BO NOI VU CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic
s 0 /2008/QD-BNV

Ha Noi, ngay %% thangd0nam 2008

QUYET DINH
Vé viéc ban hanh méu biéu quan ly hé so can b, cong chire

BO TRUONG BO NOI VU

Cin ctt Luat T6 chitc Chinh phii ngay 25 thang 12 nam 2001;

Can cit Phéap lenh Can bc‘), cong chiic ngay 26 thdng 02 nim 1998, Phap lénh
sira d6i, bé sung mot s6 diéu clia Phép lénh Cén bo, cOng chiic ngay 28 thang 4 nam
2000 va Phdp lénh sira déi, b6 sung mot s6 diéu clia Phép lenh Cén bo, cong chirc
ngay 29 thang 4 nam 2003;

Cin cf Nghi dinh 114/2003/ND-CP ngay 10 thang 10 nam 2003 cia Chinh
phit vé cédn bo, cong chitc xa, phudng, thi trdn; Nghi dinh 115/2003/ND-CP ngay
10 thang 10 nam 2003 cua Chinh phi vé& ch& d6 cong chitc du bi; Nghi dinh s6
116/2003/ND-CP ngay 10 thang 10 nam 2003 cla Chinh phi vé tuyén dung, sir
dung va quan 1y cdn bo, cong chic trong céc don vi su nghiép cha Nha nudc;
Nghi dinh s6 117/2003/ND-CP ngay 10 thdng 10 nam 2003 cta Chinh phu vé
tuyén dung, sit dung va quéan 1y can b6, cong chic trong cic co quan nha nuéc;

Can o Nghi dinh s6 48/2008/ND-CP ngay 17 thdng 4 nam 2008 cua Chinh
phil quy dinh chifc nang, nhiém vu, quyén han va co ciu t8 chic ctia Bo Noi vu;

Can cif quy dinh tai Diéu 7 cha Quy ché€ quan 1y hé so can b, cong chitc ban
hanh kém theo Quyét dinh s6 14/2006/QD-BNV ngay 06 thang 11 nam 2006 cua B
trudng BY Noi vu; A

Xét dé nghi caa Vu trudng Vu Cong chifc - Vién chitc,

QUYET DINH:

Diéu 1. Ban hanh kém theo Quyét dinh ndy cic méu bi€u dé phuc vu cong
tdc quan Iy ho so cin bo, cbng chiic bao gom:

1. S6 Dang ky hé sd can bo, cong chitc theo miu SO01-BNV/2008 c6 quy
céach nhu sau:

a) Trang bia 1am bang chit li¢u gidy c6 d6 bén cao kh6 A4 (210 x 297 mm);

b) Céc trang rudt cla s6 lam bang chit liéu gidy trdng khé A4 (210 x 297
mm) vdi 9 cOt tiéu chi thong tin sau: S6 thit ty, s& hé so, ho va tén khai sinh, céc
tén goi khdc, ngay thang nim sinh, qué qudn, chic vu, co quan cong tic, ghi chu.

2. S6 Giao nhén hé so cdn bo, cong chitc theo miu S02-BNV/2008 c6 quy
cach nhu sau:
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a) Trang bia 1am bang chit li¢u gidy c6 do bén cao khd A4 (210 x 297 mm);

b) Céc trang rudt cia sd 1am béang chét liéu gidy trang khé A4 (210 x 297
mm) vdi 10 cot tiéu chi théng tin sau: S6 thit tu, ngay ban giao, ho va tén ngudi
ban giao, don vi cong tac, ndi dung ban giao, ho tén ngudi nhin, don vi cong tac,
chit ky nguoi nhan, chit ky ngudi ban giao, ghi chi.

3. S8 Theo ddi khai thic, sif dung hé so can bo, cong chitc theo méu SO3-
BNV/2008 c6 quy cach nhu sau:

a) Trang bia 1am béng chat liéu gidy c6 dd bén cao khé A4 (210 x 297 mm);

b) Cac trang rudt clia sé lam bang chat liéu gidy tring khé A4 (210 x 297
mm) vdi 8 cot ti€u chi thong tin sau: S§ thit tu, ngay nghién cttu, ho va tén nguds
nghién ciru, don vi cong tic, ndi dung nghién ciru, hinh thic nghién citu, ngay tra,
ghi chu.

4. B sung tiéu chi “dién bién qu4 trinh lvong clia cdn b, cong chic” vao Su
yéu 1y lich cén bd, cong chifc theo méu 2c-BNV/2008 va thdng nhat sir dung mau -
nay thay th€ miu So yé&u 1y lich 02a-BNV/2007 ban hanh kém theo Quyét dinh s6
06/2007/Qb-BNV ngay 18 thang 6 nam 2007 cta Bo trudng BO Noi vu vé viéc
ban hanh thanh phin hé so c4n bo, cong chifc va mau biéu quan 1y hd so can bo,
cong chic. | _

~ Diéu 2. Quyét dinh nay c6 hiéu lyc thi hanh sau 15 ngay, ké tit ngay dang
Cong béo.

~ Diéu 3. Bo trudng, Th trudng co quan ngang bo, Thi trudng co quan thudc
Chinh phi, Chu tich Uy ban nhan dan tinh, thanh phé truc thudc trung uong, cic don
vi su nghiép va doanh nghiép nha nude chiu trach nhiém thi hanh Quyét dinh iay /. 7

Noi nhdn:

- Nhu diéu 3;

- TTg Chinh phi (dé bdo c4o);

- Cdc Ph6 TTg Chinh phii (dé bao céo);
- Van phong Chil tich nudc;

- Vin phong Quéc héi;

- Ban Té chitc Trung uvong Dang;

- Toa dn NDTC;

+ Vien Kiém sat NDTC;

- Kiém todn Nha nudc;

- HDND cic tinh, Tp truc thuéc TW,

- Cuyc Kiém tra van ban (Bé Tu phip);

- S0 Noi vu céc tinh, Tp tryc thudc TW,
- Bo Noi vu: B6 trudng, Thit trudng va cac don
vi, t8 chic thuoc Bo;

- Cong bao;

- Website Chinh phu;

-Lwu VT, CCVC,




CHONG HOA XA HOI CHU NGHIA VIET NAM
Péc lap - Tu do - Hanh phiic

SO PANG KY
HO SO CAN BO, CONG CHUC

Co quan, don Vi .......cooooiiirci e e rreeerarearrres
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'HUGONG DAN CACH GHI SO PANG KY HO SO CBCC
(Méu S01-BNV/2008 ban hanh kém theo Quyét dinh sb 02/2008/QD-BNV
ngay 06/10/2008 cua B6 trudng Bd Noi vu)

1. S6 th ty: ghi s6 dém ting dan Ung voi mbi mdt ho so cha cén bd, cong chirc
duge vao So6 dang ky ho so.

2. S’é h(:S so: ghi s cia hd so dugc co quan quan 1y hé so danh sér theo céch‘sép
x€p hd so can bg, cong chirc quy dinh tai khoan 2 Diéu 13 Quy ché guén ly ho so
can b, cong chirc ban hanh kém theo Quyét dinh s6 14/2006/QD-BNV ngay 6
thang 11 ndm 2006 cta B0 trudng BO N§i vy,

3. Ho va tén khai sinh: viét chir in hoa ding véi ho va tén trong hd so c4 nhan cia
can bg, cong chirc.

4. Cac tén goi khac: ghi tén goi khéc ho#c bi danh khac da dung trong hoat dong
cach mang, trong linh vuc bdo chi, van hoc nghé thuat,... (néu cd) cua céan bo,
cong chuc ding nhu can b§, céng chire khai trong hé so.

5. Ngdy thang nim sinh: ghi diing va ddy dil nhu ngdy, thang, nim sinh ma can b,
cbng chirc khai trong hd so ¢4 nhan.

6. Qué quan: ghi dung va déy di nhu qué quan ma can b, cong chirc khai trong hé
s¢ ca nhén.

7. Chitc vy: ghi chirc vy cao nhat ciia cén bd, cong chirc tai thoi diém vao S6 dang
ky ho so.

8. Co quan cdng tac: ghi tén co quan, td chuc, don vi ma can b, cong chac hién
dang cong t4c tai thai diém vao S6 dang ky ho so can bg, cong chirc.

9. Ghi chi: ghi nhimg théng tin bd sung vé dic diém cia hd so dé gitip cho viée
quan ly va theo ddi ho so cua can bg, cong chirc duge thuin tién./.

Ghi chb: Hidmg ddn trén ddy dugc in & mat sau cua trang bia quyén S6 Ping ky hd so
cdn bg, cong chirc theo Mdu S01-BNV/2008
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Qué quén

Chirc vu

Co quan cong tac

Ghi chi
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G So2:BAY, ﬁ’ ban hanh kém theo Quyét dinh 56 02/2008/0D-BNV ngay 06/10/2008 cua

Z7ONG HOA XA HOI CHU NGHIA VIET NAM
Péc lap - Tu do - Hanh phiic

SO GIA0 NHAN
HO SO CAN BO, CONG cHUC

Coquan, AOM VI: ...ttt es e e a e ee s e




HUONG 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 B truong B N6i vu)

1. 86 thir tu: ghi s6 d&m tang dan tmg véi m&i mdt hd so cia can b, cong chire khi
dugc tiép nhén hodc chuyén giao cho co quan, to chirc, don vi khac quan ly.

2. Ngay ban giao: ghi ngay, thang, nim tién hanh viéc ban giao hodc tiép nhén hd
so theo quy dinh tai Diéu 10 va Dleu 11 Quy ché quan ly hd so can bg, cong
chirc ban hanh kém theo Quyét dinh s6 14/2006/QD-BNV ngay 6 thang 11 nim
2006 cta B trudng Bé Noi vu.

3. Ho va tén nguoi ban giao: ghi ho va tén ctia ngudi duge co quan ¢o thdm quyén
phan céng hodic uy quyen thuc hién vige chuyen giao hd so can bd, cong chuc
thudc thim quyen quan ly ciia co quan, tb chitc, don vi minh cho co quan, to
chirc, don vi khac quan ly.

4. Pon vj cong tac: ghi tén co quan, tb chire, don vi thyue hién viée chuyén giao hd
so cla can bg, cong chuc.

5. N§i dung ban gjao: ghi rd chuyén giao hé so cia ai theo ding thu tuc chuyén
giao hd so quy dinh tai khoan 2 Diéu 10 Quy ché quan ly hd so cén bd, cong
chirc ban hanh kém theo Quyét dinh sé 14/2006/QD-BNV ngay 6 thang 11 nim
2006 cua B trudng B N6i vu.

6. Ho va tén nguoi nhan: ghi ho va tén cia nguoi dugc co quan co thAm quyén
phén cong hojc uy quyen thye hién viéc tiép nhan hd so can bg, cdng chuc cua
co quan, t6 chirc, don vi khdc chuyén giao cho co quan, té chirc, don vi minh
quan ly.

7. Pon vi cong tac: ghi tén co quan, td chirc, don vi thuc hién viéc tiép nhén hd so
can b, cong chic.

8. Chit ky ngudi nhan: ngudi tryc tiép lam nhiém vu tiép nhén hé so ky tén.

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

10. Ghi chu: ghi nhitng théng tin bé sung vé dic diém ctia hd so khi ban giao (néu
can thiét) dé thun tién cho céng tic quan ly ho so sau nay./.

Ghi chi: Huéng ddn trén ddy duge in 0 mdt sau cua trang bia quyén S6 Giao nhdn hé
so cdn bg, céng chirc theo Mdau S02-BNV/2008



S6 | Ngay ban giao Ho va tén Don vj cong tic N§i dung ban giao
TT ngwoi ban giao
1 2 3 4 5




Ho tén ngudi nhén Don vj cong tac Chir ky Ch& k?'r Ghi chi
ngwdi nhan | 2801 giao
6 7 8 9 10
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CONG HOA XA HOI CHU NGH[IA VIET NAM
s Doc lap - Tu do - Hanh pkic

SO THEO DOI KHAI THAC, SU DUNG
HO SO CAN B, CONG CHYC

Coquan, don vi: ... e, e ——————




HUGONG DAN CACH GHI SO THEO DOI .
KHAI THAC, SU DUNG HO SO CAN BO, CONG CHUC
(Miu S03-BNV/2008 ban hanh kém theo Quyét dinh s6 02/2008/QD-BNV
ngay 06/10/2008 cua B$ tnrong B Noi vu)

1. S6 thir tu: ghi s6 dém ting dén tuong Gng véi mdi lugt nghién ciru hd so cha can
b9, cong chirc.

2. Ngay nghién ctru: ghi ngay, thang, nim tai thoi diém td chirc hodc c4 nhin dén
nghién ctru, khai thac va sir dung ho so can bd, cong chirc ma co quan, t6 chire,
don vi dugce phan cap quan ly theo tham quyén.

3. Ho va tén ngudi nghién ctru: ghi ho va tén cha ngudi truc tiép dén nghién cin,
khai thac, sir dung hd so can bd, céng chirc do co quan, td chirc, don vi quén ly
theo quy dinh tai diém a va diém b khoan 1 Piéu 12 Quy ché quan 1y hd so cén
bd, cong chirc ban hanh kém theo Quyét dinh sb 14/2006/QD-BNV ngay 6 thang
11 nam 2006 cua B trrong Bo Noi vu.

4. Pon vi cong téc: ghi tén tén co quan, to chire, don vi cia ngudi dén nghién ctry,
khai thac va sir dung hoé so cia cén bg, cong chure.

5. N6i dung nghién ciru: ghi rd nghién ciru hd so cta ai, vé vin dé gi theo ding
quy dinh tai diém a khoan 2 Piéu 12 Quy ché quan 1y hd so cén bd, cong chirc
ban hanh kém theo Quyét dinh sé 14/2006/QD-BNV ngay 6 thang 11 nim 2006
ctia B§ trudng Bo Noi vu.

6. Hinh thirc nghién ctru: ghi ré hinh thirc nghién ciru, khai thac va sir dung hé so
cén b, cong chirc theo quy dinh tai khoan 5 Piéu 7 va diém b khoan 2 Diéu 12
Quy ché quan Iy hd so can bj, cdéng chirc ban hanh kém theo Quyét dinh s6
14/2006/QD-BNV ngay 6 thang 11 nam 2006 cia B truéng Bd Néi vu.

7. Ngay tra: ghi ngdy, thang, nam tai thoi diém ma t8 chirc hoac c4 nhan tra lai hd
so d3 muon dé nghién ciru, khai thac va sir dung sau khi da thuc hién theo ding
quy dinh tai diém b khoan 3 Piéu 12 Quy ché quan 1y hd so cén bd, cong chirc
ban hanh kém theo Quyét dinh s6 14/2006/QD-BNV ngay 6 thang 11 nam 2006
cia Bo truong B Néi vu.

8. Ghi chu: ghi nhitng tinh tiét phat sinh trong qua trinh nghién ciru, st dung va
khai thac hd so cén bd, cong chire (nam can thiét) dé thudn tién cho viéc theo ddi
va quéan ly ho so sau nay./,

Ghi chii: Huéng dén trén déy dwoc in & mdt sau cia trang bia quyén S6 Theo dbi khai
thdc, str dung hé so cén bg, cong chikc theo Méu S03-BNV/2008
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Don vi cong tic

Ho va tén

Ngay
nghién ciry nz2wdi nghién ciru
J 2 3 4




Néi dung nghién ciru

Hinh thire nghién ciu

Ngay tra

Ghi chu
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Anh mau
(4 x6cm)

5) Que qUAN: X8 ..o

6) Dan toc: . et
8) Noi dang ky ho khéu thudng tri:

3) Sinh ngay: ..............

4) Noi sinh: X& .o,

.. 86 hi¢u cdn bd, céng chifc: ..o

./ SOYEULY LICH CAN BY, CONG CHUC

1) Ho va t80 Khai SIII (Vg1 chif in BOBY: 1voerer oot ceseeeeeesseemssseecoeevessesestsee s sems e eee s st

2) Tén goi khdc:....ocveie

thang ............ NAM.....ccoocccccmnremnnnnnr , G1T1 tinh (nam, Az oo

SHuyen e TION

w TYTON BIAO! et

(54 nha, duimg ph8, thanh phd; xém, thon, x&, huyEn tmh)

0) Nai & hién nay: .

N e e
10) Nghé nghiép khi dugc tuyén dung: ..o

11) Ngay tuyén dung: ............../ vy OO QUAN TUYEN QUG ...t ettt e

12) Chitc vu (chitc danh) hién tai:.

{Vé chinh quyén hoic Ding, doan thé, ké cé chite vu kiem nhlém)
13) CONZ VIEC CRIMN AUOC BIAO: w.......ooooeooe st oees et et e e et o e e

14) Ngach cong chifc (VIER CHITC) i oottt esees o

M3 ngach: ..o

Bac luong: ..., Hesd: ..., Ngay huong: ...../e...foceeo, Phu c8p chidic vu: e, Phu cap khac: ...

15.1-Trinh do gido duc phd thONg (da (61 nghigp I6p MEYARUGE BE NAGK.......vereerreeeeerversiormsessssssssessessese st eseesssasesssssersssrssssnssssessssessses s

15.2-Trinh do chuyén mén cao nhat:..

(TSKH, TS, Ths, cit nhan , k§ su, cao ding, trung cﬁp 50 cﬁp chuyEn nginh)

15.3-Ly luan chinh try: .

(Caa cdp, trung cip, so ca‘p va tucmg duong)

15.5-Ngoai ngi:..

(Tén ngoai ngl + 'I'nnh do A B C D )

16) Ngay vao Pang Cong san Viétnam:........

.. 15.4-Quan 1y nha nuéc:...

(Chuyen vién cao cip, chuyén wen Lhmh chuyén wen cén S, .......)

e I80-TIN ROC, s
(Trinh do A, B, C....)

froioeee iy, Nglly chinh thife: o e

17) Ngay tham gia t6 chifc chinh trj-X& BOL: ..o oo e e e e e
(Ngay tham gia 14 chirc: Podn, Hoi, ... va [am viéc gi wong 8 chirc d6)

18} Ngay nhap ngii:........./...c..fovcricener, Ngay xudt ngile. ..o/, QuAn ham cao nhat: ..o,

19) Danh hiéu dugc phong téng cao nhit....

(Anh hiing lao dﬁng anh hiing hec lugng vil trang; nha gl.’iu thhy thudc nghe g nhan dﬂn va vu b, )

200) SO UUBIE CONE TAC: ..ooo oo emartsenrereesmesessssss st r8887 82 AE8 28 5201010 et et

21) Khen thurong: ...,

(Hinh thirc cao nhat, nAm nao)

23) Tinh trang sic Khoe: ...

24) La thuong binh hang: .../,

25) 56 chung minh nhan dan: ...

.. 22) Ky luat:
(vé dang, chmh quyén doan lhé hlnh thtrc cao nhﬂl nam nao)

, Chiéu cao:......., Cannang: ... kg, Nhém maw: ... ...

La con gia dinh chinh sdch: ... e
(Con thuong binh, con liét si, ngudi nhiém chat dﬁc da cam Dioxin)

Ngay cp: cetonrfnnnnn 26) 86 58 BHXH: oo
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Mdu 2C-BNY/2008 ban hanh kém theo Quyét dinh 5502 /2008/QD-BNV ngay 06 /10 /2008 ciia Bg triegng BS Ngi vu

27) DAO TAO, B&I DUONG VE CHUYEN MON, NGHIEP VU, LY LUAN CHINH TRI, NGOAF NG{J, TIN HOC

\ﬁ; bang,ching

Tén trudng Chuyén nganh dao tao, bdi dudng | Tirthang, nim- | Hinh thic
' Dén thang, ném | dao tao chi, trinh do gi
foemanid e

Ghi cfui: Hinh thitc ddo tao: Chinh qui, tai chiic, chuyén tu, béi duimg ../  Vian bing: TSKH, TS, Ths, Cir nhan, Ky su ......

28) TOM TAT QUA TRINH CONG TAC

Tit thdng, nam

Chifc danh, chiic vu, don vi cong tic (dang, chinh quyén, doan thé, t8 chic xa hoi), ké
dén thing, ndm | ca thdi gian duge dao tao, bdi dudng vé chuyén mon, nghiép vu, ...




Mau 2C-BNV/2008 ban hanh kém theo Quyét dinh sé 02 /2008/0B-BNYV ngay 06 /10 /2008 cia Bd truong B Noi vu

29) DAC DIEM LICH SU BAN THAN:

- Khai.ro: bi bﬁ[, bi til (i ng2y thing ndm ndo dén ngdy thing nam nao, & daw), dd Xhai bao cho ai, nhimg vén dé gi? Ban than ¢é lam
viéc trong ché do cii (co quan, don vi nio, dia diém, chiic danh, chifc vy, thei gian Jm viéc ...)

- Tham gia hodc c6 quan hé véi cdc t8 chifc chinh tri, kinh (&, xd hoi nio & nuéc ngodi (lam gi, t6 chic nao, dat ry s 3 dau ... : ...

- C6 than nhan (Cha, Me, Vg, Chéng, con, anh chj em ruot) & NUGC NEOAT (AM €1, di8 ChT 1. } 7 ceorroioerecenerrr s ssarmers s s

30) QUAN HE GIA DINH
a) Ve ban than: Cha, Me, V¢ (hoic chdng), ¢ic con, anh chi em rugt

Mdi Ho va té Nam | Qué qudn, nghé nghiép, chiic danh, chic vu, don vi cong tic, hoc tap, nai &
quan 0 vaten sinh | (trong, ngoai nudc); thanh vién cdc to chic chinh tri-xd hi ... ?
he
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Mdu 2C-BNV/2008 ban hanh kém theo Quyét dinh s6 02 /2008/QD-BNV ngéy 06 /10 /2008 ciia B6 trieong B6 Noi vu

b) Vé bén vg (hodc chéng): Cha, Me, anh chi em ruét

Mdi Ho v3 Nam | Que qudn, nghé nghiép, chitc danh, chitc vu, don vi cong tic, hoc tap, noi &
quaﬁ 0 va tén sinh | {trong, ngodi nudc); thinh vién cdc t8 chirc chinh trj-xd héi ... 7
h¢
31) DIEN BIEN QUA TRINH LUONG CUA CAN BO, CONG CHUC
”'Ii'rhaing/ném
Ma ngach/bac
He s6 luong i |

32) NHAN XET, DANH GIA CUA CO QUAN, PON VI QUAN LY VA SUF DUNG CAN BO, CONG CHUC

Ngudi khai
To1 xin cam doan nhiing
l&1 khai trén day 1a diing su that
(Ky tén, ghi ré ho tén)

.................. , Ngay ... thdng.......ndam 20........
Thi trudng co quan, don vi quan Iy va sit dung CBCC
(Ky tén, déng ddu)
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