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1. Mgc dich, phgm vi 6p dgng:
a. Myc itlch:
Quy dinh niry quy dinh th6ng nh6t trinh t.u c6c bu6c trong viQc lQp, b6 sung,

luu tr&vd quan lj hd so vi6n chric, nguoi lao dQng.

H6 so vi6n chuc, ngudi lao dgng <lugc xAy dpng, quan lj th6ng nhAt, khoa
hqc nh6m $6p *g kip.thdi cho c6ng t6c nghiEn c[r, th6ng k6, denh gi6, tuy6n chgn,
ddo t4o, b6i du&ng, b6 nhigm, di6u dgng, khen thudng, k! lu{t vd thqc hiQn chinh
srlch d6i vdi vi6n chtc, ngudi lao dQng.

b, Phqm vi.tip dyng:

. Ap.dqng d6i voi c6ng chric, vi6n chric vir nguoi lao dQng trong Trudng Trung
cAp ngh€ Van Ninh.

2. Dinh nghia vir tir vi5t tit:
u Dlnh nghia:
Quy trinh quan lli h6 so viOn chric, nguoi lao dQng ld mQt trinh tU c6c hoat

dQng dugc quy dinh mang tinh chat bat buQc, ld.tii liQu ph6p lj ph6n 6nh c6c th6ng
tin co b6n nhat vC vi6n chric bao g6m: ngu6n g6c xuAt thdn, qu6 trinh c6ng t6c, ddo
t4o, b6i du0ng, chuyEn m6n nghipp vu, ly lu{n chinh tri, ngo4i ngir, tin hgc, d{c
di6m lich sir ban th6n; quan hQ gia dinh, qu6 trinh luong, ch6 d0, b6o hi6m xE hQi.

b. Tbvih dt:

. Luud3
4. Dic ti: (xem trang 5)

; (xem trang j, 4).

BGH Ban gi6m hiQu

C6c don vi Cric phdng, khoa tryc thuQc Trudng
P.HC-KT Phdng Hdnh chinh - KC toAn
CCVCNLD C6ng chirc, vi€n chuc, nguoi lao dQng
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UY TRTNH SAO L CH SO CONG CH VI NC C NG LAO NG
l. Th kG thirnh h h 2.Th hi va nh nh 3. Luu hn an o so' n su so' so
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2. Ky x6c nhAn
ilon xin sao lqc

hd so
6. Tri k6t qui cho

<lon vi
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3. X6c nh6n don
xin sao lqc h6 so
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TOn bufc c6ng viQc NQi dung
BQ phSn/ Nguoi

thgc hiQn

B0
ph

ph$nflrlgutri
6i hqp thu. c

hiQn

K5t qui d4t
duqc

Hen
hoirn
thirnh

Bi,6u mAu

I
Th6ng k6 thdnh phAn

ho s(, nnan su

LiCt ke danh muc c6c
thanh phen ctia hti so
c6 nh6n

Phdng Hdnh
chinh - K6 toan

CCVCNLD
Danh mpc hd

so cri nhdn
26/QT-TCN\rN-HCKT. BMo I

2
Tri6n khai vicc b6
sung h6 so ci nhAn

Th6ng b6o b6 sung h6
so c6 nhAn d6n c6c
don vi

Phdng Hinh
chinh - KO toriLn

C6c don vi Th6ng b6o

3
ThUc hiOn b6 sung h6
so c6 nhAn

86 sung h6 so c6 nh6n
C6c c6 nh6n vd

don vi
Phdng Hinh

chinh - K6 todn
I 16 so cii

nhAn
26IQT-TCN\rN-HC KT. BM02

4
Ki6m tra vi6c b6 sung
':ho sf, ca nhan

Hdi so cri nhdn
Phdng Hanh

chinh - Kd to6n
Cric cri nhdn vd

tltrn vi
H6 so cri

nhdn

5 Luu hd so
Lm trt h6 so theo
quy <linh

Phdng Hdnh
chinh - KO toan

Cic don vi

6 Sao luc hd so
LiCt kC danh muc cAn

sao luc h6 so
Cdc c6 nhAn Cric don v!

Hieu trudng
duyOt

7
Thuc hiQn vi tri k6t
quzl

Thuc hign sao lpc hd
so vd tri k6t qud

Phdng Hdnh
chinh - K6 toan

Cric cri nhdn vir
don vi

Hd so c6
nhdn

Sau 5

ngay
26/QT-TCNV|r-HCKT.BM03
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5. C6c c6ng cg/bi6u miu/hudng din:

Stt T6n c6ng cu/bi6u miu/hurfne din Mi h6a
1 Danh muc h6 so cri nhdn 26IQT-TCNVN-HCKT.BMo I
2 BAn cam klit b6 sung hd so con thl6u 26IQT-TCN\rN-HCKT.BM02
J Don xin sao luc h6 so 26IQT-TCN'VN-HCKT.BM03
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26/QT-TCN\Tr-HCKT.BM0 I

SO LAO DQNG _ TB&XH KHANH HOA CQNG HOA XA HQI CHU NGHIA VIET NAM
TRI.IONG TR G Ap Ncut NINH DQc l{p - Tu do - Hqnh phfc

DANH MUC HO SO CA NHAN

STT
.)len no s(/ B6n chinh Bin sao Ghi chri

I
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Vqn Ninh, ngdy .... thdng
Ngutri k6 hd scr

(Kit, ghi rd hp t€n)

nam....
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so LAO DQNG - TB&XH KHANH HOA
TRIJoNG TRUNG cAp xcst vAN NrNH

26iQT-TCN\rN-HCKT. BM02

cQuc uol xA ugr cHu xcuil vrET NAM
DQc lip - Tg do - H4nh phric

nAx carr xfr
V/V bO sung s0 cdn thiSu

Kinh giri: Ban girim hiQu trudng Trung c6p nghe V4n Nintr

T6i t6n :.........................S0 di€n thoai:....

CMND s5 :.....................C6p ngdy:..............; Noi c6p:...................
H6 khdu thudng tru

Kinh mong Ban gi6m hiQu truong cho t6i thi6u mQt s6 hd so sau:

t/
2l

5t

4/

5/

Thdi han nQp b6 sung h6 scr tr6n chQm nir6t A6n h6t ngdy.......

Sau thdi han tr6n, n6u vin chua nQp dt, t6i cam kr5t se chiu mgi hinh thric xri ly
cira nhh trudng vd hodn todn kh6ng khii5u nai.

VqnNinh, ngdy thdng ndm
Ngutri vi5t cam k5t

(Kit, ghi rd he Gn)

Phdng Hirnh chinh - K5 toin
(Kit, ghi rd hq ftn)
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Phdng /khoa
(Ky, ghi rd h9 tAn)



26IQT-TCN\IN-HCKT.BM03

SO LAO DQNG _ TB&XH KHANH HOA CQNG HOA XA Hor CHU NGHiA VrET NAM
TRTIONG TRUNG cAp xcul v N NINH DQclfp-Tpdo-H 4nh phric

DoNXTN SAO LUC Ho SO

Kinh grii: Ban gi6m hiQu truong Trung cdp nghA Van Ninh

T6i t6n :.........................56 diQn tho4i:

CMND s6 
'.....................C6p 

ngiy:..............; Noi c6p:...................

HQ kh6u thuong tru

Don vi c6ng tric

Lf do xin sao lgc:........

Mr,rc dich xin sao lqc h6 so

U

2l

3t

4l

5/

DC nghi quli truong cho ph6p t6i <Iugc sao lgc h6 so CBVC d6 sri dqng mgc dich
n6u ff6n

Phdng Hhnh chinh - K6 torin
(Kj,, ghi rd he t€n)

Vqn Ninh, ngdy ... thdng .. ndm ...

Nguiri vi5t cam k5t
(Kit, ghi rd h9 ftn)

Phdng /khoa
(Kit, ghi rd he ftn)

Hrpu TRTIONG
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H6 so xin sao lqc:


