UBND TiNH BEN TRE CONG HOA XA HOI CHU NGHIA VIET NAM
SO GIAO DUC VA PAO TAO Péc 1ap-Tw do-Hanh phiic

S6: 433 /SGD&DT-TCCB Bén Tre, ngay £¥thding 4 ndm 2009
V/v thay thé, bd sung mot sO
biéu mAu ké khai hd so ca nhan.

Kinh giri: Thi truéng cac don vi true thugc S& Gido duc va Dao tao.

Ngay 03/3/2008 S¢ Giao duc va Pao tao tinh Bén Tre ban hanh Huédng
dan s6 02/HD-SGD&DPT vé quan 1y hé so cén bo, cong chirc, qua theo ddi, kiém
tra cho théy cac don vi truc thudc S& da trién khai viéc ké khai hd so dén can bo,
vién chirc cia don vi, do vay da tao diéu kién thuan loi cho viéc khai thac, str dung
va quan ly can bg, vién chirc dugc chit ch€ hon.

Thuc hién Cong vin s6 718/SNV-TCCC ngay 04/12/2008 cua S& No6i vu
tinh Bén Tre vé viéc ban hanh biéu mAu quan ly hd so can bd, céng chirc, S& Gido
duc va Pao tao yéu cau thu trudng cac don vi truc thudc Sé thay thé, bd sung madt
s6 biéu miu duoc dinh kém theo cOng van nay, cu thé nhu sau:

1. Thay thé Mau s6 4 (S6 Giao nhan Hb so can bd, vién chirc) theo
Huéng dan sé 02/HD-SGD&DT ngay 03/3/2008 thanh Mdu S02-BNV/2008 ban
hanh kém theo Quyét dinh sé 02/2008/QD-BNV ngay 06/10/2008 ctia Bb trudng
B0 Noi vu.

2. Thay thé MAu s6 5 (Sb theo ddi khai thac, sir dung hd so can bd, vién
chirc) theo Huéng din sé6 02/HD-SGD&DPT ngay 03/3/2008 thanh Mdu S03-
BNV/2008 ban hanh kém theo Quyét dinh sb 02/2008/QD-BNV ngay 06/10/2008
cua B¢ truéng B6 Noi vu.

3. Thay thé MAu 2a-BNV/2007 ( So yéu Iy lich can bd, cong chirc) theo
Huéng din s6 02/HD-SGD&PT ngiy 03/3/2008 thanh Méau 2C-BNV/2008 ban
hanh kém theo Quyét dinh s6 02/2008/QP-BNV ngiy 06/10/2008 ctia Bd trudng
B6 Noi vu.

4. B6 sung Ml';lf SO01-BNV/2008 (S6 dang ky hé so can bd, cong chirc)
ban hanh kém theo Quyét dinh s6 02/2008/QP-BNV ngay 06/10/2008 cia Bo
truéng BO NOi vu. Yun_

Noi nhin:
- Nhur trén;
-Luu: VT, TCCB.&72—




M3u S01-BNV/2008 ban hanh kém theo Quyét dinh s6 02/2008/Qb-BNV ngay 06/10/2008 ctia B4 trudng B Ndi vu

CONG HOA XA HOI CHU NGHIA VIET NAM
Dgc 1ap — Tw do — Hanh phic

SO PANG KY HO SO CAN BQ, CONG CHUC
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HUGNG DAN CACH GHI SO PANG KY HO SO CBCC
(Méau S01-BNV/2008 ban hanh kém theo Quyét dinh s6 02/2008/QD-BNV
ngay 06/10/2008 cia BY truéng Bo Noi vu) &

1. S6 thir tu: ghi sb dém tang dan Umg v&i mdi mot ho so cua cén b, cong chic
duoc vao S6 dang ky ho so.

So hé so: ghi sé ctia hd so duge co quan quan ly ho so danh sb theo cach sap
xép hd so ¢an bd, cong chirc quy dinh tai khoan 2 Dxeu 13 Quy ché quan ly hé so
can bg, cong chic ban hanh kém theo Quyet dinh sb 14/2006/QD-BNV ngay 6
thang 11 nam 2006 cua B0 truong Bo Noi vu.

3. Ho va tén khai sinh: viét chi¥ in hoa dtng v&i ho va tén trong hd so cé nhén cia
can bg, cong churc.

4. Cac tén goi khac: ghi tén goi khac hoac bi danh khac da dung trong hoat dong
cach mang, trong linh vuc bdo chi, van hoc nghé thuat,... (neu cO) cua can b,
cong chirc ding nhu can b, cdng chirc khai trong ho so.

5. Ngay thang nam sinh: ghi ding va day du nhu ngay, thang, ndm sinh ma cén b,
cong chiuc khai trong ho so ¢4 nhén.

6. Qué quan: ghi ding va day du nhu qué quan ma céan bd, céng chirc khai trong hd
so cé& nhan.

7. Chire vu: ghi chirc vu cao nhit ctia can bd, cong chirc tai thoi diém vao S6 dang
ky ho so.

8. Co quan cong tac: ghi tén co quan, td chire, don vi ma cén b, céng chirc hién
dang cong tac tai thdi diém vao S6 dang ky hd so can b, cong chirc.

9. Ghi cha: ghi nhimg théng tin bd sung vé dic diém cua hd so dé giup cho viéc
quéan ly va theo d&i ho so chia cén bd, cong chire dugc thuin tién./.

Ghi chi: Hudng dén trén day duge in & mdt sau cia trang bia quyén Sé Pang ky hé so
cdn b, cong chirc theo Mdu S01-BNV/2008 '



So6 dan

ky ho so cdn bg, cong chirc
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MAu S02-BNV/2008 ban hanh kém theo Quyét dinh sé 02/2008/QD-BNV ngay 06/10/2008 ciia Bd truéng Bo Noi vu

CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc lap — Ty do — Hanh phic

SO GIAO NHAN HO SO CAN BQ, CONG CHUC
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HUGNG DAN CACH GHI SO GIAO NHAN HO SO CBCC
(Mau S02-BNV/2008 ban hanh kém theo Quyét dinh sb 02/2008/QD-BNV
ngay 06/10/2008 cua Bo trudng BH Noi vu)

1. S6 thur tur: ghi s6 dém tang dan tmg vi méi mot hd so cua can b, cong chuc khi
duoc tiép nhan hodc chuyén giao cho co quan, to chic, don vi khéac quan ly.

2. Ngay ban giao: ghi ngay, thang, nam tién hanh viéc ban giao hodc tiép nhan hd
so theo quy dinh tai Piéu 10 va Dleu 11 Quy ché quan ly hd so cén by, cong
chic ban hanh kém theo Quyét dinh sé 14/2006/QD-BNV ngay 6 thdng 11 nim

2006 cua B truomg B Nai vu.

3. Ho va tén nguoi ban giao: ghi ho va tén cta ngudi duge co quan c6 thdm quyen
phén cong hodc uy quyén thuc hién vige chuyen giao hd so can bg, cong chirc
thudc thdm quyén quan ly cia co quan, t6 chuc, don vi minh cho co quan, )
chire, don vi khac quan ly.

4. Pon vi coéng tac: ghi tén co quan, t§ chirc, don vi thuc hién viéc chuyén giao hd
sO cua can bg, cdng chuc.

5. Noi dung ban giao: ghi ro chuyén giao hd so cua ai theo dung tha tuc chuyén
giao hé so quy dinh tai khoan 2 biéu 10 Quy ché quan ly hé so can b, cong

chic ban hanh kém theo Quyét dinh sé 14/2006/QD-BNV ngay 6 thang 11 nim
2006 cua BO truomg Bo No6i1 vu.

6. Ho va tén nguodi nhan: ghi ho va tén cua ngum dugc co quan cé thdm quyén
phén céng hodc uy quyén thuc hién viéc tiép nhan hd so can b, cong chirc cua
co quan, té chirc, don vi khic chuyén giao cho co quan, t& chirc, don vi minh
quan ly.

7. Don vi cbng tac: ghi tén co quan, tb chirc, don vi thuc hién viéc tiép nhén hd so
can bg, cdng chuc.

8. Chir ky ngudi nhan: nguoi truc tiép lam nhiém vu tiép nhan hd so ky tén.

9. Chir k¥ nguoi ban giao: ngudi truc tiép chuyén giao hd so ky tén.

10. Ghi cht: ghi nhimg théng tin b sung vé& dac diém cua héd so khi ban giao (néu
can thiét) dé thudn tién cho cong tac quan ly hd so sau nay./.

Ghi chi: Hudng dén trén day duoc in & mét sau cua trang bia quyén Sé Giao nhdn hé
so cdn bg, cong chirc theo Mdu S02-BNV/2008



56 Giao nhdn hé so cdn bg, cong chuc
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M3u S03-BNV/2008 ban hanh kém theo Quyét dinh s 02/2008/QD-BNV ngay 06/10/2008 ciia B truéng Bé Noi vu

CONG HOA XA HQI CHU NGHIA VIET NAM
Déc l1ap — Tuw do — Hanh phuc

SO THEO DOI KHAI THAC, SU DUNG
HO SO CAN BQ, CONG CHUC

Co quan, oM VI: ..ccoviiiiiiniiiiieniiniiiiiiiinirieeiirieeressenssessssssssssssses
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HUONG DAN CACH GHI SO THEO DOI |
KHAI THAC, SU DUNG HO SO CAN BQ, CONG CHUC
(Mau S03-BNV/2008 ban hanh kém theo Quyét dinh sb 02/2008/Qb-BNV
ngay 06/10/2008 cia B) trudng Bo Ndi vu)

1. $6 thir tr: ghi s6 dém tang dan tuong tmg véi mdi lugt nghién ciru ho so cta can
b9, céngz chuec.

2. Ngay nghién cru: ghi ngay, thang, nam tai thoi diém t chic hodic ca nhéan dén
nghlen ctru, khai thac va str dung hé so can bo, cong chirc ma co quan, t chuc,
don vi dugc phan cap quan ly theo thim quyén.

3. Ho va tén ngudi nghlen ciru: ghi ho va tén cta ngudi truc tiép dén nghién ciu,
khai théc, str dung hd so can b, céng chirc do co quan, td chire, don vi quan ly
theo quy dinh tai diém a va diém b khoan 1 Dleu 12 Quy ché quan ly hé so can
b0, cong chirc ban hanh kém theo Quyet dinh sb 14/2006/QP-BNV ngay 6 thing

11 nam 2006 cua B6 truong B6 Noi vu.

4. Don vi cong tac: ghi tén tén co quan, t chirc, don vi clia ngudi dén nghién cin,
khai thac va st dung hd so caa can bd, céng chirc.

5. Néi dung nghién ctru: ghi ré nghién ciru hd so cia ai, vé vin dé gi theo ding
quy dinh tai diém a khoan 2 Piéu 12 Quy ché quan ly hd so can bd, cong chirc
ban hanh kém theo Quyét dinh sé 14/2006/QD-BNV ngay 6 thang 11 nim 2006
cua Bo trudng Bo Néi vu.

6. Hinh thirc nghién ctru: ghi r hinh thirc nghién ctru, khai thac va sir dung ho so
can bg, cong chirc theo quy dinh tai khoan 5 Piéu 7 va diém b khoan 2 biéu 12
Quy ché quan 1y hd so can bd, cong chirc ban hanh kém theo Quyét dinh sb
14/2006/QD-BNV ngay 6 thang 11 nam 2006 cua B trudng B Noi vu.

7. Ngay tra: ghi ngdy, thang, niam tai thoi diém ma td chirc hodc ca nhan tra lai hd
so dd muon dé ‘nghién ciru, khai thac va sir dung sau khi da thuc hién theo dung
quy dinh tai diém b khoan 3 Dleu 12 Quy ché quan ly hé so cén bd, cong chirc
ban hanh kém theo Quyét dinh s 14/2006/QD-BNV ngay 6 thang 11 ndm 2006
cua Bo trudng Bo Noi vu.

8. Ghi cht: ghi nhimg tinh tiét phat sinh trong qua trinh nghién ciru, st dung va
khai thac hd so céan bo, cong chirc (ne'!,l can thiét) dé thuan tién cho viéc theo ddi
va quan 1y ho so sau nay./.

Ghi chi: Hudng dan trén day dieoc in & mdt sau cia trang bia quyén S6 Theo dbi khai
thdc, sir dung ho so cdn bg, cong chirc theo Méu S03-BNV/2608



86 theo déi, khai thdc, sir dung hé so cdn b, cong chirc
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