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1. Muc dich, pham vi ap dung:

a. Muc dich:

Quy dinh nay quy dinh thong nhét trinh tu cic budc trong viéc lap, bd sung,
lwru trit va quan 1y ho so vién chie, nguoi lao dong.

Hb so vién chuc, nguoi lao dong duge xay dung, quan 1y thong nhat, khoa hoc
nham dap ng kip thoi cho cong tac nghién cwr, thong ké, danh gia, tuyén chon, dao
tao, boi dudng, bo nhiém, diéu dong, khen thuong, ky luat va thuc hién chinh sach
dbi vai vién chire, nguoi lao dong.

b. Pham vi ap dung:

Ap dung dbi voi vién chic va nguoi lao dong trong Trudng Trung cip nghé
Dan toc noi tra Khanh Vinh.

2. Pinh nghia va tir viét tit:

a. Dinh nghia:

Quy trinh quan 1y ho so vién chic, ngudi lao dong 1a mot trinh tu cac hoat
dong dugc quy dinh mang tinh chat bt budc, la tai li¢u phap Iy phan anh cac thong
tin co ban nhit vé vién chirc bao gdm: ngudn gbe xuat than, qua trinh cong tac, dao
tao, boi dudng, chuyén mon nghiép vu, ly ludn chinh tri, ngoai ngtt, tin hoc, dac
diém lich st ban than; quan h¢ gia dinh, qué trinh luong, ché d6, bao hiém xa héi.

b. Tir viét tat:

BGH Ban giam hiéu

Céc don vi Céc phong, khoa tryc thuoc Truong
PDTHCKT Phong DPao tao — Hanh chinh — K¢é toan
VCNLD Vién chuirc, nguoi lao dong

HS H6 so

3. Luu do: (xem trang 3, 4).
4. Pic ta: (xem trang 5)



QUY TRINH QUAN LY HO SO CONG CHUC, VIEN CHUC, NGUOI LAO PONG

1. Thong ké thanh phan ho so

2. Thuee hién bo sung va tiép nhin ho so

3. Luu ho so
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QUY TRINH SAO LUC HO SO VIEN CHUC, NGUOI LAO PONG

1. Thong ké thanh phan ho so

2. Thue hién bo sung va tiép nhan ho so

3. Luwu ho so
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STT | Tén budc cong viéc N¢i dung Bo phan/ %\igu’m phoi hop thue Ket qua dat hoan Biéu miu
thue hién Sn dugc .
j j hién * thanh
A , Phong
1 Thong ké thanh phan 511::1111( © Sggilﬁu}f 60521; Dao tao — VCNLD Danh muc hd 26/QT-TCNDTNT-
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5. Cac cong cu/biéu mau/hwéng din:

Stt Tén cong cu/biéu mau/hwéng din Ma héa
1 | Danh myc h6 so c4 nhan 26/QT-TCNDTNT- DTHCKT.BMO1
2 | Ban cam két bd sung ho so con thiéu 26/QT-TCNDTNT- BPTHCKT.BMO02
3 | Pon xin sao luc ho so 26/QT-TCNDTNT- bTHCKT.BMO03




7 26/QT-TCNDTNT- PTHCKT.BMO1

SO LAO DONG - TB&XH KHANH HOA CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG TRUNG CAP NGHE Poc 1ap — Tw do — Hanh phuc
DAN TQC NOI TRU KHANH VINH

DANH MUC HO SO CA NHAN

STT Tén ho so Ban chinh Bin sao Ghi chu
1
2
3
4
5
Khanh Vinh, ngay ... thang  ..... nam...

Nguoi ké ho so
(Ky, ghi ro ho tén)



26/QT-TCNDTNT- PTHCKT.BM02

SO LAO DONG - TB&XH KHANH HOA CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG TRUNG CAP NGHE Poc 1ap — Tw do — Hanh phic
DAN TQC NOI TRU KHANH VINH

BAN CAM KET
V/v bo sung ho so con thiéu

Kinh giri: Ban giam hiéu trudng Trung cap nghé Dan toc nodi trd Khanh Vinh

Thoi han ndp bd sung hd so trén cham nhat dén hét ngay..........................

Sau thoi han trén, néu van chua ndp du, t61 cam két s€ chiu moi hinh thirc xtr 1y
cua nha truong va hoan toan khong khiéu nai.

Khdanh Vinh, ngay — thang — nam
Nguwoi viet cam ket
(Ky, ghi vo ho tén)

Phong Pao tao — Hanh chinh — Ké toan Phong /khoa
(Ky, ghi ro ho tén) (Ky, ghi ro ho tén)



26/QT-TCNDTNT- bTHCKT.BMO03

SO LAO DONG — TB&XH KHANH HOA CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG TRUNG CAP NGHE Poc 1ap — Tw do — Hanh phic

DAN TQC NOI TRU KHANH VINH

PON XIN SAO LUC HO SO

Kinh giri: Ban giam hiéu trudng Trung cap nghé Dan toc noi tri Khanh Vinh

TOItEN T, So6 dién thoai:

Pé nghi quy truong cho phép t6i duge sao luc hoé so CBVC dé sir dung muyc dich
néu trén

Khanh Vinh, ngay ... thdng .. nam ..

Ngudi viét cam két

(Ky, ghi ro ho tén)
Phong Pao tao — Hanh chinh — Ké toan Phong /khoa
(Ky, ghi ro ho tén) (Ky, ghi ro ho tén)

HIEU TRUONG
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