UY BAN NHAN DAN TINH NGHE AN
TRUONG CAO PANG KTCN VIET NAM — HAN QUOC

Dia chi: H5 Téng Théc - Nghi Pht - TP.Vinh - Tinh Nghé An

DT: 02383.511454 Email: cdviethanna@gmail.com

Fax:02383.852194 Web: www.cdvhnghean.edu.vn
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Quy trinh: QUAN LY HO SO CAN BQ, GIAO VIEN, NHAN VIEN e

I. MUC PiCH VA PHAM VI AP DUNG

- Quy trinh ndy quy dinh théng nhit n6i dung, trinh tu va trach nhiém cong tac quan
ly hd so cta can b9, gido vién, nhan vién theo diing quy dinh cta nha nudc va noi
quy, quy ché hién hanh ctia Truong cao ding KTCN Viét Nam — Han Qudc.

- Quy trinh ndy 4p dung cho cac can b, gido vién, nhan vién truong Cao ding K§
thuat Cong nghiép Viét Nam — Han Quéc.

II. PINH NGHIA VA TU VIET TAT
1. Dinh nghia:

- Quan ly ho so 1a viéc sap xep, thiet ke va xem xét lai cac van ban, ho so trong to
chire. N6 lién quan dén viéc phoi hgp cac nhiém vy, quan ly, bao quan, tiéu huy
trong su hoat dong ctia mot to chuirc.

2. Tir viét tit:

KH Ké hoach XD Xay dung
CB, GV, NV | Can bg, gido vién, nhan vién

I1I. LUU bO (Xem trang 3)
IV.PACTA (Xem trang 4 - 5)
V. CAC BIEU MAU/ HUONG DAN KEM THEO

Stt Tén biéu mau/ huéng din M3 héa

Thong béo\vé;viéc aé ?(u.ét b("‘)vsunsg, chu):én déi,CB, BM/QT75/P.TC/01
GV, NV va bo sung ly lich véin bang chimng chi

So yéu 1y lich vién chirc (Mau HS02-VC/BNV — BM/QT75/P.TC/02
Théng tu 07/2019/TT-BNV) ”
Phiéu bd sung 1y lich vién chic (Mau HSO03- BM/OT75/P.TC/03
VC/BNV — Théng tu 07/2019/TT-BNV) Q

% ©0>29a |2
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BM/QT75/P.TC/01

UBND TINH NGHE AN CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG CAO PANG KTCN Doc lap - Ty do - Hanh phiic
VIET NAM - HAN QUOC
So: ... /TB-TVH.TCHC Nghé An, ngay  thdang nam 20...
THONG BAO

Vé viéc dé xuit bd sung, chuyén d6i CB, GV, CNV
va b sung Iy lich, viin biing, chirng chi

Kinh gtri: Lanh dao ciac don vi, can by, GV, CNV
Thyc hién ké hoach ciia Ban giam hiéu nha trudng t6 chirc ra soat chirc ning,

nhiém vu cia cia céc phong, khoa, trung tdm, ra soat, b sung hd so ly lich, cic van
bang, chimg chi. D& c6 s6 lidu chinh x4c, yéu cau cac phong, khoa, trung tim cung cép:

1. Ban dé xuét bd sung chuyén déi can bg, gido vién, nhan vién (theo mau)

2. B6 sung hd so 1y lich, van bing chimg chi ca nhan

Thdi gian ndp trude ngay: ........... Nop tai phong T chirc hanh chinh (Anh Prc)

Yéu cau cac phong, khoa, trung tim, c4c c4 nhan nghiém tdc thuc hién./.

Ghi chii: Cic miu biéu giri trong gmail ciia cic don vi.

HIEU TRUONG

Noi nhéan:
- Nhu trén
- Luu TCHC

Hb Vin Pam



BM/QT75/P.TC/02
Méu HS02-VC/BNV ban hanh kém theo Thong e s6 07/2019/TT-BNV ngay 01/6/2019 ciia Bé truomg B Noi vu

Coquan quan 1y vién chilC.......covvevn i e e S6 hidu vién chic. .....oooveeveeeeeennn .

Don vi sir dung vién chirc

.....................................................................................................

SO YEU LY LICH VIEN CHUC
1) Ho va tén khai sinh (Viét chit in BOa):.............vevvvveeeeeseeeseeeeeee oo
Anh mau 2) Ten GO KhAC: ...uuiiiiiiiiiii e e e
(4x 6 cm) 3) Sinh ngay:......... thang............ndm.......... . Giéi tinh (nam, n®):.....................
4) Noi sinh: Xa/Phudmg........... Huyén/Quan.......... Tinh/Thanh phé........................
5) Qué quén: X&/Phudng......... Huyén/Quan........... Tinh/Thanh pho....................
0] DB sminnisnssvomnirm s S TR R R B S - To

.........................................................................................

..............................................................................................................

......................................................................................

........................................................................................

..............................................................................................

14) Chirc danh nghé nghiép vién chifc:.............vvvvveeeeeereerreineeeieenenne ME SO
Béc luong:..... Hé so:......... Ngay hudng: ...... l....l..... Phy clp chirc danh:.......... Phu cép khac:..........

........................................................................................

(TSKH, TS, Th.s, cir nhdn, ky su, cao ddng, trung cdp, so cdp, chuyén nganh)
15:3-Ly Il clifoh trls..ccoonicicivssmonsmamnns B g T

(Cir nhén, cao cdp, trung cdp, so cdp) (Chuyén vién cao cdp, chuyén vién chinh, chuyén vién, cdn s,

13 B- MR B ....comnminmnasmmmmrmmin coann e IS T-TIRHQE: covviiiiiiiiiiiiiiiiiiiiniiiiiinnie STTTT T
(Tén ngogi ngir + Trinh dj: TS, Ths, DH, Bdc 1 dén bdc 6) (Trinh d§: TS, Ths, DH, Ky ndng 01 dén Ky ndng 15)

16) Ngay vao Pang Cong san Viét Nam: .......... [eviveren. ' —— Ngay chinh thirc:......... R

17) Ngay tham gia td chirc chinh trj - X& hiz......covvreeriiiinieeiereennnnen S T TR
(Ngay tham gia t6 chirc: Doan, Hpi, .... va lam viéc gi trong 16 chire do)

18) Ngay nhdp ngii:...... " (—— ' — Ngay xut ngii:...... . [ Quén ham cao nhit:.....................

19.1- Danh hiéu dugc phong ting cao nhit:............................ T ——
(Anh hiing lao dgng, anh hiing luc lupng vii trang: nha gido, thay thuoc, nghé st nhdn ddn wu ti, ...)

.........................

21) Khen thudng:................. . 22) Ky 108t o, ST RRR
(Hinh thirc cao nhat, ndm nao?) (vé dang, chinh quyén, doan thé hinh thirc cao nhdt, ndm ndo?)

....................................................




Méu HS02- VC/BNV ban hanh kém theo Théng tir 56 07/2019/TT-BNV ngay 01/6/2019 cua Bé trucng Bé Néi vu
27)PAO TAO, BOIDUONG VE CHUYEN MON NGHIEP VU, LY LUAN CHINH TRI, NGOAINGU, TINHQC

Tén truong

. X Tir thang, nim Hinh thirc | Vin bing,
Chuyén nganh do tao, bdi dudmg | <" ' é.ngg g dio 1o oy cfi

Ghi chii:

- Hinh thizc dao tgo: Chinh quy, tai chikc, chuyén tu, tic xa, lién théng, béi duimg. .
- Vén bang, chimg chi: TSKH, TS, chuyén khoa II, Ths, chuyén khoa I, dai hoc, cao dang, trung cdp, so cdp, chimg chi,...

28) TOM TAT QUA TRINH CONG TAC

Tir thang, ndm
dén thang, ndm

Chirc danh, chirc vy, don vi cong tac (ding, chinh quyén, doan thé, 16 chitc xi hoi) ké ca thoi
gian dugc dio tao, boi dudng vé chuyén mén, nghiép vy, ...




29) PAC PIEM LICH SU BAN THAN

- Khai r3: bj bét, bj ti (i ngay thang ndm néo dén ngay thang nam nao, & dau?), da khai bo cho ai, nhimg van
dé gi? Ban thén c6 lam viéc trong ché d0 cili (co quan, dom vi nao, dia diém, chirc danh, chire vu, thoi gian lam viéc...):

................................................................................................................................................................................................

................................................................................................................................................................................................

- Tham gia hodc ¢4 quan hé véi céc td chirc chinh tri, kinh té, x& hdi ndo & nudc ngoai (tam gi, 16 chire
nao, dit tru s¢ & ddu ..?):

................................................................................................................................................................................................

................................................................................................................................................................................................

................................................................................................................................................................................................

30) QUAN HE GIA PINH
a) V& ban than: Cha, Me, Vg (hodic chdng), c4c con, anh chj em rudt
Méi Nam Qué quan, nghé nghiép, chirc danh, chirc vu, don vi cong tac,
0;1. Ho va tén sinh | hoc tp, noi & (trong, ngoai nuéc); thanh vién céc td chirc chinh
quan e tri - xa hdi ...7)
b) Vé bén vg (hod#ic chéng): Cha, Me, anh chi em rudt
£ Nim Qué quan, nghé nghi¢p, chirc danh, chirc vy, don Jk\ri cOng tac,
qllh:.:;lé Ho va tén ey hoc tap, noi & (trong, ngoai nudc); thanh vién cac to chirc chinh

tri - xa hdi ...?)




Mdu HS02-VC/BNV ban hanh kém theo Thong tur 56 07/2019/TT-BNV ngay 01/6/2019 cia Bé truomg B6 Noi vu

31) DIEN BIEN QUA TRINH LUONG CUA VIEN CHUC

Thang/nam

w K
Ma so

Béc luong

He¢ s6 luong

32) NHAN XET, PANH GIA CUA PON VI SUDUNG VIEN CHUC

.................................................................................................................................................
..................................................................................................................................................
................................................................................................................................................
................................................................................................................................................
................................................................................................................................................

................................................................................................................................................

Ngudi khai v vee e, NGAY.......thdng... ... ... ndam 20... ...
Téi xin cam doan nhifng l&i Tha truwdmng dom vj sir dung vién chirc
khai trén déy 1a ding sy that (K tén, déng ddu)

(Ky tén, ghi ré ho tén)




BM/QT75/P.TC/03
Mdu HS03-VC/BNV ban hanh kém theo Thing tu s6 07/2019/TT-BNV ngéy 01/6/2019 ciia B trieémg B Noi vu

Co quan qUAN 1Y VIen ChC: ..., S0 Di€U Vién chite: ...

DOn Vi ST AUNG VIEN CRIC: ..o es e ettt e e

PHIEU BO SUNG LY LICH VIEN CHUC

(g7 7" g — dén théng/nam......................)
1) Ho va tén khai sinh (viét chit in hoa):

......................................................................................................................................................

Z) Ny hAng B SIS haisassmsmmimmns KR S (NS0
3) Noi ¢ hién tai:

4.1- Chirc danh (chirc vu) cong tac hién tai:.. :
(Ve chinh quyén hodc Dang doan the)
4.2- Chirc danh (chirc vy) kiém nhiém:..

(Ve chmh quyén kodc Dang do&n rhe)
5) Chirc danh nghé nghiép vién chirc:.. T —

6) Béc luong:.......... Hé sb:......... Ngay hudng: ....../..../............ Phu cdp chirc danh:.......... Phu cdp khéc:............
7) Ngay vao Pang cdng san Vit Nam: ................/ecccervcccd ooy, Ny chinh thire: /o /o

I. THAY POI VE CHUC DANH, CHUC VU, DON V] CONG TAC
(chi ké khai nhitng thay déi hodc bé sung vé chizc danh, chirc vu, dom vi céng tdc so véi thoi diém trudc)

Tir thang, ndm | Chirc danh, chirc vy dugc bd nhiém, biu cir, didu dong, mién nhiém (trong dang, chinh quyén, doén thé, t chirc ctia nurée
dén théng, nAm | ngoai hofic lién doanh véi nude ngodi), thay ddi v& ndi dung cdng viéc, don vi cong téc, danh hidu duge phong ting... \

I. PAO TAO, BOI DUONG NANG CAO TRINH })() CHUYEN MON
(chz khai bé sung sau khi da két thiic khéa dao tgo, béi dwimg)

Tir thing, nam | Hinh thirc | Vin bang,
dén thang, nim dao tao chirng chi

Tén trudng Chuyén nganh dao tao, bdi dudng

Ghi chu:
- Hinh thicc dao tao: Chinh quy, tai chitc, chuyén tu, tir xa, lién thong, béi duwomg.
- Véin bdng, ching chi: TSKH, TS, chuyén khoa II, Ths, chuyén khoa I, dai hoc, cao déng, trung cdp, so cdp, chimg chi,..



My HS03-VC/BNV ban hanh kém theo Théng tw 56 07/2019/TT-BNV ngéay 01/6/2019 ciia Bé truong Bé Noi vu
V. PINUGC NGOAI
(Tir 6 thdng tr lén, tinh tr ngay ....../...../....... dénngay ....../......... . di nudc nao? Da lam viée & co quan, 16 chikc nao? Néi dung céng viéc)

VL. TINH TRANG SUC KHOE (101 diérm Rign 1)

VIL VE KINH TE BAN THAN (nha 6, ddt & (tw lam, mua, dwge cdp, thira ké) va tai sin c6 gid tri lom khdc theo quy dinh ciia phdp ludt -
chi khai nhitng phdt sinh so véi thoi diém trude dé):

VIIL VE GIA PINH (ké khai nhitng phdt sinh méi vé 56 lwomg va hoan canh kinh té, chinh tri ciia cde thanh vién trong gia dinh (bé me, vy,
chéng, cdce con, anh chj em rugt ... )

IX. NHUNG VAN PEKHAC CANBOSUNG ... ...

‘ _ LT s ,ngay ...thang .. ndm20....
..................... ; ngay.;........ thanxg nam 20............ Thi truémg don vi sir dung vién chire
Nguwoi khai bo sung (Ky tén, dong ddu)

(Ky tén, ghi rd ho tén) i



