quy dinh chi
tiét mot s6 didu va bién phap thi hanh Lut Cong chimg;

- Pé an thanh 1ap Vin phong cong chimg, trong d6 néu rd su can thiét thanh
1ap, du kién vé to chire, tén goi, nhan sy, dia diém dat tru s&, cac diéu kién vat chat va
ké hoach trién khai thuc hién;

- Ban sao quyét dinh bd nhiém cong ching vién tham gia thanh 1ap Vin phong
cong chung.

*SH lugng ho so: 01 bd

Thai han giai quyét: Trong thoi han20 ngay ké tir ngay nhan du ho so hop 18.

Péi twong thuc hign TTHC: Cong ching vién

Co quan thgc hién TTHC: UBND tinh

Két qua thuc hién TTHC: Quyét dinh cho phép thanh Iap Vian phong cong
chting hodc van ban tir chéi cho phép thanh lap Van phong céng ching.

Lé phi: Khong

MAu don, miu to khai: Pon dé nghj thanh 1ap Van phong cong chimg theo
Mau TP-CC-08 ban hanh kém theo Théng tu sé 01/2021/TT-BTP ngay 03/02/2021
ctia B6 Tu phéap quy dinh chi tiét mot sé diéu va bién phap thi hanh Luat Cong chung.

Y&u cau, diéu kién thuc hién TTHC:

Vin phong cong ching duoc thanh 1ap khi dap tng cac diéu kién quy dinh tai
Diéu 22 cua Luit Cong chimg, cu thé:

- Van phong cong chirng phai c6 tir hai cong ching vién hgp danh tr¢ 1én va
khéng c6 thanh vién gop von;

- Truéng Van phong cong chung phai 1a cong ching vién hop danh cua Van
phong cong chimg va di hanh nghé cong ching tir 02 nam trd 18n;

- Tén goi cua Vin phong cong chimg phai bao gdm cum tir “Vin phong cong
chung” kém theo ho tén cuia Trudng Van phong hoac ho tén cua mdt cong chiing vién
hop danh khac cua Van phong cong chiung do cac cong chimg vién hgp danh thoa
thuan, khong dugc trung hoac gay nham 1an voi tén cia t6 chtrc hanh nghe cong chirng
khac, khong dugc vi pham truyen thong lich st, vin ho4, dao dirc va thuan phong m¥
tuc cua dan toc;

- Tru s& cta Vian phong cong ching phai c6 dia chi cu thé, c6 noi lam viéc cho
cong chimg vién va ngudi lao dong véi dién tich tdi thiéu theo quy dinh cua phap luat
vé tiéu chuan, dinh muc su dung tru s¢ lam vi¢e tai cac don vi sy nghi¢p, c6 noi tiép
ngudi yéu cau cong chimg va noi luu trir hd so cong ching.

Can cwr phap ly cua TTHC:

- Luat Cong ching nam 2014;

- Nghi dinh sé 29/2015/NB-CP ngay 15/3/2015 cua Chinh phua quy dinh chi tiét
va hudng dan thi hanh mot sé diéu caa Luat céng ching;
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, - Thong tu s6 01/2021/TT-BTP ngay 03/02/2021 ctia B6 Tu phap quy dinh chi
tiet mot so dicu va bién phap thi hanh Luat Cong chang.

TP-CC-08
(Ban hanh kém theo Théng tw sé 01/2021/TT-BTP)

CONG HOA XA HOQI CHU NGHIA VIET NAM
Dgc 1ap - Tw do - Hanh phuc

DPON PE NGHI THANH LAP VAN PHONG CONG CHUNG
Kinh giri: Uy ban nhan din tinh (thanh pho)............................
Chung t6i gom cac cong ching vién c6 tén sau day:

STT Ho va tén S6, ngay thang nim ciaa Ché & hién nay
Quyét dinh bé nhiém/bo
nhiém lai cong chirng
Vién

1

2

dé nghi cho phép thanh lap Van phong cong chung véi cac ndi dung sau day:
1. Tén Vin phong cong chitng (ghi bang chiz in h0a):..........ccoveveveveceeveeireeeeneans
2. D18 ChI U SOT e
3. Ho va tén Truéng Van phong cong chimg:..............ooooi
Chung t6i cam doan thuc hién day du cac nghia vu ddi véi viéc thanh lap Vin phong
cbng ching theo quy dinh cua phap luat.
Tinh (thanh pho)...., ngay......thang.......ndm.........
Nguoi dé nghi
(ky va ghi rd ho tén nhitng ngueoi @é nghj)

11. Pang ky hoat dong Vian phong cong chirng

Trinh ty thuc hién:

Trong thdi han 90 ngay ké tir ngay nhan dugc quyét dinh cho phép thanh lap,
Vian phong cong chung phai dang ky hoat dong tai S& Tu phap ¢ dia phuong noi da ra
quyét dinh cho phép thanh 1ap.

Vin phong cong ching nop hd so diang ky hoat dong tai Trung tdm Phuc vu
hanh chinh céng tinh Ha Nam hoic qua dich vu buu chinh hodc truc tuyén tai dia chi:
motcua.hanam.gov.vn.

Truong hop ndp hd so truc tuyén thi ngudi c6 yéu cau chuan bi hd so nhung
khong phai ching thuc, tat ca duoc scan hodc chyp tir ban chinh va giri bang tai khoan
da dwoc ding ky sir dung dich vu nay. Hé thong s& tu dong thdng bao ket qua tiép
nhan (Kém ma ho so) thong qua tai khoan, s6 dién thoai da dugc dang ky.

S Tu phap kiém tra viée dap tng cac diéu kién vé tru so cua Van phong cong
chung;

S& Tu phap xem xét, cap gidy dang ky hoat dong ctia Vin phong cong chung.

Nhan két qua:

+ Trudng hop hd so nop truc tiép thi to chic, ca nhan mang theo phiéu hen dén
nhan két qua tai Trung tdm Phuc vu hanh chinh cong tinh Ha Nam hodc nh 4n qua hé
théng buu chinh (néu cé nhu cau).
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+ Trudng hop lya chon ndp hd so va tra két qua qua hé thong buu chinh thit 6
chuc, c4 nhan nhan két qua qua hé thong buu chinh.

+ Truong hop hd so ndp truc tuyén thi to chic, ca nhan khi dén nhan két qua sé
ky vao miu don, t& khai va mang theo ban goc dé di chiéu véi gidy to c6 lién quan da
duoc giri truc tuyén.

Céch thirc thuc hién: Nop hé so truc tiép hoidc qua dich vu buu chinh hodc truc
tuyén.

Thanh phan, s6 lweng ho so:

* Thanh phan hd so:

- Pon ding ky hoat dong Vin phong cong chirng theo Mau TP-CC-09 ban hanh
kém theo Thong tu s6 01/2021/TT-BTP ngay 03/02/2021 ctia B6 Tu phap quy dinh chi
tiét mot s6 didu va bién phap thi hanh Luit Cong chimg;

- Gidy to ching minh vé tru s& ctia Van phong cong chimg pht hop véi ndi
dung d néu trong d¢ 4n thanh lap;

- Ho so dang ky hanh nghé cta cac cong ching vién hop danh, cong ching vién
1am viéc theo ché do hop dong lao dong tai Van phong cong ching (néu co), cu thé:

+ Quyét dinh bd nhiém cua cong chimg vién duoc dé nghi ding ky hanh nghé
va cp Thé cong ching vién (ban sao co ching thyc hoic ban chup kém theo ban
chinh dé ddi chiéu);

+ 01 anh chan dung ¢& 2cm x 3cm ctia mdi cong ching vién dugc dé nghi ding
ky hanh nghé va cip Thé (anh chup khong qua 06 thang trude ngay ndp anh);

+ Thé Hoi vién hodc gidy to khac chimg minh coéng chimg vién da 1a Hoi vién
cua Hoi cong chimg vién (0 nhimg noi da thanh 1ap Hoi cong chimg vién);

+ Gidy to ching minh noi cu tra cua cong ching vién tai tinh, thanh phé truc
thudc Trung wong noi to chirc hanh nghé cong chimg co tru so;

+ Gidy dé nghi dang ky hanh nghé va cap Thé cho cong ching vién;

+ Gidy to ching minh di cham dat hanh nghé ddi v6i ngudi dang hanh nghé
luat su, dau gia, thira phat lai hodc cong viéc thuong xuyén khac.

* 86 lwong ho so: 01 bd

Thoi han giai quyét: Trong thoi han 03 ngay lam viéc, ké tir ngay nhan du hod
so hop I¢.

Poi twong thuc hign TTHC: Vin phong cong chang

Co quan thuc hién TTHC: S¢ Tu phép

Két qua thwc hién TTHC: Gidy dang ky hoat dong Vin phong cong chung
hoidc vin ban tir chéi cap Gidy dang ky hoat dong cua Vian phong cong chung.

Phi: 1.000.000 d6ng.

Mau don, miu to khai:Mau TP-CC-09 ban hanh kém theo Thong tu sb
01/2021/TT-BTP ngay 03/02/2021 cua Bo Tu phap quy dinh chi tiét mot sé diéu va
bién phap thi hanh Luat Cong ching

Yéu céu, diéu kién thuc hiégn TTHC:

Trong thoi han 90 ngay ké tir ngay nhan dugc quyét dinh cho phép thanh lap,
Van phong cong chiing phai dang ky hoat dong tai So Tu phap ¢ dia phuong noi da ra
quyét dinh cho phép thanh lap.

Cin cw phép ly cia TTHC:

- Luat Coéng chung nam 2014;

- Thong tu s6 01/2021/TT-BTP ngay 03/02/2021 cua B Tu phap quy dinh chi
tiét mot s6 diéu va bien phap thi hanh Luat Céng ching.

- Thong tu s6 257/2016/TT-BTC ngay 11/11/2016 cia Bo Tai chinh quy dinh
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muc thu, ché do thu, ndp, quan ly, st dung phi céng chang; phi chiing thuc; phi tham
dinh tiéu chuén, diéu kién hanh nghé céng chiing; phi thim dinh diéu kién hoat dong
Vin phong cong ching; & phi cp thé cong ching vién duoc stra d6i, bd sung bai
Thong tu s6 111/2017/TT-BTC ngay 20/10/2017 ciua Bo truong Bo Tai chinh.

TP-CC-09
(Ban hanh kém theo Thong tw sé 01/2021/TT-BTP)

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

PON PANG KY HOAT PONG CUA VAN PHONG CONG CHUNG

Kinh giti: S¢ Tw phdp tinh (thanh pho).............eeeen....
1. Tén Vin phong cong chitng (ghi bang chiz in h0a):..........ccoveveveveeeeeceeeeerennane,
2. Quyét dinh cho phép thanh lap Vin phong cong chiing SO ....ccoceeevvenee.
.................................. NEAY oo uveeiid e
3. DI CNEIIU SO7 o e nre s @)
Dién thoai:..........cccee..... Fax (Néu CO): ..ocvvvveerenee. Email (Néu €0): ....covvereeen.
WEDSITE (NEU COY: vvvoeeeieceee ettt ettt sttt
4. Trudng Van phong cong chiing:
Hovatén:.....ccooviiieeciccnene, Nam/Ntr:................ Sinh ngay........ /A [,
Chutng minh nhan dan/Ho chiéu/Can cudc cong dan $6: .........cvvvvrvererrereerenenenn,
Ngay Cip:............. [oveeenannn. ieereeeeceeennnn. NOT CAP: .o
Noi dang ky ho KNAu thudNg U c..c..veeveeeeeceeeseeeee e
ChO G NIBN NAY: ..ottt ettt et s s nenaes

S6, ngay, thang, nim cua Quyét dinh bd nhiém/bd nhiém lai cong ching

5. Danh sach cong chang vién (khong bao gdomTrudng Vin phong cong chirng):

S6, ngay, Cong chirng
thing, nim caa vién hep
STT| Hovatén Quyetdinh b | danh/Cong Chit ky
: nhiém/bo chieng vieén lam
nhi¢m lai cong | viéc theo ché dg
chirng vién hop dong
1
2
Tinh (thanh phé)...., ngay......thdng......ndm.........

Truwéng Van phong cong chirng
(ky, ghi rd ho tén)

Ghi cha:
(1) Ghi cu thé so nha, dwonglpho, phuong/xa, quan/huyén, tinh/thanh pho, truong
hop khdng €6 so nha, duong/pho thi ghi den don vi hanh chinh nho nhat cua tru
so (thon, ap, khu do thi...).
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12. Thay di ndi dung diing ky hoat ddng ciia Vin phong cong chirng

Trinh tw thuc hién:

- Khi thay ddi tén goi cta Vin phong cong chitng, ho tén Trudng Vin phong
cbng ching, dia chi tru s¢ cua Van phong cong ching, danh sach cdng chung vién hop
danh ciia Vian phong cong ching va danh sach céng chiing vién 1am viéc theo ché d6
hop ddng cua Vin phong céng chitng (néu c6), Vian phong cong chung phai ding ky
noi dung thay doi tai S& Tu phap noi Vian phong cong ching da ding ky hoat dong.

- Vian phong céng chitng nop hd so Trung tim Phuc vu hanh chinh céng tinh
Ha Nam hoic qua dich vy buu chinh hodc truc tuyén tai dia chi: motcua.hanam.gov.vn

Truong hop ndp hd so truc tuyén thi ngudi c6 yéu cau chuan bi hd so nhung
khdng phai chuang thuc, tat ca duoc scan hoic chup tir ban chinh va giri bang tai khoan
d3 duoc ding ky str dung dich vu ndy. Hé théng s& tu dong thong bao két qua tiép
nhan (Kém ma hé so) thong qua tai khoan, sé dién thoai da duoc dang ky.

- S¢ Tu phap xem xét cap lai gidy ding ky hoat dong cho Vin phong cong
chung trong truong hop thay doi tén goi, tru s¢ hoic Trudong Vian phong cong ching
hodc ghi nhan noi dung thay doi vao gidy dang ky hoat dong ciia Van phong cong
chang trong trudng hop thay d6i noi dung dang ky hoat dong khac; truong hop tir chdi
thi phai théng bao bang vin ban va néu rd 1y do.

- Nhan két qua:

+ Truong hop hd so nop truc tiép thi to chirc, ca nhan mang theo phiéu hen dén
nhan két qua tai Trung tdm Phuc vu hanh chinh cong tinh Ha Nam hodc nh 4n qua hé
théng buu chinh (néu cé nhu cau).

+ Truong hop lya chon ndp ho so va tra két qua qua hé théng buu ch  inh thi to
chirc, ca nhan nhan két qua qua hé théng buu chinh.

+ Truong hop hd so ndp truc tuyén thi to chirc, ca nhan khi dén nhan két qua s&
ky vao mau don, to khai va mang theo ban goc dé dbi chiéu véi gidy to c6 lién quan da
duogc giri truc tuyén.

Céch thirc thuc hién: Nop hé so truc tiép hodc qua dich vu buu chinh hoic triyc
tuyén.

Thanh phan, s6 lweng hd so:

* Thanh phan hd so:

- Gidy dé nghi thay d6i ndi dung ding ky hoat dong Vin phong cong ching
theo Mau TP-CC-10 ban hanh kém theo Thong tu s 01/2021/TT-BTP ngay
03/02/2021 ciia B6 Tu phap quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat
Cong chung;

- Ban chinh glay dang ky hoat dong cuia Van phong cong chiing;

- Mot s gidy to sau day tuy thudc vao néi dung dang ky hoat dong dugc dé
nghi thay ddi. Cu thé nhu sau:

+ Truong hop thay d6i tén goi cua Van phong cong ching: Van ban thoa thuin
clia cac thanh vién hop danh vé viéc thay d6i tén goi ctia Vian phong cong chimng;

+ Truong hop thay d6i dia chi try s& cia Van phong cong ching: Giy to ching
minh vé tru s& moi;

+ Truong hop Vin phong coéng ching thay d6i Truong Vin phong: Gidy to
chirng minh cong chimg vién dy kién 1a Trudng Vin phong cong chimg da hanh nghé
cong chimg tir 02 nim trd 18n, kém theo thoa thuin bing vin ban cua cac thanh vién
hop danh vé viéc thay d6i Truong Vian phong;

+ Trudng hop Vin phong cong ching bd sung cong chimg vién: Vian ban chip
thuan cua cic cong ching vién hop danh trong truong hop bod sung cong chimg vién
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hop danh hodc hop ddng lao dong trong truong hop bd sung cong chimg vién 1am viée
theo ché d6 hop dong lao dong kém theo hd so ding ky hanh nghé va cip Thé cho
cong ching vién;

+ Truong hop Vian phong cong ching giam sd luong cong chimg vién: Vian ban
chép thuan cua cac cong ching vién hop danh va van ban thong bao vé viéc cham dut
tu cach thanh vién hop danh theo quy dinh tai khoan 2 Piéu 18 cta Théng tu sb
01/2021/TT-BTP hoic gidy to ching minh cong ching vién chdm dat tu cach thanh
vién hop danh trong cac truong hop theo quy dinh tai diém b khoan 1 Diéu 18 cua
Thong tu s6 01/2021/TT-BTP ngay 03/02/2021 cua B6 truong By Tu phap quy dinh
chi tiét mot s diéu va bién phap thi hanh Luat Cong chimg hoac quyét dinh mién
nhiém cong ching vién hodc vin ban cham dut hop ddng lao dong voi cong ching
vién 1am viéc theo ché do hop dong.

* S6 luong ho so: 01 bo

Thoi han giai quyét: Trong thoi han 02 ngay 1am viéc, ké tir ngay nhan du hod
so hop I¢.

Péi twong thuc hién TTHC: Vin phong cong ching

Co quan thuc hién TTHC: S¢ Tu phép

Két qua thwc hién TTHC: Gidy dang ky hoat dong Van phong cong ching
dugc thay doi, Gidy dang ky hoat dong Vian phong cong ching duoc cap lai hoic vin
ban tir chdi cap lai Gidy ding ky hoat dong ctia Van phong cong chung.

Phi: 500.000 ddng.

Mau don, miu to khai:Giay dé nghi thay d6i noi dung diang ky hoat dong cua
Vin phong coéng chung theo Miu TP-CC-10 ban hanh kém theo Thong tu sb
06/2015/TT-BTP.

Yéu ciu, diéu kién thuc hién TTHC: Viéc thay doi tru s& cia Vin phong
cdng chung sang huyén, thanh phd khéac phai duoc UBND tinh xem xét, quyét dinh va
phai pht hop véi Quy hoach tong thé phat trién to chirc hanh nghé cong ching.

Can ctr phép ly caa TTHC:

- Luat Coéng chirng nam 2014;

- Thong tu s6 01/2021/TT-BTP ngay 03/02/2021 ctua Bo Tu phap quy dinh chi
tiét mot s6 didu va bién phap thi hanh Luét Cong ching.

- Théng tu sb 257/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh quy dinh
muc thu, ché do thu, ndp, quan ly, sir dung phi céng chang; phi chiing thyuc; phi tham
dinh tiéu chuan, diéu kién hanh nghé céng chtng; phi thaim dinh diéu kién hoat dong
Vin phong cong ching; 1& phi cdp thé cong ching vién duoc sta dbi, bd sung bai
Thong tu s6 111/2017/TT-BTC ngay 20/10/2017 cia Bo truong Bo Tai chinh.

TP-CC-10
(Ban hanh kém theo Théng tw sé 01/2021/TT-BTP)

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

GIAY PE NGHI THAY POI NOI DUNG PANG KY HOAT PONG
CUA VAN PHONG CONG CHUNG
Kinh gtri: S& Tu phap tinh (thanh Pho)........ccoveveeveeeieieeeeans
1. Tén Vin phong cong chitng (ghi bang chiz in h0a): .........ccoveevvvvveeevieieeeresanes
2. P18 ChI U SO oo
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bién thoai: ......ccocovvrvennnns Fax (ETE) H— Email (neu (¢10) L

3. Gidy ding ky hoat dong SO: .......ccveevveereeseerreenn. Ngay cap ....... l...... [

4. Ho va tén Trudng Van phong cong chliiNg: ......cccocveviiiiiiiiiii e
Dé nghj thay d6i ndi dung diang ky hoat dong ciia Van phong cong chimg nhu sau (1):

Ly do d& nghi thay G0 .......eeee ettt
Tinh (thanh phé)...., ngay.....thdng......ndm......
Truwéng Vin phong (2)
(ky, ghi rd ho, tén va dong dau)
Chd thich:

(1) Ghi mét hogc nhiéu ngi dung dé nghi thay déi theo quy dinh tai khodn 3 Piéu 23
cua Ludt cdng chieng. Trieong hop thay do Trudng Vin phong céng ching thi phdi ghi
ddy i thong tin vé Trieong Vin phong céng ching méi nhu tai mau TP-CC-09;

(2) Trwong hop thay déi tén goi Van phong céng ching thi phdi c6 thém cac cha ky
cua cong chung vién hop danh.

13. Hop nhit Vin phong cong chirng

Trinh ty thuc hién:

- Cac Vin phong coéng chitng hop nhat nop hd so tai Trung tim Phuc vu hanh
chinh céng tinh Ha Nam hoic qua dich vu buu chinh hodc truc tuyén tai dia chi:
motcua.hanam.gov.vn.

Truong hop ndp hd so truc tuyén thi ngudi c6 yéu cau chuan bi hd so nhung
khong phai ching thuc, tat ca duoc scan hodc chup tir ban chinh va guri bang tai khoan
da dugc dang ky sir dung dich vu ndy. Hé thong s& tu dong thng bao két qua tiép
nhan (Kém ma ho so) thong qua tai khoan, s6 dién thoai da dugc dang ky.

- S¢ Tu phap 13y y kién cua to chic x3 hoi - nghe nghi¢p cua cong chiing vién
(6 nhitng noi da thanh 1ap), trinh Uy ban nhan dan cap tinh;

- Uy ban nhan dén tinh xem xét, quyét dinh cho phép hop nhat Vin phong cong
chtng; trudng hop tir chdi phai thong bao bang vin ban ¢6 néu rd 1y do.

- Nhan két qua:

+ Truong hop hd so ndp truc tiép thi to chirc, ca nhan mang theo phiéu hen dén
nhan két qua tai Trung tdm Phuc vu hanh chinh cong tinh Ha Nam hodc nh 4n qua hé
théng buu chinh (néu cé nhu cau).

+ Trudng hop lya chon ndp hd so va tra két qua qua hé thong buu chinh thit 6
chic, ca nhan nhan két qua qua hé thong buu chinh.

+ Truong hop hd so ndp truc tuyén thi to chirc, ca nhan khi dén nhan két qua s&
ky vao miu don, t& khai va mang theo ban gdc dé di chiéu véi gidy to c6 lién quan da
duogc giri truc tuyén.

Céch thirc thuc hién: Nop ho so truc tiép hodc qua dich vu buu chinh hoic triyc
tuyén.

Thanh phan, s6 lweng hé so:

* Thanh phan hé so:

- Hop d6ng hop nhit Vin phong cong chimg, trong d6 c¢6 cac ndi dung chu yéu
sau: Tén, dia chi tru s& cua cac Vin phong cong chimg dugc hop nhat; tén, dia chi tru
s& cta Vin phong cong chung hop nhat; thoi gian thuc hién hop nhat; phuong an
chuyén tai san cua cac Van phong cong chimg duoc hop nhat sang Vian phong cong
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ching hop nhét; phuong an sur dung lao dong cua Van phong cong ching hop nhat;
viéc ké thira toan bo quyén, nghia vu va loi ich hop phap cua cac Vin phong cong
chang dugc hop nhat va cac noi dung khac ¢ lién quan;

- Ké khai thué, bao c4o tai chinh trong 03 (ba) nim gan nhat da dwoc kiém toan
ctia cac Vian phong cong chimg duoc hop nhat tinh dén ngay dé nghi hop nhat;

- Bién ban kiém ké cac hd so cong chirng va bién ban kiém ké tai san hién c6
ctia cac Van phong cong chimg duoc hop nhat;

- Danh sach cac cong chung vién hop danh va cong chang vién lam viéc theo
ché do hop ddng tai cac Vin phong cong chimg duoc hop nhit;

- Quyét dinh cho phép thanh 1ap va Gidy ding ky hoat dong ciia cac Van phong
cong ching dugc hop nhét.

* S6 luong hd so: 01 bd

Thai han giai quyét:

- Trong thot han 10 ngay, ké tir ngdy nhan du hé so hop 18, S¢ Tu phap lay y
kién cua to chtrc x4 hoi - nghé nghiép cta cong ching vién (nhiing noi da thanh lap),
trinh UBND tinh;

- Trong tho1 han 15 ngay, ké tir ngay nhan dugc dé nghi cua S& Tu phap,
UBND tinh xem xét, quyét dinh cho phép hop nhit Vin phong cong chimg, truong
hop tir chdi phai thong bao bang van ban va néu 13 1y do.

Poi twong thuc hién TTHC: T6 chuc hanh nghé céng ching

Co quan thgc hiegn TTHC:

* Co quan c6 tham quyén quyét dinh theo quy dinh: UBND tinh

* Co quan truc tiép thuc hién: So Tu phép

Két qua thuc hién TTHC: Quyét dinh cho phép hop nhit Vin phong cong
ching hodc van ban tir chéi cho phép hop nhat Vian phong cong chuang.

Lé phi: Khdng

Maiu don, miu to khai: Khong

Y&u ciu, diéu kién thuc hién TTHC: Cac Vin phong cong chirng hop nhét
phai c0 tru s¢ tai tinh Ha Nam.

Can cu phap ly cia TTHC:

- Luat Cong ching nam 2014;

- Nghi dinh s6 29/2015/ND-CP ngay 15/3/2015 cua Chinh phu quy dinh chi tiét
va hudng dan thi hanh mot s diéu caa Luat céng ching;

- Thong tu s6 01/2021/TT-BTP ngay 03/02/2021 ctua Bo Tu phap quy dinh chi
tiét mot s6 didu va bién phap thi hanh Luét Cong ching.

14. Pang ky hoat dong Vin phong cong chirng hop nhit

Trinh ty thuc hién:

Trong thoi han 15 ngay, ké tir ngdy nhan dugc Quyét dinh cho phép hop nhit,
Vin phong cong chitng hop nhat phai dang ky hoat dong tai S& Tu phap & dia phuong
noi da ra Quyét dinh cho phép hop nhét.

Vin phong cong ching hop nhit nop hd so tai Trung tdm Phuc vu hanh chinh
cong tinh HA Nam hoic qua dich vu buuchinh hoic tryc tuyén tai dia chi:
motcua.hanam.gov.vn.

Truong hop ndp hd so truc tuyén thi ngudi c6 yéu cau chuan bi hd so nhung
khong phai ching thuc, tat ca duoc scan hodc chup tir ban chinh va guii bang tai khoan
da dwoc ding ky st dung dich vu ndy. Hé thong s& tu dong thong bao két qua tiép
nhan (Kém ma hé so) thong qua tai khoan, sé dién thoai da duoc dang ky.
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S Tu phap xem xét, cAp gidy ding ky hoat dong ctia Vin phong cong ching.

- Nhan két qua:

+ Trudng hop hd so nop truc tiép thi to chuc, c& nhan mang theo phiéu hen dén
nhan két qua tai Trung tdm Phuc vu hanh chinh cong tin h Ha Nam hodc nh an qua hé
théng buu chinh (néu cé nhu cau).

+ Truong hop lwa chon ndp ho so va tra két qua qua hé théng buu chinh thit 6
chirc, ca nhan nhan két qua qua hé théng buu chinh.

+ Truong hop hd so ndp truc tuyén thi to chic, ca nhan khi dén nhan két qua sé
ky vao mau don, t& khai va mang theo ban gdc dé di chiéu véi gidy to c6 lién quan da
duoc gui truc tuyén.

Céch thirc thuc hién: Nop hé so truc tiép hodc qua dich vu buu chinh hoic tric
tuyén.

Thanh phan, s6 lweng ho so:

* Thanh phan hd so:

- Pon ding ky ding ky hoat dong Vin phong cong chirng theo Mau TP-CC-09
ban hanh kém theo Thong tu s6 01/2021/TT-BTP;

- Quyét dinh cho phép hop nhit Van phong cong chtng;

- Giéy td chting minh vé tru so caa Vian phong cong ching;

- Glay dang ky hanh nghé ciia cc cong chang vién.

* S6 luong ho so: 01 bo

Thoi han giai quyét: Trong thoi han 02 ngay 1am viéc, ké tir ngay nhan du hod
so hop I¢.

Péi twong thuc hign TTHC: Vin phong cong chirng

Co quan thuc hién TTHC: S¢ Tu phép

Két qua thwc hién TTHC: Gidy ding ky hoat dong hodc vin ban tir chéi cap
gidy dang ky hoat dong ciia Van phong cong ching.

Phi: 1.000.000 dong.

Mau don, miu to khai:Pon ding ky ding ky hoat dong Vin phong cong
chang theo Mau TP-CC-09 ban hanh kém theo Thong tu s6 01/2021/TT-BTP.

Yéu cau, diéu kién thyc hign TTHC:

Trong thoi han 15 ngay, ké tir ngay nhan dugc Quyét dinh cho phép hop nhit,
Van phong cong ching hop nhat phai dang ky hoat dong tai S¢ Tu phap ¢ dia phuong
noi da ra Quyét dinh cho phép hop nhét.

Can ct&r phép ly caa TTHC:

- Luat Coéng chung nam 2014;

- Nghi dinh s6 29/2015/NB-CP ngay 15/3/2015 cua Chinh phu quy dinh chi tiét
va hudng dan thi hanh mot s diéu caa Luat Cong chang.

- Thong tu sb 01/2021/TT-BTP ngay 03/02/2021 cua Bo Tu phép quy dinh chi
tiét mot s6 didu va bién phap thi hanh Luat Cong ching.

- Thong tu s6 257/2016/TT-BTC ngay 11/11/2016 cia Bo Tai chinh quy dinh
muc thu, ché do thu, ndp, quan ly, st dung phi céng chang; phi chiing thuc; phi tham
dinh tiéu chuan, diéu kién hanh nghé cong chang; phi thim dinh diéu kién hoat dong
Vin phong cong ching; & phi cap thé cong ching vién duoc stra d6i, bd sung bai
Thong tu s6 111/2017/TT-BTC ngay 20/10/2017 cia Bo truéng Bo Tai chinh.
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TP-CC-09
(Ban hanh kém theo Théng tw s6 01/2021/TT-BTP)

CONG HOA XA HQI CHU NGHIA VIET NAM
boc lap - Tw do - Hanh phac

PON PANG KY HOAT PONG VAN PHONG CONG CHUNG

Kinh giri: S¢ Tw phdp tinh (thanh pho).............een....
1. Tén Vian phong cong ching (ghi bang chiz in N0A):..........ccvvvvvvvveeeieeeieeeneee,
2. Quyét dinh cho phép thanh lap Vin phong cong ching SO ..o,
.................................. NZAY oo eeeeei e
3. DA CRI MU SO7 e Q)
Dién thoai:........c.cccee...e. Fax (Néu CO): ..o, Email (Néu CO): ..vevvreeenn
WEDSITE (NEU CO: vvvoveeeeecee ettt ettt
4. Truong Van phong cong chuang:
HO VA TEN: e Nam, NT: oo
Sinh ngay...../...... [ovein.
Chung minh nhan dan/ Ho chiéu/ Can cudc cong dan s6:.........................
Cap ngay....... thang...... nam........... NOT CADP. e
Noi dang ky ho KN thuONg trU: ..o
ChO & NN NAY: ...ttt ettt en s
S6, ngdy, thang, nam cua Quyét dinh bd nhiém/B6 nhiém lai cdng ching vién......

5. Danh sach céng chang vién (khdng bao gom ca Trudng Vin phong cong chirng):

STT Ho va tén S6, ngay, thang, | Cong chirng Chir ky
nim cia Quyét vién hop
dinh bé nhiém/B6 | danh/Coéng
nhi¢m lai cong chirng vién
chirng vién lam vigéc theo
ché do hop
dong
1
2
Tinh (thanh phé)...., ngay......thang.......ndm.........

Truéng Van phong cong chirng
(ky, ghi rd ho tén va dong dau)

Ghi chu: (1) Ghi cu thé dia chi s6 nha, dwong/pho, xa/phuong, tinh/thanh pho;
Truwong hop khong cé s6 nha,dwong/pho thi ghi dén don vi hanh chinh nhé nhat
cua tru s¢ (thon, ap, khu do thi...).
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15. Sap nhap Vian phong cong chirng

Trinh tu thuc hién:

- Cac Vin phong cong chirng sap nhap nop hd so tai Trung tam Phuc vu hanh
chinh céng tinh Ha Nam hoic qua dich vu buu chinh hodc truc tuyén tai dia chi:
motcua.hanam.gov.vn.

Truong hop nop hd so truc tuyén thi ngudi c6 yéu cau chuan bi hd so nhung
khdng phai chuang thuc, tat ca duoc scan hoic chup tir ban chinh va guri bang tai khoan
d3 dwoc ding ky str dung dich vu ndy. Hé théng s& tu dong thong bao két qua tiép
nhan (Kém ma ho so) thong qua tai khoan, sé dién thoai da duoc dang ky.

- S& Tu phap lay y kién cua to chuc xa hoi - nghé nghiép cua cong chang vién
(6 nhirng noi da thanh 1ap), trinh Uy ban nhan dan cap tinh;

- UBND tinh xem xét, quyét dinh cho phép sap nhip Vin phong cong ching.

- Nhan két qua:

+ Trudng hop hd so ndp truc tiép thi to chuc, ca nhan mang theo phiéu hen dén
nhan két qua tai Trung tdm Phuc vu hanh chinh c6ng tinh Ha Nam hodc nh 4n qua hé
théng buu chinh (néu cé nhu cau).

+ Truong hop lwa chon ndp ho so va tra két qua qua hé théng buu chinh thit 6
chirc, ca nhan nhan két qua qua hé théng buu chinh.

+ Truong hop ho so ndp truc tuyén thi to chic, ca nhan khi dén nhan két qua sé
ky vao mau don, to khai va mang theo ban goc dé di chiéu véi gidy to c6 lién quan da
duoc gui truc tuyén.

Cach thic thuc hién: Nop hd so truc tiép hodc qua dich vu buu chinh hodc truc
tuyén.

Thanh phan, s6 lweng ho so:

* Thanh phan hd so:

- Hop d6ng sap nhap Vin phong cong chimg, trong d6 ¢ cac ndi dung chu yéu
sau: Tén, dia chi tru s& cua cac Van phong cong ching bi sap nhap; tén, dia chi tru so
cta Van phong céng chirng nhan sap nhap; thoi gian thuc hién sdp nhap; phuong an
chuyén tai san cua cic Van phong cong ching bi sap nhap sang Vin phong cong
chirng nhan sap nhap; phuong an st dung lao dong ctia Van phong cong chirng nhan
sap nhap; viéc ké thira toan bo quyén, nghia vu va loi ich hop phép cua cac Vin phong
cbng chang bi sap nhap va cac ndi dung khéac co lién quan;

- Ké khai thué, bao cdo tai chinh trong 03 (ba) nim gan nhat da duoc kiém toan
ctia cac Van phong cong chimg tinh dén ngay dé nghi sap nhap;

- Bién ban kiém ké ho so cong chirng va bién ban kiém ké tai san hién c6 cua
cac Van phong cong chung;

- Danh séch céac cong chang vién hgp danh va cong chung vién lam viéc theo
ché do hop dong tai cac Vin phong cong ching;

- Quyét dinh cho phép thanh 1ap va Gidy ding ky hoat dong cua cac Van phong
cong chung.

* S6 luong ho so: 01 bo

Thai han giai quyét:

- Trong thoi han 10 ngay, ké tir ngay nhan di ho so hop 18, So Tu phap lay ¥
kién ctia t6 chirc x4 hoi - nghé nghiép ctia cong ching vién (& nhiing noi da thanh lap),
trinh Uy ban nhan dan cap tinh;

- Trong thoi han 15 ngay, ké tir ngdy nhan duoc dé& nghi cua S& Tu phap,
UBND tinh xem xét, quyét dinh cho phép sap nhap Vin phong cong chimg.

Péi twong thuc hién TTHC: Vin phong cong chirng
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Co quan thuc hign TTHC:

* Co quan co thim quyén quyét dinh theo quy dinh: UBND tinh

* Co quan truc tiép thuc hién: So Tu phép

Két qua thuc hién TTHC: Quyét dinh cho phép sap nhap Vin phong cong
chang hodc vin ban tir chdi cho phép sap nhap Vin phong cong chung.

Lé phi: Khong

Miu don, miu to khai: Khong

Y&u ciu, diéu kién thuc hién TTHC: Vian phong cong chiing sap nhap va Vin
phong céng chirng nhan sap nhap phai co tru so tai tinh Ha Nam.

Can cwr phap ly cua TTHC:

- Luat Cong chuing nam 2014;

- Nghi dinh sé 29/2015/NB-CP ngay 15/3/2015 cua Chinh phua quy dinh chi tiét
va hudng dan thi hanh mot s diéu caa Luat céng ching;

- Thong tu sb 01/2021/TT-BTP ngay 03/02/2021 cua Bo Tu phép quy dinh chi
tiét mot s6 diéu va bien phap thi hanh Luat Cong ching.

16. Thay d6i ndi dung d:ing ky hoat dong ciia Viin phong céng chirng nhan
sap nhap

Trinh ty thuc hién:

Trong thoi han 15 ngay, ké tir ngay nhan duoc Quyét dinh cho phép sap nhap,
Vin phong coéng chirng nhan sap nhap phai thuc hién thay doi noi dung dang ky hoat
dong theo quy dinh tai Piéu 24 cua Luat cdng chung.

- Vin phong cong chitng nhan sap nhap nop ho so tai Trung tim Phuc vu hanh
chinh céng tinh Ha Nam hoic qua dich vu buu chinh hodc truc tuyén tai dia chi:
motcua.hanam.gov.vn.

Truong hop nop hd so truc tuyén thi ngudi c6 yéu cau chuan bi hd so nhung
khong phai ching thuc, tat ca duoc scan hoic chyp tir ban chinh va giri bang tai khoan
d3 duoc ding ky st dung dich vu ndy. Hé théng s& tu dong thong bao két qua tiép
nhan (Kém ma hé so) thong qua tai khoan, sé dién thoai da duoc dang ky.

- S& Tu phap xem xét, thay doi ndi dung dang ky hoat dong cua Vin phong
cong ching nhan sap nhap.

- Nhan két qua:

+ Truong hop hd so ndp truc tiép thi to chirc, ca nhan mang theo phiéu hen dén
nhan két qua tai Trung tdm Phuc vu hanh chinh cong tinh Ha Nam hodc nh 4n qua hé
théng buu chinh (néu cé nhu cau).

+ Truong hop lya chon ndp hd so va tra két qua qua hé théng buu chinh thit 6
chirc, ca nhan nhan két qua qua hé thong buu chinh.

+ Trudng hop hd so ndp truc tuyén thi to chirc, ca nhan khi dén nhan két qua s&
ky vao miu don, t& khai va mang theo ban géc dé di chiéu véi gidy to c6 lién quan da
duogc giri truc tuyén.

Céch thirc thuc hién: Nop ho so truc tiép hodc qua dich vu buu chinh hoic triyc
tuyén.

Thanh phan, s6 lweng hé so:

* Thanh phan hé so:

- Gidy dé nghi thay doi noi dung diang ky hoat dong cua Vin phong cdng ching
theo Mau TP-CC-10 ban hanh kém theo Théong tu s6 01/2021/TT-BTP ngay
03/02/2021 cua Bo Tu phap quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat
Cong chung;
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- Quyét dinh cho phép sap nhap Vin phong cong chirng;

- Giay to chitng minh Vé try s& ciia Vin phong cong chitng nhan sap nhap;

- Giay dang ky hanh nghé cua cic cong chimg vién dang hanh nghé tai cac Vian
phong cdng chirng bi sép nhap.

* S6 luong hd so: 01 bd

Thai han giai quyét: Trong thoi han 01 ngay 1am viéc, ké tir ngay nhan du hod
so hop I€.

Péi twong thuc hién TTHC: Vin phong cong ching

Co quan thuc hién TTHC: So Tu phép

Két qua thuc hién TTHC: Gidy diang ky hoat dong cua Vin phong cong
chang nhan sap nhap da duoc thay doi.

Phi: 500.000 ddng.

Mau don, miu to khai: Gidy dé nghi thay doi noi dung ding ky hoat dong cua
Vin phong coéng chung theo Mau TP-CC-10 ban hanh kém theo Théng tu sb
01/2021/TT-BTP ngay 03/02/2021 cua Bo Tu phap quy dinh chi tiét mot s6 diéu va
bién phap thi hanh Luat Céng ching

Yéu cau, diéu kién thwc hién TTHC: Khong

Can ctr phép ly caa TTHC:

- Luat Coéng ching nam 2014;

- Nghi dinh s6 29/2015/NB-CP ngay 15/3/2015 cua Chinh phu quy dinh chi tiét
va hudng dan thi hanh mot sé diéu caa Luat Cong chang;

- Théng tu sé 01/2021/TT-BTP ngay 03/02/2021 caa Bo Tu phap quy dinh chi
tiét mot s6 diéu va bien phap thi hanh Luat Céng ching;

- Thong tu sé 257/2016/TT-BTC ngay 11/11/2016 caa Bo Tai chinh quy dinh
muc thu, ché do thu, nop, quan ly, sir dung phi céng chang; phi chiing thuc; phi tham
dinh tiéu chuan, diéu kién hanh nghé céng chtng; phi thim dinh diéu kién hoat dong
Vin phong cong ching; & phi cap thé cong ching vién duoc stra d6i, bd sung bai
Théng tu sé 111/2017/TT-BTC ngay 20/10/2017 caa Bo truong Bo Tai chinh.

TP-CC-10
(Ban hanh kém theo Théng tu sé 01/2021/TT-BTP)

CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

GIAY PE NGHI THAY POI NOI DUNG PANG KY HOAT PONG
CUA VAN PHONG CONG CHUNG

Kinh giri: S& Tu phap tinh (thanh pho)........ccceevevevieieeieeeiens

1. Tén Vin phong cong ching (ghi bang chiz in N0a): .......coveveeveeveeeeesieieeienene,

2. D18 CRI U SOT o

bién thoai: ......ccocvvviennnnns Fax (ETE.) HI— Email (neu (¢10) L

3. Gidy dang ky hoat d0NG SO: .....ovevveevrereeererceeeinene, Ngay cap ....... [ I

4. Ho va tén Trudng Van phong cOng chliNg: ......ccoovvvviiiiiiiiiiieiiiee e
Pé nghj thay d6i ndi dung diang ky hoat dong ciia Van phong cong chimg nhu sau (1):
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Ly do d& nghi thay d0ii.......eeee et
Tinh (thanh phé)...., ngay.....thdng......ndm......
Truwdéng Van phong (2)
(ky, ghi r6 ho, tén va dong dau)
Cha thich:

(1) Ghi mét hodc nhiéu ngi dung dé nghi thay doi theo quy dinh tai khodn 3 Diéu 23
cua Ludt cdng chitng. Truwong hop thay do Trudng Van phong cong ching thi phdi ghi
ddy i thdng tin vé Triedng Vin phong céng ching méi nhie tai mau TP-CC-09;

(2) Truong hop thay doi tén goi Van phong céng chimg thi phai c6 thém cac chi ky
cua cong chung vién hop danh.

17. Chuyén nhwong Vin phong cong chirng

Trinh tw thuc hién:

- Vin phong cong chirng ¢6 nhu cau chuyén nhuong nop ho so tai Trung tam
Phuc vu hanh chinh céng tinh Ha Nam hoic qua dich vu buu chinh hodc truc tuyén tai
dia chi: motcua.hanam.gov.vn.

Truong hop nop hod so truc tuyén thi ngudi ¢6 yéu cau chuan bi hd so nhung
khong phai ching thuc, tat ca duoc scan hodc chyp tir ban chinh va giii bang tai khoan
d3 dwoc ding ky str dung dich vu ndy. Hé théng s& tu dong thong bao két qua tiép
nhan (Kém ma hé so) théng qua tai khoan, sb dién thoai da dugc dang ky.

- S& Tu phap lay y kién cua to chuc xa hoi - nghé nghiép cua cong chang vién
(6 nhirng noi da thanh 1ap), trinh Uy ban nhan dan cap tinh;

- UBND tinh xem xét, quyét dinh cho phép chuyén nhugng Vin phong cong
chting; trudng hop tir chdi phai thong bao bang van ban ¢6 néu 16 1y do.

- Nhan két qua:

+ Truong hop hd so ndp truc tiép thi to chirc, ca nhan mang theo phiéu hen dén
nhan két qua tai Trung tdm Phuc vu hanh chinh cong tinh Ha Nam hodc nh 4n qua hé
théng buu chinh (néu c6 nhu cau).

+ Truong hop lua chon ndp hd so va tra két qua qua hé thong buu chinh thit 6
chirc, ca nhan nhan két qua qua hé thong buu chinh.

+ Trudng hop hd so nop truc tuyén thi té chirc, ca nhan khi dén nhan két qua sé
ky vao miu don, to khai va mang theo ban goc dé dbi chiéu véi gidy to c6 lién quan da
duoc giri truc tuyén.

Céch thirc thuc hién: Nop ho so truc tiép hodc qua dich vu buu chinh hoic tryc
tuyén.

Thanh phan, s6 lweng ho so:

* Thanh phan hd so:

- Hop d6ng chuyén nhuong Vin phong cong ching, trong d6 ¢6 ndi dung chu
yéu sau: Tén, dia chi tru so, danh sach cong chiing vién hop danh caa Vian phong cong
chimg dugc chuyén nhuong; tén, sé Quyét dinh bo nhiém cong chiing vién cia cac
cdng chang vién nhan chuyén nhuong; gia chuyén nhugng, viéc thanh toan tién va ban
giao Vin phong coéng ching dwoc chuyén nhuong; quyén, nghia vu ciia cac bén va cac
noi dung khac cd lién quan;

- Hop dong chuyén nhuong Vin phong cong chitng phai ¢6 chit ky caa cong
chting vién hop danh dai di¢n cho cac cong ching vién hgp danh cia Vén phong cong
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ching dwoc chuyén nhuong, cac cdng ching vién nhan chuyén nhuong va phai dugc
céng chung;

- Van ban cam két cua cac cong chuang vién nhan chuyén nhuong vé viéc ké
thira toan bo quyén, nghia vy, tiép nhan toan bo yéu cau cong ching dang thuc hién va
ho so dang dugce luu trit tai Van phong cong chimg duoc chuyén nhuong;

- Bién ban kiém ké hd so cong ching cia Vin phong cong ching duoc chuyén
nhuong;

- Ban sao Quyét dinh b6 nhiém cong ching vién caa cac cong ching vién nhan
chuyén nhuong; gidy t& ching minh di hanh nghé cdng ching tir 02 nim trd 1én doi
véi cong ching vién nhan chuyén nhuong duy Kién 1a Truéng Vin phong cong ching;

- Quyét dinh cho phép thanh lap va Gidy dang ky hoat dong cia Van phong
cdng ching duoc chuyén nhuong;

- Ké khai thué, bao cdo tai chinh trong 03 (ba) nim gan nhat da dugc kiém toan
ctia Van phong cong chimg duoc chuyén nhuong.

* S6 lugng ho so: 01 bd

Thai han giai quyét:

- Trong thoi han 10 ngay, ké tir ngdy nhan da hd so hop 18, S¢ Tu phap ldy y
kién cua t6 chirc x4 hoi - nghé nghiép cua cong chiing vién (& nhimg noi da thanh 1ap),
trinh Uy ban nhan dan cap tinh;

- Trong thdi han 15 ngay, ké tir ngdy nhan dugc van ban dé nghi cia S¢ Tu
phép, UBND tinh xem xét, quyét dinh cho phép chuyén nhuong Vin phong cong
ching.

Péi twong thuc hién TTHC: Vin phong cong ching

Co quan thgc hign TTHC:

* Co quan c6 tham quyén quyét dinh theo quy dinh: UBND tinh

* Co quan truc tiép thuc hién: So Tu phép

Két qua thwc hién TTHC: Quyét dinh cho phép chuyén nhuong Vin phong
cong chiing hozc van ban tir chdi cho phép chuyén nhuong Vin phong cong chang

Lé phi: Khdng

Maiu don, miu to khai: Khong

Yéu cau, diéu kién thuc hién TTHC:

- Van phong cong chimg duoc chuyén nhuong cho cac cong ching vién khac
dap g cac diéu kién quy dinh tai khoan 2 Diéu 29 cta Luat Cong chimg. Vin phong
cong chung chi dugce chuyén nhuong khi dd hoat dong cong chimg duoc it nhat 1a 02
nam; Coéng chimg vién di chuyén nhuong Van phong cong ching khong duoc phép
tham gia thanh 1ap Van phong cong chimg méi trong thoi han 05 nam ké tir ngay
chuyén nhuong.

- Cong ching vién nhan chuyén nhugng Vin phong coéng ching phai dap tmng
cac diéu kién sau day:

+ D3 hanh nghé cong ching tir 02 nim trd 1én ddi v6i ngudi du kién sé tiép
quan vi tri Trudng Van phong cong chiing;

+ Cam két hanh nghé tai Van phong coéng chirng ma minh nhan chuyén nhuong;

+ Cam két ké thira quyén va nghia vu ctia Van phong cong chimg duoc chuyén
nhuong.

Can cwr phap ly cua TTHC:

- Luat Cong ching nam 2014;

- Nghi dinh sé 29/2015/NB-CP ngay 15/3/2015 cua Chinh phua quy dinh chi tiét
va hudng dan thi hanh mot sé diéu caa Luat céng ching;
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, - Thong tu s6 01/2021/TT-BTP ngay 15/6/2015 cua Bo Tu phéap quy dinh chi
tiét va hudng dan thi hanh mot s6 diéu cua Luat cong ching.

18. Thay déi ndi dung ding ky hoat dong ciia Viin phong cong chirng dwgc
chuyén nhwong

Trinh tw thyc hién:

- Vian phong cong chitng nhan chuyén nhuong nop hd so tai Trung tim Phuc vu
hanh chinh céng tinh Ha Nam hoic qua dich vu buu chinh hodc truc tuyén tai dia chi:
motcua.hanam.gov.vn.

Truong hop ndp hd so truc tuyén thi ngudi c6 yéu cau chuan bi hd so nhung
khdng phai chung thuc, tat ca duoc scan hoic chup tir ban chinh va giri bang tai khoan
d3 duoc ding ky str dung dich vu ndy. Hé théng s& tu dong thong bao két qua tiép
nhan (Kém ma hé so) thong qua tai khoan, sé dién thoai da duoc dang ky.

- S¢ Tu phap xem xét cp lai Gidy dang ky hoat dong cia Vin phong cong
chung.

- Nhan két qua:

+ Trudng hop hd so nop truc tiép thi to chuc, ca nhan mang theo phiéu hen dén
nhan két qua tai Trung tdm Phuc vu hanh chinh cong tinh Ha Nam ho ic nhan qua hé
théng buu chinh (néu cé nhu cau).

+ Truong hop lya chon ndp ho so va tra két qua qua hé théng buu chinh thit 6
chirc, ca nhan nhan két qua qua hé thong buu chinh.

+ Trudng hop hd so ndp truc tuyén thi té chirc, ca nhan khi dén nhan két qua sé
ky vao mau don, to khai va mang theo ban goc dé dbi chiéu véi gidy to c6 lién quan da
dugc giri truc tuyén.

Céch thirc thuc hién: Nop hé so truc tiép hodc qua dich vu buu chinh hoic triyc
tuyén.

Thanh phan, s6 lweng ho so:

* Thanh phan hd so:

- Giay dé nghi thay doi noi dung diang ky hoat dong cua Vin phong cong ching
theo Mau TP-CC-10 ban hanh kém theo Thong tu s6 01/2021/TT-BTP;

Quyet dinh cho phép Chuyen nhugng Van phong cong ching;

- Gidy to chang minh vé tru s& cia Vian phong cdng ching duoc chuyén
nhuong;

- Giay dang ky hanh nghé cuia cac cong chung vién.

* S6 luong hd so: 01 bd

Thoi han giai quyét: Trong thoi han 02 ngay 1am viéc, ké tir ngay nhan du hod
so hop I€.

Péi twong thuc hign TTHC: Vin phong cong chang

Co quan thuc hién TTHC: So Tu phép

Két qua thuc hién TTHC: Gidy diang ky hoat dong ciia Vin phong cong
chang dugc chuyén nhuong.

Phi: 500.000 ddng.

MAu don, miu to khai: Gidy dé nghi thay do6i noi dung dang ky hoat dong cua
Vin phong cong chung theo Mau TP-CC-10 ban hanh kém theo Thong tu sb
06/2015/TT-BTP

Y&u cu, diéu kién thuc hién TTHC: Khong

Cin cw phép ly cia TTHC:

- Luat Cong ching nam 2014;
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- Nghi dinh s6 29/2015/NB-CP ngay 15/3/2015 cua Chinh pha quy dinh chi tiét
va hudng dan thi hanh mot sé diéu caa Luat Céng chung;

- Thong tu s6 01/2021/TT-BTP ngay 15/6/2015 cua Bo Tu phap quy dinh chi
tiét va huéng dan thi hanh mot s6 diéu cua Luat cong ching;

- Thong tu s 257/2016/TT-BTC ngay 11/11/2016 cua B Tai chinh quy dinh
muc thu, ché d6 thu, nop, quan ly, sir dung phi ¢éng chung; phi chiing thuc; phi thim
dinh tiéu chuan, diéu kién hanh nghé céng chiing; phi thim dinh diéu kién hoat dong
Vin phong cong ching; 1& phi cdp thé cong ching vién duoc sta dbi, bd sung bai
Théng tu s6 111/2017/TT-BTC ngay 20/10/2017 cua Bo truéng Bo Tai chinh,

TP-CC-10
(Ban hanh kém theo Théng tir s6 01/2021/TT-BTP)

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

GIAY PE NGHI THAY POI NQI DUNG PANG KY HOAT PONG
CUA VAN PHONG CONG CHUNG

Kinh giri: S& Tu phap tinh (thanh pho)........ccovvveeevieeieeeeeians

1. Tén Vin phong cong chiang (ghi bang chiz in h0a): .........cccoceeveveveeeeviesreieenanes

R 5 YW 4V (VT SRR

Dién thoai: ....co.ccveveveeee, VG (ETE0) H— Email (Néu CO): ...vovvvverereee,

3. Giay dang ky hoat d0Ng SO: ......ovevvrvereevrireeieeesreen, NQay Cap ......leeeeeid ..

4. Ho va tén Trudng Van phong cOng ChliiNg: ......ccooiiiiiiiiiiiie e
Dé nghj thay d6i noi dung ding ky hoat dong ciia Van phong cong chimg nhu sau (1):

Tinh (thanh phé)...., ngay.....thdng......nam......
Trwong Van phong (2)
(ky, ghi rd ho, tén va déng ddu)
Chu thich:
(1) Ghi mét hodc nhiéu ngi dung dé nghi thay doi theo quy dinh tai khodn 3 Diéu 23
cua Ludt cdng chitng. Trueong hop thay do Trudng Van phong céng ching thi phdi ghi
day dui thdng tin vé Truedng Vin phong céng ching méi nhir tai mau TP-CC-09;
(2) Truong hop thay doi tén goi Van phong céng chimg thi phai c6 thém cac chi ky
cua cong chung vién hop danh.

19. Thanh lap Hgi cdng chirng vién

Trinh ty thuc hién:

- Ban van dong thanh 1ap Hoi cong chimg vién xay dung Dé an thanh 1ap Hoi
cong chung vién giri S& Tu phap thim dinh.

Ho sondptai Trung tdm Phuc vu hanh chinh c6ng tinh Ha Nam hoac qua dich
vu buu chinh hodc truc tuyén tai dia chi: motcua.hanam.gov.vn.
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Truong hop nop hd so truc tuyén thi ngudi c6 yéu cau chuan bi hd so nhung
khong phai ching thuc, tat ca duoc scan hodc chyp tir ban chinh va giri bang tai khoan
d3 dwoc ding ky st dung dich vu nay. Hé théng s& tu dong thong bao két qua tiép
nhan (Kém ma hé so) thong qua tai khoan, sé dién thoai da duoc dang ky.

- S& Tu phap chu tri, phdi hop v6i S¢ Noi vu tham dinh Dé an, trinh UBND
tinh hd so d& nghi thanh 14p Hoi cong ching vién.

- UBND tinh ra Quyét dinh cho phép thanh 1ap Hoi cong chimg vién.

- Nhan két qua:

+ Truong hop hd so ndp truc tiép thi to chirc, ca nhan mang theo phiéu hen dén
nhan két qua tai Trung tdm Phuc vu hanh chinh cong tinh Ha Nam hodc nh 4n qua hé
thng buu chinh (néu cé nhu ciu).

+ Truong hop lwa chon ndp ho so va tra két qua qua hé théng buu chinh thit 6
chuc, c4 nhan nhan két qua qua hé thong buu chinh.

+ Truong hop hd so ndp truc tuyén thi to chic, ca nhan khi dén nhan két qua sé
ky vao mau don, to khai va mang theo ban goc dé dbi chiéu véi gidy to c6 lién quan da
duogc giri truc tuyén.

Céch thirc thuc hién: Nop hé so truc tiép hodc qua dich vu buu chinh hoic triyc
tuyén.
Thanh phan, s6 lweng ho so:

* Thanh phan hd so:

- Pé &n thanh 1ap Hai cong chang vién;

- To trinh Dé an;

- B4o cé4o tham dinh Dé an.

* S lugng ho so: 01 bd

Thai han giai quyét:

- Trong thoi han 10 ngay, ké tir ngay nhan duoc Bé an thanh lap Hoi cong
chang vién, So Tu phéap chu tri, phéi hop vaoi S& Noi vy tham dinh Dé &n, trinh UBND
tinh ho so dé nghi thanh lap Hoi cong ching vién;

- Trong thodi han 15 ngay, ké tir ngdy nhan di ho so hop 18, UBND tinh ra
Quyét dinh cho phép thanh 1ap Hoi cong ching vién; truong hop tir chdi thi phai thong
bao bang van ban va néu rd ly do.

Poi twong thuc hign TTHC: Cong chang vién

Co quan thuc hiegn TTHC:

* Co quan c6 tham quyén quyét dinh theo quy dinh: UBND tinh

* Co quan truc tiép thuc hién: S Tu phép

* Co quan phdi hop thuc hién: So Nbi vu

Két qua thyc hién TTHC: Quyét dinh cho phép thanh lap, vin ban tir chbi cho
phep thanh lap Hoi cong ching vién.

Lé phi: Khong

Mau don, miu to khai: Khong

Y&u cu, diéu kién thuc hién TTHC: Khong

Can cwr phap ly cua TTHC:

- Luat Cong chimg nam 2014;

- Nghi dinh s6 29/2015/NB-CP ngay 15/3/2015 cua Chinh phua quy dinh chi tiét
va huéng dan thi hanh mot s6 diéu caa Luat Cong chang.
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IV. LINH VUC GIAM PINH TU PHAP

1. B4 nhié¢m va cap thé giam dinh vién tu phap

Trinh ty thuc hién:

Chu tich Uy ban nhan dan tinh bo nhiém va cap thé giam dinh vién tu phap.

Nguoi ding dau co quan chuyén mén cua Uy ban nhan dan tinh quan Iy linh
vuc giam dinh tu phap chu tri, phdi hop voi Giam déc S¢ Tu phap lua chon nguoi ¢6
du tiéu chuan (quy dinh tai khoan 1 Diéu 7 cta Luat Giam dinh tu phap) tiép nhan ho
so ciia ngudi dé nghi bd nhiém va cép thé giam dinh vién tu phap (quy dinh tai Diéu 8
cua Luat Giam dinh tu phap) dé nghi Chu tich Uy ban nhan dan tinh bd nhiém va cip
thé giam dinh vién tu phap ¢ dia phuong.

Ho so dé nghi bd nhiém va cip thé giam dinh vién tu phap nop tai Trung tam
Phuc vu hanh chinh céng tinh Ha Nam hoic qua dich vu buu chinh hodc tryc tuyén tai
dia chi: motcua.hanam.gov.vn.

Truong hop ndp hd so truc tuyén thi ngudi ¢6 yéu cau chuan bi hd so nhung
khong phai ching thuc, tat ca duoc scan hodc chyp tir ban chinh va giri bang tai khoan
da duoc dang ky st dung dich vu nay. Hé théng s& tu dong thong bao két qua tiép
nhan (Kém ma hé so) thong qua tai khoan, sé dién thoai da duoc dang ky.

Trong thoi han 20 ngay ké tir ngay nhan duoc hd so hop 18, Chu tich Uy ban
nhan dan tinh quyét dinh bo nhiém va cip thé giam dinh vién tu phap. Trudng hop tir
chéi thi phai thong bao cho nguoi dé nghi bang van ban va néu rd ly do.

Trong thoi han 03 ngay, ké tir ngay nhan duoc quyét dinh bd nhiém va cap thé
giam dinh vién tu phap kém theo hé so quy dinh tai khoan 1 Diéu 6 Thong tu sb
11/2020/TT-BTP ngay 31/12/2020 cia Bo truong Bo Tu phap quy dinh vé mau the,
trinh ty, tha tuc cap méi, cap lai thé giam dinh vién tu phap, Giam déc So Tu phap
gitip Chu tich Uy ban nhan dan tinh thyc hién cip thé giam dinh vién tu phéap.

-Nhan két qua:

+ Truong hop hd so ndp truc tiép thi to chirc, ca nhan mang theo phiéu hen dén
nhan két qua tai Trung tdm Phuc vu Hanh chinh c6ng tinh Ha Nam hoic nh 4n qua hé
théng buu chinh (néu c6 nhu cau).

+ Truong hop lya chon ndp hd so va tra két qua qua hé théng buu chinh thit 6
chirc, ca nhan nhan két qua qua hé théng buu chinh.

+ Truong hop hd so ndp truc tuyén thi to chirc, ca nhan khi dén nhan két qua s&
ky vao miu don, t& khai va mang theo ban goc dé dbi chiéu véi gidy to c6 lién quan da
duogc giri truc tuyén.

Céch thirc thwc hién:Nop hd so truc tiép hodc qua dich vu buu chinh hoic truc
tuyén.

Thanh phan hé so:

- Vin ban dé nghi bé nhiém giam dinh vién tu phap cua co quan, td chic c6
tham quyén dé nghi quy dinh tai khoan 2 Diéu 9 cua Luat Giam dinh tu phap hodc don
dé nghi b6 nhiém giam dinh vién tu phap ctia c4 nhan da 1 giam dinh vién tu phap
nhung bi mién nhiém do nghi huu hoic théi viéc dé thanh lap Vin phong giam dinh tu
phéap.

- Ban sao bang tét nghiép dai hoc trg 1én phl hop véi linh vuc chuyén mén
duoc dé nghi bd nhiém.

- So yéu ly lich va Phiéu Iy lich tu phap. Trudng hop nguoi dugc dé nghi bd
nhiém giam dinh vién tu phap dang la cong chuc, vién chire, si quan quan doi, si quan
cdng an nhan dan, quan nhan chuyén nghiép, cong nhan qubc phong thi khéng can c6
Phiéu Iy lich tu phép.
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- Gidy xac nhan vé thoi gian thuc té hoat dong chuyén mén cia co quan, to
chie noi nguoi duoc dé nghi bd nhiém lam viéc.

- Chirng chi dao tao hoic bdi dudng nghiép vu giam dinh di véi nguoi duoc dé
nghi bd nhiém giam dinh vién tu phéap trong linh vuc phap y, phap y tam than va ky
thuat hinh su.

- 02 anh mau chan dung ¢& 2cm x 3cm (chup trong thoi gian 6 thang gan nhat)
dé phuc vu viéc cap thé.

S6 lwong ho so: 01 bo

Thai han giai quyét: Trong thoi han 20 ngay ké tir ngay nhan duoc hd so hop
18, Chu tich Uy ban nhan dan tinh quyét dinh bd nhiém va cap thé giam dinh vién tu
phap. Trudng hop tir chdi thi phai thong bao cho ngudi dé nghi bang van ban va néu rd
Iy do.

Trong thoi han 03 ngay, ké tir ngay nhan duoc quyét dinh bo nhiém va cap thé
giam dinh vién tu phap kém theo hd so quy dinh tai khoan 1 Diéu 6 Thong tu sb
11/2020/TT-BTP ngay 31/12/2020 cia Bo truong Bo Tu phap quy dinh vé mau the,
trinh ty, tha tuc cap mai, cap lai thé giam dinh vién tu phap, Giam déc So Tu phap
gitp Chu tich Uy ban nhan dan tinh cip thé giam dinh vién tu phép.

Co quan giai quyét thi tuc hanh chinh: Uy ban nhan dan tinh.

Poi twong thuc hién thi tuc hanh chinh: Ca nhan

Tén miu don, miu to khai: Khong

Phi, I phi: Khong

Két qua thuc hién thi tuc hanh chinh: Quyét dinh bd nhiém va cap thé giam
dinh vién tu phap.

Yéu cau, diéu kién thuc hién thi tuc hanh chinh:

- Cong dan Viét Nam thuong tri tai Viét Nam c6 da cac tiéu chuan sau day co
thé dugc xem xét, bd nhiém giam dinh vién tu phap:

+ C6 strc khoe, pham chét dao duc tét;

+ Co trinh d6 dai hoc tro 1én va da qua thyc té hoat dong chuyén mén & linh
vuc dugce dao tao tir du 05 nam tro 1én.

Truong hop nguoi duge dé nghi bo nhiém giam dinh vién phap y, phap y tdm
than, k¥ thuat hinh su da tryc tiép gidp viéc trong hoat dong giam dinh & té chirc giam
dinh phép y, phéap y tdm than, k§ thuat hinh su thi thoi gian hoat dong thuc té chuyén
mon tor du 03 nam trd 1én;

+ Pdi véi ngudi duge dé nghi bo nhiém giam dinh vién tu phap trong linh vuc
phap y, phép y tdm than va k§ thuat hinh sy phai c6 ching chi da qua dao tao hoic bdi
dudng nghiép vu giam dinh.

- Ngudi thugc mot trong cac truong hop sau day khong dugce bo nhiém giam
dinh vién tu phap:

+ Mat ning luc hanh vi dan sy hoic bi han ché ning luc hanh vi dan su;

+ Pang bi truy ciu trach nhiém hinh su; da bi két an ma chua dugc x04 én tich
vé t6i pham do v ¥ hoic t6i pham it nghiém trong do ¢é ¥; da bi két an vé toi pham
nghiém trong, toi pham rat nghiém trong, t6i pham dic biét nghiém trong do cé V;

+ Pang bi &p dung bién phap xt ly hanh chinh gido duc tai xa, phuong, thi
tran, dua vao co s cai nghién bat budc hoic dwa vao co sd gido duc bat budc.

Can cir phép ly caa tha tuc hanh chinh:

- Luat Giam dinh tu phap nam 2012;

- Luat sé 56/2020/QH14 ngay 10/6/2020 cua Qudc hoi khda XIV sira doi, bd
sung mot sé diéu cua Luat Giam dinh tu phap;
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- Théng tw s 11/2020/TT-BTP ngay 31/12/2020 cua Bo truéng Bo Tu phap
quy dinh vé mau thé, trinh tu, thu tuc cap mai, cap lai Thé giam dinh vién tu phap.

2. Mién nhiém giam dinh vién tw phap

Trinh ty thuc hién:

Chu tich Uy ban nhan dan tinh mién nhiém giam dinh vién tu phap & dia
phuong theo dé nghi cua ngudi ding ddu co quan chuyén mén thudc Uy ban nhan dan
tinh sau khi nguoi dimg dau co quan chuyén mon théng nhat y kién véi Giam dbc So
Tu phéap.

Ho so dé nghi mién nhiém giam dinh vién tu phap nop tai Trung tdm Phuc vu
hanh chinh céng tinh Ha Nam hoic qua dich vu buu chinh hodc truc tuyén tai dia chi:
motcua.hanam.gov.vn.

Truong hop ndp hd so truc tuyén thi ngudi c6 yéu cau chuan bi hd so nhung
khong phai ching thuc, tat ca duoc scan hodc chyp tir ban chinh va giri bang tai khoan
d3 dwoc ding ky st dung dich vu nay. Hé théng s& tu dong thong bao két qua tiép
nhan (Kém ma hé so) thong qua tai khoan, sé dién thoai da duoc dang ky.

Trong thoi han 10 ngay ké tir ngay nhan dugc ho so hop 1¢, Chu tich Uy ban
nhan dan tinh xem xét, quyét dinh mién nhiém giam dinh vién tu phap va diéu chinh
danh sach giam dinh vién tu phéap trén cong thong tin dién ti cua Uy ban nhan dan
tinh, dong thoi gai Bo Tu phap dé diéu chinh danh sach chung vé giam dinh vién tu
phap.

-Nhan két qua:

+ Truong hop hd so ndp truc tiép thi to chirc, ca nhan mang theo phiéu hen dén
nhan két qua tai Trung tdm Phuc vu Hanh chinh cong tinh Ha Nam hodc nh 4n qua hé
théng buu chinh (néu cd nhu cau).

+ Truong hop lwa chon ndp ho so va tra két qua qua hé théng buu chinh thit 6
chuc, c4 nhan nhan két qua qua hé thong buu chinh.

+ Trudng hop hd so ndp truc tuyén thi té chirc, ca nhan khi dén nhan két qua s&
ky vao miu don, t& khai va mang theo ban gdc dé di chiéu véi gidy to c6 lién quan da
duogc giri truc tuyén.

Cach thirc thurc hién:Nop ho so truc tiép hodc qua dich vu buu chinh hoic truc
thén.

Thanh phan hd so:

- Vin ban dé nghi mién nhiém giam dinh vién tu phap cua co quan, to chic da
dé nghi bd nhiém nguoi do;

- Vin ban, gidy to ching minh giam dinh vién tu phap thuéc mét trong cac
truong hop quy dinh tai khoan 1 Diéu 10 Luat Giam dinh tu phép:

+ Khong con du tiéu chuan quy dinh tai khoan 1 Piéu 7 cua Luat Giam dinh tu
phap.

+ Thudc mét trong cac truong hop quy dinh tai khoan 2 Diéu 7 cua Luat Giam
dinh tu phap.

+ Bi xur ly ky luat tur hinh thiec canh céo tro 1€n hodc bi xu phat hanh chinh do
c¢b y vi pham quy dinh cua phap luat vé giam dinh tu phap.

+ Thyc hién mot trong cac hanh vi quy dinh tai Diéu 6 cua Luat Giam dinh tu
phap.

+ Theo d& nghi cua giam dinh vién tu phap 1a cong chuc, vién chirc, si quan
quan doi, si quan céng an nhin dan, quan nhan chuyén nghiép, cdng nhan quéc phong
c6 quyét dinh nghi viéc dé huong ché do huu tri hodc thi viéc.

S6 hrgng hé so: 01 bo.
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Thai han giai quyét: Trong thoi han 10 ngay, ké tu ngay nhan duoc hd so hop
18, Chu tich Uy ban nhan dan tinh xem xét, quyét dinh mién nhi¢m gidm dinh vién tu
phap va diéu chinh danh sach giam dinh vién tu phéap trén cong thong tin dién tir caa
Uy ban nhan dan tinh, dong thoi giri Bo Tu phéap dé diéu chinh danh sach chung vé
giam dinh vién tu phap.

Co quan giai quyét thi tuc hanh chinh:Uy ban nhan dan tinh.

Péi twong thuc hién thi tuc hanh chinh: Ca nhan

Tén miu don, miu to khai: Khong

Phi, 1€ phi: Khéng

Két qua thuc hién thi tuc hanh chinh: Quyét dinh mién nhiém giam dinh
vién tu phap.

Yéu cau, diéu ki¢n thuc hi¢n thi tuc hanh chinh:

Viéc mién nhiém giam dinh vién tu phap duoc thuc hién trong cac trudng hop sau
day:

- Khéng con du tiéu chuan quy dinh tai khoan 1 Biéu 7 cua Luat Giam dinh tu
phap;

- Thudc mét trong cac truong hop quy dinh tai khoan 2 Piéu 7 cta Luat Giam
dinh tu phép;

- Bi xur ly ky luat tir hinh thirc canh cao tro 1€n hoac bi xir phat hanh chinh do
cd y vi pham quy dinh cta phap luat vé giam dinh tu phap;

- Thuc hién mét trong cac hanh vi quy dinh tai Diéu 6 cua Luat Giam dinh tu
phap;

- C6 quyét dinh nghi huu hodc quyét dinh thai viéc, trir trudng hop c6 van ban
thé hién nguyén vong tlep tuc tham gia hoat dong giam dinh tu phap va co quan, t6
chtrc quan ly truc tlep ¢6 nhu cau sir dung phu hop v6i quy dinh cua phap luat;

- Chuyen d6i vi tri cong tac hodc chuyén cong tac sang co quan, t6 chirc khac
ma khong ¢ diéu kién phi hop dé tiép tuc thyuc hién giam dinh tu phap;

- Theo dé nghi cta giam dinh vién tu phap. Truong hop gidam dinh vién tu phap
la cdng chuc, vién chuc, si quan quan ddi, si quan cong an nhan dén, quan nhan
chuyén nghiép, cong nhan qudc phong cé quyét dinh nghi viéc dé huaong ché d¢o huu
tri hoac théi viéc.

- Giam dinh vién tu phap dugc bo nhiém dé thanh lap Vin phong giam dinh tu
phap nhung sau thoi han 01 nam, ké tir ngay dugc bo nhiém khong thanh lap Vian
phong hoic sau thoi han 01 nam, ké tir ngay c6 quyét dinh cho phép thanh lap Vin
phong ma khong dang ky hoat dong.

Can cw phéap ly cia tha tuc hanh chinh:

- Luat Giam dinh tu phép nam 2012;

- Luat sb 56/2020/QH14 ngay 10/6/2020 cua Qudc hoi khda XIV sira ddi, bd
sung mot s6 diéu cua Luat Giam dinh tu phép;

- Nghi dinh s6 157/2020/ND-CP ngay 31/12/2020 caa Chinh phu sira doi, b
sung mot s diéu caa Nghi dinh sé 85/2013/NB-CP ngay 29/7/2013 cua Chinh phu
quy dinh chi tiét va bién phap thi hanh Luit Giam dinh tu phép.

3. C4p lai thé giam dinh vién tw phap

Trinh ty thuc hién:

Ho so dé& nghi cép lai thé giam dinh vién tu phap nop tai Trung tdm Phuc vu
hanh chinh céng tinh Ha Nam hoic qua dich vu buu chinh hodc truc tuyén tai dia chi:
motcua.hanam.gov.vn.
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Truong hop nop hd so truc tuyén thi ngudi c6 yéu cau chuan bi hd so nhung
khong phai ching thuc, tat ca duoc scan hodc chyp tir ban chinh va giri bang tai khoan
d3 dwoc ding ky st dung dich vu ndy. Hé théng s& tu dong thong bao két qua tiép
nhan (Kém ma hé so) thong qua tai khoan, sé dién thoai da duoc dang ky.

Trong thoi han 03 ngay, ké tir ngay tiép nhan hd so dé& nghi cap lai thé giam
dinh vién tu phap, Giam déc S& Tu phap trinh Chu tich Uy ban nhan dan tinh quyét
dinh cap lai thé giam dinh vién tu phap.

Trong thoi han 10 ngay, ké tir ngady nhan da hd so dé nghi cép lai thé giam dinh
vién tu phap, Chu tich Uy ban nhan dan tinh quyét dinh cap lai thé giam dinh vién tu
phap; trudng hop tir chdi thi phai thong bao bang van ban va néu ré Iy do.

-Nhan két qua:

+ Truong hop hd so ndp truc tiép thi to chirc, ca nhan mang theo phiéu hen dén
nhan két qua tai Trung tdm Phuc vu Hanh chinh cong tinh Ha Nam hodc nh 4n qua hé
théng buu chinh (néu cd nhu cau).

+ Truong hop lya chon ndp ho so va tra két qua qua hé  thong buu chinh thit 6
chuc, c4 nhan nhan két qua qua hé thong buu chinh.

+ Truong hop hd so ndp truc tuyén thi to chic, ca nhan khi dén nhan két qua sé
ky vao miu don, t& khai va mang theo ban goc dé di chiéu véi gidy to c6 lién quan da
duogc giri truc tuyén.

Céch thirc thuc hién:Nop hé so truc tiép hoidc qua dich vu buu chinh hoic truc
tuyén.

Thanh phan hd so:

- Pon dé nghi cap lai thé giam dinh vién tu phap. Truong hop thé bi mét hoac
c6 thay d6i noi dung ghi trén thé thi don dé nghi cap lai thé giam dinh vién tu phap
phai cé x&c nhan cta co quan, don vi chu quan.

- Thé giam dinh vién tu phap dang st dung trong truong hop c6 sy thay doi
thong tin da dugc ghi trén the; thé giam dinh vién tu phap trong trueong hop thé ct bi
hong;

- 02 anh mau chan dung c& 2cm x 3cm (chup trong thoi gian 06 thang gan nhat)
ctia nguoi dé nghi cap lai thé giam dinh vién tu phap.

S6 lwong hd so: 01 bd.

Thai han giai quyét:

Trong thoi han 03 ngay ké tir ngay tiép nhan ho so dé nghi cap lai thé giam dinh
vién tu phap, Giam doc S& Tu phap trinh Chu tich Uy ban nhan dan tinh quyét dinh
cap lai thé giam dinh vién tu phép.

Trong thoi han 10 ngay ké tir ngay nhan du hd so dé nghi cap lai thé giam dinh
vién tu phap Chu tich Uy ban nhan dan tinh quyét dinh cap lai thé giam dinh vién tu
phap; truong hop tir chdi thi phai théng bao bang van ban va néu rd 1y do.

Co quan giai quyét thi tuc hanh chinh:Uy ban nhan dan tinh.

Péi twong thuc hién thi tuc hanh chinh: Cé nhan.

Tén mau don, miu to khai: Mau s 6 - Bon dé nghi cap lai thé giam dinh vién
tu phap ban hanh kém Thong tu sé 11/2020/TT-BTP ngay 31/12/2020 cia Bo trudng
Bo Tu phap quy dinh vé mau thé, trinh ty, thi tuc cAp mai, cap lai thé giam dinh vién
tu phap.

Phi, I¢ phi: Khong

Két qua thwc hién thi tuc hanh chinh: Thé giam dinh vién tu phap.

Yéu cau, diéu kién thuc hién thi tuc hanh chinh: Khong

Cin cw phéap ly cia thia tuc hanh chinh:
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- Luat sé 56/2020/QH14 ngay 10/6/2020 cua Qudc hoi khda XIV sira doi, bd
sung mét sé diéu cua Luat Giam dinh tu phap;

- Nghi dinh s 157/2020/ND-CP ngay 31/12/2020 cua Chinh phu sira doi, bd
sung mot sb diéu caa Nghi dinh sé 85/2013/NP-CP ngay 29/7/2013 cua Chinh phu
quy dinh chi tiét va bién phap thi hanh Luit Giam dinh tu phép;

- Théng tu s 11/2020/TT-BTP ngay 31/12/2020 cia Bo truéng Bo Tu phap
quy dinh vé mau thé, trinh tu, thi tuc cAp mai, cap lai Thé giam dinh vién tu phap.

MAu sb 6
Pon dé nghi cAp lai thé giam dinh vién tw phap
(Ban hanh kém theo Théng tw s6 11/2020/TT-BTP
ngay 31 thang 12 nam 2020 cua Bo truong Bo Tu phap)
anh CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

(2cmx3cm)

ON DPE NGHI CAP LAl THE GIAM PINH VIEN TU PHAP
T 0 1 T () OSSR

Tén toi la: ................. Nam/nir: ................ Sinh ngay: ........ Y S
Chtrng minh nhan dan/Hé chiéu/Can cudc cOng dan S6: ......vevveeeevevveeeeen,
Ngay Cap: .......... [ovevoene. V. NOT CAP: wovvvrvereereeeseeeeree s,
Noi dang ky ho Khau thuong trl: ........coveeveeevieeiecereeeees e,
CNO G NIBN LI vttt ettt ettt

Dién thoai: ......cccoevevevevennn. EMail (NEU CO): oo
Quyét dinh b6 nhiém sb........... ngay......... l............noi bd nhiém (2)...........

dinh so....... ngay....... S [overnn NOT CAP (3)eeveerrerriiriieiie e,
Ly do dé nghi cap lai thé giam dinh vién tu phap..........cccoooveeervvicrnnnn,
DENGNT (4).evvvevevreeerens cap lai Thé giam dinh vién tu phap cho toi.
T6i xin chiu trach nhiém hoan toan truéc phap luat vé su trung thuc, chinh xac
ctia ndi dung Pon dé nghi nay va hé so kém theo.

Tinh, (thanh phd)...., ngay.......thdng......nam......
Nguwoi dé nghi

(ky va ghi rd ho tén)
X&c nhdn ciia ngwoi c6 tham quyén
vé ly do cdp lgi the*®
(ky va ghi rd ho tén)

Ghi chu:

(1) Co quan c6 tham quyén cap lai thé;
(2) Co quan d3 bo nhiém;

(3) Co quan noi cap thé;

3 Chi dung cho trudng hop xin cip lai thé do bi mit hodc ¢6 sy thay dbi thong tin ghi trén the.
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(4) Ngudi c6 tham quyén cap lai thé (Bo truong, Thi trudng co quan ngang bo
hozdc chu tich UBND cap tinh)

Co quan hay c4 nhan c6 tham quyén cap lai thé 1 bg, co quan ngang bo hoic Uy
ban nhan dan cép tinh hay 1a nguoi ding dau cac co quan nay vi Luat quy dinh: nguoi
nao cd tham quyén bd nhiém thi c6 tham quyén cip thé giam dinh vién tu phéap.

4. Cap phép thanh Iap vin phong giam dinh tw phap

Trinh ty thyc hién:

Giam dinh vién tu phap mudn thanh lap Vin phong giam dinh tu phap noép hod
so xin cap phép thanh 1ap Van phong giam dinh tu phap tai Trung tim Phuc vu hanh
chinh céng tinh Ha Nam hoic qua dich vu buu chinh hodc truc tuyén tai dia chi:
motcua.hanam.gov.vn.

Truong hop nop hod so truc tuyén thi ngudi ¢6 yéu cau chuan bi hd so nhung
khdng phai chung thuc, tat ca duoc scan hoic chup tir ban chinh va giri bang tai khoan
da duoc dang ky st dung dich vu nay. Hé théng s& tu dong thong bao két qua tiép
nhan (Kém ma hé so) thong qua tai khoan, sé dién thoai da duoc dang ky.

Trong thoi han 10 ngay, ké tir ngay nhan da hd so hop 1¢, Giam déc So Tu phap
xem xét, tham dinh hd so xin phép thanh 1ap Vin phong giam dinh tu phap, thong nhat
y kién véi nguoi dimg dau co quan chuyén mén thugc Uy ban nhan dan tinh quan ly
linh vyc giam dinh tu phap, trinh Chu tich Uy ban nhan dan tinh xem xét, quyét dinh.

Chu tich Uy ban nhan dan tinh noi dat tru s¢ hoat dong xem xet, quyét dinh cho
phép thanh lap Vin phong giam dinh tu phap theo dé nghi cua Giam déc S Tu phép.

-Nhan két qua:

+ Truong hop hd so ndp truc tiép thi to chirc, ca nhan mang theo phiéu hen dén
nhan két qua tai Trung tdm Phuc vu Hanh chinh c6ng tinh Ha Nam hoic nh 4n qua hé
théng buu chinh (néu c6 nhu cau).

+ Truong hop lya chon ndp ho so va tra két qua qua hé théng buu chinh thit 6
chuc, ca nhan nhan két qua qua hé théng buu chinh.

+ Trudng hop hd so ndp truc tuyén thi té chirc, ca nhan khi dén nhan két qua s&
ky vao miu don, t& khai va mang theo ban goc dé dbi chiéu véi gidy to c6 lién quan da
duoc giri truc tuyén.

Céch thirc thwc hién: Nop hd so truc tiép hodc qua d ich vu buu chinh hoic
tryc tuyén.

Thanh phan hb so:

- Pon xin phép thanh lap;

- Ban sao Quyét dinh b6 nhiém giam dinh vién tu phap;

- Dy thao Quy ché t6 chirc, hoat dong cua Vin phong gidm dinh tu phap;

- Pé &n thanh 1ap Vin phong giam dinh tu phap phai néu rd muc dich thanh 1ap;
du kién vé tén goi, nhan su, dia diém dat tru so; didu Kién vé co so vat chat, trang thiét
bi, phuong tién glam dinh theo quy dinh cua bg, co quan ngang bo quan ly chuyén
mon veé linh vyc gidm dinh va ké hoach trién khai thyc hién.

S6 lwong hd so: 01 bd.

Thai han giai quyét: Trong thoi han 10 ngay, ké tir ngay nhan di ho so hop 18,
Giam doc So Tu phap xem xét, tham dinh ho so xin phép thanh 1ap Vian phong giam
dinh tu phap, théng nhat y kién véi nguoi ding dau co quan chuyén mon cua Uy ban
nhan dan cip tinh quan Iy linh vuc giam dinh tu phap, trinh Chu tich Uy ban nhan dan
cap tinh xem xét, quyét dinh.
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Trong thoi han 15 ngay, ké tir ngay S¢ Tu phép trinh hd so, Chu tich Uy ban
nhan dan tinh xem xét, quyét dinh cho phép thanh lap Van phong giam dinh tu phap.
Truong hop khdng cho phép thi phai thdng bao bang van ban va néu rd 1y do. Nguoi bi
tir chéi ¢ quyén khiéu nai, khai kién theo quy dinh cua phap luat.

Co quan giai quyét thi tuc hanh chinh:Uy ban nhan dan tinh.

Péi twong thuc hién thi tuc hanh chinh: Cé nhan.

Tén miu don, miu to khai: Khong

Phi, 1€ phi: Khéng

Két qua thuc hién tha tuc hanh chinh: Quyét dinh cho phép thanh lap Vin
phong giam dinh tu phap.

Yéu ciu, diéu kién thuc hién thi tuc hanh chinh:

Giam dinh vién tu phap dugc thanh lap Van phong giam dinh tu phap khi c6
du cac diéu kién sau day:

+ CO tir @i 03 nam tro 1én 1a giam dinh vién tu phap va c¢6 hoat dong giam dinh
trong linh vuc dé nghi thanh lap Van phong;

+ Co6 Dé an thanh lap theo quy dinh tai diém d khoan 2 Piéu 16 caa Luat giam
dinh tu phap.

- Cén bo, cbng chtrc, vién chirc, si quan quan doi, si quan cong an nhan dan,
quan nhan chuyén nghiép, cdng nhan qudc phong khong dugc thanh lap Vian phong
giam dinh tu phap.

Can ctr phép ly caa tha tuc hanh chinh:

- Luat Giam dinh tu phép nam 2012.

- Luat sé 56/2020/QH14 ngay 10/6/2020 cua Qudc hoi khda XIV sira doi, bo
sung mot sé diéu cua Luat Giam dinh tu phap.

- Nghi dinh s6 85/2013/ND-CP cua Chinh phu quy dinh chi tiét va bién phép
thi hanh Luat Giam dinh tu phap.

- Nghi dinh s6 157/2020/ND-CP ngay 31/12/2020 caa Chinh phi sira doi, bo
sung mot sé diéu cua Nghi dinh sé 85/2013/NB-CP ngay 29/7/2013 ciia Chinh phu
quy dinh chi tiét va bién phap thi hanh Luat Giam dinh tu phép.

5. Pang ky hoat dong Van phong giam dinh tw phap

Trinh ty thuc hién:

Trong thoi han 01 nam, ké tir ngay Chu tich Uy ban nhan dan tinh quyét dinh
cho phép thanh lap, Van phong giam dinh tu phap dang ky hoat dong tai S¢ Tu phap.

Ho so ding ky hoat dongvan phong giam dinh tu phép nop tai Trung tdm Phuc
vu hanh chinh céng tinh Ha Nam hoic qua dich vu buu chinh hodc truc tuyén tai dia
chi: motcua.hanam.gov.vn.

Truong hop ndp hd so truc tuyén thi ngudi c6 yéu cau chuan bi hd so nhung
khong phai ching thuc, tat ca duoc scan hodc chup tir ban chinh va guri bang tai khoan
d3 dwoc ding ky st dung dich vu ndy. Hé théng s& tu dong thong bao két qua tiép
nhan (Kém ma hé so) thong qua tai khoan, sé dién thoai da duoc dang ky.

Trong thai han 10 ngay, ké tir ngdy nhan da hd so hop 1&, S& Tu phap chu tri,
phdi hop Véi co quan chuyén mén thuéc Uy ban nhan dan tinh quan ly vé linh vuc
giam dinh tu phap kiém tra viéc dap ung cac diéu kién theo Dé &n thanh lap quy dinh
tai diém d khoan 2 Piéu 16 cua Luat va cap Gidy dang ky hoat dong; truong hop tur
chéi thi phai théng béo bang van ban va néu 16 1y do, ddng thoi béo cdo Chu tich Uy
ban nhan dan tinh xem xét, quyét dinh thu hdi Quyét dinh cho phép thanh lap.

-Nhan két qua:
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+ Trudng hop hd so nop truc tiép thi to chuc, ca nhan mang theo phiéu hen dén
nhan két qua tai Trung tdm Phuc vu Hanh chinh c6ng tinh Ha Nam hoic nh 4n qua hé
théng buu chinh (néu cé nhu cau).

+ Truong hop lya chon ndp hd so va tra két qua qua hé thong buu chinh thit 6
chuc, c4 nhan nhan két qua qua hé thong buu chinh.

+ Truong hop hd so ndp truc tuyén thi to chic, ca nhan khi dén nhan két qua sé
ky vao miu don, t& khai va mang theo ban goc dé di chiéu véi gidy to c6 lién quan da
duoc giri truc tuyén.

Céch thikc thuc hién: Nop hd so truc tiép hodc qua d ich vu buu chinh hodc
truc tuyén.

Thanh phan hé so:

- Pon dé nghi ding ky hoat dong.

- Quy ché t6 chirc, hoat dong ciia Vian phong giam dinh tu phép.

- Gidy to chung minh ¢ du diéu kién bao dam hoat dong ctia Van phong giam
dinh tu phap theo Dé an thanh lap quy dinh tai diém d khoan 2 Diéu 16 cua Luat giam
dinh tu phap.

- Ban sao quyét dinh cho phép thanh 1ap Vin phong gidam dinh tu phap.

S6 lwong hd so: 01 bo.

Thai han giai quyét: Trong thoi han 10 ngay, ké tir ngay nhan du ho so hop 1é.

Co quan giai quyét thii tuc hanh chinh:S¢ Tu phap

Poi twong thuc hién thi tuc hanh chinh: Té chuec.

Tén miu don, miu to khai: Khong

Phi, 1€ phi: Khéng

Két qua thwc hién thia tuc hanh chinh: Gidy ding ky hoat dong.

Yéu cau, diéu kién thuc hién thi tuc hanh chinh:

Trong thoi han 01 nam, ké tir ngay Chu tich Uy ban nhan dan tinh quyét dinh
cho phép thanh lap, Van phong giam dinh tu phap dang ky hoat dong tai S¢ Tu phap.

Sau thoi han 01 nam, ké tir ngay Chu tich Uy ban nhan dan tinh quyét dinh cho
phép thanh lap, Van phong giam dinh tu phap khong dang ky hoat dong thi Quyét dinh
cho phép thanh lap Vin phong giam dinh tu phap hét hiéu luc.

Can ctr phép ly caa tha tuc hanh chinh:

- Luat Giam dinh tu phap nam 2012;

- Luat sé 56/2020/QH14 ngay 10/6/2020 cua Qudc hoi khda XIV sira doi, bo
sung mot sb diéu caa Luat Giam dinh tu phép;

- Nghi dinh s6 85/2013/NB-CP cua Chinh pha quy dinh chi tiét va bién phép thi
hanh Luat Giam dinh tu phap.;

- Nghi dinh s6 157/2020/ND-CP ngay 31/12/2020 caa Chinh phu sira doi, b
sung mot sé diéu caa Nghi dinh sb 85/2013/NB-CP ngay 29/7/2013 caia Chinh phu
quy dinh chi tiét va bién phéap thi hanh Luat Giam dinh tu phap.

6. Thay déi, bo sung linh vie giam dinh ciia Vin phong giam dinh tw phap

Trinh tw thl.l’C hién:

Van phong gidm dinh tu phép thay doi, b6 sung linh vyc giam dinh phai c6 don
gui den S& Tu phap noi Van phong giam dinh tu phap da dang ky hoat dong kém theo
dé an vé viéc thay d6i, bd sung linh vire giam dinh quy dinh tai Dlem b Khoan 3 Diéu
17 Nghi dinh sé 85/2013/ND-CP cua Chinh phu quy dinh chi tiét va bién phap thi
hanh Luat Giam dinh tu phap.
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Ho so nop tai Trung tdm Phuc vu hanh chinh céng tinh Ha Nam hoic qua dich
vu buu chinh hoic truc tuyén tai dia chi: motcua.hanam.gov.vn.

Truong hop ndp hd so truc tuyén thi ngudi c6 yéu cau chuan bi hd so nhung
khdng phai chuang thuc, tat ca duoc scan hoic chup tir ban chinh va giri bang tai khoan
d3 dwoc ding ky str dung dich vu ndy. Hé théng s& tu dong thong bao két qua tiép
nhan (Kém ma ho so) thong qua tai khoan, sé dién thoai da duoc dang ky.

Trong thoi han 10 ngay, ké tir ngay nhan duoc hd so hop 1é cua Vin phong
giam dinh tu phap xin thay doi, bd sung linh vuc giam dinh, Giam déc S¢ Tu phap
xem Xét, tham dinh, thong nhat y kién véi nguoi dimg dau co quan chuyén mén thudc
Uy ban nhan dan tinh quan 1y linh vuc gidm dinh tu phap, trinh Chu tich Uy ban nhan
dan tinh xem xét, quyét dinh.

Trong thoi han 15 ngay, ké tir ngdy S¢ Tu phép trinh hd so, Chu tich Uy ban
nhan dan tinh xem xét, quyét dinh cho phép thay doi, bo sung linh vuc giam dinh.
Truong hop khéng cho phép thay doi, bd sung linh vuc giam dinh thi phai thong bao
bang vin ban va néu rd ly do.

Trong thoi han 01 nam, ké tir ngay dugc Chu tich Uy ban nhan dan tinh quyét
dinh cho phép thay ddi, bd sung linh vuc giam dinh, Van phong giam dinh tu phap
thuc hién dang ky noi dung thay di, bo sung tai S& Tu phap; qua thdi han néu trén,
Vin phong giam dinh tu phap khong thuc hién ding ky thay d6i, bd sung linh vuc
giam dinh thi quyét dinh cho phép thay di, bo sung linh vuc giam dinh hét hiéu lyc.

-Nhan két qua:

+ Truong hop hd so nop truc tiép thi to chirc, ca nhan mang theo phiéu hen dén
nhan két qua tai Trung tdm Phuc vu Hanh chinh cong tinh Ha Nam hodc nh 4n qua hé
théng buu chinh (néu cd nhu cau).

+ Trudng hop lya chon ndp hd so va tra két qua qua hé  thong buu chinh thit 6
chuc, c4 nhan nhan két qua qua hé thong buu chinh.

+ Trudng hop hd so nop truc tuyén thi té chirc, ca nhan khi dén nhan két qua s&
ky vao miu don, t& khai va mang theo ban gdc dé di chiéu véi gidy to c6 lién quan da
duogc giri truc tuyén.

Céch thirc thuc hién: Nop ho so truc tiép hodc qua d ich vu buu chinh hoic
truc tuyén.

Thanh phan hé so:

- Pon xin phép thay d6i, b6 sung linh vuc giam dinh;

- Pé n vé viéc thay doi, bo sung linh vuc giam dinh, trong d6 néu rd diéu kién
vé nhan lyc, co s vat chat, trang thiét bi, phuong tién giam dinh theo quy dinh cua b,
co quan ngang b quan ly chuyén mon vé linh vuc giam dinh va ké hoach trién khai
thuc hién phi hop véi viéc thay doi, b6 sung linh vic giam dinh;

- Ban sao quyét dinh b6 nhiém giam dinh vién tu phap phu hop voi viéc thay
d6i, bd sung linh vuc giam dinh;

- Quyét dinh cho phép thanh lap Van phong giam dinh tu phap da duoc cap.

S6 lwong ho so: 01 bo

Thai han giai quyét:

Trong thoi han 10 ngay, ké tir ngay nhan duoc hod so hop 1é cua Vin phong
giam dinh tu phap xin thay doi, bé sung linh vuc giam dinh, Giam doc S& Tu phap
xem xét, thim dinh, thong nhat ¥ kién véi nguoi ding dau co quan chuyén mén cua
Uy ban nhan dan c4p tinh quan 1y linh virc giam dinh tu phap, trinh Chu tich Uy ban
nhan dan cap tinh xem xét, quyét dinh.
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Trong thoi han 15 ngay, ké tir ngay S¢ Tu phép trinh hd so, Chu tich Uy ban
nhan dan cip tinh xem xét, quyét dinh cho phép thay ddi, bd sung linh vuc giam dinh.
Trudng hop khong cho phép thay d6i, bd sung linh vuc giam dinh thi phai théng bao
bang van ban va néu rd ly do.

Péi twong thuc hién thi tuc hanh chinh: Té chic.

Co quan giai quyét thi tuc hanh chinh: Uy ban nhan dan cap tinh.

Két qua thyc hién thi tuc hanh chinh: Vin phong giam dinh tu phap duoc bo
sung thém linh vuc gidm dinh tu phap.

Phi, 1€ phi: Khéng

Tén miu don, mau to khai: Khong.

Y&u céu, diéu kién thuc hién thi tuc hanh chinh: Khéng.

Can cr phép ly caa tha tuc hanh chinh:

- Luat Giam dinh tu phép nam 2012;

- Luat sé 56/2020/QH14 ngay 10/6/2020 cua Qudc hoi khoa XIV sira doi, bd
sung mot sé diéu cua Luat Giam dinh tu phap;

- Nghi dinh s6 85/2013/ND-CP cua Chinh phi quy dinh chi tiét va bién phép
thi hanh Luat Giam dinh tu phap.;

- Nghi dinh s 157/2020/ND-CP ngay 31/12/2020 cua Chinh phu sira doi, bd
sung mot s6 diéu caa Nghi dinh s6 85/2013/NB-CP ngay 29/7/2013 cua Chinh phu
quy dinh chi tiét va bien phap thi hanh Luat Giam dinh tu phép.

7. Chuyén d6i loai hinh Vin phong giam dinh tw phap

Trinh ty thuc hién:

Vin phong giam dinh tu phap c¢6 nhu cau chuyén doi loai hinh hoat dong tir
doanh nghiép tu nhan sang cong ty hop danh va nguoc lai phai c6 hd so dé& nghi
chuyén d6i giri S6 Tu phép, noi dang ky hoat dong.

Ho so nop tai Trung tdm Phuc vu hanh chinh céng tinh Ha Nam hoic qua dich
vu buu chinh hoac truc tuyén tai dia chi: motcua.hanam.gov.vn.

Truong hop ndp hd so truc tuyén thi ngudi c6 yéu cau chuan bi hd so nhung
khong phai ching thuc, tat ca duoc scan hoic chyp tir ban chinh va giri bang tai khoan
d3 duoc ding ky str dung dich vu nay. Hé théng s& tu dong thong bao két qua tiép
nhan (Kém ma hé so) thong qua tai khoan, sé dién thoai da duoc dang ky.

Trong thoi han 03 ngay lam viéc, ké tir ngay nhan da ho so hop Ié cia Vin
phong giam dinh tu phap, S& Tu phap trinh Chu tich Uy ban nhan déan tinh xem xét,
quyét dinh cho phép chuyén d6i loai hinh Vin phong giam dinh tu phap. Trong truong
hop tir chéi phai théng bao bang vian ban va néu rd ly do.

Trong thoi han 10 ngay lam viéc, ké tir ngay nhan duoc vin ban dé nghi cua So
Tu phap, Chu tich Uy ban nhan dan tinh xem xét, quyét dinh cho phép chuyén déi loai
hinh Vin phong giam dinh tu phap. Trong trudng hop tir chdi phai théng bao bang vin
ban va néu rd ly do.

Trong thoi han 15 ngay, ké tir ngay nhan dugc quyét dinh cho phép chuyén doi,
Van phong giam dinh tu phap phai dang ky hoat dong tai So Tu phap. Khi dang ky,
Van phong phai c6 don dang ky hoat dong, ban sao quyét dinh cho phép chuyén doi
loai hinh Van phong va gidy to chimg minh c6 du diéu kién bao dam hoat dong cua
Vién phong gidm dinh tu phap theo Pé an chuyén doi loai hinh hoat dong.

-Nhan két qua:
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+ Trudng hop hd so nop truc tiép thi to chuc, ca nhan mang theo phiéu hen dén
nhan két qua tai Trung tdm Phuc vu Hanh chinh c6ng tinh Ha Nam hoic nh 4n qua hé
théng buu chinh (néu cé nhu cau).

+ Truong hop lua chon ndp ho so va tra két qua qua hé thong buu chinh thit 6
chuc, c4 nhan nhan két qua qua hé théng buu chinh.

+ Truong hop hd so ndp truc tuyén thi to chic, ca nhan khi dén nhan két qua sé
ky vao miu don, t& khai va mang theo ban goc dé di chiéu véi gidy to c6 lién quan da
duoc giri truc tuyén.

Céch thikc thuc hién: Nop hd so truc tiép hodc qua d ich vu buu chinh hodc
truc tuyén.

Thanh phan hé so: Hd so dé nghi chuyén doi loai hinh hoat dong cua Van
phong giam dinh tu phap gom co:

- Pon dé nghi chuyén doi;

- B¢ &n chuyén dbi loai hinh hoat dong, trong dé néu 13 1y do chuyén doi, tinh
hinh t6 chac va hoat dong cua Van phong giam dinh tu phap tinh dén ngay dé nghi
chuyen doi, dy kién vé t6 chuc, tén goi, dia diém dat tru so, nhan sy, diéu kién vat
chat, trang thiét bi, phuong tién gidam dinh;

- Ban sao quyét dinh bd nhiém giam dinh vién tu phéap 13 thanh vién hop danh
cua Van phong;

- Quyét dinh cho phép thanh lap Vin phong;

- Dy thao Quy ché méi vé t6 chtic, hoat dong cua Vin phong.

S6 hrgng ho so': 01 bo

Thoi han giai quyét:

Trong thoi han 03 ngay lam viéc, ké tir ngay nhan da hd so hop Ié cia Vin
phong giam dinh tu phap, S& Tu phap trinh Chu tich Uy ban nhan dan tinh xem xét,
quyét dinh cho phép chuyén d6i loai hinh Van phong giam dinh tu phép.

Trong thoi han 10 ngay lam viéc, ké tir ngay nhan duoc vian ban dé nghi cua So
Tu phap, Chi tich Uy ban nhan dan tinh xem xét, quyét dinh cho phép chuyén déi loai
hinh Van phong giam dinh tu phép.

Péi twong thuc hién thii tuc hanh chinh: To chic.

Co quan giai quyét thi tuc hanh chinh: Uy ban nhan dan tinh.

Két qua thyc hién tha tuc hanh chinh: Vin phong giam dinh tu phap duoc
phép chuyén doi loai hinh.

Phi, 1€ phi: Khéng

Tén miu don, miu to khai:Khong

Y&u cau, diéu kién thuc hién thi tuc hanh chinh: Khong

Can cw phéap ly cia thia tuc hanh chinh:

- Luat Giam dinh tu phép nam 2012;

- Luat sb 56/2020/QH14 ngay 10/6/2020 cua Qudc hoi khda XIV sira ddi, bd
sung mot sé diéu cua Luat Giam dinh tu phap;

- Nghi dinh s6 85/2013/ND-CP cua Chinh phi quy dinh chi tiét va bién phép
thi hanh Luat Giam dinh tu phap;

- Nghi dinh s6 157/2020/ND-CP ngay 31/12/2020 caa Chinh phu sira doi, b
sung mot s diéu caa Nghi dinh s6 85/2013/NB-CP ngay 29/7/2013 cua Chinh phu
quy dinh chi tiét va bién phéap thi hanh Luat Giam dinh tu phap.
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8. CAp lai Gidy ding ky hoat déng ciia Vin phong giam dinh tw phap trong
trwong hop thay ddi tén goi, dia chi tru sé, nguwoi dai dién theo phap luat, danh
sach thanh vién hgp danh caa Van phong giam dinh tw phap

Trinh ty thuc hién:

Trong thoi han 05 ngay lam viécké tir ngay thay doi tén goi, dia chi tru so,
nguoi dai dién theo phap luat cua Van phong, danh sach thanh vién hop danh, Van
phong gidm dinh tu phap phai gui don dé nghi cap lai Gidy dang ky hoat dong kém
theo Glay dang ky hoat dong cii dén S& Tu phap, noi di dang ky hoat dong.

Ho so ndp tai Trung tdm Phuc vu hanh chinh cdng tinh Ha Nam hoic qua dich
vu buu chinh hoac truc tuyén tai dia chi: motcua.hanam.gov.vn.

Truong hop ndp hd so truc tuyén thi ngudi c6 yéu cau chuan bi hd so nhung
khong phai ching thuc, tat ca duoc scan hodc chyp tir ban chinh va giri bang tai khoan
da duoc dang ky sir dung dich vu nay. Hé théng s& tu dong thong bao két qua tiép
nhan (Kém ma hé so) thong qua tai khoan, sé dién thoai da duoc dang ky.

Trong thoi han 02 ngay 1am viéc, ké tir khi nhan duoc hd so hop 18 cua Vin
phong giam dinh tu phap xin thay doi tén goi, dia chi tru s, ngudoi dai dién theo phap
luat, danh séch thanh vién hop danh, Sé Tu phap c6 trach nhiém xem xét, cap lai Giay
ding ky hoat dong cho Vin phong giam dinh tu phap. Trudng hop khong cap lai Gidy
dang ky hoat dong thi phai théng bao bang vin ban va néu ré ly do.

-Nhan két qua:

+ Trudng hop hd so nop truc tiép thi to chuc, c& nhan mang theo phiéu hen dén
nhan két qua tai Trung tdm Phuc vu Hanh chinh cong tinh Ha Nam hodc nh 4n qua hé
théng buu chinh (néu cé nhu cau).

+ Truong hop lwa chon ndp ho so va tra két qua qua hé théng buu chinh thit 6
chirc, ca nhan nhan két qua qua hé théng buu chinh.

+ Trudng hop hd so nop truc tuyén thi té chirc, ca nhan khi dén nhan két qua s&
ky vao miu don, to khai va mang theo ban goc dé dbi chiéu véi gidy to c6 lién quan da
duoc giri truc tuyén.

Céch thirc thuc hién: Nop ho so truc tiép hodc qua d ich vu buu chinh hoic
tryc tuyén.

Thanh phan hd so:

- Pon dé nghi cap lai Gidy dang ky hoat dong;

- Giay ding ky hoat dong cil.

S6 lwong ho so: 01 bo

Thai han giai quyét: 02 ngay lam viéc,ké tir khi nhan duoc hd so hop 8.

Poi twong thuc hién thia tuc hanh chinh: T6 chuc.

Co quan giai quyét thii tuc hanh chinh: S Tu phap.

Két qua thuc hién tha tuc hanh chinh: Vin phong giam dinh tu phap duoc
cap lai Giay ding ky hoat dong.

Phi, 1€ phi: Khéng

Tén miu don, mau té khai: Khong

Y&u cau, diéu kién thuc hién thi tuc hanh chinh: Khong

Can cw phéap ly cia tha tuc hanh chinh:

- Luat Giam dinh tu phép nam 2012;

- Luat s6 56/2020/QH14 ngay 10/6/2020 cua Qudc hoi khoaXIV sta doi, bd
sung mot sé diéu cua Luat Giam dinh tu phap;

- Nghi dinh s6 85/2013/ND-CP cua Chinh phu quy dinh chi tiét va bién phép
thi hanh Luat Giam dinh tu phap;
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- Nghi dinh 6 157/2020/ND-CP ngdy 31/12/2020 cua Chinh phu sira doi, bo
sung mot so dieu cua Nghi dinh so 85/2013/ND-CP ngay 29/7/2013 cua Chinh phu
quy dinh chi tiét va bién phap thi hanh Luat Giam dinh tu phap.

9. Cap lai Gidy ding ky hoat dong ciia Viin phong giam dinh tu phap trong
truong hop Gidy ding ky hoat dong bi hw héng hoic bi mat

Trinh ty thuc hién:

Vin phong giam dinh tu phap phai giri don dé nghi cip lai Gidy ding ky hoat
dong dén S& Tu phap noi di ding ky hoat dong va chirng minh vé viéc Gidy dang ky
hoat dong d3 bi hu hong hoic bi mat.

Ho so nop tai Trung tdm Phuc vu hanh chinh céng tinh Ha Nam hoic qua dich
vu buu chinh hoic truc tuyén tai dia chi: motcua.hanam.gov.vn.

Truong hop nop hod so truc tuyén thi ngudi c6 yéu cau chuan bi hd so nhung
khdng phai chung thuc, tat ca duoc scan hoic chup tir ban chinh va giri bang tai khoan
da duoc dang ky st dung dich vu nay. Hé théng s& tu dong thong bao két qua tiép
nhan (Kém ma hé so) thong qua tai khoan, sé dién thoai da duoc dang ky.

Trong thoi han 02 ngay lam viéc, ké tir ngay nhan duoc hd so hop 1, S¢ Tu
phép c6 trach nhiém xem xét, cap lai Gidy dang ky hoat dong cho Vian phong giam
dinh tu phap. Truong hop khdng cap lai Gidy ding ky hoat dong thi phai théng bao
bang vin ban va néu rd ly do.

-Nhan két qua:

+ Truong hop hd so ndp truc tiép thi to chirc, ca nhan mang theo phiéu hen dén
nhan két qua tai Trung tdm Phuc vu Hanh chinh cong tinh Ha Nam hodc nh 4n qua hé
théng buu chinh (néu cd nhu cau).

+ Truong hop lwa chon ndp hd so va tra két qua qua hé théng buu chinh thit 6
chuc, c4 nhan nhan két qua qua hé thong buu chinh.

+ Trudng hop hd so nop truc tuyén thi té chirc, ca nhan khi dén nhan két qua s&
ky vao miu don, t& khai va mang theo ban gdc dé di chiéu véi gidy to c6 lién quan da
duogc giri truc tuyén.

Céch thirc thuc hién: Nop ho so truc tiép hodc qua d ich vu buu chinh hoic
truc tuyén.

Thanh phan hé so:Don dé nghi cap lai Gidy dang ky hoat dong.

S6 lwong ho so: 01 bo

Thai han giai quyét:02 ngay lam viéc, ké tir ngay nhan duoc hé so hop 1é.

Péi twong thuc hién tha tuc hanh chinh: Té chuec.

Co quan giai quyét thii tuc hanh chinh: S Tu phap.

Két qua thuc hién thi tuc hanh chinh: Van phong giam dinh tu phap dugc
cap lai Giay ding ky hoat dong.

Phi, I¢ phi: Khong

Tén miu don, mau té khai: Khong

Yéu cau, diéu kién thuc hién thi tuc hanh chinh: Khong

Can cr phép ly caa tha tuc hanh chinh:

- Luat Giam dinh tu phép nam 2012;

- Luat sé 56/2020/QH14 ngay 10/6/2020 cua Qudc hoi khoa 1VX sira doi, bd
sung mot s6 diéu cua Luat Giam dinh tu phép;

- Nghi dinh s6 85/2013/ND-CP cua Chinh phu quy dinh chi tiét va bién phép
thi hanh LuatGiam dinh tu phap;
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- Nghi dinh 6 157/2020/ND-CP ngdy 31/12/2020 cua Chinh phu stra doi, bo
sung mot so dieu cua Nghi dinh so 85/2013/ND-CP ngay 29/7/2013 cua Chinh phu
quy dinh chi tiét va bién phap thi hanh Luat Giam dinh tu phap.

V. LINH VUC TRQ GIUP PHAP LY

1. Thii tuc lya chon, ky hop ddng véi Luat sw

Trinh ty thuc hién:

- Cian ctr vao ngudn luc trg giup phap 1y tai dia phuong, Trung tim tro gitp
phép 1y nha nudc (sau day goi 1a Trung tdm) danh gia kha ning dap tmg nhu cau trg
gitip phap 1y ciia Trung tam dé du kién s luong luat su ky hop dong thuc hién tro gitp
phap ly (sau day goi la luat su).

- Giam déc Trung tdim quyét dinh thanh 14p T6 danh gia ho so lya chon lut su.

- Thong bao lya chon luat su dugc dang tai trén Trang thong tin dién tir cia So
Tu phéap dia phuong (téi thiéu 14 05 ngay lam vigc) gd6m nhirng ndi dung: sé luong luat
su dy kién lya chon; diéu kién ky hop dong thue hién trg giup phap ly; cach thue, tiéu
chi, thang bang diém danh gia ho so; yéu cau vé hd s0; dia diém, thoi han nop hd so;
du thao hop ddng thuc hién tro gitip phap 1y; cac yéu cau khac (néu co).

- Trén co s& thong bao lya chon luat su, luat su ndp hd so vé tai Trung tam phuc
vu hanh chinh cong tinh Ha Nam hodc qua dich vu buu chinh hoac truc tuyén tai dia
chi: motcua.hanam.gov.vn(thdi han ndp hd so duoc quy dinh cu thé trong thong béo
Ira chon luat su; bao dam thoi han t6i thiéu 1a 20 ngay, t6i da khong qua 30 ngay ké tur
ngay thong bao duoc dang tai).

Truong hop ndp ho so truc tuyén thi nguoi ¢6 yéu cau chudn bi hd so nhung khong
phai chimg thuc, tat ca duoc scan hodc chup tir ban chinh va guri bang tai khoan da dugc dang
ky sir dung dich vy nay. H¢ thong s& tu dong thong bao két qua ti€p nhén (Kém ma ho
so) thong qua tai khoan, s6 dién thoai da duoc dang ky.

- To danh gia ludt sw hoan thanh viéc danh gia trong thoi han 03 ngay ké tir
ngay hét han nép ho so. Treong hop can thiét, c6 thé kéo dai thoi gian danh gia
nhung khong qua 03 ngay lam viéc.

- Trung tam co trach nhiém thong bao két qua lya chon dén cac luat su da nop
hd so. Luat su phai c6 s6 diém danh gia tir 50 diém trd 1én va duoc lya chon theo thir
tur tir cao xudng thap dén du s6 luong duy kién lya chon.

- Trong thoi han 10 ngay ké tur ngay thong bao, luat su dugc lya chon c6 trach
nhiém ky hop dong v&i Trung tam, trir trieong hop c6 1y do chinh dang thi c6 thé kéo
dai nhung khdng qua 15 ngay ké tir ngdy nhdn duoc thong bdo. Qua thoi han trén ma
luat su duoc lwa chon khong ky hop dong thi Trung tdm thong bao dé ky hop dong véi
luat su c¢6 sb diém cao ké tiép (néu con).

Cach thirc thue hién:

Nop hd so truc tiép hodac qua dich vu buu chinh hodéc truc tuyén (truong hop
luat su ndp hod so truc tuyén thi khi dén ky hop dong véi Trung tam, luat su phai nop
day da ho so theo quy dinh tai Khoan 3, Piéu 1 Thong tu s6 03/2021/TT-BTP ngay
25/5/2021 cua Bo truong Bo Tu phap).

Thanh phan hd so:

- Gidy dé nghi tham gia lwa chon Ky hop dong thwc hién tro givip phdp Iy, trong
do co néu ro viéc dap ung cdc diéu kién theo quy dinh tqi khoan 3 Piéu 14 Ludt Tro
givip phdp Iy va gidi thiéu vé qud trinh hanh nghé cia ludt sw, vu viéc tham gia té
tung; kinh nghiém tham gia tro givip phdp 1y (néu c6);

- Ban sao the ludt su;

- Cdc tai liéu khac theo thong bao lya chon ludt sw (néu co).
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S6 lwong ho so: 01 bd.

Thoi han giai quyét hd so:

- Trong thoi han 03 ngay ké tir ngay het han nép hé so, T6 danh gid ludt siw
phdi hoan thanh viéc danh gid. Truong hop cdn thiét, c6 thé kéo dai thoi gian danh
gia nhung khong qud 03 ngay lam viéc.

- Trung tam c6 trach nhiém thong bao két qua lya chon dén cac luat su da nop
hd so. Trong thoi han 10 ngay ké tir ngay théng béo, luat su duoc lwa chon cé trach
nhiém ky hop ddng véi Trung tam, trir trwong hop cé 1y do chinh dang thi cé thé kéo
dai nhung khéng qué 15 ngdy ké tir ngdy nhdn dwoc théng bdo.

Poi twong thue hién thii tuc hanh chinh: Luat su tham gia lya chon ky hop
d6ng thuc hién tro gitp phap 1y v6i Trung tam.

Co quan giai quyét thii tuc hanh chinh: Trung tim tro gitp phéap 1y nha nude
tinh Ha Nam.

Két qua thwe hién thi tuc hanh chinh: Hop dong thuc hién trg gitp phap 1y
gitra Trung tam va luét su.

Phi, I¢ phi: Khong.

Yéu ciu diéu kién thyc hién thi tuc hanh chinh:

- Luat su c¢6 da diéu kién quy dinh tai Khoan 3 Diéu 14 Luat Tro giup phap 1y.
Cu the:

+ Khong dang trong thoi gian thi hanh quyét dinh xir phat vi pham hanh chinh
trong hoat dong hanh nghé luat su;

+ Khong bi cdm hanh nghé hodc bi han ché hoat dong nghé nghiép theo quyét
dinh ctia co quan c6 tham quyén;

+ Khéng dang bi truy ctru trach nhiém hinh su;

+ Pugce sy dong ¥ bang van ban cia to chirc hanh nghé luat su noi luat su dang
1am viéc hodc co quan, to chirc ma luat su ky két hop dong lao dong.

- Luat su da thuc hién hanh vi bi nghiém cam quy dinh tai khoan 1 Piéu 6 cia
Luat Tro giup phéap 1y thi khong duoc lua chon, ky két hop dong thuc hién tro giup
phap 1y trong thoi gian it nhét 1a 02 nam ké tir ngay c6 két luan vi pham. Cu thé:

+ Xam pham danh du, nhan phiam, quyén va loi ich hop phap ciia ngudi duoc
trg gitip phap 1y; phan biét ddi xir ngudi dugc trg gitip phap ly;

+ Nhan, doi hoi bat ky mot khoan tién, loi ich vat chat hodc loi ich khéac tir
nguoi duge tro giiip phap ly; sach nhiéu ngudi dugce tro gitip phap ly;

+ Tiét 16 thong tin vé vu viée tro gitp phap ly, vé nguoi duge trg giup phap ly,
trir trudng hop ngudi duoc trg giup phap 1y dong ¥ bang vin ban hoic luat co quy dinh
khac;

+ Tur chéi hodc khong tiép tuc thuc hién tro giup phap ly, trir truong hop quy
dinh tai Luat nay va quy dinh cta phép luat vé to tung;

+ Lot dung hoat dong tro giup phap Iy dé truc loi, ~xam pham qudc phong, an
ninh quéc gia, gay mat trat ty, an toan xa hoi, anh huéng xau dén dao dirc xa hoi;

+ Xui giuc, kich dong nguoi dugce tro gitip phap ly cung cap thong tin, tai liéu
sai su that, khleu nai, to cao, khoi kién trai phap luat.

Tén miu don, miu t& khai: Chua quy dinh

Can cu phap ly:

- Luat Tr¢ gitp phap ly ndm 2017;

- Thong tu s6 08/2017/TT-BTP ngay 15/11/2017 cia Bo truéng Bd Tu phap
quy dinh chi tiét mot s6 diéu cia Luat Tro gitp phap 1y va huéng din gidy to trong
hoat dong tr¢ giap phap ly.


https://thuvienphapluat.vn/van-ban/dich-vu-phap-ly/thong-tu-08-2017-tt-btp-huong-dan-luat-tro-giup-phap-ly-giay-to-tro-giup-phap-ly-371153.aspx
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- Thong tu s6 03/2021/TT-BTP ngay 25/5/2021 ciia B truéng B Tw phdp sira
d6i, b6 sung mot sé diéu ciia Thong tur s6 08/2017/TT BTP ngay 15/11/2017 cua Bo
truong Bo Tu phap quy dinh chi tiét mét sé diéu cia Ludt Tro giup phap Iy va hl/t’O’I’lg
dan gidy to trong hoat dong tro gitip phdp ly; Thong tu so 12/2018/TT-BTP ngay
28/8/2018 cua B9 truong Bo Tu phap huwong dan mét s6 hoat dong nghiép vu tro giiip
phdp Iy va quadn Iy chat eong vu viéc tro gitip phdp Iy.

2. Thii tuc lra chon, Ky hop dong véi to chire hanh nghé luét sw, té chirc tw
van phap luat

Trinh tw thywe hién:

- Can cur vao tinh hinh thye tién dia phuong, S6 Tu phap danh gia kha nang dap
mg nhu cau tro gitip phap 1y cia Trung tam dé du kién sb luong t6 chie ky hop dong
thuc hién tro giap phap 1y (sau day goi la t6 chic).

- Giam d6c S¢ Tu phap quyét dinh thanh 1ap T danh gia hd so lya chon to
chuec.

- Thong bao Iya chon to chirc duoc dang tai trén Trang thong tin dién tir cia S&
Tu phap dia phuong (t6i thleu 1a 05 ngay lam viéc) gom nhirng ndi dung: s6 lugng to
chtrc hanh nghé luét su, to chtrc tu van phap luat du kién Iya chon; diéu kién ky hop
dong thue hién trg grip phap ly; cach thie, ti€u chi, thang bang diém danh gia ho so;
yéu cau vé hd so; dia diém, thoi han ndp ho so; du thao hop dong thuc hién tro gitp
phap 1y; cac yéu cau khac (néu co).

- Trén co sé thong bao lya chon t6 chur, to chuc nop ho so Trung tdm phuc vu
hanh chinh cong tinh Ha Nam hodc qua dich vu buu chinh hoac truc tuyén tai dia chi:
motcua.hanam.gov.vn (thoi han ndp ho so quy dinh tai thong bado lya chon td chuc;
bao dam thoi han t6i thiéu 1a 20 ngay, t6i da khong qua 30 ngay ké tir ngay thong bao
duoc dang tai).

Trudng hop ndp hd so truc tuyén thi nguodi co yéu cau chuan bi hd so nhung
khong phai chimg thue, tat ca duge scan hodc chup tir ban chinh va guri bang tai khoan
da duoc dang ky sir dung dich vu nay. Hé thong sé ty dong thong bao két qua tiép
nhan (Kém md hé so) thong qua tai khoan, s6 dién thoai da dugc ding ky.

- T6 danh gid hoan thanh viéc danh gid trong thoi han 03 ngay ké tir ngay hét
han ndp ho so. Trwong hop can thiét, c6 thé Kéo dai thoi gian ddnh gid nhung khong
qua 03 ngay lam viéc.

- S& Tu phap c6 trach nhiém thong bao két qua lua chon dén cac t6 chirc da ndp
ho so. T chirc phai co s6 diém danh gia tir 50 diém tré 1én va dugc lya chon theo thir
tu tur cao xuéng thép dén du sb lugng du kién lva chon.

- Trong thoi han 10 ngay ké tir ngdy nhan duoc thong bao, to chirc duoc Iya
chon ¢o trach nhiém ky hop dé)ng véi So Tu phép, truong hop co Iy do chinh dang thi
c6 thé kéo dai nhung khong co 15 ngay ké tir ngdy nhan dwgc thong bao. Qua thoi han
trén ma to chire dugc lya chon khong ky hop dong thi S& Tu phép thong bao dé ky
hop dong véi to chirc ¢6 s6 diém cao ké tiép (néu con).

Cach thirc thue hién:

Nop hd so truc tiép hoic qua dich vu buu chinh hoic tryc tuyén  (trudng hop t6
chirc ndp hd so truc tuyénthi khi dén ky hop dong v6i S¢ Tu phap, t6 chirc phai nop
day du hod so theo quy dinh tai khoan 6, Diéu 1 Théng tu sb 03/2021/TT-BTP ngay
25/5/2021 cua Bo trudng BO Tu phap).

Thanh phan ho so:


https://thuvienphapluat.vn/van-ban/dich-vu-phap-ly/thong-tu-03-2021-tt-btp-sua-doi-thong-tu-08-2017-tt-btp-huong-dan-luat-tro-giup-phap-ly-477846.aspx
https://thuvienphapluat.vn/van-ban/dich-vu-phap-ly/thong-tu-08-2017-tt-btp-huong-dan-luat-tro-giup-phap-ly-giay-to-tro-giup-phap-ly-371153.aspx
https://thuvienphapluat.vn/van-ban/dich-vu-phap-ly/thong-tu-12-2018-tt-btp-huong-dan-hoat-dong-nghiep-vu-quan-ly-chat-luong-vu-viec-tro-giup-phap-ly-381312.aspx
https://thuvienphapluat.vn/van-ban/dich-vu-phap-ly/thong-tu-03-2021-tt-btp-sua-doi-thong-tu-08-2017-tt-btp-huong-dan-luat-tro-giup-phap-ly-477846.aspx
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- Gidy dé nghi tham gia lya chon ky hop dong thwce hién tro gitip phdp 1y, trong
do néu ro viéc dap ing cdc dieu kién quy dinh tai khoan 2 Piéu 14 Ludt Tro giip phap
Iy va gici thiéu vé té chirc, hoat dong cua to chirc tham gia lwa chon ky hop dong thuc
hién tro' givip phdp 1y, néu ré 6 ludt su, s6 tw van vién phdp ludt lam viéc tai té chirc;
vu viéc tham gia t6 tung; kinh nghiém tham gia tro gitip phdp Y (néu co);

- Ban sao Gidy déing Ky hoat déng;

- Cdc tai liéu khdc theo théng bdo lwa chon té chirc (néu co).

S6 lwong ho so: 01 bd.

Thoi han giai quyét hd so:

- Trong thoi han 03 ngay ké tir ngay het han ngp hé so, Té ddanh gid té chirc
phdi hoan thanh viéc danh gia. Truong hop can thiét, cé thé kéo dai thoi gian ddnh
gia nhung khéng qua 03 ngay lam viéc.

- S& Tu phap c6 trach nhiém thong bao két qua lya chon dén cac to chitc da nop
hd so. Trong thdi han 10 ngay ké tir ngdy thong bao, t6 chic duoc Iya chon co trach
nhiém ky hop dong voi Sé Tu phép, trir truong hop ¢6 Iy do chinh dang thi ¢é thé kéo
dai nhung khéng qua 15 ngay ké tir ngay nhdn dwoc théng bao.

Poi twong thuce hién thii tuc hanh chinh: T4 chirc hanh nghé luét su, to chic
tu van phép luat tham gia lya chon ky hop ddng thuc hién tro gitip phép 1y.

Co quan giai quyét thii tuc hanh chinh: S¢ Tu phap tinh Ha Nam.

Két qua thuc hién thi tuc hanh chinh: Hop dong thuc hién tro giup phap 1y
giita S& Tu phép va to chirc hanh nghé luat su, t6 chirc tu van phap luat.

Phi, I¢ phi: Khong

Yéu cau diéu kién thye hién thi tuc hanh chinh:

- T6 chirc ¢6 nguyén vong va cé du diéu kién theo quy dinh tai khoan 2 Piéu 14
ctia Luat Tro gitip phap 1y. Cu thé:

+ C¢6 linh vyc dang ky hoat dong phu hgp voi linh vuc trg giap phap ly theo
quy dinh cua Luat trg giup phép 1y;

+ La t6 chirc hanh nghé luét su; to chirc tu van phap ludt co it nhat 01 tu van
vién phép luat c6 02 nam kinh nghiém tu van phap luat tré 1€n hodc 01 luat su lam
viéc thuong xuyén tai to chuc;

+ C6 co s& vat chat phu hop voi hoat dong tro gitip phap 1y;

+ Khong dang trong thoi gian thi hanh quyét dinh xir phat vi pham hanh chinh
trong hoat dong hanh nghé luat su, tu van phap luat.

- T6 chirc da thuc hién hanh vi bi nghiém cam quy dinh tai khoan 1 Diéu 6 cua
Luat Tro giup phéap 1y thi khong duogc lwa chon, ky két hop dong thuc hién tro giup
phap 1y trong thoi gian it nhat 1a 02 nam ké tir ngay c6 két luan vi pham. Cu thé:

+ Xam pham danh du, nhan phim, quyén va loi ich hop phap ctia ngudi duoc
trg giup phap 1y; phan biét d6i xir ngudi dugce tro gitp phap 1y;

+ Nhan, doi hoi bat ky mot khoan tién, loi ich vat chat hodc loi ich khac tir
nguoi duoc trg gitip phép 1y; sach nhidu ngudi duoc trg gitp phap 1y;

+ Tiét 10 thong tin vé vu viéc trg gitip phép 1y, vé nguoi duoc trg giup phap 1y,
trir trudng hop ngudi duoc tro giup phap 1y dong ¥ bang van ban hoic luat co quy dinh
khac;

+ TU chdi hodc khong tiép tuc thyc hién tro giup phap 1y, trir trudng hop quy
dinh tai Luat nay va quy dinh cta phép luat vé to tung;

+ Lot dung hoat dong trg gitip phap Iy dé truc loi, ‘xam pham qudc phong, an
ninh quéc gia, gdy mat trat tur, an toan xa hoi, anh huong xau dén dao duc xa hoi;
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+ Xui giuc, kich dong nguoi dugce tro gitip phap ly cung cap thong tin, tai liéu
sai su that, khleu nai, to cao, khoi kién trai phap luat.

Tén méu don, miu té khai: Chua quy dinh

Can cw phap ly:

- Luét Tro gitp phap ly nam 2017;

- Thong tu s6 08/2017/TT-BTP ngay 15/11/2017 cua B trusng B Tu phap
quy dinh chi tiét mot sé diéu cua Luat Tro giup phap 1y va hudng din gidy to trong
hoat dong tr¢ gitip phap ly.

- Théng tw sé 03/2021/TT-BTP ngay 25/5/2021 cia Bé trudng Bé Tu phdp
sika doi, bo sung mét s6 diéu cia Thong tu s 08/2017/TT-BTP ngay 15/11/2017 cua
Bo truong Bo Tw phdap quy dinh chi tiét mot s6 diéu cia Ludt T ro giup phdp Iy va
huéng dan gidy to trong hoat déng tro- gitip phdp y; Thong tu s6 12/2018/TT-BTP
ngay 28/8/2018 cua Bo truong B Tu phdp hwong ddan mét sé hoat dong nghiép vu tro
givip phdp Iy va qudn 1y chat lwong vy viée tro givip phép 1y.

3. Thii tuc cAp thé cdng tic vién tro gitip phap ly

Trinh ty thuc hién:

- Ngudi co du tiéu chuan quy dinh tai khoan 2 Diéu 24 cua Luat Tro gitp phap
1y néu c6 nguyén vong lam cong tac vién trg gitip phap 1y (sau day goi chung 1a cong
tac vién) va nhét tri v4i cac ndi dung co ban ciia hop dong thyuc hién trg gitp phap ly
theo hudng dan ctia B6 Tu phap thi ndp hd so taiTrung tdm Phuc vu hanh chinh cong
tinh Ha Namhodc qua dich vu buu chinh hoac truc tuyén tai dia chi:
motcua.hanam.gov.vn.

Truong hop ndp hd so truc tuyén thi ngudi c6 yéu cau chuan bi hd so nhung
khong phai chimg thye, tat ca duge scan hodc chup tir ban chinh va guri bang tai khoan
da duoc dang ky str dung dich vu nay. Hé thong sé ty dong thong bao két qua tiép
nhan (Kém md hé so) thong qua tai khoan, s6 dién thoai da dugc dang ky.

- Trong thoi han 02 ngay 1am viéc ké tir ngay nhan dugc hd so, can cir vao nhu
cau trg giup phap 1y cta ngudi dan va diéu kién thuc té tai dia phuong, Giam dbc
Trung tdm lya chon ho so trinh Giam déc S& Tu phap xem xét cip thé cong tac vién.
Trudng hop hd so khong hop 1€ thi tra lai hd so cho ngudi nguoi dé nghi 1am cong tac
vién va thong bao rd 1y do bang vin ban.

- Trong thoi han 01 ngay 1am viéc ké tir ngay nhan dugc ho so hop 1& do Giam
dbc Trung tam trinh, Giam déc S& Tu phap xem xét, quyét dinh cap thé cong tac vién.
Truong hop tir chdi phai thong bao rd 1y do bang van ban cho nguoi dé nghi 1am cong
tac vién. Nguoi bi tir chdi c6 quyén khiéu nai doi véi viée tir chdi cap thé cong tac
vién. Viéc giai quyét khiéu nai dugc thuc hién theo quy dinh cta phéap luat vé khiéu
nai.

- Trong thoi han 30 ngay ké tir ngdy duoc cp thé, cong tdc vién tro gitip phdp
Iy c6 trach nhiém dén Trung tam dé Ky hop dong thye hién tro givp phap 1y, trir trieong
hop 6 Iy do chinh dang thi cO thé kéo dai nhung khéng qud 35 ngay ké tir ngay dwoc
cap the.

Cach thire thue hién:

Nop ho so truc tiép hodc qua dich vu buu chinh hoac tryc tuyén.

* Luu y: Viéc nop ho so dé nghi lam cong tac vién dugc thue hién nhu sau:

- Truong hop ndp truc tlep, ngudi dé nghi 1am cong tac nop cac gidy to: Pon dé
nghi lam cong tac vién; So yeu ly lich ca nhan c6 xac nhan cua Uy ban nhan dén xa,
phuong, thi trdn noi cu tra va 02 anh mau chan dung ¢& 2 cm X 3 cm; xuat trinh ban


https://thuvienphapluat.vn/van-ban/dich-vu-phap-ly/thong-tu-08-2017-tt-btp-huong-dan-luat-tro-giup-phap-ly-giay-to-tro-giup-phap-ly-371153.aspx
https://thuvienphapluat.vn/van-ban/dich-vu-phap-ly/thong-tu-03-2021-tt-btp-sua-doi-thong-tu-08-2017-tt-btp-huong-dan-luat-tro-giup-phap-ly-477846.aspx
https://thuvienphapluat.vn/van-ban/dich-vu-phap-ly/thong-tu-08-2017-tt-btp-huong-dan-luat-tro-giup-phap-ly-giay-to-tro-giup-phap-ly-371153.aspx
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chinh hodc ndp ban sao cé ching thuc gidy t& chimg minh 1a nguoi da nghi huu theo
quy dinh;

- Trudng hop gui hd so qua dich vu buu chinh, ngudi dé nghi 1am cong tac vién
guri cac gidy to: Pon dé nghi lam cong tac vién; So yéu 1y lich c4 nhan c6 xac nhan cia
Uy ban nhan dan x4, phuong, thi tran noi cu tri va 02 anh mau chan dung ¢& 2 cm x 3
cm, ban sao ¢6 ching thuc gidy to chimg minh 14 ngudi da nghi huu theo quy dinh;

- Truong hop guri qua fax, hinh thirc dién tir, nguoi dé nghi lam cong tac vién
guri cac gidy to: Don dé nghi lam cong tac vién; Gidy to ching minh 13 nguoi da nghi
huu theo quy dinh; So yéu Iy lich ca nhan c6 xac nhén cua Uy ban nhdn dan x3,
phuong, thi tran noi cu tri va 02 anh mau chan dung ¢& 2 cm X 3 cm dén Trung tam.

Thanh phan ho so:

- Pon dé nghi 1am cong tac vién tro gitip phap 1y theo mAu ban hanh kém theo
Thong tu s6 08/2017/TT-BTP (Mau TP-TGPL - 10);

- Gidy to ching minh 1 nguoi da nghi huu theo quy dinh;

- So yéu Iy lich c4 nhan c6 xac nhan ciia Uy ban nhan dan x4, phudng, thi tran
noi cu tru va 02 anh mau chan dung ¢ 2 cm X 3 cm.

S6 lwong ho so: 01 bd.

Thoi han giai quyét hd so: 03 ngay lam viée k& tir ngay nhan duoc hd so hop 1&.

Poi twgng thuce hién tha tuc hanh chinh:

Nhitng nguoi da nghi huu, ¢6 ning luc hanh vi dan sy day du, co6 pham chat dao
dire tot, co ste khoe, c6 nguyén vong thyuc hién trg giup phap ly co thé tré thanh cong
tac vién trg gitp phap ly, bao gom: tro giiip vién phap ly; tham phan, tham tra vién
nganh Toa an; kiém sat vién, kiém tra vién nganh kiém sat; diéu tra vién; chip hanh
vién, tham tra vién thi hanh 4n dan su; chuyén vién 1am cong tic phap ludt tai cac co
quan nha nudc.

Co quan gidi quyet thi tuc hanh chinh: Trung tam tro gitip phap 1y nha nudce
tinh Ha Nam Iya chon hd so, trinh Giam ddc S¢ Tu phap xem xét, cp thé cong tac
Vién.

Két qua thwe hién thi tuc hanh chinh: Quyét dinh cap thé cong tic vién
TGPL cta Giam doc Sé Tu phép.

Phi, I¢ phi: Khong

Yéu cau diéu ki¢n thye hién thii tuc hanh chinh:

Pap ung du tiéu chuan quy dinh tai khoan 1, khoan 2 Piéu 24 cta Luat Tro
giup phép ly.

Tén miu don, miu to khai: Pon dé nghi lam cong tic vién tro giup phap 1y
theo miu ban hanh kém theo Thong tu sé 08/2017/TT-BTP ngay 15/11/2017 cta Bo
treong Bo Tu phap (mau TP-TGPL - 10).

Can cu phap ly:

- Luat Tr¢ gitp phap ly ndm 2017;

- Nghi dinh s6 144/2017/NB-CP ngay 15/12/2017 cta Chinh phii quy dinh chi
tiét mot s6 dicu cta Luat Tro gitip phap 1y;

- Thong tu s6 08/2017/TT-BTP ngay 15/11/2017 cta Bo truéng Bo Tu phap
quy dinh chi tiét mot s6 diéu cia Luat Tro gitp phap 1y va huéng din gidy to trong
hoat dong tr¢ gitp phap ly.

- Théng tw s6 03/2021/TT-BTP ngay 25/5/2021 ciia Bé tru’éng Bo Tuw phap stra
d6i, b6 sung mot sé diéu ciia Thong tw s 08/2017/TT BTP ngay 15/11/2017 cua Bo
truong Bo Tu phap quy dinh chi tiét mét so diéu cua Ludt Tro giup phap Iy va hu’(mg
dan gidy to trong hoat dong tro givip phdp 1y; Théng tw s6 12/2018/TT-BTP ngay


https://thuvienphapluat.vn/van-ban/dich-vu-phap-ly/thong-tu-08-2017-tt-btp-huong-dan-luat-tro-giup-phap-ly-giay-to-tro-giup-phap-ly-371153.aspx
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28/8/2018 cua B¢ truong Bo Tw phap huong dan mét sé hoat dong nghiép vu tro gitip
phap Iy va quan ly chat lwong vu viéc tro giup phap ly.

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

oS , ngay..... thang..... nam 20....
PON PE NGHI LAM CONG TAC VIEN TRQ GIUP PHAP LY
Kinh giti: Trung tAm trg giup phap ly nha nwéce tinh Ha Nam

TN 101 1a:. o
Sinh ngay ... thang ...nam........................... Gidi tinh (Nam/N@):..........
Chting minh nhan dan/Thé can cudc congdan:..............ooooiiiiiiiiiiiinn...
Dia chi thuong tri..... ..o e
Chtrc danh da dam nhiém trude khi nghi huu.............o
biénthoai..............................l bién thoaididong........................
Email. ..

Sau khi nghién ctru cac quy dinh cua phap luat tro' giup phap ly, toi théy‘ minh
c6 du dieu kién va c6 nguyén vong trd thanh cong tac vién trg giip phap ly. Bé nghi

Trung tam trg gitip phap ly nha nudce tinh/thanh pho ...................... thuc hién céc
thi tuc can thiét theo quy dinh d¢ Giam déc S0 Tu phép tinh, thanh
phé.. ..o cap thé cong tac vién trg giiip phap ly cho to1.

T6i chiu trach nhiém vé nhimg ndi dung néu trén va cam doan tuan thu nghiém
chinh phép luit vé trg giup phap ly, thuc hién day du cac nghia vu va trach nhi¢ém cua
cong tac vién trg giup phap 1y theo quy dinh.

NGUOI PE NGHI
(KyY va ghi ré ho tén)
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