UBND TiNH NINH BINH CONG HOA XA HQI CHU NGHIA VIET NAM

SO TU PHAP Poc lap - Tw do - Hanh phic
sé: fla/QD-STP Ninh Binh, ngay 30 thang F nam 2020
QUYET PINH

Vé viéc ban hanh va ap dung tai liéu Hé théng quan 1y chét lwgng
theo tiéu chuan qudc gia TCVN ISO 9001:2015 tai S¢ Tw phap tinh Ninh Binh

GIAM POC SO TU PHAP TiNH NINH BiNH

Can cir Quyét dinh 19/2014/0P-TTg ngay 05/3/2014 cia Thi twong Chinh
phii vé viéc dp dung Hé thong quan 1y chat luong theo Tiéu chudn quéc gia
TCVN IS0 9001:2008 vao hoat dong cua cac co quan, 16 chirc thuoc hé théng
hanh chinh nha nudc,

Can cir Thong tw s6 26/2014/TT-BKHCN ngay 10/10/2014 ciia B6 Khoa hoc
va Cong nghé quy dinh chi tiét thi hanh Quyét dinh sé 19/2014/0P/TTg ngay
05/3/2014 ciia Thi twéng Chinh phii vé viéc dp dung Hé thong quan ly chat luong
theo tiéu chudn quoc gia TCVN ISO 9001:2008 vao hoat dong cia cdc co quan, t6
chire thudce hé thong hanh chinh nha nide;

Can cit Quyét dinh s6 101/0D-BKHCN ngay 21/01/2019 ciia B¢ Khoa hoc
va Cong nghé vé viéc cong bé mé hinh khung Hé théng quan Iy chat heong theo
tiéu chudn quéc gia TCVN ISO 9001:2015 co quan, t6 chitc thuc hé thong hanh
chinh nha nudc tai dia phwong;

Can cir Quyét dinh s6 09/2015/0D-UBND ngay 16/4/2015 cua Uy ban nhan
dén tinh Ninh Binh vé viéc ban hanh quy dinh churc nang, nhiém vu, quyén han, co
cdu t6 chike va bién ché ciia Sé Tu phdp tinh Ninh Binh;

Theo dé nghi ciia Chdnh Vin phong So.

QUYET PINH:

Piéu 1. Ban hanh va 4p dung tai liéu Hé thong quan ly chat luong theo tiéu
chudn qubc gia TCVN ISO 9001:2015 vao cac hoat dong quan ly va giai quyét thu
tuc hanh chinh tai S6 Tu phap tinh Ninh Binh bat dau ké tir ngay 30/7/2020 (c6
Danh muc kem theo).

Diéu 2. Truong cac phong, don vi va Ban Chi dao ISO c6 trach nhiém phé
bién, hudng dan can bo, cong chirc, vién chire, nguoi lao dong to chire trién khai ap
dung, tudn thu chat ché tai liéu Hé théng quan ly chét luong da dugc phé duyét.

Piu 3. Quyét dinh nay c6 hiéu luc ké tir ngay ky va thay thé Quyét dinh s6
118/QDB-STP ngay 04/11/2019 cua S& Tu phap tinh Ninh Binh vé viéc ban hanh va
ap dung Heé théng quan 1y chét lugng theo TCVN ISO 9001-2008 tai S& Tu phap.




Piéu 4. Vin plong So, cac ohong shuyén moén nudc Sy, can bg, corg
chire, vién chic, nguyi lao dong vi cac & nhan khac :6 lién quan chiu treh
nhiém thi hanh Quyétdinh nay./.

|
Noi nhin: )
- B/c PGP S¢& (déchi dao); i
- Céac phdng chuy3n mon (€ thuc hif,n);
¥ Luu: VT.
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DANH MUC

TAI LIEU HE THONG QUAN LY CHAT LUQNG
THEO TIEU CHUAN TCVN ISO 9001:2015

BM-01-01

Lin | o
STT Tén tai liéu Ma hiéu ban .
) 5 chu
hanh
I. Thii tuc, hwéng din theo mé hinh hé thong quén Iy chit lwgng
1. Chinh sach chét lugng CSCL 01
2. Muc tiéu chat luong MTCL 01
3. Ban m6 ti mo hinh H¢ thong quan ly chét lugng theo - a1
tiéu chuan quoc gia TCVN ISO 9001:2015
4. H‘uorilg dan kiém soat thong tin dang van ban (tai liéu HD-01 01
va ho so)
N Huéng dan quan Iy rdi ro va co hoi HD-02 01
6. Huoéng dan danh gid ndi by hé thong quan ly chat HD-03 01
luong ,
€5 H}rcng glan kiém soat sy khong phu hgp va hanh HD-04 0l
dong khac phuc
IL. Quy trinh giii quyét TTHC
1. Linh vure Ly ljch Tw phap
8. Cap‘l-)hley ly 119h tu phap gho.copAg dan Viét Nam, QT-01/LLTP 01
ngudi nudc ngoai dang cu tru tai Viét Nam
9. Cép Phiéu ly lich tu phap cho co quan nha nudc, t6
chire chinh tri, td chirc chinh tri - xa hi (d6i tuong la OT-02/LLTP - /
cong dan Viét Nam, ngudi nude ngoai dang cu tra ¢
Viét Nam) ‘
10. | Cép Phiéu ly lich tu phap cho co quan tién hanh to \
tung (déi tugng 1a cong dan Viét Nam, nguoi nude | QT-03/LLTP 01 N
ngoai dang cu tru tai Viét Nam) \\
2. Linh vire Quac tich
11. | Nhap qubc tich Viét Nam QT-01/QT 01
12. Tré lai quic tich Viét Nam & trong nude QT-02/QT 01
13, Thoi quéc tich Viét Nam & trong nudc QT-03/QT 01
14. gfgcgiéy xac nhan c¢6 qudc tich Viét Nam & trong QT-04/QT 01
13, Cip Gidy xac nhan 1a ngudi gbc Viét Nam QT-06/QT 01
3. Linh vire Bdi thwong nha nwoc
16. Xac dinh co quan giai quyet boi thuong QT-01/BTNN 01
7. Giai quyét yeu cau bodi thuong tai co quan truc tiép
quan ly ngudi thi hanh cong vu gdy thiét hai QT-UE BTN bl
18. | Phuc hoi danh du QT-03/BTNN | 01
4. Linh vuc Nuéi Con nuoi
19. Ding ky lai viéc nudi con nudi c6 yéu t6 nudc ngoai QT-01/CN 01
20. Giai quyet viéc nguoi nudc ngoai thuong tra & Viét
Nam nhén tré em Viét Nam lam con nudi b 0l
5. Linh vurec Cong chirng
21. | Pangky tap su hanh nghé cong chiing | QT-01/cC | 01 |




22,

Thay ddi noi tap srrhanh nghé cong chimg ir o chre
" | hanh nghé «dng chmg nay sang t¢ chirc ianh ngle (T-02/CC 1
cong chimgkhac tring cling mot tirh, tham phé trre
__| thude Trung wong
23, Thay ddi noi tap surtir to chhc hanh nghé ong ching
| tai tnh, thazh pho tuc thuge Trung uong iy sangtd
chirc hanh 1ghé cog chu'gg tai tirh, pho tire i ki
thu¢c Trung wong knac
24. Piang ky td su hanh nghé cong chu’na tu(mg bp
ngudi tap sr thay 16i noi tap su sang 10 *hire hanh (T-04/CC 01
ngh3 cong chimg t4 tinh, thinh phe trre thidc Tring '
uong khac | | |
25. | Chém dut tip sy hinh nghé cong chimg 0T-05/CC 01
26. | Dbarg ky ti su la hanh nghé céng ching sau thi IT-06/CC o1
| cham durt tip su hash nghé cong chimg
27. | Tir chéi hudng dar tip su (truomg hop tochirc hinh
‘ nghe cong thimg kidng c6 cong ciimg vEn khacdu 2T-07/CC 01 j
diéu kién hrong da tép su) | | ;
28. | Thay ddi odng chmg v1e1‘1 huéng dan tH su trng )T-08/CC 01 7’
truing hopngudi tip su de nghi thiy ddi |
29. | They doi ong chmg vién hudng dan t su tng
treong hop té chir: hanh nghe cong chmg nhén (4p K
)T-09/CC 01
su fam nging hoatddng, cpam dirt hoat dqng hoa: bi
chuyén doi. giai the
30. | X61 dang ky hanh 1ghé cong chimg )JT-10/CC 01
31. | Thinh lap Van phéng cong chimg )T-11/CC 01
32. | Hop nhat Vin phoig cong chimg )T-12/CC 01
33 Sap nhap Van phoig cong chirng JT-13/CC 01
34. Chayén nhrong Vin phong cong ciimg JT-14/CC 01
33, Thinh 1dp Hoi cony ghu’ng v1e:n IT-15/CC 01
36. BAang k}i ttam dur <iém tra két qui tap suhanh nzhé IT-16/CC 01
‘ cong chimng
37. | Pang ky hinh nghe va cap Thé corg chim; vién IT-17/CC 01
38. | Cap lai Thé cong cating vién QT-18/CC 01
39, Dang ky hoat dong Vian phong corg chim; IT-19/CC 01
40, | Thay doi mdi dungding ky hoat djng cuaVan phng VT-20/CC o1
| cong chimg
41, Dang ky hoat dong Van phong corg chirm; hop kit QT-21/CC 01
42| Thay d6i r6i dung ding ky hoat ddng ciizVan pbng T-22/CC 01
cong chimz nhén sip nhép | Sabrica
43, Thay d6i 16i dung dang ky hoat dng cmVan piong 01
QT-23/CC
cong chimg duoc thuyén nhugng |
44, | Pang ky hoat ddig Vin phong ¢dng chmg chiyén 01
ddi tir Van phong cong chimg co mét :ong chmg | QT-24/CC
\ vién thanhlap
6. Linh vre Gian dinh tr phap | ‘
45. | Cép phép thanh 1% vin phong giém dinh u phap | (T-01/GDTP | 01



46. bang ky hoat dong van phong gidm dinh tu phap 01
47. Thay ddi noi dung dang ky hoat dong, cap lai Gidy 01
dang ky hoat dong ctia Van phong gidm dinh tu phap il
48. Thay d6i, bo sung linh vuc giam dinh cuia Van phong 01
gidm dinh tu phap QT-03/GDTP
49. | Chuyén ddi loai hinh Vian phong gidm dinh tu phap | QT-04/GDTP 01
50. Cham dit hoat dong Vin phong giam dinh tu phap QT-05/GDTP 01
51, Cép lai Gidy dang ky hoat dong cua Vin phong giam 01
dinh tu phép trong truong hop thay doi tén goi, dia
chi tru s&, ngudi dai dién theo phap ludt, danh sach Qe
thanh vién horp danh cia Van phong
52. Cép lai Giay ding ky hoat dong cua Van phong giam 01
dinh tu phap trong truong hop Gidy dang ky hoat | QT-07/GDTP
dong bi hu hong hodc bi mat
7. Linh vwrec Hoa giai thwong mai
53. Ding ky 1am hoa giai vién thuong mai vu viéc QT-01/HGTM 01
54. Thoi 1am hoa giai vién thuong mai vu viéc khoi danh 01
sach hoa giai vién thuong mai vu viéc cua S¢ Tu | QT-02/HGTM
phap
55. Diang ky hoat dong Trung tdm hoa giai thuong mai QT-03/HGTM 01
56. Thay ddi tén goi trong Gidy dang ky hoat dong cla QT-04/HGTM 01
Trung tdm hoa giai thuong mai
3. Thay ddidia chi trusdcia Trung tdm hoa giai 01
thuong mai tir tinh, thanh phd truc thude Trung wong | QT-05/HGTM
nay sang tinh, thanh phd truc thude Trung vong khéc
58. Pang ky h(?at dong ctia Chi nhanh Trung tdm hoa giai QT-06/HGTM 01 |-
thuong mai Ll
59. | Clp lai Gidy dang ky hoat dong Trung tam hoa 01
giai thuong mai/chi nhanh Trung tdm hoa gidi thwong | QT-07/HGTM i) iy
" gy Y
60. 'rl"nl,arlichém dut hoat dong Trung tam hoa giai thuong QT-08/HGTM 01 i
61. | Pang ky hoat dong cia chi nhanhtd chuc hoa giai QT-09/HGTM 01 1|
thuorng mai nude ngoai tai Viét Nam
62. Cép lai Gidy dang ky hoat dong cta chi nhinh to QT-10/HGTM 01
chirc hoa giai thuong mai nudc ngoai tai Viét Nam
63. Thay doi tén goi, Truong chi nhanh trong Gidy dang 01
ky hoatddng cua chi nhanh cua td6 chirc hoa | QT-11/HGTM
giai thuong mai nuéc ngoai tai Viét Nam
64. Thay ddi dia chi tru s¢ cua chi nhanh t6 chirc hoa giai 01
thuong mai nudc ngoai tai Viét Nam tir tinh, thanh
phé truc thuoc Trung wong nay sang tinh, thanh phd S
true thudc Trung vong khac
65. Cham dut hoat dong cua chi nhanh cua to chic QT-13/HGTM 01
hoa giai thuong mai nude ngoai tai Viét Nam
8. Linh vuc Luét sw
66. Dang ky hoat djng cua t6 chtrc hanh nghé luat su QT-01/LS 01
67. Thay ddi ndi dung ding ky hoat dong cta td chirc QT-02/LS 01




hank nghe luat su | | |

68. Thay d6i ngudi dd dién theo phap ludtcua Vin )1
phong ludt ar, congty luét trach ntiém hin han ot (T-03/LS
| thanh vién
69. | Thay doi ngudi daidién theo phap ludt cia congty )1
Juat trach ntiém hir1 han hai thanh vién @ 1€n, chg (T-04/LS
ty ludt hgp danh | |
70. | Dang ky haat dong cua chi nhanh cia to huc hah (T-05/LS 01
nghs ludt su | \ |
7L Diang ky hcat dongcia chi nhanh, cong ty luat nude (T-06/1.S 01
ngoli | | '
72." | Thay doi nji dungGidy ding ky h0at ddig ciia thi| .. . 01
nhénh, cong ty ludtnuéc ngpdi | ' :
73. | Darg ky heat dong cua cti nhant cia cng ty hat Wi 01
nudc ngoaitai ViétNam | | | i
74. | Cér lai Gidy dang <y hoat dong cia chi manh, cing | |- o4 01 |
ty lndt nué ngoai \ | | ) 3
75. | Chém dut boat dony cia to chirc hanh nghs ludt sir )T-10/L3 01 |
76. | Dang ky hanh nghéludt su véi tir cich ca man )T-11/L$ 01 |
77. | Hop nhat cing ty hit | )T-12/L8 01 |
78. Sar nhap cing ty hat | | | IT-13/L3 01 |
79. | Chuyén dd cong ty luat trach nhién hiru lan va ong )T-14/L3 01 |
ty luat hgpdanh | | |
0. Phé duyét D& an ) chirc Dal hoinhiém ¢ ky, Pai 101 01
bat thuong phuorg an xéy dung nhén sr Ban hu IT-15/L5
| nhitm, Hoi dong khen thudng, ky luat cia Poan nat
su | |
81. | Ph¢ chuan <ét qua Jai hoi lujt su | T-16/18 01
82. | Chiyén dd van pbng luitsu tham cong y luat QT-17/18 01
83. | Pang ky heat dong cua cong ty lud Viet Yam chwén VT-18/1S 01
doi tir cong ty ludtaudce ngoai | |
9. Linh vuc Quantai vié1 hanh 1ghé quin 1y, tanh lyiai san
84. | Dang ky Hnh nglé quan ly, tharh 1y ta san vé tu | Q -01/TLTS 01
| cach ca nhin
85. | Thay ddi hanh viin hop danh ci congyhopcanh1 01
| hoic thay dbi chi doanh nghlep fu nhar cua d(anh (T-02/TITS
nghiép quin ly, thinh ly tal san | |
86. Pang ky Ranh nglé quan ly, tham ly taisan d(nvm 01
doanh nghép qui ly, tharh 1y taisan . B i
87. Thay doi hong th dang ky hanh’nghe cda Qua ta1 T-04/TLTS 01
vién | '
88, Thay doi thong tn dédng k}’f harh ngh¢ cia danh 01
nghiép quin 1y, thinh 1y tdisan \ Bt
89. Ctim dirthanh nzhé quan 1y, thanh 1y & san wi tu YT-06/TLTS 01
cach ca nkin | | | )
90. | Thong bae viéc tianh lap chi nhinh, va phong dai 01
di¢n cia danh ngiép quljrn Iy, thunh 1¥ i Sanmg 1 it
ol Tzm dinh chi ham nghé quan ly, thanh lr tai sar d6i | )T-08/TLTS 01




v6i Quan tai vién

92. | Tam dinh chi hanh nghé quan ly, thanh Iy tai san ddi 01
v6i doanh nghiép quan 1y, thanh Iy tai san WIOAILIS

93. Gia han quyét dinh tam dinh chi hanh nghé quan ly, 01
thanh ly tai san d6i voi Quan tai vién, doanh nghi¢p | QT-10/TLTS
quan ly, thanh ly tai san

94. Huy bé quyét dinh tam dinh chi hanh nghé quan ly, QT-11/TLTS 01
thanh ly tai san trude thoi han déi voi Quan tai vién

93. Huy bo quyét dinh tam dinh chi hanh nghé quan ly, 01
thanh ly tai san trudc thoi han déi v6i doanh nghiép | QT-12/TLTS
quan ly, thanh ly tai san

10. Linh vuc Tro giup phap ly

96. Lua chon, ky hop dong vai td chire hanh nghé luat su, 01
t6 chirc tr van phép luat Q-0lETGFL

9i. Cap lai Gidy ding ky tham gia trg giup phép ly QT-02/TGPL 01

98. Chim dut tham gia trg gitp phap ly QT-03/TGPL 01

99. Dang ky tham gia trg glup phép ly QT-04/TGPL 01

100. | Thay dbi noi dung Gidy dang ky tham gia trg gitp QT-05/TGPL 01
phép ly

11. Linh vwe Trong tai thwong mai

101. | Pang ky hoat dong cua Trung tdm trong tai QT-01/TTTM 01

102. | g?ng ky hoat dong cia Chi nhanh Trung tdm trong QT-02/TTTM 01

103. -;rélr]?{riﬁl noi dung Gidy dang ky hoat dong ctia Trung QT-03/TTTM 01

ong tai :

104. | Thay doi ndi dung Giay dang ky hoat dong ctia Chi 01
nhanh Trung tim trong tai WHUA/TTIM

105. | Thay d01 nodi dung Gidy dang ky hoat dong Chi nhanh QT-05/TTTM 01
ctia T chirc trong tai nudc ngoai tai Viét Nam

106. Cham dut hoat dong cta Chi nhanh/Van phong dai QT-06/TTTM 01
dién Trung tam trong tai

107. | Dang ky hoat dong Chi nhanh cia To chire trong tai QT-07/TTTM 01
nudc ngoai tai Viét Nam

108. | Thu hoi gidy ding ky hoat dong cta Trung tam trong 01
tai, Gidy dang ky hoat dong ctia Chi nhanh Trung tam | QT-08/TTTM
trong tai

109. Cép lai Gidy dang ky hoat dong cua Trung tam trong 01
tai, Chi nhanh Trung tdm trong tai, Chi nhanh cta T6 | QT-09/TTTM
chirc trong tf‘ii nudc ngoai tai Viét Nam 7

110. Th}l hoi Gla‘}.’ daI’Ig ky ‘h.oat. d(,?r}g Chi nhanh cua To QT-10/TTTM 01
churc trong ta} nudc ngoai tai Viét Nam

111. | Thong bao vé viéc thanh 1dp Van phong dai dién cta 01
T4 chirc trong tai nudc ngoai tai Viét Nam QILTIIM

112. | Thong bao thay d6i Trudéng Van phong dai dién, dia 01

| diém dat tru s¢ ctia Vian phong dai dién cua Td chire
trong tai nudc ngoai tai Viét Nam trong pham vi tinh, g
| thanh phd truc thudc trung wong
113. | Théng bdo thay dbi dia diém dit tru s& ciia Vin | QT-13/TTTM 01




phong dai ién cuaTd chirc trong tai mrd ngoaiiai |

Vié! Nam sing tinh thanh phé tructhude Trung vmg
khap

)
Théng bao hay ddidia diém dat tn s6 cazChi nhnh

114. 01
| cua T chic trongtai nudc ngoai lai ViesNam sng | Q-14/TTIM ;
| tinh, thanh >hé trurcthude tung uog khac
115. | Théng bao hay doidia diém dat try s& cuaTrung im | 01 ,
trorg tai, Chi nhah Truni tim tong t&Esang thh, | ©-15/TTIM ‘
| thanh ph() tuc thut Trunguong kide |
116. | Thing bao vé viéc thanh ]ap Chi nhanh//4n phing 1 01 f
Q-16/TTT™M
| daidién ciu Trungtim trong tai tainudc moai il
117. | Théng baoveé viécthanh 12p Vian phong ai dién ua Q-17/TTTM 01
| Trnng tam rong t&
118. | Theng béec vé »=ic thay Box &= d}ezgs—iat s [ iR il i i
Trudng Van phongdai dién cia Trang timtrong ti 'l |
119. | Thing béo thay do danh sich trong tai vié) Q-19/TTT™ 01
12. Linh vire Tir vin phay luat
120. | Dang ky hcat ddngciia Trung tAm ir van pap ludl Q-01/TVPL 01
121‘. Dang ky hoat dong cho chi nhanh cia Tung tim tur Qr-02/TVPL 01
var phap hat
122. | Thay d6i mi dungdin hoat don cuaTrung am 01
tu vin phdy ludt, cii nh%ull(h) i . i
123. | Chim dirt 10at dig cua Trung tan tu v& phap uat 01
| troag tnring hop theo quyet din) cua ty chirc ha | €-04/TVPL
| quin i
12t‘1. Chim dirt 10at diag cia chl nhand Trungtdm tir/4n : (T-05/TVPL 01
phap luat | ;
125. | Th1 hoi Ga hogt dong cua Tun tan tur | 01
van phap haty cdhigfhakr}l,h OF 5 , -
126. | Cd» thé trvan viéi phap luat (T-07/TVPL 01
127. | Tha hdi thé tu vanvién phip luat | L (T-08/TVPL 01
128. | Cap lai thétu van 7ién phap luat | (T-09/TVPL 01
13. Linh wirc phobién gi:o duc phap ludt
129. | Céng nhanbao ca vién phap ludt cap tink . (I-01/GIPL 01
130. | Mién nhién béo cio vién phap lua cap tuh . (T-02/GDPL 01
14, Pau gla tai san
131. | Cép thé dau gia viin | | | AT-01/EG 01
132. | Thu hoi tht dau gii vién | QT-02/EG 01
133. | Cép lai thé ddu gizvién | QT-03/EG 01
134. | Dang ky toat dong cua doanh nghép dauzia tai sn QT-04/EG 01
135. | Thay ddi ndi dmng dang ky hoit dong cia danh 01
QT-05/EG
1 ngniép dau gia taisan L
136. | Ding ky toat dong cua doanh ngnep dal gia taisan 01
thinh 1ap rudc nady Lujt dau gié tai sanco hiduluc QT-06/BG
thi hanh thuyén 16i toan bod hoit dong cua dianh
\ nghiép
137. | Ding ky toat dorg d6i voi doankt nghi&] dau gi tai OT-07/BG 01

san thanh |3p trudc ngay Luat D gia taisan c61iéu




Iyc thi hanh tiép tuc hoat dong déu gia tai san va kinh
doanh céc nganh nghé khac

138. | Cép lai Gidy dang ky hoat dong ciia doanh nghiép OT-08/BG 01
déau gia tai san

139. | Dang ky hoat dong cia Chi nhanh doanh nghiép dau QT-09/DG 01
gia tai san

140. | Thu hoi gidy dang ky hoat dong ctia doanh nghiép QT-10/DG 01
dau gia tai san

141. | Phé duyét du dicu kién thyc hi¢n hinh thirc dau gia QT-11/DG 01
truc tuyén

142. | Dang ky tham dy kiém tra ket qua tap sy hanh nghé QT-12/PG 01
dau gia

II1. Quy trinh noi b

143. | Quy trinh quan 1y cong tac van thu - luu trit QT-01.VP 01

144. | Quy trinh quan ly va dang tin trén Cong thong tin QT-02.VP 01
dién tir (Website) cia S& Tu phap ;

145. | Quy trinh xin nghi phép, xin nghi ém hodc xin nghi
viéc riéng cua can b, cong chuc, lao dong hop dong | QT-03.VP 01
Sé

146. Quy trinh té chirc cude thanh tra QT-01.TTr 01

147. 1 Quy trinh giai quyét khiéu nai 1an dau QT-02.TTr 01

148. | Quy trinh giai quyét khiéu nai Ian hai QT-03.TTr 01

149. | Quy trinh giai quyét t6 céo QT-04.TTr 01
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