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|

QUY TRINH
QUAN LY HO SO CAN BQ, GIAO VIEN, NHAN VIEN
Mai hoa : QT75/P.TC
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Hiéu luc tir ngay :24.142/2025

Ngudi soan thiao Ngudi kiém tra
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NGUYEN MINH TUAN |[NGUYEN CONG THANG HO VAN PAM

Ho va tén

Chtc danh | TP.TO CHUC-HC P.HT/DDLD HIEU TRUONG




Quy trinh: QUAN LY HO SO CAN BQ, GIAO VIEN, NHAN VIEN <8 =

I. MUC PICH VA PHAM VI AP DUNG

- Quy‘trinh ndy quy dinh théng nhit ndi dung, trinh tu va trach nhiém cong tac quan
Iy ho so cla cén by, gido vién, nhéan vién theo dung quy dinh ciia nha nudc va noi
quy, quy ché hién hanh ctia Truong cao ding KTCN Viét Nam — Han Quéc.

- Quy trinh ndy 4p dung cho céc can bg, gido vién, nhén vién truong Cao déng K§
thuat Céng nghiép Viét Nam — Han Quéc.

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

- Quan ly ho so 1a viéc sip xép, thiét ké va xem xét lai cac vin ban, hd so trong to
chirc. N6 lién quan dén viéc phoi hop cac nhiém vy, quan ly, bao quan, tiéu huy
trong su hoat dong cua mot t6 chire.

2. Tir viét tit:

KH Ké hoach XD Xay dung
CB, GV, NV | Céan b, gido vién, nhan vién

I11. LUU BO (Xem trang 3)
IV.PAC TA (Xem trang 4 - 5)
V. CAC BIEU MAU/ HUONG DAN KEM THEO

Stt Tén biéu mau/ huwéng din Ma hoa
Thong béo vé viéc dé xuét b sung, chuyén ddi CB,
L | %, Rvva bosung 19 lich via bingalng ol | D0 i/t LI
So yéu 1y lich vién chirc (Mau HS02-VC/BNV —
> | Théng tu 07/2019/TT-BNV) ] BMIQTISE, TG/
3 Phieu bo sung ly lich vién chirc (Mau HSO03- BM/QT75/P.TC/03

VC/BNV — Théng tu 07/2019/TT-BNV)
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BM/QT75/P.TC/01

UBND TINH NGHE AN CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG KTCN DPjc ldp - Tw do - Hanh phiic
VIET NAM - HAN QUOC
So: ... /TB-TVH.TCHC Nghé An, ngay  thang nam 20...
THONG BAO

Vé viéc dé xuit bd sung, chuyén dbi CB, GV, CNV
va bo sung Iy lich, vin bing, chirng chi

Kinh giri: Lanh dao cac don vi, can by, GV, CNV
Thuc hién ké hoach cua Ban giam hiéu nha trudng td chirc ra soét chic nang,

nhiém vu cia cia cac phong, khoa, trung tim, ra soét, bd sung hé so Iy lich, cac vin
bang, chimg chi. D& ¢6 sb liéu chinh xéc, yéu céu céc phong, khoa, trung tdm cung cép:

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

2. Bb sung hd so 1y lich, van bang chimg chi c4 nhan

Thoi gian ndp trude ngay: ........... Nop tai phong T6 chirc hanh chinh (Anh Dirc)

Yéu cau cac phong, khoa, trung tdm, c4c c4 nhan nghiém tic thyuc hién./.

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

HIEU TRUONG
Noi nhén:
- Nhu trén
- Luu TCHC

Hb Vin Pam



BM/QT75/P.TC/02

Méu HS02-VC/BNV ban hanh kém theo Théng tur s6 07/2019/TT-BNV ngay 01/6/2019 cua Bé trudng Bé Néi vu
Co quan qUAN 1Y VIEN ChTC. ...c.vvieeieeee e ee e e e e e e e e e s S6 hiéu vién chirc.......cooveveeeee. ...

DPon vj sir dung vién chirc

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

SO YEU LY LICH VIEN CHUC
1) Ho va tén khai sinh (Viét chit in hoa):.........uveeeen oo eee e,
Anh mau P e T T T
(4x 6.cm) 3) Sinh ngay:......... thang..........ndm......... . Giof thabhi{nae, oo o v
4) Noi sinh: Xa/Phudng........... Huyén/Quan.......... Tinh/Thanh phé...........cccoccc......
5) Qué quan: Xa/Phuodng......... Huyén/Quan........... Tinh/Thanh phé....................
6) DAN E0C: ... ceete i 1) TOR QR cvvvsssonnvenmvusnveismsens sl sonsuiss
8) Noi ding Ky hd KhAu thurdmg trii.........vveeeee e e e e eeee e e e e

(S8 nha, dwong phd, thanh phé: xém, thén, xd, huyén, tinh)
9) Noi & hién nay:

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

(S6 nha, dwomg phé, thanh phé: x6m, thon, xa, huyén, tinh)
10) Nghé nghiép khi dugc tuyén dung:

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

11) Ngay tuyén dung: ...../.... ......... Co quan, don vj tuyén dung:

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

12.1- Chirc danh (chirc vy) cOng tAe hign tai:. ... vvverveeieriniiiiiiiiii
(Vé chinh quyén hodc Dang, doan thé)

12~ Chvie el {oduie Vo) I8om s, . .o.oo oo mmmmsmmsunsiams s 2oyt e 05 SSRGS SR S TS SRR P AR e
(Vé chinh quyén hodc Pang, doan thé)

13) Cong viéc chinh dugce giao:

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

14) Chifre danh ngh nghiBp vikn Gllos. ..o Ma so:

Bac luong:..... Hé s6:......... Ngay huong: ...... /....d..... Phu cdp chirc danh:.......... Phuy cap khéc:

15.1-Trinh d¢ gido duc phé thong (da 16t nghiép 16p mAY/hUGE RE RAO): ... ... cuvureeeeee s e eeaeea e et e e e,

15.2-Trinh d9 chuyén mén cao i
(TSKH, TS, Th.s, cir nhén, kp sw, cao ddng, trung cdp, so cap, chuyén nganh)

15.3-Ly lufn chinh tris.......o.coovieninnnnnnnn. B AOnkn Brallamilies.......0...ccememmmms e

(Cir nhdn, cao cdp, trung cdp, so cdp) (Chuyén vién cao cdp, chuyén vién chinh, chuyén vién, cdn si.)

15.5-Trinh 35 nghidp vi theo chuylii nglnhi:. .. ......coenessesansasssssessasinssussnsesivnsrsrssssisrnossssasssnsssiasins

LSO P00 TR s s i v o AR S HEEERRY 15.7-TINROC: ivicninnsnivssmmiinivimssossmmmssevin L r—
(Tén ngoai ngit + Trinh dj: TS, Ths, DH, Béc 1 dén béc 6) (Trinh d§: TS, Ths, PH, Ky ndng 01 dén Ky nang 15)

16) Ngay vao Pang Cong san Viét Nam: .......... | p— Josnisensmin Ngay chinh thic:......... | P N———

T Mok b i 65 oo oliliab BB BBE ..ovivcssmomimassummsmsndiomamsmmms cxmmmmmmsomssnmesssmmmsssnssnsan
(Ngay tham gia té chirc: Doan, Hgi, ... va lam vige gi trong 16 chirc do)

18) Ngay nhap ngii:...... [iveve. [T Ngay xuét ngii:....... Feasmn Fossons Quén ham cao nhat:.....................

19.1- Danh hiéu dugc phong ting cao -1 cPUUTT U TSP PP OO PO PP
(Anh hing lao dgng, anh hing lyc legng vil trang: nha gido, thdy thuée, nghé st nhdn dan wu ti, ...)

19.2- Hoc ham dugc phong (Gido sw, Phé gido su)i......ovenvvvninninianines TR BO0G DO . scvesnmsnmmnovnss
20) S rUONE COME TAC ... eeveuesirruunreerrnaserrreeereu ittt e s r s et st e s s st s s s b sttt s e

21) Khen thudng:......coooseiieneracaransrissnsssaonsss 22) Ky TUBt: oo
(Hinh thirc cao nhdt, ndm ndo?) (vé dang, chinh quyén, doan thé hinh thirc cao nhdt, ndm nao?)

23) Tinh trang sirc khoé:..........cooiiiiiiinnnn Chiéu cao:........ , Cén n@ng:......... kg, Nhom mau:..........

24) La thuong binh hang:......  [A— , La con gia dinh chinh sach:............cooeiiiiiiii
(Con thuwong binh, con li¢t sT, nguc nhiém chét de da cam, Dioxin)

25) S6 chirng minh nhan dan:..................... Ngay cép:...... floo.... [..... 963 S0 BHNH: v iovmmspnminesn:




Méu HS02-VC/BNV ban hanh kém theo Thong tir sé 07/2019/TT-BNV ngay 01/6/2019 ciia Bé triréng B Néi vu
27)PAO TAO, BOIDUONG VE CHUYEN MON NGHIEP VU, LY LUAN CHINH TR], NGOAINGU, TINHQC

Tén trudng

Tir thang, nim Hinh thirc | Vin bing,

Chuyén nganh dao tao, bdi dudng dén théng, nam 8o tgo chirmg chi

Ghi chui:

- Hinh thike dao tao: Chinh quy, tai chiic, chuyén tu, tit xa, lién thong, boi duong. )
- Van bang, chimg chi: TSKH, TS, chuyén khoa II, Ths, chuyén khoa I, dai hoc, cao ding, trung cdp, so cdp, chimg chi,...

28) TOM TAT QUA TRINH CONG TAC

Tir théng, néim
dén thang, nam

Chirc danh, chirc vy, don vi cong téc (ding, chinh quyén, doan thé, 16 chire xa hoi) ké ca thoi
gian dugc dao tao, boi dudng vé chuyén mén, nghiép vy, ...




~

29) PAC PIEM LICH SU BAN THAN

- Khai rd: bj bét, bj tu ng&y thdng ném néo dén ngay thing nam nao, & déu?), da khai béo cho ai, nhimg van
dé gi? Bén than c6 lam viéc trong ché d cii (co quan, don vi ndo, dia diém, chitc danh, chic vu, théi gian lam vige...):

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

- Tham gia hodc c6 quan hé vé&i cic td chirc chinh tri, kinh té, xa hdi nao & nuée ngoai (Iam gi, t6 chire
nao, ddt tru s¢ o ddu ..?):

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

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

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

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

30) QUAN HE GIA PiNH
a) V& ban than: Cha, Me, Vo (hodc chéng), cac con, anh chi em rudt

Qué quan, nghé nghiép, chirc danh, chirc vy, don vi cong tac,
hoc tép, noi & (trong, ngoai nuéc); thanh vién céc t chirc chinh
tri - xa hoi ...7)

Moi Ho va tén Néim
quan hé 0 sinh

b) V& bén v (hoic chdng): Cha, Me, anh chj em rudt

Qué quan, nghe nghi¢p, chirc danh, chire vy, don vi cong tac,
hoc tép, noi & (trong, ngoai nuéc); thanh vién cac t6 chirc chinh

tri - xa hdi ...7)

Méi " Nim
iy Ho va tén sink




Méu HS02-VC/BNV ban hanh kém theo Théng tie s6 07/2019/TT-BNV ngay 01/6/2019 ciia Bg tridmg Bé Néi vu

31) DIEN BIEN QUA TRINH LUONG CUA VIEN CHUC

Thang/ndm

~ K
Mi so

Béc luong

Hé s6 luong

32) NHAN XET, PANH GIA CUA PON VI SU DUNG VIEN CHU'C

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

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

Ngudi khai sos s siin NG cisisis MO v ons o 0n nam 20... ...
T6i xin cam doan nhitng 1&i Thu truémg don vi sir dung vién chirc
khai trén day 1a ding sy that (Ky tén, déng dau)

(Ky tén, ghird ho tén)




BM/QT75/P.TC/03
Mdu HS03-VC/BNV ban hanh kém theo Théng tie 56 07/2019/TT-BNV ngay 01/6/2019 cua Bé trucng Bé Néi vu

Co quan quan 1Y VIEn ChUC: ..., SO 16U VIEN ChUECE oo

Dony] stdung Memchior.. o e e

PHIEU BO SUNG LY LICH VIEN CHUC

(Tir thdng/ nam ............... dén thang/ nam.....................)
1) Ho va tén khai sinh (viét chit in hoa):

2) Ngay thang n8m Sinh:....octctssnisssessnessmssssssssseneeee. G101 N (NG
T ) IO IR AL icisioninsnhn s rmss RSSO ASEE A EIASOARS

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

(Vé chinh quyén hodc Pang, doan thé)
4.2+ Chive danh (chive vu) Ka8ant BRI, .....oviiimsiiimnmesiossmninin s st iy sy i s s s s b ko mens s
(Vé chinh quyén hodc Pang, doan thé)

7) Ngdy vao Dang cng san Vigt Nam: .../ wovvvrvrressnnsey INGAY Chinh thire: ..o/

L. THAY POI VE CHU'C DANH, CHU'C VU, PON VI CONG TAC

(chi ké khai nhitng thay déi hodc bé sung vé chirc danh, chirc vu, don vi cong tdc so véi thoi diém trudc)

Tir théng, ndm | Chéc danh, chire vy duge b nhigm, biu cir, diéu dong, mién nhigm (trong dang, chinh quyn, doan thé, td chirc cia nude
dén théng, nim | ngoai hofc lién doanh véi nuéc ngoai), thay ddi vé ni dung cdng viéc, don vj cong tac, danh hiéu duge phong ting...

IL. PAO TAO, BOI DUONG NANG CAO TRINH PQ CHUYEN MON
(chi khai bé sung sau khi dé két thiic khéa dao tao, béi dudng)

Tir thang, nim | Hinh thitc | Vin béng,

Tén trudong Chuyén nganh dao tao, bdi dudng dén théng, nam d30 tao Shitiig:aht

Ghi chii:
- Hinh thirc dao tao: Chinh quy, tai chirc, chuyén tu, tir xa, lién thong, boi duing. ) ) )
- Van bang, chirng chi: TSKH, TS, chuyén khoa I, Ths, chuyén khoa I, dai hoc, cao dang, trung cdp, so cdp, chimg chi,...

L. KHEN THUONG (chi khai nhitng phat Sinh mi)...eoeeeeeoeeeoeeeoeeees s

IV.KY LUAT (CHE KRQE NATENG PRGE STR IUGT).c..oo..eeeeeee et e s e es e s e e sese e e e s e ese s s e s e et eee s e s s e s oo e eee e



Méu HS03-VC/BNYV ban hanh kém theo Théng tu sé 07/2019/TT-BNY ngay 01/6/2019 cia B trucmg Bé Néi vu
V. PINUGC NGOAI
(Tir 6 thdng tré lén, tinh tie ngdy ...../....../....... dénngay ...../.../...... . di nudc ndo? Da lam viéc & co quan, 16 chire nao? Ngi dung céng viéc)

VI TURH TRANG SOC ICHOE, (0008 T000 W00 5555555 5csswsisssivsirississies st s hamsais

VII. VE KINH TE BAN THAN (nha 6, ddt 6 (tw lam, mua, duwge cdp, thira ké) v tai san c6 gid tri lon khdc theo quy dinh ctia phdp ludt -
chi khai nhitng phdt sinh so voi théi diém trude d6):

VIIL. VE GIA DINH (% khai nhimg phat sinh mdi vé s6 hegng va hoan canh kinh té, chinh tri cia cdc thanh vién trong gia dinh (b6 me, vo,
chong, cdc con, anh chj em ruét ... )

IX. NHUNG VAN DE KHAC CAN BO SUNG ..o

........................ ,ngay ..thang ... nam20.....
..................... R ) — thdn§’ nam 20.......... Th{l tmﬁ'ng do’n vi sﬁ- dung vién chire
Nguwoi khai bo sung (Ky tén, déng ddu)

(Ky tén, ghi ré ho tén)



