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1. MUC PiCH

Quy trinh ndy quy dinh thng nhat trinh tu cac budc trong viée lap, bd sung, luu trix
va quan ly ho so cua cong chure, vién chic va lao dong hop dong trong Trudng.

2. PHAM VI AP DUNG
- Quy trinh nay ap dung trong viéc 14p va quan Iy hd so cua cong chire, vién chuc,
hop ddng lao dong trong chi tiéu bién ché thudc Truong Cao dang Cong nghiép Phuc
Yén:
3. THUAT NGU
- HS: HH so.
- CCVC: Cong chur, vién chirc.
- TC-HC: T6 chirc — Hanh chinh.
- CV: chuyén vién
4. TAI LIEU THAM KHAO
- Luat vién chtrc s6 58/2010/QH12 ngay 15 thang 11 nam 2010;
- Nghi dinh sé 24/2010/ND-CP ngay 15/3/2010 ctia Chinh phu quy dinh vé tuyén
dung, str dung va quan ly cong chuc;
- Quyét dinh s6 14/2006/QD-BNV ngay 06/11/2006 ctia B6 Noi vu vé quy ché quan
Iy ho so can bo, cong chirc;
- Quyét dinh s6 06/2007/QD-BNV ngay 18/6/2007 ban hanh thanh phan hd so can
b0, cong chirc, vién chuc va biéu mau quan ly hd so can bo, cong chtrc, vién chirc;
- Quyét dinh s6 02/2008/QD- BNV ngay 06/10/2008 vé biéu mau quan Iy hd so can
bo, cong chirc, vién chuec.

5.NOI DUNG
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51. Luu do
Trach nhiém So do Biéu mau T.h 01
gian
- M@u B01-BNV/2007
Hudne da - Mau 01a-BNV/2007
" /I‘éangh ?mb; - Miu 01b-BNV/2007
Chuyén vién phong aprie h;al’ ° - Méu 02b-BNV/2007 Hang
TC-HC sung ho so - MAu 03b-BNV/2007 niam
- MAu 02¢c-BNV/2008
- M4u 04a-BNV/2007
- M4u 3a-BNV/2007
A 4
) M 020.BNV 01/01/. ...
Lap/ K& khai, bo sung au 0Zc-
ceve " hd so MAu 04a - BNV
3 v 01/03/....
Trudong Phong TC- % . ) N
HC = Tham dinh ho so
=3
01/04/....
Hiéu trudng Mau 02¢-BNV
MaAu 04a - BNV
01/05/....

Chuyén vién Phong
TC-HC

Cép nhat;
luu ho so

Theo muc 6 cia qui
trinh

5.2. Dién giai

5.2.1 Huwéng din lap ho so CB, CC, VC

5.2.1.1. Ldp ho so:
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Dbi véi CCVC duoc dé bat bo nhiém, thuyén chuyén, tuyén dung vé Truong Cao
dang Cong nghiép Phuc Yén, Phong TC-HC c6 trach nhiém huéng din CCVC lap hd so
theo qui dinh tai Quyét dinh sd 14/2006/QD-BNV ngay 06/11/2006; Quyét dinh sd
06/2007/QD-BNV ngay 18/6/2007 va Quyét dinh sé 02/2008/QD- BNV ngay
06/10/2008 cta BO Noi vu.

5.2.1.2. Ké khai, bé sung hé so"

Pinh ky hang nim (cham nhat 1a ngay 15 thang 01 ciia nim sau), Phong TC-HC
c¢6 trach nhiém giri ban ké khai b6 sung ho so CCVC theo mau 4a-BNV/2007, 02C-
BNV/2008 va huéng dan CC, VC cac don vi ké khai bo sung ho so.

5.2.2 Lap/ké khai, b6 sung ho so
5.2.2.1. Ldp ho so:

Trong thoi gian 45 ngdy, ké tir ngay c6 quyét dinh tuyén dung lan dau, CCVC
phai ké 1y lich, hoan chinh cac thanh phan H6 so gdc theo qui dinh tai Khoan 1, Khoan 2,
Khoan 3, Khoan 4, Khoan 5, Khoan 6 Piéu 6 cua Qui ché quan 1y ho so can bd, cong
chirc ban hanh kém theo Quyét dinh 14/2006/Qb-BNV ngay 06/11/2006 cua Bo Noi vu;
[Mau 1a-BNV/2007, Mau 2C-BNV/2008, Mau 3a-BNV/2007, Mau 4a-BNV/2007] vé
biéu mau quan 1y hd so CC, VC (CCVC c¢6 trach nhiém ké khai day du, rd rang, trung
thue ho so ctia minh theo qui dinh cta qui ché).

e Thanh phan ho so gom:

+ Quyén “Ly lich can bo céng chirc” theo mau 01a-BNV/2007;

+ Ban “So yéu Iy lich can bo cong chirc” theo mau 02¢-BNV/2008;

+ Ban “Tiéu sk tom tit” theo miu 3a-BNV/2007

+ Ban “Phiéu b sung 1y lich CBCC” theo mau 4a-BNV/2007

+ Gidy chirng nhan strc khoé;

+ Céc van ban lién quan dén than nhan (So yéu 1y lich tu thuat c6 xac nhan cua
chinh quyén dia phuong);

+ Céc loai gidy to lién quan dén trinh d6 dao tao (van bang, chiing chi, bang diém
(trudng hop duoc cap bang tiéng nudc ngoai phai dugc dich sang tiéng Viét theo yéu cau
cua phap luat).
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5.2.2.2. Ké khai, b6 sung ho so:

Hang niam CCVC c6 trach nhiém tir khai bd sung hd so theo mau 4a - BNV/2007,
02C-BNV/2008 hoic bao cdo Phong TC-HC khi c6 bién dong vé& hd so clia minh trong
cac truong hop sau:

+ Thay d6i lién quan dén nhan than;
+ Sy thay doi vé tai san;
+ Két qua hoc tap, nang cao trinh do;
+ Khen thuong;
+ Ky luét.
5.2.3 Tham dinh ho so
- Sau khi CCVC ké khai, b6 sung ho so va nop vé Phong TC-HC, Trudng Phong

TC-HC c6 trach nhiém tham dinh va xac minh tinh trung thuc cua cac ti€u chi, thong tin
do CCVC ké khai. Pic biét, dbi v6i cac truong hop CCVC méi duoc dé bat, bo nhiém,
thuyén chuyén, tuyén dung thi Phong TC-HC thuc hién tham tra va x4c minh tinh trung
thuc cua cac tiéu chi, thong tin do CCVC tu ké khai. Néu héd so chua dat yéu cau thi
chuyén lai va huéng din dé can bo cong chic, vién chire tiép tuc hoan thién.
5.2.4 Ky xac nhan

Hiéu trudng truc tiép quan Iy CCVC xem xét, ky xac nhan vao ban bo sung ho so
[miu 04a-BNV/2007; mau 2¢c-BNV/2008] hang nim ciua CCVC dang lam viéc tai
Truong.
5.2.5 Cap nhat, luu ho so

Phong TC-HC c¢6 trach nhiém cap nhat va luu giit ho so CCVC theo quy dinh tai
muc 6 cua qui trinh nay.
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6. HO so

TT M3 s6 biéu miu Tén biéu miu
1. | M01.QT.03/TCHC Ly lich CCVC

2. | M02.QT.03/TCHC Bia kep

3. | M03.QT.03/TCHC Phiéu giao, nhan ho so

4. | M04.QT.03/TCHC Tiéu st tom tat

5. | M05.QT.03/TCHC Phiéu chuyén ho so CCVC

6. | M06.QT.03/TCHC Phiéu bo sung 1y lich CCVC

7. | M07.QT.03/TCHC Tai hd so CCVC

8. | M08.QT.03/TCHC So yéu 1y lich can bo cong chirc, vién chirc

7. HO SO CONG VIEC

TT Tén ho so Mi s6 bieu mau | Thoi Noi luu Phuong | Bo phan
oian luu phadp | chiu trach
hay nhi¢m
1. | Lylich CCVC MO01.QT.03/TCHC| 10 nam Phong TC - HC | May CV t6 chiic
2. | Biakep M02.QT.03/TCHC| 10 nim Phong TC — HC | May CV 16 chuc
3. | Phiéu giao, nhan ho so | M03.QT.03/TCHC| 10 nim [Phong TC — HC | May CV tb chirc
4. | Tiéu st tom tat MO04.QT.03/TCHC| 10 nam [Phong TC — HC | May CV t6 chiic
5. | Phiéu chuyén ho so | MO05.QT.03/TCHC| 10 nim [Phong TC — HC | May CV tb chirc
CccvC
6. | Phiéu bo sung 1y lich | M06.QT.03/TCHC| 10 nam Phong TC —HC | May CV t6 chiic
ccve
7. | Ti ho so CCVC MO07.QT.03/TCHC| 10 nim [Phong TC —HC | May CV t6 chiic
8. | Soyéulylich CCVC M08.QT.03/TCHC| 10 naim Phong TC - HC | May CV t6 chuc




