DANH MUC

HE THONG TAI LIEU QUAN LY CHAT LUQNG THEO TIEU CHUAN
QUOC GIA TCVN ISO 9001:2015 TAI SO TU PHAP

(Ban hanh kém theo Quyét dinh s6 104/0D-STP ngay 22/11/2019
cua Giam doc So Tw phap)

STT Tén tai liéu M3 hiéu Ghi chu

A | MO HINH HE THONG QUAN LY CHAT LUQNG

1 | Mb hinh hé thong quan 1y chat lugng MHHTQLCL
- Chinh sach Chat lugng CSCL
- Muc tiéu chat lugng MTCL
;(}fﬁgig nhan dién, danh gia, gidi quyét rui ro va BPTBCQTRR

Huéng dan kiém soat thong tin dang vin ban

2| (tai ligu, hd s0) HD.01

Hudng dan quan 1y rui ro, co hoi HD.02
4 | Huéng dan danh gia noi bo HD.03
5 | Hudng din kiém soat su KPH va HDKP HD.04

B | QUY TRINH QUAN LY CAC HOAT PONG NQI BO

| Van phong So

1 | Quy trinh quan 1y vin ban di va vin ban dén QT.VP.01

Quy trinh tiép nhan va tra két qua hod so giai

quyét thi tuc hanh chinh QT.VP.02

3 | Quy trinh xét thi dua khen thudng QT.VP.03

Quy trinh dao tao, bdi dudng can bd, cong

4 churc, vién chuc QT.VP.04

5 | Quy trinh x4y dung ké hoach hang nim QT.VP.05

6 | Quy trinh x4y dung bao céo tong hop dinh ky QT.VP.06

7 Xem x¢ét cua 1anh dao vé H¢ thong quan 1y chat QT.VP.07
lugng

Il | Phong Xdy dung va Kiém tra vin bin quy pham phdp luit

1 Quy trinh tham dinh trong xdy dung van ban QT.XD&KT.01

quy pham phép luat
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STT Tén tai liéu Ma hiéu Ghi chu

9 Sllélzf trinh ty kiém tra van ban quy pham phép QT.XD&KT.02

3 Quy trlPh kleng tra van ban quy pham phap luat QT.XD&KT.03
theo tham quyén

111 | Phong Phé bién, gido duc phdp ludt

1 | Quy trinh bién soan tai li¢u phap luat QT.PBGDPL.01

2 | Quy trinh xay dung Ban tin Tu phap QT.PBGDPL.02
QUY TRINH GIAI QUYET CAC THU TUC HANH CHINH
(Can cir cdc Quyét dinh cong bé thii tuc hanh chinh, Danh muc thu tuc hanh chinh
trong linh vuc tw phdp cua Chu tich UBND tinh Dak Lak: Quyét dinh so

c | 1150/0B-UBND ngay 17/5/2017; Quyet dinh so 2318/QD-UBND ngay 21/9/2018;
Quyet dinh so 21/OD-UBND ngay 04/01/2019; Quyet dinh so 899/0D-UBND ngay
23/4/2019 va Quyét dinh so 2525/0D-UBND ngay 05/9/2019 vé phé duyét quy trinh
noi bg trong giai quyét thu tuc hanh chinh linh vwc Tw phdp thuoc tham quyén giai
quyét cua So Tw phap, UBND cap huyén va UBND cap xa trén dia ban tinh)

| | Linh vwe béi thwong nha nwde

1 | Phyc hoi danh dy QT.BTNN.O1

2 | Xéac dinh co quan giai quyét bdi thudng QT.BTNN.02 Quyét dinh s6
Giai quyét yéu cau bdi thudng tai co quan truc 23 1\8/33532%?'5

3 | tiép quan 1y ngudi thi hanh cong vu gy thiet| QT.BTNN.03 | N9&Y
hai

Il | Linh vuwc cong chirng

4 | bang ky tap sy hanh nghé cong ching QT.CC.01
Thay d6i noi tip su hanh nghé céng ching sang

> t6 chirc hanh nghé cong chig khac trong tinh QT.CC.02
Thay d6i noi tap sy hanh nghé cong chimg sang

6 | t6 chirc hanh nghé cong chung tai tinh, thanh QT.CC.03
pho truc thudc trung wong khac
Dang ky tap sy hanh nghé cong ching truong Quyét dinh sb
hop Nguoi tap sy thay doi noi tap sy hanh nghé 1150/Qb-UBND

7 | cong chimg tir tinh, thanh pho truc thude trung QT.CC.04 ngay 17/5/2017
uvong khac sang to6 chirc hanh nghé cong ching
trong tinh

8 | Chim dut tap sy hanh nghé coéng ching QT.CC.05
Ping ky tap su lai hanh nghé cong ching sau

o khi chdm dut tap sy hanh nghé cong ching QT.CC.06

10 | Tur chdi hudng dan tap sy hanh nghé cong QT.CC.07

BM-01-02

Trang: 2/9




STT Tén tai liéu Ma hiéu Ghi chu
ching (truong hop t6 chitc hanh nghé cong
ching khong c6 cong chimg vién khac du dicu
kién hudng dan tap su)
Thay doi cong chimg vién huéng din tap sy
1 trong truong hop nguoi tap su dé nghi thay doi QT.CC.08
Thay doi cong chimg vién hudng dan tap su
12 trong truong hop to chic hanh nghé cong QT.CC.09
ching nhén tap su tam ngung hoat dong, chdm T
dut hoat dong hodc bi chuyén doi, giai thé
13 Dan:g kﬂy than? du kiém tra két qua tdp sy hanh QT.CC.10
nghé cong chiing
14 | Pang ky hanh nghé va cip Thé cong ching vién QT.CC.11
15 | Xoéa dang ky hanh nghé cua cong ching vién QT.CC.12
16 Th?ly dO} noi d}lng dang ky hoat dong cia Van QT.CC.13
phong cong chung
17 | Hop nhét Vian phong cong ching QT.CC.14
18 Dan ky hoat dong Van phong cong ching hop QT.CC.15
nhat
19 | Sép nhap Van phong cong ching QT.CC.16
20 Th?ly dOAl noi d}lng daAng lfy hO?t dong cua Van QT.CC.A7
phong cong chuing nhan sép nhap
21 | Chuyén nhuong Vin phong cong chimg QT.CC.18
29 Th?ly dOAl noi d}lng dang ky h?at dong cua Van QT.CC.19
phong cong chuing dugc chuyén nhuong
23 M}:en nh1f:m cong chung vién (truong hop duoc QT.CC.20
mién nhi¢m)
24 | B6 nhiém cong chimg vién QT.CC.21
25 | B6 nhiém lai cong ching vién QT.CC.22
26 | Cép lai Thé cong ching vién QT.CC.23
27 | Thanh 13p Van phong cong chiing QT.CC.24
28 | bang ky hoat dong Van phong cong chirng QT.CC.25
11 | Linh vwe diu gid tai sin
29 | Cap T%lé dau g’ié vién QT.bGTS.01 Quyét dinh sb
30 | Thu hoi Thé dau gié vién QT.bGTS.02 | 2318/Qb-UBND
31 | Cép lai Thé diu gid vién QT.DGTS.03 | N9ay 21/9/2018
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STT Tén tai li€u Ma hiéu Ghicha
30 Dang ky hoat dong cuia doanh nghiép dau gia QT.DGTS.04
tal san
33 Thay doi noi Adun.g, dang ky hoat dong cua QT.DGTS.05
doanh nghiép dau gia tai san
Ping ky hoat dong dbi v6i doanh nghiép dau
gia tai san thanh 1ap trudc ngay Luat Dau gia tai
34 san co hi€u lyc thi hanh chuyén doéi toan bo QT.DGTS.06
hoat dong cua doanh nghiép
Ping ky hoat dong dbi v6i doanh nghiép dau
gia tai san thanh 13p trudc ngay Luat Pau gia tai
3> | san c6 hiéu Iye thi hanh tiép tuc hoat dong du | ZTPGTS07
gia tai san va kinh doanh céc nganh nghé khac
36 Cap. Alal AGlaY, dang ky hoat dong cua doanh QT.DGTS.08
nghi¢p dau gia tai san
37 Dﬂrang _lfy Poaﬁt dong cua Chi nhanh doanh nghiép QT.DGTS.09
dau gia tai san
38 Thu. Ah01AG1a'§f dang ky hoat dong cua doanh QT.DGTS.10
nghi¢p dau gia tai san
39 P.h’e duyét d},l diéu kién thuc hién hinh thirc dau QT.DGTS.11
gla tryc tuyen
40 Dan:g liy thgm du kiém tra két qua tap sy hanh QT.DGTS.12
nghé dau gia
IV | Linh vuwc giam dinh tw phap
41 | Thanh lap Van phong giam dinh tu phap QT.GDbTP.01
42 Dapg ky hoat dong cia Van phong gidm dinh tu QT.GDTP.02
phap
43 Ch}lyen doi loai hinh Van phong giam dinh tu QT.GDTP.03
phap
Ping ky hoat dong khi chuyén ddi loai hinh , ,
4 | Vin phong gidm dinh tu phap QT.GBTP.04 Quy¢t dinh s6
2. 1 X - . . 1150/Qb-UBND
Thay d61, bd sung linh vuc gidm dinh tu phép X
45 cita Van phong giam dinh tur phap QT.GDTP.05 ngay 17/5/2017
bang ky hoat dong cua Van phong giam dinh tu
46 | phép khi c6 thay do6i, bo sung linh vuc giam | QT.GDTP.06
dinh
Cép lai Gidy ding ky hoat dong cua Vian phong
47 | giam dinh tu phap do6i v6i truong hop thay doi | QT.GDTP.07

ndi dung dang ky hoat dong: tén goi, dia chi tru
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STT

Tén tai li€u

M3 higu

s0, nguol dai di¢n theo phap luat cia Van
phong, danh sach thanh vién hgp danh

48

Cép lai Gidy ding ky hoat dong cua Van phong
giam dinh tu phap d6i voi truong hop bi hu
hong hodc bi mat

QT.GDTP.08

Ghi chu

Linh vwc hoa gidi thwong mai

49

bang ky lam hoa giai vién thuong mai vu viéc

QT.HGTM.01

50

Thoi lam hoa giai vién thuong mai vu viéc khéi
danh sach hoa giai vién thuong mai vu viéc cia
S¢ Tu phap

QT.HGTM.02

o1

Pang ky hoat dong Trung tdm hoa gidi thuong
mai

QT.HGTM.03

52

Thay doi tén goi trong Gidy ding ky hoat dong
cua Trung tam hoa giai thuong mai

QT.HGTM.04

53

Thay doi dia chi try s& ciia Trung tim hoa giai
thwong mai tir tinh, thanh phé truc thudc Trung
wong ndy sang tinh, thanh phd truc thudc Trung
uvong khac

QT.HGTM.05

54

Dang ky hoat dong cua Chi nhanh Trung tam
hoa giai thuong mai

QT.HGTM.06

55

Cép lai Gidy dang ky hoat dong Trung tdm hoa
gidi thuong mai/chi nhanh Trung tdm hoa giai
thuong mai

QT.HGTM.07

56

Tu cham dut hoat dong Trung tdm hoa giai
thuong mai

QT.HGTM.08

S7

Ping ky hoat dong cua chi nhanh t6 chirc hoa
giai thurong mai nudc ngoai tai Viét Nam

QT.HGTM.09

58

Cép lai Gidy déng ky hoat dong ciia Chi nhanh
t0 chirc hoa giai thuong mai nudc ngoai tai Viét
Nam

QT.HGTM.10

59

Thay d6i tén goi, Trudng chi nhanh trong Gidy
dang ky hoat dong ctuia chi nhanh cta t6 chuc
hoa giai thuong mai nudc ngoai tai Viét Nam

QT.HGTM.11

60

Thay ddi dia chi try s¢ cta chi nhanh té chirc
hoa giai thuong mai nudc ngoai tai Viét Nam tur
tinh, thanh phd truc thuéc Trung wong niy sang
tinh, thanh phd truc thudc Trung wong khac

QT.HGTM.12

61

Cham dirt hoat dong cua chi nhanh ctua td chirc

QT.HGTM.13

Quyét dinh s6

2318/Qb-UBND

ngay 21/9/2018
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STT Tén tai liéu Ma hiéu Ghi chu
hoa giai thuong mai nudc ngoai tai Viét Nam
VI | Linh vwc h¢ tich
, Quyét dinh s6
62 | Cap ban sao trich luc ho tich QT.HT.01 1150/Qb-UBND
ngay 17/5/2017
VIl | Linh vwe khiéu nai, té cdo
63 | Giai quyef kh161:1 nai lan‘ dau QT.KNTC.01 Quyét dinh s6
64 | Giai quyét khi€u nai lan hai QT.KNTC.02 | 1150/Qb-UBND
65 | Giai quyét t6 céo QT.KNTC.03 | Noay17/5/2017
VI | Linh vuc ludt sw
66 irang ky hoat dong cua t6 chirc hanh nghé luat QT.LS.01
Dang ky hoat dong cua cong ty ludt hgp danh
67 | hodc cong ty luat trach nhi¢ém hiru han (goi QT.LS.02
chung 1a Cong ty luat)
Chuyén d6i Cong ty luat trach nhiém hitu han
68 va Cong ty luat hop danh QT.LS.03
Thay d6i ngudi dai dién theo phéap ludt cia Vin
phong luat su, cong ty luat tradch nhiém hitru han
69 mot thanh vién, cong ty ludt trach nhi¢ém hai QT.LS.04
thanh vién tr¢ 1€n, cong ty hop danh
70 1Cl}ltlyen do1 Van phong luat su thanh Cong ty QT.LS.05 , ,
ua : Quyét dinh sb
71 Dang ky thay d61 ndi dung dang ky hoat dong QT.LS.06 1150/Qb-UBND
cua to chuc hanh nghe luat su T ngay 17/5/2017
79 D‘ang ky 110@,} dong cho Chi nhanh cua t6 chuc QT.LS.07
hanh nghé luat su
73 | Bang ky hanh nghé luat su véi tu cach ca nhan QT.LS.08
Cap Gidy ding ky hoat dong cho chi nhanh cua
4 t6 chirc hanh nghé luat su nudc ngoai QT.LS.09
Cap Gidy ding ky hoat dong cho cong ty luat
trach nhiém hiru han mgt tram phan tram von
75 | nudc ngoai, cong ty luat trach nhi¢m hfru,han QT.LS.10
dudi hinh thtrc lién doanh (sau day goi tat la
cong ty luat nudc ngoai)
76 Cap Giay dang ky hoat dong cho chi nhanh cua QT.LS.11

cong ty luat nudc ngoai
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STT Tén tai liéu Ma hiéu Ghi chu
Cép lai Gidy ding ky hoat dong cta chi nhanh,
77 | cong ty luat nudc ngog‘li do bi rach, bi chay hoac QT.LS.12
vi 1y do khéc khong ¢6 y
Ding ky hoat dong Vin phong giao dich cua to
78 | chirc hanh nghé luat su QT.LS.13
Thay dbi noi dung Gidy ding ky hoat dong cua
chi nhanh cua t6 chic hanh nghé luat su, cong
7 ty luat nudc ngoai (goi tat 1a chi nhanh, cong ty QT.LS.14
luat nudc ngoai)
Cép lai gidy dang ky hoat dong cho to chirc
80 [ hanh nghé luat su do bi mat, bi rach, bi chay QT.LS.15
hoac bi thiéu huy dudi hinh thac khac
81 | Hop nhat cong ty luat QT.LS.16
82 | Sap nhép cong ty luat QT.LS.17
Phé dyyét Pé 4n to chirc Pai hoi nhiém ky, bai
83 hoi bat thuong, phuong an xdy dung nhan sy QT.LS.18 ) )
Ban Chu nhi¢m, Hoi dong khen thudng, ky luét T Quyét dinh s6
cua Poan luat su 899/Qb-UBND -
84 | Phé chudn két qua Pai hoi lut su QT.LS.19 ngay 23/4/2019
85 | Giai thé Poan luit su QT.LS.20
IX | Linh vue ly lich tw phap
Céap Phiéu 1y lich tu phap cho cong dan Viét
86 | Nam, nguoi nudc ngoai dang cu tra tai Viét| QT.LLTP.01
Nam
Cap Phiéu 1y lich tu phap cho co quan nha L, s £
nude, to chic chinh tri, t6 chtrc chinh trj - xa Quyét dinh s
87 N g A . A . A .| QT.LLTP.02 2318/Qb-UBND
hoi (do1 tuong 1a cong dan Viét Nam, nguoi nadv 21/9/2018
nudc ngoai dang cu tru & Viét Nam) gay
Qép Phiéu, 1y lich tu phap cho co quan tién hanh
88 | t0 tung (doi tugng 1a cong dan Viét Nam, nguoi | QT.LLTP.03
nudc ngoai dang cu tru tai Viét Nam)
X | Linh vwe nu6i con nuoi
89 G}zAu quyet VA1¢C r}guorl rl'l,l’O'C ngoa‘l thuong t}I\'l.l o QT.NCN.01 . ,
Viét nam nhan tré em Viét Nam lam con nuoi Quyét dinh sb
Pang ky lai viéc nudi con nudi ¢ yéu té nudce 1150/Qb-UBND
N | ngoai QT.NCN.0Z | hgay 17/5/2017
91 Cép gidy x4c nhan cong dan Viét Nam thuong QT.NCN.03

tra & khu vuc bién gidi du diéu kién nhan tré
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STT Tén tai li€u Ma hiéu Ghicha
em cua nudc lang giéng cu tra & khu vuc bién
gi61 lam con nudi
X1 | Linh vwe phé bién, gido duc phdp ludt
92 | Cong nhén bao céo vién phap ludt tinh QT.PBGDPL.01 | Quyétdinh so
2318/Qb-UBND
= . . ngay 21/9/2018
93 | Mién nhi¢m bdo cao vién phap luat tinh QT.PBGDPL.02
X1 | Linh vwc quan tai vién va hanh nghé qudn Iy, thanh Iy ti sin
94 Dang ky panll nghé quan ly, thanh 1y tai san vdi QT.QTV.01
tu cach ¢4 nhan
Cham dut hanh nghé quan ly, thanh 1y tai san
95 | v6i tr cach cé nhan QT.QTV.02
Thay d6i thanh vién hop danh cua cong ty hop
96 | danh hodc thay doi chu doanh nghiép tuw nhan | QT.QTV.03 Quyét dinh sb
cua doanh nghiép quan ly, thanh 1y tai san 1150/QD-UBND
~ ’ A A 2 4 Sy 481 QA A- n é. 17/5/2017
97 D’a_ng ky hanh .Ilghe quan 1y, thanl} 1}‘/.ta} san doi QT.QTV.04 gay
v6i doanh nghi€¢p quan ly, thanh 1y tai san
98 ljl_layAdm thong tin dang ky hanh nghé cua Quan QT.QTV.05
tal vien
Thay d6i thong tin diang ky hanh nghé cua
%9 doanh nghiép quan 1y, thanh ly tai san QT.QTV.06
XU | Linh vwe quéc tich
100 | Cap Gidy xac nhan 1a nguoi gbc Viét Nam QT.QT.01
101 | Nhap qudc tich Viét Nam QT.QT.02 Quyét dinh sb
102 | Tro lai qudc tich Viét Nam & trong nudc QT.QT.03 2318/Qb-UBND
Chnr ke a0 o oo o e e Narn 2 ngay 21/9/2018
103 | €@p Gidy xac nhan cé quoc tich Viét Nam o QT.QT.04
trong nudc
104 | Thoi qudc tich Viét Nam QT.QT.05 Quyét dinh s6
’ 1150/Qb-UBND
105 | Thong bdo cbd qudc tich nude ngoai QT.QT.06 ngay 17/5/2017
XV | Linh vuc tw vin phdp lugt
Ding ky hoat dong ctia Trung tAm tu van pha . .
106 | g~ ¢ PRP1 QTTVPLOL | Quyét dinh s6
g ; " o ) - 1150/Qb-UBND
107 Dang ky hoat dong Chi nhanh cta Trung tam tu QT.TVPL.02 ngay 17/5/2017

van phap luat
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STT Tén tai liéu Ma hiéu Ghi chu
Thay d6i ndi dung ding ky hoat dong cua
108 Trung tdm tu van phap luat, Chi nhanh QT.TVPL.03
109 | CAp thé tu vén vién phap luat QT.TVPL.04
110 | Cap lai thé tu van vién phap luat QT.TVPL.05
XV | Linh vwc trong tai thwong mai
111 | bang ky hoat dong cua Trung tam trong tai QT.TTTM.01
Dang ky hoat dong cua Chi nhanh Trung tam Quyét dinh s6
112 trong tai QT.TTTM.02 899/Qb-UBND
Piang ky hoat dong Chi nhanh cua T6 chirc ngay 23/4/2019
113 N R QT.TTTM.03
trong tal nudc ngoai tai Viét Nam
Thay ddi noi dung Gidy dang ky hoat dong cta
114 l?I:ung Fam ,tr(_)ngq tai, ?hl flhanh Trl}r}g ta,m tron\g QT.TTTM.04
tai, Chi nhanh ctia T6 churc trong tai nudc ngoai . .
tai Viét Nam Quyeét dinh s6
P 1150/Qb-UBND
Cap lai Giay dang ky hoat dong ctuia Trung tam ngay 17/5/2017
115 trong tai, Chi nhanh Trung tdm trong tai, Chi QT.TTTM.05
nhanh ctua T6 chire trong tai nudc ngoai tai Vigt ' '
Nam
XVI | Linh vuc tro giup phap ly
116 | DBang ky tham gia tro gip phap ly QT.TGPL.O1
117 Titlljay (E](; rI191 dung Giay dang ky tham gia trg QT.TGPL.02 , ,
guppeny : : : Quyét dinh s6
Lya chon, ky hop dong véi t6 chirc hanh nghé 2318/Qb-UBND
118 1114t su, t8 chite tur vAn phap luat QT.TGPL.O3 |~ ay 21/9/2018
119 | Cap lai Gidy dang ky tham gia trg gitp phap Iy | QT.TGPL.04
120 | Cham dut dang ky tham gia tro gitp phap 1y QT.TGPL.05
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