UBND TINH KHANH HOA CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG KY THUAT Dgc 1ap — Tw do — Hanh phc
CONG NGHE NHA TRANG

S6: 2291/QD-CPKTCN Khanh Hoa, ngay 07 thang 12 nam 2023

QUYETPINH
Ban hanh quy trinh baoe dam chat lwong
Phong T6 chirc - Hanh chinh sira d6i bé sung nim 2023.

~ HIEU TRUONG
TRUONG CAO PANG KY THUAT CONG NGHE NHA TRANG

Can cir Quyét dinh s6 1867/0P-CPDKTCN ngay 24/12/2021 ciia Hidu trucng vé viéc
Ban hanh Quy ché t6 chire va hoat dong ciia Truong Cao dang Ky thudt Cong nghé Nha Trang;

Can cit Quyét dinh s6 234/0P-CDKTCN ngay 22 thang 02 nam 2022 cia Hiéu trudng
Truong Cao dang K3 thudt Cong nghé Nha Trang vé viéc diéu chinh, b6 sung mot s6 ndi dung
Quyét dinh s6 1867/0P-CDKTCN ngay 24 thang 12 niam 2021 cia Hiéu truéng Truong Cao
dang Ky thudt Céng nghé Nha Trang;

Can cit Théng tw s6 28/2017/TT-BLPTBXH ngay 15/12/2017 ciia Bé trucng B
LDTB&XH Quy dinh hé théng bao dam chait lwong ciia co sé gido duc nghé nghiép;

Can cir Théng bdo s6 552 [TB-CDKTCN ngay 18 thang 4 nam 2023 ciia Hiéu trudng
trwong Cao dang Ky thudt Cong nghé Nha Trang vé viéc diéu chinh, xdy dung méi cdc quy
dinh, quy trinh/cong cu;

Theo dé nghi ciia Trieong phong Bdao dam chat lwong — Khdo thi, Truéng phong Té
chirc — Hanh chinh.

QUYET PINH

Piéu 1. Ban hanh kém theo Quyét dinh nay 1a Quy trinh bao dam chét luong phong
T4 chirc — Hanh chinh sira d6i bd sung nam 2023.

( Quy trinh kém theo)

Piéu 2. Quy trinh kém theo Quyét dinh nay duogc thay thé cho cac quy trinh d ban
hanh trude day va cé hiéu luc tir ngay ky.



Piéu 3. Trudng phong Bao dam chét luong — Khao thi, trudng phong T chice - Hanh
chinh, truéng cac don vi lién quan chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhan:
- Nhu diéu 3
- Cong thong tin dién tir Truong
- Luu VT, BBCL-KT ( 02b)

*

Nguyén Vin Luc



UBND TINH KHANH HOA

TRUONG CAO PANG KY THUAT
CONG NGHE NHA TRANG

CONG HOA XA HOQI CHU NGHIA VIET NAM
boc lap- Tw do — Hanh phuc

QUY TRINH BAO PAM CHAT LUQNG
PHONG TO CHUC - HANH CHINH SUA POI, BO SUNG NAM 2023
( Ban hanh kém theo Quyét dinh sé 2291/0P-CPKTCN ngay 07/12/2023
cua Hiéu truéng trwong Cao dang Ky thugt Cong nghé Nha Trang)

chuc va nguoi lao dong

TT TEN QUY TRINH KY HIEU MA HOA GHI CHU
1 | Quy trinh Quan Iy hd so can bd vién chic QT. 22 Ban hanh lan 2
2 | Quy trinh Xt ly ky luat can bo vién chirc QT. 24 Ban hanh lan 2
3 Quy trinh X¢ét nang lwrong cho can bd vién QT.25 Ban hanh Ian 2




UY BAN NHAN DAN TINH KHANH HOA

TRUONG CAO PANG KY THUAT CONG NGHE NHA TRANG

/& //Dia chi: Duong N1, Bac Hon Ong, Phudce Pong, Nha Trang, Khanh Hoa

Dién thoai: 0258.3881139
Fax: 0258.3881138

Email: cdkten{@khanhhoa.gov.vn
Website: www.cdktennt.edu.vn

QUY TRINH

QUAN LY HO SO CAN BO, VIEN CHUC, NGUOI LAO PONG

Ma hoa: QT. 22
Ban hanh 14n: Lan thir hai

Hiéu luc tir ngay: 0%/12/2023

‘ : TRUONG DON VI _ .
NGUOI SOAN THAO : PHU TRACH HIEU TRU’O"N}Z}
Lé Minh Khanh L& Thi Minh Hiéu Nguyén Vin Lirc




1. Muc dich, pham vi ap dung

a. Muc dich:

- Quy trinh nay quy dinh théng nhat trinh ty cac budc trong viéc 1ap, bd sung, luu trit
va quan ly ho so cua can bo, vién chire, nguoi lao dong;

- Hb so can b, vién chire, ngudi lao dong dugc thong nhét xay dung, quan ly mét cach
khoa hoc nhiam dap tng kip thai cho cong tac nghién ctu, thong ké, danh gia, tuyén chon, dao
tao, bdi dudng, diéu dong, khen thuong, ky luat va thuc hién chinh sach d6i vai can bo, vién
chirc va nguoi lao dong.

-,Hé so can bo, vién chure, ngudi lao dong duoc xay dung, quan ly, st dung va bao quan
theo che do tai lieu mét; chi nhimg ngudi duge co quan hodc nguoi dirng dau don vi su nghiép
quan ly ho so vién chirc dong y bang van ban mei dugc nghién cau, s dung va khai thac ho
so vién chirc. Nghiém cam viéc phat tan thong tin trong ho so vién chuec.

b. Pham vi &p dung: Ap dung cho tat ca can b, vién chirc va ngudi lao dong cia Trudng
2. Tai liéu vién dan

- Luat Céan bo, vién chuc s6 58/2010/QH12 ngay 15/11/2010;

- Nghi dinh s6 29/2012/ND-CP ngay 12/4/2012 ctua Chinh phu vé tuyén dung, st dung
va quan ly vién chuc;

- Théng tu s6 15/2012/TT-BNV ngay 25/12/2012 cua Bo Noi vy hudng dan vé tuyén dung,
ky hop dong 1am viéc va dén bu chi phi ddo tao, bdi dudng déi véi vién chic;

- Quyét dinh s6 14/2006/QD-BNV ngay 06/11/2006 ciia Bo Noi vu vé quy ché quan ly
hd so can bg, cdng chuc;

- Quyét dinh s6 06/2007/QD-BNV ngay 18/6/2007 ban hanh thanh phan hé so can bd,
cong chuc, vién chac va biéu mau quan Iy hd so can bo, cdng chic, vién chuc;

- Quyét dinh s6 02/2008/QD- BNV ngay 06/10/2008 vé biéu mau quan Iy hd so can bd,
cdng chue, vién chic;

3. Pinh nghia va tir viét tat

a. Pinh nghia: Quy trinh quan Iy hd so can b, vién chic va nguoi lao dong 1a mot trinh
tu cac hoat dong dugc quy dinh, mang tlnh chat bat budc; 14 tai liéu phép ly phan &nh cac thdng
tin co ban nhat cia CBVC, NLD, bao gdm: Ngudn goc xuat than, qué trinh cong tac, chuyén mon
nghiép vu, trinh d6 ngoai ngi, tin hoc, qua trinh dao tao bdi dudng, Iy luan chinh tri, dac diém lich
sir ban than, quan hé gia dinh, qua trinh Ivong, ché do, bao hiém x& hoi.

b. Tir viét tat:

- BGH: Ban Giam hiéu;

- P. TC - HC: Phong T6 chitc — Hanh chinh;

-HS: Ho6 SO;

- CBVC - NLD: Can bg, vién chtic, nguoi lao dong.
4. Lwu d6: Xem noi dung trang 2.
5. Pac ta: Xem noi dung trang 3.



QUY TRINH QUAN LY HO SO CAN BOQ, VIEN CHUC, NGUOI LAO PONG

THONG KE THANH PHAN HO SO

2. THUC HIEN BO SUNG VA TIEP NHAN HO SO
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PAC TA CHI TIET QUY TRINH QUAN LY HO SO CAN BQ, VIEN CHUC, NGUOI LAO PONG

. R BO
. . BO PHAN/ e , . HAN
STT ggﬁ (? SI%CC PAC TA PON VI Pil/‘?l:'/_'})gN B'ZETTD%J(‘;‘C HOAN BIEU MAU
. THYC HIEN : : ¥ THANH
i ’ HQP
1 - Can cur vao Qb
14/2006/QD-BNV, Qb
s, 06/2007/QD-BNV, Qb . Phong, Khoa, | Tap hop hd so . e A s
HoO so ca nhan 02/2008/QB-BNV v quan Phong TCHC Trung tam c4 nhan 02 ngay Xac dinh yéu cau
Iy h6 so va bo sung ho so
hang nam
2 A - Lap ké hoach b sung hé so . Mau01aBNV/2007
Tr:‘;’:?] l‘e;ha”h hang nam theo quy dinh- | Phong TCHC ?rr‘jr?g’ta::hoa’ K& hoach 05ngdy | Mau02aBNV/2007
phanfio s Chuan bj cAc biéu miu J M3au 04aBNV/2007
3 A . - Hiéu truong xem xét va . \ . £ s
Phé duyét ohé duyét ké hoach Hiéu truong Phong TCHC | Ké hoach 02 ngay
4 Théng béo bd sung s . Ban hudng
h so ca nhan dén | wong dan ke khai, bo phong TCHC | F1ONg: Khoa, |2y e khai hé | 01 ngay
\ ) sung ho so Trung tm
cac don vi SO
5 Théng béo bd sung , i g Céc phong,
hd so dén cac ca Céc don vi tiep nhan k? khoa, trung Phong TCHC | Ké hoach 01 ngay
A hoach ké khai b6 sung ho so | .
nhan tam
6 2 s o ~ -+ x| Céanbg,gido . o x
B0 sung va hoan - Ca nhan ty ké khai vao ho vién. nhan Phong, Khoa, | Biéu mau 15 naa
thién ho so so theo mau ’ Trung tam hoan chinh gay

Vién




7 - Cac don vj to chuc hop danh
Tiép nhan va kiém | gi4 ting thanh vién- Nhan xét L Can b, vién 2 R
A A N , ~ .~ | Trudéng cac , o Tong hop ho N
tra ho so ca nhan | vao ho 50' cuia nhan vién va dom vi chirc, nguoi o 02 ngay
trong don vi chuyén vé phong TCHC tong : lao dong
hop
8 Tlepknhan va klem‘ - Téng hop hd so tir cac don | Phong Phong, khoa, | Ho so da phan X
raho so cé nhan tlr | phan loai TCHC trung tam loai, tong hop 05 ngay
cac don vi Y : o i
9 - Khi ¢6 bién d6ng thong tin
Hiéu trusng phé | cua ca nhan hodc khi co yéu | Phong Phong, Khoa, | Hd so hoan 02 g
duyét cau cua to chac can cap nhat | TCHC Trung tam chinh noay
ho so
10 Luu hd so Phong TCHC Luu hd so




6. Cac cong cu/biéu mau/hwéng din

STT

Tén cong cu/biéu mau/hwéng dan

Ma hoa

1

Ly lich can bg, vién chire, nguoi lao dong

BM/QT.22/TC-HC/01

So yéu Ii lich

BM/QT.22/TC-HC/02

Phiéu bo sung ly lich can b, vién chic, ngudi lao
dong

BM/QT.22/TC-HC/03




BM/QT.22/TC-HC/01

M3u la — BNV/2007 ban hanh kém theo Quyét dinh s 06/2007/QD-BNV ngay 18/6/2007 cua Bo trudng Bo Noi vu

CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap — Tw do — Hanh phic

LY LICH
CAN BO, VIEN CHUC, NGUOI LAO PONG

HOQ va tén Khai SINN:.........coiiiiiii e
TEN EOT KNAC: ...t sttt st
Ngay, thang ndm sinh:......... [evoviann vveeeeennns Gi61 tinh (nam, ni)......cooeeverenieneennenne.
QUE GUAN ...ttt b bbbttt bbb nne s
Chtrc vu (chirc danh) cOng tAC hi€n taii......coiviiiieiiie e
Co quan, don vi quan 1y cadn bd, cONg chlIC:........cceeviiiiiiiiiieiieieeeee e
Co quan, don vi st dung can bd, CONZ ChUIC:........eiieiiiieiieeieeeeee e

S hiéu can bo, cong chire:  11.023




I. SOLUQC LY LICH

Anh mau 2) TEN OT KNAC: ... iiieeiieeee ettt e e e
(4x6) 3) Sinh ngay ......... thang .......... NAM ......cveeneene. , Gi6i tinh (nam, nir)....................

11) Ngay tuyén dung:.......... [eveuenn [ovoeeeeneans , CO quan tuyen dung: ..........co.coeeoevvverveeeeeeeseeeeeee e,
12) Chirc vu (chirc danh) hi€n ta1: ....c..oiiiiiiiiiiiec e

(V& chinh quyén hoic Pang, doan thé, ké ca chirc vu kiém nhiém)

13) COong viEc chinh QUQC 107 ....eiiiiiiiiiiieee e s

15.3- Ly luan chinh triz....occoooiniiiice , 15.4- Quan 1y nha nUGC:.....cocveiiiiiieeeee e
(Cao cép, trung cip, so cip va twong duong) (Chuyén vién cao cdp, chuyén vién chinh, chuyén vién, can su....)

15.5- Ng0ai NE:..eeeeveeeieeiieieeieenieesee e 5 15.6- TINNOC!.c.eiiiiiiieieeee e
(Tén ngoai ngr + Trinh d6 A, B, C, D...) (Trinh d6 A, B, C,...)

16) Ngay vao PBang cong san Viét Nam............. I Joerervenns , Ngay chinh thtc: .............. [oevvanne Lo
17) Ngay tham gia t6 chirc chinh tri-X8 RO .......o.ovoveeeeeee oo een s es s es s sneensen e ene s enssnees
(Ngay tham gia td chirc: Poan, Hoi, ... va lam viéc gi trong td chirc do)

18)Ngay nhép ngii........... Joveoeid i, , Ngay xudt ngil:.......... oveeraans foveeiaereannn , Quan ham cao nhét:.................
19) Danh hiéu duoc phong tANE CAO MNAL:...........o.covevieeeeeeeeeee oo sees s es e sssesesseessenenes
(Anh hung lao dong, anh hing luc lugng vii trang; nha giao, thiy thudc, nghé si nhan déan, uu tu,....)

20) SG LIIONZ COMEZ TAC . .eeveeertreestieeiieeetteesteesreesteeaseesseessseeasseeasseeassseessseesssessssssssssasssesssssessnsessnsessssseenseeesssessnsesses
21) Tinh trang sttc khoe:........ccevververrenennne. , Chiéu cao:.......... , Can nang: ........... kg, NhOm mau:...........cceeveneee
22) La thuong binh hang........... Joeevannns , La con gia dinh chinh SAch ():....coooovieeiiiiiieie e,



I1. PAC PIEM LICH SU BAN THAN

IL.A Truéc khi duge tuyén dung

Tur thang, ndm
den thang, nam

ba hoc va tot nghi¢p nhiing trudng nao, ¢ dau hodc lam nhiing cong viée gi (ké ca hop dong lao
ddng) trong co quan, don vi, to chiic ndo, & dau (ké khai nhimg thanh tich ndi bat trong hoc tap, lao
dong)? Truong hop bi bit, bi ti (thdi gian ndo, & dau, ai biét)




11.B Khi dwoc tuyén dung

Thoi gian
tuyén dung

Puoc tuyén dung vao don vi nao (don vi chu quan, don vi tryc thudc)? Cong viéc chinh dugc phan
cong dam trach (chirc danh cong viéc hoac chirc vy cong tac) 1a gi? duoc xép vao ngach bac luong
nao va phu cap (n€u co) la bao nhiéu?




I11. THAM GIA TO CHUC CHINH TRI - XA HOI, HOI NGHE NGHIEP...

Tu thang, nam
dén thang, nam

Vao Doan thanh nién CS HCM; tham gia hoat dong trong t6 chirc chinh tri - xa hdi, t6 chirc chinh tr
- xa hoi - nghé nghiép, t6 chirc xa hoi, to chirc xa hoi - nghé nghiép khac (trong va ngoai nugc),...
(tén t6 chirc, tén hoi, tru s& & dau, da giit chirc vu hodc chirc danh gi trong céc to chiic nay)




IV. QUA TRINH PAO TAO, BOI DUONG VE CHUYEN MON, NGHIEP VU,
LY LUAN CHINH TRI, NGOAI NGU, TIN HQOC

Tén trudng hodc co s dao
tao, boi dudng

Chuyén nganh
dao tao, boi dudng

Tt thang, nam
Dén thang, nam

Hinh thirc dao
tao, boi dudng

Van bang,
chung chi

Ghi chi: Hinh thirc dao tao, boi dudng bao gom: Chinh qui, tai chire, chuyén tu, tir xa,
Van bang bao gom: Tién si kho hoc, tién si, thac si, cit nhan, k¥ su, cao dang, trung cap, so cap,...




V. KHEN THUONG

Théang, ndm

Noi dung va hinh thuc khen thudng

Cép quyét dinh

VL. KY LUAT

Théang, nam

Ly do va hinh thirc ky luat

Cép quyét dinh




_ VIL.QUAN HE GIA PINH
V¢ ban than vo (hodc chong) va cac con

Moi
quan
hé

Ho tén, nam sinh, nghé nghiép, ddc diém lich st (c6 bi bat, bi tu, 1am viéc trong ché dd cii, nguy quan, nguy
quyéen khong ); hién dang lam gi (ghi rd chirc vu hodc chirc danh néu co, tén va dia chi co quan, don vi cong tac &
trong hodc ngoai nudc), noi cu tri




_VIII. QUAN HE GIA PINH, THAN TQC
Ong, Ba (n0i, ngoai), Cha, Me, Anh chi em rudt

Moi quan
h¢

Ho tén, ndm sinh, nghé nghiép, dédc diém lich sir (c6 bi bat, bi ti, lam viéc trong ché dd cii, nguy quan, nguy
quyén khong ); hién dang lam gi (ghi r6 chirc vy hodc chitc danh néu cd, tén va dia chi co quan, don vi cong
tac & trong hodc ngoai nudc), noi cu tria




VI11. QUAN HE GIA PiNH, THAN TQC (tiép theo) ‘
C)ng, Ba (ndi, ngoai), Cha, Me, Anh chi em rudt ciia bén vo (hoac bén chong)

Ho tén, ndm sinh, nghé nghiép, dic diém lich st (c6 bi bat, bi t, 1am viée trong ché d9 cii, nguy quén, nguy
Moi quan hé | quyén khong ); hién dang lam gi (ghi 16 chirc vu hodc chiic danh néu co, tén va dia chi co quan, don vi cong
tac & trong hodc ngoai nudc), noi cu tra




IX. TU NHAN XET

(Vé phém chét chinh tri, dao duc, 16i séng, y thte ky ludt, nang lyc va so trudng cong tac...)

Ngwoi khai
T6i xin cam doan vé nhing 16i khai trong
quyén 1y lich nay 1a dung sy that va chiu trach
nhiém trudc phap ludt vé nhimng 16i khai dé.

Ha Long, ngay thang nam
(Ky tén, ghi rd ho tén)

Xac nhan cida co quan, don vi
Ban ly lich nay do can bg, cong chirc:

(Ho tén)

tu khai tai

Co quan x4c nhan la dung sy that.
Ha Long, ngay thang

(thi truéng co quan, don vi quéan ly va sit dung CBCC)
(Ky tén, dong dau)

Ghi cha: Quyén Iy lich nay sau khi can bg, cong chiic ké khai dwoc
bo, cong chirc; dong thoi phdi dong dau giap lai o tat ca cac trang.

xac minh va xdc nhdn cua co quan, don vi quan Iy va sir dung can




BM/QT.22/TC-HC/02

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

» SO YEU LY LICH
Anh mau
(4XBCM) 1y o va ten Khai sinh (Viét Chit it BOBY: ..o ovooooooeooeoooooeoooo
2. TN GOT KNAC . .. e
3. Sinh ngay....... thang....... nam...... , G161 tinh (nam, ni¥):.........oooviiiiii
4. Noi sinh: Xa (PhUOng). ..o ,
Huyén (QUAN)........ccveeieeeeeeeeeee e, , Tinh (Thanh phd).........................
5. QUE qQUAN: XA (PRUONE) ... ettt e e e e ,
Huyén (QUAN)........ccovieeiieeeeiie e, , Tinh (Thanh phd)..........................
6. DANtOC: .. et 5 7. TON LA woiiiiiieiie et
8. Noi dang Ky ho KNAU thUONE Tl ....cvoeeeeceseeceesesseesee s sess et s st es s sessesesssesssssesssssesessessesnsen e e e eeeee

(Sé nha, dudng phé, thanh phé; x6m, thon, xa, huyén, tinh)
0. INOT O RIEN NAY: ..ttt b et bbb ettt e s bt e sbe e s bt e shb e e bt e ke e nbe e st e e sbneenneenbe e et e ee

(S6 nha, dudng phd, thanh phd; x6m, thon, x4, huyén tinh)

12. Chttc Vi DIBN a1 (18U CO): vvvvoveeeeeeeeeee ettt n s st e

(Vé chinh quyén hodc Pang, doan thé, ké ca chirc vu kiém nhié€m)

13. CONG VIEC Chinh GUQC ZIA0:. ...\ttt e e
14. Chirc danh nghé nghiép hién nay:.............coceeeeueuieeeeiiieeeee., Y
Bac luong:......... ,Hesb......... , Ngay huong...... Loveinn, loo.... , Phu cép chic vu:....... , Phu cép khac:
15.1. Trinh d6 gido duc phd thong (da t6t nghiép 16p may/ thudc hé NA0): .....vveveeeeveeeeereereeieeeesieneee e
15.2. Trinh d6 chuy@n mMON €0 NHAL: .........cvuveceeveeeeeeie s eses s ese s seneen e e

(TSKH, TS, ThS, cir nhan, k¥ su, cao ddng, trung cip, so cap; chuyén nganh)

(Cao cép, trung cip, so cap va tuong duong)  (Chuyén vién cao cip, chuyén vién chinh,
chuyén vién, can sy....)

15.5. Ngoai ngli...eveneieiiiiiieiieieee, 5, 15.6. TINhOC i
(Tén ngoai ngir + Trinh d6 A, B, C, D,...) (Trinh 46 A, B, C,...)

16. Ngay vao Pang cong san Viét Nam ....... /... lviiii. , Ngay chinh thirc:....../....../0 oo
17. Ngay tham gia t6 chitc chinh tri = XA NOL: c..vuvveceeeieececeeieceeeeee et

(Ngay tham gia t6 chirc: Poan, Hoi,.... Va lam viéc gi trong t6 chic do)

1



18. Ngay nhép ngii:...

[ociiin. [ociiin. , Ngay xuét ngil:........ [oviniinn, A , Quan ham cao nhét:.............

19. Danh hiu dugc phong tANG CA0 MNAL: ...........oveveieeereeeeeeeeeee et

(Anh hiing lao dong, anh hiing lyc lwong vii trang; nha gido, thay thudc, nghé si nhan dén, wu td,...)

20. SO tITONE COMNE TAC: ..veereeireiiieieeieri ettt stte et s st ettt e e r e e sr e e she e see e se e e r e e reesr e e areeasneesneenneeenreenenes

nl‘lfit, nam nao)
23. Tinh trang stic khde:.................. , Chiéu cao:......... Can nang:......... kg, Nhom mau:................

(Vé dang, chinh quyén, doan thé hinh thirc cao

, 22 KY TUAL: (o

24. La thuong binh hang: ......... [oviiiinn , La con gia dinh chinh sach ():...c.oooveiiiiii

(Con thuong binh, con liét si, nguoi nhiém chat ddc da cam Dioxin)

27. Pao tao, bdi dudng vé chuyén mén, nghiép vu, 1y luin chinh tri, ngoai ngi, tin hoc

Tén truong

Chuyén nganh dao
tao, boi dudng

Tt thang, ndm

Pén thang, nim

Hinh thirc dao tao

Vin bang, ching chi,
trinh do gi

~ ~ ~ ~ ~ ~ ~ ~
1
~ ~ ~ ~ ~ ~ ~ ~

Ghi chu: Hinh thirc dao tao: chinh quy, tai chirc, chuyén tu, bdi dudng

701 ST TP PP

28. Tém tit qua trinh cong tic

Ttr thang, nam dén
thang, nam

Chutre danh nghé nghiép, chic vu, don vi cong tac (ghi cu the thoi gian c6 hay
khong dong BHXH)




29. Pic diém lich sir ban than:

- Khai ro: bi bat, bi tu (tir ngay thdng ndm nao dén ngay thang ndm nao, ¢ dau), da khai bdo cho ai, nhitng
van dé¢ gi? Ban than c6 lam viéc trong ché do cii (co quan, don vi nao, dia di€m, chirc danh, chirc vy, thoi
gian lam viéc...)

- Thoi gian hoac ¢6 quan hé vai cac t6 chirc chinh tri, kinh té, xa hdi ndo ¢ nudc ngoai (1am gi, td chure nao,
dat tru sé 6 dau...?):...

30. Quan h¢ gia dinh

a. Vé ban than: Cha, Me, Vg (hoic chdng), cic con, anh chi em rudt

Moi Qué quan, nghé nghiép, chic danh, chirc vy, don vi
guan Ho va tén Nam sinh | cbng tac, hoc tap, noi ¢ (trong, ngoai nudc); thanh
hé vién cac to churc chinh tri - xa hoi...?




b. Vé bén v (hoiic chong): Cha, Me, anh chi em rudt

Mbi Qué quan, nghé nghiép, chirc danh, chirc vy, don vi
quan Ho va tén Nam sinh | cong tac, hoc tép, noi ¢ (trong, ngoai nudc); thanh vién

hé cac to chirc chinh tri - xa hoi...?

31. Dién bién qua trinh lwong

Thang/nam

Ma s6/béc

Hé s6 luong

............. , Ngay........thang..........nam 2017 veveeoy Ngay...... thang...... ndam 2017
Nguoi khai Xéc nhan cua Chu tich UBND Xa (Phuong)/

To1 xin cam doan nhiing 161 khai trén day la ding

su that

(Ky tén, ghi 10 ho tén)

Thu truong co quan
(Ky tén, dong dau)




Mau 4a-BNV/2007ban hanh kém theo Quyét dinh s6 06/2007/QD-BNV ngay 18/6/2007 ctia B6 truong Bo Noi vu

PHIEU BO SUNG LY LICH CAN BQ, VIEN CHUC, NGUOI LAO PONG

6. Ngay vao Pang cong san Vi¢t Nam:

I. THAY POI VE CHUC DANH, CHUC VU, PON VI CONG TAC

(Tu  théang

nam dén

thang nam )

I [ociiinnn. , Ngay chinh thirc:....../ .../

(Chi ké khai nhiing thay ddi hodc bd sung vé chire danh, chtrc vu, don vi cOng tac so vai thoi diém trude)

Tir thang, nim dén
thang, nam

Chirc danh, chirc vu dugc bd nhiém, bau cir, diéu dong, mién nhiém (trong dang, chinh quyén, doan thé, t6
chirc ctiia nudc ngoai hodc lién doanh véi nude ngoai), thay doi vé ndi dung cong viéc, don vi cong tac, danh

hiéu dugc phong tang...

IL. PAO TAO, BOI DUONG NANG CAO TRINH PQ CHUYEN MON, NGHIEP VU
(Chi khai bé sung sau khi da két thuc khoa dao tao, bdi dudng)

Co sé dao tao, boi
dudng

Chuyén nganh dao
tao, boi dudng

Thoi gian dao tao, boi

Hinh thirc dao tao,
BD

Vin bang, chiing chi

dudng
cend e -
O -
O -
O -
O -
O -

Ghi chi: Hinh thirc hoc: chinh quy, tai chirc, chuyén tu, bdi dudng. ..




Mau 4a-BNV/2007ban hanh kém theo Quyét dinh s6 06/2007/QD-BNV ngay 18/6/2007 clia B6 truong Bo Noi vu

III. KHEN THUONG (chi khai nhirng phat sinh mai)

V. PINUOC NGOAI

(Tu 6 théng trd 1én tinh tr ngay...... [ociii. [ooii.. dén ngay...... [ooii.. Jociin. di nude nao? Ba lam viée & co quan, td chirc nao? Néi dung
cong viéc)

VII. VE KINH TE BAN THAN (nha ¢, dét ¢ (tw 1am, mua, dugc cdp, thira ké) va tai san ¢6 gia trj 16n khac theo quy dinh
cua phap luat(chi khai nhitng phat sinh so véi thoi diém trude do):

VE GIA DINH: (ké khai nhing phét sinh m¢i vé& s6 lugng va hoan canh kinh té, chinh trj ctia céc thanh vién trong gia
dinh (b6 me, vg, chong, cac con, anh chi em ruét...)

VI NHUNG VAN DE KHAC CAN BO SUNG . ....cc.ooooviiiiiiiineine sttt e e e e e e e e
........ ngay...... thang..... nam........ wevveeen, NGAY...... thdng...... nam... ...
Nguoi khai bo sung Thu truéng co quan, don vi quan ly va sir dung CBCC

(Ky tén, ghi ré ho tén) (Ky tén, déng ddu)
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1. Muc dich, pham vi ap dung

a. Muc dich:

Xay dung Quy trinh dé thyuc hién va kiém soat trinh tu cong viéc, phan dinh rd trach
nhiém, quyén han trong thyc thi cong vu.

Cong khai, minh bach dé can b, vién churc trong truong biét déy dua quy trinh, thu
tuc va thdng nhét cac bude xtr Iy ky luat di véi can bo, vién chire ctia nha truong.

Céac don vi, d6i twong lién quan dé dang cap nhat dugc dﬁy du cac giéy to, thu tuc
can thiét dé viéc thuc hién cac noi dung cong viéc dugc nhanh chong, kip thoi.

Cai céch thu tuc hanh chinh trong cong tac can bg ctua Truong.

b. Pham vi ap dung:

Quy trinh nay 4p dung ddi v6i can b, vién chirc thudc Trudng Cao dang K¥ thuat
Cong nghé Nha Trang.

2. Dinh nghia va tw viét tit

a. Dinh nghia:

- Can bo lanh dao: Ban giam hiéu truong Cao dang K§ thuat Cong nghé Nha Trang.

- Can bo quan ly: Truéng, phéd cac don vi thudc truong Cao dang Ky thuat Cong

ngh¢ Nha Trang.
b. Tw viét tat:
QT Quy trinh CvV Chuyén vién
BM Biéu mau TBKT Thi dua, khen thudng
Qb Quyét dinh TPV Truéng don vi
Lb Lanh dao Lb Lanh dao
BB Bién ban HT Hiéu trudng
BGH Ban Giam hi¢u KL Ky luat
T6 chtic - Hanh Ar 1A oA
TCHC HDBKL Hoi dong ky luat
chinh
CBVC Can bg, vién chirc VT Van thu

3. Luu do:



3.1. Luu do:



QUY TRINH XU LY KY LUAT CAN BOQ, VIEN CHUC

Trach S B 2 [ A Neq
< n Quy trinh xir ly ky luat Biéu mau Thoi gian
nhiém
Béo cdo hanh vi vi\\__
) < pham (1) N : .
5 @) _J Hop kiém diém,
(@) dé nghi hinh (3): 1/2 ngay
= thire ky luat cip
| don vi (3)
—
A\ 4
Tu lam bang ) N
g Kiém diém (2) BM/QT/TCHC/01 (2): 2 ngay
m
&)
A
Bao cao két qua A
E hop xét v& phong BM/QT/TCHC/02 (2): 1 ngay
=) TCI—J|C 4)
Xem xét, dé xuat bién
hap va thanh 13 R
2 P pHDI(L ([©)) i (2): 1 ngay
E:) Khong déng ¥
i r |
(6): Khong qua 3
. . N ngay
n Khong déng y Phé duyét (10)
Xem xét (6) mcons (7): 1 ngay
— Thanh 1ap BM/QT/TCHC/04 glr?); Khéng qua
= Pong ¥ HDPKL (7) gay - ’
Ban hanh QDKL (11) (11): Khong qua
5 ngay
A 4 (8): Trudc khi
Triéu tap vién Khong déng y HDPKL hop 3
=) chirc vi pham Hop HPKL (9) ngay
= d KL (8) BM/QT/TCHC/03 (9): 1/2 ngay
=1 .
© Pdng ¥
& A 4
H
2] . A
DO Thuec thi, luu hé so, theo
= > d&i thue hién QPKL (12)
> o
O O
-
-




3.2. Mo ta cac budc thuc hién quy trinh
a) Bao cdao hanh vi vi pham cua CBVC

Don vi, ca nhan khi phat hién hanh vi vi pham cua CBVC c6 trach nhiém bao cao
Truong don vi quan ly nguoi vi pham; truong hop thude tham quyén giai quyét cia
Truong don vi thi Truong don vi tién hanh xu 1y theo thidm quyén duoc giao. Truong hop
vuot tham quyén giai quyet cua Truong don vi phai bao cao Truong phong TCHC vé hanh
vi vi pham ctia CBVC; dong thoi t6 chic hop kiém diém ngudi vi pham ky luat va kién
nghi hinh thtc ky luat vo1 BGH.

Thoi gian tir khi phat hién hanh vi vi pham dén khi don vi t6 chitc hop ky luat khong
qua 7 ngay.

Vin ban gui vé Phong TCHC gom:

+ Ban kiém diém cta nguoi vi pham KL (BM/QT24/TCHC/01)
+ Bién ban hop ky luat don vi (BM/QT24/TCHC/02).

b) Tap hop, xac minh thong tin

Phong TCHC tap hop hd so va thong tin ¢o lién quan dé tién hanh viéc kiém tra, xac
minh (Tho1 gian xac minh khong qué 10 ngay).

Can ctr két qua kiém tra, xac minh Truéng phong TCHC tham muu v6i Hiéu trudng
dé ra bién phap xu ly vu viéc (néu co).

¢) Xem xét c6 tién hanh xiv Iy ky ludt

Can ctr ¥ kién tham muu cta Truong phong TCHC va cac quy dinh vé xur 1y ky luat
can bo vién chuc hién hanh, Hi¢u truong xem xét, quyét dinh c6 xir 1y ky ludt hay khong.

Truong hop CBVC vi pham nhung chua dén mirc phai xir y ky luét. Truong phong
TCHC thong bao cho CBVC d6 va Trudng cac don vi ¢o6 lié€n quan biét.

~ Truong hop vuot tham quyén xu ly, Hiéu truong sé kién nghi cap c6 thAm quyén
tién hanh xtr 1y ky luat theo quy dinh vé phan cap xur Iy ky ludt va cac van ban co hi€u luc
khac.
d) Xuwr ly ky lugt
Thoi han xt Iy ky luat ddi véi can b, vién chire 1a khoang thoi gian tir khi phat hién

hanh vi vi pham cua can bg, vién chirc hogc tur khi cap ¢co tham quyén két luén can bo,
vién chitc ¢6 hanh vi dén khi ¢6 quyét dinh xt ky ky luat ctia cp c6 tham quyeén.

Thoi han xir Iy ky luat khong qua 90 ngay; trudng hop vu viée ¢ tinh tiét phuc tap
can c6 thoi gian thanh tra, kiém tra dé xac minh lam rd thém thi thoi gian xu 1y ky luat co
thé kéo dai nhung khong qua 150 ngay.

Cép c6 tham quyén xtr Iy ky luat phai bao dam xur 1y ky luat trong thoi han theo quy
dinh. Néu hét thoi han xur 1y ky luat ma chua ban hanh quyét dinh xur 1y ky luat thi chiu
trach nhiém vé viéc cham hanh hanh va phai ban hanh quyét dinh xtr 1y ky luat néu hanh
vi vi pham con trong thot hiu.

Truong hop CBVC bi xtr 1y ky luét, tuy theo mirc do ma ap dung trinh tu thu tuc xtr



Iy theo quy dinh hién hanh, cu thé nhu sau:
- Chuin bi hop Hdi dong KL

Truong phong TCHC 1ap van ban trinh HiGu truong xem x¢ét dé 1am can ct thanh lap
Ho1 dong ky luat.

Khi dé co day du can ct, thi tuc theo quy dinh; Phong TCHC soan thao quyét dinh
thanh 1ap Ho1 dong ky luat trinh Hi€u trudng phé duyét ban hanh.

Sau khi thanh 1ap Hoi dong, Chi tich Hoi dong chi dinh Thu ky HDKL thong béo
hop HDKL, bdo dam HPKL phai du va ding thanh phan theo quy dinh.

~ Giri gidy bao triéu tap ngudi vi pham ky luat trude khi Hoi dong ky lut hop 7 ngdy
(Gidy triéu tdp duoc guri 2 1an ma ngudi vi pham van vang mat thi Ho1 dong ky luat van
tién hanh hop xét ky luat.)

Tap hop ho so trinh Hoi dong ky luat, bao gdm: Ban kiém diém cta nguoi vi pham
ky luat: Bién ban hop kiém diém nguoi vi pham ky luat cua don vi; Trich ngang so yéu
1y lich cta nguoi vi pham ky luat; Cac tai liéu, ho so c6 lién quan khac.

- Hop Hi dong ky luat

Can ctr hd so ky luat, Hoi déng ky luat hop va quyét dinh hinh thtc ky luat dbi véi
nguoi vi pham;

Két qua cudc hop dugc ghi vao Bién ban hop xét ky luat (BM/QT24/TCHC/03).
- Ra QD ky luat

_ Can cir bién ban hop xét ky lut cua Hoi dong ky luat, Hoi dong ky ludt ¢6 van ban
deé nghi Hiu truéng xét két qua va ra quyét dinh ky luat (BM/QT24/TCHC/04).

- V& hiéu lyc ciia quyét dinh ky luat

Quyét dinh xtr 1y ky luat can b, vién chire c¢6 hiéu luc 12 thang ké tir ngay co6 hiéu
luc thi hanh.

Pbi véi truong hop bi ky ludt bang hinh thirc khién trach, canh cdo, giang chuc,
cach chtc thi viéc quy hoach, bdé nhi¢m, ing ctr vao chirc vu cao hon, bo tri cong tac can
b ap dung hiéu lyc Theo quy dinh cua co quan c6 tham quyén.

- Khi d@ co quyét dinh ky luat Pang: Hiéu luc quyét dinh ky luat hanh chinh tinh tir
ngay quyét dinh ky luat Bang co6 hiéu luc.

- Théong bao cho d6i twong/don vi ¢é lién quan

Sau khi c¢6 Quyét dinh ky luat, Truong phong TCHC thong bao cho ddi twong/don
vi ¢ lién quan.

- Lwu trir ho so

Céc don vi, d6i twong c6 lién quan luu trir hd so theo dung quy dinh.



4. Cac cong cu/biéu mau/hwéng din

STT Tén cong cu/biéu mau/hwéng din Ma hoa
1 [Ban kiém diém BM/QT24/TCHC/01
2 |Bién ban hop xem xét xur 1y ky luét BM/QT24/TCHC/02
3 Bién ban xu‘ly vi pham d61 vé1 vién chirc va nguoi lao BM/QT24/TCHC/03
dong (HG1 dong ky luat)
4 |Quyét dinh vé ky lut d6i v&i ong/ba.. BM/QT24/TCHC/04




BM/QT.24/TC-HC/01

UBND TINH KHANH HOA R ) ~ > . -
. . b ) HOA XA HOI CH HiA VIET NAM
TRUONG CAO PANG KY THUAT CONG gﬁc lap - (T')u,(éo Ugglh thc' N
CONG NGHE NHA TRANG velap - TN anh p
BAN KIEM PIEM

T8 B8N e e .
3 510703 V4 P
L0311 (o7 T
JA I TC D G 18 (0 oot T J

Theo yéu cau cua lanh dao don vi, to1 xin ki€ém diém nhu sau:

Ngay... thang... nam ... Nguoi
viét kiém diém

BM/QT.24/TC-HC/02




UBND TINH KHANH HOA CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG CAO PANG KY THUAT Doc 1ap - Tw do - Hanh phuc
CONG NGHE NHA TRANG
BIEN BAN HQP

XEM XET XU LY KY LUAT
TEN BO PRAN: .eeiiiiieiece et ettt ettt e bt e st e et e e tte e b e e tb e e bt e ataeenbaeenbeenbeentbeenbeeenbeenbaeesseenneas
Tién hanh hop kiém diém va dé nghi hinh thirc ky luat Anh/Chi:

Thoi gian hop.............. gio.......... Nngay............. thang............ nam..............

(O] 11835 I Lo ol 410 SRR PRRTRRR
ThANK PHAN thAIM QU ...ttt ee s es e s s es e seseeseesseeneeeeseenaees
Hoi nghi nhét tri bau thu ky ghi bién ban 18 AND/CRiz........o.ovvieeeeeeeeeeeeeeee e

Noi dung cudc hop bao gdm:

1. Chu tri cudc hop doc bién ban su viéc va tom tat noi dung su viéc xay ra.
2. Ngudi sai pham tir doc bién ban tu kiém cé nhén.

3.'Y kién dong gop cua thanh vién trong cudc hop:

Chu tri cudc hop tém tat y kién phat biéu ctia cac thanh vién cudc hop va biéu quyét dé nghi hinh thirc ky
luat do61 voi nguoi sai pham.:

Chii tri cugc hop Thuw ky ghi bién ban

BM/QT.24/TC-HC/03




UBND TINH KHANH HOA
TRUONG CAO PANG KY THUAT
CONG NGHE NHA TRANG

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tuw do - Hanh phic

BIEN BAN HOP XET XU LY KY LUAT
Vé viée vi pham noi quy, quy dinh trong Nha truwong

Cudc hop xem xét xtr Iy vi pham dbi voi Ong (ba):

Nguoi bao chira (néu cb).

Thoi gian:

Dia diém tai:

I. Thanh phan du hop gom:

1. Chu tich Hoi dong.

2. Pai dién Ban chip hanh Pang b truong.
3. Dai dién Ban chdp hanh Cong doan truong (Pai dién BCHCD).
4. BPai dién don vi c6 CBVC vi pham.

5. Thu ky Hoi dong.

6. CBVC vi pham.

7.

8.

Nguoi lam chimg (néu c6).
I1. N6¢i dung
1. Chu tich Hoi dong tuyén bd 1y do, gi6i thiéu thanh phan dy hop.

2. Thu ky doc so yéu Iy lich trich ngang ctia CBVC vi pham.

3. CBVC vi pham trinh bay ban tudng trinh dién bién su viéc (ghi ré cdc néi dung
nhw: Hanh vi vi pham, mwrc do vi pham, nguyén nhan, hinh thicc ky ludt lao dong....
Truwong hop CBVC vi pham ving mdt hodc khong cé ban tuwong trinh thi Thuw ky doc bién
ban su viéc xay ra hoac dwoc phat hién).

4. Chu tich Hoi déng 1am 1 hanh vi vi pham ctia CBVC vi pham (can ghi
¥6 mot s6 ndi dung nhw: Hanh vi vi pham, muc do vi pham, hinh thiecc ky ludt ... Trong
truong hop boi thwong trach nhiém vdt chat thi ghi mwrc do thiét hai tinh gid tri bcfng tién
Viét Nam dong, phiong thirc boi thuong ...)

5. Y kién ctia CBVC l1am chtng (néu co).

6. CBVC bao chita (néu c6), Pai dién Ban chap hanh Coéng doan truong, Dai dién
don vi c6 CBVC vi pham va CBVC vi pham phét biéu y kién (cdn ghi ré nhdn xét vé viéc

Chu tich Hoi dong xac dinh hanh vi va mwc do vi pham cua CBVC vi pham la dung hay
sai voi quy dinh cua phap ludt va quy dinh cua Nha truong).



7. Két ludn cudi cing cia HDKL sau khi biéu quyét hodc bé phiéu (can ghi ré hanh
vi vi pham, mikc d6 vi pham, hinh thire ky ludt. Triwong hop boi thuwong trdach nhiém vit
chat ghi ré mitc do thiét hai, mikc boi thirong, phwong thirc boi thirong).

8. Bdo luu y kién ciia cdc thanh vién dir hop (néu cd).

Cudc hop két thic vao......h....... .ngay......thang.......... nam 20..
CBVC DAI DIEN THU KY CHU TICH
VI PHAM BCHCD HOIDONG

nhdn:
(ky va ghi ro hg tén) (ky va gh‘i ro ho tén)  (ky va ghi ro ho tén) (ky va ghi ro ho tén) - Luu:
UBND TINH KHANH HOA A 3 Ty > % -
4 P < - CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG CAO DANG KY THUAT ) Péc 14D - rl:u’ do - Hanh hl’lc.
CONG NGHE NHA TRANG pclap - It anh p
So: /QD-CDKTCN Khdanh Hoa, ngay thang nam
VT, hd
s0.

BM/QT.21/TC-HC/04

‘ QUYET PINH
Vé viée xir Iy ky ludt ng/ba (......)

HIEU TRUONG TRUONG CAO PANG KY THUAT CONG NGHE NHA TRANG
- Cdan cie quyét dinh... ngay... thang... ndm ...cua... ...
- Can cik Nghi dinh sé6 ... ciia Chinh phii vé ...
- Cdn cik bién ban cudc hop vao liic  ngdy thdng nam cia Hoi dong ky ludt;

- Theo dé nghi ciia éng/ba ... ... ...



QUYET PINH:
Piéu 1. Nay thi hanh ky ludt 6ng/ba ... 1a ... bang hinh thtc ... vi ....vi pham ché do
trach nhiém, ché do ky luat cua can b vién chirc Nha nudec.
Picu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky.
Piéu 3. Cac 6ng (ba) Truong phong T chirc — Hanh chinh, Trudng phong Ké hoach

— Tai chinh, Truéng don vi..., va 6ng /ba .....can cu Quyét dinh thi hanh./.

Noi nhin: HIEU TRUONG
- Nhu diéu 3;
- Luu VT, TCHC.



Dién thoai: 0258.3881139
Fax: 0258.3881139

_ UY BAN NHAN DAN TINH KHANH HOA
TRUONG CAO DANG KY THUAT CONG NGHE NHA TRANG

Pia chi: Puong N1, Béc Hon Ong, Phudc Pong, Nha Trang, Khanh Hoa
Email: cdkten@khanhhoa.gov.vn
Website: www.cdktennt.edu.vn

QUY TRINH

XET NANG LUONG

CHO CAN BQ, VIEN CHUC VA NGUOI LAO PONG

Ma3a hoa
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Hiéu luc tir ngay
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1. Muc dich, pham vi ap dung

a. Muc dich:

Viéc thuc hién va diéu chinh quy trinh ndy nham phu hop véi cac quy dinh hién
hanh. Quy dinh trinh ty, ndi dung t6 chirc thyc hién ning luong cua Trudng Cao déing
K¥ thuat Cong nghé Nha Trang. Dam bao sy quan 1y, diéu hanh thdng nhat, chat ché cta
Nha truong trong thyc hién ché do, chinh sach tién luong d6i voi can b, vién chirc va
ngudi lao dong Truong Cao dang K thuat Cong nghé Nha Trang. Pong thoi dong vién
can bo, vién chirc va ngudi lao dong Nha truong cong hién, phin ddu hoan thanh xut
sac nhiém vu duoc giao.

b. Pham vi 4p dung:

Ap dung dbi véi can b, vién chic va ngudi lao dong trong Trudong Cao diang
K¥ thuat Cong nghé Nha Trang.

2. Tai li¢u vién din

Nghi dinh s6 204/2004/ND-CP ngay 14 thang 12 nim 2004 cta Chinh phu vé
ché d(} tiép luong doi véi can b{),,c()ng chtrc, vién chuc va lyc lugng vii trang da dugc
stra doi bo sung tai Nghi dinh s6 76/2009/ND-CP ngay 15 thang 9 nam 2009; Nghi
dinh s0 14/2012/ND-CP ngay 07 thang 3 nam 2012 va Nghi dinh so 17/2013/ND-CP
ngay 19 thang 02 ndm 2013 ctuia Chinh phu.

Thong tu sb 08/2013/TT-BNV ngay 31 thang 7 nam 2013 cua Bo Noi Vu
huéng dan thue hién ché d6 nang bac luong thuong xuyén va nang bac luong trude
thot han doi véi can b cong chire, vién chirc va nguoi lao dong.

~ Thong tu s6 03/2021/TT-BNV ngay 29 thang 6 nim 2021 cta B6 Noi Vu sira
do1, bo sung ché d6 nang bac lwong thuong xuyén, nang bac luong trude thoi han va
ché do phu cap tham nién vuot khung doi véi can bd cong chirc, vién chirc va nguoi
lao dong.

Can cu Thong tu §6 02/VBHN-BNYV ngay 02 thang 5 nam 2022 cua Bo Noi vu
huong dan thuc hién ché do nang bac lwong thuong xuyén va nang bac luong trudce
thoi han doi véi can bo, cong chire, vién chirc va ngudi lao dong;

Quyét dinh s6 17/2022/QD-UBND ngay 15 thang 9 nim 2022 cia Uy ban nhan
dan tinh Khanh Hoa ban hanh Quy ché nang bac luong trude thoi han do 1ap thanh tich
xudt sic trong thuc hién nhiém vu ddi véi can bd, cong chire, vién chirc va ngudi lao
dong thudc tinh Khanh Hoa.

3. Pinh nghia va tir viét tat
a. binh nghia: (Khong c6 dinh nghia)
b. Tir viét tat:

-P.TC-HC : Phong T chirc — Hanh chinh
-CB : Can bo

-VC :Vién chirc

-NLb : Nguoi lao dong

- CBVC-NLDb . Can bg, vién chirc va nguoi lao dong



3. Lwu d6: (Xem trang 3)
4. Pic ta: (Xem trang 4 dén 6)



QUY TRINH XET NANG LUGNG CHO CAN B, VIEN CHUC VA NGUOI LAO DONG

Pé xuat nang luong

Thuc hién xét nang luong

Luu hd s¢

4. Hop xét deé

= B
= nghi nang luong 11. Thyc hién
js) cho cac ca nhan nang luong
XA trong dan vi
A A
O
T A 4 A 4
1 e
Q A Lx " 5.Tong hgp N
~ 1. Lap ké hoach dé 3. Thong béo danh sach va ho 8. Soan quyét 10 Thong 12. Théng ké, o
o nghi nang luang cho ca . . " N . A F— | quyét dinh nang L2 14. Luu ho sd
I~ N N R cho cac dan vi sd dé nghi nang dinh nang luang bao cao
S han trong toan truéng o lugng
< ng
Q A A
2
(S) A 4
23 —
4 . Hop xét nang
E %0 luong cho cac ca
Q. B nhan
T =
QL
>

Hiéu trudng
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CBVC-NLD dugc nang luong.
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TT <A Noi dung Ngudi thuc Keét qua dat dwge |Han hoan thanh Biéu mau
viéc <A hop thuc
hi¢n ™
j hién
. Phong K& |Céc ca nhan, Thanh todn tidn lron Vao thoi gian
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5. Cac cong cu/biéu miu/hwéng din

STT Tén cong cu/biéu mau/hwéng din Ma ho&

1 Ban ty nhan xét cd nhan trong thoi gian gitr chire

Danh sach d& nghi ning luong thudng xuyén ddi véi i
2 CBVC-NLD BM/QT.25/TC-HC/02

3 |Danh sach dé nghi nang lvong trudce thoi han BM/QT.25/TC-HC/03




BM/QT.25/TC-HC/01

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap — Tw do — Hanh phuc

_ BANNHAN XET CA NHAN TRONG THOI GIAN
GIU' NGACH HOAC CHUC DANH NGHE NGHIEP, BAC LUONG
(tir ngay, thang, nim dén ngay, thang, nam)

I. Théng tin chung:

O & [ IR 7 18 1< o R RRSPPP
N O 111 {71 SRRSO
3. DON VI CONZ tAC: oot

Y 4 1 Y/ [T o3 P 12 SRR

5. Ngach hodc chirc danh nghé NGIEP: ......cveveeveeveerieieeeeeeees e
M4 ngach hodc chirc danh nghé NEHIBP: ......ceveveiervieeieeee e
Bac, hé s6 luong hién huong: ........cccccevvevvvverveneae, Bat dau tlr NgAY: ..ovovvrreennn,
7. Thoi gian nghi khong luong (néu cé):

Tir ngay/thang/ndm | Pén ngay/thang/nim S6ngay | SO thang | SO nam

o

(Ghi chu: Pho to kem theo Pon xin nghi khong lvong da dvwoc Hiéu truong duyét)
8. Thoi gian bi ki luat (néu co):
Tir ngay/thang/nam | Pén ngay/thang/nam Hinh thuc

(Ghi chii: Phé t6 kém theo cdc gidy to lién quan)
I1. Noi dung nhén xét trong thoi gian giir ngach hodc chirc danh nghé nghiép, bac luwong:
1. Chinh tri, tu tuéng:

2. Cong tac chuyén mon:

3. Cong tac doan thé:

4. Tinh than phdi hgp cong tac:
5. Tinh than phuc vu:

Khanh Hoa, ngay....thang....nam.....

Nhan xét trudéng don vi Nguoi viét
(Ky, ghi r6 ho va tén) (Ky, ghi ro ho va tén)



TRUONG CPKTCN NHA TRANG
TEN PON VI

10

DPoc lap — Tu do — Hanh phic

DANH SACH CBVC-NLP PE NGHI NANG LUONG THUONG XUYEN

VA NANG THAM NIEN VUQT KHUNG PQT .... NAM

BM/QT.25/TC-HC/02

CONG HOA XA HOQI CHU NGHIA VIET NAM

1 r 1 \3
.« Ngach, chirc danh nghé nghi¢p, bac, hé so beé nghi nang bac luong thuong S
Nam sinh R , . - A - ot
Trinh luong trude khi duge nang bac Xuyén 5
do
V} ChU}/ en Ngach Bac ~ « | % phu Ngach R Hé s6 | % phu Thoi
. R tri mon - trong HE¢ so6 X . "~ Bac X -
Stt | Hova Tén " o hodc cap Thoi | hodc luong cap gian
viéc | nghiép j ngach | luong h3 did hi luong . ha inh
Nam | N&r | lam vu chirc hodc 6 bac t am tem | ehue sau ot t am t'An
j danh ; nién XEp danh A duoc nién nang
duoc A chtrc hién A nang N A 1
X nghé A vuot | lwong | nghé n nang vuot | bac lan
dao tgo nghié danh g khun nghié bac bac khun sau
ghicp hién giit g ghicp d g
| | CBVC-NLD dé nghi nang lwong thuwong xuyén
1
2

CBVC-NLD dé nghi ning

thdm nién virgt khung

Khanh Hoa, ngay ....thang nam 20....
Truwéng don vi




TRUONG CDKTCN NHA TRANG
TEN PON VI

11

Poc 1ap — Tw do — Hanh phic

CONG HOA XA HQI CHU NGHIA VIET NAM

DANH SACH CBVC-NLD PE NGHI XET NANG LUONG TRUGC THOI HAN
DO LAP THANH TiCH XUAT SAC POT ... NAM 20...

BM/QT.25/TC-HC/03

o Ngach, chirc danh nghé nghiép, bac, hé sb A . N . n
Nam sinh Trinh do lItong truée khi duoc nang bac beé nghi nang bac luong thuong xuyén
chuyén . Hésd | Thoi 2
i tri 0 . | Bactrong | Hé s0 . Béc ; . S
Stt| Hova  Ten M mon | Neachhoge | ZUC T 0 Thei | Ngach | | uong | gian S
. | vieclam | nghiep Vi | chirc danh S N diém | hoidc chuc méi tinh o)
Nam | N duge dao nghé hoge chic | ¢ bac | danhnghé | 3 | duoc nan
¢ danh hién | hién p nERC | hang | 4uS nang
tao nghiép o N luong nghiép . nang | bac lan
g st bac bac sau
Danh sach co ....... nguoi
Khanh Hoa, ngay thang nam 20...
Nguwoi lap

Trudéng don vi
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