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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.
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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
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6 2 s o ~ -+ x| Céanbg,gido . o x
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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
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Ly lich can bg, vién chire, nguoi lao dong
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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. ..
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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)



