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. Ma sb QT-16
QUAN LY ggg(glgg{ BO.CONG | Nbanhinh | 10707922
% Lan ban hanh 01

CHU'C, VIEN CHUC, NHAN VIEN

Lan sua doi 00

1. MUC PiCH

Quy dinh trinh tu sap xép, thiét lap, ra soat, bd sung, luwu trit va quén ly hd so ciia cén
bd, cong chue, vién chirc, nhén vién dam béao ddy da, chinh xdc, ding quy dinh phéap luat
hién hanh.

2. PHAM VI AP DUNG

Ap dung cho cdng tic quan ly hd so can bd, cong chirc, vién chirc, nhin vién cua
Truodng.

3. TAI LIEU VIEN DAN

Luit Gido duc sb 43/2019/QH14 ngay 14 thang 6 nam 2019.

Thong tu 56 28/2020/TT-BGDDT ngay 04/09/2020 ctia B Gido duc va Dao tao ban
hanh diéu 1& trudng tiéu hoc.

Thoéng ‘ELI"S(A’) 09/2024/TT-BGDDT ngay 03/6/2024 clia Bo Gido duc va Dao tao ban
hanh quy dinh v& cong khai trong hoat dong ctia céc co s& gido duc thude hé thong gido duc
quoc dan.

) Céc vin ban huong dan ctia S& Gido duc va Pao tao Ha Nam, phong GD&DT thanh
pho Phi Ly.

Tiéu chudn quéc gia TCVN ISO 21001:2019.

4. DINH NGHIA/VIET TAT

4.1 Pinh nghia
“Biu TTCM, TPCM la viée ma GV, NV trong trudng duoc tip thé gi6i thidu dé cir

[én cAp trén dé ra quyét dinh 14 o truéng, t6 pho chuyén mon, T6 trudng t6 phd chuyén mon
lam cOng tac quan li chi dao cac hoat dong chuyén mén cia t6 minh. Chiu trach nhiém trude
hiéu trudng vé cac cong viée cla to do hidu truéng chi dao.

4.2 Viét tit

QT: quy trinh

CB, CC, VC, LDHD: can b, cong chirc, vién chure, lao dong hop d@)ng

TTCM: td trudng chuyén mén

TPCM: tb pho chuyén mén

HT: Hi¢u truong

HDSP: Ho6i déng su pham

BGH: Ban giam hi¢u

HDT: Hoi dbng truong

BB: Bién ban

5, NOI DUNG QUY TRINH

Néu nhan thiy bét ky trang ndo cta tai ligu ndy bj thiéu hoic bi bén, rich ndt, m& khong doc duge thi phai xin cép lai tai ligu
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QUY TRINH
QUAN LY HO SO CAN BO CONG
CHUC, VIEN CHUC, NHAN VIEN

M4 s6

QT-16

Ngay ban hanh

10/10/2024

LAn ban hanh

01

Lan stra doi

00

TT

Hoat déng

Trach
nhiém

Thoi gian

Bieu

mAwK¢ét qua

- Véi dbi tugng can b, cong chic,
vién chic dugc dé bat, bd nhi¢m,
thuyén chuyen tuyén  dung vé
Trudng: Té Van phong c6 trach nhigm
hudéng dan CB, CC, VC lap hé so theo
cac qui dinh hién hanh.

- Véi dbi tugng kién toan hd so: Vin
phong thong béo - G ban ké khai bo
sung hd so can bd, cong chirc cho cic
c4 nhan, d& nghi ké khai bb sung theo
cac quy dinh hién hanh.

Ngay sau
khi dugc de
bat, tuyén
dung

Tuanl/
thang 5

Thqo Cac
quyét dinh

hién hanh cua

B6 Noi vu

- Lap hd so: CB, CC, VC ké ly lich,
hoan chinh cdc thanh phén Hb so gbe
theo qui dinh, bao gbm:

+ Ly lich can bd cong chirc theo
mau 01a-BNV/2007;

+ So yéu ly lich can by cong chirc
theo miu 02¢-BNV/2008;

+ Ban sao gidy khai sinh;

+ Giéy chirmg nhén stre khoé;

+ Céc vén ban lien quan dén than

nhan (So yéu ly lich tu thudt c6 xac
nhéan cda chinh quyén dia phuong);

+ Céc loai gidy to lién quan dén
trinh do dao tao (vin bing, chung chi,
bang diém, truong hop duogce cip bang
tiéng nuée ngoai phai dich sang tiéng
Viét theo yéu cau ctia phap luét).

- Ké khai, bd sung hd so: CB, CC, VC

c6 trach nhiém-ty ké khai-bd -sung hd
so theo mau 4a - BNV/2007 hodc bdo
céo Ban giam hi¢u khi ¢ bién dong
vé hd so cla minh frong cdc truomg
hop thay d01 lién quan dén nhan thén;
thay doi vé tai san; két qua hoc tap,
nang cao trinh do; khen thudng; ky
luét. ..

45 ngay ké
tir ngay co
quyét dinh
tuyén dung
14n déu

Hb so CB,
CC, VvC

(Mau 0la-
BNV/2007;
Mau 02¢-
BNV/2008;
Mau 04a-
BNV/2007)

Dinh ky
hang ném,
khi c6 bién
dong vé& hd

SO

Néu nhén thiy bét ky trang ndo cia tai ligu ndy bi thiéu hojie bj bén, réch nét, m& khéng doc duge thi phéi xin cdp Jai tii lidu
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Ngay ban hanh 10/10/2024
Lén ban hanh 01

Lin stra d6i 00

Truong hop CB, CC, VC méi dugc de
bat, b6 nhiém, thuyén chuyén, tuyén
dung thi T6 Vén phong thuc hién
thdm tra va x4ac minh tinh trung thuc

Higes cua cdc tiéu chi, thong tin do CB, CC, T(l) }/an 3 neay Am
3 VC tu k€ khai. Néu hé so chua dat phong Vi
yéu cAu thi chuyén lai va hudng dan
dé can bd, cong chure, vién chirc tiép
tuc hoan thién
Vin thu truc tiép quan 1y can bd, cong
Buwéc | chirc, vién chirc xem xét, ky xdc nhén T6 Van | 2ngay [am
4 vao ban bd sung hd so hang ndm cta | phong viéc
CB, CC, VC dang lam viéc tai don vi.
Dinh ky hang ndm, Vin thw cdp nhét
hé so can bd va théng ké cac thong tin Dinh ky S theo dai
| co ban (so6 dién thoai, email, trinh £ s hang nam hd so
Bubc | 45 ) giri dén cdc don vi phuc vu To ‘Van
5 | cong tac lién lac, tra ctru khi can, phong (BM-16-01)
Hb so CB, CC, VC dugc Vin thu luu Theo quy
git 14u dai theo qui dinh bao mat dinh
- Pon vi quéan ly céng chirc, vién
chirc, ngudi lao ddng; co quan su
dung cong chirc, vién chirc, nguoi lao Pon d& nghi
dong va Té Van phong nghién ciiu ho nghién ’
so dé phuc vu yéu céu cong tdc. Cac efmisa T
c4 nhan duge su dong y cia Hiéu sty
trudng, cac co quan quén ly nha nude B A
c6 thAm quyén (c6 gidy gi6i thiéu) o Thea this 86 g1ao nhén
Bugc | duge nghién ciru toan bd hodc mot Cfl nhzan gian d& xuét ho so
6 |phin hd so. Cac ddi tugng trong | COMAM | ey ooy | (BM-16-02)
truong phai duge sy cho phép cia quycn ha s
Hiéu truong (bang van ban), néu )
S6 theo doi

ngoai truong phai co gidy gi6i thiéu
clia co' quan, td chire, don vi ¢6 tham
quyén quan ly cong chire ghi 1o dia
chi, chirc danh, yéu cdu nghién ctru ho
so ciia ai, v& vin dé gi. Céc yéu ciu
phdi dugc ghi cy thé trong “Phiéu
nghién cuu hd so cong chirc, vién

khai théc, st
dung ho so

(BM-16-03)

Néu nhén thdy bét k¥ trang ndo ctia tai liéu nay bi thiéu hodc bi bin, rach nat, m& khéng doc duge thi phai xin cép lai tai ligu
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Ma sb QT-16

QUY TRINH Negay ban hanh | 10/10/2024

QUAN LY H() SO CAN BO CONG n ban hanh y

CHUTC, VIEN CHUC NHAN VIEN - »
Lan stra doi 00

chire”.

- Khi nghién ciru, sir dung ho so phéi
dam bao:

+ Chi duge nghién ctu tai noi luu gitt
ho so cong chic;

+ Chi duoc xem nhiing tai li¢u (hodc
mot phin tai lidu) c6 ndi dung lién
quan dén nhiém vy, cong viéc dugc
giao;

+ Khéng dugc lam sai 1éch n1 dung
va hinh thic hd so cong chitc nhur:
danh diu, tiy x6a, sira chita, thém, bt
céc tai liéu da ¢6 trong ho so;

- Nhin vién vian thu ¢d trach nhi€m:

+ Cung cép ding va ddy dd cac tai
Jiéu cho ngudi dén nghién clm, khai
thdc hd so cong chirc theo “Phiéu
nghién ctu hd so céng chire, vién
chitc, nguoi lao dong” da dugc nguoi
dtng dau don vi quan ly hé so cong
chitc phé duyét;

+ Kiém tra tinh trang h6 so khi tra
phéi dém bao dung nhw khi cho muon
va vao sb theo d&i nghién ciu hd so
cong chirc theo dung quy dinh

Ngudi dén nghién ctru, khai thac hd
so dugc sao chup lai nhing tai liéu
lién quan trong thanh phin ho so cong
chtrc khi dugce Hidu trudng dong ¥.

6. BIEU MAU

S theo doi hd so can bd, cong chire, vién chirc, nhan'vién ~ BM-16-01"
SH giao nhan hd so can bd, cong chire, vién chire, nhén vién  BM-16-02

S6 theo ddi khai théac, st dung hd so céan bo, cong chirc,

vién chirc nhin vién BM-16-03
7.HO SO LUU

Néu nhén thdy bét ki trang ndo cia tai liéu nay bi thiéu hotic bi bén, rach nat, m& khong doc duge thi phéi xin cp lai tai ligu
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M s6 QT-16
QUAN LY gg‘gglélfﬁ BO CONG Ngay ban hanh 10/10/2024
CHUC, VIEN CHUC, NHAN VIEN ~ (obenbinh

Lan stra @i 00

Hb so lru Trach nhi¢ém Théi gian luu

S4 theo ddi hod so can bd, céng chic, vién
chtre, nhan vién

Sb giao nhén ho so cén bd, cong chie, vién

. o i T4 Van phon
chirc, nhan vién FutHg

S6 theo doi khai théac, sir dung h6 so can bd,
cong chirc, vién chire, nhén vién

Néu nhan thiy bt ki trang néo cia tai ligu nay bi thiéu hofe bi ban, rach nt, md khong doc duge thi phai xin cép lai tai ligu

Ma s6: QT-16 Ngay ban hanh: 10/10/2024 Léin ban hanh: 01 Trang: 7/7







BM-17-01

PHONG GD&DT TP PHULY  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG TIEU HQC Poc 1ap - Tw do - hanh phiic

NGUYEN THI MINH KHAI

ey REAY ... thang ....... ndam 20 ...

PHIEU BAO HONG TRANG THIET BI, DUNG CU

EIO VL SO BUNE, oo viomovmnmposneres o o o vamsmins o3 o5 v 55 o 25 55 03 S955 V5 VoI039 0F0 B0 3 1

Tén trang thiét bi, cong Pé nghi thoi
TT , DVT Tinh trang Ghi chu
cu dung cu héng, mat gian hoan thanh

NGUOI LAP TO TRUONG






BM-17-02
PHONG GD&DT THANH PHO PHULY CONG HOA XA HQI CHU NGHITA VIET NAM

TRUONG TIEU HQC Péc Iap - Tw do - Hanh phiic
NGUYEN THI MINH KHAI

e ngay ... thdng ....... ndam 20

SO: ... I S——
BIEN BAN
Ve viéc xac dinh hw hong trang thiet bi, dung cu
Can cr vao phiéu bao 7h6ng, mat thiét bi, vat tu - cong cu sdi..../....,
ngay.....thang... ndm 20... cla TO: ....oviiiviiiiiiiiiiiic i,

Hom nay, vao luc ....... 2 L N phtt, ngay ........ thang ....... i 200
I. THANH PHAN:
ONE (BA): v eeeeeeeeee e Paidién:......ccoovviiiiiiiiii .
Ong (Ba): ceeiii i Paidién:......oovviiiiiiin.
Ong (BAY: v on v snvn o0 45 omiion w9 s swmmban s 12 L R R R SPR
Ong TR E—— Dl diCissis i srnsesosasosmmonssmmmns
ONg (BA): e e, Daidiéni.....ooovvvviiiiiiiinn,

IL. ’N(_)I DUNG: ’
Tién hanh kiém tra x4c dinh hu héng trang thiét bi, dung cu giang day:
BANG DANH MUC CHI TIET SAU
Tén trang thiét bi, dung
cu giang day

STT Tinh trang hw héng Ghi cha

IIT. KET LUAN:
Céc thiét bi, cong cu, dung cu di dugc kiém tra, danh gia hu héng nhu trén. Chiing

to1 théng nhit dé nghi phuong 4n sau:

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

Bién ban két thic vao lac: ...... gior ..... phiit, ngdy ...... thang ...... nim 20 ...
PHE DUYET TO VAN PHONG TO CHUYEN MON






BM-17-03

PHONG GD&DPT THANH PHO PHULY CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap-Tw do-Hanh phic

TRUONG TIEU HQC
NGUYEN THI MINH KHAI

Sé: /BBNT

HOm nay, ngay thang nam
Chuing t6i, hai bén gdm cé:

1. Bén A (Bén stta chita):

B TR IS K cvcmmsmmmmsnmmmosasessses s ot s e A Chuc vu ............

= 0NE (BA). eiveeieriiiieeeieeee e Chtrc vu..............
2. Bén B (Bén dugc sita chita):

~ e (BAk: cowumnimaiisnisme s Chie Vil 5 ciicvvnninn

- 0E (Bl susimmisiamunmpsamismmssyaasisess Chite vy § s

S 0T 8. DO S ————— EHEC VU | comsns

Thoi gian nghiém thu:
Pia diém:

Danh muyc phu ting thay thé

~ BIENBAN ‘
NGHIEM THU THIET BI, DUNG CU DUA VAO SU DUNG

STT Tén thiét bi, dung cu

bvT

Tinh trang sau bao

tri, stra chita

Ghi cha

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

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

Sau khi tién hanh kiém tra lai trang !:hié't bi, dung cu di duoc sira chita hai bén nhét tri
xdc nhan trang thiét bi d& hoat dong tot./.

PAI DIEN BEN A

PAI DIEN BEN B
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BM-17-05
PHONG GD&PT THANHPHOPHULY CONG HOA XA HOQI CHU NGHIA VIET NAM

TRUONG TIEU HQC Poc lip - Tw do - Hanh phiic
NGUYEN THI MINH KHAI
o e REAY wurvin thdng ... nam 20 ....
Sé: ... i,
PHUONG AN
Thuwe hi€n..........coooiiiiiiiii i,
(0 0 T o 1
CATLIONE sannmiitiinim e i 20 55500508 B s e o S0 1% B 5514 mmmmrar e m

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

-----------------------------------------------------------------------------------------------------------

.............................................................................................................
...........................................................................................................
.............................................................................................................
.............................................................................................................
...........................................................................................................
-------------------------------------------------------------------------------------------------------------
...........................................................................................................
.............................................................................................................
...........................................................................................................
.............................................................................................................

NGUOI XAY DUNG TO TRUONG






BM-17-06

PHONG GD&BT TP PHU LY CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG TIEU HOC Doc Iap-Tw do-Hanh phiic
NGUYEN THI MINH KHAI
S6: /BB o
BIEN BAN

Lwa chon don vi bio tri

HoOm nay, ngay thang .....nam.......
Chting t6i, gdm c6:

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

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

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

Bién ban két thic hdi. .., da dugc doc lai va cdc bén nhét tri thong qua./.

Ngwdi lap Phé duyét



