BO NOI VU CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phiic
So6: 44 2006/QD-BNV

Ha N¢i, ngay 06 thdng 4f ndm 2006

QUYET PINH
Vé viéc ban hanh Quy ché quan Iy hd so cin bo, cong chirc

BO TRUONG BO NOI VU

Can ci@ Luat T6 chitc Chinh phii ngay 25 thing 12 ndm 2001;

Cin cif Phdp lénh Cin bd, cong chifc ngiy 26 thing 2 nim 1998 va Phip lénh sira
déi, b6 sung mot s6 diéu ciia Phip lénh Cén bd, cong chiic ngiy 29 thing 4 nam 2003;

Can cif Nghi dinh 115/2003/ND-CP ngay 10 thing 10 ndm 2003 ciia Chinh phi
vé ch& 46 cong chirc du bi; Nghi dinh s6 116/2003/ND-CP ngay 10 thing 10 nam 2003
cia Chinh phi vé wyén dung, sit dung vd quén 1§ cén bd, cong chifc trong cdc don vi
su nghiép ciia Nha nude; Nghi dinh s6 117/2003/ND-CP ngay 10 thdng 10 nam 2003
ctia Chinh phi vé tuyén dung, sir dung va quan 1§ cén bg, cdng chific trong cdc co quan
nhi nudc;

Cin cir Nghi dinh 56 45/2003/ND-CP ngay 9 thing 5 nam 2003 ctia Chinh phi quy
dinh chifc ning, nhiém vu, quyén han vi co cu t§ chic clia BO Noi vy;
Xét dé nghi cia Vu truéng Vu Cong chiic - Vién chifc,

QUYET PINH:

Diéu 1. Ban hanh kém theo Quyét dinh ndy Quy ch& quan ly ho so can bd, cong
chure.

Diéu 2. Quyét dinh nay c6 hi¢u luc thi hinh sau 15 ngay, k€ tit ngay ding Cong
bdo.

Piéu 3. BS truémg, Thii trudmg co quan ngang bd, Thi trudmg co quan thulc
Chinh phi, Chi tich Uy ban nhan dan tinh, thanh phé truc thudc trung vong chiu trich
nhiém thi hanh Quyét dinh ndy./.

Neoi nhdn:

- Nhu diéu 3;

- TTg Chinh phi (dé béo cdo);

- Céc Phd TTg Chinh phii (dé béo cio);
- Vin phong Chi tich nudc;

- Vit phong Quéc hoi;

- Ban Té chirc Trung womg;

- Toh dn NDTC,

- Vitn Kiém sodt NDTC,

- HDND céc tinh, Tp truc thuéc trung vong,
- Cong béo;

- Websile Chinh phi;

-Lwu VT, CCVC.




BO NOI VU CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

QUY CHE
Quan ly ho so cin bo, cong chire
(Ban hanh kém theo Quyét dinh sé 14/12006/0D-BNV
ngay 06 thang 11 nam 2006 cua Bé tricomg Bé Noi vu)

Chuong I
NHUNG QUY DINH CHUNG

biéu 1. Pham vi diéu chinh

Quy ché nay quy dinh nguyén tic xay dung va quan ly hé so can bo, cong
chuc; thanh phin hé so cin bd, cong chirc vi méu bicu quan 1Y ko su cén bo,
cong chirc; ché do guan ly hé so cdn bd, cong chirc; trich nhiém cla cic co
quan, té chiic, don vi va cd nhan trong quin 1y hé so cin b, cong chite. ché do
bido cao va tdp hudn nghiép vu quan Iy ho so cin b, cong chiic.

Diéu 2. Déi tuong diéu chinh

Cén b0, cong chirc thudc d6i tugng diéu chinh cha Quy ché nay bao gom:

1. Nhilng nzuin dugc quy dinh tai khoan 1, 2, 3, 4 va khoan 5 Diéu 2 cua
Nghi dinh s6 117/2063/ND-CP ngay 10 thing 10 nam 2003 cua Chinh phu «&
tuyén dung, sir dung va quan ly cdn bd, cong chiic trong cic co quan nhia nudc
lam viéc trong céc co quan, 16 chic sau:

a) Céc 10 chic thude Van phong Quoc hoi thuc hién chic nang, nhiéin vu
giap viéc Qudc hoi, Uy ban Thutmg vu Qudc hoi, Hoi déng dan 1oc va cic Uy
ban ctia Qudc hoi, cic Ban cua Uy ban Thuomg vu Qudc hoi;

b) Cic 16 chic gidp viéc Chii nhiém Vin phong Chi tich nudc trong viee
phuc vu Chu tich nude thuc hién chirc nang, nhiém vu theo quy dinh cua Hién
phap va Phip luat;

¢) Ciéc 16 chic giip BO trudmg, ngudi dimg ddu co quan ngang BO, co quan
thudc Chinh phi thuc hién chitc ning quan 1y nha nuéc;

d) Cic 16 chic giip Uy ban nhdn dan tinh, thinh phd truc thuoc Trung
uvong vd Uy ban nhan dan quan, huyén, thi xa, thanh phd thudc tinh thue hién
chifc nang quan ly nha nudc;

d) Céc 16 chic gitp Toa dn nhan dan, Vién Kiém sat nhan dan cac cap
thue hién chic nang, nhiém vu theo quy dinh cua Hién phip va phdp ludr,

e) Co quan dai dién nudc Cong hoa xd hodi chd nghia Viét Nam & nude
nEoai.

2. Nhimg ngudi duoc tuyén dung, bd nhiém vao mot ngach vién chic hoic
giao gif mot nhiém vu thudng xuyén trong cidc don vi su nghiép cua Nhit nude
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quy dinh tai théu 2 cua Nghi dinh s6 116/2003/ND-CP ngay 10 thang 10 nan
2003 ctua Chinh pht vé tuyén dung, sit dung va quan 1y cin bd, cong chifc trong
ciac don vi su nghiép cua Nhi nudc,

3. Cong chirz dy bi lam viée tai cic co quan quy dinh tai khoan |, 2, 3 3
5, 6 va khodn 8 Diéu 2 Nghi dinh 115/2003/ND-CP ngay 10 thang 10 nam 2003
cua Chinh phu vé ché d6 cong chite du bi.

4. Nhing ngutni duge quy dinh tai diém b, ¢ khoidn 1 va khoan 2 bnéu 2
Nghi dinh 114/2003/ND-CP ngay 10 thing 10 nam 2003 caa Chinh phi ve can
bd, cong chure xi, phudng, thy tran.

5. Thanh vién HOI déng quan tri, Tong gidm doc, Pho 6ng gidm Jdoc,
Giam doc, Phé gidm doc, K¢ todn trudong va nhimg can bd quan ly khic trong
céc doanh nghiép nhi nudc.

bPiéu 3. Giai thich tir ngir
Trong Quy ché niy, cic tir ngir dudi diay dugc hiéu nhu sau:

1. “Cu quan ¢6 thdm quyén quan 1y cdn bd, cong chic” 1A co quan, 16
chie, don vi duge giao thim quyén tuyén dung va quéan Iy cén b, cong chiic.

2. "Co quan, 16 chic, don vi c6 tham quyén quin ly hé so cdn b, cong
chitc" 1a co quan, 16 chic, don vi duge giao thim quyén quan 1y true tiép hé so
cian bo, cOng chiic.

Picu 4. Khai niém ho so cin b, cong chirc

1. H6 so cén b, cong chie [a tai liéu phdp Iy phan dnh cic thong un ¢
ban nhit vé cdn bg, cong chirc bao gdm: ngudn gdc xudl than, qud trinh cong
tic, hoan canh kinh (&, phdm chat, trinh d0, nang luc, cic méi quan hé gia dinh
v xa hoi cta cidn bd, cong chic.

2. H6 so go: 1a ho so cua cén bd, cong chiic do co quan ¢6 tham quytn
quan 1y can bd, cong chirc lap va xdc nhan ldn ddu khi cin bd, cong chiic duoc
tuyén dung theo quy dinh cia phép luat,

DPicu 5. Nguyén tac xdy dung va quan 1y ho so cian b, cong chuc

|. Xay dumg va quan Iy hé so cdn bd, cong chic 14 trich nhiém cia ngum
dimg ddu co quan c6 tham quyén quan 1y cin bd, cong chiic.

2. Cong tic xdy dung va quan ly ho so cdn bd, cong chic dugce thuc hicn
thong nhat. khoa hoc dé quan 1y dugc ddy du, chinh xdc thong tin cla timg cén
bo, cong chite tir khi duoc tuyén dung viao co quan, 16 chitc, don vi nhi nudc
dén khi ra khoi co quan, 16 chie, don vi nhi nuée nhiam ddp dng yéu ciu nghién
ctiu, thong ké, dinh gid, tuyén chon, dio tao, bdi dudng, bd nhiém, diéu dong.
biét phdi, ludn chuyén, bo tri sir dung, khen thuong, ky ludt, nghi huu va thue
hién chinh sdch déi vai cin b, cong chiic.

3. Ho so cin bo, cong chic duge quin ly, sir dung va bao quan theo che do
tar icu mal do Nha nude quy dinh, chi nhiimg ngudi duoc co quar, 16 chic, don
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vi €O thim quyén quan ly hé so cin bd, cong chdc dong y bang van ban md
duge nghién ciru, khai thic hd so cua cin bd, cong chire.

4. Cin b, cong chirc ¢b trach nhiém ké khai ddy di, 16 rdng, chinh xdc va
chiu triéich nhiém v€ tinh trung thuc ctia nhimg thong tin trong hd so do minh ké
khai, cung ciip. Nhimg tai liéu do cin b, cong chirc ké khai phai duge co quan co
thim quyén quan cin b, cong chitc hodc co quan ¢ thim quyén khic xic mual.,
chimg nhan.

biéu 6. Thanh phin hé so can bd, cong chiie
Thanh phan h6 so cdn b, cong chifc bao gém cdc tii liéu sau:

l. Quyén “Ly lich cdn bé, céng chirc” la tai lieu chinh v& bin budc o
trong thanh phidn hé so cdn b, cong chirc dé phan dnh toan dién vé ban thin,
cdc moi quan hé gia dinh, xd hoi cla cdn bd, cong chic. Quyén 1y lich do cin
bo, cong chire ty ké khai va duoc co quan ¢ thim quyén quan Iy cin bo, cing
chiic thdm tra, xdc minh, chiing nhan.

2. Bin “So yéu ly lich cdn bé, cong chue" | 1ai liéu quan trong phan dnh
t6m tat vé€ ban than cidn bd, cong chifc va cidc mdi quan hé gia dinh va xd hdi
cua ciin bo, cong chic. So yéu 1y lich do cén bd, cong chifc tr ké khai hoiac do
ngudi ¢6 trach nhiém ghi tir Quyén 1y lich can bd, cong chdc quy dinh tai khoan
| Diéu nity va cdc tai liéu bo sung khéc cla cin b, cong chifc duge cu giran ¢o
thdm quyén quan ly cdn bd, cong chifc xdc minh, chimg nhén.

3. Ban “Bo sung ly lich cdn bo, cong chic” 1a i liéu do cin bo, cong
chitc khai bé sung theo dinh ky hodc thco yéu cdu cla co quan c6 thim quyén
quan 1y cdn bd, cong chirc. Ban bd sung 1y lich duge co quan 6 tham quyén
quin ly cdn b, cong chuic tham tra, xdc minh, chimg nhén.

4. Ban “Tiéu sa tom tat” |a tai liéu do co quan, 18 chiic ¢6 tham quyvén
quan ly cin bd, cong chirc tém tit tir Quyén 1y lich cia cin bg, cong chic quy
dinh tai khoan | Diéu niy dé phuc vu cho bdu cir, b6 nhiém khi c6 yéu céu.

5. Ban sao gidy khai sinh; gidy ching nhén sirc kho¢ do don vi y t€ w ciap
huyén tro lén cdp vi cdc van ban cd lién quan dén nhdn thin cua cin bo, cong
chire; cdc loai gidy 1o ¢6 lién quan dén trinh dd dao tao cua cin bd, cong chiic
nhu: bang diém, van bing, chimg chi vé trinh d6 dio tao chuyén mon, ¥ luan
chinh tni, ngoai ng, tin hoc, béi dudng nghiép vu do co quan ¢é thim quyén
ching nhén,... Truémg hop, van bing chimg chi dugc cdp bing tiéng nudc ngod
phai duge dich sang liéng Viét Nam theo quy dinh cia phdp luat.

6. Cic quyét dinh vé viéc luyén dung, bo nhiém, diéu dong, biét phii, luar
chuyén, nang ngach, nang luong, khen thudmg, ky ludt,... clia cdn bo, céng chiic

7. Cic ban wr kiém diém, nhidn xét dénh gid cdn 99, cong chirc theo dinh
k¥ hodc theo yéu cdu cia co quan, 16 chifc, don vi ¢6 thidm quyén.

8. Cidc ban nihdn xét ddnh gid cla co quan, 16 chidz, don vi ¢6 tham quyésn
doi voi cén b, cong chite (hdng nam, khi hét nhiém k¥, bdu cir hoac bo nhiém,
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2idl thiéu img cu, thuyén chuyén, khen thuong, ky luat hoac sau cac dot cong
tic, 1W0ng két hoc 1ap...)

9. Ban ké khai 1ai san theo quy dinh cua phip luat,

10. Pon, thu k&m theo céc vin ban thdm tra, xdc minh, bién ban, ket luan
clia co quan, 16 chic, don vi ¢é thim quyén vé nhiing vén dé lién quan dén cin
bd, cong chirc v gia dinh cdn bd, cong chirc duge phan dnh trong don the
Khong luu trong thinh phin ho so nhitng don, thu ndc danh; don, thu chua dus
xem xét, két luan cia co quan ¢6 thim quyén.,

I 1. Nhimg van ban khdc c6 lién quan tryc tiép dén qua trinh cong ..o v
(uan hé xd hoi cta can b, cong chiic.

12. D vai cén b, cong chire duge bd nhiém giir chic vu lanh dao pha bo
sung ddy di cdc tai liéu ¢6 lién quan dén viéc bd nhiém vao hd so cha can x
cong chue do.

Nhing thanh phdn hé so can b, cong chic quy dinh tai khoan 1, =, 1 v,
khoan 4 Diéu nay do B6 Noi vu théng nhét ban hanh.

Diéu 7. Méu biéu quan Iy hé su cin b, cong chire

Cac miu biéu phuc vu cong téc quan Iy hé so cdn bd, cong chitc bao gdm:

[. SO dang ky hé so cdn b, cong chic: 1a sé ghi cde tidu chi co bian theo
hd so goc clia cdn b, cong chidc phuc vu cong tic quan 1y.

2. S6 giao, nhén hé so cdn bd, cong chiic: 1a s6 theo doi hé so can bd. cong
chie do cu quan, 16 chic, don vi khic chuyén dén heéc do co quan, 16 chiic,
don vi truc ti€p quan 1y hé so céan bo, cong chirc chuyén giao cho co quan, 16
chiic, don vi khac tiép tuc quan ly.

3. SO theo ddi khai thic, sir dung hé so cin b, cdng chic: 1a s6 theo do
ngudi dén nghién ciu, khai thic ho so cdn bo, cong chiic.

4. Phiéu chuyén hé so can bo, cong chic: la phi¢u liét ké ddy du thanh
phén, 56 luong cédc tai liéu trong hd so cin bd, cong chite khi chuyén giao ho so
cho cic co quan, 16 chire, don vi khdc quan ly.

5. Phiéu yéu clu nghién ciru ho so cin bd, cong chuc: 1d phiéa ding cho
ngudi dén nghién ciru hd so can bo, cong chirc. Phi¢u yéu cdu nghién ciru hé so
cdn bd, cong chic ndo, thi duge luu trong thanh phdn hd so cla cin bo, cong
chire dé.

6. Muc luc tai liéu fa bang ghi danh muc cdc thanh phéin tai ligu co nong
hé so cdn bd, cong chirc. Muc luc tai lidu duge luu trong thanh phdn hé sa can
b, cong chi.

7. Niém phong hd so la tem dén ngoai bi hd so cdn bo, cong chuie cumyg de
bao it hé so cén b, cOng chifc trong qud trinh vin chayén.

8. Bi h so la wii chifa tdt ca cdc thi liéu trong hd so cia mdt cidn bo. cong chur
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9. Tai licu hudng dan nghiép vu ve lap ho so, quy trinh sa dung, kha thae ho
s0, tra ciru, giai thich ndi dung céc tiéu chi ding trong hd so cin bd, cong chic,

Cic loai mdu biéu quan 1y hé so cidn bd, cong chiic quy dinh tai Dicu nay
do BO Noi vu thong nhit ban hinh.

_ Chuong 11 : )
CHE PO, TRACH NHIEM VA THAM QUYEN
QUAN LY HO SO CAN BO, CONG CHUC

Muc 1
CHE PO QUAN LY HO SO CAN BO, CONG CHUC

bi¢u 8. Lap ho so can bo, cong chirc

l. Trong thoi gian 45 ngly, ké r ngay c6 quyétl dinh tuyén dung lan dau.
cu uan ¢ tham quyén quan ly cian bd, cong chifc ¢6 trdch nhiéin hudng Jdin
cin bo, cong chic ké khai ly lich, hoan chinh cdc thinh phin hé s0 goc theo
quy dinh tai khoan 1, khoan 2, khoan 4, khoan 5 vi khoin 6 Diéu 6 cia Quy
ché nay.

2. Nguoi ding ddu co quan ¢ tham quyén quan '§ cdn bo, cong chi oo
trich nhiém 16 chdc tham tra v xdc minh tinh trung thuc cia cic tiéu chi thong
tin do cdn bo, cong chirc tr ké khai va déng dau xdc nhin chda co quan. w chic,
don vj d6 dé dua vao quan 1y,

Piéu 9. B6 sung ho so cin bo, cong chuc

|. Dinh ky hang nam chim nhat |4 ngay 15 thang 01 cia nam sav how
theo yéu cilu quan 1y doi ngii cdn bo, cong chiic, co Guan, 16 chic, don vi ¢6
thim quyén quan Iy hé so cdn bd, cong chitc hudmg din cin bd, cong chic ke
khai nhitng thong tin phdt sinh trong ky ¢6 lién quan dén ban than, quan hé g
dinh va xd hoi cia nam trudc dé bd sung vio hd so cin b, cong chiic theo quy
dinh tai khodn 3 Diéu 6 ciia Quy ch¢ nay.

2. Co quan, 16 chiic, don vi ¢6 tham quyén quin 1Y h6 so cén bo, cong chuo
¢6 trach nhiém suu tdm, thu thap nhing tai lidu ¢6 lién quan d&n cin bo. cong
chirc thude d6i tuong quan 1y dé€ bd sung viio hd so clia cdn bo, cong chic. Cic
tai liéu thu thap duge phai bao dam tinh trung thuc nhu ghi ré6 ho va tén, don v
clla ngudi cung cdp tai lidu; ho va 1én ngudi trich sao, ngudn goc trich sao, ngiy
trich sao... va phéi duge co quan ¢6 thim quyén quan ly cdn bd, cong chic »i
nhan.

3. Ho so ¢dn b, cong chirc bi hu hong, that lac, thi viéc lap lai hd <o mdn
thay the phai duge nguoi dimg diu co quan ¢6 thim quyén quan ly cin bo, cong
chie quyét dinh thue hién.

4. Viéc sira chira ciac dir Li¢u thong tin trong ho so cin bd, cong chuc pha
duoc ngudi dimg ddu co quan c6 thim quyén quan 1§ cdn bo, cong chirc guyél
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dinh sau khi da ¢6 két qua tham tra, xdc minh theo ding quy dinh cta phap
ludt. Trudmg hop cic thong tin trong hé so cua cdn b, cong chirc khong thong
nhét gira cdc tai liéu, thi can cif vao hd so ldp ldn ddu khi cdn bd, cong chiic
dugc tuyén dung vio co quan, 16 chifc, don vi ciia nhi nude dé xdc dinh.

Diéu 10. Chuyén giao hé so cin bo, cong chic

. Can bo, ¢Ong chirc duge diéu dong, luan chuyén dén cu quan, 10 chi,
dun vi khic hoic duge bd nhiém chic vu thude co quan khic quan 19, thi ho su
cua cin bo, cong chite d6 duge chuyén cho co quan, 16 chie, don v; co thidm
quyen quan Iy hé so méi quan 1y. Cén b, cong chirc duge biét phiai dén co
quan, 16 chic, don vi khdc, thi co quan, 18 chic, don vi ¢6 thim quvén yudn |,
hd so can bd, cong chic sao chup 01 bo hd so cua cin bd, cong chire - J¢ co
quan ¢ tham quyén quan 1y céin bo, cong chiic mdi theo doi.

2. Khi chuyén giao hé su cin b, cong chifc phai tudr thi céc quy dinh sau.

a) Kiém tra tai liéu, ghi phi€u chuyén hé so;

b) Niém phong hé so;

¢) Vao s6 giao, nhin hé so;

d) Lap bién ban ban giao hd so.

3. Cén b0, cong chic khong con lam viéc tai co quan, 18 chire, don vi, thi
viéc chuyén giao va luu giit hé so duge thue hién nhu sau:

a) Doi véi can b, cong chie nghi huu, nghi mét sic, thér viée hoac by ky
luat budc thér viéc, thi duge nhin mot ban sao so yéu ly lich, quyét dinh lién
quan. H6 so gbc vin do co quan, t6 chic, don vi ¢6 thidm quyén quin Iy ho so
cin bd, cong chuc luu gitr

b) Dai vai cdn b, cong chic tir trdn gia dinh cdn bo, cong chic duge nhan
mot ban sao so y&u 1y lich. Hé so cua cdn bo, cong chite dé vin do co quan, 16
chire, don vi ¢6 thim quyén quén 1y hé so cin bd, cong chie fru giir;

¢) D6i vai cin bd, cong chifc chuyén ra khodi co quan, 16 chiic, don vi cua
Nhi nuéde duge nhin mot ban sao so y€u 1y lich clia ban than. H6 so gbc viin do
¢0 quan, 16 chirc, don vi ¢6 thim quyén quin 1y hé so cla cdn b, cong chire do
luu gilr va chi duge chuyén giao cho cdc co quan, t6 chiic, don vi khic gudn Iy
khi cdc co quan, 16 chiic, don vi d6 ¢6 yéu cdu béng van bin.

4. Viéc chuyén giao hd so phdi do cin bd, cong chire duge phin cong lan
cong tic 16 chiic cdn bo thudc co quan, 16 chifc don vi 1i€p nhdn cin bo, cong
chirc thue hién. Truémg hop khoang cich qua xa noi tiép nhan, thi hé so cin b,
cong chiic dugc chuyén theo dudmg buu dién.

biéu L1, Tiép nhan ho so cin bd, cong chirc

I. Cich thic tiep nhidn ho so cén b, cong chic thyc hién nhy suu

1) Cin bo, cong chiic duoe diéu dong, luin chuyén hodc bé nhiém chue v
thude co quan b thim yuyén quan 1Y can bo, cong chite khde, thi co guan ¢
tham quyén quan 1y cidn bd, cong chic mai khi 1iép nhan cin bd, cong chir
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phai yéu cdu cu quan, 16 chie, don vi ¢6 tham quyén quan 1y ho so cian bo, cong
chic cil ban giao ddy du hé so cla cdn bo, cong chic dé;

b) Cén bd, cong chitc duoc biét phii dén co quan ¢é thdm quyén quin 1y
céin bo, cong chiic khic, thi co quan ¢6 thim quyén quan 1y can bd, cong chic
mdi yéu ciu co quan, 16 chic, don vi ¢6 thdm quyén quin 1y hé so cua cin bo,
cong chire d6 gui mot bo ho so l1a ban sao dé theo doi.

2. Thai gian i€p nhdn héd so 1a 30 ngady ké tir ngdy cin bd, cong chiv ¢o
quyet dinh diéu dong, luan chuyén, biét phai hodc bd nhiém chirc vu & co quan,
td chifc, don vi kKhic.

Ho so khi Li¢p nhin phai bao dam cac yéu clu sau:

a) Kiém tra niémn phong, ddu buu dién (nfu gii qua dudmg buu di¢n) va
xic nhén tinh trang tai liéu nhan duge vio phi€u chuyén hé so va gl tra phicu
niay cho noi giao ho so,

b) Vo s6 nhan hé so,

¢) Lap s6 ho so,

d) Phan loai tai li¢u;

d) Lap phiéu liét ké 1ai Liéu;

¢) Lap phiéu kiém sodt hé so;

g) Vao 50 dang k¢ hé so;

h) Lap bién bin giao nhan.

Diéu 12. Nghién ciru, sir dung hé so cin bé, cong chirc

1. Do1 tugng nghién ciru hod so cdn b, cong chiic:

a) Co quan <6 tham quyén quan ly cdn bd, cong chic duge nghien cau,
khai thic k6 so can bd, cong chidc dé phuc vu yéu ciu cdng tic;

b) Trong truémg hop cin thi€l, duoc sy dong ¥ cha ngudi dimg ddu co
quan, 16 chic, don vi ¢6 tham quyén quin 1y hé so can bd, cong chikc, thi cin
bo, cong chiic duge nghién ciru toan bd hoac mot phdn hd so cua minh hodc dé
nghi co quan, 16 chic, don vi ¢6 thim quyén quan 1Y hé so cung cip ban sao so
yéu 1§ lich cia minh d¢ phuc vu cho viéc giao dich hanh chinh cha ban than;

¢) Ngudti duge co quan, 16 chic, don vi ¢6 tham quyén giao nhi¢m vu
nghién citu hd so cha can bd, cong chirc phai ¢6 muc dich cu thé, 16 rang v bio
dam cdc thu tuc theo quy dinh tai khoan 2 Diéu nay.

2. Cic quy dinh khi nghién ctru ho so cin bd, cong chiic:

a) Co gidy gidi thidu cla co quan, t6 chitc, don vi ¢6 thim quyén ghi 1o dia
chi, chitc danh, yéu cdu nghién ciru hd so cia ai, vé vidn dé gi. Cic yéu ciu phai
ducie ghi cu thé trong Phi¢u nghién ciu hd so cdn bd, cong chic auy dinh tai
khoan 5 Dic¢u 7 cua Quy ché nay va phai duoc ngudi dung diu co quan, 15 chir,
don vi ¢6 thidm quyén quan 1y hé so cin bd, cong chic dbng ¥;

b) Chi ducc nghién ciru tai noi luu gilr ho so cin bd, cong chiic:



¢) Chi duge xem nhing tai liéu (hoac mot phdn tai lidu) ¢6 ndi dung Lién
quan dén nhiém vu, cong vu duge giao;

d) Khong dugc lam sai léch ndi dung va hinh thde héd s cdn bd, cong chi
nhu: dinh dau, tdy xoa, sira chira, thém, bét cic tai liéu da co rong hd so;

d) Duge sao chup lai nhimg tai liéu lién quan trong thinh phan ho so can
bo, cong chite khi duoc ngudi dimg ddu co quan, t6 chiic, don vi ¢6 thdm quyén
quan ly ho so c¢in b, cong chic cho phép.

3. Nhiém vy ctia can bd, cong chdc truc tiép lam cong téc quan ly ho su
can bo, cong chirc:

a) Cung cdp dung va diy dd cdc tai liéu cho nguin dén nghién airu, kha
thac hé so cdn bd, cong chirc theo Phidu nghién ciru hd so cin bd, cong chiic di
duge nguti ding ddu co quan, 16 chic, don vi ¢6 tham quyén quin Iy hd so cén
b0, cong chuc phe duyét,

b) Kiém tra tinh trang hé so khi trd phai bao dam ding nhu khi cho mugn
va vao s0 theo doi nghién ciru hd so cdn bo, cong chiic theo quy dinh tai khodn
3 Diéu 7 ciia Quy ché nay;

¢) Sao luc hé so cho ngutn dén nghién cdu, khai thac hé so theo Phigu
nghién ciu hd so cin b, cong chic di duge ngudi dimg ddu co quan, 16 chiic,
don vi ¢6 thim quyén quan 1¢ hé so can bd, cong chic phé duyét.

Piéu 13. Luu giir ho so can bd, cong chire tai co quan, 16 chire, don vi
¢6 thim quyén quan 1y ho so cin bé, cong chiic

1. Viéc luu gitr hd so goc clia ¢dn bd, cong chic phai thuc hién ddy du cac
bude: Lip s6 hd so, phan loai tai héu, 1ap phiu Liét ké tai liéu, 1ap phiéu kicm sodt
hé so va vio sd ding k¥ hé so; 1ap thu muc hd so dé phuc vu cong téc tra ot

2. Lawu giir hd so cin bo, cong chitc phai bao dam céic yéu cdu sau:

a) Sdp xép hé so theo vén €n A, B, C hodc theo ddu méi truc thude bao
dam nguyén tic dé tim, dé thdy, dé ldy, dé bao quan va khong bi nhiu nit hoac
thdi lac ho so;

b) Tai li¢u trong moi hé so cin bo, cong chic phai duge xép riéng thank
timg nhém theo thir ty thoi gian, dé dé tra ciu, kém theo phiu liét ké th lidu,
phi€u kiém soit hé so va dé trong mot bi hé so;

¢) Ngoai bi hé so ghi cic thong tin vé cén bd, cong chic dé phuc vu cho
cong tac tim Ki€ém, luu gilt nhu ho vi tén, cic bi danh, qué quan, s6 hd so.

3. Quy trinh luu giwt hé so cin bd, cong chic duge thuce hién nhy sau

a) Kiém tra va xir ly dé biao diam ciic tai liéu duoc luu trong thinh phéan ho
su la nhitng tai liéu chinh thic, tin cdy va c6 gia tri phap ly;

b) Loai bé rhimg tai liéu tring, thira chi gif lai méi loan tai liéu mot ban
Nhimg tai liéu hu hong (1ai liéu by phai md, rdch nét...) thi phai ¢é bién phép
phuc ché hodc sao chép lai noi dung va luw déng thai véi ban cii;

¢) Truong hgp cén huy tai lidu trong thanh phin hd so can 26, cong chun
phai thanh lap Hoi dong huy hé so cdn bd, cong chic. Hoi déng huv ho su cén
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bo, cong chic do nguin ding diu co quan ¢d thim quyén quan ly can bo, cong
chic quyét dinh. Khi tién hanh tiéu huy phai ldp bién 2an ghi 1 ly do huy, co
quan ¢6 thim quyén cho phép huy hé so cin bd, cong chiic, danh muc 1ai licu
huy, ngay vi noi huy... Bién ban huy phai luu trong thanh phin hé so cin bo.
cong chirc.

biéu 14. Bao quan ho so can bd, cong chire

1. Co s0 viit chdl va trang thiét bi bao quan ho so cdn bo, cong chiw bao gom

a) Khu vire bao quin ho so la noi cdt v luu gilt hé so cdn bd, cong chuic. Khu
vie bao quan ho so phai bao dam da dién tich theo quy dinh va ddp ting dugc cdc
yéu cdu vé moi tnudmg, an ninh, an toan, kho rdo, thodng khi. Khu vise bdo quin hd
so cdn tich biét vii gdn véi khu vire nghién ciru hé so cén b, cong chiic;

b) Trang thi€t bi va phuong tién bio quan hé so gém: 0, két (bao quan ta
liéu mat, 161 mat) gid, ké hé so, ban ghé, mdy diéu hod, mdy hat dm, méy hit
bui, quat thong gid, thiét bi bio chdy, binh ctru hda, thudc chdng am moc, b,
mot, chudt, din... bao dam hd so cdn bd, cong chic duoc luu gil lau dai.

2. Ché¢ dod bao quan dinh ky hé so can bd, céng chic thyc hién nhu sau:

a) Dinh k¥ hang thing hodc d6t xudt ti€én hanh Kiém tra va lam vé sinh
toan dién khu vuc luu gilt hé so cén bd, cong chiic;

b) Hang quy bio cio kiém tra chét luong, tinh trang hé so va cdc van dé ¢
lién quan dén hd so cin b, cong chic;

¢) Hang ndm, phun thudc chong moi, mot; lam vé sinh hé so v bao duony
cdac phuomg tién duge trang bi dé bao quan hé so.

Diéu 15, Cheé do bao mit ho so can bo, cong chiic

l. HO so cdn bg, cong chitc duge bao quan theo ché dé quan ly 1ai Licu ma
theo quy dinh cua phdp luat.

2. Ngudi dimg déu co quan, 16 chire, don vi ¢6 thim quyén quan ly Ld so
cin bg, cong chic chiu trich nhiém 16 chitc v quin 1y hé so cdn bd, cong chilc
bao dam diing cic quy dinh vé ché dd bao mat tai liéu.

Diéu 16. Ché do béo cido cong tac quan Iy hd so cin bd, cong chic

|. Théi diém bdo cdo cong tac quan 1y hé so cin bo, cong chic quy dink
nhu sau:

a) Dinh k¥ vito ngay 30 thing 01 nam sau, co quan, 6 chic, don vi «6 thim
quyén quan 1y hé so cin bd, cong chdc 6 trich nhiém bdo cdo cong tic quan Iy
hé so can b, cong chiic cia don vi minh v&i ngudi diing ddu co quan c6 thim
guyén quan 1y cin b, cong chic theo phan cip quan ly cdn b, cong chikc;

b) Dinh ky vao ngay 15 thang 02 cua nam sau cic B, co quan ngang 130
¢o quan thuoc Chinh phi (sau diy goi chung la Bo. nginh) va Uy San nhan dan
cic tinh, thinh phd trnyc thudc trung uvong (sau day go: chung 1a linh) ¢6 trich
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nhiém bdo cao tinh hinh thuc hién cong tac quan ly hoé so cidn bo, cong chic cus
B, nganh, tinh vé Bd Noi vu d€ tong hop va theo doi;

¢) Dinh k¥ hing nam, BO Noi vu ¢6 trich nhiém tong hop bio cao Thu
wwong Chinh phii tinh hinh va thuc trang céng téc quan I¥ hd so can bo, cony
chire cua cic Bo, nganh va tinh.

2. Noi dung bdo cdo cong tic quan ly hé so cén b, cong chire gém:

a) Ddnh gid viéc thuc hién Quy ché quan 1Y hé so cdn b, cong chuc cus
o quan, 16 chire, don vi;

b) Bido cdo thuc trang s6 lugng, chat lugng hd so cin bd, cong chic cus oo
quan, don vi va ddnh gid két qua viée nghién ciu, sir dung hd so phuc vu cho
cOng tdc quan 19 ddi ngii cdn bd, cong chific cha cu quan, 16 chire, don vi;

¢) Tinh trang trang thiét bi phuc vu cong tic quin Iy ho so;

d) SO lugng, chat lugng clia ddi ngd can b, cong chifc trie i€p liun cong
tac quan ly ho so cdn bd, cong chirc;

d) Kinh phi bao dam thuc hién cong tic quan Iy hé so cén bo, codng chiic;

¢) Kién nghi va dé xudt gidi phip d6i mdi ning cao hiéu qua cong 1éc quin
Iy hoé so trong nhimg nam tiép theo.

Diéu 17. Ché do béi dudng nghiép vu quan Iy hoé so can bd, cong chirc

1. Bo Noi vu xdy dumg ndi dung, chuong trinh, k€ hoach vi 18 chie b
dudng nghiép vu cho can bo, cong chic e tiép lam cong tac quan Iy he =
ciin bd, cong chic cua ciac Bo, nganh va tinh.

2. Can cu vao chuong trinh, ké hoach cla Bd Noi vu hodc theo yéu ciiu
nghiép vy, ngudi dimg ddu cdc Bo, nganh va tinh 18 chic béi dudng nghicp vu
cho cin b, cong chife truc ti€p 1am cong tc quan 1§ hé so cdn bo, cdng chiic
clia co quan, 16 chic, don vi thudc thdm quyén quan 1y cia BO, nginh vi tinh.

Diéu 18. Ché do quan ly ho so dién tir trong cong tac quan Iy cin bo,
cong chire

1. TO chic xdy dung co 50 dir liéu thong tin vé can bd, cong chire lar o
s@ d¢ quan |y ho so dién W cta cdn bd, cong chic trong pham vi todn qudc.

2. Trang by va sit dung cic cong cu tn hoc dé quan ly, khai thac b oo
phuc vu cong tic xdy dung va quan 1y doi ngid cdn bo, cong chic bao gl

a) Mdy vi tinh, mang mdy tinh cling véi phidn mém quéan ly thong nha e
Khai thic co sa dir li¢u v€ cin bd, cong chifc phuc vu cong tic thong ké va yéu
cau guan 1y doi ngu cidn bo, cong chic;

b) Mdy quét, mdy dnh k¥ thudt s&, video dé dua cic hinh anh, van bin ta
lieu v& hd s0 cidn bo, cOng chitc vio cdc phuong tién, thiét bi luu i, bido quan
phuc vu cong tac nghién ctru va khai thic ho so ¢dn bo, cong chiic;

¢) Timg budc nghién citu hé so cdn bd, cong chirc thong qua mang mé:,
vinh: vit cdc cong cu khic dé tranh tiép xic truc 1i€p vdi hé so gdc.

3. Phin mérm quan ly cdn bo, cong chire do Bo Noi vu thong nhuit quy dinb
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Muc 2
TRACH NHIEM QUAN LY HO SO CAN BO, CONG CHUC

Diéu 19. Trach nhiém cia co quan ¢6 thim quyén quin ly can b,
cong chure

1. Nguti ding ddu co quan c6 thim quyén quan 1y cidn bd, cong chic chi .
trach nhiém vé cong tac quan ly hé so cin bd, cdng chiic clia co quan, t¢ chic,
don vi minh.

2. Ngudi ding diu co quan cé tham quyén quin 1V cin bo, cong chuc »2r .
xét va quyét dinh nhimg ndi dung sau:

a) Lua chon ngudi du tiéu chudn nghiép vu d€ bé i lam chuyén wach ve
cong tac ho so can bd, cong chirc;

b) Té chiic cho cin bo, cong chic k& khai, tham tra vi lam tha tuc xdc
nhan hé so gbée, hé so cdn bd, cong chirc duge xay dung lai do bi thal luc hodc
hu hong vi cic 1 liéu khic theo quy dinh cha phip ludt;

¢) Dé nghi co quan c6 thim quyén xem xét, xic dinh lai, sira chira la
nhing tai li¢u trong hé so cdn bo, cong chiic;

d) Thong bdo cho cén bd, cong chitc biét két ludn xdc minh vé cic dir lidu
thong tin trong ho so do can b, cong chic ty khai khong thong nhat hodc
khong chinh xéc;

d) Huy bo nhiing tai liéu thira, tring lap, khong ¢6 ndi dung lién quan
trong hoé so;

¢) Xu ly ky iuat hoac dé nghi co quan ¢ thim quyén xem xét, xir Iy ky
ludt td chic, don vi va cd nhin c6 sai pham trong ké khai, quan 1y vi bio quin
hé so can bo, cong chie.

3. Ngudn ding diu co quan ¢ thidm quyén quan 1y cdn bd, cong chic dinh
ky hiang nim (hodc dot xudl) & chic kiém tra viéc thuc hién cdc quy dinh vé
quan 1¥ hé so cdn bd, cong chitc quy dinh tai Quy ché ndy va bio céo véi cu
quan, 16 chiic, don vi cdp trén truc tiép.

Piéu 20, Trich nhiém cua co quan, t6 chitc, don vi ¢6 thim quyen
quan Iy ho so cin bd, cong chire

I. Chdp hanh sy chi dao, kiém tra va huéng din nghiép vu vé cong 14c hio
su ¢idn b, cong chifc clia co quan cdp trén, ddng thii hudng dén, Kiém tra, don
déc cic co quan, 16 chife, don vi true thude.

2. T chic thuc hién cic quy dinh vé bd sung, chuyén gino ti¢p nhan,
nghién ciu, sir dung, lvu giir, bao quan hd so cdn bd, cong chirc theo quy dinh
tai Diéu 9, 10, 11, 12, 13, 14 va 15 cua Quy ché nay.

3. Giao nop diy du, kip thai cho co quan, 16 chire, don vi quan 1y ho s wia
bo, cong chifc cip trén nhilng tai Liéu lién quan dén ho s0 can bo, cong chic
hién dang cong uic ¢ don vi minh nhung thudc tham quy2n quan 1V cua co
quan, té chirc, don vi cdp trén.
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biéu 21. Trach nhiem cua cin bo, cong chirc truc tiép lam cong tac
quan 1y ho so can b, cong chirc

1. Chi dong dé xuat ké hoach, bién phip quan ly va kbai thac ho o can
bd, cong chire,

2. To chiic 15t viéc bd sung cac tdi lidu vao hé so cin bd, cong chuie bao
dam Kip thai, chinh xac.

3. To chifc tot viéc sip xép, bao quan ho so.

4. Curg cdp s6 liéu, w li¢u nhanh chéng, chinh xdc.

5. Nghién ciru, phdt hién cidc vin dé chua rd hodc méu thudn wong ho so
can bd, cong chite va nhimg van dé ndy sinh trong cong tic quan ly hé so, bio
cdo ngudi ding ddu co quan ¢ thdm quyén quan 1y hé so cdn bd, cong chin
xem Xét, xu ly.

6. Don doc, thu thap ddy du cac thanh phdn tai liéu trong hé so can ),
cong chic thudc thim quyén quén ly cba co quan, 18 chic, don vi minh.

7. To chiic phuc vu nghién citu, khai théc hé so cn bo, cong chiic

8. Thuc hién nguyén tac bido mét hé so, phat hién va kién nghi vai ngudn
¢O thidm quyén vé nhitng vén d¢é phdt sinh trong cong tdc quin 1y hé so cin bo,
cong chifc dé c6 bién phip giai quyét kip thai.

9. Thuimg xuyén hoc tap, trao déi kinh nghiém, béi duing ning cao trinh
do chuyén mon, nghi€p vu.

Piéu 22. Trich nhiém cua cin bd, cong chire doi véi ho so ca nhin

1. Tat ca cdn bd, cong chifc ¢ trich nhi¢m ké khai ddy du, rd ring, trung
thuce hé so cia minh theo huéng din hoac theo yéu cdu cia co quan, 10 chite,
don vi ¢6 thim quyén quan ly cén bo, cong chiic.

2. Cian bd, cong chic duoe quyén nghién ciu hé so cia minh tai co quan,
10 chirc, don vi luu gilr hd so trir cdc tai liéu quy dinh tai khodn 10 Diéu 6 cua
Quy ché nay.

3. Ciin bo, cong chic néu ¢6 kién nghy, diéu chinh, bd sung nhimg thong
tin trong hé so cia minh phai bio cdo véi ngudn ding diu co quan, té chic, don
vi ¢O thdm quyén quan 1y hd so cdn bd, cong chic xem xét, giai quyét hodc b
cao nguoi dung diu co quan ¢6 tham quyén quan ly cdn bo, cong chiic xem x£€1
quyét dinh.

Muc 3
THAM QUYEN QUAN LY HO SO CAN B0, CONG CHUC

Diéu 23. Thim quyén clia Bo, nganh v tinh trong viéc quan Iy ho s can
bo, cong chire

1. Truc tiep quan 1y ho so can bo, cong chic thudc pham vi qudn IV cua
BO, nganh va tinh,

2. Hudng dén, thanh tra, ki€ém tra viée thuc hién cic quy dinh v¢ guao o+
to s cdn b, cong clnie thude pham vi quan 1y ctia Bo, nganh va tinh.
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Diéu 24. Tham quyén cua Bo Noi vu trong viéc quan 1y ho su can bo,
cong chire

l. Thuc hién chifc ndng quan 1y nhid nudc vé cong tac quan 1y hé so cic
b, cong chic,

2. Truc tiép quan ly hé so b nhiém cin bd, cong chiic gilr chifc vu link
dao do Thi twéng Chinh phi bé nhiém va hé so b6 nhiém cin b, cong chiic
vio ngach chuyén vién cao cdp va tuong duong.

Chuong 111
TO CHUC THUC HIEN

Diéu 25. Trach nhiém cua Bé Néi vu

Bo Noi vu ¢é trach nhiém hudng din, kiém tra, dén déc cic Bo, nganh va
Uy ban nhén cdc tinh trién khai thuc hién Quy ché Quan 1y hé so cédn bo, cong
chifc trong ca nudc.

Piéu 26. Trach nhiém coa Vu T6 chirc can bo cac Bo, nganh va S& Noi
vu cdc tinh

1. Vu T chic cdn bo va S& Noi vu ¢o trdch nhiém tham muu gitp Bo
truomg, Thi truong co quan ngang BO, Thi trudmg co quan thudéc Chinh phu vi
Chu tich Uy ban nhdn dan tinh 18 chic trién khai thuc hién cdc quy dinh cla
Quy ché Quan 1y h6 so cdn by, cong chirc thudc pham vi B, nginh va tinh
quan Iy,

2. Tong hgp, bio cdo B trudmg, Thi trudmg co quan ngang Bo, Thu uudng
¢o quan thudc Chinh phii va Chi tich Uy ban nhin dan tinh vé cong tdc quan 1y
cong téc hd so cdn bd, cong chitc clia BO, nganh, tinh theo dinh ky hang nim dé
bdo cdo vé Bo NOi vu theo quy dinh tai diém b, khodn | Piéu 16 cia Quy che
nay.

3. Trong qud trinh thuc hién, néu c6 van dé gi vudng mic dé nghi Vy T6
chic cdn bd ciac BO, nginh va S& NoOi vu céc tinh phén dnh vé BO No1 vu de
nghién citu, gidi quyét.). 48




