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IHYONG DAN NOP HO SO 
THANH LAP VAN PHONG THeA PHAT LAI 

I. HO sce 

1. Don de nghi thanh lap Van phong Thira phat lai (theo Mau TP-TPL-14 
Ban hanh kern theo Thong so 05/2020/TT-BTP); 

2. Ban thuye't minh NT&' to chirc, ten g9i, nhan skr, dia di6m d;at trg seY, 	L ,cac di 
kin vat chat va ke hoach trien khai thuc 	(sau day ggi la Ban thuyet minh), 
kern cac giay to chirng minh cac not dung neu tai Ban thuyet minh; cac tai lieu 
khac có lien quan (neu có); 

3. Ban sao có chirng thirc ho4c ban chgp kern ban chinh Quy& dinh bO 
nhirn, 136 nhiem lai Thira phat lai de dOi chiL. 

II. SO 	phai nOp 

HO so de nghi thanh lap Van phong Thira phat lai g6m 01 be) ban chinh (bao 
gom nhirng tai lieu yeu cau nOp ban chinh va cac tai lieu khac dugc chirng thirc 
sao y), kern 01 WO WO so la ban sao hap 

III. Cach thirc nOp, tiep nh4n hO 

1. Cacti thirc nOp Flo so 

Ngueyi nOp hO so la thira phat lai thanh lap Van phong Thixa phat lai ho4c 
ngoai dugc uy quyen (co van ban fty quyen cltroc cong chirng hock chung thuc); 
nOp tnxc tiep tai BO phan tiep nhan va tra ket qua dm Si Tu phap trong giey hanh 
chinh hoc giri qua dich vg buu chinh (thai gian nOp dugc tinh theo &au buu dien 
den, trong truOng hop Op qua throng buu dien, Thira phat lai can lull ve theYi 
gian nOp tranh trueyng hop ho so den sau tiled diem ket thuc visc nhan ho so 
hoc ho so khong dugc nhan do khong darn bao theo quy dinh, huong dri cua 
See Tu phap). 

2. Trinh bay h6 so 

- Cac Thira phat lai de nghi thanh lap Van phong Thira phat lai ky vao tong 
trang cua Ban thuyet minh thanh lap Van phong Thira phat lai. 

- Ho so de nghi,  thanh lap Van phong Thira phat lai 	trong tui dan kin; 
danh but lgc; 	sap xep trong moi bO ho so theo thir to hueeng dan tai Mgc I, 
dung thanh cuon (biz), tap), danh,  so thir tkr timg trang có trong 1-16 so; c6 cliff 147 
niem phong ben ngoai 	ciia tat ea cac Thira phat lai tham gia thanh 14p Van 
phong Thira phat 14i, phia ngoai tui c6 dan thong tin ve Van phong Thira phat 
lai (theo Mau AM kern); kern muc Ity hO so' (theo Mau dinh kern). 
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- Thira phat lai de nghi thanh lap Van phong Thira phat lai phai chiu trach 
nhiem ye su day du, tinh chinh xac, hop phap va cac van de phat sinh lien quan 
den viec lap va nOp h6 so de nghi thanh lap Van phong Thira phat lai. 

3. Tiep nhan 116 so 

- BO phan tiep nhan va tra ket qua cua Sa Tu phap chi nhan h6 so duoc thgc 
hien day• du theo hu6ng dan not teen; thong tin hO so dtroc tiep nhan se &roc cap 
nhat tai Trang thong tin dien tir cua Si Tu phap. 

- Le phi: 1.000.000 d6ng/h6 so (mOt trieu d6ng/h6 so). 

- Het thoi han nOp h6 so, Sa Tu phap se thong bao ngdy m6 niem phong 
de to chirc thgc hien viec tham dinh va cham diem theo quy dinh. Viec m6 niem 
phong c6 six chirng kien cua nguoi nOp ho so. 

- Ho so sau khi tham dinh va cham diem se khong dtroc hoan tra. 

IV. MOt so ltru y trong viec xet duy?t ho so' 

n6i dung Ban thuyet minh: Ban thuyet minh phai dam bao cac not 
dung cham diem theo Quy dinh ve tieu chi va cach fink tham dinh ho so de nghi 
thanh lap Van phong Thira phat lai tren dia ban Thanh phO H6 Chi Minh, &roc 
Uy ban nhan dan Thanh phO ban hanh kern theo tai Quyet dinh so 3618/QD-
UBND ve phe duyet f)' an phat trien Van phong Thira phat lai tren dia ban Thanh 
phO H6 Chi Minh (co the tham khdo thgc hien theo ggi 3"T dinh kern). 

2. Ve gib to• chirng minh: H6 so can nOp cac giay to' chirng minh ve cac 
not dung theo tieu chi cham diem va theo Ban thuyet minh, trong do ltru y mot so 
not dung: 

- DOi v6i trg sa: ngodi hop d6ng thue, mugn hop le, can n6p kern ban sao 
c6 chirng thgc giay,chung nhan quyen sir dung dat, quyen sey 	nha va tai san 
kirk gan 	vOi dat ctia ben cho thu'e, cho muon va cac giay t6 khac c6 lien quan 
(neu co). 

- DOi v6i gia'y to chirng minh th6i gian cong tac phap 1114 cua Thira phat 
lai: Ban sao (co chung thgc) cac van bang, chi:mg chi lien quan; Ban sao Quyet 
dinh tuyen dung, hop dong,  lam viec hoac hop &Ong lao &Ong kern theo Ban sao 
(co chirng thgc) so Bao hiem xa hOi/Ban xac nhan qua trinh &rig bao hiem xa 
h6i; xac nhan cua Si Tu phap not tirng hanh nghe Thira phat lai, trong do the 
hien qua trinh hanh nghe (Truaeng Phong/Van ph6ng Thira phat lai, Thira phat 
lai hop danh, Thira phat lai hop &mg); ban ,sao giAy to chirng minh da mien 
nhiem, thu hoi chirng chi hanh nghe hoac thu hoi the doi voi cac tru6ng hop gOm: 
Ngueri da dugc bet nhiem cong chi:mg vien, &roc cap chi ng chi hanh nghe luat su, 
dau gia, quasi tai vien, dtroc cap the tham dinh vien ve gia ma chua mien nhiem 
ding chi:mg vien, thu hoi chiing chi hanh nghe 111'4 su, dau gia, quan tai vien, the 
tham dinh vien ve gia); giay t6 chirng minh da nghi htru hoac thoi viec dui v6i 
trix6ng hop Om: Ngtx6i dang la can bO, cong auk, vien chirc, si quan, quan nhan 
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chuyen nghiep, ding nhan, vien chirc quo'c phong trong co quan, don vi thu9c 
Quan d9i nhan dan, si quan, ha si quan, chitin si trong co quan, don vi thu9c COng 
an nhan dan) va cac giay to' khac c6 lien quan (neu c6); 

- Doi voi giAy t6 chimg minh than gian ding tic cua cac nhan s.kr khac: Ban 
sao (co chirng thgc) cac van bang, chung chi lien quan; Ban sao (co Chung thvc) 
so Bao hiem xa h9i hoac Ban xac nhan qua trinh gong bao hiem xa h9i va cac giay 
to khac co lien quan (neu co). 

3. V* xet du3* h6 so de nghi thanh lap Van phong Thira phap lai thirc 
hien theo Quy dinh ve lieu chi va cach thirc tham dinh h6 so de nghi thanh lap 
Van phong Thira phat lai teen dia ban Thanh ph6 H6 Chi Minh ban hanh kern theo 
Quy6t dinh so 3618/QD-UBND ngay 25/10/2022 dm Uy ban nhan dan Thanh ph9 
H6 Chi Minh, trong do ltru 5T: 

- So Trr phap chi chAm diem 04 Thira phat lai, 04 thu k5T nghi0 vu theo thir 
to tit ten xu6ng the hien trong Ban thuyet minh tit thir nhAt den thir tu. 

- Khong tinh di6m doi voi cac trizong hop quy dinh tai khoan 1 Dikr 14 
Quy dinh ve tieu chi va each thuc thArn dinh h6 so de nghi thanh lap Van phOng 
Thira phat lai tren dia. ban Thanh ph6 Fit) Chi Minh ban hanh kern theo Quye't dinh 
so 3618/QD-UBND ngay 25/10/2022 dia. Uy ban nhan dan Thanh pha H6 Chi 
Minh. 

- Khong xem xet cho phep tham gia thanh lap d9i voi cac truong h9p &rot 
quy dinh tai khoan 2 Dieu 14 Quy dinh ve tieu chi va cach thirc tham dinh hO so 
de nghi thanh lap Van phong Thira phat lai ten dia. ban Thanh phe.) Ho Chi Minh 
ban hanh kern theo Quy6t dinh so 3618/QD-UBND ngay 25/10/2022 dm Uy ban 
nhan dan Thanh ph6 Ho Chi Minh. 

- Xet ch9n ho so va cho phep thanh lap Van phong Thira phat lai dugc thirc 
hien theo quy dinh tai Dieu 17 Quy dinh ve lieu chi va each thirc tham dinh ho so 
de nghi thanh lap Van phong Thira phat lai teen dia ban Thanh phO WO Chi Minh 
ban hanh kern theo Quyect dinh so 3618/QD-UBND ngay 25/10/2022 dm Uy ban 
nhan dan Thanh pho H6 Chi Minh. 
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TP-TPL-14 
(Ban hanh kern theo Thong to so 05/2020/TT-BTP) 

LONG HOA XA HOI CHU NGHIA VIVI' NAM 
Di)c lap - Tty do - H4nh phtic 

DON DE NGHI THANH LAP VAN PHONG THeA PHAT LAI 

Kinh 	Uy ban nhan dan 	  

Toi/Chung toi la: 

1. HQ va ten: 	  

Quye't dinh 1)6' nhiem Thira phat lai so 	ngdy 	/ 	/ 

Noi clang k5f ho khau thtrerig tru: 

Ch6 e).  hien nay: 	  

2. HQ va ten- 

Quy'et dinh be) nhiem Thira phat lai so 	ngdy 	/ 	/  

Nai dang k 'y h(15 khau thlrong tru: 

Cho o hien nay: 	  

3. 	 

de nghi Oy ban nhan dan 	 cho phep thanh lap Van phong This 
phat lai voi cac not dung sau day: 

1. Ten Van phong This phat lai (ghi bang chic in hoa): 	  

2. Dia chi tru 

3. HQ va ten Truong Van phong Thira phat lai: 	  

4. Loai hinh hog Bong: 	  

Toi/Chung toi cam loan thgc hien day dU cac quy'en, nghia vu theo quy dinh cua 
phap luat. 

ngay 	thang 	neim 	 
Nguiri de nghi 

(10, ghi ro ho ten) 
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GO Si*  xay citrng Ban thuyet minh thanh 14p Van phong thira phat lai 

Ban thuyet minh thanh lap Van phong thira phat lai can neu cu the cac van 
de sau: 

1. Su can thiet thanh lap Van phong Thira phat lai: chirng minh dugc su can 
thiet thanh lap Van phOng Thira phat lai tai khu vuc du kien d4t try so Van phOng 
Thira phat lai, chi:111g minh kha nang dap Ung nhu cau cong viec trong linh vuc 
This phat lai doi vgi khu vuc dO. 

2. Ve to chirc va nhan su dia. Van phong Thira phat lai, can neu cu the cac 
not dung sau: 

a) Loai hinh Van phong Thira phat lai; 

b) Ten, so va guy& dinh b6 nhiem, b6 nhiem lai thira phat lai, s6 the va ngdy 
cap the thira phat 14i (neu co) cda thira phat lai thanh lap; 

c) Du kien ten ggi dm Van phong thira phat lai; 

d) Du kien nhan su cilia Van phong thira phat lai: neu rO s6 lugng, trinh dO 
va kinh nghiem, qua trinh hanh nghe, qua trinh lam viec cua tirng thira phat lai; 
thu 1(T nghiep vv, nhan vien ke toan, nhan vien cong nghe thong tin, nhan vien 
luu trir va cac nhan vien khac (cung cap giay 0 chi mg minh cac nOi dung neu 
tren, neu c6); 

e) Kha Wang quail tri Van phong: 

- Ban thuyet minh the hien dugc kha nang quan tri Van phong; 

- Kha Wang quail tri Van phong cua Truemg Van phong (cung cap cac giay 
to chimg minh, neu co). 

f) Cac du kien khac ve to chi:re va nhan su (neu co). 

3. Ve co so vat chat ciia Van phong thira phat lai, can neu cu the cac not 
dung sau: 

a) Tru 

- Vi tri dir kien d;at Van phong, 

- TOng dien tich sir dung dia. Van phong, dien tich Van phong danh cho tiep 
ngugi yeu cau; dien tich Van phong danh cho luu trot ho so; bo tri gift xe... 

b) Ban thuyet minh can neu cu the cac di'eu kien thuc hien cac quy dinh ve 
an ninh trat to va an toan giao thong, cu the: dien tich gift xe cua khach va cua 
nhan vien Van ph6ng, phuong an phong chay, chita chay, dam bag an ninh trat to 
va an toan giao thong. 

c) Co so vat chat de phvc vu cho hoat dOng cUa Van phong; 

d) Co see vat chat khac (neu co) 
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4. Ke hoach trien khai hog dOng dm Van phong Thira phut lai: 

a) Tien dO thgc hien cac du kien ve to chirc, nhan su va co soy vat chAt cua 
Van phong Thira phut lai; 

b) Tien dO va cac ke hoach dua Van phong thira phut lai vac, hog d'Ong; 

c) Quy trinh nghiep vu chat che, dung quy dinh; 

d) Dieu kien luu tru, ke hoach thkrc hien viec luu trtt va quy trinh luu tri ho 
S0'; 

e) Cac van de khac lien quan den viec tri'en khai hog dOng cua Van phOng 
Thira phut lai. 



Ban chinh/Ban sao có 
chting thtic/Ban photo 

STT st. NOi dung Ghi chu 
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MUC LUC HO SO 
BE NGHI THANH LAP VAN PHONG THeA PHAT LAI 

VAN PHONG THeA PHAT LAI 

Thanh pha Ha Chi Minh, ngay thong nom 2023 
CH' KY CUA CAC THeA PHAT LAI BE NGHI THANH LAP VAN PHONG 
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THONG TIN Vt.  VAN PHONG THICA PHAT LAI 
DE NGHI THANH LAP 

(Dan ngoai bia ho so. cue nght thanh lap Van phong Thira phut lai) 

Ten Van ph6ng Thira phdt lai (du kien) 	  

Dia chi (du kien)• 	  

Ten cdc Thira phdt lai thanh lap: 

1 	  (Nguoi du kien la TruCmg Van phong) 

2 	  

3 	  

4 	  

Dia chi lien lac cua ngu6i du kien ld Truang Van phong Thira phdt lai: 

Dien thoai lien lac cua ngued du kien Trueng Van phong Thira phut lai: 

Ten cua nguei n6p 116 sa (neu nguai n6p h6 so khOng phdi la Thira phdt lai thanh 
lap Van phong Thira phdt lai). 	  

Dia chi vd dien thoqi lien lac cua cua ngu6i n6p h6 so (neu nguai n6p h6 so khOng 
phdi la Thira phut tai thanh lap Van phong Thira phdt lai): 
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