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Chuy6n'@ tu .(,1,.t,[i*'r|,.1,
f:lq' canYri' tuQt vi€n chtbc ngay I 5 thdng I I ndm 20 I 0;

Cdn ctl Nshi dinh sd ZgtZOtZtlfO-CP ngay t2 thdng 4 ndm 2012 cita

Chinh phil quy dinh ui tuyen dyng, su d4ng vd quan li' vi)n chilrc;

Cdn c* Nshi dinh t6 SltzOtzttfo-CP ngdy 0j thdng 4 ndm 2017 c[ta

Chinh phi quy dinh ch*c ndng, nhtQm v4, quyin hqn vd co cdu tii chilrc cfia BA

N1t vu;

Theo di ngh! cia Vu tnrdng Vttr c6ng chuc - ViAn chtic;

Bp tnrone Bo NQi v4 ban hdnh Th6ng tu Quy dinh vi che dO bdo cdo th6ng
', ' )

kA vd qudn ly h6 so viAn ch{tc.

Chuong I
NHIING QUY EINH CIIUNG

Didu 1. Ph4m vi tlidu chinh

Th6ng tu ndy quy dinh ch6 dQ b6o c6o th6ng kC v6 dqi ngt vi6n chuc; bitiu

m6u b6o c6o th6ng k0 vi6n chric; thdnh pnan frO so viOn chric; ch6 d0 quan U h6

ss vi6n chfc vir tr6ch nhiQm cria c6c co quan, t6 chtc, don vi, c6 nhAn trong viQc

thUc hiQn ctr6 a6 fao c6o th6ng kE vd quAn ly h6 so vi6n chric.

Eidu 2. o6i tuqng 6p dgng

Th6ng tu ndy 6p dung aOi vOl nhirng don vi sy nghiQp c6ng 14p quy dinh

t4i KhoAn 2 Di6u 9 Luft Vi6n chirc.

Didu 3. Co quan quin lf hd so vi6n chric

1. D6i v6i don vi sg nghiQp c6ng lfp dugc giao quyAn tu chri ld co quan
" ', ' l

quan ly no so vlen cnuc.

2. Ei5i vdi dorr vi su nghiQp c6ng lQp chua dugc giao quydn tu chri thi co
,,2. I "quan c6 thAm quy€n quan l1i don vf sq nghiQp c6ng lfp ld co quan quin ly h6 so

vi€n chric.

THONG TII
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3. D6i voi don vi sU nghiOp c6ng 16p chua dugc giao quyAn tp chri dugc co
quan c6 thAm quy€n quin lf dcrn vi sg nghidp c6ng 16p ph6n c6p quan l1i hd so
vi6n chirc lir co quan quan lli h6 so vi6n chirc trong pham vi duoc ph6n cdp.

Ei6u 4. Giii thich tir ngfr

1. Ch5 dO b6o c6o thi5ng kC vi6n chirc ld thuc hiQn t6ng hqp, th6ng kC vC

s5 lugng, ch6t lugng d6i ngfl vi6n chric b6o c6o dinh k, ho{c dQt xu6t theo y6u
cau cua co quan co tnam quyen.

2. H6 so vi6n chuc la Qp hqp c6c vdn ban ph6p ly vi: vi€n chuc k6 ttr ngAy
duqc tuy6n dung, ph6n ffi cric th6ng tin co ban nhSt ud "So y6u lj lich,' cta

- ':vi6n chuc, vdn bdng, chimg chi, cric lo4i vdn ban c6 li6n quan vd duoc b6 sung
trong qu6 trinh c6ng t6c cria vi6n chric.

3. H6 so giic cria vi6n chric ld h6 so do co quan, t6 chric, don vi c6 thAm
quy6n lQp vd x6c nhQn lAn dAu ti6n khi viOn chirc duoc tuy€n drpg vdo co quan,
t6 chric, don vi cta Nhir nudc theo quy dinh cta ph6p lu4t.

4. Quan ly h6 so vi6n chtc ld hoat dQng li6n quan dtln viQc ldp, b6 sung,
Ji

sdp x6p, bao quin, su dgng, luu trft h6 so vi6n chric phuc vp c6ng t6c sri dr,rng vd
qu6n ly vi6n chuc trong c6c co quan, t6 chr?c, dcm vi cria Nhd nudc theo quy
dinh cta ph6p luflt.

5. Gi6y khai sinh g6c ld gi6y khai sinh l{p ldn dAu duoc co quan c6 th6m
quyAn cria Nhd nu6c c6p tu khi vi6n chric moi sinh.

Didu 5. Quy tlinh v6 giri b6o c6o

1. Don vi sg nghiQp cdng lAp quy dinh tai Kho6n 1 Di6u 3 Th6ng tu ndy
grii b6o c6o, nhu sau:

a; OOi vOi don vi sU nghiQp c6ng l6p do ccr quan Trung uong thdnh l6p:
Gtri b6o c6o vd Vu @an) TO chric crin b6;

b) D6i v6i d<rn vi sp nghiQp cdng l6p do tinh, thanh ph6 truc thu6c Trung
uong thenh lQp: Grii b6o c6o vA SO Nqi vu.

2. Don vi sg nghiQp c6ng lQp quy dinh tai Kho6n 2 vd Kho6n 3 DiAu 3

Th6ng tu ndy gti b6o c6o vA co quan c6 thAm quy6n qu6n lj don v! su nghiQp
c6ng l{p. Co quan c6 thAm quyAn quan ly don vi su nghiCp c6ng l6p t6ng hqp
b6o c6o, giri nhu sau:

a) O6i vdi ciic co quan, dcrn vi thuQc vd truc thu6c co quan Trung uong grii
vC Vp pan) T6 chric can b0.

b) E6i vdi c6c co quan, don v! thu6c vir truc thuQc tinh, thdnh ph6 truc
thu6c Trung uong grii vC Sa NOi M,r.



Chucrng II
cffiDOBAo cAo rn6xc xt vlfiN crrtlc

Didu 6. Quy tlinh chung vA ct6 aQ rao c6o th5ng [6 vi6n chrirc

Dinh ki tru6c ngdy 30 th6ng 6 hang ndm hof,c rheo y6u ciu dot xu6t cria B0

NQi vU, c6c co quan Trung ucmg, tinh, thanh ph3 trUc thuQc Trung uong chi d4o

c6c don vi sU nghiQp c6ng tQp thuQc thAm quy6n quan $ cria minh lfp b5o c6o

;a* *, ,ir6 rI*r, ct 6ituqng dQi ngfi vi6n chric, danh s6ch vi tiAn luong vi6n

chric theo bi6u miu th6ng nh{t do B0 NQi vU ban hanh kdm theo Th6ng tu niy.

l. C6c lo4i b6o c6o:

a) 86o c6o th6ng kE s6 lugng, ch6t lugng dQi ngii vi6n chric'

b) 86o c6o danh s6ch vd tidn luong vi6n chric'

2. Thoi di6m liP b6o c6o:

a) o6i voi b6o c6o dinh ki,hang ndm thi thoi ili6m b6o c6o tinh dtin ngiy

31 th6ng 12 cria ndm tru6c.

b) E6i v6i b6o c6o ttot xu6t thi thuc hiQn theo huong dan cria B0 Noi vu vd

co quan co fflam quyen.

3. Innh thric vir luu trft b6o c6o th6ng kC thUc hiQn nhu sau:

a) 86o c6o th6ng kO s6 lugng, ch6t luqng dQi ngfl vi6n chric grii vA nE N6i

vu d6ng thoi beng hai hinh thric: hinh thric vdn ban c6 cht h-i vd d6ng d6u ctia

ng*oi d;:rng dAu 
"o 

quan Trung uong, tinh, thanh ph6 truc thuQc Trung uong vh

hhh thtc file diQn tu theo dfa chi vuccvc oha. ov.

b) B5o c6o danh s6ch vd tian lu<mg vi6n chric chi giri vc e6 N6i."p uang

file diQn tri theo dia chi vtrccvc@moha.sov.vn,P,6o c6o danh s6ch vir ti€n iuong

vien chirc b[ng vln ban c6 cht kf vd d6ng d6u cria nguoi dimg ddu co quan

Trung uong, tinh, thanh ph6 tr.uc thuQc Trung uong dugc luu trii t4i co quan

Trung u<rng, tinh, thanh ph6 trgc thuQc Trung uong'

4. Don vi sg nghiQp c6ng lQp c6 tdch nhiQm grii b6o c6o theo quy dinh tai

Diiu 5 Th6ng tu ndy.

5. Quy c6ch lfp b6o c6o thiing k6

a) DAm b6o theo dring thri tp ti6u chi cQt th6ng tin the hien trong bi6u miu

kdm theo Th6ng tu niy. Trudng hqp cot ndo kh6ng c6 th6ng tin thi d6 tr6ng.
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b) Bi6u m6u b6o crio th6ng k€ s6 luong, ch6t lugng dQi ngfi vi6n chric,

danh s6ch vd ti6n lu<rng vi6n chric dugc x6y dpg th6ng nh6t tr6n ndn ling dung
phdn m6m "Microsoft Excel" vd ki6u ph6ng chfr "Times New Roman".

6. Bi6u m6u lQp b6o c6o dinh ki'hang ndm

a) 86o c6o thiSng k€ s5 l.r*rg, ch6t luqng dQi ngfi vi6n chirc dugc l4p theo
Bi6u m5u so ot lvirit t6t la BM01-VC/BNV) ban hanh kdm theo Th6ng tu niry.

b) B6o c6o danh s6ch vd ti€n luong vi6n chric dugc lflp theo BiiSu m5u s6

02 @i6ttht le BM02-VC/BNV) ban hanh kdm theo Th6ng tu ndy.

Didu 7. 86o c6o th6ng kG s6 luqng, cn6t tugrng vi6n chric

1. Dinh kj, tru6c ngdy 30 thang 6 hi,ng nim, co quan Trung uong, tinh,
thanh ph6 trgc thuQc Trung uong chi d4o c5c co quan, t6 chric, tlon vl thuQc

thAm quyAn quan lf cria minh lip b6o c6o theo quy dinh tai Di6m a Khoan 6
Di6u 6, voi thoi tli6m b6o c6o theo quy dinh tai Ei6m a Khoi,n 2 DiAu 6 Th6ng

tu ndy, t6ng hgrp Cui BO NQi w d6 b5o c6o Chinh phri, Thri tuong Chinh pht.

2. Truong hqp b6o c6o dQt xu6t theo y6u cAu cta BQ NQi vu vi cria co quan

c6 thdm quy€n thi thgc hipn theo hu6ng d6n vi y6u cdu cq th6 cria BQ NQi vU vA

co quan c6 thim qrydn vii thoi di6m, phgm vi l4p b6o crio thdng k6.

Didu 8. 86o c6o th5ng k6 danh sich vir ti6n lucrng vi6n chric

L Einh lc! tru6c ngdy 30 thang 6 hang n5m, co quan Trung uong, tinh,
thantr ph6 tryc thuQc Trung uong chi dpo c6c co quan, t5 chric, don vi thu6c
,7 ). ,

thdm quy€n quan lj cria minh lQp b6o c6o theo quy dlnh t4i Di6m b Khoan 6
DiAu 6, vdi thdi diiim b6o c6o theo quy ttinh tai Ei6m a Khoin 2 Di6u 6 Th6ng

tu ndy, t6ng hqp gti BQ NQi vu d6 brio c6o Chinh phri, Thri tuong Chinh pht.

2. Trudng hgrp b5o c6o dQt xu6t thi thyc hiQn theo quy itinh tai KhoAn 2

Diiiu 7 Th6ng tu niy.

Chucrng III
euAN lf nO so\rtN cmr'c

DiAu 9. Nguy6n tic qu6n lj, sri dgng hd sar vi6n chrirc

l. C6ng tdc x?ry dlmg vd quan lj hd so vi6n chric <lugc thuc hiQn thOng

nhAt, khoa hgc, phin rlnh du-o. c dAy dri, chinh x6c th6ng tin cira ttrng nguoi tu khi
du-o. c tuy6n dgng cho <t6n khi kh6ng cdn lim viQc tai <krn vi sg nghiQp c6ng lQp.
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2. H6 so vi6n chric <Iugc xdy dtmg, quin li, str dqng vi bio quan theo chii

dQ tdi liQu mQt; chi nhtng nguoi dugc co quan ho{c ngucri c6 thAm quy€n quan

lf h6 so vi6n chirc d6ng f bing vdn bAn m6i dugc nghi€n criu, sri dung vA khai

tirac nO so vi6n chric. Nghi6m cAm viQc ph6t trin th6ng tin trong h6 so vi6n chric.

3. Vi6n chric c6 t*ich nhiQm kO khai dAy dri, 16 rdng, chinh x6c vd chiu

tr6ch nhiem vC tinh trung thyc cria nhtng th6ng tia trong h6 so do minh k6 khai,

.*g 
"ap. 

Nfr*g thOnglin do vi6n chtc k6 khai phii dugc co quan quan li h6

,o ,r-i6n 
"t,i. 

xa. *tan, d6ng d6u vd dua viro hd so quan b''

Di6u 10. Xiy dgng hd so, thirnh phin hd so vi6n chftc

1. D6i voi vi6n chric tuy6n dr,rng tan aau

Trong thdi han 30 ngdy, k6 tu ngdy c6 quy5t dinh tuy6n dgng, don vi sti

qrng vi6n chtc c6 trSch nhiQm hu6ng dfin vi6n. chric kd khai, ki6m tra, x6c minh

.a.it Oog tin do vi6n chric tU kd khai, aOi cni6u voi hii so tuy6n d*ng vd Phitiu

li lich tu ph6p do co quan c6 thAm quy6n c6p' Nguoi drmg ddu dcrn vl sri dgng

vi6n chric x6c nh4n, tt6ng d6u vd nQp cho 
"o 

q"* quan lf hd so vi6n chirc d6

dua vdo hii so quan $. HO so ndy ld h6 so g6c cira vi6n chirc'

H6 so gi5c bao g6m c6c tirnnh phdn sau dAy:

a) Quy6n "Lf lich vi6n chric" theo miu HS0I-VC/BNV ban hanh kdm theo

Th6ng tu-ndy. qui6n.,t y tich vi6n chirc" ph6n rffi toan diQn v6 ban than, c6c m6i

qu* hq gia dinh, x6 hQi cira vi6n chtc. Qurgn "t y lich vi6n chric" do vi6n chtc t.u

ie khui rd dog" don vi sri dgng vi6n chric ki6m tr4 x6c minh vir x6c nhfln;

b) ,'So y6u lj lich vi6n chric" theo mfiu HS02-VC/BNV ban hanh kdm theo

Th6ng t* r,ay. So-y,5,, lj llch ld tdi liQu quan treng phan anh t6m tit th6ng tin vA

ban ;an, -6i q,r* hQ gia dinh vd x6 hQi cria vi6n chtc' So y€u lf lich do vi6n

chirc tu k6 khai ho[c do ngubi c6 trSch nhiQm ghi tu quy6n "Lj lich vi6n chuc"

quy dinh tai Di6m a Khoin 1 Di6u ndy vir c6c tiri 1i9u b6 sung kh6c cria vi6n

.t,i".'So y6u lj lich vi6n chric tlugc don vi sir dpng vi6n chirc ki6m tra, x6c

minh vir x6c nhin;

c) Ban sao gi6y khai sinh c6 c6ng chimg cria co quan' don vi c6 thAm

quydn theo-quy dlnh cta ph6P lu{t.

d) Phi6u l1i lich tu ph6p cta co quan c6 thAm quyCn c6p;

d) Gi6v chrmg nh4n sric kh6e do co sd y tO tu c6p huyQn trd l6n c6p cdn gi6

trf sri dpng theo quy dinh cria ph6p luflt;

e) Bin sao c6 c6ng chimg c6c loqi giay td c6 li6n quan diin trinh dq ddo

tpo, b6i dudng cua vi6n chric nhu: b6ng di6m, v6n bdng, chimg cfri ve Anh A6

diro t4o chuy6n m6n, ly 1u0n chinh tri, ngo4i ngt, tin hqc, b6i du0ng nghiQp vr,r
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do co quan c6 thAm quy6n c6p. Truong hqp c6c v5n bing, chimg chi <ldo t4o do

co sd ddo tpo nu6c ngoii cAp ngoii ldnh th6 Viet Nam thi phii ducrc co quan, t6

chric, don vi c6 thAm quyAn cta BQ Gi6o dpc vd Ddo t4o c6ng nh{n;

C) Ban sao c6c quyi5t ai* tuy6n dgng ho{c x6t tuy6n, ti6p nhfn vi6n chirc

c6 c6ng chimg cta co quan, don vi c6 thim quy6n theo quy dinh cta ph6p luft.

Truimg hqrp ph6t hiQn c6 d6u hiQu sai ph4m, nham lan v6 th6ng tin trong

hti scr g6c .riu 
"iC" 

chric thi don vi sr,r ngtriQp c6ng lfp gi6i quy6t theo thAm

quyAn ho[c b6o c6o cq quan c6 thAm quy6n quan $ don vf sg nghiQp c6ng l{p
gi6i quyi5t theo quy dinh cria ph6p luft.

Z. Oi5i voi vi6n chric dang c6ng t6c

Ngoni h6 so g6c quy <Iinh ter Khoan I Di6u niry, thanh phan h6 so kh5c cta
vi6n chric dang c6ng t6c, bao gdm:

a) "Phi6u b6 sung l1f lich vi6n chftc" theo m6u HSO3-VC/BNV ban hAnh

kdm theo Th6ng tu nlry. "Phi6u b6 sung I lfch vi6n chric" lir tai liQu do vi6n

chric k€ khai b6 sung theo dinh ky hang nim ho{c theo y6u cAu cta co quan

quan lf hd so vi6n chtc. "Phi6u bO sung ly lich vi6n chric" phii dugc don vi sri

dqng vi6n chric ki6m tra,xic minh vd x6c nhQn;

b) Ban sao c6c quy6t ttinh v6 viQc x6t chuy6n, b6 nhiem, biQt ph6i, diAu

dQng, ludn chuy6n, thdng h4ng, nAng lucrng, khen thuong, k! luQt cta vi6n chirc.

c) Ban tg ki6m di6m, tU nhan x6t, drinh gi6 hang ndm cria vi6n chric c6 x6c

nhfln cta don vi sir dlmg vi6n chric; ban nh{n x6t, danh gi6, phnn loai vi6n chtc

cta co quan, t6 chtc, don vi c6 thAm quy6n quan lj vi6n chric (hang nim, khi

h6t nhiQm k), biu cri ho{c b6 nhiqm, gi6i thiQu img cri, khen thu0ng, lc} luft
hof,c sau c6c dgt c6ng t6c, t6ng k€t hSc tQp);

d) Ban kE khai tii san, ban k6 lJrai tdi san b6 sung d5i voi d6i tugng vi6n

chric bit buQc k6 khai tdi sin theo quy tlinh cta ph6p luQt;

d) Eon, thu kdm theo c6c vdn bin thAm tra, x6c minh, bi6n bdn, k6t luan

cria coquan, t6 chfc, don vl c6 thAm quyAnlre nfrtmg v6, ae ti6t' quan d6n vi6n

chric vir gia ilinh vi6n chric dugc phan 6nh trong don, thu. Kh6ng luu trong

thanh phin h6 so nhirng don, thu n{c danh, ho{c don, thu chua duo.c xem x6t,

ti5t lu4n cta co quan c6 thAm quYAn;

e) Vdn ban 1<h6c c6 li6n quan tryc titip d6n qud trinh c6ng t6c vdL c6c quan

hQ xa hQi cta vi6n chric;

g) Vi6n chric dugc b6 nhiem git chric 4t ldnh d4o, quin li phai b6 sung

diiy dn c6c tni liQu c6 li6n quan d6n viQc b6 nhiQm vio hd so vi6n chric'
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3. Trong thoi han 30 ngiry, k6 tu ngny vi6n chirc c6 quylit dinh nghi hiru,

cnam aut r,qp ao"g lim viQcho4c tt tran thi viQc quan lj h6 so vi€n chirc thgc

hi6n theo quy dinh tai KhoAn 3 Di6u 13 Th6ng tu ndy.

4. Hd so g6c cta vi6n chric thuQc tdi liQu luu trii lfch sri, thoi hpn b6o qu6n

vinh vi6n.

5. Truimg hgrp thi5u c6c thdmh pnan nd so g6c hof,c kh6ng c6 h6 so g6c thi

viQc x0y d1mg, hoiur thiQn h6 so g6c duo. c thUc hiQn nhu sau:

a) Trong thoi h4n 30 ngiry, kE tu ngiy ph6t hiQn h6 so vi6n chirc thi6u c6c

thanh phan frt so gOc hoflc kh6ng c6 h6 so g5c, don vi sri dUng vi6n.chric c6

,.a.f, *ie* yer, "L vi6n chric ptral no* thiQn, b6 sung c6c thdnh phin hA so

g6c theo quy ttinh t4i Khoan 2Di6t12 Th6ng tu niy'

b) Trucrng hQp kh6ng tne noan thipn, b6 sung ddy dri c6c thanh phan hO so

96. thi can cir-vao giay rhai sinh g6c ac hoan thiQn c6c tlenh phan h6 so kh6c

ioac lflp m6i hd ,, ui6n chric theo quy dinh t4i Khoan 1 Didu ndy'

Didu 11. Bi6u miu quin $ h6 sovi6n chrirc

C6c bi6u mau phuc vg c6ng t6c quan li h6 so vi€n chric ban hinh kdm theo

Thdng tu nAy, bao gdm:

1. Quy6n lj lich vi€n chric g6m 6 trang, tcf hiQu: MAu HS0I-VC/BNV'

2. So y6u ly lich vi6n chric g6m 4 tratg,h.f hiQu: Miu HS02-VC/BNV'

3. Phi.lu b6 sung lf tich vi€n chfc g6m 2 trang, lq.i hiQu: M6u HS03-

VCiBNV.

4. Phi6u giao nhfln hd ss vi6n chic gOm I trang, ky hiQu: MIu HS04-

VC/BNV.

5. PhiiSu chuy6n hti so vi6n chric giim 1 trang, lqf hiQu: Miu HS05-

VC/BNV.

6. Phitlu nghiEn cuu hd so vi6n chric g6m 1 trang, kf hiQu: Miu HS06-

VC/BNV.

7. Phiiiu theo d6i sir dr,rng, khai th6c hd so vi€n chfc g6m I trang, kf hi6u:

MiuHS0T-VC/BNV.

8. 36 ddng [i h6 so, s6 giao nhan h6 so vd s6 theo d6i khai th6c, sri dpng

h6 so vi6n chric.

a) 56 dang kf h6 so vi6n chric gtim I trang bia vi c5c trang ruQt, kf hiQu:

MAu HS08a-VC/BNV;
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b) 56 giao nhan h6 so vi6n chric gtim I trang bia vi c6c trang ruQt, hi hiQu:

M6u HS08b-VC/BNV;

c) 56 theo d6i khai th6c, sir d,ng hO s<y vi€n chtc gdm 1 trang bia vdL c6c

tang ruOt,lcf higu: M5u HS08o-VC/BNV.

9. Bi hO so vd c6c togi bia kqP

a) Bi h6 so vi6n chric dugc hm beng ch6t liQu giAy kh6ng hrit Am, c6 d0

bAn 
"uo, 

c6 kich thu6c (250 x 340 mm), voi dQ diy tu 10mm dr5n 30mm' Kf
hiQu: M5u HS09a-VCIBNV;

b) Bia k-ep bang k€ thanh phan tai liQu trong h6 so dtng ae tict tc c6c thanh

pf,a" tei IQu trong li6 so vien rt ,i" g6rn I trang bia vd it rlrlit 2 trangmgc lgc d6

ii6t te aAy dri c6J thanh phan tai liQu trong hti so tlusc lem bang ch6t liQu gi6y

duplex tring k}ra a: Q9i x a20 mm) <16-gQp ddi; frang danh m*c thanh phAn tai

liQu trong hO so dug" lim bang gi6y tr6ng kh6 A4 (210 x 297 mm)' Kf hiQu:

Mdu HS09b-VC/BNV;

c) Bia kgp nghi quy6t, q.ry6t ainl vC nnan sg (nhu quyiit ainr' m nhlqm,

thdng h+ng chric danh neh. nghiep, di6u tlQng,...) g6m I trang duoc lim bdng

chft"lipu ii6y a.rpt"* tring nr6 A3 Q97 x 420 mm) itc g6p d6i. Ki hiQu: Miu

HS09c-VC/BNV;

d) Bia kgp c6c nhan x6t, drinh gi5, don thu vir c6c tdi li€u x6c minh kh6c

g6m I trang <Iuqc lam bdng ch6t liQu gi6y duplex treng kh6 Aj Q97 x 420 mm)

tIC e4p d6i. Kf hiQu: MIu HS09d-VC/BNV.

10. "Trang bia" quy dinh tu Khoan 1 di5n Khoan 8 Ei6u ndy tluqc lam bing

ch6t luqng gi6y c6 dQ ben cao, kh6 A4 (2lO x 297mm); "trang" 9uy dinh tu

Khoan i iAi fifr.a. S Oie" niry <Iugc ldm bing ch6t lugng giay treng kh6 A4

(210x297mm).

Di6u 12. Ch6 dO b6 sung, sfra chiia dfr liQu hd so vi6n chric

l. Chii d6 b6 sung h6 so vi6n chric

Dinh ki'tru6c ngdy 31 thring 12 hang ndm hof,c theo y6u cAu cria !j tuan

quan lf nhi nuoc vti hti so vi6n chric, <lon vl st d*ng vi6n chrlc hu6nB d6n vi6n

chric k6 khai, b6 sung nhtng th6ng tin ph6t sinh trong nem li6n quan d6n ban

th6n, quan hQ gia dinh, xd hQi theo "Phi6u b6 sung l;i lich vi6n chric". Vi6n chirc

,*i'"0, ia tri"g Ua" suo 
"6" 

vin b5ng, chimg chi tlugc cAp trong n6m (n6u c6)

ctng voi "Phi6u b6 sung lf lich vi6n chric"'

Trudng hqp c6c th6ng tin ph6t sinh do vi6n chric tu k6 khai kh6ng <tay dti,

kh6ngchinhx6cho{cc6sygianlinthinguoi\rk6khaiphiichiutr6chnhi€m
tru6c ph6p luft.
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2. Trudng hsp tQp mdi hO so vi€n chirc khi hii so bi hu h6ng, th6t l4c thuc

hi€n nhu sau:

a)'Irong thdi gian 30 ngdy, kA tt ngdy x6c dinh h6 so vi6n chtc bi hu

nOng, ih6t l4c thi co quan quan lf h6 so vi6n chirc c6 tr6ch nhiQm th6ngt6o cho

Aon vi sri dpng vi€n chirc hudng ddn vi€n chirc kO khai vd hoan thiQn h6 so quy

ttinh tai Khoan I vi Khoin 2 Di0u 10 Th6ng tu niry;

b) Sau kfti vi6n chric tU kC khai vd hodn thi€n.h6 sq don vi su dpng vi6n chtc

c6 tr# nhiem kiCm tra th6ng tin trong thanh phan h6 so' Truong hgrp c6c thAnh

pnan frO so thiing nh6t th6ng tin thi nryoi U*g,UUrrdon vi str dgng vi€n chric x6c

,t4rr, 
"irlu 

trdch nhiQm v6 c6c th6ng tin trong h6 so vi6n chric vd b6o c6o co quan

que" li hd so vi6n chric xem x6t, quytit dinh'

c) Trudng hqp sau khi vi6n chtc kd khai, hodn thiQn h6 so nhrmg gita

c6c th'anh pt an r,o ,o kh6ng th6ng nh6t tnang tin thi dsn vi sri dqng vi€n chric

;; irerh quvet ainfr thuc hiQn viQc ki6m tra, xic minh, sau d6 b6o c6o k6t

fra, uig" iie* t.u, x6c minh d6 co quan quin lf hti so vi6n chric xem x6t'

qriA, ai"f, ilrO.,g rh6t thdng tin hii sobing v6n bAn' ViQc ki6m tra' x6c minh

thlrc hiQn nhu sau:

Noi dung ki6m tra, x6c minh: tr.uc tiiiq ki6m tra, 15c minh thUc t6 cSc.thAnh

pha";o ;tai ; co qYan c6 ttrdm qrvc, .ap h6 so, giav td hO tich O:.t: *:"1' l:
s<r Lf lfch dang vi6n (hg so e6g) g6m: truong hqp c6c th6ng tin trong thi[rtr phan h6

so vien chric kh6ng tfrOng ;6ivoi giay ti, 1,10 tich thi Doan ki6m ffa, xic minh d'

nghi don vi st dgng vi€n 
"t,i. 

g,t ra. tin d6n co quan tu ph6p c|p tinh trd l6n ki6m

il;;-"*h ve dinghi .o qui, hr ph6pttr6ng b6o kt5t qua ki6m ta x6c minh bihg

v6n ban v6 co quan sri dUng vien chirc v6 gi6 t! ph6p ly cfia gi6y td. hO tich; truong

hgp c6c th6ng tin trong thenh phan h6 so vi6n chirc kh6ng th6ng nh6t voi gr6y td h6

so $ lich dang vi6n *ri Doan ki6m tra, x6c nnnh da ng[ri co quan c6 t]rAm quyen

o* ,, tro so a*g vien ki€m tra, x6c minh vd th6ng b6o ktit qui va don vi sri dpng

vien ctritc. Trutmg hqp c6c vdn bing, chimg chi do c6c co s& dio t4o nu6c ngodi c6p

ngoii l6nh ttro viqt Nam *ri Eoan ki6m fia, x5c minh b6o c6o don vf sri dgng vi6n

.nO. * vdn ban d6n co quan, t6 chic,.don vi c6 thAm quyAn quan lf ven bing,

chmg chi cira BQ Gi6o dgc vd Dio t4o ki6m tra,, x6c minh'

Thoi gian tit aau ti6n hinh ki6m tra, x5c minh tinh til khi Quy6t dinh ki6m

tra, xdc minh crla dcrn vi sir dgng vi6n chirc c6 hiQu lUc. Thoi gian kiit thtc viQc

ki6m ra, x6c minh sau 90 ngdy kC tu khi Uat aiu ki6m tra, x6c minh; truong hqp

vi lj do bAt kn6 khang thi do, vi sri dqmg vi6n chfc 9ho ph6p gia h4n bdng v6n

uan; trral gian gia han kh6ng qu6 30 ngdy ldm viQc kc tt khi v6n b2rn gia hqn c6

hiQu l*c. Sau thdi gian ki6mtra, x6c minh kh6ng ki5t lufn dugc viQc ki6m x.a,x1c
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minh fti <Ion vi sir dgng vi6n chitc b6o c6o nguoi dtmg dAu co quan quan l;i h6 so

vi6n chric xem x6t, qrry6t ai*r.

Thdnh phAn Doan ki6m tra, xitc minh g6m: Tru&ng dodLn vd c6c thdnh

vi6n do ,rgoli at^g dAu tlon vi sri dpng vi6n chric quyi|t dinh; Tru&ng Doirn

ki6m tra, x6c minhc6 tr6ch nhiQm phAn c6ng nhiQm vU cg th6 cho c6c thdnh

vi6n cria Dohn; C6c thinh vi6n Doan ki6m tra, x6c minh chiu tr6ch nhiQm c6

nh6n v€ j ki6n ki6m tra, x6c minh cria minh. Hoqt dQng cira Dohn ki6m tra,

x6c minh ph6i dim b6o nguyOn tic kh6ch quan, c6ng khai,-trung thgc; bi6n

ban ket 1uf,n vigc ki6m tra, x6c minh ttugc Tru6ng Doan ki6m tra, x6c minh

b6o c6o dcrn v! sti dpng vi6n chric sau 05 ngdy ldm viQc k6 tu ngny kiit thtic

viQc ki6m tra, x6c minh @eng bi€n bin k6t luan viQc ki6m tra, xdc minh) vi
chiu tr6ch nhiQm vA t6t tu4n ki6m tra, x6c minh cria minh.

Tr6ch nhiQm ki6m tra, x6c minh: cs quan, t6 chric, ilon v!, c6 nhAn li6n

quan di5n nQi dung ki6m tra, x6c minh c6 tr6ch nhiQm cung c6p d1f dri th6ng tin

theo y6u cdu cria Doan ki6m tra,xfucminh; trudrng hgp co quan, t6.chirc, don vi,

c6 nh6n li€n quan <t6n nQi dung ki6m tra, xilc minh lim sai lQch hd so, gii mlo
h6 so ho{c x6c nh{n, cdp giiy td, hd ss cho ngudi kh6ng dri di6u kiQn thi bf xri

lj Ic! lupt theo quy dinh cria Luf,t Vi6n chric vi ph6p luflt hiQn hanh.

d) Kh6ng phii x6c minh ttOi voi h6 so hu h6ng, th6t tpc do nguyEn nhdn

kh6ch quan trong c6c trudng hgrp sau:

C6c thanh pnan nO so bi hu h6ng, thdt l4c kh6ng phii ld thanh phdn h6 so

gi5c quy dinh t?i Khoan 1 Di6u 10 Th6ng tu niry. Trong trudng hqp ndy, vi6n

.t,i" thu. hiQn chii dQ b6 sung h6 so theo quy dlnh tei Khoan I DiAu ndy;

C6c thanh piran nO ss th6t l4c nhtmg dugc tim th6y trO l4i vd trung hgrp

th6ng tin vst c6c thanh phan hii so kh6c nong h6 so g6c ho4c dd dugc co quan

fu ptrap tt c6p tinh trd l€n, co quan c6 thAm quyAn x6c nhin tinh hqp ph6p'

3. Trudng hgrp sria chta th6ng tin trong h6 so vi6n chtc do don vi st dqng

vi6n chric thgc hiQn, sau d6 b6o c6o ngudi <hmg diu co quan quan lj hd so vi6n

chric xem x6t, quy6t dinh. Don vi sir dlmg vi6n chric phii thgc hiQn vi4c ki6m
). ,-

tra, xac mrnn ve nmmg th6ng tin sria chira trong h6 so vi6n thric nhu quy dinh

t4i Di€m c Kho6,n 2 DGu ndy. NQi dung sfra chta th6ng tin h6 so vi6n chric thqrc

hiQn nhu sau:

a) Truhng hgrp c5c thanh phAn h6 so (quy6n Li lfch vi6n chric, giAy khai

sinh, sd bio hi6m xa hQi, v6n b[ng, chimg chi) ]rh6ng th6ng nh6t thi cdn cri

gi6y khai sinh g6c d6 noan thiQn, b6 sung vi th5ng nh6t c6c thinh pnan hO so

khi" theo gi6y khai sinh ndy; trudng hqp trong hd so vi6n chfc kh6ng c6 gi6y
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khai sinh thi cdn cir quy6n Lf lich vi€n chirc l{p khi vi6n chirc dugc tuy€n

Jo"gla" aat vdo co quan, t6 
"L,i., 

d* vi cira Nhh nudc d6 th5ng nh6t'

b) ViQc sfra chta c6c th6ng tin trong h6 scv viOn chuc phdi dugc ngudi dimg

dAu coquan quin li h6 sq vi6n chric quy6t dinh beng vdn b6n' sau khi c6 bi6n

ban ket lufn viQc ki6m ffa, x6c minh cria don vi sir dung vi6n chtc'

c) Kh6ng thUc hiQn viQc sria chta, diAu chinh ngdy, thang' neT :iP o:tp

nO so aAl roilie, chric li dang vi€n Dang CQng san ViQt Nam md th6ng nhAt

x6c dinh ngiy, thring, nam sinhltu6i) cria vi6n chric theo tu6i khai trong h6 so lf
tich <lang ri€n (t O so g6c) khi dugc kt5t n4p vio Ding'

4. Trudng hsp tQp m6i hii so vi6n chric khi thnnh phan hti so g6c hu h6ng'

tfrat fa. fr*. n i ;:, ;Ch, sta chta th6ng tin trong thi'nh pnan nO so g6c cria vi6n

ffi;;o}1,* + *t li vi6n chric, nguoi dung dAu co qu3n quan lf hii so

vi6n chric c6 tr6ch nhiem b6o c6o theo quy dinh t9i Khoan 7 DiAu niy'

5. Truong hgrp tim 14i du-o. c h6 so, giSy td g6c bi th6t [c thi tii5p qcsir dgng

hti so, gi6y to g5"; h6 s<v vi cdc gi6y td lflp moi c6 gi6 hi tham kh6o' Ndu c6c

thanh';han trong h6 so g6c vd h6 so lf,p moi c6 sg kh6c biet thi sri dung c6c

thanh phAn trong hii so g5".

6. Trudng hqrp vi€n chric cdn tu 12 thang c6ngt6c ye xugng tinh d6n ngdy

nghi h,u thi t<tranj sria ctrta th6ng tin trong thnnh phAn h6 so g6c cria vi6n chirc.

7. Einh k) tru6c ngdy 30 thang 6 hirng nim ho{c theo y6u cdu co quan

quan $ nhe nuoc v€ vi6n chric, co quan quan lf h6 so vi6n chtc c6 tr6ch nhiQm

t6ng hg,p, b6o c6o viQc 14p m6i h6 so vi€n chric cira ndm tru6c'

Didu 13. C6ng t6c chuy6n giao, ti6p nhfn hd so viGn chrirc

1. C6ch thirc titip nhan h6 so vi6n chirc

Vi€n chirc thay tl6i co quan, t6 chric, dcm vi m6i ho{c dugc x6t chuy6n

thdnh c6ng chric thi co quan c6 th6m quyan quan lf h6 so c6ng chric, vi6n chric

khi tii5p 
^f,an 

vi6n chric ph6i y6u cAu co quan quin 1i hd so vi6n chtc cfi ban

giao diy dri hii so vi€n chric d6.

2. Thdi gian ti6p nhan hO so ld 30 ngiy, kE tir ngdyvi6n chirc c6 quytit dinh

ti6p nhQn .,iu*.o qrr*, t6 chric, don vf m6i ho[c c6 quy6t dinh x6t chuy6n thinh

c6ng chric. ftO soi<f,i ti6p nhin ph6i b6o d6m c6c y6u cAu sau:

a) Ghi phi€u chuy€n hd ss theo m5u HS04-VC/BNV vd m6u HS05-

VC/BNV ban hinh kdm theo Th6ng tu niry;

b) Ki6m tra ni€m phong, d6u buu diQn (ni5u giri qua dudng buu diQn) vA

x6c nhdn tinh trqng tdi ligu nhfn dugc vdo phi6u chuy€n h6 so vd grii tra phitiu

11



nay cho noi giao h6 so ho4c c6 vdn ban tre loi noi gui h6 so vi x6c nhfln tinh

trpng ni6m phong;

c) Vdo s6 giao, nh6n hd so theo mdu HS08b-VC/BNV ban hdnh kdm theo

Th6ng tu ndy;

d) Lfp so hO so, lQp phi6u liQt kO tii liQu, lap phi5u ki6m so6t hd so, viro s6

deng ky h6 so theo mdu HS08a-VC/BNV ban hanh kdm theo Th6ng tu ndy vir

lfp bi6n ban giao nh{n;

d) ViQc chuy6n giao h6 so do co quan quiur li h6 so vi6n chric thgc hiQn'

3. Vi6n chric nghi huu, ch6m dut hqp d6ng lnm viQc, chuy6n c6ng t6c tltin

co quan, t6 chric, tton v! moi hoic tu tran thi viQc chuy6n giao vh luu tr& hd so

dugc thgc hiQn nhu sau:

a) Trudmg hgrp vi6n chfc nghi huu, ch6m dut hqrp tt6ng lim viQc thi dugc

nhan i ban sao "So y6., tf lich vi6n chric" vd c6c quy6t dinh li6n quan' Hd so

gl5c v6o do co quan quan l..i h6 ss vi6n chric lrru gift, bio quin vir dua vdo nh6m

vi€n chric th6i viQc. co quan quan ly hd so vi6n chric chi dugc x6c nhqn vi c6p

l4i b6n sao "So yi5u lj lich vi6n chtc" khi c6 y6u ciu bing vdn ban cira co quan

c6 thdm quy6n quan lf vi6n chric vi tr6n co sd h6 so g6c ltru tr&;

b) Truong hAp vi6n chric chuyen c6ng t6c diin co quan, t6 chric, don vi moi

thi dugc nhan I ban sao "So y6u I lich vi6n chfc". H6 so g6c v6n do co quan

quan lf hd so vi6n chtic c0 luu git, b6o quan vd chi dugc chuy6n giao cho c6c

co quan, t6 chtic, don vf kh6c c6 thdrn quy6n quan lf theo quy ttfnh cta ph6p

Iuflt k.hi c5c co quan, t6 chric, don vi d6 c6 ydu cdu bdng vdn ban;

c) D6i voi vi6n chric tt tran, gia dinh vi6n chric dugc nhQn I bin sao "So

ytiu lf lich vi€n chric". Hii so g6c vin do co quan quan lj hd ss vi6n chtc lyu

git, b6o qui.tr vir tlua viro nh6m vi€n chric th6i viQc.

Didu 14. Nghi6n cri"u, sr? dgng vi khai thic hd so vi6n chrfrc

1. D6i tuqng dugc nghiGn criu, sir dqng vi khai th6c h6 so vi6n chric, g6m:

a) Co quan quan $ vi6n chric, don vi sri dqng vi6n chfc vir co quan quirr

lf h6 so vicn chic dugc nghian criu, sri dgng vir khai th6c hd so vi6n chric d6
).^

phUc W yeu cau cong tac;

b) Truorrg hq,p cen thi5t vi dugc sg <l6ng y cria ngudi dtmg dAu co quan

quan lf trO so vi6n cn ic, vi0n chric du-o. c nghiEn criu todn b0 hoac mQt phan hd

so cria minh hoic d€ nghi co quan quin ly h6 so cung c6p bAn sao "So y6u lli
lich vi6n chtc" cta minh.
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2. Khi nghi6n criu h6 so vi6n chirc phii tudn tht c6c quy dinh sau dAy:

a) C6 gi6y gi6i thiQu cta co quan, t6 chric, don vi cAp cho nguoi diln

nghi6n cuu hd so vi6n chirc, trong d6 ghi 16 dla chi, chuc danh, y6u cdu nghi6n

.fr, nO so cria ai, vd v6n <Id gi. CAc y6r, .i,, phdi dugc ghi cu th6 trong "Phi6u

nghi6n criu hd so vi6n chric" theo mflu HS06-VC/BNV ban hdnh kdm theo

Th6ng tu ndy;

b) Chi duqc nghi6n criu t4i noi luu git h6 so vi€n chric;

c)ChidugcxemnhtngtiitiQu(ho4cmQtpnanaili€u)c6nQidungli6n
quan d5n nhiQm vr,r, c6ng viQc dugc giao;

d) Kh6ng dugc lam sai lQch nQi dung vd hinh thric h6 so vicn chric nhu:

aann i6u, tAy iOa, sria chfra, th6m, bot c6c tdi liQu d6 c6 trong h6 so;

d) N6u mu6n sao chlrp lpi nhirng tai liQu li6n quan trong thanh phAn hA so

vi6n chfc thi phni b6o c6o vd dugc ngucri drlmg dAu co qu4n, t6 chric, don vf

quan tf trO so vi6n chric <litng f. ViQc sao chr,,, tai liQu do nguoi trgc titip quan lf
hti so vi6n chric tii5n hinh vd ban giao l4i.

3. NhiQm vg cria ngudi tryc ti6p ldm c6ng t6c quin lj h6 so vi6n chric:

a) Cung c6p dung vd diy dri c6c tdi lipu cho ngudi <il5n nghian ctlu, khai

th6c hd ,o.rier, .tt" tt"o "Phi6u nghien crru h6 so vi6n chirc" d6 dugc nguoi

drmg diu co quan quan ty hd so vi6n chtc ch6p thufn;

b) Kiem tra tinh trang h6 ss khi tr6 bio dim thing nhu khi cho muqn vd

,ao pni6u th"o dOi sri dUng, }fiai th6c h0 so vi€n chric theo m6u HS07-VC/BNV,

,o tt.o d6i 1<hai th6c, sir dung h6 ss vi€n chric theo m6u HS0Sc-VC/BNV ban

hanh kdm theo Th6ng tu ndY;

c) Sao lgc hd so cho nguoi di5n nghien cr?u, khai th6c h6 so theo "Phi6u

nghi6n "", 
frt ss ui€n chric'i de duo. c ngudi drmg ddu co quan quan lf h} so

vi6n chric ch6p thufn.

Di6u 15. Luu gifr, bio quin hd so vi6n chrfrc

1. ViQc luu gift, b6o quan hti so vi6n chric phii thgc hiQn diy dtr c6c bu6c

sau tlAy:
.1 ,I

a) LaP so no so;

b) Phan loai tei lieu;

c) LfP Phi6u 1i0t k6 tai liQu;

d) Lflp phi€u ki€m so6t hd so vd vho sO aang ki h6 so;

d) Lfp thu muc hd so d6 phuc 4r c6ng t6c tra criu'
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2. Lrru git h6 so vi€n chric phii b6o d6m c6c y6u c6u sau:

a) Sip x€p hd so theo thri tu t6n A, B, C hof,c theo diu mOi tr.uc thuQc bio

dAm nguyCn tic dE tim, a6 ttrAy, d6 t6Y;

b) Tdi liQu trong m6i hd so vi€n chric phai duo. c x6p ri6ng thdnh tung nh6m

vir theo tht t.u thdi gian dc thu6n tiQn cho viQc tra ciru, kdm theo phi6u liQt k6 tai

liQu, phii5u ki6m so6t hd so vd d6 trong mQt bi hO so;

c) Ngodi bi h6 so ghi c6c th6ng tin vi6n chtc de ph99 vq cho c6ng t6c tim

tlti-, i*lit nhu: h9 ua t6r; c6c bi danh; qu6 qurin va si5 h6 so (s6 hiQu vi6n

chric n6u cO;. Ngoai ra cdn luu trf vd quan li tren he thiSng m6y vi tffi;

d) Bio tt6m dE bio quan, kn6ng bi nhiru n6t ho{c hu h6ng, th6t 14c hO so'

3. Quy trinh luu git h6 so vi6n chric dugc thUc hiQn theo c6c bu6c sau d6y:

a) Ki6m tra vir xri ry d6 bao dirn cbctdi lieu dugc lrru trft trong thaqh phan

hti so ld nhtng tai 1i0u chinh thric, tin ciy vd c6 gi5 tri ph6p ly;

b) Loai b6 nhtng tai lipu trung l{p ho{c thta;; chi git tai m5i lo?i tai liQu 1

ban; viQc loai b6 phii dugc sU d6ng f cria nguoi dtmg dau co quan, t5 chric, don

vi quan lf rro so vie.r chric vi_phii dugc lap thanh bi6n b6Ln, luu nong h6 so g5c.

Nttne tai li-6u hu h6ng phii c6 biQn ph6p phllc chiS ho{c sao ch6p t4i nQi dung

vi luu d6ng thiri voi ban ct;

c) Trudng hqp can htiy tdi liQu trong thdnh phan hd so vi6n chtc ph6i thinh

lQp HQi d6ng hriy tai liQu hd so vi€n chric. HQi d6ng hriy tii liQu h6 so vi6n chtc

do nguoi drmg .tiu cs quan quin ly hd ss vi€n chric quy6t dinh thanh lQp. Khi

ti6n hdnh ti€u hriy tai tiQu hd so vi€n chric phii lflp bi6n ban ehi 16 li do hriy, co

quan quAn ly h6 so vi6n chuc cho phdp hriy, danh mgc tdi IiQu hriy, ngdy vd noi

hriy. Bi6n ban ti6u hty phAi luu trong thirnh pfran nO so vi6n chirc.

4. Che dO bio quan hd so vi6n chric theo ciri5 aO Uao mQt ciia nhA nudc vd

phii b6o dA.rn c6c ctrti aO va di€u kiQn co s& v{t ch6t, trang thi6t bi vd c6c quy

dinh sau tl6y:

a) Trang thi6t bi vi phuong tiQn b6o quan h6 so gi6y g6m: tu, k6t bio quan

tdi liQu mat, t6i mft, tuyQt mQt; gi6, kQ h6 so; ban ghi5, m6y di6u hda, m5y hrit
6m, m6y hrit bui, qu4t th6ng gi6, thii5t bi b5o ch6y, binh cr?u h6a; thuiic ch6ng
Am, m6c, m5i, mot, chuQt, d6n.... bio d6m hd so vi6n chric dugc luu git t6u ddi;

b) Einh lCy hang th6ng, hang quy ho{c dQt xu6t ki6m tra tinh tr4ng h6 so vd
c6c v6n aC ten quan, lirn vQ sinh vi bio du6'ng trang ttri6t bi b6o quan;

c) Dinh ky hang ndm ki6m tra t6ng th,5, c6 ki5 hoqch phun thu6c ch6ng m6i,
mgt vi chinh tf lai h6 so;
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5. Ngudi tttmg dAu co quan quan li hii so vi6n chtc chlu tr6ch nhiQm v6

viQc b6o quin vd quan li hd so viOn chric theo quy dinh cria Ei€u niy'

Didu 16. Trinh tq, thfi tgc b6o c6o cdng tic qu6n lf hi so'vi6n chirc

Einh ky tru6c ngdy 30 th6ng 6 hdng n6m, co quan Trung u<rng' tinh' thdnh

ph6 tr.uc thuQc Trung ucrng c6 tr6ch nhiQmt6ng hqP tinh hinh thgc hiQn c6ng t6c

q"i. ry rr[," vien cir?c 
"iu 

.a. co quan, t6_chirc, tlon vi thuQc thAm quy6n quan

ti cria mlntr, gti b6o c6o vd gO NQi vu d6 t6ng hqp b6o c6o Chinh phir' Tht

tusng Chinh;ht. NQi dung, tdnh tu b6o c6o c6ng t6c quAn lf h6 so vi6n chirc

nhu sau:

1. Don vi dugc giao thAm quy6n quan lj hd so vi6n chirc dinh k! hdng ndm

froa. tfr* y6u'"irr'..6l co quan q"ar fyri6" chric c6 tr6ch nhiem ki6m tra, d6nh

gi6 tinh hinh thUc hiQn c6ng t6c quan ly hd ss vi6n chric theo Th6ng tu niy;

2. B6o ckothgc tr4ng s5 lugng, ch6t lugng hd scy vi6n chric, drinh gi6 k6t

qui viQc nghiCn ctu, sri dung, khai tnec 
!O 

so phpc 4r c6ng t6c qui'n lf <tQi ngfl

vi6n chirc cta co quan, t6 chirc, don vi, g6m:

a) 56 luqng hO so lflp mdi (hO so tuy6n dgng m6i, k6 ca hO so lfp m6i do

Ui t,riJrrg,tf,6tia" hoac io sira chiia th6ng tin trong.h6 so), h6 so vi6n chric b6

ila;, #;;r6n, biQiph6i, thav d6i chric danh nghe nshiQp vi hd so vi6n chric

x6t chuy6n thinh c6ng chirc ho4c thay aOi vi tri vigc ldm;

b) 56 luqng h6 so vi6n chtc dugc gi6i quy6t nghi huu, ch0m dut hqrp diing

ho{c tu trdn;

c) SO luqng hd so bi hu h6ng, th6t t4c vd h6 so dd ngh! sria chta th6ng tin

trong thirnh pnan nO so g6c.

3. 86o c6o co sd vft ch6t, tang thi6t bi vir phucrng tiQn phuc vg c6ng t6c

quan ly h6 so, gtim:

a) Khu vgc b6o quan h6 so, noi cAt vir luu git hd so vi€n chirc;

b) DiQn tich b6o qu6n, Iuu git hd so vi6n chirc;

c) Trang fti6t bi vi phuong tiQn b6o quan h6 so vi€n chtc;

4. Kitin nghi, d6 xuAt giai ph6p nhim nAng cao hiQu qu6 c6ng t6c quAn ly

h6 ss vi6n chric vd mUc ti6u hiqn aqi hoa cdng t6c quan lf hti so vi6n chric.

Ei6u 17. C6ng tic Udi OuOng nghiQp vg quin $ hd so vi6n chric

Co quan Trung uong, tinh, thenh ph6 tr.uc thuQc Trung uong chri dOng t6

chtc c6c iop dio tfo, UOIaoOng nghAp ,u cho c6ng chric-, vi€n chirc tr.uc ti6p

ldmc6ngt6cqu6nljh6sovi6nchriccirac6ccoquan,t6chirc,donvlthuQc
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thAm quy6n quan li cria minh theo kinh phi dio tao, b6i dubng vd nQi dung' k€

ho4ch d6 xdy dpg vd tluo. c ph6 duyQt hang nnm'

Didu 18. Che d6 hiQn d4i hoi trong c6ng t6c quin I hd scr vi6n chr?c

Co quan Trung uong, tinh, thanh ph6 tryc thuQc Trung uong chri dQng thltc

hiQn viec hiQn dai hol c6ng t6c q1an Jr.l6 
so vi€n chtc thOng qua img dsng

c6ng nghQ th6ng tin d0 Itru trft vd khai th6c h5 so vi6n chric; hgn ch6 viQc ti6p

"i""*?ii6, 
,u? t a * giay truyiin th6ng, ph6t huy ti5i da hieu qui khai th6c hd

so vi€n chric trong hQ th6ng quan ly h6 so vi6n chric diQn tu;

Di6u 19. Thim quyln vh trich nhiQm cfra co quan Trung uong' tinh'

thirnh ph5 trgc thuQc Tiung ucrng vir co quan quin $ h6 so vi6n chric

1. Co quan Trung uong, tinh, thinh phi5 trUc ttruQc Trung uong thUc hiQn

quan ry nhinu6c,rA 
"arg 

ia" quan lj h6 so vi6n chuc, hudng d6n' thanh tra'

kic.truviQcthqchiQnc6cquydinhv6quanlfh6sovi6nchricquydinhtai
Th6ng tu niy theo thAm quyAn quan ly cta minh'

2.Banhanh quy chi5 quan lf h6 so vi6n chr?c vd hu6ng dan-c5c co quan

quarrty h6 so vi6n 
"rr,i",t,rE. 

th6m quy6n quan tf cria minh tri6n khai, thgc

hiQn th6ng nh6t.

3. Nguoi dimg tl6u co quan Trung ucmg, tinh, thdnh-ph6 tr.uc thuQc Trung

""do;;;; 
pni' 96p 

viQc quan t1; trb so vien chric tl6i voi c6c co quan' t6

chric, don vf thuQc thAm quy6n quan lf cira minh'

4. Ngu<ri drmg diu co quan Trung uong, tinh, thenh ph6 tn;c thuQc Trung

uong dinh lry hung ndm ho{c d6.t xuAt t6 chric ki6m tra viQc thgc hiQn c6c quy

dinivd.Oog ta" quan lf hd so vi6n chtc tt6i voi c6c co quan, t6 chric, don vi

thuOc thAm quy6n quan $ cria minh theo quy tlinh t4i Th0ng tu ndy'

5. Nguoi dimg ddu co quan qu6n l]1i h6 so vi6n chtic xem x6t' quy5t dinh

nhtng nQi dung sau:

a) Quy6t dfnh lga chgn ngudi dti ti6u chu6n nghiQp vu AC Ua tri ldm chuyEn

t 6ch ui c6ng tdc b6o c6oth6ng k€ vd qui'n li h6 so vi6n chirc;

b) T6 chric cho vi6n chric kO khai; y6u cAu dcrn vi sri dUng vi6n chirc thyc

irien ilCm tra, xttc minh h6 so vi6n chirc hofc td chric ki6m tra, x6c minh hii so

g6c cira vi6n chric khi lflp m6i do bi hu h6ng, th6t 14c hopc do sira chiia th6ng tin

trong hd so vi6n chirc;

c) De nghi co quan c6 thAm qrrydn x"m x6t, xdc minh, sria chta nh&ng

th6ng tin, tdi liQu tr<hong th6ng nh6t trong hO so g6c ctra vi€n chric thgc hiQn theo

quy dinh t4i Di6u 12 Th6ng tu ndY;
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d) Th6ng b6o cho vi6n chfrc bi6t ki5t luQn x6c minh vA c6c th6ng tin trong

h6 so do viOrrchric tu khai kh6ng th6ng nh6t froac kh6ng chinh x6c;

d)Htyb6nhirngtdiliQuthta,trungl[p,kh0ngc6nQidungli6nquantrong
hd so vi6n chirc;

e) Xri lf lc! luflt ho{c <16 nghi co quan c6 thAm quyOn xem x€t, xri lf lcf luQt

aOi voi nhtng nguoi c6 ti6n quan d6n viQc sai ph4m trong qu6 trinh k6 khai,

qu6n lf vir bAo quin hd so vi6n chric theo c6c quy dinh cira phdp lu{t'

Didu 20. Quydn vi trich nhiQm cfia ngudi tn;c ti6p hm c6ng t6c quin

lf h6 so vi6n chfc

L Chri dQng dti xu6t k6 hoach, biQn ph6p qu6n 1;f, st dung vd khai th6c h6

so, hd so di-6n tri vi6n chtc (n6u c6).

2. T6 chric viec b6 sung c6c tii li-6u vio hd so vien chfc b6o d6m klp thoi,

chinh x6c.

3. T6 chtic viQc sip x6p, bio quan, luu giir hti so'

4. Cung c6p si5 [qrr, tu liQu nhanh, chinh x6c.

5. Nghien cr?u, ph6t hiQn c6c va" aa chua 16 ho{c miu thuan trong h6 so

vi€n chriJvd ntrirngvan dO niy sinh trong c6ng t6c quin lf hO so, b6o c6o ngudi

tlung dAu co quan qu6n lf hd so vi6n chric xem x6t, xti li'
6. D6n tli5c, thu th?,p dAy dt cric thanh phAn tdi liQu trong hd so vi6n chirc

thuQc thAm quyAn quan $ cria co quan, t6 chfc, <Ion vi minh'

7. T6 chfrc phqc vU nghi6n criu, sir dgng vd khai th6c hd so vi6n chirc theo

quy dlnht4i Khoin 3 Di6u 14 Th6ng tu ndy.

8. Th1rc hiQn nguyEn tnc b6o mflt h6 so, ph6t hign vd kien nghi voi c6p c6

thAm quydn ,C nfririg rfn dO ph6t sinh trong c6ng t6c quan ly h6 so vi6n chirc

d6 c6 biQn ph6p gi6i quY6t.

9. Thulng xuy6n hgc t{p, b6i dudng ndng cao trinh dQ chuy6n m6n, nghiQp

vU de phpc vg c6ng t6c quan li hd so vi6n chric.

10. Khi c6 sang ki6n, ph6t minh sang t4o cii tir5n v€ nghiQp vg phqc qr

.Ongia. quan ly hO-so vien chuc c6 hiQu qui cao vir dugc co quan c6 thAm

q.rVE, *a" nft4rthi dugc khen thu&ng theo c6c quy dlnh cta ph6p luat vA thi

tiua, khen thu&ng.

11. KIi c6ng chric, vi6n chric vi phqm c5c quy dinh vA c6ng t6c quan lf ho

ss vi6n chric quy dixh tai Th6ng tu ndy vd c5c quy dinh kh6c cira ph5p luQt c6

li€n quan thi sE bi xir li kf lu$t nhu sau:
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a) D6i voi c6ng chric thi tuy theo mric d0 vi ph4m s6 b! xem x6t, xit lf k!
tuQt theo c6c quy tlinh v6 xri lf lc! luat d6i v6i cOng chirc;

b) E5i v6i vi6n chirc thi tiry theo mric d6 vi pham s€ bi xem x6t, xt 1! hj
luft theo ciic quy tlinh vC xri lf lcj luat d6i voi vi6n chtc'

Didu 21. Tr6ch nhiQm vi quyln cta vi6n chric diii voi hd so c6 nhfln

l. Vi6n chtc c6 tr6ch nhiem kO khai diy dt, 16 rd'ng, trung thlrc vir th*c

hiQn viQc kc khai, b6 sung h6 so cria minh theo huong dan cta tlon vi sti dung

vi6n chrtc ho{c theo y6u cau cta co quan quan lf h6 so vi6n chric; chiu tr6ch

nhiQm tru6c ph6p luft vi tru6c co quan quan li vi6n chric, don vf st dqng vi6n

chric v6 .a. tiro.rg tin minh kE ktrai. Truirng hqp c6c th6ng tin k6 khai lJr6ng diy
dri, thii5u chinh x6c ho{c kh6ng trung thuc thi tuy theo mirc dQ sE bi xir lf lci luat

theo c6c quy ttinh v€ xir lf tci luat aOi voi vi6n chric vir c6c quy dinh kh6c cria

ph6p luQt c6 li€n quan.

2. Vi6n chric dugc quy6n nghi€n cuu h6 so ctia minh t4i co quan quan lf
hd so vi6n chric, trir cac iai tipu quy dlnh tei Di6m d Khoin 2 Didu 10 Th6ng

tu ndy.

3. Vi6n chric khi ili lim c5c thri tuc ae aicu chinh h6 so g6c ho[c khi d6

nghi vA viQc di6u chinh, b6 sung nhtng th6ng tin trong h6 so cria minh phii b6o

"io',roi 
nguoi dimg <liu don vi st dung vi6n chric vd co quan c6 thAm quydn

xem x6t, gi6i quy6t theo quy tlinh cira Th6ng tu ndy.

4. Vi6n chric c6 tr6ch nhiQm 
"ung 

c6p c6c thirnh ph6n tX liQu li6n quan <Irln

ban thar khi c6 ph6t sinh theo huong dan hoflc y6u cAu cta co quan, don vi c6

thAm quy€n.

Didu 22. Trich nhiQm cfra BQ NQi vq

l. Thgc hiQn quan li nhd nu6c vA c6ng t6c qu6n li hO so vi6n chric thOng

nh6t trong ph4m vi tod'n qu6c.

2. Ki6m tra viQc thgc hi-6n c6c quy dinh vC quan lf hd so vi6n chric quy dinh

t4i Th6ng tu ndy tl5i voi c6c cs quan quan li hti so vi6n chric thuQc thAm quy6n

quan lf qia 
"e" 

co quan Trung uong, tinh, thanh ph6 tn;c thuQc Trung uong'

Chuong fV

DITU KHOAN TIIIIIANH

Didu 23. HiQu lgc thi hinh

Th6ng tu ndy c6 hiQu lgc thi hdnh kO tu ngdy 1 5 thang 7 ndm 2019 .
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Ei6u 24. Tr6ch nhiQm thi hirnh vh t6 chftc thqc hiQn

1. B0 truong, ffru trucrng co quan ngan,t.',O' 
'nU 

tru0ng co quan thu6c

Chinh phu. Chu tich UV t.:"" ina" ian tint''' thdnh ph6 truc thu6c Trung uong'

"**Ji 
i,,** diu c6c ;J:;il; :.:^;* :u:,.:iH [xjlT-,,ll;:l'"i#'fl

l4p vd c6c co quan, to cr

hdnh Th6ng tu ndY' : .: -L: ^r^ ^^ ^,,on T
2.Trotgqu6 trinh thqc hiQn n€u c6 vuong mic' dA nghi c6c co quan Trung

uons, BQ, ngdnh vir di^ p;;;;;a" anr' 
"a 

eq Nai'o dc"*em x6t' giii q"vet'l/v

i{
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o

Ho vd t€n khai sinh

Ngdy, thang, ndm sinh:.............t..........1.......... ........ Gioi tinh (nam, nt)

Qu6 quan

Chrlc danh c6ng t6c hiQn tai

Co quan, dcrn vi quim li vi6n chtc

Dcrn vi st dung vi6n chritc

Si5 hiQu vi6n chrlc:

Miu HSl t-yC/BNy ban hanh kin tl@o Th6ne tu sli 07/201,m-BNV nsAv 0l/6t2019 cia Bd tnrhq BO N6i vu
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, Mi s6:.....................................

........., Php c6p khic: ............

-v'

Anh mAu

(4x6cm)

6) DAn tQc:....

an

r. so Ltlgc L{'LICH

i) H9 vi t6n khai sinb fuidt chi, in hoa): . "."" " . " - '

2) T6n ggi kt6c:..

3) Sinh ngiy............. thring.-....... ... nam " " " "'' Gi6i tinh (nan' nfr): "" """."-- -

4) Noi sinh: Xa/Phuong:....'....... . , HuyQn/Qu|n " ' 
Tinh/Thdnh phi5: "

5) QuO qu6n: X5lPhudng:............ . . ' Huyfir/Qu|n ". . 
' 
Tinh/Thanh phi5: "

8) Noi deng hi hQ khiu thudng tru:

66 nhn' &tdng phii' thdnh ph6; z6m' th6n' xd' huyen' tinh)

9) Noi d hiQn nay: . .... ... ...... .............. .'

66 nhn, &dng ph6' thinh ph6: fin' th1n' xd' huyen' tinh)

10) NghA nehigp khi ttuo. c tuy6n dlng: ". " . -"- '

1l) Ngny tuy6n dpng: ...-...../-......../.. ." ', Co quan, tlon v! tuy6n dgng: " " '

12.1- Chtc danh (chtc vp) c6ng uic hiQntai: ... '- - ":: :: ; "': .': " " " '

(vi chinh quYin holc Ddng, dodn tha)

12.2- Chtc danh (chtc vg) ki€m nhiQm: " " '

(Vi chinh qttyin hoQc Dang, doin thi)

l3) C6ng viQc chinh tluo. c giao:

14) Chtc danh nghA nghiQp vi6n chtc: . "'

Bic luong:............, hQ .i5 - - Ngiy huong r""" i" " ' 
Phq c6p ch(rc vg

1 5 . 1 -Trinh tlQ gi6o duc ph6 th6n E @a it ryhilp lop niivt thuA" hC *o?): '

(ISKE' TS, Th:, ci nhdn, lfi s*' cao ding' trung cdp' so cip: chuyAn ngdnh)

(Ct nhin, cao cip, t *g 
"ap, "o "lb1 

(in"yan uian 
"oo 

ciip' chxydn ian ch{nh' chuyan liev cdn sv')

l5.5- Trinh dQ nghiQp vq theo chuy€n nginh:

(ran neoqi nsi +rrinn aO' rs, ri' ii, ii" i iii ia" O (i'i'n aO' rs' rhs' DH' K! nnng 0 t din Ki ndng 15)

16) Ngiy vno Eang cQng san ViQt N aun.... ......t... " t Ngiy chinh thtic: '.

(Ngdy tham gia td chir: Dodn' H|i' "'. va lAn 
"iec 

gi trcng d cWc d6)

18)Ngiynhflp ngfl:.......t..,......t.............,Ngiyxu6tngii: "" /" " / " , Qu6n hdm cao nhAt: " " "'

' 
(Anh-hiti| lao-d,ag, anh hitng ttrc lwngy rrang; nhA gi6o, hoy thriic, ngh? si nhAn dAn, uu n1,....)

21) Tinh trpng sric kh6e: ............................................ , ChiAu cao:...... ' Cdn n{ng: " " kg, Nh6m m6u: '

22) Li thuong binh h4ng: ............r............ , Li con gia tlinh chinh sdch:" " :: : :; : ; ;- ; :: "- -'
(Con thtong binh, con liCl si, ngudi nhietu chd dAc da can Dioain)

23) Sii chung minh nhin dAn: ... ..Ngdy cAp: .""'.'t "" ''t"""" 24) 56 BHXH" " " " '



fl. oIIA rRiNE DAo rao, BOr DLONG vt cuurn0x u6r' xcmEp vU'
ur \< v ' ^ - -- lv lu+l'criixn rru, xcoAr xcrr, rnv gqc

Ghi ch :

- 
t. Hinh thtlc deo tao, b6i dueng, bao gOm' chinh qui' tai chfc' chuyen tu' tu x4 lien tnll*' ; ' '
2. VAn b6ng, chung 

"r'i, 
ur" gb?, iicilithou r,q", tiSn ,i, ,t ac si, cri nhan' ky su, cao ddng, trung cdp, so c{p, .

Vin bing,
chrimg chI

Tii thdng, nim
D6n thAng, nIm

Chuy€n.nglnh
il}o tao, b6i dudng

Hlnh th ["c

dlo qo, bi,i
dudng

T€n trutmg holc co si
dto t?o, ba,i duimg
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M. DAC DIEM LICH SIIBAN THAN

Dic di6m lich siiTir ngdy theng nEm

d6n ngty th6ng nim

@r,. 
u6,, uurthdi gian tru6.c khi dugc tuy6n d\mg,.ghi: Qu6 trinh da hpc va t6t nghiQP nhirng-trudng ndo' d ddu

ho{c ldm nhil'ng cons viec st (kc t;l;16'; tuo d6n'gittong 
"o T* d* vi' t6 chric-nao' 9 9i"? 

ku khai nhing

thenhrich noi bat Eong hsc tflp' r"" aOIlEl itIt"g t'qPf,i uiUtt'bi tu (thdi gian nao' dtl6u' ai bi€t?

2. D6i vdi thdi gian dugc tuyi? ao'g, grti' ir]di lian vdo Doan thanh ni€n cS HCM; tham gia hoat d6ng

trons t6 chtc chinh tri - xa tr0i, to cii'cl'ntfr fi; I -a nOi - tur'i nghiQp' 16 chfc xz hOi' t6 chric x6 hQi - nghi nghicp

lfi::ffiilffi;i;";;l;;d;,;i.ia "i,r",,c" 
i,oi, riu,o o aiu, d5 gi* chrlc vl ho{c chtc danh si trong circ

t6 chrtc niY.



ThV

IV. KI{EN TIITIONG

Ngny, thdng,
nim

NOi dung ve hinh thric khen thuang c6p quy6t olntr

V. KYLUAT

Ngny, thrng,
nEm

Ly do ve hinh thfc ki luat cdp quy6t olntr



bi

i€n

rot nma vltirb at] Fcc6hc su t,d cm (lien II alSccu u ngh 9p,ghinhSnam qH qten, uc(t oh hcuccro h ac
1t mAd (ehh6nkn ngu c)yanuan q):n nguch6 qottcii, cn' rud0 otnn uocc ),horotac 0 Ilgo]rangcoondau ngcoch llrAa qtenn6uh .l!ad tl Co'

M6i
quan hQ

VI. QUAN HE GIA DiNH

1) VA ban than: Cha, Me, Vq OoAc th6ng)' ciic con vA anh chi em ruQt

2) vA b€n Vq ho{c Chdng: Cha Me vi anh cbi em ruOJ

ng);
nghi
quyln

ronmattabco vlecsuh bibi(tli6m licdAceuh u6n, nghiQPsrnmnd qtGn qHq hc ucohricchro achillm Gda grkh6 nghiQnnua UYn n,h6 qCUr guyc d0 tritcundludcnIr aoh c ),(, rontec o{conalo nuan v!h c0ca qc t€neu dian 6,danh

M6i
quan hQ



vII. TIINHAN xfr, onml clA
6ve phAm ctr6t ctrinh fi, dao dric, l6i s6ng, i thuc ky luat, nang luc va sd truong c6ng tric,....)

Ngutri khai
T6i xin cam doan v6 nhtng 10i khai

nong quy€n li lich nny li drmg qr thflt vi
chiu tr6ch nhiQm tru6c phAp lu{t vA nhtng
loi khai d6.

Ngdy thdng ndm 20-..
(Ky ten, ghi rd hQ ten)

Xdc nhfln cria dtrn vi
Ban lf lich nny do vi6n chric:

(Ho ten)

tu khai tai

Don vi x6c nh6n ld dung sW th6t.

NSay thdng. . ...... ndm 20. . . .. .

Tht tru6rg tlon vi s& dgng vi6n chric
(K), ten, d6ng dau)

Ghi chn: Quyrin li lich ndy sau khi v0n chtk kE khai phdi drq thdm to,c zdc minh vi xde nhQn cia don vi si dqng viin chic;
ding thoi phdi d6ng Aiu Eidp lai o tiit cd cdc trqng.
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HU6NG DAN KHAI LV LICH lrtN cmlc

inh mdu (4x6cm): d6n anh dugc ch,p trong thdi gian mQt n6m tinh dt5n ngdy

kC khai Lf lich vi6n chric'

r. PHAN SO LUqC L'f LICH

l- Ho vd tAn khai sinh: virit cht in hoa dirng vcri hq vh t6n trong gi6y khai sinh.

2- TAn gqi khdc: ldt}ngqi kh6c hoac bi danh ktr6c da dung trong ho4t dQng c6ch

.arri, t org linh vr;J5o chi, v6n hqc nghQ thuft" (ntiu c6)'

3_ Sinh ngay: ghiday dt ngdy, thring, n6m sinh dring nhu trong gi6y lhai sinh.

Gioi tinh: gtri giqi tinh cria vi6n chtc ld Nam hoac Nt
4- Noi sinh: ghi t€n xd (ho[c phugnB, thitr6n), huyen (ho4c quan, thdnh ph6

thuoc tinh), tinh (hoac thinh ph6 tr.uc thuoc trung uong) noi vi6n chric dugc

sinh ra (ghi AUng nhu trong giAy khai sinh). N6u c6 thay d6i dla danh don vi

hdnh chinh thi ghi <t6n cfi), nay ld <t6n mdi>'

5- QuA qudn: $i noi sinh trudng cria cha d6 ho{c 6ng nQi cria vi6n chric.

frut ! hqp d?c biQt c6, th6 ghi theo qu6 qu6n cria mp d6 ho{c ngudi nu6i

duonfminh tt nh6 (n6u kh6ng bitit ro cha,.me de)' Ghi 16 t6n xd (ho[c

phuOie, thi trAn), huyQn (qufn ho{c thanh ph6 thuQc tinh), tinh (ho{c thdnh

ph6 tr.uc thuQc trung uong).

6- Ddn t,c: gti 16 t6n d6n tQc cria vi6n chirc theo quy dlnh cta Nhh mr6c nhu:

Kinh, tdy]Nmg, Th6i, Mudng, M6ng, E d6, Kh'me, '..

7- T6n gido: vi6n chirc dang theo t6n gi6o $9 thi ghi t6n t6n girio d6 nhu: c6ng

giao,"pftat gi6o, H6i gi6o-, Cao ddi, Hda h6o,"' N6u kh6ng theo t6n gi6o nrio'

thi tf,Org duqc b6 tr6ng md khi ld "Khdng"'

g- Noi ddng bi h6 khiiu thudng tni: ght day dri s6 nha, dudng ph6, thdnh ph6

ho[c x6ri, tl6n, xe, huyQn, tiih noi mintr dene ky h0 khAu thu]ng tru'

9- Noi d hiQn nay: ehi dAy dt s6 nhd, dudng phi5, thdnh ph6 ho6c x6m, th6n, x5'

huyQn, tinh noi minh dang d hiQn tai.

t0- Nshi nshi€p khi dwqc tuy€n dung: g1ir6 d6 ldm nghA gi a6 titim s6ng trudc

Uii a"r"" tuy6n Oung. N6u chua c6 ngh€, s6ng phu thu6c vdo gia dinh, thi ghi

cg *re ta "kh6ng nghA nghiQP"'

1l- Ngay tuy€n d4ng: ghi 16 ngdy, th6ng, ndm khi vi6n chric c6 quyi5t ainn t ]y6n

dr.rng vn t6n co quan ban hdnh quy6t dinh tuy6n dung'

12.1- Chri:c danh (chtlc vu) hi€n tai: ghi 16 chric danh 15nh d4o, quifr lf ho[c

chric danh cong viQc'chi; nien iai ilang dugc ph6n c6ng d6m nhiQm v0

chinh quY6n (hoqc Eing, doan th6)'
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12.2- Chtc danh (chtlc vfl kiam nhi,m: ghirS chric danh lenh d4o, quan lf v6

chinh quy€n (ho[c Dang, doan th6) hi€n tai dang ki6m nhiQm'

13- c6ngvtQc chinh duoc giao: ghi cp th6 t6n c6ng viQc chinh duo.c 16nh d4o

ph6n c6ng dAm nhiQm.

14- Chti:c danh nghi nghiQp yi€n chtlc: ghi 16 t6n chirc danh nghA nghiQp vi6n

chtc tlugc b0 nhiem.

M6 si5: ghi 16 md s6 chric danh nghC nghiQp vi6n chric dugc UO nhiem

Ghi 16 bic lucrng, hQ sti luong vi ngiy/thang/nlm dugc hudng luong'

Ghi 16 hQ s6 php c6p chric danh (chric vu) ho4c phu c6p kh6c (niiu c6)'

l5.l- Trinh de gido dac ph6 th6ng: $i tli tt5t nghi€p lop m6y, thlg: hf. dio t4o

phO thOng nao. Vi dU, lop 10/10 (dOi voi nhimg nguoi t6t nghiQp lop l0 hQ

iO ra-);L"p 12112 (ddirri nf,irng nguoi t6t nghiQp lop 12hi' l2 ndm)'

l5.Z- Trinh dp chuy1n m6n cao nhiit: $i trinh dO chuy6n m6n cao nh6t dugc

dio tao, UOi auOng t4i thoi <liem k6 khai nhul Tiiin si khoa hqc, Ti6n sI, Th4c

si, cri nhAn, k! su, cao deng, trung c6p, .so 
c6p... thuQc chuyEn ngdtrh.dho t4o

ndo. Vi du: d6i v6i nhftng nguoi c6 nhi€u v6n bdng ddo t4o nhu: c6 bnng k!
su, c6 bang cri nh6n, cO Ua"E thpc 9i, c6 beng tii5n si thi chi k6 khai trinh d0

chuyOn m6--n cao nhAt hiQn tai ld: Ti6n si + chuy6n ngiinh ddo t4o'

15.3- Trinh dA U ludn chinh tri: ehi trinh dQ lf luQn ghirh t ] cao nh6t d6 dugc

dio t4o, tOi auOng nhu: Cri nh6n, cao cdp, trung cdp, so c6p'

15.4- Trinh d6 qudn ly nhd rur6c: ghi chrmg chi tldo t4o; chimg chi b6i duong

theo ng4ch cdng chric nhu: chuy6n vi6n cao c6p, chuy6n vi6n chinh, chuy6n

vi€n; can sr,r. Chimg chi b6i dudng theo chric danh c6ng chr,rc l6nh d4o nhu:

C6p'Phdng vn tuig duong, "5f SO vd tucrng duong, cAp Vu vh tuong

duong, Thir tru&ng vd ruong duong; Chri tich, Ph6 chri tich HDND, Cht
tich, Ph6 cht tfch UBND c6p huyQn vd cap.tinh; chimg chi dio t4o, b6i

dueng crin bQ, c6ng chric c6p x5; ctnmg ctritOi du6'ng d4i bi6u IDND c6p

xd, c6p huyQn vd cAp tinh.

15.5- Trinh dQ nghigp v4 theo chuyAn ngdnh: ghi chung chi <Iio t4o, chimg chi

UOi auOng chuyCn ngd,nh theo vi tri viQc lirn cria chric danh ngh6 nghiQp vi6n

chric.

15.6- Trinh dQ ngoqi ngfr:

- OOi vAi vi6n chtc c6 chimg chi ngo4i ngfi, thi ghi t6n ngo4i ngt + trinh d0

dho t4o theo khung n6ng luc 6 bQc dtng cho ViQt Nam ban hanh kdm theo

Th6ng tu sA O|DOA1TT-BGDDT tgtty 24101/2014 cria BQ truong B0 Gi6o
dpc vir Diro t4o.

- Truong hqp vi6n chric dd c6 bing ngo4i ngt tu trinh d0 cri nhdn trd l6n thi
ghi t6n v6n b6ng + t€n ngopi ngfr. Vi dp nhu: Cri nhin Ph6p v5n, Th4c si
Anh v6n, ...
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15.7- Trinh dA tin hqc: ghi tdnh dQ tin hgc.cao nh6t pht hqp vdi vdn.bing,

chimg chl cria vi€n chric dugc co quan, t6 chric, don vi c6 thdm quy6n cdp

theo ihuAn k! ndng sri d*ng c6ng nghQ th6ng tin v6i 15 ky n6ng ban hrinh

kdm theo Thbng tu s6 o:lzotqrcr-BTTTT ngdy lll3l20l4 cta B6 tru&ng

BQ Th6ng tin vd Truydn th6ng ho[c K! su, Cu nhAn, Th4c si, Ti6n si'

16- Ngdy vdo Ddng cqng sdn YiQt Nam: ghi 16 ngiry, th6ng, ndm duo. c ktit nap

uio b*g cQng san ViCt Nam; ngdy, thAng, n[m dugc"c6ng nhan Dang vi6n

"ht,h 
t#" (neir c6). N6u k6t nap.Oang lAnthri 2 md tu6i Eing duoc tinh 1i6n

qc thi ngdy vio EAng tinh tu'lin tf," ,t6t. Trudng hqrp tu6i Eing kh6ng

duqc tinh 1i6n Qc thi ghi ngiy vdo Dang lan thf 2'

17- Ngdy tham gia tii chtic chinh tri - xd hpi: ghi ngiy, th6ng, n6m tham gia td

ctric ctrinfr tii, chinh tri - x6 h6i nhu: Dodn, HQi, ... d6ng thoi ghi 16 lim viQc

gi trong t6 chtc d6.

18- Ngdy nhQp ngil: ghi ngdy, th6ng, n6m di b0 dQi, 
"9rrC.?1 

vd ngdy 11t ngfi'

C[iio qua" Le--ho{" chric vu cao nh6t trong qudn dQi, c6ng an (n6u c6)'

N6u c6 ihOi gian t6i ngt, thi ghi thOm ngdy t6i ngfi b6n c4nh ngdy nhQp ng['

l9.l- Danh hi€u du.oc phong tSng cao nhdt: ghi dulh hiQu anh htng lao <IQng,

anh htng luc luqng vt tiang, nla girlo, thAy thuijc, nghQ si nhAn d6n, uu tu,

... (nr5u c6) vi nim dugc phong t{ng.

19.2- Hqc hdm dtrqc phong: ghi 16 hqc hdm dugc phong ld gi6o su ho4c ph6

gi6o su vd ghi 16 n6m dugc Phong.

20- Sd trudng c6ng ttic: ldm viQc gi thi.thich hqp nh[t, c6 hiQu qui nhft (c6ng

t6c Dang; doan th6; quAn li l.inh t6, henh chinh, doanh nghiQp; s0 truolg

"grrlc" "I* 
ud,..., gi*g aay v€,..'; nghQ nhAn gi, vi6t ven, hga si, ca si, diSn

vi6n, vfn dQng vi6n,...).

21- Tinh trqng stlc kh6e: ghiro tinh tr4ng sirc kh6e ban thqn hiQn t4i (ttit, trung

binh, k6m); c6 b€nh gi m6n tinh, ghi 16 chi€u cao co th6, ghi 16 cAn n{ng co

th6 vd nh6m m6u gi.

22- Ld thuong binh hqng: ghi 16 ld thuong binh hang m6y tr6n m6y (n6u c6)'

Trudng hqp lir con gia dinh thuQc di6n chinh s6ch, thi ghi r5 ld con thuong

binh, con lfut si con ngudi nhiSm ch6t eQc da cam Dioxin,...

23- Sii chimg minh nhdn ddn: $ir6 s6 chimg minh nhAn ddn vd ngdy c6p.

24- Sd bdo hi€m xd hAi 66 BIIXI): ghi s6 sO b6o hi0m x5 hQi d6 vii dang tham

gia d6ng b6o hi€m cho d6n th<ri di6m khai h6 so lf lfch.

II. PHAN LICH SIIBAN THAN

l. Que rinh dugc tuy6n dgng, ld qu6 trinh liOn tuc ttmg thdi kj', tru6c khi dugc
:.).,-

tuyen dung can gru ro:

- Thdi gian: Tt th6ng, ndm d6n th6ng, nim



- Ghi 16 dd hqc nhtng trudng ndo, d tl6u ho{c ldm nhtrng c6ng viQc gi ft6 ci
frq,p a6"g lao ttqng)-trorrg Jo q,*, t6 chric, don vi ndo' 0 ddu? (k€ khai

nhtng tfra* tich gi n5i bft trong hqc tip, lao d6.ng)'

2. Khi dugc tuy6n dgng can ghi.O:

- Thoi gian tuy6n dgng: ngdry, th6ng, ndm dugc tuy6n dung

- Dugc tuy6n dgng vio co quan, t5 chric, tlon vi n19Z (co quan'.t5. chric' don

"i"O'tfta- 
q,rydrlrrut ly vien chric; co qual to chric' don vi c6 thAm quy6n

,,i aung vi6n ctlicj. C6ng viQc chffi dugc phtn c6ng dnm nhiQm ("h"9 d1I
hoflc cfr'ric vg c6ng t5c) In gi? dugc x6p vdo ng4ch, bQc luong ndo vd phu cdp

(ntiu c6).

3. Tham gia t6 chric chinh tri - xE hQi, xd hQi nghA ngiriQp,"' cdn ghi 16:

- Qu6 trinh li6n tqc tt thfurg, ndm drSn thring, n6m'

- Ghi 16 d5 tham gia viro Doan thanh ni6n GSHCM hoqc tham gia hopt dQng

".r* 
io "t,i. "t 

iir, 
"i- 

,.a frOi, i6 
"n,i" 

chinh tri - xE h6i - nghe nehiQp' to

chric"xa h6i, t6 chfc xE hQi - nghA nehiQp kh6c (trong vir ngohinu6c),'...(tCX

i6 
"t,i", 

t6n'h0i, trq s& d tlAu, <le git chric vU ho6c chric danh gi trong c6c t6

chric ndy).

4. Qu6 trinh diro t4o, UOi auOng vA chuyCn m6n, nghiQp vg,lf lufln qinh tri' quin

ll, nfra nu6c, ngo4i ng!, tin hqc' Chi sau khi de t6t nghiep c6c chuong trinh'

dao t4o, uoi a"o"g d t orrg vir ngoiri nu6c, vi6n chtc m6i dugc k6 khai vd

eh, dAy dri c6c ti6u chi thdng tin sau diy:

- TOn trudng ho{c co sd ddo tao, UOI auOng'

- Chuy6n nganh dio t4o, b6i dudng.

- Thdi gian ddo tao, b6i duOng: tu thang/nem d6n thang/ndm'

- Hinh thric dio t4o, boi duong: Chinh quy, t4i chric, chuyen tu, li6n th6ng'

ttt xa,...

- Vin bing, chimg chi dugc c6P.

5. Khen thudng le ehi nhan qu6 trinh c6ng t6c vd thdnh tich d6ng g6p cria vi6n

chric cdn ghi 16 c6c ti6u chi th6ng tin sau:

- Thoi gian khen thudng: th6ng, nEm.

- NQi dung vd hinh thric khen thu&ng:.khen thu6ng va ttantr tich gi, hinh

thri; khen thudng nhu: GiSy khen, Bing khen, Vinh dU dugc nhir nu6c

phong t{ng, Huy chucrng, HuAn chuong.

- CAp quy6t dinh khen thu&ng.

6. Kf luft vi6n chric can ghi rO:

- Thdi gian bixri lf lc! lu{t: thring, nim'



14nu t-t/c/BNv ban hdnh kint theo Thbng llt sti ozlzo t g,l-r-BNV nzdv 0 l/6/2019 cia 86 ttronP Bo N6i vu

- Lf do vd hinh thirc lc! lu{t nhu: Khi6n.tr6ch, canh c6o, h4 bQc lucrng' h4

hang chtc danh nghA nghiQp vi6n chric (hP ngech c6ng chrlc), crich chirc'

buQc thOi viQc.

- C6p quyiit dinh lc! luQt.

7. Quan hQ gia dinh cira vi6n chric cin k€ khai c6c th6ng tin sau day:

- M6i quan hQ v6i vi6n chric nhu: Cha, M9, Vq (hoic ch6ng)' c6c con vd

anh, chi, em ru01.

- Kd khai t6m tdt nhimg dac di'5m chinh cria Cha, M9, Vq. (ho{c ch6ng)' c6c

con va anh, chi, em ;bi;;" !3*, uq t6n, n6m sinh' nghA nghiQp' dac dicm

ffi;G';i'ilai,-tiit, tam"viec trong chii dQ ct, ng*v qu3", ng*v quvct'

kh.ng); hiQn dang tdm gi (ghi rd chric vu hof,c chric danh n6u c6' t6n vd dia

chi co quan, Aon vi cOni tu"" O t ong ho4c ngodi nudc), noi tl6ng lcy h0 khAu

thudng tr6.

g. Quan hQ gia <Iinh b6n vg (ho[c ch6ng) cria vi6n chfc can k0 khai c6c th6ng

tin sau dAy:

_ Mi5i quan hQ gia dinh aoi voi vq (ho{c ch6ng) cria vi6n chtc nhu: cha, M9

vd anh, chl, em ruQt.

- K6 khai t6m t6t nhtng dec tli,5m chinh cria ttmg ngudi c6 quan hQ gia dinh

AOi voi b6n Vg hoic bOn Ch6ng.cta vi6n chric: Hq t6n, ndm sinh' ngh6

nehi6p. ddc di6m lich st (c6 bi bit, bi tu, lem viQc trong che tlQ c[, ngr'ry

qian,'neW quy6n khdng); hiQn tlang hm gi (ghi 16 chric 4r ho4c chric danh

n6, .0, tC" ra dia chi co quan, don vi c6ng t6c 6 trong ho{c ngodi nu6c), noi

d6"g ky h0 knAu thudmg tru.

9. TU nh{n x6t, d6nh gi6 cta vi6n chric

_ phan niy danh de vi€n chric tu nhan x6t, danh gi6 va pham ch6t chinh t4,

toi song, >i tt,,i. t"i luQt, n6ng lqc vd s6 trudng c6ng tirc cta ban thin l}rm c<l

sO dC td chric xem x6t, U5 tri va sir dgng dring ngudi, dring viQc'



7/201

Mit sau cta trang bia q
(Dtng dO in huctttg

uySn ly lich vi6n chric
dAn khai ly lich)



l{du HSO2- YC/BNV ban hAnh theo Th6ne tu s6 07/2019ffi-BNY nsav 0 I /6/20 1 9 ctla Bd B6 N6i yu

Co quan quin $ vi6n chtc. .. '...

Don vi su dgng vi6n chfc ... ... ... '.

- -.. ... 56 hi6u vi6n chtic

Anh miu
(4x6cm)

6)D6ntQc:..........

so YEU Lf LICH VrtN CHTIC
I ) H9 vA t6n khai sinh (viiit cht in hoa):.......

2) T6n gqi klt6c:

3) Sinh ngdy:.........1h6ng.............n6m........' . Gi6i tinh (nam, nt)

4) Noi sinh: XdlPhuong........... .HuyQn/Qufln. ........Tinh/Thinh ph6'

5) QuC qurin: XelPhuong.. . . . . ... .HuyQn/Quin. . ... '....Tinh/Thnnh ph6'

...........7)T6ngi6o

8) Noi deng kj h0 khAu thuong tr6:.. .......- 
66 nha, drong ph6, thdnh phii: x6n, thAn, xa, huyln, tinh)

1 1) Ngiy tuy6n dU ng: .....1...../ ......... Co quan, don vi tuyiin dpng:

i2.1- Chric danh (chr?c qr) c6ng t6c hiQn l4i:..'..... '.,

(ve chtnn quye

12.2- Chric danh (chrlc vg) ki0m

13) C6ng viQc chinh tlugc giao:..

15.3-Lj lu{n chinh tri:.....
(Ct nhdn, cao cdp, trung

15.5-Trinh tlQ nghiQp vp theo chuydn ngdnh:..

n hoic Ddng, dodn thi)

nhiQm
@ chinh quyin ho(c Ddng, dodn thi)

14) Chric danh nghA nghiQp vi6n chric Ma s6

Biclucmg:.....HQs6:.........Ngiyhudng:....../...../..'..Phucdpchricdanh:" """' Phu c6p kh6c:...

1 5 . 1 -Trinh tto gi6o duc phi5 th6ng fda tiit nehi€p lop niiv/thu^c h€ nio): -

15.2-Trinh ttQ chuy6n m6n cao nhit:
(TSW, TS, Th.s, ct nhin, lcj *, cao ddng, tmng cilp, so crip, chuy?n ngdnh)

aip, so ciip)
...15.4-Quan lf nhi nu6c:

(ChuyAn i1n cao ciip, chuyan viAn chinh, chuyAn viAn, cAn s$.)

d0: TS, Ths, DH, B,ic l (Trirh dA: TS, Ths, DH, Ki ndng 01 din Ki ndng I 5)

l6)NgnyvdoDingCQngsinViQtNam:........../........./............Ngdrychinhthric:........./....../---..-.----.

15.6-Ngofl ngt:.........
(fen ngoqi ngir + Trinh

19.2- Hgc him <lugc phong (Gido sv, Ph6 giao su)

20) Sd truong c6ngtfic:.... . ..

21) Khen thudng:
(Hinh thlic cao nhiit, nd nd

23) Tinh trang sirc kho6:..................,

nghe si nhAn dAn @ fi,...)

N[m dugc phong

........ 15.7-Tin hqc
den Dqc o.)

l7) Ngiy tham giat6 chuc chinh tri - xe hQi:.
(Ngdy than gia kj chtc: DoAn, HAi, ... vi ldm iQc gi trong t6 ckic dd)

18) Ngdy nh{p ngi''.......1 ......1......... Ngiy xuAt ngfr:......t....../...... Quin him cao nhAt:.... '... '. '...... '...

19.1- Danh hiQu tlugc phong tlng cao nhit:.........
(lrn AAni Uo dirg, o;h hnng lw ttrqng v trang: nhd gido' thiy thu6c,

o?)

........... c

.22) Kj luit : . .. . .. .. .... ... . ....
(vi ding, chinh quyin, dodn thi hinh thtc cao

hiAu cao:........, CAn n4ng:.........kg, Nh

nhdt, ndn ndo?)

om mau:... ... ... .

24) Li thuong binh h4ng:... .../......., Ld con gia dinh chinh s6ch:..............
(Con thuong binh, con liQt si, ngtd nhidm chiit dQc da cam, Dioin)

Ngdy cAp:....../.. ....1....,.26) 56 BHXH

1

^-. ^t . ,l)) Jo chrmg mrnn nhan oan

9) Noi d hiQn nay:.................. ' '' 
(Sti nhir' tudag phii, thinh phii: x6m, th6n, xd' huy(a tinh)

10) Nehd nghiQp khi eluqc tuy6n dgng:....'.......'..'....'



V

4DAor4o, B$rotrcnvcvicnwfttudNxc, vg,r-fr,u4xcui1urnl, NcoArxctI,rINHQC

Ghi chi:'----l\lirh 
thrlo do, t4o: Chinh quy' t4i ch rc, chtty'n fii, tt ta' li1n th^ng, bii dfing'

-'ii"'ia"g, 
"n 

*g 
"hi: 

:rs,KE, Ti, chuyen khoa II, Ths, chuyan khoa I, ilqi hac, cao ddng, trung cdp, so cdp, ch*ng chi,

28) T6M TAT QUA TRiNH CONG TAC

T6n trudng Chuy0n nganh dio t?o, b6i duong
Til thang, nim
tlen thang nim

Hinh thrlc
tlio tao

V6n bing,
chimg chi

Chtc danh, chrlc vg, tlcm vi c6ng li* 6ang, chinh quvin dodn thi' t6 ch'&c xd;0, kd cn thdi

gian tlugc tlao tao, bdi duong v6 chuy6n m6n, nghiQp ru, ...
Tt thang, n6m
tliin thing, ndm

2



19 c B

29) DAC DIEM LICH SI}BAN TEAN

- Khai 16: bi bit, bi tu (tt ngdy thang ndh nito diin ngdy thing ntm nao, a ddu?),416 khai bio cho ai, nhirng van

d6 gi? Brim thAn c6 lim viQc trong ch6 dQ ci (co quan, don vi nbo, dia diin, chtc danh, clnie va, thdi gian ldh vi?c...):

_ Tham gia ho[c c6 quan hQ v6i c6c tii chrtc cllinh tri, kinh t6, xa hoi nio d nu6c ngoiti (am si, ti ch*c

ndo, ddt tru sd d ddu ..?)

- C6 thAn nhan (ctt4 Mq, vg, Ch6ng, con, anh chiem ru00 dnudc ngoei (lAm gt' dia chi )?

b) V€ b6n vq (hoac chdng): Ch4 M9, anh chi em ruQt

Nim
sinh 1...-xan

1en

contlonucch titc,chtic v!vudanh,nChiep,Qu6 qurin,
t6 ucch chinhthanh cacnol ohQc tap,Ho vd t6nM6i

quan hc

M6i
quan hQ

Ho vA t6n
Ndm
sinh

que quir1 nghA nghi6p, chric danh, chric vu, don vi c6ng t6c,

hgc tip, noi d (trong, ngoii nuoc); thinh vi6n cic t6 chric chinh

tri -xehOi ...?)

3

30) QUAN IIE GIA DiNII

a) VA ban than: Cha, Me, Vo (holc chdng), c6c con, anh chi em ruQt

(trong, ngoii nuoc);



31) DfN BrfN QUA rRiNH LIrol{G ctlA vrtN cH(Ic

Thring/ndm

Mi s6

Bic luong

HQ s6 luong

32) NEANXfT, DANH GrriCUADor'{ vI stl DUNG VI0N cEuc

Ngutri khai
Tdi xin cam doan nhang loi
khai tr€n tliy li iltng sg thft

(Ki tAn, ghi rd hq tdn)

.. . ...., Ngq,... ....thdng... ... ...ndm 20... ...

Tht tnrrng iltrn vi sri dglg vi6n chfc
(Ki Gn, ddng ddu)

4

MAu HSL2-\C/BNV batl hanh kin theo Th6t1s tlt s6 07/20lgm-BNy noiy 0l/6/2019 cua Bi ttu:olts Bb Nii vl1

I

i
j

I I



01

Co quan quin lf vi6n chfc:

Dcrn v! sri dpng vi€n chirc:..

36 hiCu vien chuc:

PHIEU BO SUNG LV LICH VI6,N CHTIC
(fir thang/ nam ddn thdng/ ndm

l) Hq vi t6n khai sinh (viat chil in hoa):

2) Ngdy thAng nnm sinh:..... ....... .. " . '

3) Noi d hiQn tai:

4. 1- Chuc danh (chric vp) c6ng tec hien tai:""':" " :' "'." :": "^" "
(Vi chinh quYin hoQc Ddng' doAn thA)

0 9

)

Gioi tinh (Nam/n[)..

4.2- Chrlc danh (chrtc vg) ki6m nhiQm
(Yi chirh quYin hoQc Ddng, dodn th4)

5) Chric danh nghd nghiQP vi€n chtc

6) B6c luong:..' ....... HQ s6:''. " "' Ngiy huong:

7)NgdyvioEangcQng sin Vi6tNam: " . "'."t'

I. TEAYD6IVi
fthi ka khai nhtng thaY diii hodc

m. KHEN TIIIJdNG khi khai nhit\| phdt sinh noi)'

i

... Phu cAp chric danh:.......... Phu cAp kh6c:"""

.........., Ngdy chinh thuc: .. ......... ..r" / '" " "

cHilc DANE, cntlc vg, uon v1 CONG TAc 
- -

bd sung vi chtc danh, ch*c v4' ddn vi c6ng bc so roi lhot dtem ruqc)

rr. DAorao,Botouoxc xAxG cAo TRiNEDQ CHUYENMON
^" "1;i 

"iiiru,g 
*' khi aa kit thic kh6a ddo tqo' bAi dtrans)

Ghi chi:
- Ilinh thlic dAo tuo: Chinh quy' 

'qi 
chlic, chuyAn ht' ti xa' lien th.6ng'-bii dr" g

- vdn biing, cking chi, rsKH, ;;,';;"yalr- khZo tt, in", 
"nuya, 

moi I, dqi hec, cao ding' n'ung cdp so cdp ch*ng chi'

mlen nhi9m
hiqu

nudccuachucr6dodnh the,hinctron uyen,og darg,di€ubiu d0ng,cu,b6uc nhiQm,ch vu dugcucCh darh, danh tang.phongdugcdon t6c,vi c6ngn dun vr9c,ve c0ngd6ial athavdih vnudcden oan ngo ),hoAcngodi
Tir thang, nam

dtin th6ng nnm

chtn chi
Vdn blng,Hinh th0c

tlAo
Tir th6ng, nam

dlinChuy6n nginh dao tao, bdi duong

fV. Ki LUAT fthi khai nhing phdt sinh mbi) .

namT6n trudng



V. EINI,6CNGOAI

(Tt 6 tttirlg td lan, tuh & ngdy ""/"""/"""" ddn ngdy """/""/""" ' di nsic nto? Da h'nv?c oco quan td ch'ir ndo? Nc'i &lry cAng'iac)

vI. TiNH TR4,NG SIIC KI6E (thoi diim hi€n tqi) '

1r1L Vt IO1E Tf B,{N TSAN fuhd d, ddt d Av lam, mua' dtqc cdp, thta ki) vd tAi sdn cd gid *i tdn khtic theo quv dinh cia phdp lu1t -

chi khai nhfrng phdt sinh so toi thdi didm trvoc d6):

vm. vt GIA DiNE fta khai tuimg phti' sir& m6i |i s6 luqng vi hodn cdnh kinh ti, chinh tri cia cdc thdnh vien tong gia dinh 06 me' !c'

ching, cic con, onh chi en nt)t ," )

D(. NflONG VAN DT IGAC CAN 86 SUNG

, nCay . . . thdng . ........ ndm 20... '

Ngutri
...... thdng.

khai b6
ngoy Thri tru&ng dtrn vi sri dgng vi6n chftc

6! ftn, d6ng dAu)

2

(Ki ftn, ghi rd ha tdn)



B

PHrEu crAo NHAN HO so vrf,N cHtlc

2. H9 vd ftn, chric vlt ngudi qttydt dinh giao: .

3. Ho vd tAn, chtic v4 cia,ngudi giao: .... " "" " '

4. Cdc th6ng tin co bdn vA hd so:

I. BON GIAO HO SOYII,N CHIIC

1. TAn co quan, don vi giaoh6s

Q TAn hd so giao:......................--.-

Ngutri nhin hd so

Mi st5 hd so vi€n chuc

..Ua s5 h6 so vi€n chric

s o l*i nhdn..... .............

il EA mdt cda h6 so: . .. ... .

|-ia ti ,ni t;it vi dyc diim vd tinh trang cia hi so khi giao '

5. Ngay giao hi so .......... ..1 ....

6. Phaong thtic giao hi so:

rr. BtN NrraN Ho so VIEN cHuc
1. TAn co quan, don vi nhdn hi so: ... .-.-.-.......... . .."'

2. Hp vd ftn, chtic vu cita ngtdi nhqn:... ..'..'.."

3. Ghi chti vi tinh trang hi so khi nhdn: '

a) Nsdy nhin hi so: .. .............1...... ........J

U Ten hi so nhQn: ... .... ..

6 ua n 
"lrt 

nit'ui dqc dii- vd tinh tqng cia hi

BtNNHANHOso BtNGrAoHOso
Thi tru&ng 

"o 
qu"o, tlcrn vi nhfn hd so Tht tru&ng c.y qlan, tlcrn t.giao hd so

1tti,, ghi ia ne ft,a ddng diiu) (lc!', ghi rd hp t€n, ddng ddu)

Ngutri giao hti so
(kj,, ghi rO he t€n) (lcj,, ghi rd ho ftn)



PHrEu crruv6N nO so vrf,N cntlc

Hp vd tAn khai sinh tuan h6 so: ....

TAnggikhdc:.
Chtc danh, ilonv! c6ng tdc cit:......

MA s6 hii so vi€n chtlc

Ndm sinh:..

Thri tru&ng co quan, dcrn vi q'ia tf h6 so
(kf, ehi rd hq t6n, tl6ng d6u)

Donvi c6ng tdc mdi,..

Hi so drqc chtty\n di bao gim cdc thdnh phdn sau:

(Ndu sii luqng tdi liQu nttiiu non s6 aang tAn ddy, thi lQp bdng M kim theo mdu
"dy)

Ngutri nhfn
(lcj,, ghi rO hp ftn)

Ngutri giao
(lcjr, ghi rd hq tAn)

Ghi chtis6 td/ s6 banT6n/nQi dung tAi IiQuSTT

Mdu HS||-\OBNV bai hinh ktm thzo Th6ne hr sd 072019m-BNV nsdv 0/6/2019 cia Bo trdne BA N6i w



PHIEU NGHI0N ctlu Ho so vrtN cmlc
Ptriii, s6

...... , ngdY .. thdng.....'.. ndm 20

l. Ho vd ftn, chrlc ttu ngttdi nghiAn c*u hi so:

2. Co quan, don v! c6ng tric:

3. Thdi gian nghi€n cttu hi so tt '." . "1 '

4. Hd so vd muc dich nghi1n ctru hO so:

Q Dd ngh! nghiAn ctiru hi so cia" - '

b) Mtc d{ch c*a vi€c nghiAn cnu h6 so '

Ghi chti
TT tariT n i dun

6. Ifinh thtc nghian criru hit so (tqi ch6. hodc muqn): '

7. Cdc yau rii *na, Qin sao chqtp, s6 luqng bdn sao,"")

NGrJorDtNGr4
k!,, ghi rO ha Gn)

CO QUAN, DON VI AUAN LV HO SO

Y kitin cria Thri tru&ng co quan, don vi quan l;i hd so

Nguoi trr;c ti6p giao hd so iI6 nghiGn cri'u

d5n ........../.. . . .... .. .l ..........................

5. Danh muc tdi li€u cin nghiAn cria trong thdnh Phin hi so cdn b6, c6ng chtic

(hj,, ghi rd he tan)



pHrEU rHEo n6r str DUNG: xrr,ll rnAg.1ro l^o ytN cnrrc
lDimg cho c6ng chric, vi7n chtic trfc tiCp quAn ry hA so vicn ch*c)

Mfu HSOT-VC/BN| boi hn Th kin theo Thbne tu s6 07D0I9n'l-BNy nsdv 0Y&2019 cua 86 tnikq 86 Ndi vu

Gi6i tinh...

Ho vd tAn tr€n hi so

Ch*c danh (chtic vu) hi€n tqi

Don v! cdng tdc

STT 36 phi6u nghi€n
criu hd so

HQ t6n, chrlc vu, clon vi
cta ngudi nghi€n ciru hd so

Thdi gian nghi6n
cr?u hd ss

Cht'k! cta nguli
nghi€n ctru h6 so
(khi dd td h6 so)

Cht kj cta nguli
qunn lf hd.so

(khi dd trd hA so)

Md sii h6 so vi€n chric.

Ngay, thdng, ndm sinh



B

cO. NG HoA xA HO. I clru Ncuia vmJ Navt
EQc lflP - I\r do - II4nh Ph[c

SO DANGKY
HO SOVIf;,N CHIIC

Co quan, don vi

NAwI 20...



l/

56 TT sti nd so Hg vir t6n Cic tGn ggi kh6c
Ngiry thing
nim sinh QuO qu6n

Chr?c danh
(chrlc vg)

Co quan
cdng t6c

Ghi chti

I

I



116u HS08a- VC/BNI/ ban hdnh kint lheo Th t* s6 07/20t9m- BNV nedv 01/6/2019cia86t rions 86 ivu

HTIC,I{G DAN CACH GHI SO DANG K.'f HO SO VITN CHIJC

1. 56 thirrqr: ghi s6 d6m tdng dan r?ng v6i m6i mot hd so cria vi€n chric duqc vdo

S6 dang lo-i hO so vi€n chric.

2. Si hlsa; ghi sd cria hd so duoc co quan quanlY hti so d6nh s6 theo cdch sip x€p

hd so viCrichrrc quy dinh t4i khodn 2 Di6u l5 Th6ng tu ndy'

3. Hg vd ftn khai sinh;vi6t cht in hoa thing voi hg vd ten trong h6 so cri nhdn cria

vi6n chtc.

4. Cric ftn ggi khric: Ghi t6n gqi kh6c hoAc bi danhlch6c <ti dtrng trong ho4t dQng

c6ch m4ng, trong linh vg; b6" chi, v6n 
'hqc 

nghQ thuflt' ' ' ' (ni5u c6) c0a vi6n chuc

Orttg nft""ulc".tri" da khai trong h6 so c6 nhan'

5. Ngdy, thdng, ndm sinh: $ti {ring vi dAy dt thdng tin nhu ngdy' th6ng' ndm sinh

.a riCn chric dd khai trong h6 so c6 nhdn'

6. QuA qudn: ghi dring vd ttAy dri thdng tin nhu qu6 qurln md vi6n chuc dd khai

trong h6 so c6 nhdn.

7. Chitc danh (chltc vlt):.ghi chric danh (chric vp) cao nh6t cria vi6n chric tai thdri

di6m vdo SO dang kli h6 so vi6n ch[tc'

8. Don vi cdng ttic:.gltiten don vi md vi€n chric hiQn tlang cdng t6c tai thli di6m

viro 56 ddng kY h6 so viOn chtc'

9. Ghi chrt: ghi nhirng thdng tin b6 sung 'd 
d6c. di6* cria hd so dC girip cho vi6c

qud,n tf vd*theo dOi hd so cria vi6n chric duqc thuan tien'/'

Ghi chri: Hnfns ddn tan ddy itrqc in 0 mfit sau cfia trang bio quy6n s6 Edng

kj' h{so viln chftc theo llldu HS|9a-VC'tsNV



B

co. NG HoA xA Ho. r ct{0 Ncrfra. vm. r Naut
Dl-ocl$P - Tfrdo - H4nh Phtic

SO GIAO NHAN
HO SOVTN,N CHUC

Ccr quan, tlcrn vi,.........

NAM 20...



l/V

si6

TT
Ngnv

bin giao
Hg vir t6n

ngutri birn giao
Eonvl

c6ng t6c 1

NQi dung
birn giao

II9 tOn

ngutri nhfln
Don v!

cdng tric 2
chfr ky

nguoi nhSn
chfl'ky

ngutri giao
Ghi chti

l

I

i I



V 0tk;

1. Sd thft t$:ghi sd d6m tdng ddn img vdi m6i m6t h6 so cria vi6n chfc khi duqc ti6p
^ 

;a";"4" Jhuyen giao cho co quan, t6 chuc, don vi kh6c quan lf '

2. Ngdy bdn giao:ghi ngiry, thring, nam ti6n hdnh viQc ban giao ho{c ti6p nhfn h6 so

theo quy dinh tai Di6u l3 Thdng tu ndy'

3. H9 vd ftn ngudi bdn giao: ghi hq vi-tOn cria ngudi duqc co quan c6 thAm quy'6n
" 

;;;;6rg h-oac uy qri6n ttit hi6n viQc chuv'5n giao hd so vien chirc thuQc thdm

'q"V6" q"i" fV 
"t" "o 

qr*, don vi'minh cho co quan' t6 chric' don vi kh6c quan lf'

4. Don v! cLng tuic-I: ghi t6n co quan, don vi thgc hiQn viQc chuy6n giao hd so cria

HU6NG DAN CACH GHI SO GIAO NHAN HO SO \ATN CHTIC

viOn chtc.

vi6n chtc.

5. NQi dung bdn giao: ghi rd chuy6n eiry 16 
so ciu ai theo thing thi tgc chuyCn giao

- 
hd so vidn chti quy Ain tal oicu 13 Th6ng tu niy'

6.Hovdftnnsw|linhQn'-ghihovirt€ncriacdngchric'viOnchricdugccoquanc6" ilil;.,i;';ffi ".;*-ffi ,j quycn thuc hi.n-vi.c ti6p nhdn hd so vi€n.chric cta

., orili,o "iri", 
a*",i r.rtat 

"r''vtn 
giao cho co quan' don vi minh quan lf '

7. Don v! cLng ttic2: ghi t6n co quan, t6 chric, don vi thgc hiQn viQc tiiip nhfln hd so

8. Chfr k! ngtV nhQn: c6ng chuc, vi0n chrtc tr'uc tii5p ldm nhiQm vU ti6p nhfln h6 so

vi6n chric ki t€n.

g. ch:fr k! ngrdi bin giao'. c6ng chric, vi€n chric truc ti6p chuy6n giao hti so vien

chric h.i t6n.

10. Ghi chi:ghi nhtng thOng tin bd sung 
'C 

e4c ei6m cria hti so khi ban giao (nilu cAn

,frier; aC ti"an tienlho cdng tiic quan lii h6 so vi6n chric sau niy'

Ghi chri: Hntns ddn rrAn dAy ilu.oc in d m(t sau crta fiang bia quydn 56 Giao

nhanTi so viAn chrbc theo Mdu HS|9b-VC/BNV
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CQNG IrOA xA HoI CIr0 NGHIA vryT NAM- 
nQcQP-Tqdo-HenhPhfc

SO THEO DOI
KHAr rHAC, StI OUNC HO So VItN cHtlc

Co quan, ilon vi

NAM 20...
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TT

Nghy triIlinh thtlc
nghi0n cri'u

NQi dung
nghiOn cftu

Eon vi
c6ng t6c

Hq vh t6n
ngutri

nghi6n cftu

Ngnv
nghi6n

crim

I

Ghi chri l



B 0 Bki lus

mI6xc oAx cAcn GrrI so rnPo nor
,dr,ir rrrAcitl utiNc Ho so vItN crnrc

vi€n chirc sau ndLY'

Ghi chri: Huong ddn tin ilfrv dr'qc n d ynlt sltt c!:-traryC O* qyfi-!.'Theo ddi
::'=:'-' 

khaiihr?c, s* aunini s'ovian chtbc theo Mdu HS|9I'VC/BNV

1. Sd thfttp:ghi sti dtim tang ddn rmg vdi m5i luqt nghiEn criu hii so vi0n chric'

2. Ngdy nghiAn chu: ghi ngay, thang, nam tai,thoi ai6m tO chric ho{c c6 nhdn d6n

nghi.n cuu, khai th6c ,u'r-i, lO"g h5 so vi6n chuc md co quan, don vi dugc phdn c6p

qudn lj theo thim quY6n'

3. II9 vd ftn ngtdi nghiAn citu:ghi hq vi t6n cria ngudi t4rc ti6p d6n nghiOn cr?u' khai

th6c vi sir dpng hd to 
"iJn 

tf"i" do co quan' don vl quan I theo quy dfnh tpi Khoan

1 Di6u 14 Thdng tu ndY'

4. Eon v! cbng tdc:.ghitOn co quan, td chric' tlon v! cta ngudi d6n nghiOn cr?u' khai

th6c vd st dPng hd so vi6n chric'

5. NOi dung nghiAn cftu:ghi 16 nghien criu h6 so cta ai' vti vrin de gi theo dring quy

dinh tai Oiem a fhoan ZDi€n 14 Th6ng tu nay'

6. Hinh'rhbc nghiAn citu: ghir6 hinh thric nghili 1ru'khai 
th6c vd sri dqng hd so viOn

" 
;,i;,lr;" q,iv aior, tai Di€m b Khoan 2 Di€u 14 Th6ng tu ndv'

7. Ngdy trt: ghingdy, thrlng, ntrm t4i thdi di6m mi. t6 chric hoic c6 nhAn tr6 hd so d6

muqn d6 nghian cuu, k#i rh6" vi srl dung sau khi d6 thgc hien theo dring quy dlnh

tai Oiem f ktoan 3 Di6u 14 Th6ng hr niy'

8. Ghi chrt: ghi nhiing tinh d6t ph6t sinh trong qu6 trinh nghiEn cftu' sri dgng vd khai
" 

;;; ht;;i6n chir-c (r,eu "#tttie, 
ec ttuan tien cho viQc theo ddi vd qu,n $ hd so



ceNG HdA xAHOI cHUNGHIAvrpr NlvI
DQc l6P - TII do - Hqnh Phric

Ghi chti:Day la m4t tru6c cira bi hd so

HO SOVIEN CHTIC

Co quan, don v!

Hg vir t6n khai sinh

Chirc danh, don vi c6ng tac: " " '

Ndm sinh QuC qu6n

55 hiQu viOn chtc

s6 hd

Van

Bao dam trat nI tdi liQu trong h6 so



V

Nip bi h6 so

Ghi chti'. Day h vi tri m{t ngo2ri phia sau cria

bi hd so vi6n chric c6 i14c di6m sau:

- Nip Ui.6ng 35 mm c6 v0 trdn vidn m6P;

- Ni', aat Ui.Oog 15mm c6 v6 trdn vidn mdp;

- Duong-gdp m6p cira.bi duoc ddt dqc d chinh

giira d6 bdo dram dQ b6n dai cua bi h6 so'

<- Duong gAp m6P

(d gita bi h6 so)

Nip tl6y bl hd so



CQNG HaA XA HQr CHU NGHIA \'tpr NAM
DQc l$P - Tr; do - H4nh Phtic

HO SO VIEN CIITIC

\?A

BiA KEP BANG KE
THANH PHAN rAr Lryu rRoNG HO So

Hg vd t6n khai sinh:

Ma s5 hd so vi0n chric

Bao dam trat tu tei liQu cla stP x6P



B0B

MUC LUC TIIANH PHAN TAI LIEU TRONG HO SO

Ghi chtiTd s6TAc giilTGn lo4i vh trich Y6u nQi dungNgnv
thfng

^{ .so va
ky hiQu

TT

(7)(6)(s)(4)(3)(2)(t )

Bao dam fial tU tai liQu da saP xiSP



Ho so vrtx cntlc

nieKEP
NGHI euYnr, QuYtrT DINH vn NUAN stl

Hq vd t6n can bQ, c6ng chirc

55 hiOu can b0, c6ng chrlc

Ma s6 hd so can bQ, c6ng chric

Bao dam hat tu Ai liQu dE sdP x6P

ceNG uoa. xA HQr cHU ucnia vIPT NAM
DQc lflP - Tq do - II4nh Phric



DANH MUC TAI LIEU

90

Tni liQu Ghi chtiS5 trang/
s5 tenTOn tiri li0u

NgnYS5

s5
TT

Bao dam tlat tu tai lieu de sip xlip



ceNG noaxAHQI cHU xcuia'vrPr Nam
DQc lflP - Tq do - H4nh Phic

HO SO VTflN CHIIC

BiAKEP
NHAN XET, DANH GIA, DON THU

Hg vd t6n vi0n chric: " "----: - "" ."'

Ua s6 h6 so vi6n chric: "" " " "'

Beo dan trat h.r tdi lieu de sdp xCP



DANH MUC TAI LIE.U

9c

Tni liQu Ghi chtiS5 trang/
sii banTOn tii liQu

Ngnvsi6

sii
TT

Bio ddm trdt t,r tai liQu tle siP xiiP


