PHU LUC

THU TUC HANH CHINH PUQC SUA POI, BO SUNG TRONG
LINH VU'C CONG CHUNG THUQC PHAM VI QUAN LY CUA
BO TU PHAP
(Ban hanh kém theo Quyét dinh s6876 /OP-BTP ngay29 thing3 nam 2026
cua Bo truong Bo Tu phap)

PHAN I
DANH MUC THU TUC HANH CHINH PUQC SUA POI, BO SUNG

ST | S6hoso | Tén thi tuc hanh | Tén VBQPPL quy dinh Linh | Co quan
TTHC chinh ndi dung sira doi, bo sung vure thuwe hién

A. Thu tuc hanh chinh ap dung chung

1.013803 |B6 nhiém  cong | Nghi quyét 66.7/2025/NQ- | Cong | SO
chung vién CP quy dinh cat giam, don | ching | phap
gian hoa tha tuc hanh chinh
dua trén dir liéu

PHAN II
NOI DUNG CU THE CUA TUNG THU TUC HANH CHIiNH
1. Thi tuc Bé nhiém cong chirng vién
Trinh ty thyc hién:

- Nguoi c¢6 du tiéu chuan theo quy dinh tai Piéu 10 cua Luat Cong
ching lap 01 bo hd so va nop truc tiép hodc qua dich vu buu chinh dén S¢ Tu
phép & dia phuong noi hoan thanh tdp sy hanh nghé coéng ching hoic truc tuyén
trén Cong dich vu cong qudc gia.

- S& Tu phap c6 trach nhiém kiém tra ho so, trong truong hop can thiét thi
tién hanh xac minh tinh hop phap cua hod so va co van ban dé nghi Chu tich Uy
ban nhan dan cip tinh bé nhiém cong chimg vién kém theo hd so dé nghi bo
nhiém d6i v6i nhirng trudong hop du tiéu chuan, diéu kién bod nhiém cong ching
vién; trudng hop tir chdi phai thong bao bang van ban ¢ néu rd 1y do.

- Chu tich Uy ban nhan dan cép tinh xem xét, quyét dinh bo nhiém cong
chtng vién; truong hop tir chdi phai thong bao bang vin ban ¢ néu rd ly do cho
S¢ Tu phap va nguoi dé nghi bd nhiém cong ching vién. Nguoi yéu cau nhén
két qua tai S& Tu phap noi minh nép hd so hoic qua dich vu buu chinh, trir
truong hop phap luét cé quy dinh khac.

Ngueoi tiép nhdn, gidi quyét thii tuc bo nhiém céng chimg vién cé trdch
nhiém khai thdc, sir dung théng tin d@é thay thé cho cdc logi théng tin, thanh
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phan gidi quyét trén co sé dir liu quoc gia vé bdo hiém doi véi gidy to chimg
minh thoi gian déng bdo hiém xa hdi phir hop véi vi tri cong tac phdp ludt.

Truong hop khong khai thac duoc thong tin hodc thong tin khai thac dwoc
khong day du, khéng chinh xdc thi co quan, nguoi co tham quyen tzep nhan, giai
quyet thu tuc hanh chinh yéu cau cd nhdn bé sung thanh phéan hé so dé giai
quyet thu tuc hanh chinh, dong thoi dé nghi ca nhan thuc hién cdp nhat, diéu
chinh thong tin trong cdc co so dir liéu theo quy dinh cua phap lugt.

Cach thirc thye hién: Nguoi dé nghi bd nhiém cong ching vién nop hod
so truc tiép hodc qua dich vu buu chinh dén S¢ Tu phap ¢ dia phuong noi hoan
thanh tap su hanh nghé cong ching hoidc truc tuyén trén Cong dich vu cong
quéc gia (43 du diu kién thuc hién dich vu cong tryc tuyén toan trinh).

Thanh phin hé so:

- Vén ban dé nghi bd nhiém cong chimg vién (Mau TP-CC-02 ban hanh
kem theo Thong tu s6 11/2025/TT-BTP ngay 25/6/2025 cua B Tu phap sura
doi, bod sung, bai bo mot s6 di€u cua cac thong tu thudc linh vuc quan Iy nha
nudc cua BO Tu phap).

- Ban chinh hodc ban sao c6 ching thuc hodac ban sao dién ti Giéy to
chiirng minh thoi gian cong tac phdp luat theo quy dinh cia B truéong Bo Tu
phap; truong hop nguoi dé nghi bd nhiém thude ddi twong quy dinh tai khoan 5
va khoan 6 Diéu 14 ctia Luat Cong chimg thi phai c6 ban chinh hoic ban sao c6
chig thuc hodc ban sao dién ti giéy to ching minh dd mién nhiém, da thu hoi
chtng chi hanh nghé hodc khong con thudc cac truong hop ndy. Gidy to ching
minh thoi gian cong tac phap ludt theo quy dinh tai khoan 4 Diéu 10 cua Luét
Cong chimg va diém b khoan 1 Diéu 4 cua Nghi dinh sé 104/2025/ND-CP la
mot hodc mot sb gidy to sau day:

- Quyét dinh bd nhiém, bd nhiém lai, tuyén dung, luan chuyén, diéu
dong, hop dong lam viéc hodc hop dong lao dong kém theo gidy to chimg minh
thoi gian dong bao hiém x3 hoi phu hop véi vi tri cong tac phap luat duge bd
nhiém, tuyén dung hodc ky hop dong tir dit 03 niam trd 18n d6i v6i nhitng nguoi
thudc trudng hop quy dinh tai diém a, b va d khoan 1 Piéu 6 Théng tu sb
05/2025/TT-BTP ngay 15/5/2025 cta Bo trudng Bo tu phap quy dinh chi tiét
mot s6 diéu va bién phap thi hanh Ludt Cong ching (Khdng yéu cdu ngueoi yéu
cau ndp gidy to chirng minh thoi gian dong bao hiém xd hoi khi co quan gidi
quyét thii tuc hanh chinh khai thdc dwoc thong tin vé gidy to chitng minh thoi
gian dong bdao hiém xa héi trén Co sé dir liéu quoc gia vé bdo hiém).

+ Chutng chi hanh nghé luat su va thé luat su; ching chi hanh nghé dau gia;
chtng chi hanh nghé quan tai vién; quyét dinh bd nhiém thira phat lai va thé
thira phat lai d6i v6i nhitng ngudi thude truong hop quy dinh tai diém ¢ khoan 1
Diéu 6 Thong tu s6 05/2025/TT-BTP;
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Chung chi hanh nghé hodc cac quyét dinh quy dinh tai diém nay phai kém
theo gidy to ching minh thoi gian dong bao hiém x4 hoi tir di 03 nam try 1én
tuong ung voi chirc danh ma hg ddm nhéan. Truong hop ngudi quan ly doanh
nghiép trong linh vuc luat su, ddu gia, quan 1y thanh 1y tai san, thira phat lai ma
khong hudng tién lwong hodc ngudi hudng lwong huu, trg cap bao hiém x4 hoi,
trg cap hang thang ma dang giao két hgp dong lao dong khong thudc dbi tugng
tham gia bao hiém x3a hoi bat budc thi khong can nop kém theo gidy to ching
minh thoi gian dong bao hiém xa hoi (Khdng yéu cau nguwoi yéu cau ndp gidy to
chitng minh thoi gian déng bao hiém xd héi khi co quan gidi quyét thii tuc hanh
chinh khai thac dwoc théng tin vé gidy to chitng minh thoi gian déng bdo hiém
xd héi trén Co s6 dit liéu quoc gia vé bao hiém).

+ Céc gidy to hop phap khac chimg minh thoi gian cong tac phap luat.

Céc gidy to quy dinh tai khoan nay 13 ban chinh hodc ban sao c6 chimg
thuc hodc ban sao dién tu.

- Ban chinh hoac ban sao c6 ching thyc hodc ban sao dién tir Giéy chung
nhan két qua kiém tra tap sy hanh nghé cong ching;

- Ban chinh hoac ban dién tir Giéy kham strc khoé do co s& kham bénh,
chita bénh c6 tham quyén cap trong thoi han 12 thang tinh dén ngay ndp hd so.

S6 lwong hd so: 01 bo.
Thoi han giii quyét:

- Trong thoi han 10 ngay lam viéc ké tir ngay nhén du ho so hop 1€, S6 Tu
phap co trach nhiém kiém tra ho so, trong truong hop can thiét thi tién hanh xéac
minh tinh hop phap cua hé so, thoi han xac minh hé so khong qua 15 ngay lam
viéc va co van ban d€ nghi Chu tich Uy ban nhan dan cap tinh b nhiém cong
chimg vién kém theo h6 so d¢ nghi b6 nhiém doi voi nhiing truong hop du tiéu
chuén, di€u kién b6 nhiém cong ching vién; trudong hop tir choi phai thong bao
bang van ban c6 néu 10 ly do.

- Trong thoi han 10 ngay lam viéc ké tur ngay nhan dugc van ban dé nghi
cia S¢ Tu phap kem theo ho so hop 1€, Chu tich Uy ban nhan dan cap tinh xem
xet, quyét dinh bo nhiém cong chimg vién; truong hop tu choi phai thong bao
bang van ban c6 néu 16 ly do cho S¢ Tu phap va nguoi dé nghi bé nhiém cong
chung vién. Nguoi yéu cau nhan két qua tai S& Tu phép noi minh ndp ho so.

Poi twong thue hién thii tuc hanh chinh: C4 nhan.

, Co quan gidi quyét thi tuc hanh chinh: S¢ Tu phap; Uy ban nhin dan
cap tinh.

Két qua thye hién thi tuc hanh chinh: Quyét dinh bo nhiém cong ching
vién.

Phi, 1€ phi: Khong
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Yéu ciu, diéu Kkién thwe hién thii tuc hanh chinh:

1. Ngudi dé nghi bd nhiém cong chimg vién phai co du cac tiéu chuin
quy dinh tai Piéu 10 ctia Luat Cong chimg: La cong dan Viét Nam khong qua
70 tudi; thudng tra tai Viét Nam, tuan tha Hién phap va phép luét, c6 pham chat
dao duc tot va bao dam sirc khoe dé hanh nghé cong ching; c6 bang cir nhan
luat hodc thac si luat hodc tién si luat; co thoi gian cong tac phap luat tur du 03
nam trd 1én tai co quan, td chire sau khi co béng ct nhan luat hoac thac si luat
hodc tién st luat; tot nghi¢p khoa dao tao nghé cong chung; dat yéu cau kiém tra
két qua tap sy hanh nghé cong ching.

2. Nguoi thudc cac truong hop quy dinh tai Diéu 14 cua Luat Cong ching
thi khong dugc bo nhiém cong chimg vién bao gdm:

a) Nguoi khong du tiéu chuan bd nhiém cong ching vién theo quy dinh.

b) Ngudi dang bi truy ctru trach nhi¢m hinh sy; nguoi da bi két an vé toi
pham do v0 y ma chua dugc x06a an tich; nguoi da bi két an vé toi pham do co y,
ké ca truong hgp da duogc xo6a an tich.

c) Nguoi dang bi 4p dung bién phap xtr Iy hanh chinh gidao duc tai xa,
phuong, thi tran, dua vao co s¢ gido duc bat bude, dua vao co sd cai nghi¢n bat
budc.

d) Nguoi bi mat nang luc hanh vi dan sy hoac bi han ché nang lyc hanh vi
dan sy; nguoi c6 khé khan trong nhan thire, lam chu hanh vi.

d) Nguodi dang 1a can bg, cong churc, vién chuc, trir vién chirc cua Phong
cong chung; dang 13 si quan, ha si quan, chién si, quan nhan chuyén nghiép,
cong nhan, vién chirc trong co quan, don vi thudc Quan ddi nhan dan; dang 1a si
quan, ha si quan, chién si, cong nhan trong co quan, don vi thuoc Coéng an nhan
dan.

e) Nguoi dang 1a thura phat lai, luat su, dau gid vién, quan tai vién, tu van
vién phap luat, tham dinh vién vé gia hoic dang thuc hién cong viéc theo quy
dinh tai diém h khoan 1 Diéu 9 cua Luat Cong chimg.

g) Can bo bi ky luat béng hinh thtrc bai nhi€ém; cong churc, vién chire bi ky
luat bé“mg hinh thirc budc théi viée; si quan, ha si quan, chién si, quan nhan
chuyén nghi¢p, cong nhan, vién chirc trong co quan, don vi thugc Quan ddi nhan
dan bi ky luat bang hinh thtc tuéc danh hiéu quan nhan hodc budc thoi viée; si
quan, ha si quan, chién si, cong nhan trong co quan, don vi thuoc Coéng an nhan
dan bi ky lut bang hinh thtc tuéc danh hiéu Cong an nhan dan hodc budc thoi
viéc.

i) Thura phat lai, luat su, dau gia vién, quan tai vién, tu van vién phap luat,
tham dinh vién vé gia bi mién nhiém hodc bi thu hdi chimg chi hanh nghe do vi
pham phap luat ma chua hét thoi han 03 nam ké tir ngay quyét dinh mién nhiém
hoic quyét dinh thu hoi ching chi hanh nghé c6 hiéu luc thi hanh.
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MAu don, miu to khai: Mdu TP-CC-02 ban hanh kém theo Thong tw s6
11/2025/TT-BTP.
Can cwr phap ly:
- Nghi quyét s 66.7/2025/NO-CP quy dinh cdt giam, don gidn héa thii
tuc hanh chinh dwa trén dir liéu;
- Luat Cong ching s6 46/2024/QH15;
- Nghi dinh sO 104/2025/ND-CP ngay 15/5/2025 caa Chinh pha quy dinh
chi tiét mdt s6 di€u va bién phép thi hanh Luat Cong ching;
‘ - Nghi dinh sO 121/2025/ND-CP ngay 11/6/2025 cua Chinh phu quy dinh
vé phan quyén, phan cap trong linh vuc quan 1y nha nudce cia BO Tu phap;
- Thong tu sé 05/2025/TT-BTP ngay 15/5/2025 cua B truong Bo Tu
phap quy dinh chi tiét mgt s6 di€u va bi¢n phap thi hanh Luat Cong ching;
- Théng tu sO 11/2025/TT-BTP ngay 25/6/2025 cua B¢ truong Bo Tu
phap stra doi, bo sung, bai bo mdt so di€u cua cac thong tu thudc linh vuc quan
1y nha nudc cua Bo Tu phap.

Méau TP-CC-02
(Ban hanh kem theo Thong tw so 11/2025/TT-BTP)

7 CONG HOA XA HOI CHU NGHIA VIET NAM
Anh Doc 1ap - Tu do - Hanh phiic
3cmx4 cm
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VAN BAN PE NGHI BO NHIEM CONG CHUNG VIEN

Kinh glri: c.ooooei (1)
I. THONG TIN CA NHAN:
TO1 t801 1 (@hi BANG CRIE i1 HOQ): ..o
GIOT HNN (2)7 oottt ettt st enee s
Ngay, thang, nam sinh: ............. [iveeeeeanns S QuAC tich (3):eeeeeeeceeeeeeann.
S6 Thé cian cude cong dan/S6 Thé can cude/S6 dinh danh cé nhan......................
Ngay, thang, nim cip (4): ......... [vienn. e e e s
INOT CADP (5): vttt et r e ees e s e e e ese e eeeneeens
(doi véi Thé can cuée cong dan/Thé can cuedc)
B2 4010 e Yo g () SR
NOT O NICN A1 (7):ertieieeeeiiieee et e e e e ab e e e e e e eaara e e e e e e enens
Dién thoai: .....coeeveviiiiiie Email (N8U CO): v,

S6 va ngdy, thang, ndm cap, noi cap ctia bang ctr nhan luat hodc thac si luat hoic
HEN ST IUAL . ...

Sb va ngay, thang, nam cap ctia ching chi dao tao nghé cong chimg (truwong hop
co thoi gian dao tao nghé cong chung la 6 thang thi bé sung thong tin thudc doi

tuwong nao theo quy dinh cua Ludt Cong chitng):............cccoovveiiiiiiinnininnnnn.
Thoi gian tap su hanh nghé cong chung tir ... [iviein. [einnn. dén .../
17:) SRR (8)

Pa dugc Hoi dong kiém tra két qua tap su hanh nghe cong chu’ng lan thu.... cap
Gidy chirng nhan két qua kiém tra tdp sy hanh nghé cong ching sb: ....................
ngay ........ [oeeeanne [ovieianns 9)

II. QUA TRINH CONG TAC, LAM VIEC (¢ khi dii 18 tuéi dén nay):

Thoi gian Chtrc danh, chitc vu, | Tén co quan, to | Gidy to chimg minh
(tir..../../... dén | cong viéc duoc giao chutrc, don vi tho1 gian cong tac
wtt.) phap luat

I11. PA BI KET AN

(Ghi day dii cdc t6i danh, so va ngdy ra bdn dn, ké ca trong triong hop da
dwoc xoa an tich; néu khong co thi ghi “Khong co”)

..........................................................................................................................
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IV. DA BI XU LY KY LUAT, AP DUNG BIEN PHAP XU LY HANH CHINH
(Ghi ddy dii cdc hinh thire va thoi gian bi xit Iy ky ludt, dp dung bién phdp xir Iy
hanh chinh; néu khong co thi ghi “Khong co™)

V. THUQC CAC TRUONG HQP KHONG PUQC BO NHIEM CONG CHUNG
VIEN THEO QUY PINH CUA LUAT CONG CHUNG

(Ghi cu thé timg trieong hop; néu khéng co thi ghi “Khéng c6”)

VI. KHEN THUONG
(Ghi cu thé cdc hinh thirc khen thuéng; néu khong cé thi ghi “Khéng ¢6”)
T6i 1am vin ban ndy dé nghi dugc bd nhiém cong ching vién. Toi cam doan
khong thudc cac truong hop khong dugc bé nhiém cong chung vién theo quy
dinh ctua Luat Cong ching. To1 cam doan tuan thu cac nguyén tic hanh nghé
cong chung, thuc hién day du cac nghia vy, trach nhiém cua cong chung vién
theo quy dinh cua phap luat.
Téi xin chiu toan bd trach nhiém veé tinh chinh xéc, xac thuc cia cac thong tin néu
trén va cac giay to khac dugc cung cap trong ho so dé nghi bé nhiém cong ching
vién; néu sai to1 xin chiu toan b trach nhi¢m theo quy dinh cua phap luat./.
Tinh (thanh pho), ngay.......thang......nam......
Ngudi dé nghi
(Chir ky/chit ky s6, ho tén)

Ghi chu:
1. Théng tin 56 (1): Ghi nguoi c6 tham quyén bé nhiém cong chimg vién.
2. Cdc théng tin sé (2), (3), (4), (5), (6), (7):

- Truwong hop nép ho so truc tuyén: Cdc théng tin dwoc khai thdc tir Co s¢ dir
lieu quéc gia vé déan cu dé tw dong dién vao biéu mau, nguoi thuc hién thu tuc hanh
chinh khéng can ké khai. Néu cdc théng tin khéng dwoc tw déng dién vao biéu mau thi
nguoi thuc hién thu tuc hanh chinh ké khai ddy du.

- Trurong hop ndp ho so gidy (ndp truc tiép hodc qua dich vu bwu chinh): Nguoi
thue hién thu tuc hanh chinh ké khai dc”iy du trong biéu mau.

3. Théng tin sé (8): Ghi tén té chirc hanh nghé cong ching noi tdp suw.

4. Théng tin sé (9): Truong hop khdng phdi kiém tra két qud tdp sw hanh nghé
cong churng thi ghi ro ly do.



5. Cdc théng tin tai biéu mdu nay dong thoi duwoc su dung dé xdy dung bzeu
mau dién tir trong tac khi co quan qudn Iy nha mede cung cdp dich vu cong triec tuyén.
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