; ; QUY TRINH Ma hiéu: QL.STP.

Sq TU PHAP TGPL.03
TINHHAU | THAY POI NGUOI THU'C HIEN
GIANG TRO GIUP PHAP LY Ngay ban el i
) hanh:
MUC LUC
SUA POI TAI LIEU
1. MUC BiCH
2. PHAM VI
3. TAI LIEU VIEN DAN
4. DINH NGHIA/VIET TAT
5.NOQI DUNG QUY TRINH
6. BIEU MAU
7.HO SO CANLUU
Trach nhiém Soan thao Xem xét Duyét
Ho tén Nguyén Vin Véi Vi Anh Quén Tran Phuong Quyén
' P

Chitky bo /WPL/

; Chuyén vién “Gfiam dbc Trung tim Ph6 Giam dbc
Chirc vu . —

Tro gitp phap ly
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i ) QUY TRINH M3 hiéu: QT.STP.
SQ TU PHAP TGPL.03
TINHHAU | THAY POINGUOI THUC HIEN ;
GIANG TRQ GIUP PHAP LY Ngay ban il
hanh:
SUA POI TAI LIEU
Yéu cé:iu Trang / Phin LA
sira d6i/ lién quan Mo ta ndi dung sira dbi S‘}a‘“‘géi Ngay sira doi

bo sung

viéc sira doi
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| ) QUY TRINH M3 hiéu: QT.STP.
SO TU PHAP TGPL.03
TINHHAU | THAY POINGUOI THUC HIEN —
GIANG TRO GIUP PHAP LY N‘gay ban sslllsaen
: hanh: J

1. MUC PICH

Quy dinh cach thire, trinh tw cdc budc, trach nhiém thuce hién, thoi gian thue hién
giai quyét thi tuc hanh chinh thay d6i ngudi yéu céu trg giup phap ly.

2. PHAM VI

Quy trinh nay ap dung dbi véi hoat dong tiép nhdn, xem xét va giai quyét thi tuc
thay ddi ngudi yéu cau tro gitip phap Iy cho ca nhan, t6 chirc.

Trung tAm Phuc vu hanh chinh c¢éng tinh, Trung tdm Tr¢ gitip phap ly nha nudec,
S& Tu phép ¢6 trach nhiém phdi hop véi cac co quan, ca nhén lién quan thue hién quy
trinh nay.

3. TAI LIEU VIEN DAN

- Tiéu chudn quéc gia TCVN ISO 9001:2015

- Cdc vin ban phdp quy lién quan dé cdp tai muc 5.1
4. PINH NGHIA/VIET TAT

- TTHC: Tht tuc hanh chinh;

- TTPVHCC: Trung tAm Phuc vu hanh chinh cong;

- STP: S& Tu phép;

- Trung tim TGPL nha nude: Trung tdm Tro gitp phdp 1y nha nudce;
- Tro giap phap ly: TGPL;

- Tro gitp vién phap ly: TGVPL;

- Luét su cong tac vién: LSCTV.

5. NQI DUNG QUY TRINH

5.1. CO SO PHAP LY

- Luét Tro giup phap ly nim 2017;

- Thong tu s6 12/2018/TT-BTP ngay 28/8/2018 cua Bo Tu phap vé huéng dan mot
s6 hoat @ong nghiép vu trg gitip phap ly va quén ly chéit luong vu viée tro giup phap
ly.

- Thong tu $8 09/2022/TT-BTP ngay 30/12/2022 cta B treong Bd Tu phap bai bo

mdt sé ndi dung tai cac Thong tu trong linh vire TGPL, ho tich do B truong Bo Tu
phap ban hanh.
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; ) QUY TRINH M3 hiéu: QT.STP.
SO TU PHAP TGPL.03
TINHHAU | THAY POINGUOI THUC HIEN
GIANG TRQ GIUP PHAP LY Ngay ban il e
hanh:
5.2. THANH PHAN HO SO
TT | Tén ho so S6 | Ghicha
lwong
1. | Pon dé nghi thay doi nguoi thuce hién TGPL;
01 bé

Gidy to tai liéu lién quan dén yéu cau thay doi.

5.3. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi

Noi tiép nhin va tra két qua Thoi gian xir Iy

Lé phi

Trung tam PVHCC

Ngay trong ngay lam viéc khong
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i ) QUY TRINH M3 hiéu: QTETP.
SO TU PHAP TGPL.03
TINHHAU | THAY POINGUOI THUC HIEN |—
GIANG TRO GIUP PHAP LY Ngay ban -
) hanh:
5.4. TRINH TU XU LY CONG VIEC
Buée . & Biéu
cong | Noi dung cdng viée Lseh Thot | dw/Két Dién giai
o, nhi¢m gian "
viée qua
C4 nhén, co | . 3 ; .
- Tz | glo Nép Ho6 so dé nghi
B1 quan, 1y | TR | thay di ngudi thie
oy Gl | chinh : hién TGPL
Tiép nhén va tham giv
dinh ho so va Trung tam 4 ok s A b
B2 chuyén dén bd PVHCC haf]h BM 03.01 | Ti¢p nhén ho so
" chinh
phén tham muu
A
Dy théo Quyét dinh Chuvéin Dy thio Quyét dinh
v& viéc thay thé e glam gitr v& viéc thay thé
B3 ngudi thye hién eeveri T hanh | BM 02.01 | TGVPL/LSCTV thuyc
TGPL e TGpr | chinh hién TGPL tham gia
l to tung
Ky d“}’ét Xem xét du thi}o
d?nlgité thong bao khong ti€p
ifsTha tuc thue hig¢n TGPL
e | gt | E | Nuding i Kyph
B4 Phé duyét Trung tim | hanh | TGVPL/ g?lf}ft du tﬁ;ao Q“f}fg
TGPL | ehinh | LSCTV | cemmrnsor
A
TGPL |- Néu khong dong y:
— Phé y kien va dé nghi
6 tUI%g bo sung ho so
¥ ) Tra két qua cho To
Tra két qué Quyet | chic/ca nhin va giao
dinhvé |hod SO cho
viéc thay | TGV/LSCTV thue
the hién TGPL; chuyén
T - giv | TGVPL/ |vién Trung tdm
B3 Svhce. | hanh | LSCTV | TGPL hm 01 bin
chinh | thuc hién | Quyét dinh vé viéc
TGPL | thay thé TGVPL/
thgm gia | LSCTV thuc hiér}
totung | TGPL tham gia t0
tung
-




6

) ) QUY TRINH M3 hiéu: QT.STP.

SQ TU PHAP TGPL.03
TINHHAU | THAY POI NGUOI THUC HIEN
GIANG TRO GIUP PHAP LY Ngay ban ilitsdos]
' hanh:

Buadc - wl Biéu
cong N6i dung cong viée T;?,\Ch Lhi | kK Dién giai
wib nhi¢m gian -

Thong ké va theo doi
Chuyén vién Trung
Chyéiy il BM 02.01 | tim TGPL co trach

BM 05.01 | nhiém thong ké cic

Luu hd so,
thong ké va
theo doi

Bo6 vién Trung | hanh ¢ cic
tam TGPL | chinh | BM 06.01 | TTHC thuc hién tai
don vi vao So thong
ké ket qua thyc hién
TTHC
6. BIEU MAU

TT | Ma hiéu | Tén Biéu mau

1. | BM01.01 | MauPon dé nghi thay di ngudi thiee hién TGPL

2. |BM02.0] | Mdu Quyét dinh vé vige thay thé TGVPL/LSCTV thuc hién TGPL tham
gia (0 tung

3. | BM03.01 | Mau Gidy bién nhan hé so

4. | BM04.01 | Mdu Phiéu theo dbi qud trinh xit Iy cong viéc

5. | BM05.01 | Mdu Sé theo dbi két qua xik I cong viéc

6. | BM06.01 | MéuSé théng ké két qua thuc hién TTHC

7. HO SO CAN LUU

T Ho so lwu

1. | Méu Quyét dinh thay thé TGVPL/ LSCTV thuc hién TGPL tham gia 16 tung

2. | 86 theo dbi két qua xir [y cong viéc

3 |So thé’ng ké két qua thyee hién thu tuc hanh chinh




Méy s6 04-TP-TGPL
(Ban hanh kém theo Thong tu 56 12/2018/TT-BTP)

CONG HOA XA HOI CHU NGHIA VIET NAM
Dge lap - Tw do - Hanh phiic

Kinh gti:  .oooeeeeeereeeee, L R
Té1 1a (ho va tén): ........ (2] ssmisisannares hodc............... (€ SR
Ngay, thang, ndm sinh: ........ccooeeevieieiiiiieeeee. & 10115 5
Dia chi BN h&: .o,
IR TIUBAE wicomsvmonsonsiess s s i iR S00H s s S AR ST E
CMND/The CAN CUGC CONG AN SO ..o e eee e,
Ngay 1 NOT CAD crvvervreereereseesseesseessssseesseesesessssseeesssesseess s ese s
NZHE NZRIED .. vvoeeeeeeeveeeee e see s eseessssses s e s s es e e eeeeee oo ee
La nguoi dugc trg giup phép Iy Hodc 13 nguoi gidm ho cua nguoi duoc tro gitp
phip Iy ... 72 T dang dugc Ong/Ba  ..o.oon....... (4)
.. tro giip phép 1y trong vu Vi€e.....c.cvvvvvevvveeverneeeeeseenennns

Can cur vao khoan 5 Piéu 8 cua Luét Tro gitip phép 1y, t6i d& nghi thay ddi ngudi
thye  hién tr¢ gilp phdp 1y véi 1y do sau  day:

.................................................................................................................................

T6i xin cam doan 1&i trinh bay trén 13 ding su that. D& nghi ............ (Do, xem
xét thay ddi ngudi thuce hién trg gitp phap ly.
NGUOI LAM BON
(Ky, ghi ré ho tén hodc diém chi)

Ch1i thich:
(1): Tén t6 chire thye hién tro giup phép ly;
(2): Ho va tén nguoi duogc tro glup phép ly;
(3): Ho va tén ngudi yéu cdu tro gitup phap ly;
(4): Ho va tén ngudi thue hién trg gitp phap 1y.
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Mau 56 07-TP-TGPL
(Ban hanh kém theo Théng tw so 12/2018/TT-BTP)

........... €} CONG HOA XA HQI CHU NGHIA VIET NAM
.................... () [ Djc 1ap - Tw do - Hanh phiic
2 /QD-...(3)......
edd) (4)......, ngay ... thang ..... nam 20.....
QUYET PINH

Vé viée thay thé ngudi thue hién dai dién ngoai t6 tung

Cén ctr Luéat Tro giup phap 1y ngay 20 thang 6 nim 2017,
Cin ctr yéu cau thay déi nguoi thuc hién tro gitup phép ly ctia Ong/Ba

................................. (6) oo DAY /el /20,
QUYET PINH

Dicu 1. Co Ong/Bieooooooooeeerenn, ) N 13
LT (8)..ccmnismusiannisnsesnaans CUA  eereeereerneennns 2 S——— thay
the cho Ong/Ba .c.covvsrsiacss . f P— thuc hién dai dién ngoai to tung cho
Ong/Ba ., (@ £0) I . trong vu
L

Diéu 2. Quyét dinh ndy ¢6 hidu luc thi hanh ké tir ngay ky, thay thé cho
Quyét dinh s6 ......... /QD-TGPL ngay ..... thang ..... ndm 20..... cua .......... (D Dhsssmsss
ve viéc clt Ong/Ba .....coovvveveeeennnee. 1) ——— thue hién dai dién ngoai to tung.

Piéu 3. Cac Ong/Ba c6 tén tai Piéu 1 chiu trdch nhiém thi hanh Quyét
dinh nay./.

o GIAM POC/TRUGNG CHI NHANH/
-1y NGUOI DPUNG PAU TO CHUC
- Luru: TT/CN/TC. THAM GIA TRQ GIUP PHAP LY

(Ky, ghi vé ho tén, déng dau)



Chi thich:

(1): Tén co quan chi quan cta co quan ban hanh vén ban;

(2): Tén t chire thyc hién tro gitip phap 1¥;

(3): S, ky hiéu ctia Quyét dinh;

(4): Dia danh;

(5): “Giam dbc Trung tAm trg gitip phap 1y nha nuéce” hodc “Truong Chi nhanh cta Trung
tAm trg giup phap Iy nha nuéc” hodc “Giam dbc Cong ty luat” hodc “Trudng Vin phong luat
su” hodc “Ngudi ding d4u t6 chire tw van phap luat”;

(6): Ho tén ngudi c6 yéu cau thay doi ngudi thuc hién tro gidp phap ly;

(7): Ho tén ngudi thuc hién trg gitp phap ly duogc ctt dé thay thé;

(8): Ghi 18 chirc danh ngudi thuc hién trg gitp phap ly;

(9): Ho tén ngudi thye hién tro gitip phép 1y;

(10): Ho tén ngudi duoc trg giup phap ly.

(11): Tén co quan ¢co thAm quyén giai quyét vu viée.



