
i
3

,
E

uy SINNHAN oAN riNH NcnE aN
TRTIdNG cAo oAxc KTCN yrpr x,{u - uAx qu6c

Eia chi: Dudng H6 tOng Th6c - fhuong Vinh Phri - Tinh NghQ An
DT: 02383.51 1454 Web: vkc.edu.vn

ctNgutri ki6m traNguoi so4n thio

z H(

TR
C

-f,

ANG
flG G

chft ki

Hd vAN DAMNGIIYEN C6NG THj,NGNGITYiN MINH TUANHg vd tdn

QUY TRINH

euAN r.,f nd so cAN Be, GrAo vrtN, NHAN vrtN
: QT75/P.TC

:03

:5A.hAlzozs

rp. 16 cntlc - nc P.HT/DDLD HIEU TRIJC'NG

M6 h6a

Ban hinh lin

HiQu lgc tu ngdy

*

Chtc danh



trinh: euAN LV Ho so c,A,N BQ, crAo vrtx, xnAx vrtx 1

I. MUC DiCHVA PHAMVI AP DUNG

- Quy trinh niry quy <tinh thi5ng nh6t nQi dung, trinh tu ve tr6ch nhiQm c6ng t6c quan
', ' llj h6 so cria c6n bg, gi6o vi6n, nhdn vi6n theo dung quy tllnh cria nhir nu6c vd ngi

9uy, 9uy ctri5 nien hrinh cria Trudng cao ding KTCN ViCt Nam - Han eu6c.
- Quy trinh ndLy 6p dqng cho c6c cdn bQ, gi6o vi6n, nh6n vi6n trudng Cao d6ng K!

thuft C6ng nghiQp Vi6t Nam - Han Qu6c.

II. DINH NGI{A VA TLI VIET TAT

1. Dinh nghia:

- Quin lf h6 so li viQc sip xi5p, thiiit k6 vir xem x6t lpi c6c v[n bdm, h6 so trong tO
chric. N6 li€n quan d6n viQc ph6i trg,p c6c nhiQm vU, quan ly, bio quAn, ti6u hriy
trong su ho4t tlQng cria mQt t6 chtc.

2. Ttr vi5t tit:

KH K6 ho4ch XD XAy dpg

CB, GV, NV C6n bQ, gi6o vi6n, nhAn vi6n

IIL LI.fu DO (Xem trang 3)

IV. DAC TA (Xem trang 4 - 5)

V. CAC BIEU MAU/ rrUdNc pAN rEu rrmO

stt T6n bi6u m6u/ hufng d6n Mi h6a

1

Th6ng b6o vC viQc AC xu6t UO sung, chuy6n d6i CB,
GV, NV vir b6 sung lf lich vin bing chfmg chi

2
So y6u ly lich vi€n chric (Miu HS02-VC/BNV -
Th6ng tu 07/2019/TI-BNV)

BrwQTT5/P.TC/02

3
Phil5u bd sung lj lich vi6n chuc (M6u HS03-
vc/BNV - Th6ne tu 07l20l9lTT-BI.rV)

BIvI/QT75/?.TC/03

BrwQTTs/P.TClo1
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UBND TiNHNGTQ AN
TRITdNG CAO DANG KTCN

Bt!,I/QT75/P.TC/01

CQNG HOA XA ngr CHfr NcHiA vrpT NAM
-T do- h hticc

VIET NAM - HAN QUOC
56: ... /TB-TVH.TCHC NghQ An, ngdy thdng ndm 20...

rnoxc rAo
Vi viQc o6 xu6t b6 sung, chuy6n d6i CB, cv, CNv

vA b6 sung lf lich, vin bing, chring chi

Kinh zui: Linh tllo cic alon vi, cin bQ, GV, CNV

Thgc hiQn kti hoqch cria Ban gi6m hiQu nhi trudng t6 chric rd so6t chric ndng,

nhiQm v.u cria cria cric phdng, khoa, trung tdm, rd so6t, b6 sung h6 so lf lich, c6c vdn

b6ng, chimg chi. Dti cO sO liqu chinh x6c, y6u cAu cic phdng, khoa, trung tdm cung c6p:

1. Bdn <16 xu6t UO sung chuy6n aili cren bQ, gi6o vi6n, nhAn vi€n (theo miu)

2. 86 sung h6 so lf lich, vdn b6ng chtrng chi c6 nhdn

ThdigiannQptrudcngdy:...........NQptaiphdngT6chrichdnhchinh(AnhDirc)

Y6u cAu c6c phdng, khoa, trung tdm, c6c c6 nhdn nghi€m tuc thgc hiQn./.

Ghi chri: C6c m6u bi6u gfri trong gmail cria cic ilon vi.

HIEUTRIJONG

Noi nh0n:

- Nhu t€n
- Luu TCHC

Hii vrn Darm



BMlQT75tP.TCt02

B

Co quan quifur l! vi6n chric........ ...56hieuvi€nchtc......................

2-

Don vi su dqng vi6n chric

Anh miu
(4x6cm)

6) Ddn tOc:. .. .. . ... .. .. . .

8) Noi d[ng lcj hQ khAu

7) T6n gi6o:

thuon

(Irinh dfr: TS, Ths, DH, K! ndng 0l din Ki ndns 15)

...... Ngiy chinh thtrc:.........1......1..........

.vd ldn vi\c gi trong i chric dd)

v trang: nhd gido, thdy thuiic, nghQ si nttin din tu t ,...)

daang phi;, thannpnii: ,6d, ,h64 xd, huy|n, ,inh)
9) Noi o hiQn nay:..

66 nltt, dsdng phd, ttinh phd: x6n, rh6a x8 huyin, tinh)

l0) Nghd nghiQp kni dusc tuy6n dpng:... ...... ...... ......

l1)Ngiytuy6ndungi .....1.....1......... Coquan,ilcmvituydndung:..............

l2.l - Chrlc danh (chrlc qr) c6ng t6c hiQn tgi:................
(Yi chinh quyin ho(c DAng, itoan thi)

12.2- Chtc danh (ch0c vu) ki€m nhiQm:...................
(Vi chtnh quyin hodc Dnng, dadn thii)

l3) C6ng viQc chinh tlugc giao:.........

14) Chric danh nghd nghiQp vi6n chric:.................... .....Mds5:..........

Bfcluong:.....H9s6:.........Ngiyhuong:....../...../.....Phuc6pchrlcdanh:..........Phgc6pkh6c:....

I 5 . I -Trinh dQ girlo dpc ph6 th6ng 1aa tiir nshiCp t,itp nibthufc hQ ndo)

I 5 .2-Trinh d0 chuy6n m6n cao nhit . . . .

(ISKH, N, Th.s, c,t nhin, l$ sn, cao tldng, trung cdp, so cdp, chuyAn ngdnh)

I 5.3-Lf luin chinh.tri,.......,..............
(Ct nhda cao cAp, ,rung cdp, so cdp)

15.4-Qudn lf nhi nudc
(ChuyAn viAn cao cdp, chuyAn li1n chinh, chuyAn viAn, cdn sy.)

15.5-Trinh tlQ nghi$p vp theo chuy6n nganh:...........

I 6) Ngdy vio Ding CQng sin ViQt N am: ..........1......... /...

l7)Ngiytham giat6 chric chinh tri - xE hQi:...........
('tgay than gia d chtc: DoAn, HOi,

I 8) Ngny nh{p ngu i...... t......t......... Ngiy xu6t ng[:....../... /...... Quin him cao nh6t:.......

19.1- Danh hiQu dugc phong t{ng cao nhAt:.... '
(Anh hitng lao d(ng, anh hing llrc ltgng

19.2- Hgc him tlugo Phong (Gido su, Phd gido su)t,,, Ntrm <lugc phong:......

2 I ) Klren thudng:................. :.... ..................22
(tfinh tkic coo nh&, nnn nao?) 'rt quyin, doan ttui trinh thrk cao nhh, ndn nio?1

23)Tinhtrengstckhoe:...................".......'ChiAucao:........,Cdnn{ng:""" "kg, Nh6m m6u: "

24) Ln thuong binh hgng:... ' ' '/.......,

25) S5 chung minh nhin d6n:...... '..

Li con gia dinh chinh sich:......
(Con tktong binh con liCt si, n$d nhi1n chk dQc da can, Dioin)

. ...26) s6 BID(H: ... ......Ngiy cAp:....../....../..

I

sO YEU r,f llcn vrtN cHrIc
1) Hq vi t6n khai sinh (vi6t cht in hoa):.................

2) T6n ggi khric:

3)Sinhngiy:.........th6ng.............n[m..........Gi6itinh(nam,nt):.......................

4)Noisinh:XelPhuong............Huy€n/Qufln..........Tinh/Thinhph6....................

5)QuOqurim:XilPhuong..........HuyQn/Quin...........Tinh/Thdnhph6.................

15.6-Ngopi ngt:.. .................15.7-Tin hqc:
(l\i ngoqi ngrt + Trtnh ilA: TS, Ths, DH, Bdc I diin bdc 6)

20) Sd truong c6ng tric:...............



Mdu HSI2-VC/BNV ban hanh ktn theo Th6io ttr sij 07/201qm-BNV nsdv 01/6/2019 cia 86 tru;ong BA NOi vu

2ADAor4o, BOrDrIONGvtcrruyftrrr6xxcr@vU,r,f ruAxcrfr,urrRl, NGo4rNGir,TNHec

Ghi chi:
- I{lnh thic atdo tqo: Chtrt quy, t&i chrk, chttyAn tu, ti x4 lien h6ng, i afing.
- Vdn bing, ch ng chi: TSKH, N, chuy€n lhu II, n$, chuyAl th; t, irqi hr,1oo itdns, trung cdp, so cdp, cktng chi,

28) T6M TAT QUA TRiNf CONG TAc

Tdn trudng Chuy€n nganh tlio tpo, bdi duong
Tt thd.ng, nim
d6n thfng, ndm

Hinh thric
tlio t4o

Vdn bing,
chrmg chi

Tir th6ng, ntrm
tl6n thing, nim

Chfc danh, chric vg, tlcm vi c6ng tic (ddng, chtnh quyin doaa thi, td ckk xd rd, kd ce thdi
gian tluqc tlio tqo, bdi duOng vd chuy6n m6n, nghiQp vp, ...

2



MAu HS12-VABNV bqn hanh ktn theo Th6no fi. sd 07/201q.TT-BNV noov 0l/6/201g cia 86 trucrne 86 N6i vu

2e) DAc DfrM Llcn srr,ir rnAx
, - Khai 16: bi big bi tt 1* ngAy thAig nnn nio itin ngdy ttuiag nnn rq d d6u?), th khai b6o cho ai, nhtng v6n

dd gi? Ban thin c6 lam viec trong ch6 dQ ci 1co quaa aottri'ndo, dia dim chb danh chtic vy, thii gion ldn v4c...):

- Tham gia ho[c c6 quan hQ voi c6c t6 chric chinh tri, kinh t6, x6 hQi nio d nu6c ngodi (an gi. ti chirc
hAo, ddt tr( tA o dau ..?):

- C6 thdn nhAn 1Cna, M9, Vg, Chdng con, anh chi em ruot) d nu6c ngoAi 0arn gi, dia cht ...)?

30) QUAN r{E GrA DiNH

a) Vd bAn thAn: Cha, M9, Vq (hoic ch6ng), c6c con, anl chl em ruQt

b) VA b6n vg (hoic chdng): Cha, M9, anh chi em ruQt

M6i
quan he

H9 vi t6n
Nam
sinh

Qu6 quin, ngh6 nghiQp, chuc danh, chrtc qr, don vi c6ng t6c,
hqc tfp, noi d (trong, ngoii nudc); thanh vi€n c6c t6 chrlc chinh
tri-xehOi...?)I

Nim
sinh

Qu6 quin, n
hqc Qp, noi

-xa
);(tron ngodi

con ticdonucchucch vldanh, vungh Cp,
c inhhVIthinh en t6cac hc UCo nuocHq vi t6n

M6i
quan he

3



Mau HSI2-VC/BNV bon hanh kin theo Th6ne tu sd 07/201gm-BNv neitv 0t/6/2019 cia BO truonp 86 N6i vu

3T) DITN BIfN QUA TRiNH LUCTNG cUA \/If,N CITIIC

Thring/nam

Ma s6

B{c luong

HQ s6 luong

32) NHAN xET, DANH GIA CUA DON vI SIT DVNG VITN CIil,C

Nguli khai
T6i xin cam doan nhtng loi
klai tren day li dfng sg thft

(Ki Gn, ghi rA ha tan)

Ngay.......tluing... ... ...ndm 20... ...
Tht truang ilcn vi srfr dgng vi6n chric

Ki tAn, il6ng ddu)

----T----

4



ll

Co quan quin lj vi6n chric:......

Don vi st dung vi6n chrlc:........

^l . .^
50 nlgu vlen chuc: .......

(Tir thdng/ nan ttiin thdng/ ndn )
l) H9 vi t6n khai sinh (vi6t cho in hoa):

2) Ngiry th6ng nlm sinh:..

3) Noi d hiQn t4i: .................

........ . .. . . . Gi6i tinh (Nam/n[) ,

4.1- Chtc danh (chric vp) c6ng t6c hiQn tpi
(Yi chinh quyin holc Ddtg, dodn thL)

4.2- Chric danh (chrtc vU) ki6m nhiQm:.....................
ffa

5) Chrlc danh nghd nghiQp vi6n chric:.............
chl.nh qryin ho(c Ddng, ilodn thi)

.. Ma s6

6)Bflcluong:...........HQs5:.........Ngiyhudng:......l.....l............Phpc6pchricdanh:.......... PhgcApkh6c:.....

Tt thang nlm
den th6n& nam

Chrtc dad, ch&c i1r duqc b6 nhi€rq blu ct, diAu dgng, mi6n nhiem (tong ddng, chlnh quyAn, dodn thd, t6 chtc cria nudc
ngoei hoAc lien doanh vdi nudc ngodi), thay d6i va noi dung cong viec, dor vi c6ng t6c, danh hieu duqc phong tAng...

rr. DAo r4,o, BOr orlorc xAxc cAo rRiNrr DQ cHUrtN MON
khi khai bO sung sau khi dd kA hnc khda ddo tqo. bii dtrd g)

Ghi chi:
- Hinh thlrc dao ,eo: Chtnh q{y, tAi ch,,itc, chryAn tu, tt xa, lien th^ng, tii afing.
- Vdn btng, ching chi: 7,I,KE, TS, chuyAn khoa It, Ths, chuyAn khoo I, dqi hsc, cao ddng, trung cdp, so ctip, ch ng chi,

III. KHEN TIILIdN G khi khai nhtns phdt sinh n,)

TCn trudng Chuy6n nginh ttdo tao, biii dudng
Tir thing, nlm
d6n th6ng, n6m

Hinh thtic
dao tao

VIn bing,
chring chi

ry. Kf LUAT (",, i khai nhfrnE ptuit sinh nbi)

BI!,I/QT75i?.TC/03

PHrEU Bo SUNG Lt LICH UtN CH[/C

r. TrrAy D6r vt cHuc DANH, curlc vq, oon vI c6NG TAc
fthi ka khai nhtng thay diii hogc bii sung vi chrtc danh, chtic vtq, don vi c6ng tdc so vdi thdi didm trufuc)

1



(ft 6 tking trd ldn, tlnh tit ngdy

Mau HS13-\.C/BNV ban hanh kln theo ThOn" ttr sd 07/2019ftT-BNy nedv 0l/6/2019 cia 86 trudne 86 N6i vu

V.DINU6CNGOAI
din ngdy ....../..../....... . di nuhc ndo? Dd larn vi\c A co quan td chfu ndo? Nf/ dung c6ng ei|c)

vI. TiNH TR I,NG sUC I(II6E (hoi didd hien e0.

VII. Vi KIftE Tf fAl fniX fthd d, d& d @ lan, nua, iluvc cdp, thta kl) va.di san c6 gia Ei bn *hia theo quy dinh cio ptuip ludt -

chi klai nh&ng phdt sinh so rhi thdi iliin tnftc i!6)'.

UII. Vt GIA DiNH 0i khai nhiing ptuit sinh rui,r vi sd luqng vd hoan cdnh kirt d, chinh tri cia cdc hAnhlian trong gia ilinh ft6 ns, vq,

ching, cdc con, anh chi em ru)t ... )

Ix. NHING vAN Dt xgic cAI 86 SI,]NG

n86y tluing .......... ndm 20............

........ ndm 20..........

sung
Thi tru6mg tlon vi sfr

(Ki ftn, d6ng
dgng vi0n chrirc
d,i")

(Ki ftn, ghi rd ho Gn)

2


