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1. Mqrc {Ifch:

- euy trinh nly quy dinh th6ng nhAt tlong todn Truong trinh tg c6c buo'c

trong viQc i?p, b6 sung, luu trir vir qu6n 1)? h6 so cria vi6n chuc, ngudi lao d6ng.

- HO so ctra vi6n chilc, ngud'i lao dQngduoc xAy dprg, qr-t1, ly thdng nhAt

vd khoa hgc nhirn d6p ilng kip thd'i cho c6ng t6c nghion citu, th6ng k6, d6nh gi6,

tuy6n chgn, diro tpo, b6i duong, b6 nhiQm, di6u dQng, khen thuong, ky luat va

thpc hi6n c6c chinh s6ch d6i v6i vi6n chric, irgud'i lao dQng.

2. Ph4m vi vi cliii tug'ng 5P dgng

2.1. Phgnt vi tip cll.utg: Ap dpng trong viQc 10p vh qu6n li h6 sc;- cira vi6n

chirc, nguo'i lao dQng trong chi ti6u Uier, 
"t 

t5 dugc giao, thuQc Trud'ng Trung cAp

nghd Co khi x6y dPng qu6n lY.

2.2. DOi twg'ng tip ct4utgt Quy trinh ndy dugc 6p dung cho cdc do-n vi truc thuQc

Trud'ng.

3. Cin cri'ph6p ly vir tiri li6u tham chi6u

- LuAt Vi6n chirc s6 5B/2010/QH1 2 ngiry 15ltll2O10 cua Qu6c hQi, co hiQu

lpc thi hdnh tt ngdy 01 th6ng 01 n[m 2012;

- LuAt sO SZlZOtglQH14 ngey 2511112019 cuaQu6c hOi v0 sua d6i, b6 sung

mot s6 didu cua Lupt c6n b6, c6ng chric vh Lupt vi6n chric;

- Nghi dinh s6 ltSlz)2oND-CP ngey 251912020 cua chinh phu quy dfnh

,A t ry6t du.g, su dpng vd quin ly vi6n chric;

- Thdng tu s6 07l2O1)/TT-BNV ngdy 011612019 ciua B0 Noi vu quy dinh

vd chd d6 b6o c6o th6ng k6 vd quAn lli hO so- vi6n chuc'

4. Dinh nghia vh til vi6t tet

4.1 Elnh nghla

- euan ry hA so'viAn chtlc, ngu'd'i lao d6ng. la ho4t dOng 1i6n quan d5n vi6c lAp,

trO ,*rrg, ,6p *6p, b6o quAn, su' dqng, luu trft h6 scr vi6n chirc, nguoi lao dQng

phUc vu c6ng t6c su dUng vd qufrn l:i vien chit'c, ngud'i 1ao dQng trong c6c co

quan, t6 chirc, don vi ctra Nhd nu6c theo quy dinh cua ph6p luat'

- Hi so,viAn clruc, ngad,i lao d6ng ld tQp hgp c6c v[n ph6p,ly 
Ye 

vi6n chric k6 tu

,gJV duo. c tuy6n d*rg, ph6n (rth cbc th6ng tin co bin nhAt t O "Scv y6u ly lich"

cira vi6n chirc, ngudi lao dQng; v[n bdng, chirng chi, cdc loai vdn b6n co 1i6n

quan vd duo-c bO sung trong qu6 trinh cong tdc c'ba vi6n chuc, ngudi lao dQng'

- Hi so' glic ct)a viAn clulc, ngwd'i lao dQng le hd so do co quan, t6 chuc, do'n vi

"6 
thA,r"qr,y6,] lAp vd x6c nhin iAn dAu ti6n khi VC, NLD duo. c tuy6n dpng vdo

co quan, tO cht'c, don vi cua Nhir nuog theo quy dinh cua ph6p h-rQt'
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4.2 Tit vi\t dt

Y nghiaSTT fir vi6t tit
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BGH Ban Gi6m hiQu

BM Bi6u m6u

HS H6 scv

4
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P.TH Phdng T6ng hqp

QT ar,tr*
6

7

VC Vi6n chilc

VC, NLD Vi6n chirc, ngudi lao dQng

5. Luu d,6 (Xent trang 4)

6. D{c til (Xem trang 5)

7. Chc bi6u m6u/ hu5'ng din:
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,=T6n bi6u m6u/ hu6'ng din

Bi€ut mdu hi so'vian chac thwc hi€n theo Th6ng ta 07/20Lg/TT-BI{',t/

ngdy 01/6/2019 cila B0 N1i vw

HSOl-VC/BNVQuy6n "Ly lich vi6n chirc"

So yt5u ly lich vi6n chuc

HS03-VC/BNVPhi6u b6 sung ly lich vi6n chirc

HSO6-VC/BNVPhi6u nghiOn cuu h6 so vi6n chirc

Phi6u theo d6i sir dpng, khai th6c h6 so VC

IfS08c-VCiBNV56 theo ddi khai thdc, su dpng h6 so vi6n chuc

BMOl-VCTBNVB6o c6o th6ng kO s6 lugng, ch6t luqng dQi ngfi

vi6n chri'c

BiAu ntdu h6 so ngwdi lao d6ng thqtc hiQn twctng tqr biAu ntiu cua VC'

a
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O4r.C fA

Bu6'c 1: 'l'rong vdr-rg 30 ngdy t<O tt khi co qry5t dinh tuySn dpng, Phong T6ng

ho. p co rr6cl-r nhiQrn rr"org aan vien chirc, ngud'i lao dQng m6i tuy6n dung lQp h6

so'theo c6c quy dinh hi6n hdnh.

Bu6'c 2: Dinh ky th6ng hang n[m, vi6n chirc, ngud'i 1ao d6ng k0 khai bO sung ho

so vi6n ch[t'c, ngudi lao dQng vd nQp vd phdng TOng ho.p cirng c1c gi6y td bo

sung co 1i6n qltan theo quy dinh hi6n hdnh'

Bu'6,c 3: Phong T6ng ho.p chfu trilchnhiQm tham dinh h6 so k6 khai; ki6m tra,

x6c minh tinh trung thuc cria c6c ti6u chi, th6ng tin do vi6n chric, ngud'i lao d6ng

tq k6 khai. NOu hO so chua dpt y6u cAu thi co tr6ch nhiQrn chuy6n lai vd hu6'ng

dan d0 vi6n chri'c, ngud'i lao d6ng ti6p tpc hodn thi6n theo quy dinh.

Bu6,c 4: Sau khi pholg T619 ho. p tharn dinh h6 so k6 khai b6 sung, HiQu trudng

(ho[c nguoi duo. c Hi0u truong uy quydn) xem x6t ky x6c nhfln vdo b6n k6 lchai

h6 scr, bO sung h6 so cira vi6n chitc, ngud'i lao dQng.

Bu'6,c 5: ViQc nghi61 ciru, str.dUng vd khai th6c h6 so'chi dugc thUc hien khi

duo. c Hieu trudng pho duyQt d6ng y vd thgc hiQn theo quy dinh.

Bu'6'c 6: Phdng T6ng ho.p co trirch nhiQm luu trt, bdro quan hd so vi6n chitc,

nguo'i lao d6ng theo quy dinh. Dlnh k! hang ndm, phong T6ng hqp sE cAp nhAt

h6 so cira vi61 chtrc, ngudi lao d6ng vd th6ng kO cdc th6ng tin ccv b6n (s6 diQn

thopi, email, trinh dQ, vdn bing, chirng chi,...) gui d6n c6c don vf phUc vu c6ng

t5c 1i6n l4c, tracriu khi cAn; b6o c6o th6ng k0 s6 1uqng, ch6t luo. ng doi ngfi vi6r-r

chfrc, ngudi iao dQng.


