UBND TINH KIEN GIANG  CONG HOA XA HQI CHU NGHIA VIET NAM

SO TU PHAP Doc lap - Tu do - Hanh phic
S6: 7.2 /QP-STP Kién Giang, ngay 30 thang 7 nam 2021
QUYET PINH

Ban hanh va sp dung Hé thong tai liéu quén Iy chat lugng
theo Tiéu chuin qudc gia TCVN ISO 9001:2015 ciia S& Tw phap

GIAM POC SO TU PHAP TINH KIEN GIANG

Can cik Quyét dinh s6 19/2014/0P- TTg ngay 05 thang 03 nam 2014 cua
Thu tuong Chinh phu vé viéc ap dung Hé thong quan Iy chat lwong theo Tiéu
chuan quoc gia TCVN IS0 9001:2008 vao hoat dong cua cdc co quan, t6 chirc
thuée hé théng hanh chinh nha niée;

Can cit Quyét dinh s6 1870/QD-UBND ngay 27/7/2021 cia Chi tich
UBND tinh Kién Giang vé viéc cong bo chuan héa danh muc thu tuc hanh chinh
nganh Tw phdp ap dung trén dia ban tinh Kién Giang;

Can cie Quyét dinh s6 2384/ OD-UBND ngay 06 thang 10 nam 2021 cua

Uy ban nhan dan tinh Kién Giang vé viéc quy dinh chitc nang, nhiém vu, quyen
han va co cdu té chire cia S6 Tu phdp tinh Kién Giang;

Xét d@é nghi cua Ban chi dao ISO.

QUYET PINH:

Pié¢u 1. Ban hanh va ap dung tai liédu HTQLCL theo tiéu chuan qudc gia
TCVN ISO 9001:2015 vao hoat dong quan ly hanh chinh nha nuéc tai S& Tu
phap tinh Kién Giang, bao gom Tai liéu hudng dan, Quy trinh ndi bd va Quy
trinh giai quyét TTHC. (Danh muc tai liéu dinh kém)

Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky va thay thé Quyét dinh
s6 137/QB-STP ngay 30/11/2020 ctia Gidm déc S& Tu phép tinh Kién Giang.

Piéu 3. Cac phong, don vi thugc S¢ c6 trach nhi¢m phé bién, hudng dan
cong chire, vién chirc va nguoi lao dong trién khai 4p dung, tuan thu chat ché tai
liéu H¢ thong quan ly chét luong da dugc phé duyét.

Chanh Vian phong S6¢; Thanh vién Ban Chi dao 1SO; Trudng cac phong,
don vi va céc cd nhan ¢ lién quan chiu trach nhiém thi hanh Quyét dinh nay./ e
Noinhgn:
- Nhu Diéu;
- BGD S& (dé chi dao);
- Luu: VT, TK.ISO.
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' DANH MUC TAI LIEU HE THONG QUAN LY CHAT LUQONG
THEO TIEU CHUAN TCVN ISO 9001:2015 :
(Ban hanh kém theo Quyét dinh sé 72 /QD-STP ngay 30/7 / 2021 ciia Giam doc
So Tu phap tinh Kién Giang)

STT Tén tai liéu Ma hiéu Ghi chu
A. Thi tuc, hwéng din theo mé hinh hé théng quan Iy chit lwgng
M5 hinh hé thong quan ly chat lwong
01 |- Chinh sach Chat lugng
- Muc ti€u chat lugng
.02 H}IO’H% dan ki€ém soat thong tin dang van ban (tai HD.01
: liéu, ho so)
03 | Huéng dan quan ly rii ro, co hoi HD.02
04 | Huéng dan Panh gia noi bo HD.03
05 | Huéng dan Kiém soat sy KPH va HDKP HD.04
B. Quy trinh quan ly ndi b
01 | Quy trinh Quan ly cong vin di - dén QT-VP- 01
02 | Quy trinh Thanh toan ndi bo QT-VP-02
03 | Quy trinh Thi dua - khen thudng QT-VP- 03

C. Quy trinh giai quyét TTHC:

LINH VUC QUOC TICH - HQ TICH: (Quyét dinh sé 2212/QP-UBND ngay

L | 18/9/2020 ciia UBND tinh Kién Giang)
01 | Cap Gidy xac nhan la ngudi gbe Viét Nam QTQT/01
02 | Nhap qudc tich Viét Nam QTQT/02
03 | Tro lai quéc tich Viét Nam ¢ trong nude QTQT/03
04 | Thoi quéc tich Viét Nam & trong nudc QTQT/04
05 tcr(;:gg(r}li?gc xac nhan c6 qudc tich Viét Nam & QTQT/0S
Cép ban sao trich luc ho tich (Thu tuc hanh chinh

06 | thuc hién tai co quan quan ly co s¢ dit lieu ho | QTHT/06
. tich)

LINH VUC LY LICH TU PHAP (Quyér dinh sé 2212/QP-UBND ngay

L | 18/9/2020 cia UBND tinh Kién Giang)

Cép Phiéu ly lich tu phap cho cong dan Viét

01 o <r e
Nam, ngudi nude ngoai dang cu tra tai Viét Nam

QTLLTP/01

02 | Cép Phiéu Iy lich tu phap cho co quan nha nuée, | QTLLTP/02




t6 chirc chinh tri, t6 chire chinh trj - xa hoi (d6i
tuong la cong dan Viét Nam, nguoi nudc ngoai
dang cu tru tai Viét Nam)
Cap Phiéu 1y lich tu phép cho co quan tién hanh
03 | t6 tung (d6i tuong 14 cong dan Viét Nam, nguoi QTLLTP/03
nudc ngoai dang cu tra tai Viét Nam) :
o LINH VUC NUOI CON NUOIL: (Quyét dinh sé 2212/0D-UBND ngay
18/9/2020 cua UBND tinh Kién Giang)
01 Dang ky lai viéc nudi con nudi c6 yé€u to nudc QTNCN/01
ngoai
Giai quyét viéc ngudi nude ngoai thuong tri &
.
= Viét Nam nhan tré em Viét Nam lam con nuéi QTNCN/02
Cép gidy xac nhan cong dan Vi€t Nam thuong tri
03 |9 k'hu Yuc b;gn gio1 d1’1 Sileu kién nhgn tr.e’e.:n} cua QTNCN/03
nudce lang giéng cu tra ¢ khu vuce bién gidi lam
con nudi
= LINH VUC BOI THUONG NHA NUOC: (Quyét dinh sé6 2212/QP-UBND
ngay 18/9/2020 cua UBND tinh Kién Giang)
01 | Phuc héi danh du QTBTNN/01
02 | Xac dinh co quan giai quyét boi thuong QTBTNN/02
03 Giai 'q;uyet yéu cau ‘t?m .thl‘mng Atal CO quan QTBTNN/03
truc tiép quan ly nguoi thi hanh cong vu
- LINH VUC TU VAN PHAP LUAT: (Quyét dinh s6 2212/QD-UBND ngay
18/9/2020 cua UBND tinh Kién Giang)
01 Da’ng k?/ hoat dong cua Trung tdm tu van QTTVPL/O1
phap luat
02 i?ang ky; hoat’dongA cho chi nhanh cua Trung QTTVPL/02
tam tu van phap luat
03 Thay df)l noi 9ung ,dangA ky 'hoat’ dong cua QTTVPL/03
Trung tam tu van phap luat, chi nhanh
04 | Cip thé tu van vién phap luat QTTVPL/04
05 | Thu hoi thé tu van vién phép luat QTTVPL/05
06 | Cép lai thé tu van vién phap luat QTTVPL/06
VI LINH VUC LUAT SU (Quyét dinh sé 2212/QD-UBND ngay 18/9/2020 cua
UBND tinh Kién Giang)
01 Dz}ng ky hoat dong cua to chirc hanh nghé QTLS/01
luat su
02 Thay d6i nodi dung ding ky hoat dong cua t6 QTLS/02
chirc hanh nghé luat su




‘03

Thay d6i nguoi dai dién theo phéap luat cua
Van phong luat su, cong ty ludt trach nhiém
hiru han mét thanh vién

QTLS/03

04

Thay d6i ngudi dai dién theo phap luat cia
cong ty luat trach nhi€ém hiru han hai thanh
vién tr¢ l1én, cong ty luat hgp danh

QTLS/04

05

bang ky hoat dong cua chi nhanh cua t6 chirc
hanh nghé luat su

QTLS/05

06

Piang ky hanh nghé luit su véi tu cach ca
nhan

QTLS/06

07

Dang ky hoat dong cua chi nhanh, cong ty
luat nudc ngoai

QTLS/07

08

Thay d6i noi dung Gidy dang ky hoat dong
cua chi nhénh, cong ty ludt nudc ngoai

QTLS/08

09

Hop nhat cong ty luat

QTLS/09

10

Sap nhap cong ty luat

QTLS/10

11

Chuyén dbi cong ty luat trach nhiém hiru han
va cong ty luat hop danh, chuyén doi véan
phong luat su thanh cong ty luat

QTLS/11

12

Diang ky hoat dong cua cong ty luat Viét Nam
chuyén dbi tir cong ty luat nudc ngoai

QTLS/12

13

Dang ky hoat dong cua chi nhanh cua cong ty
luat nude ngoai tai Viét Nam

QTLS/13

14

Cap lai Giady dang ky hoat dong cua chi
nhéanh, cong ty luat nudc ngoai

QTLS/14

VI

LINH VUC CONG CHUNG (Quyét dinh sé6 2212/0D-UBND ngay 18/9/2020

cua UBND tinh Kién Giang)

01

Ping ky tap su hanh nghé cong ching

QTCC/01

02

Dang ky tap su lai hanh nghé‘c()ng ching sau
khi cham dut tap sy hanh nghé cong chimg

QTCC/02

03

Thay dbi noi tap sy hanh nghé cong chimg tur
to chirc hanh nghe cong chimg nay sang to
chtrc hanh nghé cong chimg khac trong cung
mot tinh, thanh phé truc thudc Trung wong

QTCC/03

04

Thay ddi noi tdp su tir to chirc hanh nghé
cong chung tai tinh, thanh phé truc thude
Trung wong nay sang to chirc hanh nghé cong
chimg tai tinh, thanh phé truc thudc Trung
uong khac

QTCC/04




05 | Cham dirt tap sy hanh nghé cong chimg QTCC/05
06 bang ky tham dy kiém tra két qua tap sy hanh QTCC/06
nghé cong chimg
07 bang ky hanh nghé va cap Thé cong chimg QTCC/07
vién
08 | Cap lai Thé cong chimg vién QTCC/08
Xéa dang ky hanh nghé va thu hoi Thé cong | QTCC/09
09 chimg vién truong hop cong chimg vién
khong con hanh nghé tai t6 chirc hanh nghé
cong chung
10 | Thanh lap Van phong cong chirng QTCC/10
11 | bang ky hoat dong Vian phong cong chirng QTCC/11
12 Thay d6i ndi dung ding ky hoat dong cua QTCC/12
Van phong cong chiing
13 | Hop nhat Van phong cong ching QTCC/13
14 Déang ky hoat dong Van phong cong chimg QTCC/14
hop nhat
15 | Sap nhap Vin phong cong chimg QTCC/15
Thay d6i ndi dung ding ky hoat dong cua QTCC/16
16 ¥ ” " : it o A
Van phong cong ching nhan sap nhap
17 | Chuyén nhuong Vin phong cong chimg QTCC/17
Thay d6i noi dung ding ky hoat dong cua QTCC/18
18 o y » A & X
Vian phong cong chimg nhan chuyén nhuong
19 | Thanh lap Thanh lap Hoi cong chimg vién QTCC/19
S— LINH VUC GIAM PINH TU PHAP (Quyét dinh sé 2212/QD-UBND ngay
18/9/2020 cua UBND tinh Kién Giang)
Cap lai Gidy dang ky hoat dong cua Vin
phong giam dinh tu phép trong trudng hop
O | Gidy dang ky hoat dong bi hu hong hodc bi| 2 oD /0t
mat
Cap lai Giay diang ky hoat dong cua Vin QTGDTP/02
02 phong giam dinh tu phéap trong truong hop
thay ddi tén goi, dia chi try so, nguoi dai dién
theo phap luat cua Van phong
Cham duat hoat dong Van phong giam dinh tu QTGDTP/03
03 phap truong hop Van phong giam dinh tu
phap cham duat hoat dong do bi thu hoi Giay
dang ky hoat dong
04 | Chdm dirt hoat déng Van phong gidm dinh nr | QTGDTP/04

phap truong hgp Van phong giam dinh tu




02

phap tu chdm dit hoat dong

05 Thay ddi, b6 sung linh vuc giam dinh cia QTGDTP/05
Van phong giam dinh tu phap
Thay doi ndi dung dang ky hoat dong, clp lai | QTGDTP/06

06 | Giay dang ky hoat dong cuia Van phong gidam
dinh tu phap

o7 | Chuyén déi logi hinh Van phong giém dinh tur| QTGRTFO7
phap

08 Dang ky hoat dong Van phong giam dinh tu QTGDTP/08
phap

09 | Cép phép thanh 1dp Vin phong gidm dinh tu QTGDTP/09
phap

4 LINH VUC BAN PAU GIA TAI SAN (Quyét dinh sé 2212/QP-UBND ngay

: 18/9/2020 cua UBND tinh Kién Giang)

01 | Cap Thé dau gia vién QTBDGTS/01

02 | Cép lai Thé d4u gia vién QTBDGTS/02

03 Ding ky hoat dong cia doanh nghiép dau gia QTBDGTS/03
tai san

o4 | Thay doi ndi dung ding ky hoat dong cia QTBDGTS/04
doanh nghiép dau gia tai san

o5 | Cép lai Gidy ding ky hoat dong cia doanh | QTBPGTS/O5
nghiép dau gia tai san

06 bang ky hoat dong cua Chi nhanh doanh QTBDGTS/06
nghiép dau gia tai san

'-07 Phé duyét di diéu kién thuc hién hinh thic | QTBPGTS/07
dau gia truc tuyén

og | Pang ky tham du kiém tra két qué tap sy hanh | QTBDGTS/08
nghé dau gia
LINH VUC QUAN TAI VIEN HANH NGHE QUAN LY, THANH LY TAI

X | SAN (Quyét dinh so 2212/QD-UBND ngay 18/9/2020 cua UBND tinh Kién
Giang)

o; | Pang ky hanh nghé quan ly, thanh Iy tai san | QTQTVHNQL,
voi tu cach ca nhan TLTS/01
Thay déi thanh vién hop danh cua cong ty QTQTVHNQL,
hop danh hodc thay déi chi doanh nghigp tw | ~ TLTS/02

nhéan cua doanh nghiép quan ly, thanh ly tai
san




03

Dang ky hanh nghé quan ly, thanh 1y tai san QTQTVHNQL,
d6i v6i doanh nghiép quan 1y, thanh ly tai san TLTS/03

04

Thay d6i thong tin dang ky hanh nghé cua | QTQTVHNQL,
Quan tai vién TLTS/04

05

Thay dbi thong tin dang ky hanh nghé cua | QTQTVHNQL,
doanh nghiép quén ly, thanh Iy tai san TLTS/05

XI

LINH VU'C TRQNG TAI THUONG MAI (Quyét dinh sé 2469/0D-UBND
ngay 21/10/2020 ciia UBND tinh Kién Giang)

01

bang ky hoat dong cua Trung tdm Trong tai
sau khi dugc Bo Tu phap cap Gidy phép
thanh 1ap; Pang ky hoat dong Trung tdm QTTTTM/01
Trong tai khi thay do6i dia diém dit tru s sang
tinh, thanh phé truc thudc trung wong khac

02

Dang ky hoat dong ciia Chi nhanh Trung tam QTTTTM/02

Trong tai; Pang ky hoat dong cua Chi nhanh
Trung tdm Trong tai khi thay d6i dia diém dat
tru s& sang tinh, thanh phé truc thudc trung
uong khac

03

Thay ddi n6i dung Gidy dang ky hoat dong QTTTTM/03

cua Trung tam Trong tai; Thay dbdi noi dung
Giay dang ky hoat dong ctia Chi nhanh T6
chirc Trong tai nudc ngoai tai Viét Nam

04

Thay d6i néi dung Gidy déng ky hoat déng QTTTTM/04

cua Chi nhanh Trung tam trong tai khi thay
d6i Trudng Chi nhanh, dia diém dit tru sé cua
Chi nhanh trong pham vi tinh, thanh phd truc
thudc trung wong

05

Piang ky hoat dong Chi nhanh cua Tb chirc QTTTTM/05

trong tai nudc ngoai tai Viét Nam sau khi
duoc Bo Tu phap cap Gidy phép thanh lap;
Piang ky hoat dong Chi nhanh cua T6 chirc
trong tai nudc ngoai tai Viét Nam trong
truomg hop chuyén dia diém tru s¢ sang tinh
thanh phé truc thudc trung wong khac

06

Cép lai Gidy dang ky hoat dong cua Trung QTTTTM/06

tam trong tai, Chi nhanh Trung tdm trong tai,
Chi nhanh cua To chuc trong tai nude ngoai
tai Viét Nam

XII

LINH VUC HOA GIAI THUONG MAI (Quyét dinh s6 2469/0P-UBND ngay
21/10/2020 ciia UBND tinh Kién Giang)

01

Pang ky lam hoa giai vién thuong mai vy QTHGTM/01




Viéc

.02

Pang ky hoat dong Trung tam Hoa giai
thuong mai sau khi dugc Bo Tu phép cap
Gidy phép thanh lap; dang ky hoat dong
Trung tdm hoa giai thuong mai khi thay d6i
dia chi tru s ciia Trung tam hoa giai thuong
mai tir tinh, thanh phé truc thudc Trung wong
nay sang tinh, thanh phé truc thudc Trung
uvong khac

QTHGTM/02

03

Thay dbi tén goi trong Gidy dang ky hoat
dong cua Trung tam Hoa giai thuong mai

QTHGTM/03

04

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

QTHGTM/04

05

Cap lai Gidy dang ky hoat dong Trung tim
Hoa giai thuong mai, chi nhanh Trung tam
Hoa giai thuong mai, chi nhanh t6 chirc hoa
giai thuong mai nudc ngoai tai Viét Nam

QTHGTM/05

06

Tu cham dirt hoat dong Trung tdm hoa giai
thuong mai trong truong hop Trung tdm hoa
giai thuong mai tu cham dut hoat dong

QTHGTM/06

07

Ping ky hoat dong cta Chi nhanh t6 chirc
hoa giai thwong mai nudc ngoai tai Viét Nam
sau khi duoc B6 Tu phap cap Gidy phép
thanh lap; dang ky hoat dong cua chi nhanh t6
chirc hoa giai thuong mai nudce ngoai tai Viét
Nam khi thay d6i dia chi tru so tir tinh, thanh
phé truc thudc Trung wong nay sang tinh,
thanh phé truc thudc Trung wong khac

QTHGTM/07

08

Thay dbi tén goi, Truong Chi nhanh trong
Giay dang ky hoat dong cuia Chi nhanh cua to
chuirc hoa giai thuong mai nudce ngoai tai Viet
Nam

QTHGTM/08

09

Cham durt hoat dong cua chi nhanh, van
phong dai dién cua t6 chirc hoa giai thuong
mai nudc ngoai tai Viét Nam trong trudng
hop chi nhanh, vin phong dai dién cham durt
hoat dong theo quyét dinh ciia t6 chirc hoa
giai thuong mai nudc ngoai hoic té chirc hoa
giai thuong mai nude ngoai thanh lap chi
nhanh, van phong dai dién tai Viét Nam cham
dut hoat dong & nudc ngoai

QTHGTM/09




LINH VUC TRONG LINH VUC THUA PHAT LAI (Quyét dinh sé

XL 5469/0D-UBND ngay 21/10/2020 ciia UBND tinh Kién Giang)
01 | Dang ky tap su hanh nghé Thira phat lai QTTPL/01
02 | Thay d6i noi tap sy hanh nghé Thura phat lai QTTPL/02
03 | Pang ky hanh nghé va cip Thé Thira phat lai QTTPL/03
04 | Cap lai Thé Thira phat lai QTTPL/04
05 | Thanh lap Van phong Thira phat lai QTTPL/0S
06 | Pang ky hoat dong Vian phong Thira phat lai QTTPL/06
Thay d6i ndi dung ding ky hoat dong cua Vin QTTPL/07
07 . ; Bl
phong Thira phat lai
08 Chuyén ddi loai hinh hoat déng Vin phong Thira QTTPL/08
phat lai
09 Piang ky hoat dong sau khi chuyén d6i loai hinh QTTPL/09
hoat dong Van phong Thira phat lai
10 | Hop nhét, sap nhap Vin phong Thira phat lai QTTPL/10
Ping ky hoat dong, thay’d(;)i ndi dung dang ky | QTTPL/11
11 | hoat dong sau khi hop nhat, sdp nhép Van phong
Thura phat lai
12 | Chuyén nhuong Vin phong Thira phat lai QTTPL/12
13 | Thay dbi noi dung dang ky hoat dong sau khi| QTTPL/I3
chuyén nhugng Van phong Thira phét lai
- LINH VUC TRQ GIUP PHAP LY: (Quyét dinh s6 2212/0P-UBND ngay
18/9/2020 cua UBND tinh Kién Giang)
01 Lua chc_)r}, ky hop siong v6i tO6 chic hanh nghé QTTGPL/0I
luat su, to chirc tu van phap luét
02 | Cép lai Gidy dang ky tham gia trg giup phép ly QTTGPL/02
03 | Cham dut dang ky tham gia trg giup phap ly QTTGPL/03
04 | Pang ky tham gia trg gitp phap ly QTTGPL/04
05 Thay ddi noi dung Gidy ding ky tham gia trg QTTGPL/05

giup phap ly
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