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S6: 07/2019/TT-BNV Ha Noi, ngay 01 thdng 6 ndm 2019

—/j-viJNG TAM THONG TIN * ^
: “ 5^—------ THONG TlT

Ngay ^ ^inh ve che do bao cao thong ke va quan ly ho scvien chirc! SEN
Chuyen: •.

'^—JZd&Jcw Ludt Vien chuc ngdy 15 thdng 11 ndm 2010;

Can cu Nghi dinh so 29/2012/ND-CP ngay 12 thdng 4 ndm 2012 cua 

Chmh phu quy dinh ve tuyen dung, su dung vd quan ly vien chuc;

Can etc Nghi dinh so 34/2017/ND-CP ngdy 03 thdng 4 ndm 2017 cua 

Chinh phu quy dinh chuc ndng, nhiem vu, quyen hqn vd ca cdu to chuc cua Bo 

Noi vu;
\ 9 9 ^ f 

Theo de nghi cua Vu truang Vu cong chuc - Vien chuc;

Bo tru&ng Bo Noi vu ban hanh Thong tu Quy dinh ve che do bao cao thong 

ke vd quan ly ho so vien chuc.

Chiro’ng I

NHlTNG QUY DINH CHUNG

Dieu 1. Pham vi dieu chinh

Thong tu nay quy dinh che do Mo cao thong ke ve doi ngu vien chuc; bieu 

mau bao cao thong ke vien chuc; thanh phan ho so vien chuc; che dp quan ly ho 

so vien chuc va trach nhiem cua cac ca quan, to chuc, dan vi, ca nhan trong viec
f r \

thuc hien che do bao cao thong ke va quan ly ho so vien chuc.

Dieu 2. Doi tirpng ap dung

Thong tu nay ap dung doi vai nhung dan vi su nghiep cong lap quy dinh 

tai Khoan 2 Dieu 9 Luat Vien chuc.

Dieu 3. Co* quan quan ly ho so* vien chuc
r \

1. Doi vai dan vi su nghiep cong lap dupe giao quyen tu chu la ca quan 

quan ly ho sa vien chuc.
r \

2. Doi vai dan vi su nghiep cong lap chua dupe giao quyen tu chu thi ca 

quan co tham quyen quan ly don vi su nghiep cong lap la ca quan quan ly ho sa 

vien chuc.



3. B6i vai dan vi sir nghiep cong lap chua dirge giao quyen tir chu dirge ca 

quan co tham quyen quan ly dan vi sir nghiep cong lap phan cap quan ly ho sa 

vien chuc la ca quan quan ly ho sa vien chuc trong pham vi dugc phan cap.

Bieu 4. Giai thfch tir ngir

1. Che do bao cao thong ke vien chuc la thuc hien tong hgp, thong ke ve
r r f '

so lugng, chat lugng doi ngu vien chuc bao cao dinh ky hoac dot xuat theo yeu 

cau cua ca quan co tham quyen.

2. Ho sa vien chuc la tap hgp cac van ban phap ly ve vien chuc ke tu ngay
dugc tuyen dung, phan anh cac thong tin ca ban nhat ve "Sa yeu ly lich" cua 

> * 
vien chuc, van bang, chung chi, cac loai van ban co lien quan va dugc bo sung
trong qua trinh cong tac cua vien chuc.

\ f \ *» 9

3. Ho sa goc cua vien chuc la ho sa do ca quan, to chuc, dan vi co tham
quyen lap va xac nhan lan dau tien khi vien chuc dugc tuyen dung vao ca quan,

•?

to chuc, dan vi cua Nha nuac theo quy dinh cua phap luat.

4. Quan ly ho sa vien chuc la boat dong lien quan den viec lap, bo sung, 
sap xep, bao quan, su dung, luu tru ho sa vien chuc phuc vu cong tac su dung va

•y

quan ly vien chuc trong cac ca quan, to chuc, dan vi cua Nha nuac theo quy 

dinh cua phap luat.
/ r f \ \ ?

5. Giay khai sinh goc la giay khai sinh lap lan dau dugc ca quan co tham 
\ /

quyen cua Nha nuac cap tu khi vien chuc mod sinh.

Bieu 5. Quy dinh ve gui bao cao

1. Ban vi sir nghiep cong lap quy dinh tai Khoan 1 Bieu 3 Thong tu nay 

gui bao cao, nhu sau:

a) Boi vai dan vi su nghiep cong lap do ca quan Trung uong thanh lap: 
Gui bao cao ve Vu (Ban) To chuc can bq;

f r

b) Boi vdi dan vi su nghiep cong lap do tinh, thanh pho true thuoc Trung 

uong thanh lap: Gui bao cao ve Sd Nqi vu.

2. Ban vi sir nghiep cong lap quy dinh tai Khoan 2 va Khoan 3 Bieu 3 

Thong tu nay gui bao cao ve ca quan co tham quyen quan ly dan vi su nghiep 

cong lap. Ca quan co tham quyen quan ly dan vi sir nghiep cong lap tong hgp 

bao cao, gui nhu sau:
r

a) Boi vai cac ca quan, don vi thuoc va true thuoc ca quan Trung uong gui 
ve Vu (Ban) To chuc can bo.

b) Boi vai cac ca quan, don vi thuoc va true thuoc tinh, thanh pho true 

thuoc Trung uong gui ve Sa N6i vu.
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Chmmgll
CHE ©0 BAG cao thong ke VIEN CHlTC

Bieu 6. Quy d|hh chung ve che do bao cao thong ke vien chirc
Dinh ky tnrac ngay 30 thang 6 hang nam hoac theo yen cau dpt xuat cua Bp 

Npi vu, cac ca quail Trung uong, tinh, thanh pho true thupc Tnmg uong chi dao 

cac don vi sir nghiep cong lap thupc tham quyen quan ly cua minh lap bao cao
r y f r \

thong ke ve so lupng, chat lupng dpi ngu vien chuc, danh sach va tien luong vien 

chuc theo bieu mau thong nhat do Bp Npi vu ban hanh kem theo Thong tu nay.
1. Cac loai bao cao:
a) Bao cao th6ng ke sd lupng, chat lupng dpi ngu vien chuc.
b) Bao cao danh sach va tien luong vien chuc.
2. Thai diem lap bao cao:
a) Boi vdi bao cao dinh ky hang nam thi thai diem bao cao tinh den ngay 

31 thang 12 cua nam trude.
b) B6i vai bao cao dpt xuat thi thuc hien theo hudng dan cua Bp Npi vu va 

ca quan co tham quyen.
3. Hinh thuc va lim tru bao cao thong ke thuc hien nhu sau:

f r / \

a) Bao cao thong ke so lupng, chat luong dpi ngu vien chuc gui ve Bp Npi 
vu dong thdi bang hai hinh thuc: hinh thuc van ban co chu ky va dong dau cua 

ngudi dung dku co quan Trung uong, tinh, thanh pho true thupc Trung uong va 

hinh thuc file dien tu theo dia chi vuccvc@moha.gov.vn:
b) Bao cao danh sach va tien luong vien chuc chi gui ve Bp Npi vu bang 

file dien tu theo dia chi vuccvc@,moha. gov.vn, Bao cao danh sach va tien luong 

vien chuc bang van ban co chu ky va dong dau cua ngudi dung dau co quan 

Trung uong, tinh, thanh phd true thupc Trung uong dupe luu tru tai ca quan 

Trung uong, tinh, thanh pho true thupc Trung uong.
4. Dan vi su nghiep cong lap co trach nhiem gui bao cao theo quy dinh tai 

Bieu 5 Thong tu nay.
5. Quy each lap bao cao thong ke
a) Bam bao theo dung thu tu tieu chi cot thong tin the hien trong bieu mlu 

kem theo Thong tu nay. Truong hop cot nao khong co thong tin thi de trong.
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b) Bikt mau bao cao thdng ke s6 luong, chdt luong ddi'ngu vien chuc, 
danh sach va tien luong yien chuc duoc xay dung thdng nhat tren nen ung dung 

ph4n mkm "Microsoft Excel" va kieu phong chu "Times New Roman".

6. Bieu mau lap bao cao dinh ky hang nam
a) Bao cao thdng ke sd luong, chat luong dpi ngu vien chuc dupe lap theo 

Bidu mlu so 01 (viit t4t la BM01-VC/BNV) ban hanh kem theo Thdng tu nay.
b) Bao cao danh sach va tien luong vien chuc dupe lap theo Bieu mau sd 

02 (viet tit la BM02-VC/BNV) ban hanh kem theo Thdng tu nay.
Dieu 7. Bao cao thong ke so lurpng, chat lirong vien chuc
1. Binh ky trude ngay 30 thang 6 hang nam, co quan Trung uong, tinh, 

thanh pho true thude Trung uong chi dao cac co quan, to chuc, don vi thude 

tham quyen quan ly cua minh lap bao cao theo quy dinh tai Diem a Khoan 6 

Dieu 6, vdi thdi didm bao cao theo quy dinh tai Diem a Khoan 2 Dieu 6 Thdng
9 9

tu nay, tong hop gui Bd Ndi vu de bao cao Chinh phu, Thu tudng Chinh phu.
2. Truong hpp bao cao dot xuat theo yeu cau cua Bd Ndi vu va cua co quan 

co tham quyen thi thuc hien theo hudng din va yeu cau cu the cua Bd Ndi vu va 

co quan co tham quyen ve thdi diem, pham vi lap bao cao thdng ke.
Dieu 8. Bao cao thong ke danh sach va tien lirong vien chirc
1. Dinh ky trude ngay 30 thang 6 hang nam, co quan Trung uong, tinh,

/ 9

thanh phd true thude Trung uong chi dao cac co quan, to chuc, don vi thude 

tham quyen quan ly cua minh lap bao cao theo quy dinh tai Diem b Khoan 6 

Dieu 6, vdi thdi diem bao cao theo quy dinh tai Diem a Khoan 2 Dieu 6 Thdng 

tu nay, tong hpp gui Bd Ndi vu de bao cao Chinh phu, Thu tudng Chinh phu.
2. Truong hpp bao cao dpt xuat thi thuc hien theo quy dinh tai Khoan 2 

Dieu 7 Thdng tu nay.

Chmmg III
QUAN LY H6 SO VIEN CHlTC

Dieu 9. Nguyen die quan ly, sir dung ho so vien chirc
1. Cong tac xay dung va quan ly hd sd vien chuc dupe thuc hien thdng 

/ ^
nhat, khoa hoc, phan anh dupe day du, chinh xac thdng tin cua tung ngudi tu khi

9 r

dupe tuyen dung cho den khi khdng con lam viec tai don vi sir nghiep edng lap.
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2. Ho sa vien chuc dugc xay dimg, quan ly, su dimg va bao quan theo che 

do tai lieu m|t; chi nhung ngudi dugc co quan hoac nguoi co tham quyen quan 

ly ho so vien chuc dong y bang van ban mai dugc nghien cmi, su dung va khai 
thac ho so vien chuc. Nghiem cam viec phat tan thong tin trong ho so vien chuc.

3. Vien chuc co trach nhiem ke khai day du, ro rang, chinh xac va chiu 

trach nhiem ve tmh trung thuc cua nhung thong tin trong ho so do minh ke khai, 
cung cap. Nhung thong tin do vien chuc ke khai phai dugc ca quan quan ly ho 

so vien chuc xac nhan, dong dau va dua vao ho so quan ly.

f)ieu 10. Xay dung ho su, thanh phan ho so* vien chih:
1. Doi vbi vien chuc tuyen dung lan dau

* F ' +

Trong thoi han 30 ngay, ke tu ngay co quyet dinh.tuyen dung, don vi su 

dung vien chuc co trach nhiem hubng dan vien chuc ke khai, kiem tra, xac minh 

cdc thong tin do vien chuc tu ke khai, doi chieu vbi ho so tuyen dung va Phieu 

ly lich tu phap do ca quan cb tham quyen cap. Nguoi dung dau don vi su dung 

vien chuc xac nhan, dong dau va nop cho co quan quan ly ho so vien chuc de 

dua vao h6 so quan ly. Ho so nay la ho so goc cua vien chuc.
Ho so goc bao gom cac thanh phan sau day:
a) Quyen “Ly lich vien chuc” theo mau HS01-VC/BNV ban hanh kem theo

Thong tu nay. Quyen “Ly lich vien chuc” phan anh toan dien ve ban than, cac moi
quan he gia dinh, xa hoi cua vien chuc. Quyen “Ly lich vien chuc” do vien chuc tu

•>
ke khai va dugc don vi su dung vien chuc kiem tra, xac minh va xac nhan;

b) "So yeu ly lich vien chuc" theo mau HS02-VC/BNV ban hanh kem theo 

Thong tu nay. So yeu ly lich la tai lieu quan trong phan anh tom tat thong tin ve 

ban than, moi quan he gia dinh va xa hoi cua vien chuc. Sa yeu ly lich do vien 

chuc tu ke khai hoac do nguoi co trach nhiem ghi tu quyen "Ly lich vien chuc” 

quy dinh tai Diem a Khoan 1 Bieu nay va cac tai lieu bo sung khac cua vien 

chuc. Sa yeu ly lich vien chuc dugc dan vi su dung vien chuc kiem tra, xac 

minh va xac nhan;
r

c) Ban sao giay khai sinh co cong chung cua ca quan, dan vi cb tham 

quyen theo_quy dinh cua phap luat
d) Phieu ly lich tu phap cua ca quan co tham quyen cap;
d) Giay chung nhan sue khoe do ca sa y te tu cap huyen tra len cap con gia 

tri su dung theo quy dinh cua phap luat;
t F

e) Ban sao cb cong chung cac loai giay to cb lien quan den trinh do dao
> * > \

tao, boi duang cua vien chuc nhu: bang diem, van bang, chung chi ve trinh do 

dao tao chuyen mon, ly luan chinh tri, ngoai ngu, tin hoc, boi duang nghiep vu
5



do ca quan co thara quyen cap. Truong hop cac van bang, chung chi dao tao do 

co so dao tao nude ngoai cap ngoai lanh tho Viet Nam thi phai duoc co quan, to 

chuc, don vi co tham quyen cua Bo Giao due va Dao tao cong nhan;
g) Ban sao cac quyet dinh tuyen dung hoac xet tuy&i, tiep nhan vien chuc 

co cong chung cua co quan, don vi co thim quyln theo quy dinh cua phap luat.
Truong hop phat hien co dau hieu sai pham, nham lan ve thong tin trong 

ho so goc cua vien chuc thi don vi su nghiep cong lap giai quyet theo tham
x ? %

quyen hoac bao cao co quan co tham quyen quan ly don vi su nghiep cong lap 

giai quyet theo quy dinh cua phap luat.
2. Boi voi vien chuc dang cong tac

\ r x > >

Ngoai ho so gdc quy dinh tai Khoan 1 Dieu nay, thanh phan ho so khac cua
X

vien chuc dang cong tac, bao gom:
a) "Phieu bo sung ly lich vien chuc" theo mau HS03-VG/BNV ban hanh

f 9

kem theo Thong tu nay. "Phieu bo sung ly lich vien chuc" la tai lieu do vien
9 X

chuc ke khai bo sung theo dinh ky hang nam hoac theo yeu cau cua co quan 

quan ly ho so vien chuc. "Phieu bo sung ly lich vien chuc" phai duoc don vi su 

dung vien chuc kiem tra, xac minh va xac nhan;
b) Ban sao cac quyet dinh ve viec xet chuyen, b6 nhiem, biet phai, dieu 

dong, luan chuyen, thang hang, nang luong, khen thudng, ky luat cua vien chuc.
c) Ban tu kiem diem, tu nhan xet, danh gia hang nam cua vien chuc co xac 

nhan cua don vi su dung vien chuc; ban nhan xet, danh gia, phan loai vien chuc 

cua co quan, to chuc, don vi co tham quyen quan ly vien chuc (hang nam, khi
r >9

het nhiem ky, bau cu hoac bo nhiem, gioi thieu ung cu, khen thudng, ky luat 
hoac sau cac dot cong tac, tong ket hoc tap);

d) Ban ke khai tai ska, ban ke khai tai san bo sung doi vdi doi tuqng vien 

chuc bat buoc ke khai tai san theo quy dinh cua phap luat;
d) Don, thu kem theo cac van ban tham tra, xac minh, bien ban, ket luan

9 9 XX * X f

cua co quan, to chuc, don vi co tham quyen ve nhung van de lien quan den vien 

chuc va gia dinh vien chuc duoc phan anh trong don, thu. Khong luu trong
X ^

thanh phan ho so nhung don, thu nac danh, hoac don, thu chua duoc xem xet, 
ket luan cua co quan co tham quyen;

r f

e) Van ban khac co lien quan true tiep den qua trinh cong tac va cac quan 

he xa hoi cua vien chuc;
9 9

g) Vien chuc duoc bo nhiem giu chuc vu lanh dao, quan ly phai bo sung
X / 9 X

day du cac tai lieu co lien quan den viec bo nhiem vao ho so vien chuc.
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3. Trong thai han 30 ngay^ ke tix ngay vien chuc co quyet dinh nghi him, 
cham dirt hop dong lam viec hoac tir tran thi viec quan ly ho so vien chuc thuc 

hien theo quy dinh tai Khoan 3 Dieu 13 Thong tir nay.
4. Ho so goc cua vien chuc thuoc tai lieu lira tru lich su, thai han bao quan

vinh vien.
5. Truong hop thiSu cac thanh phhn ho so goc hoac khong co ho so goc thi 

viec xay dung, hoan thien ho so goc duoc thuc hien nhu sau:
a) Trong thai han 30 ngay, ke tu ngay phat hien ho so vien chuc thieu cac 

thanh phan ho so goc hoac khong co ho so goc, don vi su dung vien chuc co 

trach nhiem yeu cau vien chuc phai hoan thien, bo sung cac thanh phan ho so 

goc theo quy dinh tai Khoan 2 Dieu 12 Thong tu nay.
b) Truong hop khong the hoan thien, bo sung day du cac thanh phan ho so 

goc thi can cu vao giay khai sinh goc de hoan thien cac thanh phan ho so khac 

hoac l|p mai ho sa vien chuc theo quy dinh tai Khoan 1 Dieu nay.
Dieu 11. Bieu man quan ly ho so* vien chuc
Cac biiu mau phuc vu cong tac quan ly ho so vien chuc ban hanh kem theo 

Thong tu nay, bao gom:
1. Quyen ly lich vien chuc gom 6 trang, ky hieu: Mau HS01-VC/BNV.
2. So yeu ly lich vien chuc g6m 4 trang, ky hieu: Mau HS02-VC/BNV.
3. Phieu bo sung ly lich vien chuc gom 2 trang, ky hieu: Mau HS03- 

VC/BNY.
4. Phieu giao nhan ho so vien chuc gom 1 trang, ky hieu: Mau HS04- 

VC/BNV.
5. Phieu chuyen ho so vien chuc gom 1 trang, ky hieu: Mau HS05- 

VC/BNV.
6. PhiSu nghien cuu ho sa vien chuc gom 1 trang, ky hieu: Mau HS06- 

VC/BNV.
7. Phiiu theo doi su dung, khai thac ho sa vien chuc gom 1 trang, ky hieu: 

Mlu HS07-YC/BNV.
8. So dang ky ho sa, so giao nhin ho sa va so theo doi khai thac, su dung 

ho so vien chuc.
a) So dang ky ho sa vien chuc gom 1 trang bia va cac trang mot, ky hieu: 

Mlu HSO 8 a-V C/BNY;
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b) So giao nhan ho so vien chuc gom 1 trang bia va cac trang mot, ky hieu: 
Mau HS 0 8b-V C/BNV;

c) S6 theo d5i khai thac, sti dung hd so vien chuc g6m 1 trang bia va cac 

trang mot, ky hieu: Mau HS08c-VC/BNV.
9. Bi ho so va cac loai bia kep
a) Bi hd so vien chuc dugc lam bing chat lieu gily khdng hut am, cd do 

bhn cao, co kich thudc (250 x 340 mm), vdi do day tir 10mm din 30mm. Ky 

hieu: Mau HS09a-VC/BNV;
b) Bia kep bang ke thanh phan tai lieu trong hd so dung de liet ke cac thanh 

phdn tai lieu trong hd so vien chuc gdm 1 trang bia va it nhat 2 trang muc luc de 

lift ke dly du cac thanh phdn tai lieu trong hd so dugc lam bang chit lieu giay 

duplex tring kho A3 (297 x 420 mm) de gap ddi; trang danh muc thanh phan tai 
lieu trong hd so dugc lam bang giay trang kho A4 (210 x 297 mm). Ky hieu: 
Mlu HS09b-VC/BNV;

c) Bia kep nghi quyit, quylt dinh ve nhan su (nhu quyet dinh bd nhiem,
^ > >

thang hang chuc danh nghe nghiep, dieu dong,...) gdm 1 trang dugc lam bang 

chat lieu giay duplex trang khd A3 (297 x 420 mm) de gap ddi. Ky hieu: Mau 

HS09c-VC/BNV;
d) Bia kep cac nhan xet, danh gia, don thu va cac tai lieu xac minh khac 

gom 1 trang dugc lam bang chat lieu giay duplex trang khd A3 (297 x 420 mm) 

de gap ddi. Ky hieu: Mlu HS09d-VC/BNV.
10. “Trang bia” quy dinh tu Khoan 1 den Khoan 8 Bieu nay dugc lam bang 

chat lugng giay co do ben cao, khd A4 (210 x 297mm); “trang” quy dinh tir 

Khoan 1 den Khoan 8 Dieu nay dugc lam bang chat lugng giay trang khd A4 

(210 x297mm).
Bieu 12. Che do bo sung, sfra dura dir lieu ho so' vien chirc
1. Che do bd sung hd so vien chuc
Dinh ky truoc ngay 31 thang 12 hang nam hoac theo yeu cau cua co quan

> \ ts,

quan ly nha nude ve hd so vien chuc, don vi su dung vien chuc huong dan vien 

chuc ke khai, bd sung nhung thong tin phat sinh trong nam lien quan den ban 

than, quan he gia dinh, xa hoi theo "Phieu bd sung ly lich vien chuc". Vien chuc
* y r r

phai ndp bd sung ban sao cac van bang, chung chi dugc cap trong nam (neu co) 

cimg vdi "Phidu bd sung ly lich vien chuc".
Truong hgp cac thong tin phat sinh do vien chuc tu ke khai khdng day du, 

khdng chinh xac hoac co su gian lan thi ngudi tu ke khai phai chiu trach nhiem 

trude phap luat.
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2. Truong hop lap moi .ho. so yien chuc khiho so bi hu hong, that lac thuc 

hien nhu sau:
•t \

a) Trong thoi gian 30 ngay, ke tu ngay xac dinh ho so vien chuc bi hu 

hong, that lac thi co quan quan ly ho so vien chuc co trach nhiem thong bao cho 

don vi su dung vien chuc huong dan vien chuc ke khai va hoan thien ho so quy 

dinh tai Khoan 1 va Khoan 2 Bieu 10 Thong tu nay;
b) Sau khi vien chuc tir ke khai va hoan thien ho so, don vi su dung vien chuc

co trach nhiem kiem tra thong tin trong thanh phan ho so. Truong hop cac thanh
ph§n hd so thdng nhdt thong tin thi ngudi dung dhu don vi su dung vien chuc xac
nhan, chiu trach nhiem ve cac thong tin trong ho so vien chuc va bao cao co quan 

> /
quan ly ho so vien chuc xem xet, quyet dinh.

c) Truong hop sau khi vien chuc ke khai, hoan thien ho so nhung giua 

cac thanh phan h6 so khong thong nhat thong tin thi don vi su dung vien chuc 

ban hanh quyet dinh thuc hien viec kiem tra, xac minh, sau do bao cao ket 
luan viec kidm tra, xac minh dd co quan quan ly hd so vien chuc xem xet, 
quydt dinh thdng nhat thdng tin hd so bang van ban. Viec kiem tra, xac minh 

thuc hien nhu sau:
Ndi dung kiem tra, xac minh: true tiep kiem tra, xac minh thuc te cac thanh 

phan hd so tai cac co quan co tham quyen cap hd so, giay to hp tich (hd so gdc), hd 

so Ly lich dang vien (hd so gdc) gdm: trudng hop cac thdng tin trong thanh phan hd
f f r 9 >

so vien chuc khdng thdng nhat vdi giay to hd tich thi Doan kiem tra, xac minh de
r t *

nghi don vi su dung vien chuc gui van ban den co quan tu phap cap tinh trb len Idem 

tra, xac minh va &b nghi co quan tu phap thdng bao ket qua kiem tra, xac minh bang 

van ban vd co quan su dung vien chuc ve gia tri phap ly cua giay to hd tich; trudng
^ ^ r r r \

hop cac thdng tin trong thanh phan hd so vien chuc khdng thdng nhat vdi giay to hd 

so ly lich dang vien thi Doan kiem tra, xac minh de nghi co quan co tham quyen 

quan ly hd so dang vien kiem tra, xac minh va thdng bao ket qua ve don vi su dung 

vien chuc. Trudng hop cac van bang, chung chi do cac co so dao tao nude ngoM cap
7 9

ngoai lanh thd Viet Nam thi Doan kiem tra, xac minh bao cao don vi su dung vien
/ 9 9 ^ %

chuc gui van ban den co quan, to chuc, don vi co tham quyen quan ly van bang, 
chung chi cua Bp Giao due va Bao tao kiem tra, xac minh.

Thoi gian bit dau tien hanh kiem tra, xac minh tinh tu khi Quyet dinh kiem 

tra, xac minh cua don vi su dung vien chuc co hieu lire. Thai gian ket thuc viec 

kiem tra, xac minh sau 90 ngay ke tu khi bat dau kiem tra, xac minh; trudng hop 

vi ly do bat kha khang thi don vi su dung vien chuc cho phep gia han bang van 

ban; thdi gian gia han khdng qua 30 ngay lam viec ke tu khi van ban gia han co 

hieu luc. Sau thdi gian kiem tra, xac minh khdng ket luan dupe viec kiem tra, xac
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minh thi don vi su dung vien chuc bao cao ngirai dung dhu co quan quanjy h6 so 

vien chuc xem xet, quyet dinh.
Thanh phan Doan ki§m tra, xac minh g6m: Truong doan va cac thanh 

vi’en do ngubi dung dau don vi su dung vien chuc quyet dinh; Truong Doan 

kiem tra, xac minh co trach nhiem phan cong nhiem vu cu the cho cac thanh 

vien cua Doan; Cac thanh vien Doan kiem tra, xac minh chiu trach nhiem ca 

nhan ve y kien kiem tra, xac minh cua minh. Hoat dong cua Doan kiem tra, 
xac minh phai dam bao nguyen tic khach quan, cong khai, trung thuc; bien
ft} 9

ban ket lu$n viec kiem tra, xac minh duqc Truong Doan kiem tra, xac minh 

bao cao don vi su dyng vien chuc sau 05 ngay lam viec ke tu ngay ket thuc 

viec kiem tra, xac minh (bang bien ban ket luan viec kiem tra, xac minh) va
\ f *

chiu trach nhiem ve ket luan kiem tra, xac minh cua minh.
Trach nhiem kiem tra, xac minh: co quan, to chuc, don vi, ca nhan lien
ft f ^

quan den nqi dung kiem tra, xac minh co trach nhiem cung cap day du thong tin 

theo yeu cau cua Doan kiem tra, xac minh; trudng hop co quan, to chuc, don vi,
ft' >

ca nhan lien quan den noi dung kiem tra, xac minh lam sai lech ho so, gia mao 

ho so hoac xac nhan, cap giay to, ho so cho ngubi khong du dieu kien thi bi xu 

ly ky luat theo quy dinh cua Luat Vien chuc va phap luat hien hanh.
d) Khong phai xac minh doi vbi ho so hu hong, that lac do nguyen nhan 

khach quan trong cac trubng hop sau:
Cac thanh phan ho so bi hu hong, that lac khong phai la thanh phan ho so 

/ >
goc quy dinh tai Khoan 1 Dieu 10 Thong tu nay. Trong trubng hop nay, vien

f t \ \

chuc thuc hien che dp bo sung ho so theo quy dinh tai Khoan 1 Dieu nay;
y \ f ' /

Cac thanh phan ho so that lac nhung dupe tim thay trb lai va trung hop
thong tin vbi cac thanh phan ho so khac trong h6 so goc hoac da dupe co quan
Tu phap tu cap tinh trb len, co quan co tham quyen xac nhan tinh hop phap.

%
3. Trubng hop sua chua thong tin trong ho so vien chuc do don vi su dung 

vien chuc thuc hien, sau do bao cao ngubi dung dau co quan quan ly hd so vien
f tf

chuc xem xet, quyet dinh. Don vj su dung vien chuc phai thuc hien viec kiem 

tra, xac minh ve nhung thong tin sua chua trong ho so vien chuc nhu quy dinh
t y >

tai Diem c Khoan 2 Dieu nay. Npi dung sua chua thong tin ho so vien chuc thuc 

hien nhu sau:
a) Trubng hop cac thanh phan ho so (quyen Ly lich vien chuc, gi£y khai 

sinh, so bao hiem xa hpi, van bang, chung chi) khong thong nhat thi can cu 

giay khai sinh goc de hoan thien, bo sung va thong nhat cac thanh phan ho so 

khac theo giay khai sinh nay; trubng hop trong ho so vien chuc khong cb giay
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1 •>

khai sinh thi can cu quyen Ly lich vienrchuc lap khi vien chuc dirge tuyen
dung lan dau vao co quan, to chuc, don vi cua Nha nuac de thong nhat.

b) Viec sua chti’a cac thong tin trong ho so vien chuc phai dugc nguai dung
> > f \ •

dau co quan quan ly ho so vien chuc quyet dinh bang van ban, sau khi co bien 

ban ket luan viec kiem tra, xac minh cua don vi su dung vien chuc.
c) Khong thuc hien viec sua chua, dieu chinh ngay, thang, nam sinh trong

\ r ? f

ho so doi voi vien chuc la dang vien Dang Cong san Viet Nam ma thong nhat 
xac dinh ngay, thang, nam sinh (tuoi) cua vien chuc theo tuoi khai trong ho so ly 

lich dang vien (ho so goc) khi dugc ket nap vao Dang.
> \ \ f

4. Truong hgp lap mdi ho so vien chuc khi thanh phan ho so goc hu hong, 
that lac hoac khi de nghi sua chua thong tin trong thanh phan ho so goc cua vien

r > \

chuc theo phan cap quan ly vien chuc, nguoi dung dau co quan quan ly ho so 

vien chuc co trach nhiem bao cao theo quy dinh tai Khoan 7 Dieu nay.
> > f t ' f

5. Truong hop tim lai dugc ho so, giay to goc bi that lac thi tiep tuc su dung 

ho so, giay to goc; ho so va cac giay to lap mdi co gia tri tham khao. Neu cac 

thanh ph§n trong ho so g6c va ho so lap mdi co su khac biet thi su dung cac 

thanh phan trong ho so goc.
* r

6. Truong hgp vien chuc con tir 12 thang cong tac trd xuong tinh den ngay 

nghi him thi khong sua chua thong tin trong thanh phan ho so goc cua vien chuc.
7. Dinh ky trude ngay 30 thang 6 hang nam hoac theo yeu cau co quan

^ \
quan ly nha nude ve vien chuc, co quan quan ly ho so vien chuc cd trach nhiem

\
tong hop, bao cao viec lap mdi ho so vien chuc cua nam trude.

Dieu 13. Cong tac chuyen giao, tiep nhan ho so vien chirc
1. Cach thuc tiep nhan ho so vien chuc
Vien chuc thay doi co quan, to chuc, don vi mdi hoac dugc xet chuyen 

thanh cong chuc thi co quan co tham quyen quan ly ho so cong chuc, vien chuc 

khi tiep nhan vien chuc phai yeu cau co quan quan ly ho so vien chuc cu ban 

giao day du ho so vien chuc do.
2. Thdi gian tiep nhan ho so la 30 ngay, ke tir ngay vien chuc co quyet dinh 

tiep nhan cua co quan, to chuc, don vi mdi hoac cd quyet dinh xet chuyen thanh 

cong chuc. Ho so khi tiep nhan phai bao dam cac yeu cau sau:
a) Ghi phieu chuyen ho so theo mlu HS04-VC/BNV va mlu HS05- 

VC/BNV ban hanh kem theo Thong tu nay;
b) Kiem tra niem phong, dau buu dien (neu gui qua dudng buu dien) va

t f \ f

xac nhan tinh trang tai lieu nh§n dugc vao phieu chuyen ho so va gui tra phieu
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nay cho noi giao ho so hoac co van ban tra 16i nai gui ho so va xac nhan tinh 

trang niem phong;
c) Vao so giao, nhan ho so theo man HS08b-VC/BNV ban hanh kem theo 

Thong tu nay;
d) Lap s6 ho so, lap phieu liet ke tai lieu, lap phieu kiem soat ho so, vao so 

dang ky h6 so theo mau HS08a-VC/BNV ban hanh kem theo Thong tu nay va 

lap bien ban giao nhan;
d) Viec chuySn giao ho so do co quan quan ly ho so vien chuc thuc hien.
3. Vien chuc nghi huu, cham dut hop dong lam viec, chuyen cong tac den 

co quan, to chuc, don vi moi hoac tu tran thi viec chuyen giao va luu tru ho so 

duoc thuc hien nhu sau:
a) Truong hop vien chuc nghi huu, cham dut hop dong lam viec thi duoc 

nhan 1 ban sao "So yeu ly li'ch vien chuc" va cac quyet dinh lien quan. Ho so 

goc van do co quan quan ly ho so vien chuc luu giu, bao quan va dua vao nhom 

vien chuc thoi viec. Co quan quan ly ho so vien chuc chi duoc xac nhan va cap 

lai ban sao "So y§u ly lich vien chuc" khi co yeu cau bang.van ban cua co quan 

co tham quyen quan ly vien chuc va tren co so ho so goc luu tru;
b) Truong hop vien chuc chuyen cong tac den co quan, to chuc, don vi moi 

thi duoc nhan 1 ban sao "So yeu ly lich vien chuc". Ho so goc van do co quan 

quan ly ho so vien chuc cu luu giu, bao quan va chi duoc chuyen giao cho cac 

co quan, to chuc, don vi khac co tham quyen quan ly theo quy dinh cua phap 

luat khi cac co quan, to chuc, don vi do co yeu cau bang van ban;
c) B6i voi vien chuc tir tran, gia dinh vien chuc duoc nhan 1 ban sao "So

/ \ r p* \

yeu ly lich vien chuc". Ho so goc van do co quan quan ly ho so vien chuc luu 

giu, bao quan va dua vao nhom vien chuc thoi viec.
Bieu 14. Nghsen cmi, sir dung va khai thac ho so vien chirc
1. B6i tuong duoc nghien cuu, su dimg va khai thac ho so vien chuc, gom:
a) Co quan quan ly vien chuc, don vi su dung vien chuc va co quan quan 

ly h6 so vien chuc duoc nghien cuu, su dung va khai thac ho so vien chuc de 

phuc vu yeu cau cong tac;
\ p \ . > \

b) Truong hop can thiet va duoc sir dong y cua nguoi dung dau co quan
' > ^ 

quan ly ho so vien chuc, vi§n chuc duoc nghien cuu toan bo hoac mot phan ho
> \ r r

so cua minh hoac de nghi co quan quan ly ho so cung cap ban sao "So yeu ly 

lich vien chuc" cua minh.
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2. Khi nghien cmi ho so vien chuc phai tuan thu cac quy dinh sau day:

a) Co giay gioi thieu cua co quan, to chuc, don vi cap cho ngudi den 

nghien cuu ho so vien chuc, trong do ghi ro dia chi, chuc danh, yeu cau nghien 

cuu ho so cua ai, ve van de gi. Cac yeu cau phai dugc ghi cu the trong "Phieu 

nghien cuu h6 so vien chuc" theo mau HS06-VC/BNV ban hanh kem theo 

Thong tu nay;

b) Chi dugc nghien cuu tai nai luu giu ho so vien chuc;
c) Chi dugc xem nhung tai lieu (hoac mot phln tai lieu) co noi dung lien 

quan din nhiem vu, cong viec dugc giao;

d) Khong dugc lam sai lech noi dung va hinh thuc ho sc vien chuc nhu: 
danh dau, tay xoa, sua chua, them, bot cac tai lieu da co trong ho so;

r r ' \

d) Neu muon sao chup lai nhung tai lieu lien quan trong thanh phan ho so 

vien chuc thi phai bao cao va dugc ngudi dung dau co quan, to chuc, don vi 
quan ly h6 so vien chuc ddng y. Viec sao chup tai lieu do ngudi true tiep quan ly 

ho so vien chuc tien hanh va ban giao lai.

3. Nhiem vu cua ngudi true tiep lam'cong tac quan ly ho so vien chuc:

a) Cung cap dung va day du cac tai lieu cho ngudi den nghien cuu, khai 
thac ho so vien chuc theo "Phieu nghien cuu ho so vien chuc" da dugc ngudi 
dung dau co quan quan ly ho so vien chuc chap thuan;

b) Kiem tra tinh trang ho so khi tra bao dam dung nhu khi cho mugn va 

vao phieu theo doi su dung, khai thac ho so vien chuc theo mau HS07-VC/BNV, 
so theo doi khai thac, su dung ho so vien chuc theo mau HS08c-VC/BNV ban 

hanh kem theo Thong tu nay;

c) Sao luc hd so cho ngudi den nghien cuu, khai thac ho so theo "Phieu 

nghien cuu ho so vien chuc" da dugc ngudi dung dau co quan quan ly hd so 

vien chuc chap thuan.

Dieu 15. Lira gift, bao quan ho so vien chuc
> \

1. Viec luu giu, bao quan hd so vien chuc phai thuc hien day du cac bude
sau day:

a) Lap so hd so;

b) Phan loai tai lieu;

c) Lap phieu liet ke tai lieu;

d) Lap phieu kiem soat hd so va vao so dang ky hd so; 

d) Lap thu muc hd so de phuc vy edng tac tra cuu.
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' • * f A A2. Luu giu ho so vien chuc phai bao dam cac yeu cau sau:
a) Sip xip h6 so theo thu tu ten A, B, C hoac theo dau m6i true thuoc bao 

dam nguyen tac de tim, de thay, de lay;
b) Tai lieu trong moi ho so vien chuc phai dugc xep rieng thanh tung nhom 

va theo thu tu thoi gian de thuan tien cho viec tra cuu, kem theo phieu liet ke tai
r *> \ ** - '

lieu, phieu kiem soat ho so va de trong mot bi ho so;
c) Ngoai bi ho sc ghi cac thong tin vien chuc de phuc vu cho cong tac tim

9 >/X/A*A4Akiem, luu giu nhu: ho va ten; cac bi danh; que quan va so ho sa (so hieu vien 

chuc niu co). Ngoai ra con luu tru va quan ly tren he thong may vi tinh;
d) Bao dam de bao quan, khong bi nhau nat hoac hu hong, that lac ho so.
3. Quy trinh luu giu ho so vien chuc dugc thuc hien theo cac buoc sau day:
a) Kiem tra va xu ly di bao dam cac tai lieu dugc luu tru trong thanh phan 

ho so la nhung tai lieu chinh thiic, tin cay va co gia tri phap ly;
b) Loai bo nhung tai lieu trung lap hoac thuaT; chi giu lai moi loai tai lieu 1 

ban; viec loai bo phai dugc su dong y cua ngudi dung dau co quan, to chuc, don
> y *

vi quan ly ho so vien chuc vajphai dugc lap thanh bien ban, luu trong ho so goc. 
Nhung tai lieu hu hong phai co bien phap phuc che hoac sao chep lai noi dung 

va luu dong thoi vdi ban cu;
c) Truong hgp can huy tai lieu trong thanh phan ho so vien chuc phai thanh 

lap Hoi dong huy tai lieu ho so vien chuc. Hoi dong huy tai lieu ho so vien chuc 

do ngubi dung dau co quan quan ly ho so vien chuc quyet dinh thanh lap. Khi 
tien hanh tieu huy tai lieu ho so vien chuc phai lap bien ban ghi ro ly do huy, co 

quan quan ly ho so vien chuc cho phep huy, danh muc tai lieu huy, ngay va noi 
huy. Bien ban tieu huy phai luu trong thanh phan ho so vien chuc.

4. Che do bao quan h6 so vien chuc theo che do bao mat cua nha nuoc va
r \ t r

phai bao dam cac che do va dieu kien co so vat chat, trang thiet bi va cac quy 

dinh sau day:
r \ r \

a) Trang thiet bi va phuong tien bao quan ho so giay gom: tu, ket bao quan
r > f \

tai lieu mat, toi m|t, tuyet mat; gia, ke ho so; ban ghe, may dieu hoa, may hut 

am, may hut bui, quat thong gio, thiet bi bao chay, binh cuu hoa; thuoc chong
* r r \

am, moc, moi, mot, chuot, dan.... bao dam ho so vien chuc dugc luu giu lau dai;
b) Binh ky hang thang, hang quy hoac dot xuat kiem tra tinh trang ho so va
r \ r

cac van de lien quan, lam ve sinh va bao duong trang thiet bi bao quan;
c) Binh ky hang nam kiem tra tong the, co ke hoach phun thuoc chdng m6i, 

mot va chinh ly lai ho so;
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5. Ngirai dung dau co quan quan ly ho so vien chuc chiu trach nhiem ve 

viec bao quan va quan ly ho so vien chuc theo quy dinh cua Dieu nay.

©ieu 16. Trinh tu, thu tuc bao cao cong tac quan ly ho so* vien chuc

Dinh ky truac ngay 30 thang 6 hang nam* ca quan Trung uong, tinh, thanh 

pho true thuoc Trung uong co trach nhiem tong hop tinh hinh thuc hien cong tac 

quan 3y ho so vien chuc cua cac ca quan, to chuc, don vi thuoc tham quyen quan 

ly cua minha gui bao cao ve Bo Noi vu de tong hop bao cao Chinh phu, Thu 

tuong Chinh phu. Noi dung, trinh tu bao cao cong tac quan ly h6 so vien chuc 

nhu sau:

1. Don vi dugc giao tham quyen quan ly ho so vien chuc dinh ky hang nam 

hoac theo yeu cau cua ca quan quan ly vien chuc co trach nhiem kiem tra, danh 

gia tinh hinh thuc hien cong tac quan ly ho so vien chuc theo Thong tu nay;

2. Bao cao thuc trang sd luqng, chat luong ho so vien chuc, danh gia ket 
qua viec nghien cuu, su dung, khai thac ho so phuc vu cong tac quan ly doi ngu 

vien chuc cua ca quan, to chuc, don vi, gom:

a) So luong ho so lap mai (ho so tuyen dung mai, ke ca ho sa lap mai do 

bi hu hong, thdt lac hoac do sua chua thong tin trong ho sa), ho sa vien chuc bo 

nhiem, xet chuyen, biet phai, thay doi chuc danh nghe nghiep va ho sa vien chuc 

xet chuyen thanh cong chuc hoac thay doi vi tri viec lam;

b) S6 luong ho sa vien chuc dugc giai quyet nghi huu, cham dut hop dong 

hoactutran;

c) Sd luong h6 sa bi hu hong, that lac va ho sa de nghi sua chua thong tin 

trong thanh phan ho sa goc.

3. Bao cao ca sd vat chat, trang thiet bi va phuong tien phuc vu cong tac 

quan ly ho sa, gom:
y r y

a) Khu vuc bao quan h6 sa, nai cat va luu giu ho sa vien chuc;

b) Dien rich bao quan, luu giu ho sa vien chuc;

c) Trang thiet bi va phuong tien bao quan ho so vien chuc;

4. Kidn nghi, de xuat giai phap nham nang cao hieu qua cong tac quan ly 

ho sa vien chuc va muc tieu hien dai hoa cong tac quan ly ho sa vien chuc.

Dieu 17. Cong tac boi dmfrig nghiep vu quan ly ho sa vien chuc

Ca quan Trung uong, tinh, thanh pho true thuoc Trung uong chu dong to 

chuc cac lop dao tao, boi duang nghiep vu cho cong chuc, vien chuc true tiep 

lam cong tac quan ly ho sa vien chuc cua cac ca quan, to chuc, don vi thuoc
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^ r

th4m quy6n quan ly cua minh theo kinh phi dao tao, boi duang va noi dung, ke 

hoach da xay dung va duac phe duyet hang nam.
f)ieu 18. Che do hien dai hoa trong cong tac quan ly ho so* vien chirc
Ca quan Trung uong, tinh, thanh ph6 true thuoc Trung uong chu dong thuc 

hien viec hien dai hoa cong tac quan ly h6 so vien chuc thong qua ung dung 

cong nghe thong tin d§ luu tru va khai thac h6 so vien chuc; han che viec tiep 

xuc true tiep voi ho so giay truyen thong, phat huy toi da hieu qua khai thac ho 

so vien chuc trong he thong quan ly h6 so vien chuc dien tu;
Dilu 19. Tham quyen va trach nhiem cua co quan Trung mmg, tinh, 

thanh pho true thuoc Trung uong va co quan quan ly ho sa vien chuc
1. Co quan Trung uong, tinh, thanh pho true thuoc Trung uong thuc hien 

quan ly nha nude vi cong tac quan ly ho so vien chuc, huong dan, thanh tra, 
kilm tra viec thuc hien cac quy dinh ve quan ly ho so vien chuc quy dinh tai 
Thong tu nay theo tham quyen quan ly cua minh.

2. Ban hanh quy chi quan ly ho so vien chuc va huong dan cac co quan 

quan ly ho so vien chuc thuoc tham quyen quan ly cua minh trien khai, thuc 

hien thong nhat.
^ r

3. Ngudi dung dau co quan Trung uong, tinh, thanh pho true thuoc Trung 

uong quy dinh phan cdp viec quan ly ho so vien chuc doi voi cac co quan, to 

chuc, don vi thuoc tham quyen quan ly cua minh.
, 4. Ngudi dung dau co quan Trung uong, tinh, thanh pho true thuoc Trung 

uong dinh ky hang nam hoac dot xuat to chuc kiem tra viec thuc hien cac quy
% - ^ r •>

dpih ve cong tac quan ly ho so vien chuc doi voi cac co quan, to chuc, don vi 
thuoc tham quyen quan ly cua minh theo quy dinh tai Thong tu nay.

> y 1 r

5. Ngudi dung dau co quan quan ly ho so vien chuc xem xet, quyet dinh 

nhung noi dung sau:
a) Quyet dinh lua chon ngudi du tieu chuan nghiep vu de bo tri lam chuyen

^ r \

trach ve cong tac bao cao thong ke va quan ly ho so vien chuc;
b) To chuc cho vien chuc ke khai; yeu cau don vi su dung vien chuc thuc 

hien kiem tra, xac minh ho so vien chuc hoac to chuc kiem tra, xac minh ho so
r r

goc cua vien chuc khi lap mdi do bi hu hong, that lac hoac do sua chua thong tin 

trong ho so vien chuc;
c) Be nghi co quan co tham quyen xem xet, xac minh, sua chua nhung 

thong tin, tai lieu khong thong nhat trong hd so goc cua vien chuc thuc hien theo 

quy dinh tai Dieu 12 Thong tu nay;
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d) Thong bao cho vien chuc biet ket luan xac minh ve cac thong tin trong 

ho so do vien chuc tu khai khong thong nhat hoac khong chinh xac;
d) Huy bo nhung tai lieu thua, trung lap, khong co npi dung lien quan trong 

ho so vien chuc;
X 7 >

e) Xu ly ky luat hoac de nghi co quan co tham quyen xem xet, xu ly ky luat 
doi vdi nhung nguoi co lien quan den viec sai pham trong qua trinh ke khai, 
quan ly ya bao quan ho so vien chuc theo cac quy dinh cua phap luat.

Dieu 20. Quyen va trach nhiem cua ngiroi true tiep lam cong tac quan 

ly ho su vien chuc
\ f f \

1. Chu dong de xuat ke hoach, bien phap quan ly, su dung va khai thac ho 

so, ho so dien tu vien chuc (neu co).
2. To chuc viec bo sung cac tai lieu vao ho so vien chuc bao dam kip thoi,

chfnh xac.
7 'ft ' '

3. To chuc viec sap xep, bao quan, luu giu ho so.
4. Cung c£p so lieu, tu lieu nhanh, chinh xac.
5. Nghien cuu, phat hien cac van de chua ro hoac mau thuan trong ho so 

vien chuc va nhung van de nay sinh trong cong tac quan ly ho so, bao cao nguoi 
dung dau co quan quan ly ho so vien chuc xem xet, xfr ly.

6. Don d6c, thu thap dky du cac thanh phan tai lieu trong ho so vien chuc
7 7 7

thuoc tham quyen quan ly cua co quan, to chuc, don vi minh.
7 7

7. To chuc phuc vu nghien cuu, su dung va khai thac ho so vien chuc theo 

quy dinh tai Khoan 3 Dieu 14 Thong tu nay.
. . t \ t • f

8. Thuc hien nguyen tac bao mat ho so, phat hien va kien nghi vdi cap co 

tham quyen vh nhung vln de phat sinh trong cong tac quan ly ho so vien chuc
7 tde cd bien phap giai quyet.

9. Thudng xuyen hoc tap, boi dudng nang cao trinh do chuyen mon, nghiep 

vu de phuc vu cong tac quan ly ho so vien chuc.
10. Khi co sang kien, phat minh sang tao cai tien ve nghiep vu phuc vu 

cong tac quan ly ho so vien chuc co hieu qua cao va duoc co quan co tham
^ X

quyen xac nhan thi duoc khen thudng theo cac quy dinh cua phap luat ve thi 
dua, khen thudng.

X X

11. Khi cong chuc, vien chuc vi pham cac quy dinh ve cong tac quan ly ho 

so vien chuc quy dinh tai Thong tu nay va cac quy dinh khac cua phap luat co 

lien quan thi se bi xu ly ky luat nhu sau:
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a) B6i vai cong chuc thi tuy theo muc do vi pham se bi xem xet, xu ly ky 

luat theo cac quy dinh vl xu ly ky luat doi vai cong chuc;
b) B6i vai vien chuc thi tuy theo muc do vi pham se bi xem xet, xu ly ky 

luat theo cac quy dinh ve xu ly ky luat doi vai vien chuc.
Bieu 21. Trach nhiem va quyen cua vien chuc doi voi ho sa ca nhan
1. Vien chuc co trach nhiem ke khai d§y du, ro rang, trung thuc va thuc 

hien viec ke khai, bo sung ho so cua minh theo huang dan cua dan vi su dung 

vien chuc hoac theo yeu cau cua ca quan quan ly ho so vien chuc; chiu trach 

nhiem truac phap luat va truac ca quan quan ly vien chuc, don vi su dung vien 

chuc v4 cac thong tin minh ke khai. Truong hap cac thong tin ke khai khong day 

du, thieu chfnh xac hoac khong trung thuc thi tuy theo muc do se bi xu ly ky luat 
theo cac quy dinh ve xu ly ky luat doi vai vien chuc va cac quy dinh khac cua 

phap luat co lien quan.
*x

2. Vien chuc duac quyen nghien cuu ho sa cua minh tai ca quan quan ly
^ 7 y

ho sa vien chuc, tru cac tai lieu quy dinh tai Diem d Khoan 2 Bieu 10 Thong 

tu nay.
7 y y r ^

3. Vien chuc khi di lam cac thu tuc de dieu chinh ho sa goc hoac khi de 

nghi ve viec dieu chinh, bo sung nhung thong tin trong ho sa cua minh phai bao
% 7 \

cao vai ngudi dung dau dan vi su dung vien chuc va ca quan co tham quyen
r

xem xet, giai quyet theo quy dinh cua Thong tu nay.
4. Vien chuc co trach nhiem cung cap cac thAnh phan tai lieu lien quan den 

ban than khi co phat sinh theo huang dan hoac yeu cau cua ca quan, dan vi co
7 y

tham quyen.
Dieu 22. Trach nhifm cua Bo Noi vu
1. Thuc hien quan ly nha nuac ve cong tac quan ly ho so vien chuc thong

t r

nhat trong pham vi toan quoc.
7 y y

2. Kiem tra viec thuc hien cac quy dinh ve quan ly ho sa vien chuc quy djnh
r y ~ 9 y

tai Thong tu nay doi vai cac ca quan quan ly ho sa vien chuc thuoc tham quyen 

quan ly cua cac ca quan Trung uong, tinh, thanh pho true thuoc Trung uang.

ChuangIV
BIEU KHOAN THI HANH

Bieu 23. Hi§u lire thi hanh
Thong tu nay co hieu luc thi hanh kl tu ngay 15 thang 7 nam 2019.

18
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Bieu 24. Trach nhi^m thi hanh ya to chirc thuc hien
1. Bo truang, Thu tnrang ca quan ngang Bo, Thu trirong ca quan thuoc 

Chi'nh phu, Chu tjch Uy ban nhan dan ti’nh, thanh pho true thuoc Trung uong, 
nguoi dung dau cac ca quan, to chuc do Chinh phu, Thu tuong Chi'nh phu thanh 

lap va cac ca quan, to chuc, dan vi, ca nhan co lien quan chju trach nhiem thi 
hanh Thong tu nay.

2. Trong qua trinh thuc hien neu co vuang mac, de nghi cac ca quan Trung 

uong, Bp, nganh va dia phuong phan anh ve Bo Noi vu de xem xet, giai quyet.^.

Bp TRl/PNG
Nffi nhan:
- Thu tuang, cac Pho Thu tirdng Chinh phu;
- Cac Bp, ca quan ngang Bp, ca quan thuoc Chinh phu;
- HBND, UBND cac tinh, thanh pho tryc thuoc TW; 
-Van phong Trung uong va cac Ban. cua Bang;
- Van phong Quoc hpi;
- Van phong Chu tjch n.irac;
- Vien Kiem sat nhan dan toi cao;
- Toa an nhan dan toi cap;
- Kiem toan nha nirac;
- Oy ban TW Mat Iran To quoc ViptNam;
- Ca quan Trung uong cua cac Hoi, cac doan the;
- Cue Ki6m tra van ban QPPL (Bp Tu phap);
- So Noi vu cac tinh, thanh ph6 trgre thupc TW;
- Cong bao, C6ng thong tin dien tu Chi'nh phu;
- Bp Noi vu: Bp tnrang, cac Thu truang;
- Vu, Cue, t<3 chirc thuoc, tryc thuoc Bp Noi vu;
- Cong thong tin dipn tu cua Bp Noi vu;
- Luu: VT, CCVC (20b).

Le Vlnh Tan
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Don vi bao cao: Bo, ng^nb/Tinh, thanh pho 
Don vi nhan bao cao: Noi vu

BM02-VC/BNY
Ban hanh kem theo Thong tu so 07/2019/TT-BNV 

ngay 01 thdng 6 ndm 2019 cua Bo tru&ng B6 Noi vu
BAO CAO DANH SACK VA TIEN LlTONG VIEN CHlTC 

(Tinh den 31 thang 12 nam 20 .. )

Tian 
lirong 
tang 

them so 
vdri che 
dp nha 
nude

Miic luong hien 
huemg

Ng^iy, thdng, 
ndm sinh

Phy capChuc vu 
hoac chuc 
datih hiSn 
dang edng

Co quan, 
dom vi dang 

Idm vi?c
Ho va ten Tong cac 

lo^iphu 
cap 

c6n lai

Trdch
nhiem
edng
vife

Trdch
nhipm
theo
ngh6

Tham
nien

Ghi chuTT E)6c hai, 
nguy 
hiem

2huc vu 
kiem 
nhiem

He s6 
luong

ThuKhu.Chuc v\i 
lanh dao

Bac
luong MS s6 LuongNam NO tac hutVUQt vuc

khung

18 1915 16 1712 13 146 8 9 10 1173 4 5A B 1 2

Nguyen Van A1

Trin Thi B.. 2

T6ng cpng:

., ngay... thdng... .ndm 20... 
THU TRlTdNG DON VI 

(Ky ten, dong ddu)
NGlTdl LAP BANG 

(Ky, ghi rd ho ten)

Ghi chu:
- Cot 4: Ghi dly du t€n dan vi vi sir nghi^p c6ng lap (tu chu va chua giao quygn tu chu) thuoc va true thu6c Bq, ban, nganh d Trung uong; ede don vi sir nghiep cong lap true thuoc tinh, thanh 

ph6 true thupc Trung irang va cac so, ban, ngdnh, quan, huyen, thi xa, thanh pho true thuoc tinh, thdnh pho true thupc Trung uong;
- Cot 5, 6, 7: Ghi he s6 luong (cpt 5), bac luong (c6t 6) va mS s6 chuc danh nghe nghiep hipn dang giu (c6t 7);
- Cot 17: Ghi t6ng s6 ede loai phu cip khac con lai theo quy dmh ma khong lift ke trong biiu mlu tren, g6m: Phu cip luu dpng, phu cdp thdm nien nghl, phu cdp uu d§i theo ngh&, php clp 

cong tac lau nam a vung co dieu kien kinh te - xa hoi dac biet kh6 khan;
- C6t 18: Ghi t6ng so ti6n luong tang them so vbi ch6 dp cua nha nude do thuc hifn co che tu chu, tu chiu trdch nhidm (so tien duoc tinh bitng dong Vipt Nam).

' - Dong (tong c6ng): Ghi tdng c6ng cua cac cot, gdm: Cot 5, 8, 9, 10, 11,12, 13, 14, 15,16, 17 vaept 18.

#



Mdu HS01-YC/BNV ban hanh Icem theo Thone he so 07/20J9/TT-BNV wav 01/6/2019 cm Bo tru&ne BoNoivu

CONG HOA XA HOI CHU NGHlA VIET NAM 

Doc lap - Ty do - Hanh phuc

LY LICH VIEN CHLC

Ho va ten khai sinh:

Ten gpi khde:

Gioi tilth (nam, nu:)Ngay, thang, nam sinh: ./........ /.

Que quan:

Chuc danh cong tac hien tai:

Ca quan, dofn vi quan ly vien chirc:

Don vi su dung vien churc:

S6 hieu vien churc:



Mau HS01~VC/BNV ban hanh hem theo Thons tuso 07/2019/TT-BNV nsav 01/6 /2019 cua Bo trteans Bd.Noi vu_

L SO LITOC LY LICH

1) Ho va ten khai sinh fviit chu in hoa):

2) Ten gpi khac:
Anh mau 

(4x6 cm) , Giai tinh (nam, nH):3) Sinh ngay.........thang nam

Tinh/Thanh pho:. 

Tinh/Thanh pho:

Huyen/Quan.4) Ncri sinh: Xa/Phuong:

......., Huyen/Quan.

7) Ton giao:.........

5) Que quan: Xa/Phircmg:

6) Dan tpc:

8) Noi dang k>> ho khau thirong tni:
(S6 nha, ditcmg pho, thdnh pho; xom, then, xa, huy$n, tinh)

9) Noi o hien nay:
(S6 nha, dieting phd, thanh phd; xom, than, xa, huy$n, tinh)

10) NghS nghiep khi diroc tuyen dyng:.

, Co quan, don vi tuyen dyng:11) Ngay tuyen dung: ./...... /.

12.1- Chuc danh (chuc vu) congtac hientai:
(Vi chinh quyen ho$c Dang, dodn the)

12.2- Chuc danh (churc vu) kiem nhiem:
(Vi chinh quyen ho$c Dang, dodn thi)

13) Cong viec chinh dupe giao:

, Ma so:14) Chuc danh ngh4 nghiep vien chuc:...........................................................

Bac luong:.........he so............ Ngay huong..... /.... .../...........Phu cap churc vu:

15.1-Trinh dp gi&o due pho thong (da tdt nghiep lap mdy/thugc he ndo?):..............

Phy cip khac:

15.2-Trinh dp chuyen mon cao nhit:
(TSKH, TS, Ths, as nhdn, ky sir, cao ddng, trung cap, sa cdp; chuyen ngdnh)

15.4-Quan ly nha nude:.................................................
(Chuyen vien cao cdp, chuyen vien chinh, chuyen vien, can sic.)

15.3- Ly luan chinh tri:..................................
(Cic nhdn, cao cdp, trung cdp, sa cdp)

15.5- Trinh dp nghiep vy theo chuyen nganh:

. 15.6 -Ngoai ngu:............................................
(Tin ngoqi ngU + Trinh dq: TS, Ths, DH, Bqc 1 den bqc 6)

16) Ngay vao Dang cpng san Vipt Nam

15.7-Tin hpc:
(Trinh dp: TS, Ths, DH, Ky nang 01 den Ky ndng 15)

Ngay chinh thuc: ./. J.

17) Ngay tham gia to chuc chinh tri-xa hpi:
(Ngay tham gia to chuc; Dodn, Hpi,.... va 1dm vi£c gi trong to chuc do)

Quan ham cao nhit:Ngay xuat ngu:18) Ngay nhyp ngu:.... /...... /.

19.1- Danh hipu dupe phong tang cao nhit:........................................................................................
(Anh hitng lao dong, anh hitng luc hrpng vu trang; nha gido, thdy thuoc, ngh$ si nhdn dan, uu tii....)

./...... /.

19.2- Hoc ham dupe phong (Gido sir, Ph6 Gido sir):

20) Sd trudng cong tac:...

21) Tinh tryng sdc khde:.

22) La thuong binh hang:

............Chieu cao:

. La con gia dinh chinh sach:....................................................
(Con thuong binh, con liet si, ngutii nhiem chat dpc da cam Dioxin)

...................... .Ngay cap:

, Can n$ng: kg, Nhommau:

./.

.24) S6 BHXH...23) So chung minh nhan dan: ./....... i.
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Mdu HSOl-VC/BNVban hanh kem theo Thonetusd 07/2019/H-BNVneav 01/6/2019 ciia Bo twang BoNdivu '

II. QUA TRENH DAO TAO, B6l DUONG VE CHUYEN MON, NGHIEP VU, 
LY LUAN CBlNH TRI, NGOAI NGtT, TIN HOC

Hlnh thuc 
d^o tao, boi 

duong

Van bSng, 
chuTig chi

Tir thong, n§m 
Din th^ng, nam

Chuyen ng^nh 
dao tao, boi du&ng

Tin trirfrng ho|ic ca s& 
dlo t^o, boi dirfrng

Y.

J,......-...... /.

Ghichti:
1. Hinh thiic d&o tao, boi duOng, bao g6m: Chinh qui, tai chirc, chuyen tu, tir xa, lien th6ng,....
2. Van bang, chung chi, bao gom: Ti6n si khoa hoc, tien st, thac sT, cu nhSn, ky sir, cao dang, trung cSp, so cap,...

'k



Mdu HSOJ-VC/BNV ban hanh kem theo Thom tu so 07/20I9/TT-BNVnzav 01/6/2Q19 ciia Bo tnronp Bo Not vu

m. BAG BlfeM LICH StT BAN THAN

Til' ngay thang nSm 
den ngay thang nam Dac diim Ijch sur

i

1

i

Ghi chu:
1. B6i vdi thM gian tmdc khi dugc tuyen dyng, ghi: Qu£ trinh dS hpc v& t6t nghidp nhftng trutmg n^o, a d&u 

hoSc lim nhflng c6ng vifc gi (ke ca hop dong lao dgng) trong ca quan, dan vi, to chuc n^o, a dau? k6 khai nhflng 
th^nh tich n6i bat trong hoc tap, lao dong). Tnrfrng hop bi bi b5t, bi hi (th6i gian n&o, d dau, ai bi£t?

2. E>di vdi thdi gian dirge tuydn dung, ghi: Thfri gian v^o Bo^n thanh men CS HCM; tham gia ho at dong 
trong t6 chtrc chlnh tri - xa hOi, to chiic chinh tri - xa hoi - nghS nghiep, t6 chiic x3 h^i, t6 chCrc xS hpi - nghS nghi^p 
khde (nong v4 ngoai mrdc), bao g6m: t6n to chtrc, ten hoi, tru sd d dSu, da gift chuc vu hoSc chtrc danh gi trong c^c 
td chuc niy.



Mdu HS01-VC/BNV ban hanh kem theo Thong tu so 07/2019/TT-BNV may 01/6/2019 cua Bo truans Bo Noi vu

IV. KHEN THirdNG

Ng^y, thdng, 
nam

Cap quyit dinhN§i dung xh hinh thiic khen thuong

V. KY LUAT

Ngiy, th^ng, 
nSm Op quyet djnhLy do hinh thu-c ky luat



Mdu HS01-VC/BNV ban hanh ketn theo Thom tuso 07/2019/TT-BNVneav 01/6/2019 cua Bo tncdne B6 Noi vu

VI. QUAN HE GIA BINH
1) Vk ban tlian: Cha, Me, Va (hoac chdng), cac con va anli chi em ruot

Ho t^n, nam sinh, que qu6n, nghl nghiep, diem Ijch su- (c6 bj bat, bj tii, lam vi|c trong 
chi dp cu, nguy quin, nguy quyln khdng); hifn dang I&m gl (ghi r6 chuc vy hoac chuc 
danh niu c6, ten va dja chi cor quan, don vi c6ng t5c & trong ho3c ngoM nu*6c), noi cir trti.

M6i
quan he

2) VS ben Va hoac Ch6ng: Cha, Me va anh chi em ruot

Hy ten, n&m sinh, quS qu^n, nghe nghipp, d^c diem lich so (c6 bi bat, bi tu, lam viec trong 
chi dp cu, nguy quin, nguy quyin khdng); hifn dang l&m gi (ghi rd choc vy hoac choc 
danh niu c6, ten vh dja chi co quan, do’n vi cdng t^c or trong hoSc ngo&i node), noi co tru.

Moi
quan he



MSu HS01-VC/BNV ban hanh kem theo Thone tusd 07/2019/TT-BNV may 01/6/2019 ciia Bo tntans Bo Npiyu

VII. T’V'NHAN XET, DANH GIA
(V6 phim chit chinh tri, dao dtic, 16i sing, y thiic luat, nang l\rc sa trudng cong tdc,....)

Xac nhan cua don vi
Ban ly lich nay do vien chuc:

Ngirdi khai
Toi xin cam do an vi nhung Idi khai 

trong quyin ly lich nay la dung sir that va 
chiu trdch nhiem truoc phap luat ve nhimg 
loi khai do.

(Ho ten)

tir khai tai

Bon vi xac nhan la dung sir thdt.

Ngay.... thdng..... ndm 20.
(Ky t6n, ghi r5 hp ten)

.....Ngay.......thdng.......ndm 20.
Thu truing don vi su dung vien chu-c

(Ky ten, <56ng dau)

Ghi chu: Quyen ly l(ch nay sau khi vien chuc ke khai phdi diet? thdm tra.c xac minh va xac nhan cua dan v\ sic diing vien chicc; 
dong thai phdi ddng ddu gidp lai d tdt cd ede trang.



M&u HS01-YC/BNV ban hanh kem theo Thom he so 07/2019/TT-BNV nggy 01/6/2019 cita B6 tnr&ne Bo Noi vu

HUOTVG DAN KHAILY LICH VIEN CHlTC

+ t f

Anh mau (4x6cm) : dan anh dugc chup trong thai gian mot nam tinh den ngay
ke khai Ly lich vien chuc.

I. PHAN SO LU 0C LY LICH
1- Ho va ten khai sink: viet chu in hoa dung vdi hp va ten trong giay khai sinh.
2- Ten goi Hide: la ten gpi khac hoac bi danh khac da dung trong boat dong each 

mang, trong ITnh vuc bao chi, van hoc righe thuat. (neu co).
^ r

3- Sinh ngdy: ghi day du ngay, thang, nam sinh dung nhu trong giay khai sinh. 
Giai tinh: ghi giai tinh cua vien chuc la Nam hoac Mr

4- Noi sinh: ghi ten xa (hoac phuong, thi tran), huyen.(hoac quan, thanh pho 
thupc tinh), tinh (hoac thanh pho true thupc trung uong) noi vien chuc dupe 
sinh ra (ghi dung nhu trong giay khai sinh). Neu co thay doi dia danh don vi 
hanh chinh thi ghi <ten cu>, nay la <ten mai>.

5- Que qudn: ghi noi sinh truang cua cha de hoac ong noi cua vien chuc. 
Truong hop dac biet co the ghi theo que quan cua me de hoac nguoi nuoi 
duong minh tu nho (neu khong bilt ro cha, me de). Ghi ro ten xa (hoac 

phuong, thi tran), huyen (quan hoac thanh pho thupc tinh), tinh (hoac thanh 
pho true thupc trung uong).

6- Dan toe: ghi rd ten dan tpc cua vien chuc theo quy dinh cua Nha nude nhu: 
Kinh, Tay, Nung, Thai, Mubng, Mong, E de, Kh'me,...

7- Ton gido: vien chuc dang theo ton giao nao thi ghi ten ton giao do nhu: Cong 
giao, Phat giao, Hoi giao, Cao dai, Hoa hao,... Neu khong theo ton giao nao, 
thi khong dupe bo trong ma khi la "Khong".

8- Noi dang ky ho khdu thudng tru: ghi day du so nha, dudng ph6, thanh pho 
hoac xom, thon, xa, huyen, tinh noi minh dang ky hp khau thudng tru.

9- Noi a Men nay: ghi day du so nha, dudng pho, thanh pho hoac xom, thon, xa, 
huyen, tinh noi minh dang d hien tai.

9 \ f r

10- Nghe nghiep khi duoc tuyen dung: ghi rd da lam nghe gi de kiem song trude
t f \F

khi dupe tuyen dung. Neu chua co nghe, song phu thupc vao gia dinh, thi ghi 
cu the la "khong nghe nghiep".

11- Ngdy tuyen dung: ghi rd ngay, thang, nam khi vien chuc cd quyet dinh tuyen 
dung va ten ca quan ban hanh quyet dinh tuyen dung.

12.1- Chuc danh (chuc vu) Men tai: ghi rd chuc danh lanh dao, quan ly hoac 

chuc danh cong viec chinh hien tai dang dupe phan edng dam nhiem ve 
chinh quyen (hoac.Dang, doan the).
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12.2- Chuc danh (chuc vu) Idem nhiem: ghi ro chuc danh lanh dao, quan ly ve
chinh quyen (hoac Dang, doan the) hien tai dang kiem nhiem.

•>
13- Cong viec chinh duac giao: ghi cu the ten cong viec chinh dugc lanh dao 

phan cong dam nhiem.
14- Chuc danh nghe nghiep vien chuc: ghi rd ten chuc danh nghe nghiep vien 

chuc dugc bo nhiem.
Ma so: ghi ro ma so chuc danh nghe nghiep vien chuc dugc bo nhiem 

Ghi ro bac luong, he sd lucmg va ngay/thang/nam dugc huong luong.
Ghi ro he so phu cdp chuc danh (chuc vu) hoac phu cap khac (neu co).

15.1- Trinh do gido due phd thong: ghi da tot nghiep lop may, thuoc he dao tao 
ph6 thong nao. Vi du: Lop 10/10 (d6i voi nhung nguoi tot nghiep lop 10 he 

10 nam); Lop 12/12 (doi vdi nhung ngudi tot nghiep lop 12 he 12 nam).
r *

15.2- Trinh do chuyen mon cao nhdt: ghi trinh do chuyen mon cao nhat dugc
> 9 r ?

dao tao, boi duong tai thdi diem ke khai nhu: Tien si khoa hoc, Tien si, Thac 

si, cu nhan, ky su, cao dang, trung cap, so cap... thuoc chuyen nganh dao tao 
nao. Vi du: doi voi nhung ngudi co nhieu van bang dao tao nhu: cd bang ky

\ ^ y t

su, cd bang cu nhan, co bang thac si, co bang tien si thi chi ke khai trinh do 
chuyen mon cao nhdt hien tai la: Tien si + chuyen nganh dao tao.

15.3- Trinh do ly ludn chinh tri: ghi trinh do ly luan chinh tri cao nhat da dugc 
dao tao, boi duong nhu: Cu nhan, cao cap, trung cap, so cap.

15.4- Trinh do qudn ly nhd nude: ghi chung chi dao tao; chung chi boi duong 

theo ngach cong chuc nhu: chuyen vien cao cap, chuyen vien chinh, chuyen 

vien; can su. Chung chi boi duong theo chuc danh cong chuc lanh dao nhu: 
Cap Phong va tuong duong, cap Sd va tuong duong, cap Vu va tuong 

duong, Thu trudng va tuong duong; Chu tich, Pho chu tich HBND, CM 
tich, Pho chu tich UBND cap huyen va cap tinh; chung chi dao tao, bdi 
duong can bo, cong chuc cap xa; chung chi boi duong dai bieu HBND cap 
xa, cap huyen va cip tinh.

15.5- Trinh do nghiep vu theo chuyen nganh: ghi chung chi dao tao, chung chi 
boi duong chuyen nganh theo vi tri viec lam cua chuc danh nghe nghiep vien 
chuc.

15.6- Trinh do ngoai ngu:
- Bdi vdi vien chuc co chung chi ngoai ngu, thi ghi ten ngoai ngu + trinh do 
dao tao theo khung nang lire 6 bac dung cho Viet Nam ban hanh kem theo 
Thong tu sfl 01/2014/TT-BGDDT ngay 24/01/2014 cua Bo truemg Bo Giao 
due va Dao tao.
- Trudng hop vien chuc da co bang ngoai ngu tir trinh do cu nhan trd len thi 
ghi ten van bang + ten ngoai ngu. Vi du nhu: Cu nhan Phap van, Thac si 
Anh van,...
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15.7- Trlnh do tin hoc: ghi trinh do tin hoc cao nhat phu hop vdti van bang, 
chung chi cua vien chuc duo;c co quan, to chuc, don vi co tham quyen cap 
theo chuin ky nang su dung cdng nghe thong tin v6i. ;15 ky nang ban hanh 

kem theo Thong tu so 03/2014/TT-BTTTT ngay 11/3/2014 cua Bo trudng 

Bo Thong tin va Truyen thong hoac Ky su, Cu nhan, Thac si, Tien si.
16- Ngay vao Dang cong sdn Viet Nam: ghi ro ngay, thang, nam duac ket nap 

vao Bang cong san Viet Nam; ngay, thang, nam dugc cong nhan Bang vien 
chinh thuc (neu co). Nlu ket nap Bang lan thu 2 ma tuoi Bang duac tinh lien 

tuc thi ngay vao Bang tinh tir lan thu nhat. Truong hop tuoi Bang khong 

dugc tinh lien tuc thi ghi ngay vao Bang Ian thu 2.
17- Ngay tham gia to chuc chinh tri - xd hoi: ghi ngay, thang, nam tham gia to 

chuc chinh tri, chinh tri - xa hoi nhu: Boan, Hoi,... dong thai ghi ro lam viec 

gi trong to chuc do.
18- Ngay nhdp ngu: ghi ngay, thang, nam di bo doi, cong an va ngay xuat ngu. 

Ghi ro quan ham hoac chuc vu cao nhat trong quan doi, cong an (neu co). 
Neu co thbi gian tai ngu, thi ghi them ngay tai ngu ben canh ngay nhap ngu.

19.1- Danh hieu duac phong tang cao nhat: ghi danh hieu anh hung lao dong, 
anh hung lire lugng vu trang, nha giao, thay thuoc, nghe si nhan dan, uu tu, 
... (neu co) va nam dugc phong tang.

19.2- Hoc ham duac phong: ghi rd hoc ham dugc phong la giao su hoac pho 

giao su va ghi r5 nam dugc phong.
20- Sa trudng cong tdc: lam viec gi thi thich hgp nhat, co hieu qua nhat (cong 

tac Bang, doan the; quan ly kinh te, hanh chinh, doanh nghiep; so trudng 

nghien cuu ve,..., giang day ve,...; nghe nhan gi, viet van, hpa si, ca si, dien 
vien, van dong vien,...).

21- Tinh trang sue khoe: ghi ro tinh trang sue khoe ban than hien tai (tot, trung 
binh, keixi); co benh gi man tinh, ghi ro chieu cao ca the, ghi ro can nang ca 
the va nhom mau gi.

f t r

22- Ld thuang binh hang: ghi ro la thuang binh hang may tren may (neu co). 
Truong hop la con gia dinh thuoc dien chinh sach, thi ghi ro la con thuang 
binh, con liet si, con ngudi nhiem chat doc da cam Bioxin,...

23- So chung minh nhan dan: ghi ro so chung minh nhan dan va ngay cap.
24- So bdo hiem xd hoi (So BHXH): ghi so so bao hiem xa hoi da va dang tham 

gia dong bao hiem cho den thdi diem khai ho sa ly lich.

II. phAn lich sit ban than
1. Qua trinh dugc tuyen dung, la qua trinh lien tuc tung thdi ky, trude khi dugc 

tuyen dung can ghi ro:
/

- Thdi gian: Tu thang, nam den thang, nam
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•>
- Ghi ro da hoc nhung truong nao, a dau hoac lam nhung cong viec gi (ke ca 
hop dong lao dong) trong co quan, tb chuc, don vi nao, o dau? (ke khai 
nhung thanh tich gi n6i bat trong hoc tap, lao dong).

2. Khi dugc tuyen dung can ghi ro:
- Thai gian tuyen dung: ngay, thang, nam dugc tuyen dung

t ^

- Dugc tuyen dung vao ca quan, to chuc, dan vi nao? (ca quan, to chuc, dan 

vi co thim quyen quan ly vien chuc; ca quan, to chuc, dan vi co tham quyen 

su dung vien chuc). Cong viec chinh dugc phan cong dam nhiem (chuc danh 
hoac chuc vu cong tac) la gi? dugc xep vao ngach, bac luang nao va phu cap 

(niu co).
3. Tham gia to chuc chinh tri - xa hoi, xa hoi nghe nghiep,... can ghi ro:

- Qua trinh lien tuc tu thang, nam den thhig, nam.
- Ghi ro da tham gia vao Doan thanh nien CSHCM hoac tham gia boat dong
trong tb chuc chinh tri - xa hoi, to chuc chinh tri - xa hoi - nghe nghiep, to
chuc xa hoi, to chuc xa h6i - nghe nghiep khac (trong va ngoai nuac),... (ten*
to chuc, ten hoi, tru sa a dau, da giu chuc vu hoac chuc danh gi trong cac to 

chuc nay).
4. Qua trinh dao tao, boi duang ve chuyen mon, nghiep vu, ly luan trinh tri, quan

ly nha nude, ngoai ngu, tin hoc. Chi sau khi da tot nghiep cac chuang trinh, 
dao tao, boi duang a trong va ngoai nude, vien chuc mdi dugc ke khai va 
ghi day du cac tieu chi thong tin sau day:
- Ten truong hoac ca sd dao tao, boi dudng.
- Chuyen nganh dao tao, boi duang.
- Thai gian dao tao, boi duang: tir thang/nam den thang/nam.
- Hinh thuc dao tao, boi dudng: Chinh quy, tai chuc, chuyen tu, lien thong, 
tuxa,...

% f

- Van bang, chung chi dugc cap.
5. Khen thudng la ghi nhan qua trinh cong tac va thanh tich dong gdp cua vien 

chuc can ghi ro cac tieu chi thong tin sau:
- Thai gian khen thudng: thang, nam.
- Noi dung va hinh thuc khen thudng: khen thudng ve thanh tich gi, hinh 
thuc khen thudng nhu: Giay khen, BEng khen, Vinh du dugc nha nude 
phong tang, Huy chuang, Huan chuang.
- Cap quyet dinh khen thudng.

>
6. Ky luat vien chuc can ghi r5:

- Thai gian bi xu ly ky luat: thang, nam.
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- Ly do va hinh thuc ky luat nhir: Khi^n trach, canh cao, ha bac hrong, ha 

hang chuc danh nghe nghiep vien chuc (ha ngach cong chuc), each chuc, 
buoc thoi viec.
- Cap quyet dinh ky luat.

7. Quan he gia dinh cua vien chuc can ke khai cac thong tin sau day:
f \

- Moi quan he voi vien chuc nhu: Cha; Me, Vg (hoac chong), cac con va 

arth, chi, em mot.
- Ke khai tom tit nhung dac diem chinh cua Cha, Me, Vg (hoac chong), cac 
con va anh, chi, em mot bao gom: Ho ten, nam sinh, nghe nghiep, dac diem 

lich su (co bi bat, bi tu, lam viec trong che do cu, nguy quan, nguy quyen 

khong); hien dang lam gi (ghi ro chuc vu hoac chuc danh neu co, ten va dia 

chi ca quan, don vi cong tac a trong hoac ngoai nude), nai dang ky ho khau 

thudng tru.
> >

8. Quan he gia dinh ben Vg (hoac chong) cua vien chuc can ke khai cac thong
tin sau day:
- Moi quan he gia dinh doi vdi Vg (hoac chong) cua vien chuc nhu: Cha, Me 

va anh, chi, em mot.
' 'F *

- Ke khai tom tat nhung dac diem chinh ciia tung ngudi co quan he gia dinh 

doi vdi ben Vg hoac ben Chong cua vien chuc: Ho ten, nam sinh, nghe 

nghiep, dac diem lich su (cd bi bat, bi tu, lam viec trong che do cu, nguy 
quan, nguy quyen khong); hien dang lam gi (ghi ro chuc vu hoac chuc danh 

neu cd, ten va dia chi co quan, don vi cong tac d trong hoac ngoai nude), nai 

dang ky ho khau thudng tru.
9. Tu nhan xet, danh gia cua vien chuc

- PhAn nay danh de vien chuc tu nhan xet, danh gia ve pham chit chinh tri, 
16i song, y thuc ky luat, nang luc va sd trabng cong tac cua ban than lam ca

* -9 f

sd de to chuc xem xet, bo tri va su dung dung ngudi, dung viec.
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£Mat sau cua trang bia quyen ly Ijch vien chirc
(Dung de in huang dan khai ly lich)
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So hieu vien churcCo quan quan ly vien chuc 

Don vi su dung vien churc .

SO YEU LY LICH VIEN CHLfC
1) Hq va ten khai sinh (viet chu1 in hoa):

2) Ten goi kliac:...............

3) Sinh ngay:...........thang.

4) Noi sinh: Xa/Phuong...,

5) Que quan: Xa/Phuong..

Anh mau 
(4x6 cm) . Giai tinh (nam, nu:):...

...........Tinh/Thanh pho.

............Tinh/Thanh pho

....nam..........

.Huyen/Quan. 

.Huyen/Quan. 

.......7) Ton giao:6) Dan tgc:

8) Noi dang ky hg klilu thuong tru:
(S6 nha, du&ng pho, thdnh pho: xom, than, xa, huy$n, tinh)

9) Noi d hien nay:
(So nha, dieting pho, thanh pho: xom, than, xa, huy§n, tinh)

10) Nghe nghiep khi dugc tuyln dung:

Co quan, don vi tuyen dung:11) Ngay tuyen dung: ./...../.

12.1- Churc danh (churc vu) cong t&c hien tai:
(Ve chinh quyen hoac Dang, doan thi)

12.2- Churc danh (churc vu) kiem nhigm:
(Ve chinh quyen hope Dang, doan thi)

13) Cong vige chinh dugc giao:...........

14) Chuc danh nghe nghiep vien churc:

Bac luong:.....He so:............ Ngay huong:........ /..... /.....Phu dip chu’c danh:

15.1-Trinh dg giao due pho thong (da tdt nghiep Itip mdy/thuqc he nao):...................

MS s6:

Phu cap khac:

15.2-Trinh do chuyen mon cao nhat:
(TSKH, TS, Th.s, citnhdn, ky sic, cao dting, (rung cdp, sactip, chuyen nganh)

15.4-Quan ty nha nude:
(Chuyen vien cao cdp, chuyen vien chinh, chicyen vien, can sic.)

15.3 -Ly ludn chinh tri:..............;   ..............
(Cic nhdn, cao cdp, (rung cdp, so cdp)

15.5- Trinh dg nghigp v\i theo chuyen nganh:

15.6- Ngoai ngur:......... .......................... .......
(Ten ngoqi ngu + Trinh dp: TS, Ths, DH, Bqc 1 din bqc 6)

16) Ngay vao Dang Cgng san Viet Nam:

15.7-Tin hgc:
(Tr'mh dp: TS, Ths, DH, Ky ndng 01 den Kp ndng 15) 

.......Ngay chinh thirc:.......... /....... /............/,

17) Ngay tham gia t6 churc chinh tri - xa h0i:
(Ngay tham gia to chuc: Doan, Hpi, .... vd lam vi$c gi trong to chuc do)

QuSn ham cao nhat:Ngay xuat ngu: /......./,18) Ngay nh$p ngu:...... /....... /,

19.1- Danh hieu dugc phong tang cao nhat:...................................................................................
(Anh hiing too dpng, anh hung l\cc lupng vu (rang: nha giao, thay thude, nghe si nhdn dan uu tu,...)

Nam dugc phong:19.2- Hoc ham dugc phong (Giao su, Ph6 gido su)\

20) So trudng cong tac:

21) Khen thuong:........ 22) Ky luat:
. (vi dang, chinh quyin, doan the hinh thuc cao nhdt, nam nao?)(Hinh thuc cao nhdt, nam nao?)

Chieu cao: , Can nang: kg, Nhom mau:23) Tinh trang sue khoe:........

24) La thuong binh hang:......./ , La con gia dinh chinh sach:..................................................
(Con thuong binh, con liet si, nguti nhiem chat dpc da cam, Dioxin)

................Ngay cdp:....../........ /....... 26) SoBHXH:...........25) So chung minh nhan dan:
1
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27)£>AOTAO, b6IDIT0NG Vfc CHUVEN MON NGHDEP Vy, LY LUAN CHINH TRI, NGOAINGL, TIN HOC

Van bang, 
chung chi

Hinh thuc 
dao tao

Tu thang, nam 
ddn thang, namChuy^n nganh dao tao, boi duongTen truong

Ghi chu:
- Hinh thicc dho tao: Chinh guy, tgi chut, chuyen tu, tic xa, lien thong, boi duong.
- Van b&ng, chung chi: TSKH, TS, chuyen khoall, Ths, chuyen khoa I, dgi hqc, cao dang, trungcdp, so cap, chung chi,...

28) TOM TAT QUA TRINH c6NG TAG

Chile danh, chuc vy, don vi cong tac (dang, chinh quyin, doan the, td chuc xa h$i) ke ca thoi 
gian dupe dao t^o, boi duong vi chuyen mon, nghiep vu, ...

Tir thang, nam 
din thang, nam

2
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29) BAG DEEM LICH SEf BAN THAN

- Kliai robi bat, bi tu (tic ngay thdng nSm mo din ngdy thdng ndm ndo, & ddu?)^ da khai bao cho ai, nhung van 
de gi? Bail than c6 lam viec trong ch4 do CU (caquan, don v/ nao, dia diem, chicc danh, chucvy., thoigian lam viic...):

- Tham gia hoac co quan he vdi cac to chiic chmh trj, kinh te, xa hoi nao a nude ngoai (lam gi, t6 chicc 
ndo, dat tru set ct ddu.. ?):

- 06 than nhan (Cha, Vq, ChQng, con, anh chj em ru$t) dnude ngoii (lim gi.djachi...)?

30) QUAN HE GIA BINH

a) Ve ban than: Cha, M§, Vg (hoac chdng), cac con, anh chj em mot

Que quan, nghe nghiep, chiic danh, churc vy, don v| cong tac, 
hoc tap, noi b (trong, ngoai nude); thanh vien ede t6 chuc chinh 
tri - xahpi ■■,?) 

Moi 
quan he

Nam
sinhHq va ten

b) Ve ben vo (hoac chdng): Cha, M?, anh chi em ruQt

Que quan, nghe nghiep, chiic danh, chiic vu, dem vj cong tac, 
hoc tap, noi d (trong, ngoai mrae); thanh vien cac t6 chiic chinh 
tri-xahpi...?)

M6i 
quan hp

Nam
sinhHo va ten

3
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31) DDEN BIEN QUA TRESTH LUOOVG CUA VIEN CHtTC

Thang/nam

Ma so

Bac luong

He s6 lirong

32) NHAN XET, BANK GIA CUA BOW VI SLrDUWG VIEN CHUTC

NgirM khai
Toi xin cam doan nhung loi 
khai tren day la dung sir that 

(Ky ten, ghi r5 hg ten) '

......... , Ngay....... thdng..........ndm 20...
Thu trird’ng don v| sir dung vien chire

(Ky ten, dong dau)

4
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So hieu vien chuc:Co- quan quan ly vien chuc:. 

Don vi su dung vien chuc:...

PHIEU BO SUNG LY LICH VIEN CHlfC
den thang/ nam(Tir thang/ nam

1) Hq va ten khai sinh (vigtchaiH hoa):............

2) Ngay tiling nam sinh:.................................

3) Ncri 6 hien tai:.....................................
4.1- Chuc danh (chuc vii) cong tac hien tai:

4.2- Chirc danh (chtrc vii) kiem nhiem:......

5) Chute danh nghe nghiep vien chiic:...... .

6) Bac luemg:..........He s6:...........Ngay hudng:

7) Ngay vao Dang cqng san Viet Nam:

Giai tinli (Nam/nQ).

(Ve chinh quyen hoac Bang, dodn the) 

(Vi chinh quyen hoqc Dang, doan the)
MS so:

Phu cdp chuc danh:.... Ph\i cip khac:/..... /.

, Ngay chinh thirc:.........

I. THAY Vt CHi'C DANH, CHlTC W, DCfN VJ CONG TAC 
(chi ke khai nhung thay ddi hope bo sung vi chuc danh, chuc vu, dan v/ edng tac so vai thai diem tructc)

./../../

Chfrc danh, chirc vy dugc b6 nhi^m, b&u cu, di4u dOng, mtln nhi^m (trong dang, chinh quy4n, doan th6, t6 chirc cua nude 
ngo&i ho^c lien doanh vdri nude ngoii), thay ddi vb n$i dung c6ng vi§c, dem v\ c6ng tdc, danh hi§u duqc phong t§ng...

TirthSng, n5m 
d^n thing, n5m

n. DAO TAO, b6i DirOfNG NANG CAO TRINH Dp CHUYEN M6N
(chi khai bo sung sau khi da kit thuc khoa ddo tqo, bdi duang)

Van bing, 
chung chi

Tir thang, nam 
den th£ng, nam

Hinh thuc 
dao taoChuySn nganh dao 4o, b&i du5ngTen truemg

Ghi chit:
- Hinh thuc dao too: Chinh quy, tai chuc, chuyen tu, tuxa, lien thong, bdi dudng.
- Van bfing, chung chi: TSKH, TS, chuyen khoa II, Ths, chuyen khoa I, dqi hoc, cao dang, trung cdp, sa cap, chung chi,...

HI. KHEN THlfONG (chi khai nhung phdt sinh men).................................................... ...................................................

IV, KY LI)AT (chi khai nhung phdt sinh mdi).

1
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V. £>I NtfCfC NGOAI
. di nicffc ndo? DQ lam vi$c a ca quan, to chuc nao? Nqi dung cong viec)(Tic6 thang tralen, t'mh litngay....J..... /.......din ngay....../..../

VI. TINH TRANG StTC KHOE (thai diim hi?n tgi).

VII. V£ KUSH BAN THAN (nha a, ddt a (tic lam, mua, dupe cdp, thica ki) va tdi sdn cd gid tri lern khde theo quy dfnh cua phdp ludt - 
chi khai nhungphdt sink so vdi th&i diem tnc&c do)'.

VTU. VE GIA DESK (he khai nhung phdt sinh mdri ve so lupng vd hodn ednh kinh ti, chinh tri cua ede thdnh vien trong gia d'mh (bo me, vp, 
chdng, ede con, anh chiem rupt...)

IX. NHUNG VAN BE KHAC CAN B6 SUNG

...............ngay........thang.......  nam 20....
Thu trirang dou vi sw dung vien chuc

(Ky ten, ddng ddu)
ngay...... thang.......nam 20.

Ngirdi khai bo sung
(Ky ten, ghi ro hg ten)

2
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Mdu HS04-VC/BNV ban hank Ixm theo Than? ticsd 07/2019/TT-BNVngav 01/6/20J9 cm Bo tncong Bo Noi vu

PHIEU GIAO NHAN HO SO VIES CHIi C
Ma s6 hd sa vien chftc:

I. BEN GIAO H6 SO VIEN CHlfC
1. Ten ca quan, dan vi giao ho sa:.......................................
2. Ho vd ten, chuc vu nguai quyet dinh giao:........................
3. Ho va ten, chtec vu cua nguai giao:.......................... .......
4. Cdc thong tin ca ban ve ho sa:

\
a) Ten ho sa giao:...............................................................
b) Do mat cua ho sa:..........................................................
c) M6 td chi tiit vi Sac diim va tinh trang cua hd so khi giao

5. Ngdy giao ho sa
\

6. Phuang thuc giao ho sa:
J........ /.

II. BEN NHAN H6 SO VIEN CHtfC
1. Ten ca quan, dan vi nhqn ho sa:......
2. Ho vd ten, chuc vu cua nguai nhqn:..
3. Ghi chu ve tinh trang ho sa khi nhqn:
a) Ngdy nhdn ho sa:
b) Ten ho sa nhqn:...
c) Mo td chi tiet ve dqc diem vd tinh trang cua hd sa khi nhqn,

.Ma s6 ho so vi£n churc./........... /.

BEN GIAO H6 SO
Thu trirong cct quan, don vj giao h& so

(ky, ghi ro hp ten, Song dau)

b£n nhAnho so
Thu trircmg co quan, don vj nhan ho so*

(ky, ghi rd hp ten, dong dau)

NgirM giao hb so
(ky, ghi rd hp ten)

NgirM nhan ho so
(ky, ghi rd hp ten)



Mdu HS05-VC/BNVban hanh kim theo Thonzticso 07/2019/TT-BNVneav 01/6/20}9 cua Bo truang Bo N6i vu

PHIEU CHUYEN HO SO VIEN CHtTC

Ma s6 h6 so vien chiic:.

Ho va ten khai sink tren ho so:
Ten goi khdc:...........................
Chuc danh, don vi cdng tdc cu:

Nam sink:

Don vi cdng tdc moi..................................................
Ho so duoc chuyen di bao gdm cdc thdnh phdn sau:

S616/ so b^n GhichuTen/nOi dung t&i lifuSTT

(Neu sS luong tdi lieu nhieu hem so dong tren day, thi lap bang he hem theo mdu nay)

Thfi trirorng c<r quan, d<m vi quan ly ho so
(kf, ghi ro ho ten, dong dau)

Ngirfri nhan
(ky, ghi ro h<? ten)

Ngtroi giao
(ky, ghi ro ho ten)



Man HS06- VC/BNV ban Jwnh kem theo Thom tic so 07/2019/TT-BNV neav 01/6/2019 cua Bo trump Bo Noi vu■ ».

PHIEU NGHIEN CU't HO SO VIEN CHUG
Phieu s6:

thdng. ndm 20., ngdy.

\
1. Ho vd ten, chuc vu nguai nghien cuu ho so:
2. Co quan, don vi cong tdc:.....
3. Thoi gian nghien cuu ho so tic
4. Ho so vd muc dich nghien cuu ho so:
a) Be nghi nghien cuu ho so cua:........
b) Muc dich cua viec nghien cuu ho so

J........ /./.......... /. d4n

5. Danh muc tdi lieu can nghien cuu trong thdnhphdn ho so can bo, cong chuc
Ghi chuTen, noi dung tai lieuTT

6. Hinh thuc nghien cuu ho so (tai cho hodc muon):.......
7. Cdcyeu cdu khdc (can sao chup, so luong ban sao,....)

CO QUAN, BON VI QUAN Lt HO SO
f f * y

Y kien cua Thu tnrong ca quan, don vi quan ly ho so
NGirOlBfe NGHI

(Jcy, ghi ro ho ten)

Ngirdri tryc tiep giao ho so de nghien cihi
(ky, ghi r5 h<? ten)



Mdu HS07-VC/BNVban hanh kem theo Thom ticsd 07/2019/7T-BNVneav 01/6/2019 cua Bo tivvne Bo Noi vu

PHIEU THEO DOI SU” DUNG, KHAI THAC HO SO VIEN CHUG
(Dung cho cong chuc, vien chuc true tiep qudn ly ho so viin chuc)

Ma s6 h6 sa vien chiic

Ho va ten trin ho so..............
Ngdy, thdng, ndm sinh...........
Chuc danh (chuc vu) hi$n tqi: 
Don vi cong tdc.....................

Gioi tmh

S6 phidu nghien 
cuai h6 sa

Th6i gian nghi6n 
ciiu h6 sa

CM ky cua 
nghien cuu ho sa 
{khi da trd ho so)

CM ky cua ngir&i 
quan 1^ hd sa 

(khi da trd ho sa)

Ho ten, chuc v\i, dan v| 
cua nguoi nghien ciiu h6 sa

STT



rf-

Mdu HSOSa-VOBNVban hanh kkm theo ThdnztvsS 07/20]9/TT-BNVneav 0}/6/20i9 ciia B6 tnecmeB6 Ndi

t-n

t vu

CONG HOA XA HOI CHU NGfflA VIET NAM 

D9C lap-Tixdo-Hanh phuc

SO DANG KY 

HO SO VIEN CHlTC
Ctf quan, dffn vi:

NAM 20 • • •
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Mau HS08a- VC/BNV ban hanh kem theo Than? tie so 07/20]9/7T-BNVneav Q1/6/2019 cua Bo truons B6 Noi vu

HlTOfNG DAN CACH GHI SO DANG KY HO SO VIEN CHUt

L So thir tit: ghi s6 d4m tang dhn irng vai m§i mot ho so cua vien chuc dugc vao 
S6 dang ky hd so vien chuc.

2. $d hd s&: ghi so cda ho so dugc co quan quan ly ho so danh so theo each sap xep 
ho so vien chtrc quy dinh tai khoan 2 Bieu 15 Thong tu nay.

3. Ho va ten khai sinh: viet chu in boa dung vdi ho va ten trong ho so ca nhan cua 
vien chdc.

4. Cdc ten ggikhde: Ghi ten goi khac hoac hi danh khac da dung trong boat dong 
each mang, trong ITnh vuc bao chi, van hoc nghe thuat,... (n4u c6) cua vi§n chuc 
dung nhu vien chuc da khai trong ho so ca nhdn.

5. Ngdy, thdng, nam sinh: ghi dung va ddy du thong tin nhu ngay, thang, nam sinh 
ma vien chuc da khai trong ho so ca nhan.

6. Que quan: ghi dung va day du thong tin nhu que quan ma vien chuc da khai 
trong ho so ca nh^n.

7. Chitc danh (chuc vu): ghi chuc danh (chuc vu) cao nhat cua vien chue tai thoi 
didm vao S6 dang ky ho so vien chuc.

8. Dm vi cong tdc: ghi ten don vi ma vien chuc hien dang cong tac tai thoi dilm 
vao So dang ky ho so vien chuc.

•f ^ ^ s ?

9. Ghi chu: ghi nhung thong tin bo sung ve dac diem cha hd so de giup cho viec
quan ly va theo ddi ho so cua vien chrrc dugc thuan tien./.

Ghi chii: Hu&ng dan tren day duv'c in & mat sau cua trang bla quy in So Bang 
ky hd so vien chitc theo Mau HS09a- VC/BNV



M6u HS08b-VC/BNVban hhnh kem theo Thdne tiesd 07/2019/TT-BNVne&v 01/6/2019 cua B6 truane B6 hr6i vu

CONG HOA XA HOI CHV NGHTa VIET NAM 

Doc lap - Tir do - Hanh phuc

SO GIAO NHAN 

HO SO VIEN CHtTC
Cff quan, dcm vi:

NAM 20 • • •
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Man HS08b- VC/BNV ban hank kem theo Tkone tit so 07/20]9JTT-BNV nsav 01/6/20]9 cua Bo tnr&ne Bo N6i vu

HlTdNG DAN CACH Gffl SO GIAO NHLJiN HO SO VIEN CHlTC

1. S3 thu’ tu’. ghi s6 dem tang dan ung vdi moi mot ho so cua vien chirc khi dugc tiep 
nhan hoac chuyen giao cho ca quan516 chuc, dan vi khdc quan ly.

r r \

2. Ngay ban giao: ghi ngay, thing, nam tien hanh viec ban giao hoac ti&p nhan ho so 
theo quy dinh tai Di6u 13 Thong tu nay.

♦ '

3. Ho va ten ngu&i ban giao: ghi ho va ten cua nguai dugc ca quan co thim quyen 
phan cong hoac uy quyen thuc hien viec chuyln giao ho so vien chuc thupc tham 
quy In quan ly cda ca quan, don vi minh cho ca quan, t6 chuc, don vi khac quan ly.

4. Bon vi cdng tdc 1: ghi ten ca quan, don vi thuc hien vi6c chuyln giao h6 so cua 
vien chuc.

5. Npi dung ban giao: ghi r5 chuyin giao h6 sa cua ai theo dung thu tuc chuyln giao 
h6 sa vien churc quy dinh tai Dilu 13 Thong tu nay.

6. Hp vd ten ngucn nhan: ghi ho va ten cua cong chuc, vien chuc dugc ca quan c6 
thlm quyln phan c6ng hoic uy quyen thuc hien viec tiep nhan h6 sa vien chuc cua 
ca quan, t6 chuc, don vi khac chuyln giao cho ca quan, dan vi minh quan ly.

7. Don vi cong tdc 2: ghi ten ca.quan, t6 chuc, don vi thuc hien viec tiep nhan ho sa 
vienchtrc.

8. Chit' ky ngicd'i nhan: cong chuc, vien chirc true tiep lam nhiem vu tiep nhan ho sa 
vien chijrc Icy ten.

9. Chit ky nguM ban giao: cong chuc, vien chuc true tiep chuyen giao ho sa vi§n 
chuc ky ten.

10. Ghi chd: ghi nhung thong tin b6 sung vl dac dilm cda h6 sa khi ban giao (n<Bu cln 
thilt) dl thuan ti6n cho cong tac quan ly h6 sa vien chuc sau nay.

Ghi chu: Hu&ng dSn tren day dupe in & mat sau cua trang bia quyin S3 Giao 
nhdn hd so viin chirc theo Mdu HS09b- VC/BNV



4
Mdu HS08c-VC/BNVban hdnh kkm (heo Thdneivsd 07/20!9/TT-BNVneav 01/6/2019 ciia Bd tnscme B6N6i vu

CONG HOA XA HOI CHU NGfflA VIET NAM 

Doc lap - T«' do - Hanh phuc

SO THEO DOI
KHAITHAC, SC DUNG HO SO VIEN CHtTC

Co quan, dofn vi:

NAM 20 ♦ « •



*

Mdu HS08c-VC/BNVban hdnh kkm theo Thone torso 07/2019/TT-BNVnedv 01/6/2019 cua B6 truane B6 Ndi vu

Ngay
nghien

cihi

Ho va ten 
ngirdi 

nghien cihi
So Hinh thirc 

nghien cihi
N$i dung 

nghien cihi
Don vi 

cong tac Ghi chuNgay tr^TT

. •;

/'

TT



Mfiu HS09a- VC/BNV ban hanh kirn theo Thom (u sd Q7/2QI9/TT-BNVnsav 01/6/2019 cua Bo tnr&ne Bd Not vu

CONG HOA XA HOI CHU NGHIA VIET NAM 

Doc lap - Ty do - Hanh phuc

*
Ghi chu: Day la mat tnrac cua bi ho so

HO SO VIEN CHUG
Co quan, don vi:

Hovaten khai sinh:

Ten goi khac:

Chu*c danh, don vi cong tac:

Que quanNam sinh:

So hifu vien chuc:
S6 h6 so: .............
Van : .............

B^o dam trat tir lieu trong hb so



Mdu HS09a- VC/BNV ban hanh kem theo Thane tu so 07/2019/TT-BN'Vnsav 01/6/2019 cua Bo truane Bo Noivu

Nap bi s<y

Ghi chu\ Day la vi tri mat ngoai phia sau cua \ *
bi ho so vien churc co dac diem sau:

r \

- Nap bi rpng 35 mm co ve tron vien mep;
- Nap day bi r6ng 15mm co ve tron vien mep;
- Duong gap mep cua bi duoc dat doc o chinh 
giua de bao dam do bdn dai cua bi hd so.

Duong gip mep 
(b giua bi h6 so)

NSp ddy bl h6 so*



Mau HS09b-VC/BNVban hanh kem theo Thone tusd 07/20J9/TT-BNVnsav 01/6/2019 cua B6 tncone B6N6i vu

CONG HeA XA HQICHU NGHIA VIET NAM 

Doc lap - Tu* do - Hanh phuc

HO SO VIEN CHU’C

BiA KEP BANG KE
THANH PHAN TAI LIEU TRONG HO SO

Ho va t6n khai sinh:

S6 hieu vien chuc:

Ma sd hd so vien chnc:

Bao dam trat tp li|u da sip x6p



M&u HS09b-VC/BNV ban hanh kem theo Thdne ticsi 07/20I9/7T-BNV neav 01/6/2019 cua B6 trv&ne B6 bf6i vu

MUC LUC THANH PHAN TAI LIEU TRONG HO SO

So vii 
hi|u

Ngay
thang Ten loai va trich yen noi dung To soIT Tac gia Ghi chu

(1) Q) (V (4) (5) (6) O)

BSo dim trit ty tii li§u di sip xep



Mau HS09c- VC/BNVban hanh kem theo Thom tirsd 07/2019/TT-BNV npav 01/6/2019 ciia Bo tnccrnz Bo Noi vu

CONG HOA XA HOI CHU NGHIA VIET NAM• * •
Boc lap - Tu1 do - Hanh phtic

HO SO VIEN CHirc

BIA KEP
NGHIQUYET, QUYfiT DINH Vi; NHAN SU'

Hp va ten can b6, cong chu'c;

So hieu c^n bp, cdng chuc:

Ma so hb so can b6, cong chiic:

B^io dcim trat tir tai li|u da sap xep



h4au HS09c-VC/BNVban hanh kem theo Thom tu so 07/2019/TT-BNVngav 01/6/2019 cua Bo (neons Bo Noi vu

DANH MyC TAI LIEU
Tai lieuSo So trang/ 

So banTen tai li$u Ghi chuTT S6 Ngay

Bao dam tr|t tir tai lieu da sip xip



Min HS09d- VC/BNVban hanh kem theo Thom ticsS 07/20J9/TT-BNVns'av 01/6/2019 cua Bo tncdnsr Bo N6i vu

CONG HOA XA HQICHU NGHlA VIET NAM 

Doc lap - Tv do - Hanh phiic

h6 so vien cou'c

BIA KEP
MIAN XET, BANK GIA, DON Till

Ho va ten vien chtic: ....

S6 hieu vien chuc:.....

Ma s6 ho so vien chi^c:

Bio dam tr&t tir tai lieu da sSp xep
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$ Mau HS09d-VC/BNVban hank kkm theo Thone tuso 07/2019/TT-BNVneav 01/6/2019 cita Bo truone Bo Noi vu

DANE MUC TAI LIEU
Tai lifu So trang/ 

So ban
s6 Ten tai lieu Ghi chuXT So Ng^y

B&o dam trat tu t^i lieu da sip xip


