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UY BAN NHAN DAN
THANH PHO HA NOI

CONG HOA xA HOI CHU NGHiA VI:tT NAM
DQc l~p - T., do - H~nh phuc

QUYDJNH

Tieu chi, phuO'ng phap flnh di~m va quy trinh xet duy~t h8 SO'd~ nghi
thanh l~p Van phong cong chung tren dia ban thanh ph&Ha NQi

(Ban himh kern theo Quyit ajnh s6 44 /2016/QD-UBND
ngay Q5'" thimg -IOnarn2016 cua Uy ban nhdn d£mthimh ph6 Ha N9i)

ChuO'ng I
QUY DJNH CHUNG

Di~u 1.Ph~m vi va d&itu~mg di~u chinh

1. Ban Quy diOOnay quy diOOvS tieu chi, phuong phap tiOOdi~m va quy
triOOxet duy~t he, sa dS nghi thaOOl~p Van phong cong chUng tren dia ban thanh
ph6HaNQi.

2. Quy diOO'nay ap d\lI1gd6i vm cac cong chUng vien co he, sa thanh l~p Van
phong cong chUng, cac ca quan, t6 chuc co lien quan trong vi~c xet duy~t he, sa dSnghi
thanh l~pVan phong cong chUngtren dia ban thanh ph6 Ha NQi.

Di~u 2. Nguyen ~c xet duy~t h8 SO'

1. Vi~c xet duy~t he, sa dS nghi thanh l~p Van phong cong chUng tren dia ban
thanh ph6 Ha NQiphai dam bao cong khai, khach quan, dUngquy diOOcua phap lu~t.

2. He, sa dS nghi thanh l~p Van phong cong chUng phai duqc gUi dSn So' Tu
phap trong thm h~ quy dinh.

3. Uy ban nhan dan Thanh ph6 quySt diM cho phep thanh l~p d6i vm Van phong
cong chUngco he, sa d~t t6ng s6 di~m theo thu tv' tir cao nh~t va h~ th~p elk dSn hSt chi
tieu tren mQt dia ban c~p huy~n theo Quy ho~ch dff duqc Thu wOng Chinh phu phe
duy~t. TruOng hqp chi tieu cu6i cling co cac he, sa bfuIgdi~m thi thu tlJ Uti tien la: Van
phong cong chUng xin phep thanh l~p co s6 di~m vS cong chUng vien, vS tI1l salam
vi~c cao hon.

NSu thu tv' Uti tien neu tren cling bfuIgnhau, he, sa duqc chQn do Giam d6c So'
Tu phap quySt diM d\fa tren kSt qua thuySt trinh f)S an thanh l~p Van phong cong
chUngcua cong chUngvien d\f kiSn lam Truang Van phong.

Di~u 3. Trach nhi~m cua CO'quan ti~p nh~n, xet duy~t h8 SO',cong chu'ng
vien nQp h8 so' d~ nghi thanh l~p Van phong cong chUng

1. Ca quan tiSp nh~n; thAm dinh he, sa co trach nhi~m thong bao, hu6ng d~n
vS thai h~n tiSp nh~n, thaOOph~n he, sa dS nghi thanh l~p Van phong cong chUng
theo quy dinh cua phap lu~t cong chUng, cac van ban phap lu~t co lien quan va quy
dinh nay.
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2. Cong chUng vien nQp he, sa d@nghi thaOO l~p Van phong cong chUng kern
theo cac gi~y to' chUng minh v@OOUngnQi dung triOObay trong D@an thanh l~p Van
phong cong chUng va chiu trach OOi~mv@tiOOxac th\!c Cllahe, sa va cac gi~y to' do.

Di~u 4. Phuong phap tlnh di~m

1. Di~m t6i da Cllahe, sa d@nghi thanh l~p Van phong cong chUng la t6ng di~m t6i
da Cllacac tieu chi theo quy diM 4ti Di@u5 Quy diM nay.

2. M6i he, sa d@nghi thanh l~p Van phong cong chUng duQ'c tinh di~m t6i da cho
03 cong chUng vien; 03 OOanvien nghi~p V\l; 01 OOanvien kS toan; 01 OOanvien cong
ngh~ thong tin; 01 OOanvien lUll trfr. TruOng hQ'Phe, sa d@nghi thanh l~p Van phong
cong chUng co s6 IUQ'llgcong chUng vien, OOanvien nghi~p V\l nhi@uhan 03 ngum; s6
IUQ'llgOOanvien kS toan, cong ngh~ thong tin va OOanvien lUll trfr nhi@uhan 01 ngum,
thi di~m v@OOan s\! Clla he, sa d@nghi thanh l~p Van phong cong chUng la di~m Clla
OOUngngum co s6 di~m cao OO~t.

ChuO'ng II
TIED CHi vA s6 DrEM

DO). 5 TO" h' hI.. .;t-OAleu . leu c I c am ulem

1. T6 chilc OOanS\!.

2. Trv salam vi~c.

3. Di@uki~n v@an toan giao thong va phong ch6ng chay n6.

4. CO'So'v~t ch~t d~ ph\lc V\l cho ho~t dQng cong chUng va Ung d\lllg cong ngh~
thong tin.

5. Khfl nang quan tri clla TruOng Van phong.

6. Quy trinh nghi~p V\lva lUll trfr.

7. Tinh khfl thi clla D@an thanh l~p Van phong cong chUng.

Di~u6. TB chu-c nhan s,!cua Van phong cong chUng (66 diSm).

1. Cong chUng vien: 33 di~m

a) S6luQ'llg cong'chUng vien: 06 di~m.

- Cong chUng vien lam vi~c theo chS dQhQ'Pd6ng: 0 1 di~m;

- Cong chUng vien lit thanh vien hQ'Pdanh: 02 di~m.

b) Kinh nghi~m Cllacong chUng vien: 27 di~m

- Cong chUng vien ill co thm gian hanh ngh@cong chUng vien duQ'c cQng t6i da
05 di~m, C\lth~:

+Dum 01 nam: 01 di~m;

+Til 01 nam dSn dum 03 nam: 02 di~m;

+Til 03 nam dSn dum 05 nam: 03 di~m;
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+Tu 05 nam dSn 10 nam: 04 diSm;

+Tu 10 nam tr6len: 05 diSm.

- Cong chUng vien co thm gian lam thu kY nghi~p V\l cong chUng 4ti cac t6 chuc
hanh nghS oong chUng, duQ'ccQng t6i da 02 diSm, C\lthS:

+Dum 05 nam: 01 diSm;

+ Tren 05 nam: 02 diSm;

- Cong chUng vien co thai gian cong tac phap lu~t duQ'c cQng t6i da 02 diSm,
C\l thS:

+Dum 10 nam: 01 diSm;

+Tren 10 nam: 02 diSm.

c) Cong chUng vien lam vi~c theo chS dQhgp d6ng, s6 diSm kinh nghi~m Cllam6i
cong chUng vien duQ'Ctinh bfulg mQt mIa (1/2) s6 diSm Cllam6i cong chUng vien la thanh
vien hgp danh quy diM 4ti DiSm b Khoan 1DiSu nay.

2. Nhan vien nghi~p V\l:21 diSm

Nhan vien nghi~p V\lla ngum giup vi~c vS chuyen mon cho cong chUng vien, co
trinh dQchuyen mon Lu~t. .

a) S6luqng nhan vien nghi~p V\l:03 diSm, C\lthS:

- S6 nhan vien nghi~p V\l bfulg s6 cong chUng vien hgp danh thanh l~p Van
phong: 02 diSm;

- S6 nhan vien nghi~p V\lbfulg s6 cong chUng vien clla Van phong: 03 diSm.

b) Kinh nghi~m Cllanhan vien nghi~p V\l: 18 diSm.

- Nhan vien nghi~p V\l cO thm gian oong mc phcip lu~t duQ'c cQng t6i da 02 diSm,
C\lthS:

+Dum 05 nam: 01 diSm;

+Tren 05 nam: 02 diSm;

- Nhan vien nghi~p V\l co thm gian lam thu kY nghi~p V\l cong chUng 4ti cac t6
chuc hanh nghS cong chUng duQ'ccQng t6i da 02 diSm, C\lthS:

+Dum 03 nam: 01 diSm;

+Tren 03 nam: 02 diSm;

- Trinh dQ chuyen mon clla nhan vien nghi~p V\l duQ'c cQng t6i da 02 diSm,
C\l thS:

+Dum trinh dQD~i hQCLu~t: 01 diSm;

+Trinh dQD~i hQc L~t tr6len: 02 diSm.

3. Nhan vien kS toan: 04 diSm, trong do:

a) Trinh dQclla nhan vien kS toan duQ'ccQng t6i da 01 diSm:
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- Trinh dQ dum d?i hQc chuyen ngarm kS tmm: 0,5 diSm;

- Trinh dQ d?i hQc chuyen ngarm kS toan: 01 diSm.

b) Nhan vien kS toan eta qua lOp dao t?o b6i dUOng KS toan truOng: 01 diSm.

c) ThOi gian cong mc kS toan duQ'c cQng t6i da 02 diSm:

- Dum 05 nam: 01 diSm;

- Tren 05 nam: 02 diSm.

4. Nhan vien cong ngh~ thong tin: 04 diSm, trong do:

a) Trinh dQ cua nhan vien cong ngh~ thong tin duQ'c cQng t6i da 02 diSm, C\l thS:

- Trinh dQ dum ~i hQCchuyen ngarm c6ng ngh~ thong tin: 01 diSm;

- Trinh dQ d?i hQc tra len chuyen ngarm c6ng ngh~ thong tin: 02 diSm

b) ThOi gian cong mc cong ngh~ thong tin duQ'c cQng t6i da 02 diSm, C\lthS:

- Dum 02 nam: 01 diSm;

- Tren 02 nam: 02 diSm.

5. Nhan vien lUll trU: 04 diSm

. a) Trinh dQ cua nhan vien lUll triI duQ'c cQng 02 diSm, C\lthS:

- Trinh dQ dum d?i hQCchuyen ngarm lUll trU: 01 diSm;

- Trinh dQ ~i hQc tra len chuyen ngarm lUll trU: 02 diSm;

b) ThOi gian cong mc lUll trfr duQ'c cQng 02 diSm, C\lthS:

- Dum 02 nam: 01 diSm;

- Tren 02 nam: 02 diSm.

Di~u 7. Trl}. SO'lam vi~e eua Van phong

11 diSm, trong do:

1. Vi tri d\I kiSn d~t t1Vsa Van phong: 02 diSm.

a) Cach t6 chuc harm ngh@cong chUng gful nh&t dum 01km: 0 diSm;

b) Cach t6 chuc harm ngh@cong chUng gful nh&t tU 0 lkm tra len: 02 diSm.

2. T6ng di~n tich su d\lilg cua Van phong: 03 diSm.

a) Di~n tich dum 75m2
: 0 diSm;

b) Di~n tich tU 75m2 dSn dum 100m2
: 0,5 diSm;

c) Di~n tich tU 100m2 dSn dum 150m2
: 01 diSm;

d) Di~n tich tU 150m2 dSn dum 250m2
: 02 diSm;

d) Di~n tich tU 250m2 tra len: 03 diSm.

3. Tinh phap ly cua t1Vsa Van phong: 03 diSm, trong do:
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a) Trg sa van phong la nha cua c6ng chUng vien h<;>pdanh: 03 diSm;

b) Trg sa Van phong la nha di thue, mUQl1:02 diSm, trong do:

- Co thm h<;mdum 03 nam: 0 diSm;

- Co thm h<;mill 03 dSn dum 05 nam: 01 diSm;

- Co thm h<;mill 05 nam tra len: 02 diSm.

4. Di~n tich su d\ffig CllaVan phong danh cho khach hang: 02 diSm, trong do:

a) Di~n tich dum 15m2
: 0 diSm;

b) Tu 15m2 dSn dum 20m2
: 0,5 diSm;

c) Tu 20m2 dSn dum 30m2
: 01 diSm;

d) Di~n tich tren 30m2
: 02 diSm.

5. Di~n tich danh cho kho luu trU: 01 diSm,trong do:

a) Di~n tich dum 15m2
: 0 diSm;

b) Di~n tich ill 15m2 dSn dum 20m2
: 0,5 diSm;'

c) Di~n tich tren 20m2
: 01 diSm.

Di~u 8. Di~u ki~n v~ an toan giao thong va phimg chBng chay nB

03 diSm, trong.do:

1. Di~n tich danh cho giu xe: 01 diSm.

a) Di~n tich giu xe dum 30m2
: 0 diSm;

b) Di~n tich giu xe ill 30m2 tra len: 01 diSm.

2. Dia diSm giu xe thu~n IQ'i, dam bao an ninh tr~t tv, an toan giao
thong: 01 diSm.

3. Van phong co trang thiSt bi phong ch6ngehay nb: 01 diSm.

Di~u 9. CO' sO'v~t ch~t d~ pht}c vt} cho ho~t dQng cong chUng va Ung d\lng
cong ngh~thong tin

03 diSm, trong do:

1. Trang bi du may dnh, duang truySn, may in, may photocoppy va cac
trang thiSt bi van phong c~n thiSt khac dam bao cho ho~t dQng cua Van phong:
01 diSm.

2. ThiSt kS, xay dvng trang website cua Van phong: 01 diSm.

3. Xay dvng phuong an, kS ho~ch va thvc hi~n Ung d\ffig ph~ mSm chung cua
Thanh ph6 dS ph\lc V\l cho quan Iy nghi~p V\l; quan Iy thong tin ngan ch~ va thong tin
vS giao dich, h<;>pd6ng: t6i da 01 diSm.

Di~u 10. Kha nang quan trj clla Trrro-ogVan phimg

05 diSm, trong do:
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1. TruOng Van phong co b&ng c~p vS quan tri doaOO nghi~p duqc tiOOt6i da:
02 diSm.

2. TruOng Van phong da tlmg dam nhi~m chilc danh lanh d~o t6 chilc hanh nghS
cong chUng tren 01 nam: 03 diSm.

Cong chUng vien hqp daOO thanh l~p Van phong cong chUng d\I kiSn lam
TruOng Van phong cong chUng phai co thm gian dii hanh nghS cong chUng vien tir du
02 nam (24 thang) tra len ~i t6 chilc haOOnghS cong chUng.

Di~u 11. Quy trinh nghi~p VI} eong ehUng va Ill'll tru

06 diSm, trong do:

1. Xay d\fllg quy trinh nghi~p V\l cong chUng ch~t che, dUng quy diM cua phap
lu~t: t6i da 03 diSm.

2. Xay d\fllg quy triOO luu tru ch~t che, dung quy diOO cua phap lu~t: t6i da
03 diSm.

Di~u 12. Tinh kha thi ella D~ an thanh I~p Van phong

06 diSm, trong do:

1. DS an thaOO l~p Van phong cong chUng thS hi~n duqc tinh kha thi, co s6
li~u, bang biSu minh h9a va dam bao dc1ydu cac nQi dung theo quy diOO duqc tinh
t6i da 03 diSm.

2. Phc1nthuySt trinh DS an Clla cong chUng vien hqp danh dS nghi thanh l~p Van
phong cong chUng duqc tinh t6i da 03 diSm.

ChuO'ng III

QUY TRiNH XET DUY:E:T HO sa
Di~u 13. Thong bao, ti~p nh~n hB SO'

1. So' Tu phap th\Ic hi~n vi~c thong bao, hUOng dful va tiSp oo~ h6 sa dS nghi
thanh l~p Van phong cong chUng. Thong bao tiSp nh~ h6 sa dS nghi thanh l~p Van
phong cong chUng phai duqc dang tren bao gi~y (03 s6 lien tiSp) va tren C6ng thong tin
di~n tU CllaSo' Tu phap.

2. Cong chUng vien co OOucc1uthanh l~p Van phong cong chUng co thS nQp h6 sa
dS nghi thanh l~p Van phong cong chUng ~i bQph~ tiSp nh~ va tra kSt qua hanh chinh,
So' Tu phap thanh ph6 Ha NQi ho~c qua dUOng buu di~n trong thm h~ duqc quy dinh
trong Thong bao.

Di~u 14. Xet duy~t va ehim di~m hB SO'

1. Trong thm h~ 10 ngay, kS tir ngay hSt thm h~ vS vi~c tiSp nh~ h6 sa dS nghi
thanh l~p Van phong cong chUng theo Thong bao; Giam d6c So' Tu phap thanh l~p va
ban hanh quy chS lam vi~c cua HQi d6ng xet duy~t h6 sa dS nghi thanh l~p Van phong
cong chUng. HQi d6ng xet duy~t g6m co 05 thanh vien, Giam d6c ho~c Pho Giam d6c So'
Tu phap lam Chu tich HQi d6ng.
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2. Cac thanh vien cua HQid6ng xet duy~t h6 so lam vi~c dQcl~p, din Cllvao tieu
chi, thang diSm neu ~i Chuong IIcua Quy djnh nay dS xet duy~t va chfun diSm timg h6
so dS nghj thanh l~p Van phong cong chUng. Vi~c xet duy~t va ch~m diSm h6 so phai
duQ'cl~p thanh bien ban va co chi! ky cua cac thanh vien HQid6ng xet duy~t.

3. DiSm cua tUng h6 so lam can Cll dS xem xet cho phep thanh l~p Van phong
c6ng chUng la diSm trung binh cua cac thanh vien HQid6ng xet duy~t eta ch~m cho h6 so
do. H6 so.duQ'cdS nghj xet chQnphai d~t tir 75 diSm tra len va co tfmg s6 diSm cao nh~t
trong s6 h6 so xin thanh l~ptrong mQtdon vi quy ho~ch c~phuy~n.

4. Trong thai h~n 10 ngay, kS tir ngay kSt thuc vi~c xet duy~t, Sa Tu phap co trach
nhi~m thong bao b~ng van ban kSt qua xet duy~t h6 so dS nghj thanh l~p Van phong
cong chUng cho cong chUng vien co h6 so dS nghj"thanh l~p Van phong cong chUng,
d6ng thm dang tii tren C6ng thong tin di~n tUcua Sa Tu phap.

Can cli quy dinh cua phap lu~t, kSt qua xet duy~t va s6 diSm cua timg h6 so, Gicim
d6c Sa Tu phap trinh Chu tich Uy ban nhan dan Thanh ph6 xem xet, quySt djnh vi~c cho
phep thanh l~pVan phong cong chUng.

ehlnyng IV
TO eBtre TBUe BIEN. .

Di~u 15. Khi~u n~i, tB cao

1. Cong chUngvien nQph6 so dSnghj thanh l~pVan phong cong chUng co quySn
khiSu n~i vS vi~c tir ch6i cho phep thanh l~p Van phong c6ng chUng khi co can Cllcho
r~g vi~c tir ch6i do la trai vOlphap lu~tvS cong chUngva Quy djnh nay.

Vi~c giai quyStkhiSun~iduQ'cthlJchi~ntheo quy dinh cua phap lu~tvSkhiSun~i.
2. Cong chUngvien nQph6 so dSnghj thanh I~pVan phong c6ng chUng co quySn

t6 cao vOl co quan nha nuac co th~m quySn vS cac hanh vi vi ph~ phap lu~t va Quy
dinh nay trong vi~c dS nghi thanh l~pVan phong cong chUng, tiSp nh~ va xet duy~t h6
so dS nghi thanh l~pVan phong c6ng chUng. ~s.

Vi~c giai quySt t6 cao tuan theo quy dinh cua phap lu~tvS t6 cao. )~ .
Di~u 16. TB chuc thU'Chien I. . .~
Sa Tu phap chju trach nhi~m t6 chlic thlJc hi~n Quy djnh nay. Trong qua trinh

thlJc hi~n nSu co kho khan, vuang m~c thi kip thm bao cao Uy ban nhan dan Thanh ph6
xem xet sua d6i, b6 sung cho phil hQ'PvOlquy dinh Cllaphap lu~t./.rt-
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