UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM

TINH LAO CAI Pdc lap - Tu do - Hanh phic
SG: 70/2007/QD-UBND Lo Cai, ngdy 09 thang 10 ném 2007
QUYET PINH

Ban hanh Quy ché quan ly ho so can bo,
cong chirc Nha nudc thudc tinh Lao Cai

UY BAN NHAN DAN TINH LAO CAI

Can clr Luat T chirc HDND va UBND ngay 26 thang 11 ndm 2003;

C&n ¢ Phap 1&nh Can bd, cdng chirc ngay 26 thang 02 ndm 1998 va Phap 1énh stra ddi, bd sung mot s diéu ctia Phap
Iénh Can bd, cong chirc ngay 29 thang 4 nam 2003;

Can c Nghi dinh s6 114/2003/ND - CP ngay 10 thang 10 nam 2003 cta Chinh phd vé can bd, cong chlc xa, phudng,
thi tran;

Cén cr Nghi dinh s6 115/2003/ND - CP ngay 10 thang 10 ndm 2003 cta Chinh phu vé ché do cong chirc du bi;

Can ¢ Nghi dinh s6 116/2003/ND - CP ngay 10 thang 10 ndm 2003 ctia Chinh phud vé tuyén dung, st dung va quan ly
can b, cong chirc trong cac dan vi su nghiép clia Nha nudc;

Can c Nghi dinh s& 117/2003/ND - CP ngay 10 thang 10 ndm 2003 clta Chinh phl vé tuyén dung, st dung va quan ly
can b, cong chirc trong cac cg quan Nha nudc;

Can cr Quyét dinh s6 14/2006/QD - BNV ngay 06/11/2006 cua BO NGi vu vé viéc ban hanh Quy ché quan ly h6 sg can
b0, cong chirc;

Cén cr Quyét dinh sé 06/2007/QD - BNV ngay 18/6/2007 clia B6 NGi vu vé viéc ban hanh Thanh phan ho so can bg,
cdng chirc va mau biéu quan ly hd sc can bd, cdng chirc;

Xét dé nghi clla Giam doc S& NGi vu tai TG trinh s6 157/TTr - SNV ngay 05 thang 10 nam 2007,

QUYET PINH:
Piéu 1. Ban hanh kém theo Quyét dinh nay 'Quy ché quan ly ho sg can bd, cong chirc Nha nudc thudc tinh Lao Cai'.
Piéu 2. Hiéu luc thi hanh

1. Quyét dinh nay c6 hiéu luc thi hanh sau 10 ngay k€& tir ngay ky; nhitng Quy dinh trudc day trai véi Quyét dinh nay
déu bai bo.

2. Quyén ly lich can bd, cdng chirc theo mAu 1a - BNV/2007 quy dinh tai khodn 1 Piéu 5 clia quy ch& ban hanh kém
theo quyét dinh nay chi dp dung déi vdi can bd, cdng chiic dudc tuyén dung ké tir ngay quyét dinh nay c6 hiéu luc thi hanh.

3. Giao Gidm d6c S& NOi vu cd trach nhiém trién khai, hudng dan va kiém tra viéc thuc hién Quyét dinh nay.

Piéu 3. Chanh Van phong UBND tinh, Giam db6c S& Noi vu, Thu trudng cac sd, ban, nganh tinh, Chu tich UBND cac
huyén, thanh phd chiu trach nhiém thi hanh Quyét dinh nay./.

TM. UY BAN NHAN DAN TiNH
CHU TICH
(da ky)
Nguyén Hifu Van



UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
TINH LAO CAI Poc 1ap - Tu do - Hanh phic

QUY CHE
Quan ly H6 so can bg, cong chirc Nha nuéc thudc tinh Lao Cai
(Ban hanh kém theo Quyét dinh sé 70/2007/QP - UBND
ngay 9 thang 10 nam 2007 cua UBND tinh Lao Cai)

. Chuong 1
NHUNG QUY DPINH CHUNG

Diéu 1. Pham vi diéu chinh

Quy ché nay quy dinh nguyén tac xay dung va quan ly hd s can bg, cong chirc chiic; thanh phan hd so cén bg, cong
chirc va bi€u mau quan ly hd so can bd, cdng chirc; ch€ dd quan ly hd sa cén bd, cdng chirc; trach nhiém quan ly hd sc can
b8, cdng chirc; thdm quyén quan ly hd sd can bd, cdng chirc.

Piéu 2. Poi tugng ap dung

1. Nhitng ngudi dugc quy dinh tai diém b, diém c khoan 1 va khoan 2 Diéu 2 Nghi dinh s 114/2003/ND - CP ngay 10
thang 10 nam 2003 cla Chinh pha vé can b0, cong chiic xa, phudng, thi tran.

2. Nhitng ngugi dugc quy dinh tai khoan 6, khoan 8 Diéu 2 Nghi dinh s6 115/2003/ND - CP ngay 10 thang 10 nam 2003
cta Chinh phua vé ché d6 cong chirc du bi.

3. Nhitng nguGi dugc quy dinh tai Diéu 2 cla Nghi dinh s6 116/2003/ND - CP ngay 10 thang 10 ndm 2003 cta Chinh
pha vé tuyén dung, st dung va quan ly can bd, cdng chiic trong cac don vi su’ nghiép clia Nha nudc.

4. Nhitng ngg‘di dudgc quy dinh tai khoan 3 Diéu 2 ctia Nghi dinh s 117/2003/ND - CP ngay 10 thang 10 nam 2003 cla
Chinh phu vé tuyén dung, sir dung va quan ly can b, cong chirc trong cac cd quan Nha nudc.

Piéu 3. Khai niém ho sd can b, cong chirc

1. HG s6 can b, cong chirc la tai liéu quan trong co tinh chat phap ly phan anh trung thuc cac thong tin cg ban nhat vé
can bd, céng chirc bao gdm: Ngudn gdc xuét than, qua trinh trudng thanh, qua trinh cong tac, hoan canh kinh té&, phdm
chat, nang luc trinh d6, mdi quan hé gia dinh, m&i quan hé xa hoi va mét s6 nbi dung cé lién quan khac cua can bg, cong
chirc.

2. H6 sd gdc 1a hd so clia can bd, cdng chirc do ¢ quan cé thdm quy&n quan ly can bd, cdng chirc 18p va xac nhan [an
dau khi can bg, cong chirc dugc tuyén dung theo quy dinh cla phap luat.

Piéu 4. Nguyén tic xay dung va quan ly hd sc can bd, céng chirc

1. Xay dung va quan ly ho sa can bg, cong chidc la nhiém vu quan trong trong cong tac quan ly can bd, cong chirc; la
trach nhiém cta ngugi diing dau cc quan co tham quyén quan ly can b, cong chirc.

2. Cong tac xay dung va quan ly hd so can bd, cdng chiic dudc thuc hién thdng nhéat, khoa hoc dé€ quan ly dugc day du,
chinh xac théng tin cla tirng can bd, cdng chirc tir khi dugc tuyén dung vao co quan, don vi Nha nudc dén khi ra khoi co
quan, dan vi Nha nudc nhdm dap (ng yéu cau cdng tac nghién clru, théng k&, danh gid, tuyén chon, dao tao, bdi dudng, bd
nhiém, diéu ddng, biét phai, ludn chuyén, bd tri st dung, khen thudng, ky luat, nghi huu va thuc hién chinh sach déi véi can
b0, cong chirc.

3. HO sd can bo, cong chifc dugc quan ly, s dung va bao quan theo ché do tai liéu mat, chi nhitng ngudi dugc co
quan, té chirc, don vi cd tham quyén quan ly hd so, can bd, cdng chilic dong y bang vén ban mdi dugc nghién clru, khai thac
ho so clia can bo, cong churc.

4. Mbi can bd , cong chirc 1am viéc tai cic ¢d quan, don vi hanh chinh, su nghiép trong tinh déu phai cé hd sa ca nhan,
6 trach nhiém ké khai day du, r6 rang, chinh xac va chiu trach nhiém vé tinh trung thuc ctia nhiing thong tin trong ho sg do
minh k& khai, cung c&p. Nhiing tai liéu do can bd, cdng chirc ké khai phai dugc cd quan cd thadm quyén quan ly can bd, cdng
chirc hodc cd quan ¢ thdm quyén xac minh va chling nhan.

Piéu 5. Thanh phan ho so can bd, cong chirc

1. Quyén ly lich can bd, cdng chirc (theo mau 01a - BNV/2007) 13 tai liéu chinh va bat budc cé trong thanh ph'é’n ho sg
cén bd, cdng chirc d€ phan anh toan dién vé ban than, cdc méi quan hé gia dinh, x& héi clia can bd, cdng chirc. Quyén ly lich



do cén bd, cdng chirc tu' ké khai va dugc co quan cd thdm quyén thdm tra, xac minh, chirng nhan.

2. Ban Sd yéu ly lich can bd, cong chirc (theo mAu 02a - BNV/2007) I3 tai liéu quan trong phan anh tdm t&t vé& ban than
can bd, cong chiic va cac moi quan hé gia dinh va xa hoi cla can bd, cong chirc. Ban sa yéu ly lich do can bg, cong chirc tu
ké khai va co xac minh, chifng nhan cla cd quan cé tham quyén.

3. Ban Tiéu sir tom tét (theo mau 03a - BNV/2007) 13 tdi liéu do cd quan, t6 chirc cé thdm quyén quan ly can by, cong
chirc tédm tat tir Quyén ly lich clia can bd, cdng chiic quy dinh tai khoan 1 Diéu nay dé€ phuc vu cho bau clr, bé nhiém khi c6
yéu cau.

4. Phiéu B6 sung ly lich can bd, cdng chlrc (theo mau 04a - BNV/2007) I3 tai liéu do cdn bd, cong chirc khai bd sung
theo dinh ky hodac theo yéu cau clia co quan,cé thdm quyén quan ly can bd, cdng chirc. Phiéu bd sung ly lich dugc co quan
c6 tham quyén quan ly can bo, cong chirc tham tra, xac minh, chirng nhan.

5. Ban sao Gidy khai sinh; Gidy ching nhan sirc khoé do dan vi y té€ tir cdp huyén trd Ién cdp va cac van ban co lién
quan dén nhan than cta can bd, cong chirc; cac loai gidy t& cd lién quan dén trinh d6 dao tao clia can bo, céng chiric nhu:
bang diém, van bang, chitng chi vé trinh d6 dao tao chuyén mén, ly ludn chinh tri, ngoai ngit, tin hoc, bdi dudng nghiép vu
do c6 quan c6 thdm quyén chitng nhan... Trudng hdp, van bang chitng chi dugc cap bang tiéng nudc ngoai phai dugc dich
sang tiéng Viét Nam theo quy dinh cta phap luat.

6. Cac quyét dinh vé& viéc tuyén dung, bG nhiém, diéu dong, biét phai, ludn chuyén, nang ngach, nang luang, khen
thudng, ky lut,... cla can bo, cong chirc.

7. Céc ban tu kiém diém, nhan xét danh gid can bd, cdng chirc theo dinh ky hodc theo yéu ciu cuia cd quan, don vi co
tham quyén; cac van ban khac cd lién quan truc ti€p dén qua trinh cong tac va quan hé xa hdi cla can bd, cong chirc.

8. Ban ké khai tai san theo quy dinh clia phap luét.

9. Pan, thu kém theo cac van ban thdm tra, xac minh, bién ban, két luan clia cd quan, t& chiic, don vi cd thdm quyén
vé nhifng van dé lién quan dén can bo, cong chirc va gia dinh can bd, cong chlc dugc phan anh trong dan thu. Khéng luu
trong thanh phan ho sc nhiing don, thu nac danh; don, thu chua dugc xem xét, két ludn ctia cd quan co tham quyén.

10. DGi v6i can b, cdng chlic dugc bd nhiém gill chirc vu 13nh dao phai bd sung day du cac tai liéu ¢ lién quan dén
viéc bo nhiém vao ho sa clia can bg, cong chirc do.

Piéu 6. Biéu mau quan ly ho so can bd, cong chirc

1. S8 giao, nhan hd sc can bd, cdng chirc: La sd theo ddi hd sc can bd, cdng chirc do cd quan, dan vi khac chuyén dén

hodc do cd quan, dan vi truc ti€p quan ly h6 sg can bd, cong chirc chuyén giao cho co quan, don vi khac tiép tuc quan ly
(theo mau 02b - BNV/2007).

2. Phiéu chuyén ho so can bd, cng chirc: La phiéu liét ké day du thanh phan, s6 lugng cac tai liéu trong hd sc can bg,
cdng chirc khi chuyén giao hd sc cho cac cd quan, don vi khac quan ly (theo mau 03b - BNV/2007).

3. Phi€u yéu cau nghién clru ho sd can b, cong chirc: La phi€u dung cho ngudi dén nghién clru hG sd can bd, cong
chlre. Phi€u yéu cau nghién clfu hd so can b, céng chiic nao thi dugdc luu trong thanh phan ho sd clia can b, céng chirc dé
(theo mau 04b - BNV/2007).

4, S6 theo dai khai thac, st dung hd sd can b, cong chirc: La sd theo d&i ngudi dén nghién clru khai thac ho sd can bd
cong chidc (theo mau 05b - BNV/2007).

5. Muc luc tai liéu: La bang ghi danh muc cac thanh phan tai li€u c6 trong hd so can bg, cdng chirc. Muc luc tai liéu
dudc luu trong thanh phan ho sc can b, cong chirc (theo mau: 01b - BNV/2007, 06b - BNV/2007).

6. Bi ho so: La tui chira tat ca cac tai liéu trong hd sd ciia mot can bd, cong chirc (theo 5 loai mau cd dd day khac nhau:
BO1 - BNV/2007, B02 - BNV/2007, B03 - BNV/2007, B04 - BNV/2007 va BO5 - BNV/2007).

7. Niém phong hd sa: La tem dén ngoai bi hd s can bd, cdng chirc dung dé bao mét hd sc can bd, céng chirc trong
qua trinh van chuyén.

8. S8 dang ky hd sc can bd, cdng chirc: La sd ghi cac tiéu chi co quan theo hd sd gdc clia can bd, cdng chirc phuc vu
cong tac quan ly.



9. Tai liéu hudng dan nghiép vu vé Iap hd so, quy trinh st dung, khai thac hd sg; tra cltu, gidi thich ndi dung céc tiéu
chi dung trong ho sg can bd, cdng chirc.

. . Chu’dnAg II N .
CHE DO, TRACH NHIEM VA THAM QUYEN
QUAN LY HO SO’ CAN BO, CONG CHUC

Muc 1
CHE PO QUAN LY HO SO CAN B, CONG CHUC

Piéu 7. Quy trinh l1ap ho sd can b, cong chirc ban dau

1. Trong thdi gian 45 ngay, k€ tir ngay c6 quyét dinh tuyén dung lan dau, co quan c6 thdm quyén quan ly can bd, cong
chirc cé trach nhiém hudng dan can bd, cong chirc ké khai ly lich, hoan chinh cac thanh phan ho sd g6c theo quy dinh tai
khoan 1, khoan 2, khoan 5 va khoan 6 Diéu 5 ctia Quy ché nay.

2. Ngugi dirng dau cd quan cé thdm quyén quan ly can bd, cdng chiic cd tradch nhiém t& chdc thdm tra va xac minh tinh
trung thuc cla cac tiéu chi théng tin do can bd, cong chiic tu ké khai va déng dau xac nhan cta cd quan, to chirc, dan vi dé
dé dua vao quan ly.

Piéu 8. Bd sung, xac minh hé so can bd, cong chirc

1. Binh ky hang ndm, cham nhat vao ngay 15 thang 01 ndm sau hodc theo yéu cau quan ly doéi ngii can bd, cong chirc.
Cd quan, don vi ¢d thdm quyén quan ly hd sa can bd, cdng chirc huéng dan can bd, cdng chiic ké khai nhitng thdng tin phat
sinh 6 lién quan dén ban than dé bd sung vao hd sd can bd, cdng chiic theo quy dinh tai khoan 4 Diéu 5 ctia Quy ché nay.

2. Cd quan, t6 chirc, don vi cd thdm quyén quan ly hd sc can bd, cdng chirc cd trdch nhiém suu tam, thu thap nhitng tai
liéu cd lién quan dén can bd, cdng chiic thudc d6i tugng quan ly d€ bd sung vao hd so clia can bd, cdng chirc. Cac tai liéu
thu thap dugc phai bao dam tinh trung thuc nhu ghi rd ho va tén, don vi cia nguGi cung cap tai liéu; ho va tén ngudi trich
sao, ngudn gdc trich sao, ngay trich sao... va phai dugc co quan ¢ thdm quyén quan ly can bd, cdng chiic xac nhan.

3. HO sd can bd, cong chirc bi hu hang, that lac thi viéc 1dp lai ho sd mdi thay thé phai dugc ngusi diing dau co quan co
tham quyén quan ly can bd, cdng chlrc quyét dinh thuc hién.

4. Viéc stra chita cac dir liéu thdng tin trong hd s can bd, cdng chirc phai dudc ngudi diing dau co quan ¢ thdm quyén
quan ly can bd, cdng chirc quyét dinh sau khi d& cd két qua thdm tra, xac minh theo ding quy dinh cla phép ludt. Trudng
hgp cac thong tin trong ho sd clia can b, cong chic khéng thdng nhat giifa cac tai liéu, thi cdn cr vao ho sg lap lan dau khi
céan bd, cdng chirc dugc tuyén dung vao cd quan, don vi ciia Nha nudc dé xac dinh.

Piéu 9. Chuyén giao h6 so can bd, cdng chirc

1. Can bd, cdng chirc dugc diéu dong, luan chuyén dén co quan, t& chlic, don vi khdc hodc dudc bd nhiém chiic vu
thudc cd quan khac quan ly thi hd s clia can bd, cdng chiric d6 dugc chuyén cho cd quan, t& chilic, don vi ¢é thdm quyén
quan ly hd s méi quan ly. Can bd, cdng chirc dugc biét phai dén co quan, td chirc, don vi khac thi co quan, td chirc, don vi
c6 thdm quyén quan ly hd so can bd, cdng chiic sao chup 01 bd hd sa clia can bd, cdng chirc d6 d€ co quan cd thdm quyén
quan ly can bo, cong chifc mdi theo doi.

2. Khi chuyén giao hd s can bd, cdng chirc phai tudn tha cac quy dinh: Kiém tra tai liéu, ghi phiéu chuyé&n hd sd; niém
phong ho sc; vao so giao, nhan ho sa; 1ap bién ban ban giao ho so.

3. Can bd, cdng chirc khi khdng con lam viéc tai co quan, don vi thi viéc chuyén giao va luu gill hd sa thuc hién nhu
sau:

a) Bai vdi can b, cong chirc nghi huu, nghi mat siic, théi viéc hodc bi ky luat budc théi viéc thi dugc nhan mét ban sao
sd yéu ly lich, quyét dinh lién quan. H6 sd g6c van do cd quan, dan vi cé tham quyén quan ly hd sd can bd, cong chic luu
git;

b) BGi véi can b, cong chirc tr tran, gia dinh can bd, cong chirc dugc nhan mét ban sao sa yéu ly lich. H6 so cla can
b0, cong chirc d6 van do cd quan, td chirc, dan vi cé tham quyén quan ly ho sc can bg, cong chirc luu gill;

c) BGi vdi can bd, cdng chiic chuyén ra khoi ca quan, don vi cia Nha nudc dudc nhan mét ban sao sa yéu ly lich cla
ban than. H6 sc gdc van do cg quan, dan vi c6 tham quyén quan ly hd sc cla can bd, cong chirc do luu gilf va chi dugc
chuyén giao cho cac cd quan, don vi khac quan ly khi cac co quan, don vi dé cd yéu cau bang van ban.

4, Viéc chuyén giao hd sd d6 phai do can bd, cdng chlic dugc phan cdng lam cdng tac td chirc can bd thudc co quan,



don vi ti€p nhan can bd, cong chic thuc hién. Trudng hdp khodng cach qua xa ndi ti€p nhan thi hé s can bd, cong chirc
dugc chuyén theo dudng buu dién.

Piéu 10. Tiép nhan ho sc can bg, cong chirc

1. Quy trinh ti€p nhan ho sc can b, cong chifc thuc hién nhu sau:

a) Can bd, céng chirc dugc diéu dong, ludn chuyén hodc bd nhiém chirc vu thudc co quan c6 thdm quyén quan ly can
bd, cdng chirc khac thi co quan cé thdm quyén quan ly can bd, cong chlrc mdi khi ti€p nhan can bd, cdng chirc phai yéu cau
cd quan, t6 chirc, don vi cd thdm quyén quan ly hd so can bd, cdng chic cii ban giao day du hd so clia can bd, cdng chirc
do;

b) Can bd, cdng chlic dugc biét phai dén cd quan cd thdm quyén quan ly can bd, cdng chirc khac thi cd quan c6 thadm
quyén quan ly can bd, cdng chirc mdi yéu cau cd quan, don vi cd thdm quyén quan ly hd sc clia can bd, cdng chiic d6 gui
mot bd hd so la ban sao dé theo ddi.

2. Thdi gian tiép nhan hd so 1a 30 ngay k& tir ngay can bd, cdng chlic cd quyét dinh diéu ddng, ludn chuyén, biét phai
hodc bd nhiém chlic vu & co quan, don vi khac. Khi ti€p nhan hd sd phai dam bao cac yéu cau: Kiém tra niém phong, diu
buu dién (néu guri qua dudng buu dién) va xac nhan tinh trang tai liéu nhan dugc vao phiéu chuyén ho so va gui tra phiéu
nay cho nai giao hd so; vao s6 nhan hd sa; 1ap s6 hd sd; phan loai tai liéu; 1ap phiéu liét ké tai liéu; 1ap phiéu kiém soat hd
s0; vao s6 dang ky ho sd; 1ap bién ban giao nhan.

Piéu 11. Nghién citu, sir dung ho s can b, cong chirc

1. Bdi tugng nghién ctu hod sd can b, cong chirc:

a) Cd quan cd thdm quyén quan ly can bd, cong chirc dugc nghién ciru, khai thac hd so can bd, cdng chirc d€ phuc vu
yéu cau cong tac;

b) Trong trudng hgp can thiét, dugc su ddng y cla ngudi diing dau cd quan, t6 chirc, don vi ¢6 thdm quyén quan ly hd
sd can b0, cong chic thi can bd, cong chifc dugc nghién cliu toan bd hoac mét phan ho so cia minh hoac dé nghi cg quan,
don vi cd thdm quyén quan ly hd so cung cdp ban sao so yéu ly lich cia minh dé phuc vu cho viéc giao dich hanh chinh cla
ban than;

¢) Ngudi dudc cd quan, dan vi cé thdm quyén giao nhiém vu nghién cltu hd s clia can bd, cdng chirc phai cé muc dich
cu thé, rd rang va bao dam cac tha tuc theo quy dinh tai khoan 2 Diéu nay.

2. Cac quy dinh khi nghién cru ho sd can bd, cong chirc:

a) C6 Gidy gidi thiéu clia cd quan, don vi c6 thdm quyén ghi rd dia chi, chirc danh, yéu cau nghién cfu hd s cta ai, vé
van dé gi. Cac yéu cau phai dudc ghi cu thé trong Phiéu nghién cltu hd s can bd, cdng chiic quy dinh tai khoan 3 Diéu 6
clia Quy ché nay va phai dugc ngudi dirng dau cd quan, dan vi ¢ thdm quyén quan ly hd sd can bd, cdng chirc dong v;

b) Chi dugc nghién c(iu tai noi luu gilr ho sc can b, cong chirc;

) Chi dugc xem nhirng tai liéu (hoac mot phan tai liéu) cé ndi dung lién quan dén nhiém vu, cong cu dugc giao;

d) Khdng dugc 1am sai Iéch ndi dung va hinh thirc hd sd can bd, cong chirc nhu: danh dau, tdy xod, stra chita, thém,
bét cac tai liéu da co trong ho sg;

d) budc sao chup lai nhitng tai liéu lién quan trong thanh phan h6 so can b, cong chic khi dugc ngudi dirng dau co
quan, dan vi c6 thdm quyé&n quan ly hd so can bd, cdng chirc cho phép.

3. Nhiém vu clia can b0, cong chirc lam cong tac quan ly ho sg can bd, céng chic:

a) Cung cap dung va day dd cac tai liéu cho ngudi dén nghién ciu, khai thac ho so can bd, cong chiic theo Phiéu
nghién clru hd sd can bd, cdng chirc da dugc ngudi diing dau cd quan, dan vi cd thdm quyén quan ly hd so can bd, cong
chirc phé duyét;

b) Kiém tra tinh trang ho sc khi tra phai dam bao ding nhu khi cho mugn va vao s6 theo di nghién clru hd sc can bd,
cong chuc theo quy dinh tai khoan 4 DBiéu 6 cla Quy ché nay;

) Sao luc h6 sd cho ngugi dén nghién clru, khai thac ho sd theo Phi€u nghién clfu hd sc can bd, cong chiic da dugc
ngudi diing dau co quan, dan vi cé thdm quyén quan ly hd sc can bd, cdng chirc phé duyét.

Piéu 12. Luu giir ho sd can bo, cong chirc

1. Viéc luu gilr ho so gbc cla can bd, cong chirc phai thuc hién day du cac budc; 1ap s6 ho sg, phan loai tai liéu, 1ap
phiéu liét ké tai liéu, lap phi€u kiém soat ho sg, vao so dang ky ho sd va lap thu muc ho sa dé phuc vu cong tac tra clu.

2. Quy trinh luu gitr h6 sd can b, cdng chirc dam bao cac yéu cau: B B y 3

a) Sap xép ho so theo van tén A, B, C hodc theo dau mdi truc thudc bao dam nguyén tac dé tim, deé thdy, dé 13y, dé
bao quan va khong bi nhau nat hoac that lac ho sg;

b) Ngoai bi hd sc ghi cac thdng tin vé can bd, cong chlic d€ phuc vu cho cdng tac tim kiém, luu gilt nhu' ho va tén, cac
bi danh, qué quan, s ho sa.



c) Kiém tra va xt ly d& bao dam cac tai liéu dudc luu trong thanh phan hd so la nhitng tai liéu chinh thirc, tin cy va cd
gia tri phap ly; 3 B

d) Tai liéu trong moi hd sd can bd, cdng chlrc phai dugc xEp riéng thanh tiing nhdm theo th(r tu’ thdi gian dé dé tra clu,
kém theo phiéu liét ké tai liéu, phiéu kiém soat hd sc va Ndé’ trong mot bi ho so;

d) Loai bo nhitng tai liéu trung, thlra chi gilr lai mai loai tai li€éu mot ban. Nhifng tai liéu hu hong (tai li€u bi phai mg,
rach, nat...) thi phai co bién phap phuc ché hoac sao chép lai n6i dung va luu dong thdi véi ban cii; TruGng hgp can huy tai
liéu trong thanh phan ho sc can bo, cong chirc phai thanh 1ap H6i dong huy ho so can bd, cong chirc va Bién ban huy phai
luu trong thanh phan ho sc can bo, cong chirc.

Piéu 13. Bao quan ho so can b, cong chirc

1. HO so 1a tai liéu dugc luu trif 1au dai, phai dugc bao quan mot cach khoa hoc, sdp x8p cd trat tu dé dé tim kiém va
thuan tién trong bao quan; khu vuc bao quan ho sa phai bao dam du dién tich; kho rao, thoang khi, sach s&, khéng dé bui
bdam, Ung ngap, xa ndi cac chat de chay...; trang thi€t bi va phuang tién bao quan ho so gom; tu, gia, ké hd sd, may diéu
hoa...

2. Pinh ky hodc dét xuét ti€én hanh kiém tra va lam vé sinh toan dién khu vuc bao quan hd sd; phun thubc chéng méi,
mot, lam vé sinh ho sd; bao cao kiém tra chat lugng, tinh trang ho sd va cac van dé co lién quan dén ho so can b, cong
chire.

Diéu 14. Ché do bao mat ho s can bo, cong chirc
1. HO so can bd, cong chiric dugc bao quan theo ché do quan ly tai li€éu mat theo quy dinh cla phap luat.

2. Ngudi diing dau co quan, t6 chirc, don vi cd thdm quyén quan ly hd sa can bd, cdng chiic chiu trach nhiém t8 chiic
va quan ly ho sg can bd, cong chirc bao dam ding cac quy dinh vé ché d6 bao mat tai liéu.

Piéu 15. Ché do bao cao cong tac quan ly ho so can bo, cong chirc

1. Bao cdo cong tac quan ly ho sd can bd, cong chirc quy dinh nhu sau;

a) Binh ky hang nam cac sd, ban, nganh tinh va UBND huyén, thanh phG cé trach nhiém bao cao tinh hinh thuc hién
cong tac quan ly ho so can bd, cong chirc theo phan cap quan ly can bd, cong chirc hai lan; 6 thang dau nam va bao cdo ca
nam gui vé UBND tinh thong qua S3 NGi vu. Thdi han gli bdo cdo trudc ngay 15 thang 7 dGi véi bao cao 6 thang dau nam
va trudc ngay 15 thang 01 ndm sau d6i véi bao cdo ca nam.

b) Pinh ky hang ndm, S& N&i vu cé trach nhiém téng hgp bdo cdo UBND tinh va B N&i vu vé tinh hinh va thuc trang
cong tac quan ly hd so can bo, cong chirc trong toan tinh.

2. NGi dung bao cao cong tac quan ly hd sc can b, cong chirc gom:

a) banh gia viéc thuc hién Quy ché quan ly h6 sc can bo, cong chiic clia cd quan, dan vi;

b) Bao cdo thuc trang so lugng, chat lugng hd sc can bd, cong chirc clia cd quan, don vi va danh gia két qua viéc
nghién cltu, str dung hd sa phuc vu cho cong tac quan ly doi ngli can bo, cong chic clia cd quan, dan vi;

) Tinh trang trang thiét bi phuc vu cong tac quan ly ho sa can bd, cong chirc;

d) S6 lugng, chat lugng cta doi ngli can bd, cong chirc truc ti€p lam cong tac quan ly hé sc can b, cong chirc;

d) Kinh phi bao dam thuc hién cong tac quan ly hd sc can bg, cong chirc;

e) Kién nghi va dé xuét giai phap ddi mdi ndng cao hiéu qua cdng tac quan ly hd s6 can bd, cdng chirc nhitng ndm tiép
theo.

Piéu 16. Ché do quan ly hd sc can bd, cong chirc ap dung bang cong nghé thong tin

1. Xay dung cd s6 dir liéu thdng tin vé can bd, cdng chirc Iam co sa d€ quan ly ho sa dién tir clia can bd, cdng chirc. S
NGi vu cd trach nhiém trién khai cai d3t phan mém cho cac co quan, don vi trong tinh (phdn mém quan ly can bd, cdng chirc
do BG6 NGi vu thGng nhat trong pham vi toan qudc).

2. Trang bi va st dung cac c6ng cu tin hoc d€ quan ly, khai thac hd so phuc vu cdng tac xay dung va quan ly ddi ngii
can b, céng chirc bao gom:

a) My vi tinh, mang may vi tinh ciing véi phan mém quan ly thdng nhat d& khai thac cd sd dif liéu vé can bd, cong
chirc phuc vu cong tac thong ké va yéu cdu quan ly doi ngli can bd, cong chirc;

b) May anh ky thuat s8, may quét... d€ dua cac hinh anh, van ban tai liéu vé hd s can bd, cdng chiic vao cac phucng
tién, thiét bi luu trir, bao quan phuc vu cong tac nghién ctu va khai thac h6 sg can bd, cong chirc; tirng budc nghién cliru ho
s0 can b, cdng chirc thdng qua mang may vi tinh va céc cdng cu khac dé tranh tiép xic truc ti€p véi hd sa gdc.

Muc 2
TRACH NHIEM QUAN LY HO SO’ CAN BO, CONG CHUC



Piéu 17. Co quan c6 tham quyén quan ly can bd, cdng chirc

1. Ngudi diing dau chiu trach nhiém vé cong tac quan ly hd sc can bd, cong chirc thudc thdm quyén quan ly cta dan vi
minh.

2. Ngugi diing dau co trach nhiém xem xét va quyét dinh nhirng n6i dung:

a) Lua chon ngudi du tiéu chudn dé€ bé tri lam chuyén trach vé cdng tac hd so can bd, cdng chirc; cd phdm chét chinh
tri tt, lich si gia dinh va ban than rd rang; cd y thlc td chlc ky ludt, trung thanh, trung thuc, tin cdy; co tinh than trach
nhiém cao, nhiét tinh cong tac, phong cach lam viéc khoa hoc, trinh d6 hoc van va chuyén mon nghiép vu phu hgp.

b) T6 chifc cho cén bd, cdng chiic ké khai, thdm tra va lam thu tuc xac nhan hd sc gbc; hd so can bd, cdng chirc dugc
xdy dung lai do bi that lac hoac hu hong va cac tai liéu khac theo quy dinh cta phap luat;

c) Pé nghi cd quan ¢ thdm quyén xem xét, xac dinh lai, sira chifa lai nhirng tai liéu trong hd s can b, cdng chirc;

d) Thong bao cho can bo, cong chirc biét két ludn xac minh vé thong tin trong ho sd can bd, cong chirc tu khai khong
théng nhat hodc khong chinh xac;

d) Huy bo nhitng tai li€u thira, tring lap, khong c6 ndi dung lién quan trong ho sa;

e) X ly ky ludt hodc dé nghi cd quan c6 thdm quyén xem xét, x{r ly ky ludt t& chirc, don vi va ca nhan cé sai pham
trong ké khai, quan ly va bao quan ho sc can b0, cong churc.

3. Ngudi dirng dau dinh ky hang ndm (hodc dot xuét) t8 chdc kiém tra viéc thuc hién cdc quy dinh vé& quan ly hd so can
b0, cong chirc quy dinh tai Quy ché nay va bao cao vai cd quan cap trén truc tiép.

Piéu 18. Co quan cé tham quyén quan ly ho so can bd, cdng chirc
1. Thuc hién quan ly h6 so theo quy dinh va su chi dao, kiém tra, hudng dan nghiép vu vé cong tac hd s can bd, cong
chirc cla cd quan cip trén; dong thdi hudng dan kiém tra, dén déc cdng tdc hd s can bd, cdng chiic & cac dan vi truc

thudc.

2. T8 chuc thuc hién cac quy dinh vé bd sung, chuyén giao, ti€p nhan, nghién ciu, s dung, luu trif, bao quan hd so
can b, cong chic theo quy dinh tai cac biéu 8, biéu 9, biéu 10, Diéu 11, biéu 12, biéu 13 va Diéu 14 cla Quy ché nay.

3. Thudng xuyén cung cap kip thdi, day du nhing tai liéu, su thay d&i lién quan dén can bd, cdng chirc dién cip trén
quan ly hién dang cong tac & cg quan minh.

Piéu 19. Trach nhiém cua can bd, cong chirc lam cong tac quan ly ho s can bd, cong chirc tai cac co quan,
daon vi.

1. Cht dong dé xut k& hoach, bién phap quan ly va khai thac ho sd; xay dung cdc mau hd sd, biéu bdo cdo, thiét ké
cac phuang tién quan ly ho so can bd, cong chirc.

2. T8 chifc tét viéc bS sung cac tai liéu vao hd so; sap x&p, bao quan hd so; phuc vu nghién citu, khai thac hd so; cung
cap s0 liéu, tu liéu nhanh chdng, bao dam kip thai, chinh xac.

3. Nghién cttu, phét hién cac van dé chua rd hodc mau thudn trong hd sd can bd, cdng chirc va nhitng van dé nay sinh
trong cong tac quan ly ho sg, bao cao ngugi diing dau cd quan cé tham quyén quan ly ho sg can bd, cong chiic xem xét, xur
ly.

4. Kiém tra, don ddc, thu thap day du cac thanh phan tai liéu trong hd so thudc thdm quyén quan ly; hudng dan nghiép
vu quan ly ho sd can bd, cong chirc cho cac don vi truc thudc.

5. Thuc hién nguyén tdc bao méat hd so, phat hién va kién nghi véi ngudi cé thdm quyén vé nhitng van dé@ phat sinh
trong cdng tac quan ly hd sc can bd, cdng chirc d€ cb bién phap giai quyét kip thdi.

6. Thudng xuyén hoc tap, trao déi kinh nghiém, bdi dudng nang cao trinh dd chuyén mon, nghiép vu.
Piéu 20. Trach nhiém cia can bd, cong chirc doi véi ho s ca nhan

1. T4t ca can bd, cdng chirc c6 trach nhiém ké khai day du, rd rang, trung thuc hd so clla minh theo hudng dan hodc
theo yéu cau clia cg quan, to chirc, don vi c6 tham quyén quan ly can b, cong churc.

2. Can bd, cdng chlrc dudc quyén nghién ctu hd sd clia minh tai ¢ quan, t6 chirc, dan vi luu gilt hd so trir cac tai liéu
quy dinh tai khoan 9 Diéu 5 ctia Quy ché nay. Néu c6 kién nghi, diéu chinh, bd sung nhiing thdng tin trong hd sa ctia minh



phai bdo cdo véi ngudi diing dau cd quan ¢ thdm quyén quan Iy hd so can bd, cdng chirc xem xét, gidi quyét hodc bao cao
ngudi dirng dau cd quan cé tham quyén quan ly can bd, cong chlc xem xét, quyét dinh.

Muc 3
THAM QUYEN QUAN LY HO SO CAN BO, CONG CHU'C

Piéu 21. Tham quyén ciia S6 Ndi vu trong viéc quan ly hd so can bd, cdng chirc:
1. Thuc hién chlfc nang quan ly Nha nudc vé cong tac quan ly ho sc can b, cong chiirc.

2. Truc ti€p quan ly h6 sc can b0, cong chirc dbi véi can bd, cong chic vién chirc sau:

a) Trudng cac dan vi sy nghiép, dan vi quan ly nha nudc chuyén nganh (Giam d6c Trung tam, Chi cuc trudng...) truc
thudc sd, ban, nganh tinh.

b) Cha tich HGi dong quan tri, Pho cha tich HGi dong quan tri (Giam doc, Phd giam doc), ké toan trudng doanh nghiép
nha nudc hang III; Phd chu tich HOi dong quan tri (Phd giam doc), ké toan trudng doanh nghiép nha nudc hang I, II thudc
tinh quan ly.

¢) Cong churc, vién chirc chuyén mon nghiép vu & ngach chuyén vién chinh va tuong dudng c6 mirc luong bac 5 trd lén,
thac si va bac si chuyén khoa cap I, cap II c6 mic lugng bac 6 chuyén vién, vién chirc trd Ién.

3. Hudéng dan, thanh tra, kiém tra viéc thuc hién cac quy dinh vé quan Iy hd sd can bd, cdng chifc thudc pham vi quan
ly cta tinh.

Piéu 22. Tham quyén cia cac s, ban, nganh tinh va UBND cac huyén thanh phé trong viéc quan ly hd so
can bg, cong chirc

1. Cac sd, ban, nganh tinh quan ly hd sg can bd, cong chirc d6i véi can bd, céng chirc, vién chifc tir trudng phong,
phdng trudng phong chuyén mon nghiép vu, cdp pho thd trudng cac dan vi su’ nghiép, cap pho tha trudng cac dan vi quan
ly nha nudc chuyén nganh truc thudc sd, ban, nganh trg xudng.

2. Uy ban nhan dan cac huyén, thanh phd quan ly hd sg can bd, cdng chirc ddi vdi can bd, cdng chirc, vién chirc tir cap
trudng, cdp phd cac cd quan chuyén mon, don vi su’ nghiép truc thudc trd xudng.

_ Chuong III
TO CHUC THUC HIEN

Piéu 23. Cac sé, ban, nganh tinh va UBND cac huyén, thanh pho

1. T6 chirc ra soat lai hd sd can b, cdng chirc dang quan ly dé€ cé k& hoach tién hanh bd sung day di ndi dung hd sc
theo quy dinh tai Chuang II cla ban Quy ché nay;

2. Trién khai quan triét ndi dung Quy ché nay dén can bd, cng chiic clia cd quan, don vi minh dugc biét dé thuc hién;
t6 chirc 13p lai hd sa gui vé co quan chiic ndng va truc ti€p quan ly theo phan cdp néu tai Diéu 21 va Diéu 22 quy ché nay.

3. BG tri nhan su quan ly hd so can bd, cdng chiic clia cd quan, don vi dam bao tiéu chudn theo quy dinh néu tai diém a
khoan 2 Diéu 17 quy ché nay.

Piéu 24. Trach nhiém chia Sé NGi vu.

1. S& Noi vu 6 trach nhiém hudng dan, kiém tra, don doc cac s&, ban, nganh tinh va Uy ban nhan dan cac huyén,
thanh phd trién khai thuc hién Quy ché& Quan Iy hd so can bd, cdng chirc thdng nhat trong toan tinh.

2. H&ng ndm 1ap k& hoach kiém tra viéc xdy dung va quan ly hd sd can bd, cdng chirc clia cac cd quan, don vi; tdng
hap, bao cdo két qua vdi BO Noi vu va UBND tinh theo quy dinh tai diém b khoan 1 Diéu 15 Quy ché nay.

3. Trong qué trinh thuc hién, néu cé van dé gi vudng mac, phat sinh can sira d6i dé nghi cac sd, ban, nganh tinh va
UBND céc huyén, thanh ph& phan anh vé UBND tinh (qua S& Noi vu) dé bdo cdo UBND tinh xem xét, stra ddi va bd sung cho
phu hgp./.

TM. UY BAN NHAN DAN TINH
CHU TICH
(da ky)
Nguyén Hiru Van



