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1. MUC DICH VA PHAM VI AP DUNG

1. Muc dich

Théng nhét ndi dung, trinh ty va cach thire tién hanh xét danh hiéu thi dua, hinh
thire khen thuong déi vai vién chire, nguoi lao dong thude Truomg Cao ding Lao Cai.

2. Pham vi ap dung

- Ap dung déi voi vién chire. ngudi lao dong (co thoi gian cong tac du tir 06
thang tr¢ 1én) dang cong tac tai cac phong, khoa, trung tdm thugc Truong Cao dang
[.ao Cai.

- Khéng ap dung ddi véi vién chire, nguoi lao dong dang trong thoi gian xem
XCL xtr Iy ky ludt va cac vi pham khac thco quy dinh cua phap luat.

II. PINH NGHIA VA TU VIET TAT

1. Dinh nghia:

Binh x¢t thi dua khen thuong phong trao thi dua thuong xuyén la hoat dong danh
gid dinh ky (hang nim) d¢ ¢ong nhan va ton vinh ¢4 nhan, tap thé vién chirc hoan thanh
xuit sic nhi¢m vu dat cac ticu chuén danh hi¢u thi dua theo quy dinh cua phap ludt va
don vi theo nguyén tic dan chu, cong khai va kip thoi.

- Thi dua: La hoat dong ¢o 10 chire voi sy tham gia ty nguy¢n cua ca nhén. tap
thé nhim phin diu dat duge thanh tich 16t nhit trong xay dung va bao v¢ 16 quoc.

- Khen thuéng: La viée ghi nhan, bicu duong, (6n vinh cOng trang va khuycn
khich bdno loi ich vt chit déi voi ca nhan, tap thé ¢o thanh tich trong xay dung va bao
vé t6 quéc.

- Danh hi¢u thi dua: I.a hinh thirc ghi nhan, bi¢u duong, ton vinh ca nhan, tap
th¢ ¢o thanh tich trong phong trao thi dua.

2. Turviét tat:

1TDK'T "Thi dua, khen thuong

DD, HTKT _ Danh hi¢u thi dua, 1linh thie khen thuong E
BM | | i .B”iéu mau
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[11. LU'U DO (Xem trang 2)
IV. DAC TA (Xem trang 3- 3)
V. CAC BIEU MAU/ HUONG DAN KEM THEO (Xem trang 6)

TT len blcu mau/ huonﬂ din Ma hoa

| Danh sach Bmh M.l I)dnh hi¢u Lao dong tién tién Q 127/CDL. L Vl’;’BM(}l
' Danh sach Binh x¢&t I)anh hi¢u Chién sy thi dua co Q [27/CDI.C-VP/BMO02
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4 | Bién ban hop 116i dong TDK'I Q127/CDLC-VP/BM04 |

Quy trinh 27 -~ Binh xét thi dua khen thiwong phong trao thi dua thudng xuyén



QUY TRINH BINH XET THI PUA, KHEN THUONG PHONG TRAO THI PUA THUONG XUYEN
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IV. PAC TA QUY TRINH BINH XET THI DPUA, KHEN THUONG PHONG TRAO THI PUA THUONG XUYEN
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CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG CAO DANG LAO CAl
Doc ldp - Tu do - Hanh phiic

TRUONG PON VI

(KY va ghi ré ho va (én)

Quy trinh 27 — Binh xét thi dua khen tlwong phong irao thi dua thidng xuyén

TEN DON VI .o
BMO1
DANH SACH
Binh xét danh hiéu “Lao dgng tién tién” nam 20....
Két qua dinh gid, xép
TT Don vi, ¢d nhian Chue vy loai tap thé vién chire Pé nghi xét Danh hiéu thi dua Ghi cha |
nam 20... :
1 |[TAPTHE HT Xuét sic NV TT. Lao dong tién tién W |
I CA NHAN -
0l Nguyén Vin A Truong khoa - | HT Xuit sac NV Lao dong tién tién - |
Lao Cai, ngay thang — nam 20....



TRUONG CAO DANG LAO CAI
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-------------------

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phiic

TRUONG DON VI
(Ky' va ghi rd ho va tén)

BMO02
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TRUONG CAQ DANG LAO CAI CONG HOA XA HOI CHUNGHIA VIET NAM
TEN DON VI ....... Doc lap - Tu do - Hanh phac
Lao Cai, ngay ...... thang ..... nam 20....

BIEN BAN
Hop Binh xét DHTT, HTKT nim .....

I. Thoi gian, dia di¢m

O T T L —

2. Dia diém: .oeeveveerennn,

I1. Thanh phin tham du:

- Thanh phén: ..............

=) B 5 = S oSO

[11. Noi dung

I. Cong tac chuan bi, on dinh 16 chic, trién khai nhiém vu
2. Binh x¢t cac danh hicu thi dua

- Binh x¢t danh hi¢u thi dua ca nhan
- Binh xét danh hiéu thi dua tap thé
3. X¢ét cac hinh thue khen thudng

- X¢t khen thudng ca nhan

- Xét khen thuong tap thé

4. Két luan

Bicn ban dugc thong nhat va thong qua 100% céc thanh vién trong don vi.
Cudc hop két thace vao hoi ...... cung ngay./.

THU KY TRUONG DON VI

Quy trinh 27 Binh xét thi dua khen thuong phong trao thi dua thucng xuyén
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BMo04
TRUONG CAO DANG LAO CAT CONG HOA XA HOI CHUNGHIA VIET NAM
HOI f)_('_)_i}](} THI DUA - _!(_H_l*ll_\l_'[llU'()'NG Doc lap - Tuw do - Hanh phue
Lao Cai, ngay ...... thang ..... nam 20....

BIEN BAN
Hop Hgi dong Thi dua — Khen thwong nam .....

I. Thoi gian, dia diém

l. Thoi gian: ..............

2. Dia diém: cooereveeen

I1. Thanh phin tham du:

- Thanh phan: ..............

S W15 T 5 U

[I1. Noi dung

. Cong tac chuan bi, on dinh 16 chire, trién khai nhiém vu
2. Binh x¢t cac danh hi¢u thi dua

- Binh x¢ét danh hicu thi dua ca nhéan
- Binh xét danh hiéu thi dua tap thé
3. Xét cac hinh thire khen thudng

- Xét khen thuong cé nhan

- Xét khen thuong tap thé

4. Két luan

Bién ban dugc thong nhat va thong qua 100% cac thanh vién trong 1101

dong. Cude hop két thiic vao héi ... cung ngay./.
THU KY TM. HOI PONG

CHU TICH
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1. MUC DICH VA PHAM VI AP DUNG
1. Muc dich

Xdy dung thong nhat cac budce. huong dan ndi dung. trinh tr va trach nhiém thyc
hién quy trinh bé nhiém vién chire lanh dao, quan ly gitr cac chic vu truong phong. pho
trudng phong va twong duong, 16 trudng va tuong duong cta Truong Cao dang Lao Cai.

Xay dung th)ng nhét cic budc, hudng dan noi dung. trinh ty va trach nhi¢m thuc
hi¢n quy trinh bd nhi¢m lai vicn chire lanh dao, quan ly cac cap cua Truong Cao ding 1.ao
Cai.

2. Pham vi ap dung

Ap dung doi vai ca nhan, don vi trong viée thue hién bo nhiém, bo nhiém lai vién
chure lanh dao, quan ly lam vi¢e tai truong Cao ding l.ao Cai (thye nhién bo nhi¢m voi
nguon nhan sy tai ¢ho). Quy trinh nay khong ap dung doi voi can bd dién Thuong truc,
Ban thudng vu tinh uy quan ly).

11. DINH NGHIA VA TU VIET TAT

1. Dinh nghia:

- “B06 nhi¢m™ la vi¢e nguoi dirng dau co quan co tham quy¢n ra quyct cho mot ca
nhan gitt mot chire vu lanh dao, quan 1y di kém véi quyén han va trach nhiém tuong
(ng.

- “BBd nhiém lai” la viée nguoi dimg dau co quan ¢6 tham quyén bo nhi¢m vién
chue lanh dao. quan ly tip tue gilr chire vu dang dam nhi¢m khi hét thoi han bo nhiém.

2. Tir vidt tit

VP: Van phong
B1V. BCIHI Dang uy: Ban Thuong vu, Ban chdp hanh Dang ty
BGI Ban gidm hicu

HIL LUU DO (xem trang 2, 3)
IV. DAC TA (xem trang 4-13)
V. CAC BIEU MAU/HUONG DAN KEM THEQ (xem trang 14-15)

STT Tén biéu mau/ huwong din Ma hoa
1 Bién ban kiém phiéu Q126/CDLC-VP/BMO1
2 | Bién ban hoi nghi Q126/CDLC-VP/BM02

Quy trinh 26 Quy trinh bo nhiém vién chre lanh dao, quan Iy
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QUY TRINH BO NHIEM LAI VIEN CHUC LANH PAO, QUAN LY
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Ouy trinh 26 — Quy trinh bé nhiém vién chite lanh dao, quan Iy
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BMO1

UBND TINITLAO CAI CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG LAO CAl Doc Iip - Tw do - Hanh phiic

Lao Cai, ngay  thang ndm

BIEN BAN KIEM PHIEU ouveveenenennn...

Thue han quy trinh bd nhiém hoic B nhiém lai cac chire danh lanh dao,
quan ly 1p phong va twong dwong true thude Truong Cao ddng Lao Cai

Cin ctr Quy dinh s6 QD/TU ngay ctia Tinh Gy Lao Cai vé phan cip quan
ly 16 chiic, can b va bo nhiém, gidi thiéu can bo tmg cu;

Can ctr Nghi dinh s6 ctia Chinh phu quy dinh vé tuyén dung, st dung va
quan ly vién chuec;

[16m nay, vao hdi  gid  ,ngay  thang ndm @i ......ooeeeieenerennnnnnnnn,
trudng Cao dang Lao Cai da tién hanh 6 chirc ldy ¥ kién vé viée bo nhiém lai cac
chire danh lanh dao, quan ly cac phong, khoa, don vi truc thudc.

I. Chu tri 191 nghi: D/c Hoang Quang Dat - Bi thu Dang uy, Hi¢u trudng

2. Thanh phén tham du: BGII; BCH Dang bg, Bi thu Doan; Chu tich CDCS;
Thu trudng cac don vi true thude.

- Co mat:
- Véng mat:
3. T6 kiém phiéu gom:

4. Ket qua kiém phicu:

Kiém phiéu két thic hoi oty phdt cling ngay. Bién ban kiém phiéu lap
thanh 02 ban (co gia tri nhu nhau), gui cac co quan lién quan theo quy dinh va luu
01 ban ctng v4i phiéu tin nhiém da st dung dugc niém phong tai Van phong, Truong
Cao ding Lao Cai./.

TO VIEN TO TRUONG

Quy trinh 26 - Quy trinh bé nhiém vién chire lanh dao, quan [y



BMO02

_UBND TINITLAO CAI CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG CAO DANG LAO CAI Déc lap - Tu do - Hanh phiic

Lao Cai, ngay  thang — nam

BIEN BAN HOINGHI ...ccvvvneiinnnnnnnnn,

Thue hlcn quy trinh bo nhi¢m hoac B nhi¢m lai cac chire danh lanh dao,
quan ly Lap phong va twong duwong truc thuge Truong Cao dang Lao Cai

Can cr Quy dinh 6 -QD/TU ctia Tinh uy Lao Cai vé phan cap quan ly
t6 chire, can bd va bo nhidm, gidi thiéu can bd ting cu:
Can cir Nghi dinh s6 -ND-CP ctia Chinh pht quy dinh vé tuyén
dung, su dung va quan ly vién chuc;
[16m nay, vao héi  gid |, ngay .... thang .... nam ...., tai truong Cao dang
[ao Cai da tién hanh t6 chire 1161 nghi cén b() chu chét 1dy ¥ kién vé viée bo nhiém
lai cac chire danh lanh dao, quan ly cac phong, khoa, don vi truc thudc,
I. Thanh phan
- Thanh phi‘in gom: BGI; BCH Dang b, Bi thu Doan; Chu tich Cong doan
co s0; Thu truong cac don vi truc thudc.
Co mat:
Véng mat:
- Chu tri 191 nghi:
- Thu ky 1161 nghi:
I1. Dia diém
[11. Noi dung:

Cudc hop két thie vao cung ngay, bién ban duge 100% nguoi du hop
nhat tri thong qua./.

THU KY CHU TRI

Quy trinh 26 — Quy (rinh bé nhiém vién chic lanh dao, quan [y
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I. MUC DICH VA PHAM VI AP DUNG

1. Muc dich

Quy trinh nay hudng dan ndi dung, trinh tir cac bude thue hién viée cir vién chire,
nguol lao dong di dao tao, boi dudng nhiam nang cao chat lugng doi ngt.

2. Pham vi 4p dung

- Quy trinh duoc ap dung doi vién chire, ngudi lao dong lam viée tai Truong Cao
dang lLao Cai.

- Truong hop dao tao tai nude ngoai, dao tao sau dai hoc hudng chinh séach ho ho
cua tinh chi ap dung vai doi tuong la vién chire.

I1. DINH NGHIA VA TU VIET TAT
I. Dinh nghia:

- Dao tgo: La qua trinh cu vién chire, ngudi lao dong di hoc tdp, nghicn ctru nang
cao lén trinh dg thac s, tién si hodc dao tao trinh do dai hoc van bang hai, hoc chuyén
doi nganh nganh nghé dé pha hop v6i nganh nghé duoce phéan cong giang day, vi tri vi¢e
lam trinh d¢ trung cip, cao ding, dai hoc.

- Bm dudng: La qua trinh ctr vicn chire, nguoi lao dong di hoc tép. tap huan cac
khod ngan han nhim ndng cao trinh d§ chuyén mon, nghi¢p vu thco nhu cau cua nha
truong..

2. Tir viét tit: Khong
1. LUU PO (xem trang 2)
IV. DAC TA (xem trang 3-6)
V. CAC BIEU MAU/HUONG DAN KEM THEO (xem trang 7 - 9)

= - . '!
STT Tén biéu mau/ hwong dan ’ Ma hoéa
I | Don xin di 6n va du tuyén : Q134/CDL.C-VP/BMOI
2 D(m xin di hoc, QT34/CDI.C-V P;’BMO?
3 Cam k(,l thuc hién rlQ,hld vu cua vién OT34/CDLC-VP/BMO3
chtre duoe et di dao tao. boi dudng

Quy trinh 34 - Cir vién chire, nguoi lao ding di dao tao, boi ducng




QUY TRINH CU VIEN CHUC, NGUOT LAO
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DONG DI PAO TAO, BOI DUONG
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PAC TA QUY TRINH CU VIEN CHUC, NGUOI LAO PONG PI PAO TAO, BOI DUONG

a Bo
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- Tén bude cong s phian/Nguw T Keét qua Han hoan Biéu |
STT i Noi dung 5 oi phoi ; x|
viéc ' o1 thue dat duwoe thanh mau
j ' hop thue ) :
hién op tht |
* hién |
Cén cir vao ké hoach dao tao, boi dudng duoc | '
Hi¢u truong phé duyét hang ndm.
T Can cr vao thong bao chiéu sinh, thong bao | . ol o . |
Lll}uan‘bl‘dlcu dao tao, bdi dudng Lua cic truomng/ co quan, . Vién chtrc, ’ ' Ho SU;(.idO Sdau khi f,o i ——
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l boi dudng ¢4 nhan chudn bi hd so. cac thu tue dé di dao | - dong dudng ' chidu sin
tao. boi dudng.
(Néu di dao tao c6 Pon xin di on va duw thi) | ,
* Pbi voi cong tiac boi dudng: i '
- Boi dudng theo vin ban chi dao cia cap trén: |
- Van phong can cir vao chi dao ctia Ban Giam | - Bon xin
hiéu, phdi hop voi cac don vi lién quan dé | hoc tap boi
| ~
tham muu, t6 chure thuc hién céac ndi dung boi ; dudng/
- dudng theo y€u cau cua cép trén. , Vin
e ot Tl | ° Ca nhan tu lién hé boi dudng: can gui thong | ban/Thong Sau khi tié
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duyét

~ Vin phong soan Quyét dinh cir di bdi dudng. |

trinh Hi¢u trudng ky duyét.

* Pdi voi cong tic dao tao: Vin phong tiép
nhan: Pon xin di 6n va du thi

- Truong hop vién chire di dao tao tai nudce
ngoai hodc thude doi tugng dugce huong chinh

_ ' dinh cu di
i ' - dao tao va
' bdi dudng
' (du thao)

chi dao

Quy trinh 34 - Cr vien chiic, ngueoi lao dong di dco tao, boi diong
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Quy trinh 34 - Cu vién chire, nguoi lao dong di dao tao, boi dudng
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BMOI
UBND TINH LAO CAI CONG HOA XA HQI CHU NGHTA VIET NAM
TRUONG CAO DANG LAO CAI Doc ldp - Tuw do - Hanh phic
DON XIN DI ON VA DU TUYEN.....
Kinh gui: - Ban Giam hi¢u
- Vian phong
- [Lanh dao phong/ khoa/ don vi....
161 tén la:
Sinh ngay: Noi sinh
[1ién la: dang cong tai
Da 1ot nghi¢p: chuyén nganh
Tai truong
Can ctr vao Thong bao/ Thu chiéu sinh/ Cong vin sd: ngay cua
VE vige
Nay 161 lam don nay xin duoc di 6n va du Luyén: , chuyén nganh

,,,,,

Thoi gian di 6n va du tuyCn:

Kinh phi:
Kinh mong sy chdp thuan ctia Ban Giam hi¢u, Vin phong, phong/khoa/don vi.

T61 xin chan thanh cam on./.

Lao Cai, ngay thing nam 202..
Y KIEN CUA PHONG/KHOA/DON VI NGUOI LAM DON
VAN PHONG BAN GIAM HIEU

Quy trinh 34 - Cur vién chire, nguoi lao dong di dao tao, boi dudng



BM02
UBND TINITLAO CAI CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG CAO DANG LAO CAI Doc lip - Ty do - Hanh phiie
DON XIN DI HQC
Kinh gui: - Ban Giam hicu
- Van phong
- [.anh dao phong/ khoa/ don vi....
T6i ten la:
Sinh ngay: Noi sinh
[1i¢n la: dang coOng tai
Da tot nghiép: chuyén nganh
Tai truong
Cin ctr vao Thong bao/ Gidy nhap hoe/ Cong vin sb: ngay cua
Vé vige
Nay 16i lam don nay xin di hoc, boi dudng: . chuy¢n nganh

Thoi gian:  nam, ké tir ngay

Kinh phi:
Kinh mong su chip thuin ctia Ban Giam hi¢u, Van phong. phong/khoa/don vi.
161 xin chan thanh cam on./.

Lao Cai, ngay thang nam 202..
Y KIEN CUA PHONG/KHOA/DON VI NGUOI LAM DON
VAN PHONG BAN GIAM HIEU

Quy trinh 34 - Cir vien chire, nguei lao dong di dao tao, boi duing



BMO3

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap — Tu do — Hanh phuc

CAM KET ‘
Thuwe hién nghia vu ciia vién chire dugce cir di dao tao, boi dudng

Kinh gui: Hi¢u truong Truong Cao diang Lao Cai

161 1én la Sinh ngay:

No1 ¢ hi¢n nay:

Dién thoai:

Chue vu/chire danh:

Don vi cong tac:

Duge Truong Cao ding Lao Cai cir di dao tao, bdi duong:

Thot gian dao tao:

Dia diém hoc:

Tén co s& dao tao, bdi dudng:

Kinh phi dao tao, bdi dudng:

161 xin cam két thye hién ddy du nghia vy, trach nhi¢m ctia vién chirc duge cir di
dao tao. boi dudng voi cac ndi dung cu thé nhu sau:

1. Chép hanh ddy du cac quy dinh cta Trudng Cao ding Lao Cai. cdc quy dinh
clia co 56 dao tao va cac quy dinh cta phap luét co lién quan vé dao tao, boi dudng;

2. Iloan thanh khoa dao tao. boi dudng theo quy dinh:

3. Khong tu v bo hoc., bo vice hode don phuong chiam dit hgp dong lam vige trong
thot gian dao tao, boi dudng;

4. Sau khi hoan thanh chuong trinh dao tao. bdi dudng dugce cép van bang, chimg
chi, chimg nhan tiép tuc lam viée tai Iruong Cao ding Lao Cai it nhat gdp 2 lan thoi gian
dao Lz_lo. boi dudng (linh ca thoi gian kéo dai).

. Truong hop khong thyce hi¢n ding cac ndi dung cam két néu trén va cic noi
dung quy dinh tai Di¢u 7 Nghi dinh s6 101/2017/ND-CP ngay 01/9/2017 cia Chinh phu
vé dao tao, bdi dudng can bd. cong chirc, vién chire thi 16i phai dén bu chi phi dao tao,
boi dudng theo quy dinh ctia phap ludt va quy dinh ctia Trudng Cao ddna [Lao Cai.

161 xin cam két thue hién dang nhing diéu néu trén./.

Lao Cai, ngay thang ~ nam 202..
NGUOI CAM KET

Quy trinh 34 - Cuw vién chire, nguoi lao dong di dao tgo, boi duirong
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I. MUC PICH VA PHAM VI AP DUNG

1. Muc dich:

Quy trinh quy dinh trinh tu cdc bude giai quyét ché do, chinh sdch cho vién
chtre, nguoi lao dong. Dam bao tinh cong bdng? dan chu, cong khai, ding déi tuong
trong vi¢e thuc hién ché do chinh sdch cho vién chie, nguoi lao dong.

Cac don vi, di tugng ¢6 lién quan dé dang nim bit duoc day du cac gidy 0,
thu tuc can thict d¢ viée thue hién cac ndi dung cong vi¢e dugce nhanh chong, kip thoi.

2. Pham vi ap dung:

Vién chtre, hop di"mg thyce hi¢n cong viéc hd trg, phuc vu thco Nghi dinh
[11/2002/ND-CP tai Truong Cao dédng [.ao Cai.

Quy trinh nay khéng ap dung dbi vai dbi tuong hop dong lao dong ngoai bicn ché
dugce giao lam vigc tai truong.

IL. DINH NGHIA VA TU VIET TAT

1. Pinh nghia: Ché do chinh sach la cac quy dinh Phap ludt caa Nha nuoc, quy

dinh cta don vi dbi vdi vién chie, nguoi lao dong ma ho duge hudng cac quyr.n loi
ich hgp phap. chinh dang theo quy dinh.

2. Tir vidt tit

CDI ( Ldo dang l.ao Cdl Q[ Quy trinh
VP: Vin phon;__ BGH | Ban giam hi¢u
VC.NLD: Vién chuec, ngum lao dong

I1. LU U D() Xen'z trang 3
IV.DAC TA : Xem trang 3-5
V. CAC BIEU MAU/HUONG DAN KEM THEO: Khéng cé

Quy trinh 38: Quy trinh giai quyét ché do chinh sach cho vién chirc, nguoi lao dong
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PAC TA QUY TRINH CU VIEN CHUC, NGUOI LAO PONG PI PAO TAO, BOI DUONG
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boi dudng ¢4 nhan chuén bi hé so, cdc thi tuc dé di dao |  dong | |  dudng ' chi¢u sinh |
' tao, boi dudng. ! |
. (Neu di déo tao ¢6 Don xin di én va dw thi) | | |
" * Poi v6i cong tac boi dudng: | | |
| - Boi dudng theo vin ban chi dao clia cap trén: | ' ‘
| | Vin phong can cir vao chi dao cia Ban Gidm | - Don xin ‘
| " hiéu, phdi hgp véi cac don vi lién quan dé | hoc tap boi | ‘
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trinh Hiéu truong ky duyét.
* Poi voi cong tac dao tao: Vin phong uép
nhan: Pon xin di 6n va du thi
- Truong hop vién chue di dao tao tai nuoc
' ngoai hodc thudc ddi tugng dugc huong chinh |

dao tao va

(du thao)

| boi dudng |
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quyén phé duyét

- D61 voi vién chire, nguoi lao dong di dao tao

khong thude chinh sach hd trg dao tao sau dai |
hoc cua tinh va khong dao tao tai nude ngoai:

Trinh Hi¢u truong phé duyét cir di hoc

Quy trinh 34 - Cw vién chire, nguai lao dong di dao tao, boi duing
b s [=] <

' nhan ho so

% | Bo |
, B . phan/Neu | i ;
Q STT Tén bude cong N6i dun phin/Ngu | p(‘ri hégi | Két qua Han hoan | Biéu
? viée | . g oi thue | _ P - dat duge thanh ~ mau
hien | DOPthwc | |
' hign | |
sach ho tro ddo tao sau dai hoc cua tinh: Trinh | ;. |
co quan c6 tham quyén dé xem xét, phé duyét. [ | f
- Truong hop vién chirc, nguoi lao dong di dao | ‘ 'BMO1 |
‘tao khong thuge chinh sach hé trg cia tinh | |
hodc khong dao tao tai nude ngoai: Trinh Hiéu | 1 |
trudng xem xét, phé duyét viée cir di 6n va dy | | | |
' thi hodc dao tao. l | | i
? - Hiéu truong phé duyct Quyét dinh cir ca nhan Quyét dinh |
| ' tham gia bdi duong dbi voi cac truong hop | cr di o, s
I thuc hién cong téc boi dudng; . Hiéu | .. .. du thi, boi e ]
13 - Phé duyét - ' Van phong 4 .| dao phé duyét |
‘ | - Hiéu truéng phé duyét Quyét dinh ctr di 6n truong | dudng/ van ho so | :
| va du tuyén, thi tuyén ddi véi cac truong hop ban  phé | i
| thuc hién cong laL dao tao thudc tham quyeén. duyét ‘ 1 |
juy - J .
| | Sau khi ¢6 quyét dinh trang tuyén ca nhin | ., , ; § b | i
| 3 FMEETY quy 5 W Vién chie, Sau khi ¢6 ; i
‘ | Chuén bi ho so chuén bi hd so di hoc: Don xin di hoc: gidy iy | s 5 3 ‘ A o BMO02 |
4 & Haistan JAEY Y nguoi lao | Van phong | Ho so ' quyét dinh | ,
| ' dong | ' tring tuyén :
| Vin phong tiép nhan, kiém tra hd so di hoc ctia | | f
i ' ¢4 nhan: | . '
- D1 voi vién chire di dao tai nude ngoai hodc | | Trone thoi
Tiép nhén ho so | vién chirc thude doi tugng duge hudng chinh | Vin  ban j ‘an S nod
- dao tao va Trinh | ho trg dao tao sau dai hoc cta tinh: Trinh cap | . : n 1 | Slal o Ngdy | pvios
5 o # ey X i ; ' Vin phong | Vién chirc | soan thao.  lam viée ké tur
cap co tham c6 thdm quyén phé duyét [ 2 B
: ' ho so ngay tiep




. B0
o B0 ohanNgw . ,
Tén buodc cong 2 phan/Nguw RN Keét qua Han hoan Biéu
' STT 5 Noi dung i o' phoi _ 4 z
viée 01 thue dat dwgc thanh mau
’ " hop thue
. hién v
a : hién
- Ddi vai vién chire di dao tai nude ngoai hodc |
vién chire thudc doi tuong duge huong chinh
: - ho tro dao tao sau dai hoc cua tinh: D1 hoc theo | | ngay sau
! 6 Ky quyét dinh ctr = Quyét dinh cua cap trén Hiéu ' Vin phone Quy¢t dinh = khi trinh du
| - di dao tao - Dai voi vién chire, nguoi lao dong di dao tao  trudng ! PRODE o di hoc  thdo quyét
‘  khong thude chinh sdach ho trg dao tao sau dai | 1 dinh
| | “hoc ctia tinh: Hiéu trudng ky quyet dinh ctr di-
|  hoc |
| | ,
| | | g s s - i : . Theo ké
| | o Ca nhan dugc ctr di dao tao thuc hién nghia  Vién chuc, Két qua ’
| - Thue hién dao " ) . . . " L oe . . hoach dao
; b B vu, quy dinh theo chuong trinh hoc cua don vi  ngudilao | Cacdonvi  hoc tung | X
‘ tao, boi dudng . = ; > ' tao, boi
\ 3 dao tao. dong ‘ ky N
‘ | dudng
| | i 2 |
, : i | o L Bang 1
' Béo cao két qua | - . o a ' Vién chtre, | X xps oz |
| U8 Sau khi két thie khoa hoc bao cdo két qua hoc .. b e . diém, Vian | Sau khi két
8 ' dao  tao, K o xow 1% 5 . s .7 nguoilao | Vin phong 3 4 5 T
. tap, ndp van bang, chiing chi... vé nha truong 3 { bang. thte khda hoc
| dudng dong ‘ ; ; 1
i & . ‘ chimg chi | !
| | . = % - ) . 3 ! 55 > - & = A
s o ' Vin phong thu nhén van bang. ching chi cua ' Vién chic, Vian bang | Sau khi nhdn
| Thu nhan vin | .a y .. . T . . . | . U e
9 b3 ; , vién chire, ngudi lao dong sau khi hoan thanh  Vian phong | ngudi lao ching chi.  vén bang ‘
‘ | bing chimg chi |, ., . A = . | ax % . . ‘
g © = khoa hoc va luu ho so vién chie ' dong ho so chirng chi |
| | Toan bo ho g |
| ! Luu ho so ' ’ i - c‘(”)ng - Sau khi két }
‘ u no so | . a1 A v g A s ” y 5 "
t10 | L.uu toan bg ho so di dao tao, boi dudng ' Van phong | a4 | thic cOng 1
E | , viec duoc | .. :
; . | ' | vige ;
| . | luu | |

Quy trinh 34 - Cur vién chire, nguai lao dong di dao tao, boi dutng



~ UY BANNHAN DAN TINHLAO CAI
TRUONG CAO PANG LAO CAI

|

|

| Dia chi: Phuong Cam Duong, Tinh Lao Cai

| DT:0214.3830.099 Iimail: contact-cdlc@laocai.gov.vn
LT | Fax: 0214.3835.170

CAO DANG LAO CAI ‘
pomet ] Paxi0214.3835.170  Web: httpi//caodanglaocai.vn

QUY TRINH

GIAI QUYET XIN THOI VIEC

Ma hoéa : QT09/CDBIL.C- VP
Ban hanh lan : 02
Iic¢u luc tir ngay : 01/01/2026

NGUOI SOAN THAO NGUOI KIEM TRA | NGUOI PHE DUYET

Chir ky
L_/L/ ~ (
- + - _ e ettt it bt et £t e = — i > S——
Ho va tén Nguyén Vin Lip Pham Dure Binh Hoang Quang Dat

| Chire danh | CHANH VAN PHONG | P.HIEU TRUONG | HIEU TRUONG

|
| |




1

I. MUC DICH VA PHAM VI AP DUNG
1. Muc dich:

Hudng dan trinh ty, thi tuc va tham quyén giai quyét thoi viée vai vién chire,
nhiam dam bao cho c¢dng tac giai quyct thoi viée khach quan, chinh xac, cong khai, minh
bach, dung quy dinh cua phap luat

2. Pham vi ap dung:

Quy trinh nay ap dung dbi voi vién chuire dang cong tac tai cac phong, khoa, trung
tam Truong Cao ding Lao Cai (Bao gdm ca trung tam tu chu)

1. PINH NGHIA VA TU VIET TAT
1.Dinh nghia:
2 Tu viét tit

CnLe: Cao ding LLao Cai QT: | Quy trinh

VP - —VP MC: | Minh chung
Vigs . Vlc.n chuc - “BM: Biéu miu
NLLUUDO  (Xemwang2) S

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

T'I; e 7’1‘7?7:7117 blé—um?iu/ huéng dan - Ma hoa

| | Donxinthdiviee | QI0O9/CDLC-VP/BMOL
2 | sb lhu ly don xin thoi \;1—c,c o Q109/CDLC-VP/BMO2

Quy trinh 09- Giai quyéi xin thdi viée



QUY TRINH GIAI QUYET XIN THOI VIEC

THUC HIEN GIAI QUYET XIN THOI VIEC

LUU HO SO
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= e 1. Gui don xin
T O thdi viée
- - g
L, f—
o
o v
~
g 2. Nhan don xin ~_ 3. Nghién clru diéu kién | 5 _
c'z- thoi viée il xin thoéi viéc 7. Luu hé so |
,; | & rs
A=
4. xem xét cho vién chire,
& -~ nguwoi lao dong théi viée
O
:x:: ,
= |
.[_:_‘,3. Pat
= d
5. Ban hanh Quyét
dinh théi viée/ van |
ban tra 1oi :
. I
8 6. Giai quyét ché do
W o doi vai vién Chl:l'C,'
é ne nguoi lao dong thoi
= viéc
= :

Quy trinh 09- Giai quyét xin théi viée




PAC TA QUY TRINH GIAI QUYET XIN THOI VIEC

STT

Tén bwdce cong
viée

Noi dung

Bo

- phan/Nguoi |

thyre hién

Bo
phan/Nguoi
phéihqp
thue hién

Két qua dat

dwoge

Han hoan
‘ thanh

Gui don xin thoi
viéc

- Ca nhén xin nghi viée vict don xin thoi }
- viée néu rd ly do xin nghi gui dén don vi |

- truc tiép quan ly: xin y klcn x4c nhén cda |

thu trudng don vi truc tiép quan 1y vién |
chure, nguoi lao dong.

| - Tha truwong don vi khi t[ep nhan don ctua |
c4 nhan xin thoi viée dong thoi gip gd.
trao doi tim hiéu nguyén nhin xin thdi
viéc va tdm tu nguyén vong cua ca nhan;
c6 vy kién ddi véi viéc xin nghi cta cé

nhan.

' phong

- Ca nhan ndp don xin thoi viéc v€ Van

| C4 nhan xin
thoi viée

thoi viée;
Pon vi truc
- tiép st dung
vién chuc

i Ca nhén xin
|
i

BO’I’I xin thoi |

i viéc

Khi c4 nhan
cO nguyén
vong xin thoi
viéc

BMO1

Nhéan don xin
thoi viée

- Van phong khi nhan dugc don xin nghi |
viée vao s0 thu ly don xin thoi vige

| Vian phong

Ca nhan xin
thoi viéc

Don xin
' thoi viée; so
thu ly ho so

1 ngay sau khi
nhin don

BMO1:
BMO02

Nghién ctru diéu
kién xin thoi
viée

- Trong thoi han 5 ngay lam viéc ké tir
ngay nhan dugc don xin thdi viée Vin
phong nghién ctru don xin thoi viéc, dong
' thoi nghién ciu qué trinh cong tac va ho
so cua vién chuc xin thoi viéc co thudce

truong hop dugc thoi viée hay khong

Vin phong

- C4 nhéan xin
thoi viée;

‘- Don xin

|
thoi viéc:

‘ - H so xin
| théi vide

| duoc xem
xét, nghién
clru.

3 ngay sau khi
sO thu ly don
| Xin tho1 viée

: lién hé vai nguoi xin thoi viée va don vi |

- Don vi truc |
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BMO1

CONG HOA XA HOI CHU NGHIA VIET NAM
Ddc ldp - Ty do - Hanh phuc

DON XIN THOI VIEC

Kinh gui:
- Ban Gi1am hicu Truong Cao ding [.ao Cai;

- Vin phong;
- Phong, khoa, trung tdm (Don vi quan [y vién chire, nguoi lao dong)

FLO VA LGN ot e e e e e e e e e e e e ea s

Chire danh n@hE NERIEP: «..vevvivieeeee e,

Tain g GhUSEH Bl «mmmeamnuosvmammpmmmmsrsm T

Don vi CONE H8s cosmmmimnmsamssmosmmass s s s s
MO dung: I-de 2in nghd viE: suamamssnmsenamssinssmansasssmigg

1'6i xin chin thanh cam on./.

Lao Cai, ngay thang — ndm
TRUONG DON VI QUAN LY VIEN NGUOT VIET DON
CHUC (ky, ghi ro ho tén)

(ky, ghi ro ho tén)

Quy trinh 09- Giai quyét xin thoi viée
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SO THU LY PON XIN THOI VIEC

SO HOQ VA TEN NGUOI . NGAY NHAN = NGAY GIAI P
TR NOP DON GHUE ¥ DON v PON ~ QUYET PON ORI

|

|

i |

| | |

i ; i

| - ' - o 7Q

Quy trinh 09- Giai qu_véf xin théi viée



|

‘ TRUGNG CAD DANG LAO CAI
LAOCAICOLLEGE
I

Chir ky |

Ho va
tén
Chure
danh

UY BAN NHAN DAN TINH LAO CALl
TRUONG CAO DANG LAO CAl

Dia chi: Phuong Cam Duong, Tinh Lao Cai
DT:0214.3830.099 I'mail: contact-cdle@laocai.gov.vn
Feaelhaoia 0 Webs hitpy/caodsnglaceal vn

QUY TRINH

KY LUAT VIEN CHU'C, NGUOI LAO BONG

Ma hoa c QTS8/CDLC- VP
Ban hanh lan 02
[Ti¢u lue tr ngay - 01/01/2026

| NGUOI SOAN THAO | NGUOI KIEM TRA | NGUOI PHE DUYE

L =

Nguyén Viin Lip Pham Dudac Binh Hoang Quang Dat

' CHANH VAN PHONG i P.HIEU TRUONG HIEU TRUONG

T




vu.

)
NLD
BM

|
1
C

n

]

‘d

1

I. MUC DICH VA PHAM VI AP DUNG

1. Muc dich

Quy trinh quy dinh trinh tu. thu tuc xur Iy vién chire. nguoi lao dong vi pham ky
ludt thco quy dinh, dong thoi phan dinh rd quyén han, trach nhi¢m trong thuc thi cong

2. Pham vi ap dung

- Quy trinh nay ap dung doi voi vién chire, nguoi lao dong dang cong tac tai cac
phong. khoa. trung tdm Truong Cao diang l.ao Cai bi xu ly ky ludt.

- Khong ap dung doi voi vién chue quan ly dién Tinh quan ly.

- Khong ap dung ddi voi vién chire khong gitr chire vu quan ly: nguoi lao dong
tai cac don vi su nghi¢p cong lap tu dam bao chi thuong xuyén truc thudc Truong Cao
dang L.ao Cai.

I1. DINH NGHIA VA TU VIET TAT

1. Dinh nghia: Khong ¢o

2. Tir viét tit:

| :
1101 dong

Neuoi lao dong
Bi¢u mau

Vin phong

L. LUU PO (Xem trang 2)
IV. DAC TA (Xem trang 3-7)
V. CAC BIEU MAU/ HUONG DAN KEM THEO (Xem trang 8- 11)

T¢n biéu mau/ hudng dan Ma hoa

|
=
Ban tudng trinh dién bicn su vi¢e xay ra } QT58/CDLC-VP/BMOI
Ban kiém diém ca nhén !
| Gidy triéu tap

Bién ban hop 110i d(:‘mg ky luat vién chuce, nguoi | QTS8/CDLC-VP/BM04

lao dong

QT58/CDLC-VP/BMO2

| & '58/CDLC-VP/BMO3

— |

Quy trinh 38- Ky ludi vién chiie, nguoi lao dong
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QUY TRINIH KY LUAT VIEN CHUC, NGUOT LAO DONG

TRUGONG DON V]
QUAN LY VC.NLD

TIEP NHAN HO 50- KIEM DIEM TAI DONVI B TIEN HANIEKY LUAT - ] N LUU O SO

1. Ti¢p nhan ho so,
thong tin

| |
| 2. Hop kiém diém tai
dan vi ‘

< Khang &

VAN PHONG

9. Liru ho so

3. Tif:rl nhan. kicm tra va -
_soat hd so @é nghi ky lujt -~

s

ng dat

HIEU TRUONG

Bat

¥ £ ¥

) 4..()u_\'f.'1 dinb thanh 1gp HoT N 7. K) fh'."_é} ‘3“.‘:61 dinh
“ dbng Ky luat vien chire. NLD—~ ~_KY luduvicn chirc, NLD_~

NG KY LUAT

HO1 O

|
{
|
1ep Buoyy

6. Hop Hgi dong ky
— ludl vién chirc, ngurti <—
lao dong

5. Chudn bi cuge
hop

HAM KY

1 NGLUOIVI

;

L4
8.Thi hanh Quyét |
dinh ky ludt.

LUAT

Quy trinh 38- Ky lugt vién chire, nguoi lao dong
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PAC TA QUY TRINH KY LUAT VIEN CHUC, NGUOI LAO PONG

| TT

Tén budce

Noi dung cong viée

Bo
phian/Nguoi
thue hién

- Lanh dao don vi liép nhan ho

s0, thong tin sy viéc:

- Yéu cdu vién chue, NLD vi
- pham viét kiém diém., tuong

Tiép nhén hd trinh sy vice:

' s0. thong tin

| - Truong hop vién chie, NLD
' vi pham khongviét kiém diém,
tuong trinh sy viéc thi don vi
tiép tuc hoan thi¢n hd so. minh
chitng phuc vu hop kiém diém.

Trudng don vi
quan ly vién
chie. NLD

Hop kiém diém

tai don vi

- Doi voi vién chue quan 1y,
ngudi ding diu don vi ¢6 tham
quyén bd nhiém chiu trach
nhiém té chuc cude hop kiém
diém va quyét dinh thanh phan
du hop.

- D6i voi vién chie khong git |
chirc vu quan ly. ngudi dung |
dédu don vi sur dung vién chuc !
' ¢hiu trach nhiém to chire cuéc!

' hop ky luat.

' (Truong hop nguoi cé hanh vi |

| vi pham co mdat lai cugc hop

| nhung  khong lam ban kiém |

Trudng don vi
quan ly vién
chue. NLD

Bi¢u mau

-BM01:
-BM 02

Bo
 phan/Nguoi ¢ . Han hoan
, P 5. Keét qua dat duge e
- phoi hop thanh
~ thye hién
|
- — —
|
| Ca nhdn cd - Ban tudng trinh,
e Ban kiém diém
' lién quan R
. - Giay to lién quan
. - Ban kiém diém,
ban tudng trinh cua
vién chirc, NLD vi
bapse Sau 05
Ci nhin co P - . ngay tiép
e - Bién ban cudc T
lién quan ' nhan ho so,
| hop:

- Béo cdo:
- Céc gidy t0, minh
| chung lién quan.

' thong tin

BM 03

Quy trinh 58- Ky lugt vién chirc, nguoi lao dong
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5 ngay lam viéc trudc ngay to

|- Quyét dinh thanh ngay

z Bo
o hin/Nguoi Han hos |
A i iR % VA A w 14n/l o 2 8 : 1an hoan o x|
TT Tén budce N¢i dung cong viée phan/Nguwdoi B £ 8 Két qua dat duoc A - Biéu mau |
i : R phoi hop thanh |
thure hién ot - !
. thue hién |
n q,__ - Cdiém thi cuoc hop kiém diém |
' van duoc tien hanh ; Truong | !
hop nguoci co hanh vi vi pham ‘
co mdl lai cugc hop thi cuoc |
hop van dwoc tién hanh) : .
- Hoan thién ho so, minh chimg | '
gui lén Hoi dong ky ludt cép | ' .
trudong (trong thoi han 03 ngay | | |
lam viéc, ké tr ngay két thuc | ' i
cudc hop kiém di¢m) | - | '
- Tiép nhdn ho so dé nghi ky ! ! _
o2 .z lu@t vién chic, NLD vi pham '
' Tiép nhéan, kiém " . . : ) R 3 N Sau 03
s sa 14 soat ha CUa don vi; | Céc don vi, cd HO so dé nghi ky nod iiét -BM 01;
3 A © . - Ra sodt, doi chiéu ho so, minh = Van phong | nhan co lién | luét vién chire, 4 - BM 02;
so dé nghi ky .. s % il = thac hop .
; = chirng: kiém tra quy trinh xét dé quan | NLb - - 5 .
luat £ o R & ; ' don vi '
nghi ky ludt cua don vi theo ; | : | ‘
_ dung quy dinh. | B |
- Van phong tham muu ra ' |
uyét dinh Quyét dinh thanh lap Hoi dong T : | ; |
Q‘_v s e Q. - . ;p 3 8 S— . . 1~ | Quyét dinh thanh Sau khi thu |
thanh 1dp HOi ky ludt vién chie, NLD; Hiéu truong YEsehohin | = % 23 5 e !
4 3 : - o - . £ i s lap Hoi dong va  thdp da ho !
dong ky luat - Hi¢u truong ky quyét dinh ¢0 lién quan ) : 3 " !
5 e N S Tk S g danh séch kém theo ' so dé nghi |
vién chire, NLD thanh lap Hoi dong ky ludt vién 5 ” !
chirc, NLLD. ! ] | 1'
. .. - Gui gidy triéu tdp hop dén |- Ho so dé nghi ky| Trong . '
Chuan bi cude - S Hipl P AP OO il " : [ & i y| S [ I
5 vién chirc vi pham (Chadm nhat Héi dong Vian phong | luat ' vong 7 | BMO03 '

Quy trinh 38- Ky ludt vién chie,

nguoi lao dong
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TT

Tén buoc

Noi dung cong viée

phan/Nguwoi
thue hién

Bg

phan/Nguoi
phdi hop
thue hién

. dong ky ludt doc thay Triong

hop c¢6 mat nhung khong lam
ban tu kiém diém hodc vang mdt
va khéng co ban kiem diém thi
HPKL tién hanh cdc trinh fir con
lai cua cude hop theo quy dinh)

- Thu ky Hoi ac:r doc bi¢n ban

cude hop kiém diém

- Céc thanh vién 1161 dong ky
ludt va nguoi tham du cude hop

thao luan va phat biéu v kién;

- Vién chire, NLD ¢6 hanh vi vi
pham phat biéu y kién;

- Hoi dong ky luat bo phiéu

- Chu tich Héi dong ky luat
cong bd két qua. Ky bién ban.

Két qua dat duoc

Han hoan
thanh

Biéu mau

- Thu ky Hoi dong tong hop hd
so. tai liéu va soan thao Quyét

" dinh ky luat vién chire, NLD vi

Ky duyét Ozwﬁ_
dinh  ky _:mﬂ
vién chirc, NLD

pham trinh Hicu truong;:

- Hi¢u truong ky Quyét dinh ky
ludt vién chire, NLLD vi pham
Luu y: Truong hop vi pham cta
Sn: chtrc co tinh :Q phue tap
z: Hiéu truéng quyét dinh kéo
" dai thoi han xu Iy ky ludt va

Hicu trudng

Thu ky Hoi

dong

Quyét dinh thi
hanh ky luat vién

' chire, NLD duoc
' phé duyét va ban

hanh

Sau 05

ngay ké tu |

khi — két
thic  hop
Hoi1 dong

Quy trinh 38- Ky ludt vién chire, nguai lao dong
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BM0O2
UBND TINII .I"\() CAl CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO DANG LAO CAI Ddc 1ap - Tw do - Hanh phic
DON XIN DI HQC
Kinh guri: - Ban Giam hic¢u
- Vin phong
- Lanh dao phong/ khoa/ don vi....
101 t&n la:
Sinh ngay: Noi sinh
[1ién la: dang cong tai
Da 6t nghiép: chuyén nganh
Tai truong
Cén ¢ vao Thong bao/ Gidy nhap hoe/ Cong vin 56 ngay cua
VE vide
Nay t6i lam don nay xin di hoc, boi dudng: , chuyén nganh

Tai Truomg

Thoit gian: nam. k& tir ngay

Kinh phi:
Kinh mong su chip thudn cta Ban Giam hi¢u, Van phong, phong/khoa/don vi.
161 xin chan thanh cam on./.

Lao Cai, ngay thang nam 202..
Y KIEN CUA PHONG/KHOA/DON VI NGUOI LAM DON
VAN PHONG BAN GIAM HIEU

QOuy trinh 34 - Cie vién chire, ngudi lao dong di dao tgo, boi dudng




BMO01
CONG HOA XA HOI CHU NGHIA VIET NAM
Déce lap — Tuw do — Hanh phac
....... , ngay.... thang..... nam.....

BAN TUONG TRINH DIEN BIEN SU VIEC XAY RA
TEIIRE BEHVE <y wounsriss s S S A SN AR WS RS

FHG! BB vveomm ot wmsmen vt o i i R B R T R S S A BT R R S
Sinh NEAY thaRT NEINZ ... cocomesemmmpmmmamenmons sonsbass s doms i Haas o4 S R 3
QOB GUAR o scommnsmomnenmnn smmss wnmmnm s wtnmsms s s ey wa, sowassin oo SRS ST G SR Spie i ab ag
Bl & DI DAY son nsnsssumsnnmsnmmmmsis swunsmsmem s smaomensms smenam s 6845058 60750 6553
Trinh d§ chuyén mén dugc 80 1807 ....vvvveirmrciriviiirineieressresnsanerssaronns s
Céng viée chinh hién dang dam phi€m: «...coecieremmevmimsanmsn ssssmsnernsnsnenssnes
DI AR T YIBET o smsenmceimmssmoniasssinssrd s

HE b luong dang MUSNE: ....o.eeeererereerrereee e eeneeeieeeanee

Thoi diém su viée xay ra hodc phat hién ngay thang ndm: ............cooeveennn
Tuong trinh dién BIEI S VABE: vivveiviresasuentnnonsnass sansssssressssssasessassnsasasuisasmsssns

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

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

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

Ngudi viét twong trinh
(Ky, ghi ro ho tén)

Quy trinh 58- Ky lugt vién chire, nguoi lao dong




BM(2
CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap — Tw do- Hanh phie

BAN TU KIEM PIEM CA NHAN

T B i T T e e e S B AR R AT A S A TS
ITiEn dang JAm VIGC A1 .oveiiiiiiiii ettt
s B e (S U L LI —
Nay 16i tu kiém ban than véi nhirng su viée xay ra nhu sau:

Trinh bay sy vi¢e xay ra:

Xéc dinh su viée trén ban than minh ¢6 16i hay khong?...

Nguyén nhan sai pham (hoic 1y do tai sao khong ¢6 16i):

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

......... , NGAY.cci thANG. ... ndm.......
Ngwoi viet kiem diém
(KY, ghi ré ho tén)

Quy trinh 58- Ky lugt vién chirc, ngueoi lao dong
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BM03

UBND TINH LAO CAl CONG HOA XA HOQI CHU NGHIA VIET NAM
TRUONG CAO DANG LAO CAlI boc 1dp — Tw do — Hanh phiic

So: /GTT Lao Cai, ngay thang ndm

GIAY TRIEU TAP

Can ctr 16 so va Két luan cudce hop ngdy  thang nam

Trudng Cao ding Lao Cai

Tri¢u tap ong (ba): (Io va tén ca nhan triéu tdp)

Dia chi: (Pon vi cong tac va dia chi noi cu trit)

Dén: (Ghi ré dia diém 6 chire cude hop)

Thoi gian: .....gi0.....phat.....ngay.....thang....ndm

No6i dung cudc hop: (Ghi rd noi dung cuoe hop)

Yéu cau 6ng (ba) c6 mit ding thoi gian, dia diém trén, mang theo Gidy
triéu tap./.

THU TRUONG DPON VI TRIEU TAP

HOAC CHU TICH HQI PONG KY LUAT
(Ky tén, dong dau)

Quy trinh 58- Ky lugt vién chire, nguroi lao dong
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BM04

TRUONG CAO DANG LAO CAI  CONG HOA XA HQI CHU NGHIA VIET NAM
PON VI CONG TAC....... Doc lap — Tw do — Hanh phic

Lao Cai, ngay ......... thang ....... ndm

BIEN BAN HOP XET KY LUAT VIEN CHUC

Hom nay, ngay ...... thang oo DAL ieeii

IR UG TR o snna s s S o R S
I. Thanh pll:-,"in du hop gf)m:

1. Thanh vicn 1101 d(‘")ng ky luat (11¢ tén, chuc vu hodc chire danh céc thanh vicén)
2. Ho va t6n Nouoi vi pham k¥ W8 st

B 11

II. N§i dung:

1. Chu tich 116i déng théng trién khai nhiém vu:

- Thong bao muc dich, yéu cau, mire do, tich chat su viée;

- Théng bao Quyét dinh thanh 1ap 1161 dong ky ludt vién chire, ngudi lao dong.

2. Ngudi vi pham ky luat trinh bay ban tuong trinh dién bién su vicée va ban kiém di¢m
ca nhan

(Can ghi 6 cdc ndi dung nhu: ITanh vi vi pham, muc do vi pham, nguyén nhén,...)
I'rong trudng hgp nguoi vi pham khong co ban trong trinh, ban kiém diém thi dai dién
nguol quan ly trinh bay sy viée vi pham cua vién chire, ngudi lao dong.

3. 1101 dong ky lufit chimg minh 18i ctia ngudi vi pham (can ghi rd mot so ndi dung
nhu: Hanh vi vi pham, muare dd vi pham, hinh thie ky luat.....)

lrutmg hop boi thuong trach nhiém vat chit thi ghi mire d§ thiét hai (tinh gia tri bang
tién dong Viét Nam), phuong thire bdi thudmg....

4. Két lugn cudi cung cua 16i dong ky ludt.,
- Ianh vi vi pham ky luét, mac dd vi pham. hinh thirc ky luat.

- Trudng hop boi thudng trach nhiém vat chat: mie do thiét hai, mac bdi thuong.
phuong thirc boi thuong.

Két thic cude hop vao lic.... 210..... ngay.... thang.... nam........

THU KY HOI PONG CHU TICH HOI PONG

Quy trinh 58- Ky ludt vién chire, nguoi lao dong
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Dia chi: Phuong Cam Duong, Tinh Lao Cai
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QUY TRINH

NANG LUONG TRUOC THOI HAN CHO VIEN CHUC

' Ho va tén

| Chiic
danh

Ma hoa . QT60/ CDI.C- VP
Ban hanh lin : 02
[i¢u luc tr ngay : 01/01/2026
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I. MUC DICH VA PHAM VI AP DUNG

1. Muc dich:

Quy trinh quy dinh trinh tu thuc hién viéc ndng luong trude thoi han cho vién
chtic trong nha truong. Viée xem xét, quyét dinh nang luong trudce thoi han phai dam bao
linh ¢ong bing, dan chi, cong khai, dong vién khich 1& phong trao thi dua nhdm hoan
thanh xuét sic trong thuc hién nhi¢m vu.

Céc don vi, ddi tuong ¢6 lién quan dé dang ndm bit duoc ddy du cac gidy to, tha
tuc can thiét dé viée thue hién cac noi dung cong viée duge nhanh chong, kip thoi.

2. Pham vi ap dung:

Vién chie thude bién ché cua Nha trudong dang duoe xép lwong theo bang luong
chuyén mon. nghiép vu, thtra hanh phuc vu do Nha nude quy dinh.

IL. PINH NGHIA VA TU VIET TAT

1. Pinh nghia: Quy trinh nang luong trude thoi han doi voi vién chire 1a vide xét
nang bac luong trude thoi han theo thé thdng nhat, trinh tr dung véi cac vin ban phap
quy cua Nha nudc.

2. Tir viét tat: Khong

1. LUU DO (Xem trang 2)

IV. DAC TA (Xem trang 3-5)

V. CAC BIEU MAU/HUONG DAN KEM THEO (Khong ¢d)

Quy trinh 60- Nang liong trude thoi han cho vién chire
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CHUANBI THUC HIEN HUHoso
o
&9
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g 5’ [ Xem xét, phél‘] b chi tiéu xét nang S Hop Hoi d6|]g et nﬁng > 0 Luhiso
g % Irong trude thot han cho céc donvi tre bic lvong
Y- thuge \
: !
| i
. l Y
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=«%% s T 7. Trinh co quan ¢
o == 4. Tiép nhdn va ra soal g - — T e
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PAC TA QUY TRINH NANG LUONG TRUOC THOI HAN CHO VIEN CHUC

. Bo : i .
Tén bude ’ . hin/Nguoi | Két qua dat clgm. 1 Biéu |
STT 5 5. Noi dung - phan/Ngudoi puaft s } d hoan = = |
cong viée ' . - phoi hop | dugc X - mau |
. thwe hién s | thanh -
: : i j thuc hién | : :
: .| Chi tiéu vién chic va nguoi lao dong duge ning bic | ; | 1 !
- Xem x¢t, phan | i | | -
2 4o oa . luong trude thoi han do 1dp thanh tich trong thye hién ‘ g 3
' bd chi tiéu xét A e i ! | [
o 'nhiém vu trong 1 nam khong qua 10% tong s vién | Hoi dong | 502 1 : 1
nang luong | - e s . | Ban phan bd  Thang |
, - . oo chire va nguoi lao dong trong danh séch tra luong cia | ndngbdc = Céacdonvi | il w 1 !
, trudc thoi han |~ x. : e e . . | , | chitiéu | L2 ']
, X ' moi don vi. (Chi tiéu dugc tinh theo danh sach tra luong - . ‘ f
, cho céc don vi | \ 2 B B el B !
5 _ o ' luong ctia khoi phong, khoa chuyén mon; cac to chirc I
: truc thudéc | . g p B . |
: | true thudc co tai khoan, con dau riéng) ! ! | |
| | Thu ky Hoi dong ndng bac luong thu thip dir lidu | ' ' Ban  danh f
' gom: Thi dua khen thuong. ky luat, danh gid, xép loai | ; sach cac ca | 1
' Thu thap vién chire va thoi gian gilr bac luong hién huong . Can ' nhan du tiéu | Thén 1 ;
2 thdng tin, tong | c tur cac dir liéu va diéu kién, tiéu chuan va thanh | ' Vin phong | Cacdonvi | chuin  dé | ) 2g |
hop dit liéu | tich dat duoc cia vién chic, Thu ky Hoi dong nang ning bac | ’ |
| . |
‘ béc luong ra soat, 1p danh sach nhirng ca nhan du tiéu | ‘ ! luong trudce | |
\ | chuan diéu kién ndng béc luong trude thoi han. | ' thoi han | | \
! H6 so xét| 5 ;
| ‘ nang luong | | |
| . | Thu ky Hoi | trude  thoi | ., . | |
3 | Hoan thién ho Cac ¢4 nhan da diéu kién hoan thién hd so nép vé Thu | Pasian | dhme ynéﬁ . .. |Thang | ‘
' Nej ' ky Hoi don0 nang béc luong : 5o &  han cua vién ]2 1
i bacluong  chge  duoc |
| !
| | 1 ‘ hoan thi¢n : |
? | \ | |
| . ‘ ‘ L Ho so, minh | |
! rill .. | Thu ky Hoi dong nang bic luong tiép nhan va kiém | . .  Canhan, A : ‘ \
4 TS gy vie tra, ra soat ho so xét nang bac luong ctia cac ca nhan. | Vanphong | . , |Shimg tog Thang | |
ra soat hd so | ~cac donvi | s phan du | 1.2 | |

' Béo cdo Hoi dong

kiéu  kién

Quy trinh 60- Ndang Lieong truce thai han cho vién chic



‘ han, Hoi dong néng bac luong tham muu xay dung céac
‘ Quy¢t dinh nang béc luong trude thoi han doi voi vién
~chtre trinh Hiéu trudng ky Quyét dinh

bac luong

Bo B Han
Tén bude e ~ mr . phan/Negwoi Keét qua dat .
STT A - Noi dung - phan/Nguoi | e d " hoan
cong viée 5 : 4 phoi hop dugc . .
; thue hién i . thanh
- ; ; thuc hién |
| | xét 1 |
| - Phiéu bdu . |
| - Bién ban 10" 12
| o » 5l o s 2 i A T . ‘ I -l I‘lgE"ly ké
- Can ctr dicu kién, tiéu chuln, nguyén tac, chi tiu xét - cude hop 8y mgly |
- Hop Hoi dong | ndng luong trude thoi han theo quy dinh cua Phap | Hoidong | - Danh sach nhén g4y ‘
5 xét nang bac | ludt; Hoi dong xét ndng bac luwong t0 chic hop xét,  xét ning bac = Van phong | c¢a nhén du S S
luong - thong nhat danh sach d€ nghi nang bic luong trude luong ‘diéu  kién | o Y |
 thoi han va bdo cdo Hi¢u truong 'nang luong " daﬁg |
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| _han |
| <o T . Théng  béo | |
cn 1.+« | Thong bao két qua céc ca nhan du di¢u kién dugc nang . . . g | o !
| Thong bdo két N . - X ., ,\ - . Cac don vi otri cac don | Thang '
6 | 5 bac luong trude thot han dén cac don vi. ¢ nhan. Vian phong | . & @ !
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, . . | Trinh S¢& Noi vu dé nghi tham dinh trinh cap c6é tham Vin ban. ho |
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- ¢6 tham quyén ' quyen phé duyét. Vin phong | So Noi vu | o | Théing |
5 : Th . ord i i AL . : 5 ' so da duoc | .
tham dinh va | - D61 véi cd nhéan du diéu kién duge nang luong trudce v duvet 2
phé duyét | th-@i han thudc thdm quyén quéan ly Hiéu trudng: Trinh ¥ Sy !
| ' Hi¢u truong phé duyét. ! |
| |- D6i voi cd nhén la lanh dao dién Tinh ty quéan ly ! i
|  thuc hién theo tham quyén quan ly cép trén. | !
- D61 voi cd nhan khong phai dién tinh 0y quan, cédn cir Thu ky Hoi ’
| 4 we 1 |43 . o e o oy o o G | — . 3 ; % 4. Thang
& | Ky quyét dinh | két qua Hop Hoi dong xét ndng bac luong trude thoi | Higu truong = dong nang | Quyét dinh | 1y

Quy {rinh 60- Ndng lwong trude thoi han cho vién chic
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5 Toan bd hd so nidng bac lwong trude thoi han déi voi | . . . e [héng
9 Luu ho so . i . ~ Van phong ‘vién  chtre
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|
|
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I. MUC PiCH VA PHAM VI AP DUNG

1. Muc dich

Quy trinh quy dinh trinh tu cac bude quan ly tai li¢u luu trir nha truong; dam bao
tai licu duge quan 1y hiéu qua, hd trg cong tac quan ly, di¢u hanh cta nha truong, va
cung cip thong tin nhanh chong, kip thoi, nang cao hi¢u qua lam vi¢c, dap tmg yéu cau
cong vige.

2. Pham vi ap dung

Ap dung trong viée quan 1y, luu trir dbi vai 1At ca ho so, tai licéu cia Truong Cao
dfmg [.ao Cai va cac don vi truc thudc Truong.

I1. PINH NGHIA VA TU VIET TAT

1. Pinh nghia

-Tai lidu luu trit Trudng Cao ding Lao Cai la cac ban gde, ban chinh (trudng
hop khong con ban gde, ban chinh thi duoc thay thé bing ban sao hop phép) dugc ghi
trén gidy, phim, anh, bing ghi hinh hofic bing cic vt mang tin khéc hinh thanh trong
qua trinh hoat dong cua Nha truong; khong phén biét thoi gian, xudt xir, noi bao quan,
ky thudt ché tac: tai licu dugce lya chon gilt lai bao quan tai kho luu trir Nha truong
phuc vu cho nghién ctru khoa hoc, lich su va hoat dong thue ticn.

- 116 so luu trir Truong Cao ding Lao Cai la tdp hgp cde van ban, tai licu ¢o gia
tri lién quan véi nhau vé mot vin dé, mot su viée hodic ¢o cliing dac trung nhu én loai.
tac gia...hinh thanh trong qué trinh giai quyét cong viée, duge lya chon dua vao bao
quan trong kho luu trir Nha trudong phuc vy cho nghién ctru khoa hoc, lich su va hoat
dong thuc tién.

2. Tir viét tit

VP: Vin phong; XDGTTL.: Xac dinh gid tri tai licu.

LISTL: 116 so tai licu;

[11. CAC BIEU MAU/ HUONG DAN KEM THEO

ST | Tén biéu mﬁ_ﬁ/hlré'ng din M3 héa
| Danh lIlZlET]ETb%Ti{{li(}LI ]i(}p vao luu it co “;;l']_?n’ Ll;l CVP/BM 01
quan
> | Danh muc 11STL dé nghi ticu huy | QT13/CDLC-VP/BM 02.1
3 Danh muc 11ST1. bé()_t_laén [uu trlr co quan __Q:I:IB,fCI)I_:C-Vl’fliM 02.2
4 S4 theo doi khai thac sir dung tai licu | QT13/CDLC-VP/BM 03

: B R S
IV. LUU PO (Xem trang 2)

V. PAC TA (Xem trang 3 - 6)

Quy trinh 13- Quan Iy tai liéu hew trit Nha truong
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QUY TRINH QUAN LY TAI LIEU LUU TRU NHA TRUONG

~ LAPKE HOACH

TRIEN KHAI THUCHIEN

LUU TRU, KHAL THAC VA SUTDUNG

z R — 9. Trinh S¢ Ngi vu I —
= ; 5; : 5 g S . Thure hién luu trir.
= I. Lap ké hoach thu i ol 6. Chinh Iy tai " ho so de nghi tieu iy
= nhn HSTL luu tri pelry e ligu E hay tailigu hétgid s ke it g
.f : bién ban ban giao 2 iri ligu luu trir
" 4 2 T "
< I Dat
z
E 8. Hop xdc dinh
= GTTL
4
- A
;‘ ;_:;
4. Chudn bi tai lia

% 3. Lap danh muc A (:hllﬁfl bil W ll’u
o HSLT —¥» Nop vao luu nr
& ) Nha truong
-
o A

! v
] v Y
5 10. Phé duyét
= Dat 7. Thanh 1ap Hoi danh muc HSTL
g —  2Kydwdt  — dong XDGTTL tiéu hily

Quy trinh 13- Quan Iy tai liéu leu triv Nha truong
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DPAC TA QUY TRINH QUAN LY TAI LIEU LUU TRU NHA TRUONG

Bo phan/

| | B phén/ S L Thoihan  Biéu
. A . o . .. nguoi phoi Két qua dat . w
I'T Tén budc cong viée | Noi dung nguoi thwe hoan mau/ho
' . . hop thue dwoe .
hién - thanh so’
, hién |
_ | Luu trit co quan lap Ké hoach !
Lép ké hoach thu thu nhan HSTL luu trir trinh B . R . | Du théo ké Quy I hang
5 R S . .. .. Vinphong Céacdonvi | ¥ ;
nhan HSTL luu tri Hiéu truong xem xét va phé : | hoach nam
| duyét I
Ban gidm hiéu ky duyét ké | .
. % . . - K¢ hoach dugc o
) R hoach thu nhan HSTL luu tri. Ban gidm 5 . ' . . QuyIhang
2 | Ky duyét e gt ; ha Vian phong | phé duyct va .
: chuyén vin thu phat hanh ké hi¢u 1_ . nam
’ ban hanh
hoach ‘
o 5 Sau khi
- Cac don vi lap danh muc ho so ban hinh
i . B e ; ban han
Lédp Danh muc ho so | luu trix theo cdng viée va trinh ) . Danh muc ho _‘,:
3| | R | lanh dao d 1 duvét Danl Cac don vi K¢ hoach
uu i ' lanh dao don vi ky duyét Danh | N
| | FRLSERERE N | thu HSTL
' muc ho so ndp luu | R
; | luu tri
. Cac don vi chuan bi HSTL . .
; ‘ . e | Sau khi
mre .| ndp luu theo Danh muc HSTL .
Chuan bi ho so. tai R ! o ban hanh
Lo ~ ndp luu. _, ) 5 . HSTL dugc "
4 | liéu ndp vao luu trr Céac don vi Van phong K¢ hoach BMO1

| Nha truong

|

' so. néu thiéu can bd sung ddy

|
|
- vén ban, 1ai lidu ¢6 trong ho |
|

- Kiém tra mtrc d6 day di ctia |

- dong goi

thu HSTL

luu trir

Quy trinh 13- Quan Iy tai li¢u heu triv Nha triromg
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' Tiép nhan HSTL luu

i - | i~ - - - A
|5 | tr@ tir c4c don vi va

lap bién ban ban giao

- Chuan bj dién tich kho, gid, |

phuong tién bao quan HSTL tign bao quan, | gian frong

Tiép —_ I Vin phong Céc don vi Bién ban K& hoach
- nhén . - )

; Ry R Ta—— . HSTL duge  thu HSTL
| ap an g ban giao luu trie

Kho. phuong = Theo thoi

- Chinh ly tai ligu

- Luu trir co quan va céc don

' vi tién hanh chinh 1y tai liéu:

|- Cac HSTL

'+ Phan loai. hoan thién hd so sze |
 duge chinh Iy |

da chinh ly. i  Sau khi
ik st thit hyn Biio qulin| Vinphng | Chedemsf | Ruvmme ic don vi
~ Ra s - an ph ac Vi cac don vi
. a soa% ‘1 01 han ao- quan phong | ac Y HSTL I triv ‘ : ks
'nhitng HSTL da dugc chinh ly. ; - nop ho so

' - Danh muc

, _ HSTL tiéu huy |
- bao quan va Danh muc HSTL !

- Lap danh muc HSTL git lai

- dé nghi tiéu hiy |

BMO02

' Thanh 1ap Hoi dong
 XDGTTL

Vin phong tham muu Quyét |
dinh thanh 1dp Hoi dong : ' |

| B i
' XDGTTL trinh Higu truéng ky | Vin phong | S}:”:Tf
D | : | chinh ly,
‘ bdn hanh . i | Cac do‘n V1, 2 . = y /
| s S i AR 3 Hicu truong P 5 L Quyét dinh phan loai
['hanh phan héi dong gom: ca nhan lién : L
o ho so tai
| - Dai dién lanh dao nha truong: quan

. licu
chu tich Ho1 dong:

- Dai di¢n lanh dao don vi co

Quy trinh 13- Quan Iy tai lieu hew triv Nha truong
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hé so dé nghi ticu huy: uy |

vién:

- Luu trir co quan: Thu ky.

8 | Hop XDGTTL

- Hoi dong XDGTTL tién hanh

hop dé thong nhat xac dinh gia |
tri cac tai liéu luu trir va céc tai |

liéu hét gia tri.

- Hoi déng XDGTTL Ch tich '
Ho6i dong ky duyét Danh muc |
HSTL gitt lai bdo quin va
' Danh muc HSTL dé nghi tiéu |

hiy

Ho1 dong

|

' Trinh SO Noi vu hd
9 ! so dé nghi tiéu hiy

' tai liéu hét gid tri

Can ctr vao két qua cua Hoi
déng XPGTTL, Vin phong
lam van ban trinh S& No1 vu
thaim dinh ho so dé nghi ticu
huy tai liéu hét gié tri

Vin phong

- Bién ban hop

- Danh muc

- Van ban kém

- : BM
| HSTL gl | SRRk
| 4 . chinh ly, 02.1
bao quan .
Vin phong phén loai
- - Danh muc ; e
o ho so tai BM
HSTL dé nghi .
; liéu 02.2
tiéu huy
|
T |
Sau khi ;

S Noi vu

B Hoi dong
- ho so trinh i =

XDGTTL |

' Phé duyé€t danh muc

10 | HSTL dé nghi tiéu

huy

Cén ¢ vao vin ban tra 161 cua
S Noi vu. Hoi dong XDGTTL
ky duyét Hi¢u truong Danh
' muc HSTL dé nghi tiéu huy
| VP thuc hién tiéu huy HSTL
' hét gia tri

Hiéu trudng

Hoi dong

Quyét dinh
- HSTL hét gia
i tri duoc tiéu 101 cua S&
huy Noi vu

Sau khi ¢d

van ban tra |

Quy trinh 13- Quan IV tai lidéu leu triv Nha triong



- Luu trit co quan can cir Danh | - HSTL duoc

Thue hién ca ; 'muc HSTL don vi giir lai bao | bao quan tai

| | onge 1a A z % | . - [

. ¥ A C_ = . _ quan, sdp xép HSTL lén gia dé kho Thuong

1T | lwu tr@, khai thac, sa |, ; Vin phong - . . BMO03
e | bdo quan | | -Sotheoddi | xuyén
dung tai liéu luu trix N _ : . i | ‘ o
- Theo doi qua trinh khai thac. - qua trinh Khai

|
|

! str dung tai liéu luu trir thac HSTL

Quy trinh 13- Quan ly tai liéu lew trie Nha irwong




BMO1
TRUONG CAO DANG LAO CAI CONG HOA XA HOQI CHU NGHIA VIET NAM
PHONG, KHOA, TRUNG TAM Poc lip — Tw do — Hanh phic
Lao Cai, ngay.....thang.....nam....
DANH MUC HO SO TAI LIEU NOP VAO LUU TRU CO QUAN NAM...
T i  Thoi gian bt ddu  Thoihan ;
© Hop s Tiéu dé hé so | HAOLEIEn paraal L A sh e Ghi chi
| va két thic bio quin | ;
Y 02 | | w3 6
(01) (02) (03) (04) | (03) | (06)
. - 02/01/20.. 20 nam 20 |
01/VP Haé 860 ) i .
15/10/20.. (vinh vién) |
02/VP | 1 |
03/VP -
| .
— - | |
Newoi lap Truong don vi
(Ky, ghi 16 ho tén) (Ky, ghi rd ho tén)

Quy trinh 13- Quan [y tai liéu heu triv Nha trucng



BM 02.1
UBND TINH LAO CAI CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG CAO PANG LAO CAI Poc ldp — Tw do — Hanh phiic
Lao Cai, ngay.....thang.....ndm....
DANH MUC HO SO TAI LIEU PE NGHI TIEU HUY
B6 sb  Hbsosd  Tiéudéhdsohojic tailigu hiy Ly do tiu hiiy Ghi chi
(01) (02) (03) | (04) (05)
|
Neguwoi lap Lanh dao duyét
(Ky, ghi ro ho tén) (K tén, dong ddu)

Ouy trinh 13- Quan Iy tai liéu luw triv Nha tricong
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BM 02.2
UBND TINIH LAO CAI CONG HOA XA HOQI CHU NGHIA VIET NAM
TRUONG CAO PANG LAO CAI Poc ldp — T do — Hanh phiic
Lao Cai, ngay.....thang.....nam....
DANH MUC HO SO BAO QUAN LUU TRU CO QUAN
| . . L ' Ngay thiang bit |, Thai han bi
Hop sb Hb so'sb Titudd hdso o) e ba S tor Fag a0 Ghi chi
dau va két thue quan
01 02 03 05 07
(01) (02) (03) (04) (05) (06) (07)
i — —
. | . | |
| |
L | o | -
Muc luc hd so nay gom: ............ hd so
Vifz‘t biing chi: cereeeaeenan i
Phin bang ké ho so, tai liéu nép luu cia muc luc nay gom co:......... to

Lanh dao duyét
(Ky tén, dong deu)

Quy trinh 13- Quan Iy tai lidu hew triv Nha truong
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BM 03

UBND TINH LAO CAl CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG LAO CAl Poe lap — Ty do — Hanh phuce

SO KHAI THAC SU DUNG TAI LIEU

' Ngay khai | Ngudicho khai  Noygi khai $é, ky hiéu, | D¢ Tidn ade =t
TT | thac thac thac tai liéu ngz‘ly thfl[lg \'(’:)i dl.lllg vin bin (Sao) K}'l _ Ghi chu
tai liéu tai licu vin ban
(03) (09)

oy (02 (04) (05) (06) (07) 08)

Quy trinh 13- Quan 1y tai licu huw triv Nha truong
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1. MUC DICH VA PHAM VI AP DUNG
1. Muc dich:

Quy trinh quy dinh trinh tu cic bude thue hién cong tac quan ly va tra ciru hd so
vién chire. Quy trinh gitp cho viée luwu trir, bao quan, khai thac va s dung thong tin vé
vién chire mdt cach khoa hoc, phuc vu cho ciac hoat dong nhu Luyén dung, st dung. danh
14, dao tao, quy hoach. va thuc hién cac chinh sach lién quan.

2. Pham vi ap dung
Ap dung trong vi¢e quan ly va tra ctru ho so vién chuce (dang lam vice, nghi huu,
nghi viée) cua truong Cao dang [Lao Cai.
II. DINH NGHIA VA TU VIET TAT
1. Dinh nghia
- 116 so vicn chire la tdp hop cdc van ban phélp ly v& vién chire k¢ tir ngdy dugc
tuyén dung. phan anh cic thong tin co ban nhat vé "So yéu ly lich" ctia vién chire, viin

bing. chimg chi, cdc loai van ban ¢6 lién quan va duge bd sung trong qua trinh cong téc
cua vién chuc.

- 116 so gdc ctia vién chie 1a hd so do co quan, t6 chue, don vi ¢6 lhdl'[‘l quyén
lap va xac nhan lan dau tién khi vién chirc duoe tuyén dung vao co quan, 16 chire, don
vi cua Nha nudce theo quy dinh cua phap luat.

- Quan ly ho so vién chire la hoat dong lién quan dén viée lap, bé sung, sip xn.p
bdo qudn, st dung, luu trir hd so vién chie phuc vu ¢ong tae st dung va quéan Iy ho so
trong co quan theo quy dinh cua phéap luat.

2. Tir viét tit

CRLEE Cao d'fmg .40 Cai QT:  Quy trinh
VP: Van phong MC: Minh chirng
VC: Vicn chie Pl.:  Phu luc

I LUU PO (Xem trang 3 - 4)
IV. DAC TA (Xem trang 5 - 10)

V. CAC BIEU MAU/ HUONG DAN KEM lIIF() (X(Jm :‘mng 11 - 33)

STT ‘ lcn biéu mau! huong (Lm Ma hoa

’ Quy¢n ly lich vién chirc gobm 6 trang, ky hicu:

| 11 e ¥ 3/
| MduIlS(}l VUBNV QT31/CDLC-VP/BMO1

Su yéu ly Ith vién chirc g0m 4 trang, l\v hlc.u

T e T Up
Man 11S02-VC/BNV QT31/CDLC-VP/BMO02

Danh muc lwu trir thanh phan tai licu trong hd - .
g 31/CDLC-VP/BMO3
so ky hi¢u: Mau [[S )9b-VC/BNV. il lee VAR

' Danh muc luu trir lhz‘mh phﬁn tai licu trong ho

4 s 3} % 3/ 4
so ky hi¢u: Mau HS09¢-VC/BNV SBHCDLC-MRBMMA

Quy trinh 31- Quan Iy va tra cteu hé so vién chire va nguoi lao déng
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ky hi¢u: Mau 11S04-VC/BNV

VC/BNV

Danh muc luu trir thanh phéan tai liéu trong ho
so ky hiéu: Mau 11S09d-VC/BNV

Phiéu bé sung 1y lich vién chic gom 2 trang.
ky hi¢u: Mau [1S03-VC/BNV

Phicu giao nhan ho so vién chire gom 1 trang,

Phiéu ciytyén ho so vién chirc gom 1 trang, ky
hi¢u: Mau [1S045-VC/BNV

Phi¢u nghién ctu ho so vién chirc gom |
trang, ky hi¢u: Mau 11806-VC/BNV

Phicu theo dai st dung, khai théc ho so vién

chire gom 1 trang, ky hiéu: Mau I1807-

S0 theo doi sir dung, khai thac ho so vién chire

' g6m 1 trang, ky hi¢u: Mau 11S08¢-VC/BNV

QT31/CDI.C-VP/BMO5

QT31/CDI.C-VP/BMO06

QT31/CDIL.C-VP/BMO7

QT131/ CDLC-VP/BMOR

QT31/CDLC-VP/BM09

QT31/CDLC-VP/BMI0

QT31/CDI.C-VP/BMI1

Quy trinh 31 - Quan Iy va tra ciru ho so vién chiee va ngueoi lao dong
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QUY TRINH QUAN LY HO SO VIEN CHUC

TIEP NHAN HO SO

QUAN LY HO SO

LUU TRU HO SO

VAN PHONG

1. Tiép nhan ho so VC,
NLD

4. Quan Iy ho so VC.
NLD

A

5. Ban giao ho so (néu
©6) va luu trir

VIEN CHUC QUAN LY

HO SO

3. Cap nhét. b sung

> 2 Laphdso VO NLD —— ;
ho so

Quy trinh 31 - Quan Iy va tra ciru ho so vién chire va nguai lao dong
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VIEN CHU'C, NGUOT LAO DONG |

1L QUY TRINH TRA CUU HO SO VIEN CHUC

 YEUCAUTRA COUHO SO THUC HIEN TRA CUU HO SO LUU HO SO

—= | Lap Phi¢u véu cau

5, Nghién ciru ho so

= 3 hier 10
itk e D gidr

Kidng dong ¥

PHONG

NH VAN

CHA

2 Xem xét Phidy
VEeu Cilll

HIEU TRUONG

080

N CHUC QUANLY H

VIE

¥ e
! R o 1 |
4. Vao Phidu va S6 6. Sao huu ho sacho 7 Kiém tra tinh
Dy + theo doi. Lay ho so npudi dén nphién ————— trang hd s khi tra " & e S s
ciin tra ciru etr, khai thac ho so lai

Quy trinh 31 - Quan Iy va tra ciru ho so vién chice va nguoi lao dong
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Meiu 11S01-VC/BNV ban hénh ként theo Thing w56 07/2019/TT-BN1 ngay 01/6/2019 ctia Bg truwong B Noi vy

BMOI

CONG HOA XA HOI CHU NGHIA VIET NAM

Doc lap - Ty do - Hanh phuce

LY LICH VIEN CHUC

T1O VA 1EN KNAT SINN: ...ttt sees s eeeseses e sseses s
TEOEOL KIRES . comommamsmmsmmsmmsss s st e
Ngay, thang, nam sinh:......... — — Gid1 tinh (nam, n0)..cccoervvvvvenenen.
QUE GUANS....ccoconressusssmmmssssansmssses T o
it Qb CONE TAG IIBH DY Youuiininimaivsrasisssmmmss s s s sy s
Co quan, don vi quan 1y vién chlrC: ...

Don vi su dung

S6& hiduvieh ehifr i st




I. SO LUQC LY LICH

1) Ho va tén khai sinh @iér chiv in

2) Tén goi
Anh mau
3) Sinh ngay ... thang ... nAM ..., GG tinh (nam,

(4 X6 cm) Ty

4) Noi sinh: Xa/Phudng:............... Huyén/Quan.............. Tinh/Thanh phé:.

5) Qué quan: Xa/Phuong: ... Huyén/Qudn................... 'inh/Thanh phé: .........
() D5 W o [ U SO 70 o1 1 525 Xt S
B et dEng KEhG R RENRE 0 . cumimmmpssiim i e i

(S'ff nhe, dirong p!'rri thanh p,"ui:; xom. thon, xa, huvén, tinh)
(S6 nha, dicmg phd, thanh pho, xom, thén, xd, huvén, tinh)

TOY MehE nphiBi Khi B0 PO QUL moiosntsscsensoiossssiissisos oo At

11) Ngay tuyén dung: ... RO E— Co quan, don vi tuyen dung: ...
12:1-/Chite dénh (ChiTE v} CONETAC RIBH 111 Lo i s S i s iia

(1'¢ chinh quyén hoge Dang. dodn the)
12.2- Chire danh (chire vu) kiém nhiém: ... .. ...

(1'é chinh quyén hode Dang, dodn thé)

13) Cong vice chinh duge giao: ... ..
14) Chire danh nghé nghicp viénchoe: . Masé

Bac lwong: ... hé s6...... Ngay huong.. /.../ ... Phucapchirc vue...... Phucép khac

15.1-Trinh dé gido duc phé) th&Ng rda 161 nghiép 15p MY, thUGE ME RGO? )% ... s oeiees et e

15.2-TTinh dd Chuyen MON CAO MRAL .. oo e
(TSKH, TS. Ths, i nhan, k¥ sw. cao dang, trung cap, so cdp; chuyén nganh)

15.3- Ly lufin B o 154=QUAN 1Y NhA NUGC v i
(Cir nhan, cao edp, trung cdp, so cdp) (Chuven vién cao wi}.;. chuyén vién chinh, chuyén vién, can sir)



Mau HSOI-VC/BNI ban hénh kén theo | héng e s 07/20019/TT-BNY ngay 01/6:2019 cua Bé truong Bd Néi vu

15.6 -N20ai @I oo VST NOC e,
(Tén ngoai ngiv + Trinh do: 1S, Ths, DH, Bac | dén bac 6) (Trinh dg: TS, Ths, DH, Ky ndang 01 dén K3 néang 13)
16) Neay vao Dang cdng san Viét Nam ... — [ Neay chinh thie: ... T Lrveomimieeesossins

F7y Rpay tham gia 16 chre ehial B HOY uowomsmsmsummsssimso s s s e s
(Ngay tham gia (6 chire: Doan, Hdi, ... va lam viée gi trong (6 chire dd)
18) Ngay nhap ngil: ....lcidcciis NEAY XUAL NGUL ..coooiniivcirinns QAN hdm cao nhat .o

19.1- Danh hi¢u dugc phong tang cao S

(Anh hing lao déng, anh hing lwe heomg vii trang: nhé gido, thay thuoe, nghé s nhan dan, wi ti,....)
P92 Tlae R dines P a0 5o RHE G0 B e s e s e S T e
20) So trudng cong tac: ... S S D N A S S
21) Tinh trang stre KhOe: .o, Chidu caor........ , Canning: ... kg, Nhom mau: ...
22) Lathvong binh hang: .../ ..., L con giadinh chinh sach:........ci i

(Con thirong binh, con ligt si. ngwai nhiém chat dic da cam Dioxin)

23) 86 chirng minh than d80: .t NBAY CAPE cidiciidininan 28Y SO BHXH. .



Bl

w:



IL. QUA TRINH DAO TAO, BOI DUONG VE CHUYEN MON, NGIIEP VU,

LY LUAN CHINII TRI, NGOAI NGU, TIN 11QOC

Hinh thue ?
Tén truong hojic co s¢ Chuyén nganh T thiang, nim X Vin bing,
. . i dio tao, boi
dao tao, bii dudng dio tao, boi dudng Dén thang, niim ching chi
dudng
.......................................... - !
/ I}

1L DAC DIEM LICH SU BAN THAN

Tir ngay thang nim
Dic diém lich s
dén ngay thing nam




Quan Iy va tra clru ho so vién chire va nguoi lao dong

IV. KHEN THUONG

Ngaf“ﬁ::a"g‘ Ni dung va hinh thic khen thudng Ciip quyét dinh
V.KY LUAT
Ngay, tha R
i Ly do va hinh thire ky lujt Cép quydt dinh

nam




VI. QUAN HE GIA DINH

1) V¢ ban than: Cha, Me, Vo (hoac chong), cac con va anh chi em rudt

Mdbi

quan h¢

Ig tén, niim sinh, qué quan, ngh¢ nghi¢p, dic diém lich st (¢o bi bit, bi ta, lam vige
trong ché dg cii, nguy, quéin, nguy, quycn khong); hién dang lam gi (ghi rd chie vy hodc
chire danh néu ¢6, tén va dia chi co quan, don vi cdng tac & trong hode ngodi nudce), noi

e tri.

2) V& bén Vo hodc Chf“mg: Cha, Mc¢ va anh chi em rudt

Mbi

quan llé

Ho 1&n, niim sinh, qué quin, nght nghi¢p, dic diém lich su (¢6 bi bat, bi ta, lam vige
trong ché dg ci, nguy, quan, nguy, quyén khong); hién dang lam gi (ghi ro chie vy hode
chie danh néu ¢, tén va dia chi co quan, don vi cdng tic o trong hodic ngoai nwde), noi

cu tra.




Quy trinh 31: Quan ly va tra ciru ho so vién chlic va nguoi lao dong

VIL. TU NHAN XET, DANH GIA

(VEé pham chét chinh tri, dao dire. 16i séng, ¥ thire ky ludt, ning lue va so trudng edng tic....)

Nguoi khai
T6i xin cam doan vé nhiing 161 khai
trong quyén ly lich nay la ding su that
va chiu trach nhiém trude phap luat vé
nhing 101 khai dé.

. Ngay . thang... nam 20.. .

(Ky tén, ghird ho tén)

Xac nhan caa don vi

Ban ly lich nay do vién chuec:

CEDRLEEINY s ccoionsimmpmssasmiumios s sbninpav s 6 s sN e SRS AS T S AT S g s

tu khai tai

Don vi xac nhédn la dung su that.

Thi trudng don vi st dung vién chie

(Ky tén, dong déu)




BM 02
M HISO2-VC/BNY ban hanh kém theo Thong tie s6 07/2019/TT-BNV ngay 01/6 /2019 ciia Bé triuong Bo Noi v

Coquianquan 1 vien SR0G umnnanmiiniaia s v R0 61 VIBN-CHITG: s o
DON Vi ST dUNE VIEN ChIC ... e e et e et et ettt e

1) 110 va tén Khai sinh (VIEUChT i DOAY ... .eeeeeee e e e,
2) TN O KNACT ..ot e e e
Anh mau . ‘ . L
3) Sinh ngay:......... thang..........ndm.......... Gidi tnh (nam, n@):...oooviiiiiniinn,
(4 x 6.cm) s o . 2 %
4) Noi sinh: Xa/Phuong........... Iluyén/Quan.......... Iinh/Thanh pho......oceineean.
5) Qué quan: Xa&/Phuong......... Jluyén/Quan........... T Thsh phbvissasisns
L (B L T TY B SIAGE nvammmmrmssnmas s
8) N ditiig fop WA Kbty HRrOmB I cuimin vl i s s s S S T o

(TSKH, TS, Th.s, cir nhdn, ki sir, cao dang. trung cdp, so' cdp, chuyén nganh)

1531y ludin ehifith i cnrmnnnssns 15.4-0uan 17 hAHHTE: s oo

(Cir nhidn, cao cap, trung cap, so cdpl (Chuyén vien cao edp, chuyvén vién chinh, chuyvén vién, can su.)



Quy trinh 31: Quan ly va tra cru ho so vién chire va nguoi lao dong

15.6-Neoai Woils. ciwaian iy s o ] o Lo e T
(Tén ngogi ngiv + Trinh dg: TS, Ths, DI, Béc | dén bic 6) (Trinh dé: TS, Ths, DH, Ky ning 01 dén Ki nang 15)

16) Ngay vao Dang Cong san Viét Nam: ....... T —— i Ngay chinh thic:......... — Hiramsiiss

T I EA SR Ch0E ORRR G~ R MBR cosuovvmissnsasvti i it e S S S R

(Ngav tham gia 16 clire: Doan, Hdi, ... va lam viée gi trong to chiic de)

[8) Neay nhip nati:...... Lssan Lo Neady xuat ngii:...... Fesvin s Quin ham cao nhat:...............
19.1- Danh hi¢u dugc phong AN €0 MRAL . ......oivee e eei e e es e e e e es e eaaeesssn e enons

19.2- Ioc ham dugc phong (Gido sie, Pho gico 105, eeeieiieeeeieiannns Niam duoce phongi...ooveeiiiinn ..

20) SO OIS COME LG oottt ett s ettt et e e e et e e et e et e et e et e e e e et e e e et e et a e e et e et e ettt e e

2 [ LA T B 1106 /SR 22T IR oo o e R A S T
(Hinh thire cao nhat, ndm nao?) (vé dang, chinh quyén, doan thé hinh thire cao nhdt, nam nao?)

23) Tinh trang stre khoé:.......oooiiiiii..l. Chiéu cao:........ , Can nang:......... kg. Nhém mau:..........

24) La thuong binh hang:...... A » Lidcon giadinhichinh SAehz .. . covommvmissve snnss vonvosaminsn snsons s

(Con thieang binh, con [iét sT, ngud nhicm chat doc da cam, Dioxin)

25) S6 chirng minh nhan dan:..................... Neiy cipi...... fivesni fiiness 28Y S8 BUNIL: «ovviesns o

27) DAO TAO, BOI DUONG VE CHUYEN MON NGIHIEP VU, LY LUAN CHINH TRI, NGOAINGU, TIN HOC

e e e T
I'tr thang, nam ‘ Ilinh thire ‘ Van bang,
Tén truomg Chuyén nganh dao tao, béi dudng |
dén thang, nam | daotao | chimgchi
i | i
: e— e ! '
| | |

Ghi chii;
- Hinh thire dao tao: Chinh quy, tai chire. chuyén i, tie xa. lica thong, boi didng.

- Van bang, chiing ehi: TSKIL TS, ehuvén khoa 1. Ths, chuvén khoa 1 dai hoe, eao dang, trung cdp, so edp, ching chi,...



Tir thang, nam

dén thang, nam

- Khai ro: bi bat

28) TOM TAT QUA TRINH CONG TAC

Chure danh, chire vu, don vi cONg 1ac (dang, chink quyén, don the, 16 chire xa hoi) kK¢ ca thoi
gian duoe dao tao, boi dudng ve chuyén mon, nghiép vu, ...

29) DAC DIEM LICH SU BAN THAN

. bi W (i ngay thiang nam néo dén ngay thang nam néo, o dau?), da khai bao cho ai, nhirng véin d¢

¢i? Ban than ¢o lam viée trong ché do ¢t feo quan, dem vi néo, dia diém, ehire danh, chire va, thoi gian lam viée... ):

- Tham gia hodic ¢6 quan hé¢ voi cde 1o chie chinh tri, kinh 1&, xa hoi nao & nude ngoai (am gi, 16 chiie nio,

dat iry sorer e L7

Moi
quan hé

30) QUAN HE GIA DINH

a) V¢ ban thian: Cha, Me. Vo (hodc chong), ¢ace con. anh ¢hi em rudt

N2 Qué quan, nghc¢ nghiép, chire danh, chirc vu, don vi ¢ong tac,

o am . = . . R

o va tén - hoc tdp. noi o (trong, ngoai nude); thanh vién céce 16 chire chinh
sinn

tri - xa hoi ...7)




Quy trinh 31: Quan ly va tra ctru ho so vién chire va nguoi lao dong

b) Vé bén vo (hoac chong): Cha. Me. anh ¢hi em rudt o
Qué quan, nghc nghiép, chire danh. chire vu, don vi cong tac.

Moi o Néam A : can ; ST ;
. lo va tén > hoc tdp. noi ¢ (trong, ngoai nude): thanh vién cic 10 chire chinh
quan h¢ sinh

tri - xa hor...7)

31) DIEN BIEN QUA TRINH LUONG CUA VIEN CHUC

Thang/nam

Ma s
Béc luong

11¢ O luong

o Ngay......thdng... ... ..ndm 20... ...
Nguwai khai Thu trudng don vi st dung vién chire
T'6i xin cam doan nhing loi (K tén, dong déu)
khai trén day la ding su thit
(Ky tén, ghirdg ho tén)




BM 03

Meiu [1S09b-VC/BNV ban hanh kém theo Thing tie s6 07/2019/TT-BNV ngay 01/6 /2019 ciia Bo truweong Bé Noi vu

TT

(1)

MUC LUC THANH PHAN TAI LIEU TRONG HO SO

So6 va
ky hi¢u

(2)

Neay Ten loai va trich yéu noi
thang dung

6 4)

Tac gia

(3)

T sb | Ghi
chu

(6)

BM 04




Quy trinh 31: Quan ly va tra ctru ho so vién chire va nguot lao dong

Meiu HSO9c-VC/BNV ban hanh kém theo Theing tr 56 07/2019TT-BNV ngay 01/6/2019 cua B trwong B Ndi vy

MUC LUC THANH PHAN TAI LIEU TRONG HO SO
(NGHI QUYET, QUYET DINH VE NHAN SU)

| 1
So va Ngay Tén loai va trich yéu noi ; !
|

| ky hiéu | thing dung Tac gia | Tos6  Ghicha

flia

| @ 3) ) o) | ® | o




BM 05

M HSO9d-VC/BNY ban hanh kén theo Thong tie 56 07/2019/11-BNV ngay 01/6/2019 cuia Bo truong Bo Noi vu

DANH MUC TAI LIEU

(NHAN XET, DANH GIA, DPON THU)
" Tai licu € traing
;"; e Tén tai ligu 52}‘:,“’” Ghi chii
[ o
i




e =2

Quy trinh 31: Quan ly va tra ctru ho so vién chite va nguoi lao dong

BM 06
M (1S03-VC/BNV ban hanh kém theo Thong nr 56 0722019/ 11-BNV ngay (01/6/2019 cua Ba trieong Bo Noi v
Coruan Gudn I aen G womosssmmmnsas S5 hiéu vién chlic: oo,
Pon vi stt dung vIen chife: ....covirereiremrossssonssnssessssnes
PHIEU BO SUNG LY LICH VIEN CHIUC
(73r thang/ nam 01/01/... dén thang/ nam 31/12/.....)

1) Io va (én khai sinh (VI chil 10 ROA): oeveeeeereeeeeeeeeeeeeee st

2) Ngay thing n8m Sinhs.covessmsamn o (Gidi tinh (Nam/OY:. oomanaisinin

(Vé chinh quyén hodc Pang, doan the)

4.2- Chire danh (chire vu) KiGm nhiCm:......ooviiiiiiiiii e e
(Vé chinh quyén hodc Dang, doén thé)

5) Chire danh ngh¢ nghiép vién chire:................. M SO: oo

6) Bac luong:........... [1¢ s0:......... Negay huong: ....../.....[........... Phu cap chie danh:..........

7) Neay vao Dang cong san Vict Nam: ....ccocevenennn. R % vesunamasicipnns .l Ngay chinh
Thite: Lo Pesvmmmosign T —
I. THAY DOI VE CHIUC DANIIL, CHHUC VU, DON VI CONG TAC

(chi ké khai nhitng thay doi hodc bo sung vé chire danh, chire vu, don vi edng tdc so voi thoi diém
(o)

T thang, i ; T T IR B :

it Chure danh, chire vu dugce bo nhiém. bau cu. di¢u dong. micn nhi¢m (trong dang.

én thé chinh quy¢n, doan the, 16 chire cua nude ngoai hoac lién doanh vai nuoe ngoat),
7 °) A A -~ i ., . -~ » .- -

dcn thang, thay doi vé ndi dung cong vice, don vi cong tac, danh hi¢u duge phong tang...

nam

IL. DAO TAO, BOI DUONG NANG CAO TRINI DO CHUYEN MON
(chi khai bo sung sau khi da két thiic khéa dao tao, boi dudng)

S i : 35 Tor thi = [linh T
—_ ; Chuyén nganh dao tao. boi I'lr thang, nam S Van bang,
I'tn truong : UG ' by - thire dao ) .
duong dén thang, nam g chimg chi




Ghi chit:
- Minh thite dao tao: Chinh quy, tai chire, chuyén tu, tie xa, lién thong, boi diedng.

- Van hang, chitng chi: TSKI1, 1S, chuyén khoa 11, Ths, chuyén khoa I, dai hoc, cao dang, tr ung
cdp, so cdp, chitng chi,...

1. KHEN TIIUONG (chi khai nhitng phdt sinh méi)

V. DI NUOC NGOALI

(T 6 thang tro lén, tinh tir ngay ....../..... S dén ngay ...../... ... . di mroc nao? Dd lam viée o
co qmm, 16 chire néao? Néi dung cong viéc)

VIL VE KINI TE BAN THAN (nhd o, ddt o (tw lam, mua, dicoe cap, thiva ké) va tai san cé gia
tri lom khdac theo quy dinh cua phdp ludt - chi khai nhitng phdt sinh so vai thoi diém trude dé):

VIIL VE GIA DINH (ké khai nhitng phdt sinh maoi vé §6 hwong va hoan canh kinh té, chinh tri cia
cdc thanh vién trong gia dinh (b6 me, vo, chong, cdc con, anh chi em ruér ... )

.................... neay. . thang . ncam 20 ey HGAY L theng L ncin 20007
Neguwdi khai bo sung Thu truong don vi sir dung vién chire

(Ky tén, ghi 14 ho tén) (Ky: tén, dong ddu)



Quy trinh 31: Quan IV va tra ciru hd so vién chiic va nguoi lao dong

BM 07
Meiu HSOA4-VC/BNY ban hanh kém theo Thong e s0 072019/ TT-BNV ngay 01/6 /2019 ciia Bé truong Bg Ngi vu

PHIEU GIAO NHAN HO SO VIEN CHUC

M2 $0 ho 50 VIEN ChITC: oo

I. BEN GIAO HO SO VIEN CHUC

L. Tlcogunn HOH v B9800 S0 coscunmissommsnusmiiiinsiosisass ——
2. Ho va tén, chirc vu nguoi qu__t.'éf ERR T .o i S
3. o va 1én, chire vu cila NEUOT ZIAO ..o :

4. Cdc théng tin co ban vé hé so:
a) Tén ho so giao: ...

b) Do mdt ciia ho so:

¢) Mo ta chi tiét vé dac diém va th trang cua hu SO }'Jn giao .

5. Neay giao ho SO o e
6 Phuong thiee giao ho sor:
I1. BEN NIAN 1O SO’ VIEN C llLl(

1. Tén co quan, don vi nhan ho sor .

2. o va 1én, chire v cua ngwoi nhan: ...
3. Ghi chii vé tinh lrang ho so khi nhédn:

a) Ngay nhan hé sor: ... ! /T Ma s6 ho SO Vién chiC oo
h) Tén hé '.o'nh.fm .................................................................................... IR ——
¢) M6 ta chi tiét vé déc diém va tinh trang ctia ho so khi ;?h(m .............................................. ;

BEN NHAN HO SO BEN GIAO 110 SO

Thu truwong co quan, don vi nhéan ho so Thu trwong cor quan, don vi giao ho so

(kv, ghi ra ho tén, ding dér) (ky, ghi ré ho tén, ding de in)

Newdi nhéin ho sor

(ky, ghi vé ho tén) Newdi giao ho so

(ky, ghi rd ho tén)



BM 08
Men HSO5-VC/BNV ban hémh kém theo Thong ne $6.07/2019/ T1-BNV ngay 01/6 /2019 cua Bé triong B Ngi vu

PHIEU CHUYEN HO SO VIEN CHUC

Ma s0 ho so vién chie

Ho va tén khai sinh trén ho so: ... e
1én goi khac: . .. . .. TR . ' . L. .| | - SN
Chite danh, don vi wng MIC CU ..onsisimsmsisiin O —

l)(m Vi cong lac maoi
16 so dwoc chuyén di bao gom cac thanh phcuz sau.

STT | Tén/ndi dung tai li¢u 86 1o/ s han Ghi chu
| S o sl ol e (D USRS . T30 s

(Néu s6 lwong tai lieu nhiéu hon s6 dong trén ddy, thi ldp bang ke kém theo mdu ij)

Newdi nhan Negwoi giao Thu trwong co’ quan,

e . L i don vi quan ly ho so
(ky, ghi ra ho tén (ky, ghi ro ho tén

(ky, ghi 16 ho tén, dong déau)



Quy trinh 31: Quan ly va tra clru ho so vién chiie va nguoi lao dong

BM 09

Mau HSO6-VC/BNYV ban hénh kém theo Thang 56 0720019/ TT-BNV n eay 01762009 cua Ba trirang Bo Noi v

PHIEU NGHIEN CUU HO SO VIEN clHUC
Phicu sb:.........

neay...... thang........ nam 20......

L. o va tén, chire vu ngoi nghién cuu IO SO oot es e
CCOGUAN, AON VF CONG TUC: 1eeovvveaiieiiiiiiieiiii it sassaeseit st esbne s s sas s saanes s ssmasessss e an e enae e
Thoi gian nghién ciiu ho sofir ... Frvussissnsnsarned SAT———C A

den e, ! S i

4. 116 sor va muc dich nghién ciru ho so

a) Dé nghi nghién ciru i
b) Muc dich cua viéc nghién ciru i I

2
-
I

5. Danh muc tai liéu can nghién ciru trong thanh phan ho so can bo, cong chire

20 ) Tén, ni dung tai licu ~ Ghicha |
|
6. Ilinh thirc nghién cuu NO SO (UG CHO OTC MIUEGT): +ovveeseseeeeeeeeeseeeeeeeeeeesereeeeeessssesene seeeens
7. Cdc yéu cau khdc (can sao chup, 56 1 LONG DAN SAO....) oovveeeeeiiiiiieiireeeiiirieeecieresieie e
NGUOI DE NGII CO QUAN, DON VI QUAN LY HO SO
(ky, ghi ro ho tén) Y kién cua Thi truong co quan, don vi quan 1y ho so

Newoi trye tiep giao ho so' d¢ nghicn ciu

(ky, ghi ra ho tén)



Ilo va tén trén ho so

BM 10

Mau 1ISO7-VC/BNY ban hanh kém theo Thong e s6 07/2019/TT-BNV ngéay 01/6/2019 ciia B truéng Bé Néi vu

PHIEU THEO DOI SU DUNG, KHAI THAC HO SO VIEN CHUC
(Dimng cho cong chire, vién chiec true tiep quan [y hé so vién chirc)

Nty TRewD, OISR oo oo s oy sy
e R L T

Don vi cong tdac

STT

So phiéu
nghién
ciru ho so

Thoi

Ho tén, chire vu, don vi gian
o A e - n - A
cua nguwoi nghién ciu ho

nghicn
ciru ho
SO

R A .- v
M3a s0 ho sovién chle. .. vovveeveeeieeee ...

Chir ky cua nguoi
nghicn ciru ho so
(khi da tra ho so) | (khi dd tra ho

Chir ky cua
nguoi quan
ly ho so

s0)




Quy trinh 31: Quan ly va tra cttu ho so vién chire va nguoi lao dong

BM 11
M HSOSe-VC/BNV ban hénh kém theo Thong e s6 07/2019/11-BNV ngay 01/6/2019 ciia Bo trucng Bé Noi vu

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phic

SO THEO DOI
KHAI THAC, SU DUNG HO SO VIEN CHUC




i - - | T
| - | I
| |
R . S e
_ “
............. [ - - |
__________ sl |
_m
.................................... 4._ e el
! BN SO S 1 .
SR SRS [ N | .
| L
_ _ nnd uIysu nnd uysu a®) 3u0d e g S e
npP gy e desN o g s e rongu wgrysu L
Nyl yuiy unp ION A no@ U9} BA O LS\ oS |
) ¢ ; |




nygo my

vy A8\

nnd uysu
AWy} yuiy

28] SUOd
iAwoQ

09 WRIYSu
Lonsu
ug) BA OH

nnd
uIysu
ARSN



~ UY BAN NITAN DAN TINH LAO CAI
TRUONG CAO DANG LAO CAI |

Dia chi: Phuong Cam Duong, Tinh Lao Cai

DT:0214.3830.099 Iimail: contact-cdlc(@laocai.gov.vn
I'ax: 0214.3835.170 Web: http://caodanglaocai.vn

QUY TRINH
QUAN LY CO SO VAT CHAT NHA TRUONG

Ma hoa : QT10/CDLC-VP
Ban hanh lan 0%
Hi¢u lue tor ngay :01/01/2026

- e - T NGUOT PHE
| NGUOI SOAN THAO | NGUOI KIEM TRA | B
| | DUYET
‘ |
‘ Chir ky
»
| I e — = : ST | S
" Ho va tén Nguyén Vin Lip Pham Dire Binh Hoang Quang Dat
i Chiic H o . : N B i | g
i l | CHANH VAN PHONG | P.HIEU TRUONG = HIEU TRUONG
danh _




quan ly tai san tr khi phat sinh, sit dun

I. MUC PiCH VA PHAM VI AP DUNG
1. Muc dich

Quy trinh nay nham hudng din vé trinh tu, thi tuc thue hién viée quan Iy sir dung.
bao quan, bao tri, bao dudng co so vat chat, trang thiét bi, CCDC (Goitatla TS, CCDC)
cua cac don vi truc thuge Nha truong. Dong thoi quy dinh trach nhi¢ém va phuong phap

g, bao tri, bao duong 1S. CCDC nham dam bao

1S, CCDC duge su dung khoa hoc, ding muc dich, hi¢u qud, ding quy dinh.

co s0O vat chat, thi¢t bi, phuong ti¢n, dung cu, do6 dung, ..

[Lam can cur dé xac dinh nhu cdu xdy dung, mua sam 18, CCDC hing nim cua ting
don vi phu hop véi yéu cau phuc vu theo huéng hién dai, tiét ki¢m theo ding quy dinh cua
Nha nude va Quy ché chi tiéu ndi b, Quy ché thuc hanh tiét kiém, chéng lang phi clia
Trudng.

2. Pham vi ap dung

Quy trinh nay ap dung ddi voi ¢ong tac quan Iy TS, CCDC cta Truong Cao dang
.30 Cai, bao gom cdc cong vide: quan 1y: danh ma vach, ddn nhan va ban giao; bao tri,
bao dudng, sta chira, didu chuyén; kiém ké; kiém tra, bao céo tinh hinh quan 1y, sir dung
18, CLDE.
Quy trinh nay khong ap dung doi vai cac don vi ty chi trong Nha trudng, trlr cac
TS. CCDC do Nha truong dau tw, quan 1y tap trung theo quy dinh chung. Viée quan Iy,
sur dung tai san cia cac trung tam tr chu thue hién theo quy dinh riéng cua don vi va cac
vin ban hudéng dan hién hanh.

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

Quan v co sd vt chat cia Nha truomg 1a qué trinh 1dp k¢ hoach, 16 chtre, chi dao va
ki¢m tra, danh gia vi¢c st dung, bao quan, bao dudng va phat tri¢n toan bo cac loai tai san,

.phuc vu cho hoat dong giang day,

hoc tdp. nghién ctru khoa hoc, hoat dong quan ly va cac hoat dong khac cua nha truong.

St

(§]

| = el

2. Tir viét tit

- I'S. CCDC: Tai san, cong cu, dung cu - CDLC: Cao ding Lao Cai
- BGIH: Ban Giam hicu - VP: Vin phong _
-QT: QLI\ leh - TC-KI1I: Tai chinh - K¢ hoach

- BM: Bi¢u mau
1L LUU DO (Xem trang 2)

IV. DAC TA (Xem trang 3-5)

V. CAC BIEU MAU KFM 'lllh() (Xem lrang 6- H)

lcn bleu mau

Bién ban didu th.lyCI"_l 1mn LlaO o TS, LCD(,

Bi¢n ban kiém ké 1ai san, ll’ll(.l. bi. cong cu, dung cu

Bicn ban kiém ké cong trinh vt kién tric dat dai.
phuong ti¢n 0 10

Ké hoach bao tri bao duofm_

Bién ban nvhle thu danh gid sau bao tri bdo dudng

Ma hoa

~QT10/CDLC-VP/BMO1
QT10/CDLC-VP/BMO2

QT10/CDLC-VP/BMO3
QT 10/CDLC-VP/BM04

 QT10/CDLC-VP/BMO5

Quy trinh 10 - Quan Iy co so vt chdt Nha truong




QUY TRINH QUAN LY CO SO VAT CHAT NHA TRUONG

CHUAN Bl

~ THUC HIEN QUAN LY

BAO CAO - LUU HO SO

PHONG TAI CHINH KE

HOACH

1. Lip h so quan 1y TS,

cepe

8, Bao cao tinh hinh
quan Iy, su dung TS,

cenc

A

&}

Z

—

]

e ¥ 1 o

7 , 2 Quanly. sir dune . T i bdo b4

- s, CCDC bao dutmg,

_"6

& | *

T 5. Lip K¢ hoach bio |
3. 'I ]l\:ﬂ‘di\ll. Kiém tra tri, béo dutmg TS, —
IS, CCDC s dung Sy

o CcCDC

7z

9 7. Nghiém thu TS.

-y CCDC duge bao i, Pt

z bio dutmg ?

et

>

4. Kiem ke 1S,
cepe

Ouy trinh 10 - Qudan Iy co' so vt chat Nha truong
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PAC TA QUY TRINH QUAN LY CO SO VAT CHAT NHA TRUONG

B9

| TS,CCDC.

+ Trong qua trinh sir dung xay
ra su ) dot xuét, don Vi su
dung tién hanh dé xult sia
chira. Ngay sau khi nhan dé :
xudt, Van phong thyc hién |
kiém tra thuc trang, trinh
BGH, néu TS,CCDC sira chira |
dugc s thuc hién sita chira, |

duoc dé xuat siua
chira khi hu hong

Quy trinh 10 - Quan Iy co so vat chdt Nha lruong

| phin | D9 ERIW "
% e - s - Nguwoi phoi £ - " Han hoan Biéu
| STT Tén budce cong viéc Noi dung ‘ Negwoi hop thite Két qua dat dwoe - [
|t hién
. . hién | .
- Cin ¢t vao bién ban ban giao | | |
TS, CCDC phét sinh trong | | | |
L“E':lp 116150 quan ly tai | E?ﬁl C;Lfmp;l:;:; I?EI]](]T lﬂ?}g; ': rlih‘(‘)l]gl | dvi: fihgrlg’ ! '_1"5 g(cilgc ma hoa | (l]l{uz‘m sau ban |
san, CCDC ' dit liéu danh muc TS,CCDC i  dung | : B0
vao phan mém, ma hoa va dén - . ;
' nhan TS, CCDC . | |
| - Céc don vi trong qua trinh
: 'quan ly, sit dung TS, CCDC i
| ' phai tun thu yéu cdu sau: |
! |+ Tuan thu huéng dan vin |
Z hanh, bao quan cua TS, i
Yo AN T . Tii san, CCDC
= Khéng tur y di chuyén, sua | ——
' Quan ly, str dung | Chl':"l'a iloa? " N ol ' Don vi Vién Phong, 5- dflﬁg theo qujy dini’l e oo
2 . S ' khi chua dugc phép. siFding | Phng TCKH | Tai san.  CCDC Thuong xuyén




4

| 5 | 86 phaw | |
| BDADE | o ph , Han hoan  Bié
STT Tén budc cong viéc Noi dun Neguoi BIULp Két qua dat duwoce il By o
g Vig g 2 ; : q 2
[y hop thue thanh  mau
ia hién '
| hién - _ -
néu TS, CCDC khong thé stra
_chira s€ d¢ xuét mua thay th¢ |
- Trong nam Van phong giam ;
' sdt qua trinh st dung quén 1y !
" TS, CCDC cua don vi truc tiép ' Phong TC- . Bitn bin didu | Tron "
, | Theo doi. kiém tra st dung. Vin ' KH, cac don | P o v e | & q.;d '
3 | : | -_ : - . fite o e=a - chuyén, ban giao TS, | trinh dicu | BMO1
TS, CCDC sirdung - Trong qud trinh st dung Vian | phong | vi ¢6 lién CCD C | dbn !
' phéng diéu dong TS. CCDC quan | | one

theo thuc trang sir dung cia | | : ‘ |
_tirng don vi. l | } : |

| - ' - K& hoach kiém ké
' | TS, CCDC

i < T £y g 3 |
' BGH, Phong | - Quyét dinh thanh | Thing 1112 | BM02

Hang nam Vian phong xdy |
' dung ké hoach: thanh 14p hoi | Vin

R et dong va tién hanh kiém ké TS. | phong e I(TH’ cac idp hf‘n, ding lakm. k6 | hang nam BMO03
CCDC | don vi [8. CCE ] =
e | - Bién ban kiém ké |
| , | | ___|T8, eEDe |
| - Can cir két qua kiém ké tai | "
| san hang nam. chu ky TS, !
Tph hoach Bl 1, | oo CHANDA Bnxuat, mus | BGII, céc ; .z | |
h N dd su dung, tinh trang thuc €, | Vin A Ké hoach bao tri, bao 9 : |
5 | bdo dudng TS. . o SN \ . don vi st » Thang 1 BMO04
CCDC Vin phong s¢€ lap ké hoach bao | phong Fiss dudng , ‘
tri, bao dudng dinh ky TS, e | |
CCDC va trinh BGH phé | | | ‘ i
| duyét N | : | '

Quy trinh 10 - Quan Iy co so vt chat Nha trieong
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" Bd .
A B¢ phéan/
phan/ Nguwoi phdi Han hoan Biéu
STT Tén budc cong viée Noi dung Neguoi 8 _ [ Két qua dat dugc Y s x
=+ hop thue thanh mau
thue -
< hién
hién - |
- Trén co so lhucn trang TS,
‘ CCDC da dugc kiém ké. céc
. don vi lién quan tién hanh sura
! chira tai san hu hong, bao tri ., . : .
Thue hién bao tri, bao | ndé1 bd hodc thué don vi E 12 daiy || Wi phonig, | : f :
% ‘ ’ S P iy * Vs phong TC- Theo ké hoach  BM0S5 |
dudng chuyén mon. ¥ - KU 5
- Trudng hop TS, CCDE | ™ :
khong thé stra chita, thi thuc .
I hi¢n theo quy trinh thanh 1y tai |
' san_ B I IS BT ST
o s T6 chire nghiém thu, dnh gid | st i - Sau khi hoan |
Nghi¢m thu tai san l? . ng e B " w . . Bién ban nghiém thu . el -
B ez két qua sua chita/bdo tri/bao Van Cacdonvisu | , A . ..  thanh viéc bao |
7 | dugc stra chira, bao e i A Wk ! ~danh gia sau bao tri | ., ' BMO05
s ~ dudng TS, CCDC; lap bién phong dung P 5 tri. bao dudng |
trl, bao dudng Dbt oot iia - bdo dudng s |
. - ' ban nghiém thu. | o ! | TS ;
' Béo cdo tinh hinh Van phong tong hgp va béao . Ban giam ' Béo céo tinh hinh st | ’
' i e - T o v | Van | v 5 - 2o s |
- 8 quanly,sudung TS.  céo tinh hinh str dung, quanly. | hon - hiéu, cédc ' dung. quan ly. bao tri | Thang 12 g
| CCDC | bao uri bao dudng TS.CCDC phong | phong khoa | bao dudng TS.CCDC i
5 - - p —— ' Phong TC- | i
' i \ _uu toan bd ho so quan ly 1ai | Van . ; : 3 o A |
i 9 | Luu ho so Luu toan bo ho so quan Iy ! phong | KH: cdc don | Danh muc ho so lhuong xuyén |

san cac don vi.

vi 5

Quy trinh 10 - Quan Iy co 5o vit chat Nha trieong
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UBND TINIT LAO CAI CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG CAO DANG LAO CAI Doc lap — Tw do — Hanh phic

BIEN BAN BAN GIAO, PIEU CHUYEN TAI SAN, CCDC

[16m nay, ngay...... thang....... BB e DR v o s i e s A S
TIREr A TABIN ICOBT o niwsionsaiosionons o i e i o A R 55 R SRR3R AT P A o3

Chlng 61 gom co:

I. Truwomg Cao diang Lao Cai

L BB s vesmemmsopmamsmemmmminsses st s S Dai di¢én Van phong
2. (n)ngf']%zi: ...................................................................... Dai di¢n Phong TC- K11

1. Bén giao

L O/ et Chure vu:
2 ONE/BA oo e Vién chire
II1. Bén nhian

TG (v R — Chuc vu:
U Vién chite

Caing tién hanh dicu chuyén, ban giao cac loai tai san - dung cu theo danh muc sau:

‘ ‘ o —_ ; S6 | Nimdua | Tinfl_trgng tai
Stt | Tén tai san, thiét bi . .
. lwong | vao surdung san, CCDC

. ! _ s = ey :

‘ |

L T

T S N . |
— = S |

TR B O A MR DEN AON Vi oo

1.5 dO dIGU CRUYEN: ..coceiicvescieceeeeieaeresensisessaeenstesiensasanss - ssressses s sre s assbasssas st sb et a s

Ngay.......thang ... .... nam 20....
VAN PHONG PHONG TC- KH BEN GIAO BEN NHAN

Quy trinh 10 - Quan Iy co so vdt chat Nha truong




TOKIEMKE: ...,
BIEN BAN KIEM KE TAI SAN, THIET BI, VAT TU, CONG CU, DUNG CU

- Thoi diém kiém keé: gior ngay

- To Kiém ke gom:

o8 B s Lo =

OBBAY v ovinmsanssmsmmsimmsivssin
Da tién hanh kiém ké, két qua nhu sau:

ONE/BA: covviiiieeie e e

EREREIINS s e R R e S S S Chtie vu/Don vi

.................. Chire vi/Don vi

thang  nam 2025

BM02

................. B VIO, .o« i s ms e sop st s S A e A S S e b e 5580

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

\ ]

Panh gia chit lugng l o Rebae

‘ =. f nghi :'
! Hing sin | ! - . [
‘ i xuit, nuge | b ‘ | | |
| : Nim iy, | D0V, lang L e | ' I
T | Tén tai san,thiét bi, vit ~ Pon vi ‘ So ‘ <t dibnsed ‘:‘_J | quanly,si | Nguoi | ) SI Pang/ | Hoﬂng, f ! | Ghi
| tw,cong cy , dyng cy tinh lwgng | o thuﬁgt ok dung /Noi = sir dung ﬂ:ng sl g‘-‘"g ' khéng | khong | oo  Thanh | chi
: ung | at, 2 s | ung, | duge, | . s | . .|
| | | ' thute, ching | P40 443 clde | el | } "
loai trung | L | duge !
binh | | {
| S | { | i
! B 2 | 4 | 3 6 7 8 9 10 | ! [ - G A N S
| I | | " ‘; | E
! 1 | ; | | ! |

Ghi chii: Cot "ddnh gid chat leong", cdt "té kiém ké dé nghi" khi kiem ké

danh dau X
Pai dién don vi duge Kiém ké

TRUGONG CAO DANG LAO CAI

Thu ky to kiém ké

T6 truwdng to Kiém keé

Ouy trinh 10 - Quan Iy co so vat chat Nha truong

Ban Giam hiéu
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BIEN BAN KIEM KE CONG TRINH, VAT KIEN TRUC, DAT DAL, PHUONG TIEN O TO

- Thoi diém kiém ké: gic ngay thang — nam 2025
- T6 kiém ké gdm:
1.
2.
3.
4.
5
6.

Di tién hanh kiém ké, két qua nhu sau:

BMO03

f)ngf BAY o ormes s e e A R e s el I OTEI W oo s A S A T R O S S i
f)ngr’Bzi: .................................................... T L T T
ONE/BAL <o B shei eaintl 2o b OO S S SRR O P
f)ng!Bé: ............................... T — CHEC VDO Wi, . o cummnasmnpmsamesssasms s sasesss s wrssms s s e sy es
f)ng/Bé: ................................................... S WD W cccsnsmsinsmimos N A o P N e B A A A A R sy S A A

| | ' T | T6 kiém ké dé
\ Banh_g—la chat luwgng . — H so |
i PN . | | | kc:[:“tlgcn :
Aem cng e, Vot Ponvi  S6 | Nimsik @ ‘0 | | B | g | Hons trinh, vt = Ghi
TT | kién tric, dit dai, P e | dim | Huan | bang su dung idne sk | Ehonesi | &6 | Thanh | kién tric, | chi
phuong tién 6 t6 g wog ly,s& | dung, CL | duoe, CL ng.e ng s Wl | Aatn e T |
duii ‘ " ’ dung, CL dung chira ly dat dai, |
ing | tot trung 7 ) [
= kém dwoc phuong |
| ! binh : i A o m | .
i | | tien o to :
|
/ 2 3 ¢ | 5 | 6 | 7 8 9 | 10 |l | B 14
| | B | |

|

Ghi chu: Cot "danh gia chat luwgng", cot "6 kiem ké de nghi" khi kiém ké danh dau X, cét "HS cong

so phap ly kem theo

Dai dién don vi duge Kiém ké

Thu ky t6 kiém ké

wy trinh 10 - Quan Iy co so vét chat Nha truon
) Y g g

trinh, KT

Té truéng t6 Kiém ké

 ddt dai. 6 16" théng ké day du ho

Ban Gidm hiéu
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UBND TINII LAO CAI CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO DANG LAO CAI Doc 1ap — Ty do — Hanh phiic
Sé: ..../KH-... ., NEAY ... thdng ... ndm ...

KE HOACH
Bio tri, bio dudng co si viit chit va trang thiét bi nim ...

Can cir Ludt Giao duc nam ... ... ...
Céin cii tinh hinh thuc (6 co sé vét chdt va trang thiét bi cua Nha truong.
Can cu .
II. Mue dlch
1. Dam bao co s& vat chét va trang thiét bi phuc vu day hoc hoat déng on
dinh, an toan, hic¢u qua.

2. Phong nglra, phat hi¢n som va khic phuc kip thot cac hu hong, su co.
3. Kéo dai tudi tho thiét bi va cong trinh, tiét kiém chi phi dau tu.
4. Tao mdi trudng hoc tdp xanh — sach — dep — an toan cho hoc sinh.
[1I. Yéu cau
1. Thuc hién dung quy trinh ky thuat; dam bao an toan dién, nuoc, PCCC.

2. Phéan cong rd trach nhiém ting b phén, ca nhan.

3. Ghi chép, luu ho so bao tri day du.
4 Bao tri dinh ky két hop kiém tra dot xuéit khi can thiét.
I1V. N§i dung bao tri — bao dudng
1. Co sG vt chét
- Kiém tra, sua chita quat, bong den, 6 cam dién tr ong cac phong hoc.
- Kiém tra, thay thé ban I& cura, khoa ctra, kinh ctra s6.
- Stra chira va thay thé ban ghé hu hong.
- Bao dudng hé thong dién, nude, bom nude, thoat nude.
- Kiém tra phong chire ning: phong Tin hoc, phong Thi nghiém, phong Ngh¢

thuat...

- Bc"io tri san truong, bdn hoa, nha vé sinh, hé th(;mg mai che.

. Trang thiét bi
- VL sinh va bao dudng may tinh, may chiéu, may in, tivi, thiét bi mang.
- Kiém tra va bo sung thiét bi day hoc theo danh muc.
- Kiém tra han st dung va bao dudng binh chira chay.
- Kiém tra tu dién, aptomat, h¢ théng béo chdy, quat thong gio.
- Kiém tra dung cu thé thao, thiét bi nha kho, phong hop.
V. Ké hoach thuc hién theo thoi gian
1. Hang thang
- Kiém tra va v¢ sinh thiét bi trong phong hoc.

- B6 sung bong dén, quat, phu kién nho.

- Kiém tra hoat déng may tinh — may chiéu.
2. lang quy

Quy trinh 10 - Quan Iy co so vdl chat Nha triong
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- Kiém tra hé thong dién — nude, bom nude.

- Béo tri mdy tinh, mdy chiéu, thiét bj mang.

- Kiém tra san trudng, bon hoa, hé thong thoat nude.

- Ra soét thiét bj day hoc.

3. Hang nam

- Téng kiém ké tai san, Ihlcl bi, vat tu, cong cu, dung cu.

- Danh gia muce do xuong, cap, lap phuong an sua chira 16n.

- Dé xuat mua sim mai, thanh 1y thiét bi hu hong.

VI. Phén cong thue hién

Can ctr Ké hoach bao tri, bao dudng co so vét chat va trang thiét bi. Nha
truong yéu cau cac don vi nghiém tae thuc hién./.

Noi nhan: HIEU TRUONG
- Ban Giam hicu;

- Cac phong, khoa, trung tam;

-Luu: VILVP.

Quy trinh 10 - Quan IV cor sor vt chat Nha ruong
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TRUONG CAO PANG LAO CAI

BIEN BAN NGHIEM THU PANH GIA SAU BAO TRI BAO DUONG

Hoém nay, ngdy thang ndm 2025.Tal ....cccovemevnnnes Chung ti gom:
1. Dai dién Viin phong:
C)nngz‘l: .................................................... CHEC VBT Vi savawsn cnmos o sy s S s e s e e .
OBBITRS. . vnsosensummmmmasm s st SR s s CRTCVIWIION Vi s S S i s i e s S s et s s s e s s
2. Pai dién don vi stt dung/ quan ly trwe tiép:
C)Ilngé: ................................................... e AVIBION Hlsr xS R A e B e e s
DB o SR CHIC VU/DOM Vit ettt et ettt ettt e e eneae
3. Dai dién don vi bao dudng ( néu co):
C")ng/Bd: ................................................... I VRN Vumuinmmmnsssvasms oo sy s 5 e s s s s s s e
DI i R R AR T CRUCVATTEION Wi s s oo s s S bl v s A s s

Chung t8i cling nhau tién hanh nghiém thu két qua bao dudng TS, CCDC nhu sau:

Hing sx, nuwdce sx, thong

Ton il sdin thile bi, va s W T g e ; et | o i & ‘
STT én t‘)a‘| san,thict bi, vat chn vi S6 am st k§ thudt, kich thwc, I'inh tt.l‘_m,, tiuoc khi ! l".lluh t‘u_m:, eau}\hl | Ghichi
| tw, cong cu, dung cu tinh lwong dung N . bio dudng | bao tri, bao dutng |
| 2T 2 ching loai
. | .
|
| : i - |
\ ' | '
‘ | l |
| |
VAN PHONG PAI DIEN DON VI SU DUNG PAI DIEN DON VI BAO DUONG

Quy trinh 10 - Quan Iy co so vat chat Nha trieomg



UY BAN NIIAN DAN TINIT LAO CAT
TRUONG CAO DANG LAO CAI

Dia chi: Phuong Cam Duong, T'inh Lao Cai

TF‘:’G?";FFF'.“?!‘F.":“.P‘," D1:0214.3830.099 Iimail: contact-cdle@laocai.gov.vn
I'ax: 0214.3835.170 Web: http://caodanglaocai.vn
QUY TRINH
QUAN LY, SUDUNG XE O TO CONG VU
Ma hoa - QT33/CDLC-VP
Ban hanh lan 1 03
Hié¢u luc tir ngay : 01/01 /2026

‘ NGUOI SOAN THAO | NGUOIKIEM TRA | NGUOT PHE DUYET |

Chir ky |

! Ho va tén Nguyén Vin Lip Hoang Quang Dat

! (;"""lf ' CHANII VAN PHIONG | PHO HIEU TRUONG HIEU TRUONG
aan




|

I. MUC DIiCH VA PHAM VI AP DUNG

I. Muc dich

Quy trinh quy dinh trinh tr viée thue hién quan ly, su dung xc 0 10 ¢cong vu nham
dam bao vi¢e st dung xc¢ hi¢u qua, tiét kiém va ding muc dich, phuc vu 10t nhat cho
hoat dong cua Nha truong. Viée quan Iy chét ché giup ngan chidn vice sir dung xe sai
quy dinh, giam thi¢u lang phi va nang cao trach nhi¢m cua nguoi str dung.

2. Pham vi ap dung

Cac phong, khoa, trung tdm, ¢ac 10 chie doan thé va cac ¢a nhan lién quan ¢6 nhu cau
dang ky xe 0 10 cOng di cOng tac.

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

Xe 6 16 ¢ong vu, hay con goi 1a xe cong, la loai xe thude s¢ hitu cua Nha nudce
hoic cac 16 chie, doanh nghiép nha nude, duge su dung dé phuc vy céc hoat dong
cdng tac cta co quan, 16 chic, don vi nha nude. Xe cong vu thuong o bién s6 mau
xanh, chir va s6 mau trang,

2. Tir viét tit

CDLC: Cao ding Lao Cai QT: Quy trinh
VP:  Vin phong BM: Biéu mau
TC-KI1: Tai chinh - K& hoach BGIT: Ban Giam hi¢u

111. LUU DO (Xem trang 2-3)
IV. DAC TA (Xem trang 4-7)
V.CAC BIEU MAU/ HUONG DAN KEM THEO (Xem trang 8-11)

STT | Tén biéu miu/ hwéng din Mahéa

| | Gidy ding l\}:Ll' dung_xc va b 1r-i Xc O [0__ Nl Q’l'33f’C])I.C-\El’7BMOl
> | L.énh didu xc S - ._"Q'r33/ct)t.C-V_p_/im'oi_

3 | Sénhdttishldixe | QI33CDLC-VP/BMO3

"4 | Giy dé nghi bao dudng, sira chita xc 6t cong | QI33/CDLC-VP/BMO4

Quy trinh 33: Quan Iy, su dung xe 0 (6 cOng vu
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1. QUY TRINH SU DUNG XE O TO CONG VU

LUL HO SO

CHUAN BI '['Iil_fil\l KHAI THUCHIEN ] |
=%
z
(=
g 1. Ding ky sur dung,
et xe
p=t . N—
7
]
o
[
=<
-.{ X
= -4 Thare hign chuyeén
| cong tac
= T N——— )
fe) 2 3 Bo tri Xeva dlcllf . LS s
E = > dong phin cong lai
E x-:_ ==
| =
Duvét |
* |
= |
| -E r |
| = 5 _ !
| @ % 5. Thanh toan chi | |
_H I
z =
s B
=
=9
p]
<E v
= . ~~ |
= 2. Phé duyétdé |
bt XUdl Xe
&) :
Z e |
= .
==

Quy trinh 33: Quan ly, s dung xe 6 16 cong vu
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2. QUY TRINH QUAN LY XE O TO CONG VU

CHUAN Bl

THUC HIEN QUAN LY

LUU HO SO

—
=
= 5. Phée duyét tham
-l dinh
% r
-]
uvetl
= py %. Nhan ban giao & 10 . -
; : 0. Luru hd son.
= - . o duoc bao dudmg va 1 4 f
- 1. Tiep nhan va diang | z T ; chimg ur
e o sek z Duvé sua chira o
E = b= D —
> B === P
-
.
% - = B w B ’
e = :
o= == . : : . L 6. Phan cong theo doi 7. Kiém tra, nghiém
= 2. Quan 1y bao hié hé : : . Tt
E - = “;m]il.“. R (!;.“;_‘m?m 4 Im:1 ,?l!"h e ~t bao dudmng vi sua  ——=  thu chat lugong va
ﬁ % vit kKiém dinh xe e ug chira thanh toan
tn e ho— 1
~
=]
=
-
¥
s 3. Kiém tra. lip Khong duvél
P danh muc dé xuat |
= | va bao dudng xe o
- to cong

Quy trinh 33:

Quan Iy, su dung xe 6 16 cong vu
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TRUONG CAO DANG LAO CAI CONG HOA XA HOQI CHU NGHIA VIET NAM
BON Voo Déc lap — Ty do — Hanh phue

PHIEU PANG KY SU DUNG XE O TO CONG VU

Kinh gui: - Hicu truéng Truong Cao ding Lao Cai;
- Chanh Vin phong.

10 va tEn NEUOT A& NERITcevvveeeiiie et
Phong/Trung tam/Khoa cONG LAC:. .. ..oouvviinirnii i
WIUG BICT ST UM TG0 00010 o i i R 0 A A B 0 T e A S b b M i
TR T s L 1611 [ L RSP R——
Thord plan ST AUHE ROl v immvmmanssmmmamnssmannsssonssses i ssssm e basis s veses sass 1pve sesasnes

Kinh dé& nghi duoc bd tri xe theo hanh trinh sau:

Noi xudt phat - _‘[ L glﬁl}--(—ipn | Noidén ("h,l
| Gio | Neay | &
. — - o . : |
i S = .__ S — - _' ._____. -
Lao Cai, ngay  thang — nam 20...
BAN GIAM HIEU TRUONG DON VI

Quy trinh 33: Quan ly, su dung xe 6 16 cong vu
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BANG NHAT KY HANH TRINH
(Do ldi xe ghi va cd xde nhdan cua Chanh Vin phong)

lu}r:,n du'-o'ng Thisi gian | _D(') (_Ial‘ Chanh Vanﬂphong xae |
cOong tac ! quang duong nhin

CHANH VAN PHONG NGUOI LAP
(Ky, ghi rd ho &n) (Ky, ghi ro ho t¢n)

Quy trinh 33: Quan ly, sw dung xe 6 16 cong vu
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TRUONG CAO DANG LAO CAI CONG HOA XA HHOI CHU NGHIA VIET NAM
DON Vtiwemss Doc lap — Tu do — Hanh phuc

_ | DE XUAT )
PE NGHI KIEM DINH/MUA BAO HIEM/ BAO DUONG, SUA CHUA
XE O TO CONG VU

Kinh gui: - Ilicu trudng Trudong Cao diang Lao Cai;
- Chanh Van phong.

T i T —
iyt g Rt D € v T B G g S R O S RN
DI MERIT e ettt
L TS e —
Kinh dé nghj ...............xem x¢ét.
) _ Lao Cai, ngay — thang — ndm 20...
BAN GIAM HIEU NGUOI DE NGHI

Quy trinh 33: Quan ly, str dung xe 6 16 cong vu




UY BAN NHAN DAN TINII LAO CAI
TRUONG CAO PANG LAO CAI |

Dia chi: Phuong Cam Duong, Tinh Lao Cai

e — d 2 Q eman il g P T | PoT| e, o [
‘ e T I? I (1214.)33{)_.0)9 limail: contact (.dl(.r_’__(;;ld()(,(‘u.gm vn |
AR, IFax: 0214.3835.170 Web: http://caodanglaocai.vn

QUY TRINH
QUAN LY VAN BAN DI, VAN BAN DEN

Ma hoa : QT12/CDLC-VP
Ban hanh lan : 03
Hicu luc tor ngay :01/01/2026

NGUOI SOAN THAO NGUOI KIEM TRA | NGUOI PHE DUYET |

1

| Chiv ky

1o va tén Nguyén Vin Lap ‘ Pham Dire Binh | Hoang Quang Dat
CHANI VAN PHONG ‘

l Chie danh - PHO HIEU TRUONG | HIEU TRUONG




I. MUC DiCH VA PHAM VI AP DUNG
1. Muc dich

Quy trinh quy dinh trinh tu thue hién c¢éc bude quan ly van ban di, van ban dén cua
Truomg Cao ding Lao Cai nhim dam bao viée xur ly vin ban ding quy dinh, dap ung ycu
ciu cong vie.
2. Pham vi ap dung

Ap dung trong viée quan ly vin ban di. vin ban dén déi véi cac hoat dong cia Trudong
Cao dang 1.0 Cai.
IL. DINH NGHIA

Quan 1y vin ban dén la qué trinh tiép nhan, phan loai, dang ky, theo dai xur 1y va luu
trit cde van ban, tai liéu do co quan, té chirc khic hodc ca nhan gii dén co quan, don vi dé
dam bao van ban duge xur ly ding nguoi, ding thoi han va ding quy dinh.

Quan ly vin ban di 1a qua trinh soan thao, trinh ky, ban hanh, dang ky, phat hanh va
[uu trir cac vén ban do co quan. don vi ban hanh d¢ gui dén céac 16 chirc, ca nhan nham thuce
hi¢n chie ndng, nhiém vu dugc giao va dam bao tinh phép ly. chinh xdc, kip thoi cua van
ban.

1. CAC BIEU MAU/ HUONG DAN KEM THEO

STT Tén biéu mau/huwing din Ma hoa
Nghi dinh 30/2020/ND-CP ngay 5/3/2020 vé Cong , ”
] i o [Tuéng dan
tac vén thu
Théng tu 01/2019/TT-BNV ngay 24/1/2019 vé quy
| dinh quy trinh trao doi, luu trir, xtr 1y tai licu dién o
2 trong ¢Ong tac van thu, cdc chiic ndng co ban cua hé udng dan
thong quan 1y tai licu dién tur trong qué trinh xu ly
cong vige cua cace co quan, 16 chie
3 'S6 Vanbandi - | Theo hudng dan
- $6 Vin ban dén Theo huéng din

V. LUU DO (Xem trang 2, 3)
V. DAC TA (Xem trang 4-8)

Quy trinh 12- Quan Iy van ban di, van ban dén
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QUY TRINH QUAN LY VAN BAN DI

QUAN LY VAN BAN DI
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QUY TRINH QUAN LY VAN BAN DEN

NHAN VA PHAN LOAI VAN BAN - QUAN LY VAN BAN DEN LUU HO SO
2
o
B
'43
= . : 5 3. Dong ddu viin bin
- o 2. Phi ai. ! : 4 :
> 1. Nhin van ban . Ehaa Ioafmhﬁc bl \an_. den{Van ban nhan gua 5. Chuyén van ban ——
s ’ buru dién. true tiép)
=
o A
=
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-
<
fa=)
&
o 4. Trinh lanh dao triedomg
-
=
=
z,
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z
2
o 6. Theo ddi. don dbc. xir I
n g
% viin ban
=
=4
=
-
ot
=
-
o
So
E-_,;I ‘g | 7. Luru hé so
z
= |
= i
= |
b
© |
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PAC TA QUY TRINH QUAN LY VAN BAN DI, VAN BAN DEN

Bo
B han/
B6 phéan/ p s e ; E
& 2 s " = b s Ngwoi Két qua dat  Han hoan  Biéu
TE Tén bude Noi dung cong viée Nguoi thue . . %
, hia phoi hop | dwoe thanh mau
| ién ! ; .
, : thue
: i o
i hién
I QUY TRINH QUAN LY VAN BAN DI
' C4 nhan phu trach chuyén moén dy thao vin |
' ban theo yéu cau cong viéc. |
Bao dam dung thé thire, k¥ thudt trinh bay vin ‘ Khi duge
' ban hanh chinh theo quy dinh (theo céc vin | lanh dao
Soan thao van = ban quy dinh hién hanh). Ca nhan giao va
; L B d o i i .- .. | Cdc don vi ‘ 20y 5 5
| ban Ghi rd loai van ban. ndi dung, cin cr, nguoi | : dugce . Dythaovan | hoan
! ky. phin ban thanh
! ) cong diang thoi
' Van ban du thao dl_rgc chu‘_vcn cho lanh dao | , han duoc
- don vi/phong ¢6 tham quyén xem xét, chinh | wian
‘stra (néu can) va chuyén Van phong duyét
'phép quy trén H¢ thong quan ly van ban
- diéu hanh
Duyét phap ) : Wi
I E e o : : " - . 8 " 5 v gay sau
quy ' Lanh dao Vin phong chiu trach nhiém vé frudng | cac vian  ban G s
7 . 2 5 ) s | ., ¢hi vén
~ ' thé thire va tinh phap ly ctia vin ban chuyén Vanphong = cdcdon | gyoc ky xdc )
i : : . vi | s T . ban du
' Lanh dao truong ky duyét trén Hé thong. - 'nhan v¢ tinh e
' thao duoc

Quy trinh 12- Quan Iy van ban di, véan ban dén



Bo
- phan/
Bo phan/ s 2 > % o2
2 , e . T Pl p : Neguoi Két qua dat  Han hoan  Biéu
p i U Tén bude Noi dung cong viéc - Nguoi thue b . N
hicn - phoi hop dugce thanh mau
? ) - thue
| |
' | hién
i |
: i ' phép ly va thé chuyén |
' thire dén |
| ! [
! ; Ngay sau
| : |
khivan
banda |
) . . i aw gs [anh dao Céacdon  Vian ban duoc duge |
3 [.anh dao truong ky duyét van ban ] . e . = |
Ky duyét van truong vi i ky duyét [tTuong |
hin ; cac don vi |
' kim |
duyét ;
|
, | |
Van thu: vao s6, ngay, thang, nam theo H¢ gz 5 'Vian ban duoc . . '
' : i Y T bk B¢ phdn Vin | iy, 2t 1 : [hudng
4 . thong quan ly vin ban diéu hanh Vnptioffice. h  xu ly ludn khi . |
R ) i 5 . u | xuyén |
Vao 5'0 van Photo, dong dau chuyén don vi luu. ' nhén ¥ i
ban di |
| |
= VA L So TTathA B e | (gay khi |
5 ’ Van thu chuyén vin ban trén Hé thong quéan 1y | : ; .| Ngay
_ | Chuyén phat e & m y . P e ”.,q . ~ | By phin Van | _ .. | Cac don i vin b
5 i vin ban diéu hanh: Chuyén phat van ban di qua Buu dién ; A 41 Sah
vén ban di buu dié i l thu T | g Ne. DR | e Lty
e | ' nha truong
dao

Quy trinh 12- Quan Iy van ban di, van han dén
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Tén budce N§i dung cong viée

Bo phan/
Ngwoi thue
hién

phéi hop

thue
hién

Két qua dat - Han hoan

duoge

thanh

Il

Theo doi va  Van thu luu cdc van ban theo thar tur va tén loai

Vitu b se - van ban: ca nhan, don vi nhdn van ban luu. luu

i Bo phan Vin

Cac don
vi, ca

nhidn duoc véan

ban

truong ky
duyét,

chdm nhat |

la ngay
lam viéc
tiép theo

Toan bo van |

ban di duoc luu

| trir ddy du, khoa

Khi két

thic céng |

theo hd so cong viéce. thu ' nhan lién ) . )
' hoc, ding quy | viée
! . quan , -
; dinh !
QUY TRINH QUAN LY VAN BAN PEN
— S .
Tiép nhan vidn ban dén tir buu dién; gui truc | B phén Vin Cac vin ban Hang
Nhin van ban | ti€p: qua Hé thong phan mém quan ly van bén thu duoc nhan ngay

diéu hanh Vnptioffice

Ouy trinh 12- Quan Iy van ban di, van ban dén
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d

Tén buoce

NOi dung cong viée

B§ phén/
Nguoi thue
hién

Phan loai,
boc bi van
ban dén

So bd phén chia van ban. thu tir. sach bao, ...

- thanh céc loai riéng. Nhirng thu tir dé tén riéng

' nguol nhan, sach bdo. ban tin, ... khong phai |

vao sO cong van dén. Do6i véi van ban gui dén |

Nha truong déu phai vao so dang ky cong vén

dén, chia thanh hai loai: Loai phai boc bi va B0 phan Vin

' loai khong boce bi.

Vin ban dén tiép nhan trén hé thong phdan mém
quan 1y van ban dicu hanh Vnptioffice. van thu

ki€ém tra ky s0. bo sung nhiing ndi dung con |

thicéu va chuyén Lanh dao trudng duyét

Pong dau van |

ban dén (van
ban nhan qua
buu dién, truc

: Liép)

Sau khi boc bi, phan loai, Van thu dong déu

- dén, ghi so dén, ngay dén. scan va diang ky vao
' phan mém quan ly vdn ban Vnptioffice

thu

B0 phan Vin
thu

dén

Bo
phén/
Nguoi Két qua dat ~ Han hoan  Biéu
phoi hop dugc thanh mau
thue
hién
Céac van ban Hang
dugc phan loai ngay
Céc vén ban ‘ 3
o : | Hang
dugce dong dau _
‘ ngay

Quy trinh 12- Quan Iy van ban di, van ban dén
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hén/
Bo phan/ D0

‘ ding quy dinh.

R ) . . . e Negwoi Két qua dat  Han hoan Biéu
TL Tén buée Noi dung céng viée Nguwoi thue i : %
' ' hia phoi hop dwoe thanh mau
ién
; thue
hién
TAt ca cac van ban dén. sau khi da dang kv. L .
Trinh lanh ) . o . . . .| Lanhdao B0 phén - Hang
: Vin thu trinh Lanh dao truong xem va cho y | . ¥ - .
dao trudng Kid truong Vin thu . ngay
(én :
Céc van ban khi dugce Lanh dao truong duyét |
giao trach nhiém. chi dao giai quyét va ' E
) . chuyén dén cac phong. khoa, don vi truc R ,
Chuyén van 5 ; _ - . NS [Lanh dao -
i thudc truong dugce Lanh dao truong xur ly trén |, " . 2 £ s :
- ban g o e g% ae . TR s . Bo phan  trudng: SO chuyén giao . Hang
5 H¢ thong quan ly vin ban diéu hanh v ) Lo s ! .
g 3 . B ' Van thu Vin vin ban dén | ngay
Vnptioffice. Vin thu theo do6i va chuyén ban i he
: i gl . . ohong
cung ¢ dau muc do dén cac ca nhan. phong. | P
khoa bang SO chuyén giao van ban dén (ncu . f
co). | '
|
Theo ddi tién d6 xi 1y van ban dén han. Nhic | Van | Van ban da
6 I]}c() (_lm' don 11 hodic béo cdo néu co nguy co tré han  Truong  céac  phong: duge xirly dang |
- doexur ly van " don vi cic don | NBUOL, dung
i ban ‘ Vi tho1  han  va |
|

Quy trinh 12- Quan Iy van ban di. van ban dén
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Két qua dat  Han hoan
dwoc thanh

Bo
el yhan/
Bo phin/ l_ i
, o " A ) Nguoi
i & Tén buoc Noi dung cong viée Nguoi thue .
his phoi hop
ién
) thue
hién
Vin ban luu va lap ho so cong vi¢e theo phan |
cong cua tung ca nhan thudce cac don vi (Ban | Ca nhan .
X o £ £ % = & Cac don
7 Luu hoso  gidy: sdp x¢p khoa hoc. theo s6 dén hodc don | duge  phan

S0 R A % Tk T 5 vi
vi gui: Ban dién ur: luu trén HE thong quan ly | cong

van ban di¢u hanh) ;

' Toan bd van |

'ban dén dugc  Khi cong
luu trir day dia.  viée két
khoa hoe. dung thic
quy dinh

QOuy trinh 12- Quan Iy van ban di, van ban dén
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|

Dia chi: Phuong Cam Duong, Tinh [Lao Cai

e D1 0214.3830.099 l:mail: contact-cdle@laocai.gov.vn
| TRAUONG CAO DANG LAD CAI y } s ; y ' & N
i e ax: 0214.3835.170 Web: http:/caodanglaocai.vn

|

- Quy TRINH
TUYEN DUNG VIEN CHUC

M3 hoa : QTI'59/CBI.C-VP
Ban hanh lan : )2
[1iéu luc t ngay - 01/01/2026

' NGUOISOAN THAO | NGUOI KIEM TRA | NGUOI PHE DUYET |
Chir ky tﬂ;i"”’ g
| W
“:'é;ﬁ | Nguyén Vin Lap Pham Duae Binh Hoang Quang Dat
! |
Chic  JANH VAN PHONG | P.HIEU TRUONG | HIEU TRUONG

danh | |




. MUC DICH VA PHAM VI AP DUNG
1. Muc dich

Quy trinh nay huéng dan ndi dung, trinh tu va trach nhiém thuc hién viée tuyén dung
vién chue ‘Truong Cao dang 1.ao Cai theo hinh thie xét tuyén vao cdce vi ti vige lam dang
thicu cua nha trudmg dam bao theo ding quy dinh ctiia Nha nude.

2. Pham vi ap dung

Ap dung doi voi ca nhan, don vi trong vi¢e tuyCn dung vién chace lam vi¢e tai
Truong Cao dang Lao Cai (khong ap dung doi vai don vi sy nghi¢p cong lap true thudce
Truong Cao dang 1.ao Cai ty chu 100% chi thuong xuyén)

I1. DINH NGHIA VA TU VIET TAT

1. Dinh nghia: Tuyén dung la quy trinh sang loc va tuyén chon nhitng nguoi ¢o du
nang luc dap img mot cong vice, vi tri viée lam trong mot 16 chire, don vi...

2. Tir viét tit

VP: Vin phong

Truomg CDLC:  Trudong Cao dang 1.ao Cai
1L LUU DO (Xem trang 2)

IV. DAC TA (Xem trang 3-7)
V. CAC BIEU MAU/HUONG DAN KEM THEO (xem trang 8 -12)

STT Tén bi¢u miu/ huwéng din Ma hoa
I Phiéu dang ky du tuyén QT159/ CDLC-VP/BMOI
2 ’l Hop (lfﬁﬂg@ lam vi¢ce xac dinh thoi han i Q159/ CDILC-VP/BMO2

Quy trinh 39: Tuyén dung vién chiic
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|
LAP KEHOACH TO CHUC TUYEN DUNG LUHOSO |
|
|
| Laptotnnh gln S A Thing bao tuyén g i !
i vu i ade tavén “TITT"M!& ding 19 Lins b s |
. Sompriia e v dirtuyén | 14 Trinh S N v dé 16 X dung e i |
5 | nighy tuven dung vién ehire + cicquyél dinhtuyén <+ |
z | ' dung !
| 2 ' 5 Thinl lip H{1 ding i =
| = . 4 | = tven dung vacac bd |
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| ven.ung
| | |
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o l
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& v S !
T ; s 12 Xem sét, cong |
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| E 2 \‘\ e 3 *
in x ]
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'  IR— ;
7 Kiémta hés ki it 9 Thing o hét qua ém tra i - ;
; (Vong 1 dr o Quyét e i Kién dutuyin i ving | 160 p b 13 Thing bio kit '
I 2 i thi sinh it ki them ia d thi 5 i o et b e qui trimg tuvdn
| = indnider vimg Aty g iy
- | L >
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% P
=
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- |
'l
1
= I
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Loz 10, Té ehire thi mén
* 5] z >  nghiép vy chusin —
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g 2= | va nhin viéo

Ouy trinh 59: Tuvén dung vién ehirc



Y2 vl Sunp upAn g [6C yuLy Ang

m OBQ BUOY)l AEBSU | | quip |
_ m ugkn 1p - | ; _ _
_ | Ae3u (¢ - | B Hirpe e Anb 0211 3uona eyu Bno 1ISqIA | uQAn) np Ay _
. __ 19ANp | 1 oUER M9d ugAm Sa— Juen ea Sunyos p un Juoyl | Sugp noryd weyu | |
_ | 9ud o0np yoeoy 9y | T Ap 1ON3N SUQUE URA udn Suonyd opo upn Sunp updny  don ea  Sunip v
| Iy nes Ae3u Aesu | il %:om % o L 0BQ FUQY] S JuQnIl BN ‘Sunp - uaAm oeq Suoy | _
_ ¢ Jeyu wgydy - | i ? “ updm oroy 9y OBA nd ug) - _ B
. - | 19Anp AY 20N _ Iunp uak
inp | uﬂm qwu.h msaﬁ_ 20y 9y 19Anp Qu ao q_x Nﬁ: 3Anp U
S o' | onyd uls _ 4 . OBC 3 : ‘19X WX HAn ”
WY Iy Nes ABSN £ T - suoyd ugA suona nYtH il ) f & _n : gl &
_ : | UgAm yoeoy 93 | Suonn ndrpy yuwy Suoyd uep _
_ - m m ) ugkny fip &3 Sugp ngiyd wiay
_ 1WAnp ayd yuip | P ongo ugiA Sutp ugkm ydgoL o
i ﬁ o z. P aNYd UITA sunp ue) _ z P e ~ sunp |
| 124Anb 20np uByu p . : 3 9y Sunp £ex 18D oe] dugp oe) il
- TONY | Ggy oY Aedu ugim govey | dund) “Boly Saguaven | 3uoniy, 994np ayd yun g proy | T
| o el e oy oeqr i) “Buoyd op) L A oy Bup  Aex |
m L 0g  Jeyu weyn J _ | 00np wig oA I iA Juon| os _
| 194np oyd yuip 194AnQ) oA Nd UR) |
| - . Buoni end 3unp | | B
! _ | u9An) ugd wigl 93IA 1 A Buony m _
_ 05 194np aud yun (NEN YyuLl P _
r 7 na 10N 0S 3 yuwn 01 dgf D' 1dD 200 UIIA !
|
_ 20Yd UJIA Fun N— - u ‘A 10U 0§ BA yun | Surp ug 1A
_m “ 3unp ugdny ngd muﬂ? A cn NA TON 0§ suoyd ugp | AOQII], 5 1 oomh wm:q MMH _ o w:ﬂ&:% o . I
_ | nyu 05 Fuonn 1y gAML YU Q 1, - ANHN D o] p oeD | g N 9F|
| | | Suonn 10A 10p 1A we[ onSu 3 yuw o1 dg |
_ _ uon| 0s YN YD ORIZ OBQ BUOY]
, ‘quip 194nb 934np oyd oonp ep
r Wig[ 99IA 11} 1A UB (] OBA O URD - .
_ T w3y any) . . R _
ngu S ——— 2.0np | doy 10 :mwz s d - . A |
= . b LONSN/UE unp 10N o _
narg Uk ueoy utH jep enb oy  wondyyueyd WM_ v AUURISN Supd donq uy |, LLS
og v

DHD NTIA ONAA NTANL HNRILL ANO VL OVA

(a1




DAY UL SLIIPD MpA | 16 C LU Ane)
! i £ ARTR : (

NIIYJ LI} WALy
onyy 10y AeSu m
9y 231A wey AeSu
| €0 Teyu wigy )

eIG wey) udry

np np yuis
1) UByu 3uQd
quip 194n¢)

uAny np Ay
Sugp naryd ugyu
uey 19y Aeduny |

3unp

udAny suop
I0H 4oh ny)

suona ndry

SUQA UAN] 1ip IS Wey) udny 36

np yuis 1y yuip 19Anb yuey ueq |

uenb 03 nep Sunp onSu ors orq
sunp updny Sugp 10F Yot nypH

Z 3uQA np wey
U9y nIp np yuis 3
11 1940p 9y

T SUOA UQAM
Ap UL NP
np SuQyy yuis
13 yoes yue(]

uAn) np Ay

. s - - {Z 3UoA Suep 10nSN
2y 0d1A wrgl Avsu S
B UQAN] 1Ap ULy |
OT ¥equ weys : a |
g nIp np yuis 7
| $H3 K Yiu(] |
- yuip | 231A dniB ueq |
' 19Anb oed op m 382 BA BUQ
18 Eo ogyl | SN op | Suoyd uep

.:25&%2.
gy nes Ae3u | 7

10y def yueyy
quip 194nQ)

ugAn] Ap
A3 Sugp naryq
BI] WY uRg]

Z SUOA 1p wey) 20Np ugAng

Ap 1on3u 1y np Sun dgp ngu
- upkm U wey 1A 1 ia enod :mu

3> ooE cohﬁ np Ay Sugp :U;E
18} upAny 1ip UL NI v} WY -

suona) NI

(1 Sugp) |
wpkmaip udry | £
nQIp B WIATY|

"UBE] 28I BA SUQP

10y de| yueyr yuip 194nb 194np |
oyd Suonn ndrpy yuwn Suoyd uep |

AP oud 9

u9An) np Ay 3uep

wm:E ugyu ugy
wsEV_:mf/m_wZ

291 dnud uey
oD A FUQp 10y
dgy quey yuip
194N ovyl A

wel 3unay
BOUY “SUOY

suoyd ugp

188 wers uey -

‘7 SUQA 18] yuey onyj ogoy

uga Suoyd uwdry onyr onyd 01
E.,_ yoey jes en way ueq 1y ov
ueg :qb: np AY sugp Iy ea
wony ueg 0314 dus ugyd oq opo
dg yuey "uia quey /g sgoy
0 9o Sunp ugdny Fugp 0[]

291A did
ugyd 0q 2ed> vA
Sunp upim Suop |
O dy queq

g’

sunp upAny |

quip |

Anb ooty upAny fip Ay Suep naryd |
ugyu doy udy oriy guoyd ugp -

quey) ugoy uty

2.0np
1ep enb 39y

udIy Ay
d.oy 19yd
rongn/ueyd |

[ {=0}

d

ugny aaiyy
Longy\/ugyd
ogq

sunp 19N

%

2314

3u0d 20nq U, LLS




YD UDIN BUNP UsAN ] (6C YL AN

"yuip 194nb 9p ukn ugo W
2314 111 A B0 d3ySu uzm: 3uop |

c m:om ap | ) 1EOY WQIP OBP JRYO YUI OBA AN (7 Buop) |
M:.m%.ucb_u iy _Ep " C | uokm aip AY yoey Jus yuey ony 1y Snyd o8] 1A :: - quesSu ugAnyd
&) ngkn 0pq BUQ, | SUQA AT} 1 Suep 1on3N | B WRIY uBy anyd g dep ueA 1y ueid QYL - na dyiysu | 0l

Ae3u nm 9y Arvsu
Sl Jeyu  weyp

weyds enb 19
: _ )2l J191A 1) “yuey | UOW IR ONYO O,

onyy ‘dep ugA :nes onyl yuiy
280 Fuox QA 1Y) ony) Yuip] -

_ uenb u1] opyy sunp

T SuoA 0 upAny QU 98D BA 1Y) 90O Q1 WP Bip
19X NP UL uers oy iy yd 9 np Cwp Ap |
NI NP Yuis | o) NY} Wl WP Bip URIS 1O |
- 1y déy ndin :de) n3n opq Suoyl sunp 1ON - 7 3UoA
g } 2L - oevq suoy| - | “1 SUQA 18] UAN] Np UL NYIP 0 U9AM 1PX Np |
18] :om:d Ap 1on3u ’ o = : S . ; “
' 2o ugnyo nan C SUQA | e WYL Bnb 19y 2A [B) OR[ SURp | UYL NYIp np yuis |
z 0 U9AN] 19X | Junp upAnp | o) Juoni] BNO OJIA wWe[ Os | [yl dBI nduy eAT
udry :o:u BI) WLy N = - ?, i T * _ : 6 |
i it st (e 0p udry nAIp 3uop 101 1) 181 1eyy 3uQd 194 WU BA 1M | 3uQa 181 udm 7 |
T X 119 A% np yuis 1) enb udIp Ul 3uQy) Sud JBOY Nl UIIp | np udry naIp | _
nes od1A we| Aesu | - St o e S ; = " s | |
m g 1Y 3uQy . - un 3uQy) Suel) U vl sup( - eIl wary enb | |
) ) ; : | e w0 & ; . _
AR | Uz _ A3 Sugp gp upAny Aip 1on3u | 19y opq BuQy | _
nQIp np 3uoyy BW YO Bip 09Y) | SUOA UQANI 19X | m _
quis 141 enb 19y enb 19y 94 1919 20Np UYAM NP AY 7 7
opq 3uQyJ - 3upp 10N3u 10) Ugq URA SuRq OBq M _
_  Buoy 1 Sw Sunp ugAny Fuep 10H - | “ _
A m cozz np
ugAny Ap £y Sugp | Suoa udkn 1ip | & Suep naryd BN WY 1YY Nes g
| udrg an . : o . T -
. " <..z 3 uny any) <
uey) uLoy ug >onp | doyioqd ronSN/uiyd gunp 10N oA LLS
+ ' - L ne s o -
TR ROl UER 1ep enb 13y | rong\yueyd N/uEY PION Su0d d0nq UYL
, ’ | o1 od




24D uALA Suitp uang 6¢ yuLg Ao

¢l leyu wey) ord OByl Ap suguyd uep  oed opi) np Junp Apx :oza ugA | np 3unp Apyx 91
ugdm SR I o _
3 nb 19y oe . . 3unp ugAny 0 oy uANY) uLo
w:sb 1HT gf/_:w:.um | =oE suoyd ug 5 e 9 :uo M:u g wm:w ﬂoww (.M”S?ﬂ | Sutip ugAm S
gl AR Lo ugAn] 0s Q] SuQua UBA unay Lon3N 2P PO OFT ougp ou) ML g oy U3y uRoyq S1
Agsu nmy 9y ‘Agdu | ¢ < o ugp  teyd ugAn] Sunn  1ON3N |
0€ uey 10yl duod], | | h -
| . _ a ugAny Junn
| s | | g
ugAny uny # e e o _ b UPHY B9 980 104 19P OO snyo ugia Sunp
I : e u9Any iysu A ION 0S | suoyd ugp W UQIA SUnp uAny 194np 19X 1A 10N ugAn iydu op al
CERVE TS o g wa | 08 yut ugq uga wef Suoyd UBA | s Yon; o ot
| | C‘ugAny Suna) enb 19y ova no ue) SRS N
_ ._ “yuip Anb ooy | m
__ ugAny Sunay enb _ L g ! “
3unp updny | 3,_ D 'Gen) | upAni fp 1on3u 1] urq ugA ugq "
_ _ sUQ | _
. :95 una enb 19y ugyu mcco o _
e :M:M o« ovq Buoyl - | Sulp e oe M:M _H& BA Hcﬂ :hb: enb ik idioll
D pARD 85 ‘Junp | Sugprop | aoiod - 19y ovq Sugyyp | £l
Ag3u m 9y AeSu | wakm b 1 m |19 SuQnu Bno 1 UJIP un Suoy _ _
01 uey 1y} Suol] | cw . Sto I _m udn Suonyd opd udnm reyy Suod
4 ouedlL _ - orq 3uQy] Sunip udAn) Iuep 10F] _
“Suip ugAmy | 19Anp yd 26np | 7 _ Suip gy “
enb 19y opd oeq  Furip upAmy enb | Suip updmy | : sunp ugAn enb 19y 134np _
i | = % - Suonn ndipg enb 19y uByu |71
Iyy NS J3IA g | 19 ugyu SuQo | Suop 1011 | ¢ o oud A 19X wox Suony NIy | fiigs Yo | m
Ag3u | jeyu Emzo | yuip 194n0) _ v _ |
) W i _ _
¢ SuoA T gy Surip | 5 Surip ugdny gnb 19y .
29IA  yueyl ueoy sunp ugAny sunp upAm
o GRS s, T upAny enb 19y | s 1o 19X wax uenb 02 nep Sunp ronsu enb 19 | 11
3 YA 1 b o w 2 - a7 "
EM RS S i doy Sug) Juey | eb 1o oed opq Sunp upkny Suop 10 fri 193 OF
AeSu 4 Jjequ wey) pr e ' : oeq eA doy Suo |,
| WP (O] wiip Juey,
B | ugry g udny day) |
ag ugyj ugoy ue apap diy 1oud Shﬂu ueyd sunp 10 IRIA LLS
g HHE) veoq TEH 1ep enb oy  ronS\yugyd WM ® N __ 8uQI d0nq ul |, S
od i |




204D uALA Buitp uading J6¢C Yl e

3unp ugAny
ol JUuQd  yueyl
ugoy 1Yy nes Ae3N

sunp ugdni ogy
BUOD 9A 05 Q1]

suoyd uep

3unp uAn] dp] 3UQd YA 0OS OF]

0s oy nn|

6l

TONY ¢

SUNp UQAM) yuip |

19Anb o0np ugyu
AB3U N1 Y Ae3U
0¢ Uy 10y} Suoi,

91IA
we| suep doyg

3uona ndp|

ugAn]
3unay 1on3N

"0JIA UBYU BA 291A we] Suop doy
£ 9p onyo uia Jurip ns dg Suod
daySu ns ia uop ugp reyd onyd
ugIA Sunp ugdm 26np 1ONSN

IJIA uBYU
gA Sugp doy £y

31

S

3unp ugAm
0s Oy ugny) ugoy

ugAn) unn 1onsu |

ApSu m 9y Aedu
leyu wey)

3unp upAm
quip 194An)

uAn] 3unn
ION3N dA

Suonn ndy

ugAny Np 1oN3u UIp uAN] |

Suna yuip 194nb g as Suoyd
UBA 10Y) Sugp Bunp ugAn) yuip
194Anb 134np 9yd Fuonn nJif]

Ll

g —

3unp ugAn
0S oy udnyp :doz
ugAny Suny ronsu
Aedu m 9y Aesu

3unp updm
yuip 194nb

-

nA 10N
0§ end 134Np 19X £ Sup ueq uBA

02 IYY NBS 19X WIX Fuoni nip

quiy 9p 3unp upAm yuip 194nb

new
natgl

qugyy ugoy ukyy

2.0Mp
1ep enb 19y

u3ny 2y
doy 19yd
Lon3N/ugyd
od

udny any)
rong\/ueyd
od

sunp 19N

Sunip uQAm yuip
124nb ovo oep
d31A
SU0d d0nq U I,

LLS



BMOI
CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc
..., NGAy.... thang.... ndm....
PHIEU BANG KY DU TUYEN
Vi i diptuyentil uvaaeninminamnninmi
(Ani4x8) Don vi dw tuyEnt2 e eaes
I. THONG TIN CA NHAN
FI R TBEE s s st s e i A S s A e TR S A S e T Y o e A M
Ngay, thang, NAM SINN: ... et ee e ea e e e s aes Nam® (| N@ 1
BT, oo st i b e A B i T T TR0 s W S SR
S6 CMND hoac Thé can cuéce cong dan: ............Ngay cap: .............Noicap: ...............
Sé dién thoai di G8Ng: .....oovvvvviiiiiieiiee i, EMEIE s e A
610 (=40 | UL 1 S SR S R T T T T e S T S R s ST s
N I B Y T D cnsesconannnoimnominon i S 3 O A G R e
THBNG (iR RSRAE0 (B OOY; vt s s sl b L S L S s
Tinh trang strc khée: .................... Chiéucao: .................;Céannang: ................kg
TR NIRRT im0  as  aa aA e  F  SeiaRT
TERNACEAUYBRTABIY (s e T

Il. THONG TIN CO BAN VE GIA DINH*

Qué quan, nghé nghiép, chire danh, chire vu, don vi céng
tac, hoc tap, noi & (trong, ngoai nwéc); thanh vién cac té
chire chinh tri - xa hoi)

Ngay, thang,
nam sinh

Méi quan

Ho va tén
hé -

Ill. THONG TIN VE QUA TRINH DAO TAO

Chuyén nganh
dao tao (ghi
theo bang

diém)

Naay, thang, o, 46 van|Sé hisu cuia
ngm cdp van béng Chl:an van bﬁng
bang,Cﬁwng chirng chi

Tén trwdng, co

e : bang,
so dao tao cap

IV. THONG TIN VE QUA TRINH CONG TAC (néu co)

Tir ngay, thang, ndm dén
ngay, thang, nam

Co quan, to chivc, don vi céng tac

V. THONG TIN BANG KY DU TUYEN

1. Nguyén vong 1:

Quy trinh 39: Tuyén dung vién chirc



VIt VIEC TAM AW tUYBN (0 e

R i e R s e s TR e s R AR S e e R

2. Nguyén vong 2 (Néu théng bao tuyén dung khéng cé cac vi tri viée lam duoe ding ky 02 nguyén vong thi thi
sinh khong dién phan nay):

Vit vigc am-de tOVBRIY s s e S e

L BT T2 i mossoion s 8 S M R T

3. Dang ky dw thi mén ngoai ngilr (Pdi vai cac vi tri viéc lam tai théng béo tuyén dung khong yéu cau ngoai ngir
thi thi sinh khong dién phén néy)

3.1. Dang ky dw thi ngoai ngiv .
Tiéng Anh (1 Tiéng Nga 11 Tiéng Phap 11 Tiéng Burc 11 Tiéng Trung Quéc 1

Ngoai ngir kKhac theo Y&u cAu Vi tri VBT BM: i...oivviiiiiciniiiiinisimmssinsensesssssssssssisvesss

3.2. Mién thi ngoai NQD do (NBU CO) ... .vvveeeeeee ettt

4, DT LPONG LU BIBN (NBU CO). oottt

T6i xin cam doan va chju trach nhiém trwéc phap luat vé thong tin cung cép trong Phiéu dang ky du tuyén nay va
cam két hoan thién day di ho so theo quy dinh sau khi nhan dwoc théng bao tring tuyén.

NGUO!I VIET PHIEU
Ghi cha: (Ky, ghi ro ho té

1. Ghi ddng tén vi tri viéc lam dang ky duw tuyén theo
Théng bao tuyén dung;

2. Ghi dung tén co quan, té chirc, don vi déng ky
tuyén dung ddi v&i tirng nguyén vong theo diing
Théng bao tuyén dung;

3. Tich dau X vao 6 twong tng:

4. Cha, me dé; vo (chdng); con dé; anh, chi, em
ruct;

5. Tich dau X vao 6 twong (ng.

Ouy trinh 39: Tuyén dung vién chire




BM 02
BQ. NGANIL DIA PHUONG: ........ CONG HOA XA HOI CHU NGIHIA VIET NAM
DON Y mirsavisim Dic lip - Tu do - Hanh phic
Sé: JIIDLV ciaen ey, MY . thdng ... nanm ...

HOP DONG LAM VIEC XAC DINH THOT HAN

Can ctr Nghj dinh 56 ... 2020/ND-CP ngay ... thing ... acim 2020 cua Chinh phii vé tuyén dung, sir dung va quan 1y vién
chire:

Cén cti Quyét dinh ... ... clic ........... vé viée cong nhéin két qua luyén dung vién chiie ...........
Chivng 01, mBL ban [RIONBIBIE ..o mumimmmssimas s i oot v e s oS s s s S—
L Ve e s e s R T e S T i s i S T

B0 TR IO I VL N nm cmimsstnsineininsiinsc e i s 8 A s S B G A i

Sinh ngdy ..... thiang ..... nam ... Ll

L T L e L m—w—
T I Ol s i T e s s S S
Nim 1ot BRI i o T S D R R S Y
Nehé nghidp (e KR AUGC WYEN UUINE Lo e e e e e
BItn CRUARUOIE B0 TS oo R s v s B S v S e SRk S s S T
S6 chimg minh thu nhan dan ho@c the ¢iin CUGC €ONZ i ..ovvvveeieeeeere e ee s

Cip ngay ..... thing ..... nam ... LELL et ettt et e e e e e et e aas

Thoa thuin ky k&t Hop dong lam vice va cam két lam ding nhimg dicu khoidn sau day:

Didu 1. Loai hop dong, thii han vi nhiém vu hop dong

- Loai Hop dfmg vy VSTl o a1 g T 8 (2 0 01 i O 7. s e O
0TS TTATE B g o1 o3 1 T R SO S
- Tirngay ........ thang ......... NAM . ..eeee, dE0 NRAY oo NG e DA e

- Thoi gian thye hién ché dé tdp sy ()LL) T m———— R A R A R R
="V HEAY v IBARE s nam ... dénngiy ... [£1FL1 | EHNERSNIRRN 11| ) OO

< DEdm M v e ) s e T e i e e e e e R s o
<ACHITE B ORI BN oimmmin i v ooy o s o s S55 E  SoR F  B

- Chire vu (mi'u I E o e pomie s 8RR A B R4 R AR 8RR A A B A RS A A
O IR BIY VAN (N o O S SR S S R A N

Dicu 2. Ché dg lam vige

= The BETAT IR TN oo v i or b M A S S
- Durgre trang. bi nhimg phuong Hen TAm VIEE SOM: ...

Quy trinh 59 Tuyén dung vién chirc



Didu 3. Nghia vu va quyén loi ciia ngudvi ky két hop ddng lam vige
1. Nghta vu:

- Hoan thanh nhiém vy da cam két trong hop déng lam viée,

- Chép hanh ndi quy. quy ché ctia don vi. ky ludt lam viée, va cac quy dinh tai Bidu 16, Diéu 17. Diéu 18 va Diéu 19 ciia
Ludt Vién chire.

- Chip hanh vige xu ¥ ky ludt va bdi thuomg thiét hai theo quy dinh cua phap ludt,
- Chdp hanh viée bd i, phan cong khi don vi su nghiép co nhu cdu.
2. Quyén lgi:

- Durge huong cac quyén lgi quy dinh i Didu L1, Didu 12, Didu 13. Didu 14 va Diéu 15 Ludt Vién chire.

= Plurong:ticn-di lal 1Am viBe (B8 s v i v s s s e
- Chire danh nghé nghiép durgre b nhiém (ma ) ) TS BBdc: ... HE 50 luong
= Pl (1 SO B (BN oo otesmms et oo i Ao s e T
AUGC i ovnns 1AN VAO CAC NZAY woeeeirireieeeannnn VA ngay ... iveveree. hdng thang.

= Thév gian tinh nAng BAC TUONR: ceevit i i s e e s
ICROAR A REBAL MINES <ot i e SRR R e

- Duroe trang bi bao ho khi lam viée (néu ed) gdm: ... R

- $6 ngay nghi hang nam duge huong leong (nghi 1& phép, viée riéng)

S CRE U0 DAO IR (00 oo
«Byoc huingcabphie 1ot vaniinsiaaa i i T R R S R e s

- Duge hudng cae khoan thudng. ning bic lrone. thi hode xét thang hang chire danh nghé nghiép, dio tgo. boi dudng chuyén
mdn nghiép vu. thire hién nhiém vu hop tic khoa hoc. cong nghé vdi cic don vi trong hodce ngoai nude theo quy dinh cua
phap luat (10): ..o

- Durge hudng cac ché dé thai vice. trg cap thai viée, bai thuong theo quy dinh cua phép ludt ve vién ehie.

- Dugre 1iép tue ky két hop ddng lam viée trude khi hét han hop ddng lam viée 60 ngay khi dom vi si nghiép cong lap con nhu

cau.
- C6 quyén dé xudt, khiéu nai, thay ddi. dé nghi cham dit hop dbng lam vige theo quy dinh cia phip ludt

- MNbifng thea thiugn Bhfe (11 )i ewmsnmmmnsimnsnsmss R e S B T S T

Quy trinh 39: Twvén dung vién chire



Diéu 4, Nghia vu va quyén han cta ngudi ding diu don vi sy nghicp

1. Nehia vy

- Bao dam viée lam va thye hién ddy di nhirng didu da cam két trong hop ddng lam viée:

- Thanh todn diy di. ding thei han cdc ché do cia vién chire da cam két trong hop dong 1am viée.

- Trwde khi hét han hop déng lam vige 60 ngay cuia vién chire, phai tiép tue ky két hop dong lam vige vai vién chire trong
trudng hop dem vi sw nghiép eon nhu cdu, vién chire dap (ng ddy du cde yéu ciu theo quy dinh cta phap ludt,

2. Quyin han

- Sur dung vién chire dé hoan thanh cong vige theo hop d:"mg (130 tri, phan cong. tam dinh chi cong tdc...).
- Chim dit hop dong lam vige. ky ludt vién chire theo quy dinh cia phap ludt vé vién chire,

Diéu 5. Diéu khoiin thi hanh

- Nhirng van dé v& quyén loi. nghia vu va triach nhiém caa vién chire khdng ghi trong hop dong lam viée nay thye hién theo
quy dinh coa phip ludt vé vién chie.

- Hop dong ndy lam thanh 03 ban ¢6 gia tri nhu nhau, don vi s nghiép ky hop déng gitr 02 ban, vién chire duge ky hop dong
gitr 01 ban, hop dong co hiéu lye tr ngay... thing.... ndm ...

Hop dong nay 1m ta.,... .. W ngdy ... thang ..ondm .
NGUOI DUQC TUYEN DUNG VA KY KET HQP NGUO1 DUNG DAU DON VI SUNGHIEP
DONG (KY, ghi rd ho va tén, dong déiu)

(Ky, ghi ra ho va tén)

Ghi clui:
1. Ghi ey the én don vi sy nghiép.
2. Gihi rd hop ddng co thai han thi ghi cu thé thai han bit diu va két thac.

3. Ghi cu thé s6 nha. pho. phuong (thon. xa). quan (huyén. thi xa). unh, thanh pho thude tinh hodc trung wong.

1. Ghi cu thé nhicm vu phai dam nhiém.

wn

. Ghi ey thé s6 gio lam vige trong ngay. hodc trong tuan. hodic lam viée theo gitr hanh chinh.

6. Phrong tién di lam vig¢e do don vi dam nhi¢m hoge vién chue ur lo,

7. Ghi ey thé chire danh nghé nghigp duge b nhigm. mire liong chinh, hinh thire tra leong (lwvong thai gian, khodn...),
8. Ghi cu thé 1y 1& % cic phu ¢ip (néu ¢6) nhu: Khu vye. triot gid, doc hai, thu hit. tham nién, wich nhigm v.v...

9. Ghi ey the quyen lgi bao hiém xa hoi va rg cap khae ma vién chire duoe huong. Vi dy: Duge huomg quyeén loi bao hiém
xd hoi theo che do hign hanh cia Nha nude.

10. Ghi ¢y thé cie cam két khic gan vai tinh chat. die diém cua nganh. linh vyre va diéu kién dic thi cua don vi sy nghiép

cong 1ap nhung khong trdi voi quy dinh cua Ludt Vién chire va cdc quy dinh khic cua phap lugt ¢ lien quan.

11, Ghi ey thé vién chire durge huong quyén i ndo da néu trong mue nay.,

12 Nhig thoa thuan khic thuéng 14 nhimg thoa thudn khuyén khich va co loi hon cho vién chire nhu: Nhime vit dung re

tien mau hong, khi hu hong, mat. khong phai dén bi. thue hién 161 Hop dong lam viée duge di du lich, nghi mat, tham gquan

khong mat tién. duge hrdng leong thing thir 13, 14, duoe nghi phép thém vai ngay dén mot tudn, tai nan rui ro ngodi giof lam
vice duge tro cap thém mot khoan tien, duge ting qua ngay sinh nhat.

Quy trinh 39: Tuvén dung vién chirc



