TONG LIEN DOAN LAO PONG VIETNAM  CONG HOA XA HOI CHU NGHIA VIET NAM
LIEN POAN LAO PONG TINH KON TUM Poc lap - Tw do - Hanh phuc

Sé: 1{ /Qb- LBLD Kon Tum, ngayA§ thdng 4 nam 2017

QUYET PINH
Vé viéc ban hanh Quy ché quan ly hd S0’ can bo, cong chirc,
vién chirc, ngwoi lao dong trong té chirc Cong doan

BAN THUONG VU LIEN POAN LAO PONG TINH KON TUM

- Can cur Luat Can b, cong chuc va Piéu 1é Coéng doan Viét Nam;
- Céan ct Nghi dinh s6 24/2010/ND-CP ngay 15/3/2010 cta Chinh phu quy dinh vé
tuyén dung, st dung va quan ly cong chuc;
- Can ctr Nghi dinh s6 29/2012/ND-CP ngay 12/4/2012 ctia Chinh phi vé tuyén
dung, sir dung va quan ly vién chirc;
- C#n ctt Quyét dinh sb 576- Qb/TU ngay 11/01/2008 cta Tinh ty Kon Tum vé

phan cip quan ly can bo; Quyét dinh s6 1468/Qb-TLD ngay 11/11/2009 cua Téng LDLD
Viét Nam quy dinh vé phan cong, phan cap quan ly can bg, cong chuc;

- C#n clr Quyét dinh so 821/QD-TLD ngay 16/6/2015 cua Boan Chu tich Tong Lién
doan Lao dong Viét Nam Ve ban hanh Quy ché quan ly hd so cén bd, cong chirc, vién
chirc, nguoi lao dong trong td chitrc cong doan;

- Theo dé nghi ciia Ban T4 chire Lién doan Lao dong tinh Kon Tum,
QUYET PINH

Pidu 1. Ban hanh kém theo Quyét dinh nay Quy ché quén ly ho so can bd, cong
chtrc, vién chirc va nguoi lao dong trong td chitc Cong doan tinh Kon Tum.

Pidu 2. Quyét dinh nay c6 hidu luc thi hanh ké tir ngay ky.

Cac Ban Lién doan Lao dong tinh, Nha Van héa Lao dong tinh, Lién doan Lao
dong huyén, thanh ph6 Kon Tum, Cong doan Nganh, Cong doan Vién chire tinh chiu trach
nhiém thi hanh quyét dinh nay./. .

TM. BAN THUONG VU
Noi nhin: CHU TICH
- Nhu Didu 2 (T/h); i
Q*
- Péng doan LDLP tinh; / Y son
- Trang TTDT Coéng doan tinh; LIEN SQAN

- Luu VT, Ban Té chuc. LAG AONG
\a INHKON Tum/
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TONG LIEN DOAN LAO PONG VIET NAM CONG HOA XA HOI CHU NGHIA VIET NAM
LIEN POAN LAO PONG TiNH KON TUM Péc lap - T do - Hanh phiic

Kon Tum, ngay/ § thang 4 nam 2017

QUY CHE
QUAN LY HO SO CAN BO, CONG CHUC, VIEN CHUC
NGUOI LAO DONG TRONG TO CHUC CONG POAN

(Ban hanh kem theo Quyét dinh s6 1 /QD-LDLD ngay ¥ thanga. nam 2017
cuia Ban Thuong vu Lién doan Lao dong tinh Kon Tum)

Chuong I
QUY PINH CHUNG
Piéu 1. Pham vi diéu chinh

Quy ché nay quy dinh vé xdy dung va quan ly hd so can bd cdng doan chuyén trach
gdém: can b, cong chic, vién chuc, ngudi lao dong lam viéc theo ché d6 hop ddng lao
dong trong t6 chirc cong doan; quy dinh tham quyén, trach nhiém ctua Thu truéng co quan
LDLD tinh, nguoi ding dau cong doan clp trén co sé, don vi su nghiép cong doan trong
cong tac quan ly hd so can bo cong doan chuyén trach.

Diéu 2. Péi twong ap dung
Quy ché nay dugc ap dung dbi v&i can bd, cong chire, vién chirc, nguoi lao dong

lam viéc tai co quan Lién doan Lao dong tinh, Nha Vin héa Lao dong tinh, Lién doan lao
dong huyén, thanh phd, Céng doan nganh, Céng doan Vién chirc tinh.

Piéu 3. Nguyén tiac chung ve ho so' cin by cong doan

M3di cén b cong doan hudng luong tir ngudn tai chinh cong doan, don vi su nghiép
cong doan déu phai c6 hé so ca nhan day du, 18 rang; ngudi méi duge tuyén dung lan dau
vao co quan, don vi nao cua td churc cong doan thi co quan, don vi d6 c6 trach nhiém lap
hd so ban du (hd so gbc) cho can b cong doan.

Piéu 4. H) so va hd so gbc ciia can by cong doan

1. Hd so can bd cong doan la tai liéu phap ly phan 4nh céc thong tin co ban nhat vé
can bé cong doan, bao gom: ngudn gbe xudt than, qua trinh hoc tap, qué trinh cong tac,
hoan canh kinh té, phdm chét, trinh do, ndng luc, cac mdi quan hé gia dinh va xa hoi, thé
hién & so yéu 1y lich, vin bing, chiing chi va céc van ban tai liéu c6 lién quan khac, duoc
cap nhét trong qud trinh cong tac clia can bd cong doan ké tir khi duoc tuyén dung.

2. Hd so gbe: 1a hd so do co quan ¢0 thAm quyén quan ly 14p va xéac nhén lan dau
khi cong chirc, vién chuc duogc tuyen dung theo quy dinh cta phéap luat. Thanh phén hd so

gbc nhu quy dinh tai Diéu 7 Quy ché nay.



Chwong 11
QUY PINH VE QUAN LY HO SO
Piéu 5. Phin cap quan Iy hd so
. Lién doan lao dong tinh quan ly hd so can bo thude dién quan ly ctia don vi minh
gom:
- Cén b, cong chirc, ngudi lao dong tai co quan Lién doan Lao dong tinh, Nha Vian
héa Lao dong tinh.
- Can bd chuyén trach cong doan lam viéc tai cong doan cip trén truc tiép co s&
huong luong tir ngudn tai chinh cong doan.
Piéu 6. Nguyén tic quan ly ho so
1. Cong tac xay dung va quan ly hd so can bd cong doan duoc thuc hién théng nhat,
khoa hoc va phai phan anh dugc day du, chinh xéac thong tin cua ting can by céng doan tur
k}}i duoc tuyén dung hodc ti€p nhan vao lam viéc tai cac co quan, don vi cong doan cho
dén khi khong lam viéc tai co quan, don vi cong doan.
2. Hd so can bd cong doan dwoc quan 1y, st dung va bao quan theo ché d tai liéu
mat do nha nudc quy dinh, chi nhitng nguoi duge Thu trudng co quan hoac ngudi c6 thim

quyén quan ly hd so ddng y bang véan ban moi duge nghién ciru, sir dung va khai thac hd
so cuia can bo cdng doan. Nghiém cAm viéc tu y phét tan thong tin trong hd so can bo cong

doan.

3. Can by cong doan c6 trach nhiém ké khai dﬁy du, rd rang, chinh xéc va chiu trach
nhiém vé tinh trung thuc cua nhitng théng tin trong hd so do minh k& khai. Nhiing tai li€u
do can b cong doan ké khai phai dugc co quan quan ly x4ac nhan.

4. Hb so can bd cbéng doan phai dugc xdy dung, luu trt, va bao quan bing cong
ngh¢ théng tin dé quén ly, str dung va khai thac nhanh chong, chinh xac, ¢6 hiéu qua, dap
rng yéu cau quan ly, phén tich chét luong d6i ngii can bd cong doan.

Piéu 7. Thanh phan ho so cian bd cong doan

1. Pbi v6i truomg hop tuyén dung 14n dau

Trong thoi gian 30 ngay, ké tir ngay c6 quyet dinh tuyén dung, co quan quan ly c6
trach nhiém hudng din can bo cong doan ké khai ho so gbc, xac minh, x4c nhan, déng dau
va dua vao hd so quan 1y. Thanh phan hd so gbc gom:

a) Ban Ly lich can bo, cong chirc do can b cong doan tu ké khai va dugc co quan
quan ly can bd tham tra, chirng nhén;

b) Ban So yéu ly lich can bg, cong chirc (mAu 2C/ TCTW) phan 4nh tém tit vé ban
than can b cong doan, cac mdi quan hé gia dinh va x4 hoi cia cdn b cong doan.

¢) Ban sao gidy khai sinh gbc c6 chimg thue ctia co quan c6 tham quyen gidy kham
strc khoe do don vi y té tir cdp huyén trd 1én cAp va ban sao céc loai gidy to c6 lién quan
dén trinh d6 dao tao ctia can bo cong doan nhu: bang diém, van bang, chimg chi vé trinh



d6 dao tao chuyén mén, 1y luén chinh tri, ngoai ngft, tin hoc, bdi dudng nghiép vu..(co
cong chung).

Truong hop, van bang chimg chi dugc cdp bang tiéng nudc ngoai phai duge dich
sang Tiéng Viét theo quy dinh ctia phap luat va c6 chimg thuc clia co quan ¢6 tham quyén;

d) Cac quyét dinh tuyén dung (thi tuyén hodc xét tuyén), quyét dinh tiép nhan can
bd cong doan.

2. P6i voi can b cong doan dang cong tac

Ngoai cac thanh phan hd so gbc theo quy dinh tai khoan 1 ctia Pidu nay con co:

2}) Ban “Phiéu bd sung ly lich can bg, cong chl’Ig” la tai liéu do can bd cong doan ké
khai b sung theo dinh ky hang ndm hodc theo yéu céu cua co quan quan ly can b cong
doan (phiéu phai c6 xac nhan cta co quan quan ly);

b) Cac quyét dinh vé viéc bd nhiém, didu dong, luan chuyén, biét phai, nang ngach,
nang luong, khen thudng, ky luat cia can b cong doan;

¢) Céc ban tu kiém diém, nhan xét danh gia hang ndm ctia cén bd cong doan;

d) Céc ban nhén xét danh gia cua co quan, t6 chirc, don vi quan ly can bo cong doan
(hang nam, khi hét nhiém ky, bau cir hoidc bo nhiém, gi6i thiéu ung ctr, luan chuyén, khen
thudng, ky luat hodc sau cac dot cong tac, tong két hoc tap);

d) Ban ké khai tai san dbi véi cac trudng hop thudc dién phai ké khai tai san theo
quy dinh hién hanh;

e) bon, thu kém theo cac van ban tham tra, xac minh, bién ban, két luan cua co
quan, t6 chirc, don vi ¢6 thAm quyén vé nhitng vén dé lién quan dén can bd cong doan va

gia dinh dugc phan anh trong don thu.

Khong luu trong thanh phén hd so nhitng don, thu ndc danh, hodc don, thu chua
dugc xem xét, két luan cua co quan ¢ tham quyen;

) Nhitng van ban khéc ¢6 lién quan truc tiép dén qua trinh cong tic va cac quan hé
x4 hoi cua can bd cong doan;

h) Pi voi can bd cong doan duoc bd nhiém giit chire vu lanh dao, quan ly phai bd
sung day du céc tai liéu ¢ lién quan dén viéc bd nhiém vao hd so.

3. Déi vé6i thanh phan hd so vién chirc phai cé thém hop dong lam viée.

4. Pbi véi hd so cua ngudi lam vi€c theo ché d6 hop ddng lao dong khong xé4c dinh
thoi han, don vi khong phai lap quyén “Ly lich can b, cong chuc”.

Piéu 8. Lwu giir, bao quan hd so cian bd cong doan

1. Viéc luu gift, bao quan hd so can bd céng doan phai thuc hién day du cac budc:

lap s6 ho so; _phan loai tai liéu; 1ap phxeu liét ké tai liéu; 1ap phiéu kiém soat hé so va vao
sé dang ky hé so; 1ap thu muc ho so dé phuc vu cong tac tra ciru.

2. Luu gitr ho so can bo cdng doan phai ddm bao cac yéu cau sau:



a) Sap xép hé so theo van tén A, B, C hoic theo dau mdi truc thudc bao dam
nguyén tac dé tim, d& 14y, dé tra ctru;
~ b) Tai liéu trong mdi hd so phai dugce xép thanh timg nhém va theo thir tur thoi gian
dé thuén lgi cho viéc tra ciru, kém theo phiéu liét ké tai liéu, phiéu kiém soat hé so va dé
trong mot bi ho so;
c) Ngoai bi hd so ghi cac théng tin co ban cua can bd céng doan dé phuc vu cho
- cOng tac tim kiém, luu gilt nhu: ho va tén; cac bi danh; qué quan va s6 ho so (s hiéu cong
- chirc néu cd);
3. Quy trinh lru gift hd so can bo cong doan dugce thuc hién nhu sau:
 a) Kiém tra va xir Iy dé bao dam cc tai liéu duoc luu trir trong thanh phan hé so 1a
nhiing tai liéu chinh thic, tin cdy va c6 gia tri phap ly;
b) Loai bo nhing tai liéu tring lap, thira, chi gift lai mdi loai tai liéu mot ban;
¢) Truong hop can huy tai liéu trong thanh phan hd so can bd cong doan phai thanh
lap hoi dong hay tai liéu hd so. Hoi déng huy tai lieu hd so can b cong doan do nguoi
dung dau co quan quan ly can bd cong doan quyet dinh. Khi tién hanh tiéu hay phai lap

bién ban ghi r& ly do hity, co quan c¢6 thim quyén cho phép hiy tai liéu, hd so can bd cong
doan, danh muc tai liéu hiy, ngay va noi hiy. Bién ban huy phai luu trong thanh phan ho

so can bg cdng doan.

4. Ché d6 bao quan hd so cén bd cong doan theo ché d6 bao mét cua nha nudc va
phai dam bao cac ché d¢ va diéu kién co so vat chat, trang thiét bi gom:

a) Trang thiét bj va phuong tién bao quan hé so gidy gém: Phong dé luu gitr ho so
riéng biét v&i phong lam viéc hodc ta luu giit hd so.... bao dam hd so can bd cdng doan
dugc luu gitr 1au dai, an toan va bao mat;

b) Pinh ky hodc dét xudt kiém tra tinh trang hd so va céac van dé lién quan, lam vé
sinh va bao dudng trang thiét bi bao quan;

d) Truong hop bao quan theo ché do lwu trit trén may tinh thi can dam bao tinh bao
mat, an toan, an ninh may tinh, tranh sao chup va stra chita hd so.

Piéu 9. Nghién ciru, sir dung va khai thac hé so can bd cong doan

1. Béi tuong dugc nghién ciru, str dung va khai thac hd so:

a) Co quan quan ly, str dung can b cong doan va ngudi thye hién nhiém vu quan ly
hd so can bd cdng doan dugc nghién ctru, sir dung va khai thac hd so can bd cong doan dé
phuc vu yéu ciu cong tac;

b) Trudng hop cAn thiét, dugc sy ddéng y bang vin ban clia ngudi dimg dau co quan
quan ly hd so, can bo cong doan duge nghién ctru toan bo hodc mot phén hd so ctia minh
hozc dé nghi co quan quan ly hd so cung cp ban sao “So yéu ly lich can b, cong chirc”
clia minh dé phuc vu cho viéc giao dich hanh chinh cua ban than.

2. Cac quy dinh khi nghién ctru hd so:



a) C6 gidy gidi thiéu cua co quan, t6 chire, don vi c6 tham quyen quan ly ho so ghi
rd dia chi, chirc danh, yéu cau nghién ctru hd so cua ai, vé vin dé gi. Cac yéu ciu phai
duogc ghi cu thé trong “Phiéu nghién ctru hd so cong chire”;

b) Chi dugc nghién ctru tai noi luu git hd so;

¢) Chi duoc xem nhiing tai liéu (hosic mét phan tai liéu) c6 ndi dung lién quan dén
nhiém vu, cong viéc dugc giao;

d) Khong duoc 1am sai léch ndi dung va hinh thirc hé so nhu: danh dau, tay xoa, stra
chita, thém, bdt céc tai li€u da cé trong ho so;

d) Buoc sao chup lai nhimg tai liéu lién quan trong thanh phan hd so khi duoc
nguoi ding dau co quan, to chirc, don vi quan ly hd so ddng y. Pbi v6i nhitng trudng hop

dic biét, can muon maot s tai lidu trong hd so thi phai duoc Thi truéng co quan quan ly
hé so can bd cho phép bang van ban, thoi gian muon khong qua 15 ngay.

Piéu 10. B6 sung ho so

1. Hb so can bd cong doan phai dugc bd sung thuong xuyén dé phan anh kip thoi
nhiing thay doi vé ban than va gia dinh can bd céng doan nhu: Cac quyét dinh b6 nhiém,
diéu dong, chuyén ngach, ning bac luong; khen thudng, ky luét, hoc tép boi dudng, kiem
diém, nhan xét, ddnh gia céng tac hang ndm, cac bién ban tham tra, xac minh, téng hop
phiéu tin nhiém; cac don thu t6 cdo da két ludn; cac ban thanh tich khen thuéng, bién ban
ky luat .vv...

2. Tai liéu bd sung hd so con do co quan quan ly can bo céng doan thu thap dugc
lién quan dén can bo cdng doan va Thu trudng co quan quan ly can bo cong doan quyét
dinh cho luu vao hd so. Tat ca cac tai liéu bd sung déu phai ghi r5 tén, don vi ctia ngudi
cung cap tai liéu, ho va tén ngudi trich sao, trich sao tir van ban nao, ngay trich sao...

3. Dinh ky hang nam, cham nhét 1a ngay 15 thang 01 cua nam sau, co quan quan ly
nhac nho, huéng dan can by cong doan ké khai bo sung nhitng thong tin phat sinh ¢6 lién
quan dén ban than, quan hé gia dinh va xa hdi cia nam trude va xac nhén d€ bo sung vao
hd so thdng qua “Phiéu bd sung ly lich can bg, cong chic”.

Trudng hop céc thong tin phat sinh do can bd cng doan tu ké khai ma khong day
du, khong chinh xac hodc cé su gian lan thi nguoi tu ké khai phai chiu trdch nhiém trude
co quan quan ly va trude phap luat.

Diéu 11. Chuyén giao, tiép nhan hd so

1. Trudng hop can by, cong chire, vién chirc ngoai t6 chirc cong doan dugc dleu
dong, luan chuyén, d&n co quan, don vi cua t6 chirc cong doan thi Thu trudéng don vi tiép
nhan can bo, cong chirc phai yéu ciu co quan quan ly hd so cén b, céng chirc cii ban giao
day di hd so clia can bd, cbng chuc d6. Thoi gian tlep nhan hd so 1a 30 ngay, ké tir ngay
cén bd, cdng chire c6 quyét dinh didu dong, luan chuyén.

2. Trudng hop céan bd coéng doan dugc didu dong, luan chuyén, chuyén déi vi tri
cdng tac, bd nhiém chuc vu, ngach cong chuc, chirc danh nghé nghiép 1am thay ddi thdm
quyén quan ly hd so can bd cong doan gifta cac co quan, don vi trong hé théng cong doan,



thi trong thoi han 30 ngay ké tir ngay co quyét dinh cua co quan cé tham quyen Thu
trudng co quan, don vi dang quan ly hd so can bd cong doan co6 trach nhiém chuyén giao
hd so cta can bd cong doan dé cho don vi méi ¢é thdm quyén quan ly hd so.

3. Hb so khi tiép nhan phai ddm bao cac yéu cAu sau:
a) Ghi phiéu chuyén hd so theo biéu mau quy dinh;

b) Kiém tra niém phong, d4u buu dién (neu giri qua duong buu dién) va xac nhan
tinh trang tai liéu nhan dugc vao phleu chuyén hd so va giri tra phiéu nay cho noi giao hd
so ho#c ¢6 van ban tra 101 noi gui hd so va xéc nhén tinh trang niém phong;

c) Vao sb giao, nhan hd so;
~ d)Lap s6 ho so, lap phiéu liét ké tai liéu, 14p phiéu kiém soat hd so, vao sb ding ky
ho so va lap bién ban giao nhén;
4. Can bd cong doan nghi huu, chuyén cdng tac, thoi viée, hodc bi ky luat bude thoi
viéc va tir trdn thi viéc chuyén giao va luu trit hd so dugc thuc hién nhu sau:

a) Can bd cong doan nghi huu, thoi viéc hodc bi ky luét bude thoi viéc duge nhén
mot ban sao “So yéu ly lich can b9, cong chirc” va cac quyet dinh lién quan. Hb so gbe
van do co quan, t6 chire, don vi ¢6 thdm quyén quan ly hd so can bo cong doan luu gitr,
bao quan va dua vao nhém cén by cong doan th6i viéc. Co quan co thdm quyen quan ly
can by cong doan chi dugc xac nhén va cap lai bén sao “So yéu ly lich can bd, cong chirc”
khi cé yéu cau bang van ban va trén co s& hd so gbc luu trit;

b) Pbi vé6i can bd cong doan tir tran thi gia dinh dugc nhan mot ban sao “So yéu Iy
lich cén b6, cong chirc”. Hb so gbc van do co quan, t6 chirc, don vi quan 1y hd so can bd
cdng doan luu gifr, bao quan;

c) Pbi véi can by cong doan chuyén cong tac hodc khong tlep tuc lam viéc tai co
quan, don vi cua tb chtrc cong doan dugc nhén mot ban sao “So yéu ly lich can bg, cong
chirc” cia ban than. Ho so gbc van do co quan, td chirc, don vi quan ly can bo cong doan
d6 luu gitt, bao quan va chi duge chuyén giao cho cac co quan, td chire, don vi khac quan
ly khi céc co quan, t6 chitc, don vi d6 c¢6 yéu cau bang van ban.

Chwong I11

TRACH NHIEM CUA CO QUAN, bON V1 VA CA NHAN TRONG QUAN
LY HO SO CAN BQ CONG POAN
Piéu 12. Trach nhiém cia thi troeéng co quan quan ly ho so.

1. Chép hanh su chi dao, kidm tra va huéng dan cua Tong Lién doan vé nghiép vu,
cong tac quan ly hd so can bd cong doan bang cong nghé thong tin, ddng thoi hudéng dén,
kiém tra, don déc ban (bd phéan) tb chirc cua co quan, don vi ve cong tac quan ly hd so.

2. Chi dao thuc hién cac quy dinh vé bd sung, chuyén giao, tiép nhan, nghién curu,
sir dung, khai thac, Iuu trit, bao quan hd so can bd céng doan nhu quy dinh tai Piéu 10,

Piéu 11 cua Quy ché nay.
Piéu 13. Trach nhiém cia can b truc tiép lam nhiém vu quan ly ho so



1. Cha dong dé xuat ké hoach, bién phap quan ly, sir dung va khai thac hd so cta
can bo cong doan thudc tham quyén quan ly ctia don vi. B sung cac tai liéu vao ho so can
bd cong doan bao dam kip thoi, chinh xéc.

2. Tb chic viée sap xép, bao quan, luu gilr hé so. Pén dbc viéc bd sung ho so, thu
thap ddy du cac thanh phan tai liéu trong hd so can bd cong doan thude thdm quyén quan
ly cua co quan, don vi minh. Cung cap s0 liéu, tu li€éu nhanh chéng, chinh xéc.

3. Thuc hién nguyén tic bao mét ho so. Nghién ctru, phat hién cac van dé chua rd
hodc mau thuan trong h6 so va nhiing van dé€ nay sinh trong cdng tac quan ly ho so, bao
cdo nguoi ding dau co quan cé tham quyén quan ly can bg cong doan xem xét, xir ly.

4. Cung cép ding va dy du céc tai liéu cho ngudi dén nghién ciru, khai thac hd so
theo “Phi€u nghién ctru h6 so cong chirc” da dugce nguoi dirng dau co quan, don vi quan ly
ho so phé duyét.

5. Kiém tra tinh trang hd so khi tra phai dam bao dung nhu khi cho muon va vao sb
theo doi nghién ctru hd so cdng chirc theo quy dinh.

6. Thuc hién ché do bao céo théng ké can bo cong doan dinh ky hang nim, hoic
theo yéu cau cua dot xuat cia Toéng Lién doan. Thoi diém bédo cédo tinh dén hét ngay 31
thang 12 cua nam trudce, bao cao veé Téng Lién doan (qua Ban T chire) trude ngay 31
thang 3 ctia nam ké tiép theo biéu mau dinh kém Quy ché nay.

Piéu 14. Trach nhiém ciia can bd cong doan doi véi hd so ca nhan

1. Can b cong doan c6 trach nhiém ké khai déy da, rd rang, trung thuc hd so cla
minh theo hudéng dan ctia co quan hodc ban (bd phan) té chirc cia don vi va tu chiu trach
nhiém vé cac thong tin minh ké khai. Trudng hop cac théng tin ké khai khong day du,
thiéu chinh xac hodc khong trung thuc thi phai chiu trach nhiém theo cac quy dinh cua

phép luat hién hanh.

2. Hang nam, cén by cong doan co trach nhiém7bé sung diy du cac gidy to, tai liéu
vao hd so ca nhan theo hudng dan ctia ban (bd phén) t6 chirc cia don vi.

3. Trudng hop can bd cong doan mudn diéu chinh, bd sung théng tin trong hé so
cua minh thi phal bao cao v&i nguoi dimg ddu co quan quan ly va céc co quan c6 tham
quyén xem xét, giai quyét theo quy dinh.

Noi dung béo cao théng ké duoc thuc hién theo biéu mau dinh kém Quy ché nay.
Chuwong IV
TO CHUC THUC HIEN
Piéu 15. Trach nhiém trién khai thwc hién Quy ché
1. Ban Té chirc Lién doan Lao dong tinh c6 trach nhiém giup Ban Thuong vu Lién
doan Lao dong tinh hudng dan trién khai thuc hién Quy ché nay trong cac co quan, don vi

ctia t& chire cong doan; hudng dan, theo dbi, kiém tra céc co quan, don vi trong viéc thuc
hién Quy ché; dé xuat viéc sira ddi, bd sung Quy ché cho phu hop véi yéu cau cong tac.



2. Lién doan lao dong huyén, thanh phd; Cong doan nganh, Céng doan Vién chire
tinh; Nha Van hoa Lao dong tinh c6 trach nhiém phé bién cong khai quy ché nay dén can
b cong doan ciia don vi va t6 chirc trién khai thuc hién quy ché theo dung quy dinh.

Piéu 16. Diéu khoan thi hanh
1. Quy ché nay c6 hiéu luc ké tir ngay ky.

2. Trong qu4 trinh thuc hién, néu ¢6 van dé kho khin, vuéng mic dé nghi cac Ban;
Lién doan Lao ddng huyén, thanh pho Cong doan nganh, Céng doan Vién churc tinh; Nha
Vin héa Lao dong tinh phan 4nh vé Lién doan Lao dong tinh (qua Ban T4 chiirc) dé nghién

ciu, xur ly theo quy dinh./.

TM. BAN THUONG VU
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B9, Tinh: ... 2C/TVTW-98

Si——————— SO YEU LY LICH T LA

S6 hiéu cén b, cdong chic

Ponvicoso: oo
1) HovaténKkhaisinh: ...........c.coooiiiiiiiiieee e Nam, nit.........
(viét chii in hoa)
2 CAC 18T I001 KIVACT i3 oniins s smsuins smsioms ¢ daomions § £ Eomaians o Sumalis Sauphss § shigion's 5 Smuanss 1 nugsys
3) CAp UY i8N tai: cevveverveeeceevereree e ceernee s e CApuy Kiém.........ccoovveeeineeennnn...
Chtrc VU (Pang, doan thé, chinh quyén, ké ca chirc v kiém nhidm): ...coevireiiimiuiiiiiiniiiiiiiinrienraieieieneeeerirasianens
Hinh 3x4 £ ’

........................................................................................ Phu cap chiric vu: ....coceveeicnnnen.
4) Sinh Ngay ...... thang ..... ndm 20.........

S)INOT SING 1o voveecvensonesonaannnonesansnssnesaes i 603 RHE 5 5RESERE § § KHRNEEETIFRORE E3ATRE S § HomEn Fonionss

6) Qué QUAN: (x4, Phudng). ... e evveneireeieeeeceeerneneeeeeeen(hUYEN, QUAN). oot (D, TP

TYWOL & RIBD TAYE -osrsrnsstivmsmssseamesmssibuasses svomsmmeissszn s swavsws s prvsnvossssnsassnn saw UL « o one samopansnssas snsmsbonifiisnins

8) DANTOC! wssssssssssmmssmsmumassssmmsssnvessassossssssuisiessassssvinsssusmonins O)TON IAO: .ottt e

10) Thanh phén gia dinh xuét than: .

(ghi la: cong nhan ndng dan can bo, cdng chuc trl thuc quan nhan dan nghéo thénh thl txeu thuomg, tu san,...)

11) Nghé nghiép ban than trudc khi dugc tuyén dung: . .
(Ghi nghé du'oc dao tao hoéc cong nhan (thq gl) lam rudng, buon bén hoc smh smh v1en)

12) Ngay duoc tuyén dung: Ngdy ....../...... cccouuu.... VAO €O QUAN NAO0, & GAU:...eovvvnniiiiiiieiiiiii i

13) Ngay vao co quan hién dang cong tac: ...... T S— Ngay tham gia cach mang:....../..../ .......

14) Ngay vao dang cdng san Viét Nam: ...... Y A - Ngay chinh thtc: .../ ... /oo

15) Ngay tham gia cAc t8 ChiTe Chith A1, XH BBL: ..c.crwereucreeemioruosiassmssssossassasssssssonsosrescinenshitsiasasisssiois somissmsssssssss s sgsnss

(Ngay vio Poan TNCSHCM, Cong doan, Hoi,...)

16) Ngay nhap ngil: ...... VAT (I - Ngay xudt ngii: ...../ecccfoerrene. QUAN hAM: v

17) Trinh d6 hoc VAN oo - Hoc ham, hoc vi cao MBI, 1o it mpsss wsssnsnsmssmserimgi s nce
(16p méy) (GS, PGS, TS, Thac sf, Cit nhan, K§ su... ndmnao, chuyén nganh gi)

- Ly luan chinh {11 R U Y - Ngoai Ngii:

..................... (CunhanCaocapTrungcapSo cép) (Anh (A/B/C/D). Nga (A/B/C/D).  Phap (A/B/C/D))

1:8) Cong tac chinh Qang IAMN: «...i.cimisnsassmsisssssssmmms e oo moris i s i s sssnsssig savssnssnsusbssssass sossovbie s poovwusone

119) Ngach eONZICAIICT ...ouveomvessmmsssmmssiisiisociniscisn sssrmsmsrsmaessmsmsien Bac Luong: ......... Hé sb: .......... 3 1) S ST S

20) Danh hiéu dugc phong (nam nao):
(Anh hing lao dong, anh hung luc Iuong vil trang, nhé glao thay thuoc nghe sT nhan dan uu tu)

21) SEIONG CONG TAC! ...nmsernssiisesisssmsmsssissssmssassiamisssssssns COng Viee 1AM 18U NNAL: ....ocvvee e

22) KON TRUGIIES .. veveeiicurenensesnrasasmnassanssssaensenssss seohrsibi 45 4TREH53 SRRATHTE oo TR SIS TR s R s powvapnsnsmelnsseso o TR smym sed v

(Huan, huy chuong, ndm nao)

23) KS’ Ludt (dang, chinh quyén, doan thé, cap quyét dinh, nEmndo; 1y 'do, BINHTC): eweiss suscenins sssessarsorssssrssapsmsarsessnsssivenvesepos svavaghadborys
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24) Tinh trang stc Kho€ : ........ccoooiiviiiiiciie, JEA0; aaians m, Cannang: ................ kg. Nhém mau

(tt, binh thudng, yéu hofic ¢6 bénh man tinh)

25) S6 chimg minh nhan dan: ...............cccoo....

coeenenee... Thuong binh: oo Gia dinh ligtsi: ..........

26) PAO TAO BOI DUONG VE CHUYEN MON, NGHIEP VU, LY LUAN CHINH TRI, NGOAI NGU

Tén truong

Nganh hgc hoic tén 16p hoc

Thoi gian hoc

Hinh thirc
hoc

Vin bang chirng chi,
trinh d¢ gi

Ghi chii: Hinh thirc hoc: Chinh quy, tai chire, chuyén tu , boi dwdng/ Vin bang: Tién si, pho tién si, thac si, cir nhan, ky su.

27) TOM TAT QUA TRINH CONG TAC

Ttr thang, ndm
den thang, ndm

Chtrc danh, chirc vu, don vi cong tac (dang, chinh quyén, doan thé)

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

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

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

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




28) PAC PIEM LICH SU BAN THAN:

a/ Khai r&: bi bat, bi ti (tr thang nam nao dén thang nim nao, & dau), dd khai bao cho ai, nhiing van dé gi: .........

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

29) QUAN HE VOI NGUOI NUOC NGOALI:

- Tham gia hodc c6 quan hé vdi cac to chirc chinh tri, kinh t€, xa hdi nao & nudc ngoai (1am gi, 6 chuc nao, it tru
s ¢ dau?)

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

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

30) QUAN HE VOI GIA PINH:
a) Ban than: B6 me, vo chdng, anh chi em rudt

Qué quén, nghé nghiép, chirc danh, don vi cong tic hgc tip, noi &

Quan b Ho-viisn MiaR sith (trong, ngoai nwéc): Thanh vién cac td chire chinh tri Xa hoi

chdng

Cac con

Anh chi
em rudt
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b) B6 me, anh chi em ruét (vo hoac chéng)

uan hé Ho va té N inh - N . p
Cuan b % o Anwsin (trong, ngoai nu6c): Thanh vién cac té chire chinh trj Xa hoi

Qué quan, nghé nghiép, chirc danh, don vi cong tac hoc tap, noi &

Bb

Me

Anh chi
em rudt

31) HOAN CANH KINH TE GIA PiNH:

Qua trinh lwong ciia ban than:

Théang/Nam

Ngach/Béac

Hé so luong

Ngudn thu nhip chinh ciia gia dinh (hang nam): + Luong:

F CAC NBUON KNAC: «.ovvovocieirs s cseevssss s e s s e es s as s e ss st ss s ses s s st abas s st st b b s b s s st ertenssnanses
Nha ¢ + duogc cép, duae thu€,; 10al Tha? s ; téng dién tich S UNES v sormimmnd m?.
+ Nha tu mua, tu xay, loai nha: ... . téng dién tich sir dung: ............... m?.
it o: + DAt dUC CAP: oo . + DAL U MU v m?.
DAt san xuét kinh doanh (tdng dién tich dat duoc cAp, tr mua, trkhai Pha. . )iu.uueeee e te ettt e ettt teeeeeernreennaes
Ngwoi khai Ngay ...... théng .- pam 20, . .
T61 xin cam doan nhitng Xac nhan cia co quan quan ly
101 khai trén day la ding su that
(ky tén)
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Méu 2d/TCTW
HO VA LEN: ... oo oo e TON ZO1 KRACT o i e S8 hiéu: e

Churc vu, don vi:...... .. T s s W SR R A O L sl

PHIEU BO SUNG LY LICH

Nam. . .
Ngay sinh: ../ . ./19.. .. : Ngay vaoDang.../ .../ ...
DPiachi thuomng trl N NAY \....c.ccvecvismmenssonersnisnsivsissmsnssssmsassnssssos SO dién thoai: ...coovveeeeeeeeeeeeeeeeee,
Ngach can bg, cOng chliC: ..o bac. ..o (hé sb luong:......o....... )
Tu thang....... nam........ (ME SO )

I. CHU'C DANH, CHUC VU, PON VI CONG TAC:

(Chtrc vu méi nhén hogc thay déi chirc danh, chic vu cfi)

Chutic danh, chirc vu duoc bo nhiém, bau cur, dieu dong, mién nhiém (Trong

Tur thang, nam Dang, chinh quyén, doan thé, td chirc cia nuéc ngoai hodc lién doanh véi nude
deén thang, ndm ngoai), thay dbi vé noi dung cdng viéc, don vi cbng téc, danh hig¢u dugc
phong...

II. PAO TAO, BOI DUONG NANG CAO TRINH PO, KIEN THUC:
(Chi khai bd sung sau khi da két thiic khoa dao tao, bdi dudng)

Truong va Nganh hoc, Hoc tir thang/nam dén . ) Vin bang,
Hinh thuc hoc

noi hoc tén 16p hoc thang/ndm trinh do
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*Ghi_chii: Hinh thirc hoc: Chinh quy, tai chuc, chuyén tu, bdi dudng.../Van bang: Tién si, Pho tién si,

Thac si, ctr nhan, k¥ su... hodc chig chi.

I1I. PI NUGC NGOAL:
(Tungay. .../t ... dénngay..../...../. . ,dinudcnao. Pilam viée & co
quan, t6 chitc nao. Noi dung cong viéc)

IV, KHEN THUONG: oo

SO0 7 IF U S R T O TS S ST

AT G TR G 0 3 O Y S SN ————
VIL. VE KINH TE BAN THAN: Nha, d4t (Ty lam, duoc mua, dugc cap, thira ké) va nhiing tai san c6

gia tri 16n khéc:

VIII. VE GIA DINH: Thay dbi vé& quan hg, sinh, chét; hoan canh kinh té, chinh tri, x& hdi, noi ¢, noi lam
viéc ctia nhitng ngudi than trong gia dinh (BS, me, vo, chdng, cac con, anh chi em rudt..)

Ngay....... thing......... AAMer e HEAY..co0s
NGUOI VIET BO SUNG XAC NHAN CUA CO QUAN
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PHIEU THEO DOI VIEC SU DUNG, KHAI THAC HO SO CBCC

(Diing cho cdn bg, cong chirc triee tiép quan Iy hé so cdn bé, cong chuec)

M4 56 hd 50 CBCC: ..o
HO VA 18N HIEN O SO7 ..ottt e eeseee e s e s e s s s e s e s,
Ngay thang nam sinh:............... GO T st A0 L B L LS R S T R i, e
Chirc vu (chitc danh) ca0 NHAL NIBN TAI: ..........evueveeeereeeeeeeeeee e eeeee e eeeeeeeeeeeee s e s e s s e es s s e s see s
Coquan, Q01 ¥ CONE MAE! s impemsm it it itomiesime sy e oo Il 0t
i ky ct ale 3
X ik i i ky“ua Chir ky cua
S6 phiéu . , - Thoi gian nguoi dadh oy
i Ho tén, chirc vy, don vi clia P i il A ngudi quan ly
STT | nghién ctru e e R nghién cru | nghién clu A £ a4
A ngudi nghién clru ho so P 3 . ho so (khi da
ho so ho so ho so (khi ; 48
trd ho so)

da tra ho so)

16



PHIEU NGHIEN CU'U HO SO CAN BQ, CONG CHUC

Phiéu sd:......ccvveiis
........... ,ngay ... thang ... ndm
1. Ho va tén, chirc vu ngudi nghién cru hd SO......oeivvviiiie e,
% g G, £ VRS L enpaminessiammmmhassoiiiom i st el s ss i
3. Thoi gian nghién ciu hd sotir .../.../...,dén .../.../...
4. Hd so va muc dich nghién ctru hd so:
a. D& nghi nghien clru D SO CUAL.......ovoeveveceeeeieieee et
b. Muc dich clia viec nghien iU RO SO..........coevuivieereeeerierie et
5. Danh muc tai liéu cAn nghién ctru trong thanh phan hd so can bd, cong chic
STT Tén, ndi dung tai liu Ghi chu
6. Hinh thirc nghién ctru hd so (tai chd hofic MUON):......ccoveuviviiiiiiriiiiiicciec e,
7. Cac yéu cau khéc (can sao chup, 7 OIS BAE D, ... cins i maminsin it s sicisisnsn
NGUOI PE NGHI ~ COQUAN, PON VIQUANLY HO SO
(Ky, ghi ro ho tén) Y kién cua Thi truong co quan, don vi quan ly ho so

Ngudi truc tiép giao hd so dé nghién ctu
(Ky, ghi ro ho tén)
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PHIEU GIAO NHAN HO SO CAN BQ, CONG CHUC

I. BEN GIAO HO SO CBCC

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

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

BEN NHAN HO SO BEN GIAOHO SO
Thu trudng co quan, don vi nhan ho so Thu trudng co quan, don vi giao ho so
(Ky, ghi r6 ho tén, dong dau) (Ky, ghi ré ho tén, dong dau)

NGUOI NHAN HO SO NGUOI GIAO HO SO
(Ky, ghi 1o ho tén) (Ky, ghi ro ho tén)
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Ho va tn khai Sinh tr8N RO S0 .....vveecvvrircnsnrinesismsssenssrerinessosssss svssssssunsassssasssssbsssssivsessstnsessnsssossasssshanss
Téngoikhac: ..o,
Chirc v, GOM Vi CONE LAC CLL: i.....iieerereriierrrsneessrrerssssisnsnessssmsesssasnsssnssssnsnssssensesssasssssssapiassasssassioesonssessssrs
TVOHY V] COBED TG TIUINT. s snsninin i sicnsncs .50 im0k 50 5085 55 i S5 1 bk K e

Hd so duoc chuyén di bao gdm céc thanh phén sau:

PHIEU CHUYEN HO SO CAN BQ, CONG CHUC

I 1 - o 11 11 ; O

STT

Tén/ndi dung tai liéu

SO to/sO ban

Ghi chu

(Néz: $6 lieong tai liéu nhiéu hon sé dong trén day, thi lap bang ké kem theo mau nay)

Ngudi nhan
(Ky, ghi ¥o ho tén)

Nguoi giao
(Ky, ghi ré ho tén)

Thu trudng co quan, don vi quan ly hd so
(Ky, ghi ré ho tén, dong dau)
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MUC LUC THANH PHAN TAI LIEU TRONG HO SO

Sévakyhieu | & Tén loai va trich yéu | Téc gia To s6 Ghi chu
thang
2) (3) (4) ®) (6) @)

Bdo dam trat tu tai liéu da sdp xép
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