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BO NOI VU
BO NOI VU CONG HOA XA HOQI CHU NGHIA VIET NAM

D6e lap - Ty do - Hanh phuc

S6 14/2006/QD-BNV
Ha Ngi, ngay 06 thang 11 nam 2006

QUYET PINH

Vé viéc ban hanh Quy ché quan 1y hé so ¢in bd, c¢dng chire

'BO TRUONG BO NOI VU

Cin cir Luat T6 chire Chinh phi ngay 25 théng 12 nam 2001;

Can ctr Phap lénh Cén b, cong chirc ngay 26 thang 02 ndm 1998 va Phéap léﬁh
sira doi, bd sung mdt s6 didu cta Phdp 1énh Cén bg, cong chuc ngay 29 thing 4
nam 2003;

Can cr Nghi dinh 115/2003/ND-CP ngﬁy 10 thang 10 nadm 2003 cua Chinh phu
vé ché do cong chirc dy bj; Nghl dinh sé 116/2003/ND-CP ngay 10 thang 10 nam
2003 ctia Chinh phu vé tuyen dung, st dung va quan 1¥ cén bg, cong chuc trong
cac don vi sy nghi€ép cua Nha nudce; Nghi dinh s6 117/2003/ND-CP ngay 10 thing =
10 nim 2003 ctia Chinh phit vé tuyén dung, str dung va quan 1§ cdn bd, cbng chirc
trong cic co quan nha nudc; J- |
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¥
Cin cir Nghi dinh s 45/2003/ND-CP ngay 09 thang 5 nam 2003 cta Chinh phu
quy dinh chirc ning, nhiém vy, quyén han va co cdu tb chirc ciia BS Nbi vu;

Xét @& nghi cta Vu trudng Vu Céng chirc - Vién chirc,

QUYET PINH: -

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché quan 1y ho so cdn bd, cong
churc.
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Didu 2. Quyét dinh nay c6 hidu luc thi hanh sau 15 ngdy, ké tir ngay ding Céng
béo.

Piéu 3. B4 trudng, Thi trudng co quan ngang Bd, Thu truéng co quan thude
Chinh phu, Chu tich Uy ban nhén dan tinh, thanh phd tryc thudc Trung uong chiu
trach nhiém thi hanh Quyét dinh nay./.

BO TRUONG

P Quang Trung
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BO NOI VU CONG HOA XA HQI CHU NGHIiA VIET NAM
Péc 1ap - Tw do - Hanh phace

QUY CHE
Quan ¥ hd so cdn b, cdng chire
(Ban hanh kém theo Quyér dinh s6 14/2006/05-BNV
ngay 06 thang 11 ndm 2006 cua B truong Bé Noi vu)

Chwong I
NHUNG QUY PINH CHUNG

Piéu 1. Pham vi diéu chinh

Quy ché ndy quy dinh nguyén tic xay dng va quan ly ho so cén bo, cOng cerc.
thanh phan hd so cén bo, cong chire va mau biéu quan Iy hé so cén bd, cong cerc,
ché do quan 1y ho so can b, cOng chuc; trach nhiém cla céc co quan, td chire, don

vi va cd nhén trong quan 1y hd so cén bj, cdng chirc; ché do béo cdo va tp huan
nghiép vu quan Iy hd so cin b, cong chirc.

Piéu 2. Poi twong didu chinh
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Can bg, cong chirc thudc déi tuong didu chinh ctia Quy ché nay bao gém:

1. Nhitng nguéi duge quy dith tai khodan 1, 2, 3, 4 va khoan 5 Piéu 2 cta Nghi
dinh sé 117/2003/ND-CP ngay 10 th#pg 10 nim 2003 ctia Chinh phu vé tuyén
dung, sir dung va quan Iy cédn bg, céng chiic trong cdc co quan nha nudc lam viée
trong c4c co quan, t6 chitc sau:

a) Céc td chirc thude Vian phong Qudc héi thuc hién chirc néng, nhiém vy gitip
vide Quéc héi, Uy ban Thuong vy Québc hoi, Hoi ddng dan toc va cdc Uy ban cua
Qudc héi, céc Ban cia Uy ban Thudng vu Quéc hdi;

b) Céc t6 chirc giip viéc Cht nhiém Van phong Chu tich nuéce trong viéc phuc
vu Chu tich nuéc thuc hién chirc niing, nhiém vu theo quy dinh ctia Hién phdp va
Phap luat;
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¢) Céc t6 chire gidp B trudng, nguoi ding dau co quan ngang B, co quan

thudc Chinh phu thuc hién chirc ndng quan ly nha nuoc;

d) Céc td chie gitip Uy ban nhan dén tinh, thanh phé truc thuée Trung uong va
Uy ban nhén dan quén, huyén, thi x4, thanh phfi thudc tinh thue hién chu¢ ning

quan 1y nha nudc;

d) Céc t6 chirc gitp Toa 4n nhin dan, Vién Kiém sat nhén dan cdc cap thuc hién

chirc nang, nhiém vu theo quy dinh cta Hién phdp va phap luét;
e) Co quan dai dién nudc Cong hoa xa hi chu nghia Viét Nam ¢ nudc ngoai.

2. Nhitng nguoi duoc tuyén dung, bd nhiém vao mdt ngach vién chirc hodc giao =
gilr mét nhiém vu thuong xuyen trong cdc don vi su nghiép cua Nha nudc quy %
dinh tai Diéu 2 ctia Nghi dinh s6 116/2003/ND-CP ngay 10 thang 10 nam 2003 cua
Chinh phii vé tuyén dung, sit dung v quan 1y cdn b, céng chiic trong cdc don vi

su nghiép cua Nha nudc.

3. Céng chie du by lam viéce tai cdc co quan quy dinh tai khoan 1,2, 3,4, 5,6 ¥
khoan 8 Diéu 2 Nghi dinh 115/2003/ND-CP ngiy 10 thiang 10 nam 2003 cm
Chinh pha vé ché d6 cong chirc du bi.

4. Nhitng ngudi duoc quy dinh tai diém b, ¢ khoan 1 va khoan 2 Piéu 2 Nghi Z
dinh 114/2003/ND-CP ngay 10 thang 10 nam 2003 ctia Chinh phii vé cén bg, con
chirc xi, phuong, thi tran.  «

t= Tel +84-8-3845 6684 * WwahuVienP apLuat.com

2

awSofi

5. Thanh vién Hoi déng quén tI’l Téng gidm dbc, Phé tong gidm doc, Gidm déc,
Pho giam ddc, Ké todn trudng va*nhlmg cdn bd quan ly khic trong cic doanh

nghiép nha nudc. e

Piéu 3. Giai thich tiv ngir
Trong Quy ché ndy, cic tir ngit duéi day duge hiéu nhu sau:

1. "Co quan ¢6 thim quyén quan 1y cin b, cdng chirc” 13 co quan, t6 chirc, don
vi dugc giao tham quyén tuyén dung va quan 1y can bd, cong chirc.

2. "Co quan, to chirc, don vi c6 tham quyén quan ly hd so cén bd, cong chire” 1a
co quan, to chire, don vi dugc giao thim quyén quén Iy truc tiép ho so cidn bg,

cOng chure.
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Diéu 4. Khai ni¢m ho so ¢an b, cong chire

1. Ho so can bd, cong chirc 1 tai liéu phép Iy phan anh céc thong tin co ban nhat
vé can b9, cong chire bao gdbm: ngudn géc xudt than, qud trinh cOng tac, hoan canh
kinh té, pham chét, trinh d8, ning luc, cdc mbi quan hé gia dinh va xa hoi cla cin
bd, cong chuirc.

2. Ho so goc la ho so cua can bg, cong chirc do co quan c6 tham quyén quan 1y
can bg, cong chuc lap va xédc nhén lan dau khi can bg, céng chirc dugce tuyén dung

theo quy dinh cia phéap luét.
Piéu 5. Nguyén tic xay dung va quan I§ hd so can bd, cdng chirc

1. X4y dung va quan ly hd so cdn b, cong chue 14 trach nhiém clia ngudi dimg
dau co quan ¢4 thdm quyén quan ly can bd, céng chirc.

2. Cong tac xay dung va quan 1y hd so cdn b, cong chirc dugc thyc hién thong
nhéat, khoa hoc dé quan ly dugce day du, chinh xdc théng tin cua tung can bo, cong
chuce tir khi dugc tuyén dung vao co quan, td chire, don vi nha nudc dén khi ra khoi
co quan, td chirc, don vi nha nudc nhim ddp dmg yéu ciu nghién clu, thong ké,
danh gid, tuyén chon, dao tao, bdi dudng, bo nhiém, didu déng, biét phai, luan
chuyén, bo tri sir dung, khen thudng, ky ludt, nghi huu va thuc hién chinh séch d6i
vOi can bg, cdng chirc.

3. HG so can bd, cong chitc duge quan 1y, sir dung va bao quan theo ché dd fi
liéu mat do Nha nudc quy djnh, chi nhitng ngudi duge co quan, to chire, don vi ¢é
tham quyén quéan ly ho so can bd, cbng chirc déng y bang van ban méi duge
nghién ciru, khai thic ho so cha cdn by, cong chirc.

4. Can bg, cong chuic ¢6 trach nhiényké khai d::ciy du, r6 rang, chinh xac va chiju
trach nhi¢m vé tinh trung thue cla nhiing thong tin trong hd so do minh ké khai,
cung cap. Nhirng tai liéu do can b9, cdng chirc ké khai phai duge co quan co tham
quyen quan cén b, cong chirc hodc co quan cé thim quyén khac x4c minh, chimg
nhan.

CA n k :\ - -~ i r

Dieu 6. Thanh phan ho se’ can bg, cong chirc

Thanh phan hd so can b, cdng chirc bao gf‘)m cac tai liéu sau:

1. Quyén "Ly lich cdn bj, céng chirc’ 1a tai liéu chinh vi bit budc cé trong
thanh phén hé so can bd, cong chirc dé phan 4nh toan dién vé ban thén, cic moi
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quan h¢ gia dinh, x4 hoi cta can bg, cong chirc. Quyén 1y lich do can bd, cong
chirc tu k€ khai va dugc co quan ¢6 tham quyén quan Iy can bd, cdng chic tham
tra, xac minh, chimg nhéan.

2. Ban "Se yéu Iy lich cdn b3, cong chirc' 12 tai 1iéu quan trong phan 4nh tém
tit vé ban than cén bd, cong chiic va cdc mdi quan hé gia dinh vi xi hdi clia cén
bd, cong chirc. So yéu 1y lich do cin b, cong chirc tur ké khai hoic do ngudi ¢
trdch nhiém ghi tir Quyén 1y lich cén bd, cong chirc quy dinh tai khoan 1 Diédu nay
va céac tai lidu bd sung khac cua can bg, cong chirc duge co quan ¢6 tham quyén
quan ly cén bd, cdng chirc xac minh, chung nhin.

3. Ban "Bo sung ly lich cdn bg, céng chae' 1a tai lidu do can b, cdng chirc
khai b6 sung theo dinh ky hodc theo yéu cau cia co quan ¢ thim quyén quan ly
can bg, cong chirc. Ban b6 sung 1y lich duge co quan ¢6 thdm quyén quan 1y ¢dn

bg, cong chirc tham tra, xdc minh, chimg nhén.

4. Ban “Tiéu sir tom tdt" 12 tai liéu do co quan, td chitc c6 thim quyén quan ly
can bo, cong chirc tédm tit tir Quyén Iy lich cua cén bo, cong chirc quy dinh tai
khoan 1 Piéu nay dé phuc vu cho bau cit, bd nhiém khi c6 yéu cau.

5. Ban sao gidy khai sinh; gidy chimg nhan strc khoé do don vi y té tir cdp huyén

tro 1€n cap va céc vin ban ¢6 lién quan dén nhén thin cua cdn bg, céng chirc; cac
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loai gidy t& ¢4 lién quan dén trinh d§ dao tao cua cén bd, cdng chic nhu: ban

fiﬂ

—

diém, vian b.’;’mg, chimg chi v@ trinh dd dao tao chuyén mon, 1y luén chinh tri, ngoai

awso

ngi, tin hoc, béi dudng nghiép vu do co quan c6 thim quyén ching whén,...
Truéng hop, vin bing chimg chi ‘dyoc cap bang tiéng nudce ngoai phai dugce dich
sang tiéng Viét Nam theo quy dinh cua phép luét.

6. Cdc quyét dinh v& viéc tuyén dung, bd nhiém, didu dong, biét phai, luan
chuyén, nang ngach, nang luvong, khen thudng, ky ludt,... clia c4n bg, cbng chire.

7. Céc ban ty kiém diém, nhan xét ddnh g1a can b, cdng chuc theo dinh ky hodc
theo yéu cau clia co quan, t6 chirc, don vi c6 tham quyén.

8. Cac ban nhan xét danh gi4 ciia co quan, td chire, don vi ¢6 tham quyén dbi voi
can bd, cong chirc (hdng nim, khi hét nhiém ky, bau cir hodic bé nhiém, gidi thiéu
ing cur, thuyén chuyén, khen thuémg, k¥ ludt hodc sau cdc dot cdng tic, tong két
hoc tap...)
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9. Ban ké khai tai san theo quy dinh cia phdp luét.

10. Pon, thu kém theo cic van ban tham tra, xadc minh, bién ban, két luin cia co
quan, to chuc, don vi cé tham quyén vé nhitng van dé lién quan dén can bd, cong
chirc va gia dinh ¢dn bd, ¢dng chirc duoc phan anh trong don thu. Khéng luu trong
thanh phéan hé so nhitng don, thu nac danh; don, thu chua dugce xem xét, két indn
cua co quan ¢O tham quyén.

11. Nhirng van ban khéc c6 li€n quan truc tiep dén qua trinh cong tdc va quan hé
x& hdi cua can b, cdng chire.

12. P61.vo1 can b, cong chuc duge bé nhiém gitt chire vy 1dnh dao phai bé sung
day du céc tai liéu cé lién quan dén viéc bd nhiém vao hd so cta cén bd, cdng chire
do.. |

Nhiing thanh phan hé so can b, cdng chirc quy dinh tai khoan 1, 2, 3 va khoan
4 Biéu nay do Bo No6i vu thong nhat ban hanh.
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bieu 7. Mau biéu quan ly ho so ¢an bd, cong chire

Céc mau biéu phuc vy cdng tdc quan 1y hd so cdn bd, cong chirc bao gom:

1. 86 ddng ky ho so cdn bd, cdng chirc: 1a s6 ghi cac tiéu chi co ban theo ho so
g0c¢ cua cén bo, cong chirc phuc vu cong tac quan ly.

2. 86 giao, nhan ho so can b, cdng chirc: 1a s6 theo ddi ho so cdn bd, cong chirc

4-8-3845 6684 * www. ThuVienPhapLuat.com
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do co quan, t6 chirc, don vikhdc chuyén dén hodc do co quan, t6 chitc, don vi truc 2

tiep quan 1y hé so cdn bd, céng chitc chuyén giao cho co quan, t6 chirc, don vi
khic tiép tuc quan Iy, R

3. S6 theo dbi khai thac, st dung h# go cdn bd, cdng chirc: 12 s6 theo ddi ngudi
dén nghién ctru, khai thac ho so can bd, ¢ong chitc. |

4. Phiéu chuyén ho so cén bd, cong chitc: 12 phiéu liét ké day di thanh phan, s6
lugng cdc tai liéu trong ho so cén by, cong chirc khi chuyén giao hd so cho cic co
quan, t6 chire, don vi khic quan ly.

5. Phi€u y€u clu nghién cira ho so c¢dn bd, cong chie: 1a phiéu ding cho ngudi
den nghién ctru hd so can bg, céng chic. Phiéu yéu cau nghién ciru hd so cén bo,
cbng chirc nao, thi duge luu trong thanh phin hé so ctia can bd, cong chire do.

6. Muc lyc tai liéu 14 bang ghi danh muc cdc thanh phan tai liéu ¢é trong ho so

=

=
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can bd, cobng chirc. Muc luc tai liéu dugce luru trong thanh phan hé so cdn bd, cong
chirc.

7. Niém phong hd so 14 tem dén ngoai bi hd so cin b, céng chitc diing d¢é bao

mat hd so can b, cong chirc trong qua trinh van chuyén.
8. Bi ho so 1a tai chira tat ca cic tai li€u trong hd so cua mot can bg, cong chirc.

9. Tai liéu huéng dan nghiép vu vé 14p hd so, quy trinh sir dung, khai thac ho so;
tra ctru, giai thich néi dung cic tiéu chi ding trong hé so cin bd, céng chic.

Céc loai mau biéu quan 1y hd so cdn bd, cdng chire guy dinh tai Didu nay do B9

N&i vu théng nhét ban hanh. La WSOft
THU VIEN PHAP LUAT
www. ThuVienPhapLuat.Com
Chuong I1

CHE PO, TRACH NHIEM VA THAM QUYEN
QUAN LY HO SO CAN BQ, CONG CHUC

Muc1 |
CHE PO QUAN LY HO SO CAN BQ, CONG CHUC

Picu 8. Lap hd so cian bd, cdng chire

1. Trong thoi gian 45 ngay, ké tir ngay ¢ quyét dinh tuyén dung lan dau, co
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quan cé tham quyén quan 1y can bd, céng chitc ¢é trach nhiém hudng dan ¢dn b,
cong chirc k& khai 1y lich, hoan chinh cic thanh phin hé so gbc theo quy dinh tai
khoan 1, khoan 2, khodn 4, khoan 5 vé-k}lqén 6 Diéu 6 cua Quy ché nay.

2. Nguoi dimg dau co quan cé thim quyén quan 1y can bg, cdng chic ¢é trach
nhiém té chic thdm tra va xéc minh tinh trung thuc cua cac ti€u chi thong tin do
can b9, cong chuc tu ké khai va déng diu x4c nhan cua co quan, td chue, don vi do

deé dua vao quan ly.
'k A’ A. o -~ ~ r
Dieu 9. Bo sung ho so' can bg, cong chire

1. Pinh ky hang nam chim nhat 1a ngiy 15 thang 01 cha nim sau hoic theo yéu
cau quan 1y d6i ngii can bd, cong chirc, co quan, t6 chirc, don vi ¢6 thim quyén
quan 1y hd so cdn bd, cong chic huéng din can bd, céng chirc k& khai nhimg
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thong tin phat sinh trong ky cé lién quan dén ban than, quan hé gia dinh va xi héi
clia nam trude dé bd sung vio ho so can b, cong chirc theo quy dinh tai khoan 3
Piéu 6 cia Quy ché niy.

2. Co quan, t6 chirc, don vi ¢6 tham quyen quan 1y hd so cén bo, cong chirc ¢6
trdch nhiém suu tim, thu thap nhimg tai liéu c6 lién quan dén cin bé, cong chue
thude ddi trong quan 1y dé bd sung vio hd so cta cdn bod, céng chirc. Cac tai lidu
thu thdp dugc phai bao dam tinh trung thuc nhu ghi 6 ho va tén, don vi cua ngudi
cung cap tai liéu; ho va tén ngudi trich sao, ngudn gbc trich sao, ngay trich sao...
va phai duge co quan ¢6 tham quyén quan 1§ cén bd, cong chitc x4c nhan,

3. Ho 50 can bd, c¢dng chic bj hu héng, thét lac, thi viéc 1ap lai hé so mai thay
thé phai dugc ngudi dimg dau co quan cé tham quyén quéan 1y cén bé, cong chic
quyét dinh thuc hién.

4. Viéc stra chita ciac dir lidu thong tin trong hd so cén bd, cdng chirc phai duoc
nguol dimg dau co quan ¢6 tham quyén quan 1y can b, cong chirc quyét dinh sau
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hop céc thong tin trong hd so cia can bd, cong chirc khdng thong nhat gifia cac tai
liéu, thi cén cir vao ho so 14p 1an dau khi can b, cong chic duge tuyén dung vao
co quan, t6 chitc, don vi cia Nha nudc dé xdc dinh.

-A 2. - }\ - ”~ o~ r

Diéu 10. Chuyen giao ho so can b, ¢cong chire

1. Cén bd, cong chic duoc diéu dong, lusn chuyén dén co quan, t6 chic, don vi
khic hodc duge bd nhiém chire vu thude co quan khde quan 1y, thi hd so ciia can
bd, cdng chirc d6 duge chuyén chp co quan, té chire, don vi ¢6 tham quyén quan ly

% s 5 . - 5 % - <o L 2 ¢ : .

ho so méi quan 1y. Can bd, cong chre dugce biét phéi dén co quan, td chuc, don vi

- ~ A I T - w;'\“' A 5 - by # A ~ ’
khéc, thi co quan, t6 chirc, don vi ¢6 tham quyén quan 1y hd so cén b, cong chure
sao chup 01 bd hé so cia cén bd, cong chirc dé dé co quan ¢6 thdm quyén quan 1y
cdn bd, cong chirc madi theo doi.

2. Khi chuyén giao hé so can b, cong chirc phai tuan tha cdc quy dinh sau:

a) Kiém tra thi liéu, ghi phiéu chuyén hd so;

b) Niém phong hd so;

¢) Vao sb giao, nhén hé so;

d) Lap bién ban ban giao hd so.

ThuVienPhapLuat.com
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3. Céan bd, cong chire khdéng con lam viée tai co quan, td chue, don vi, thi viée
chuyén giao va luu giir hé so dugc thuc hién nhu sau:

a) Dbi vdi cén b, cOng chic nghi huu, nghi mét stc, thdi viée hodc bi ky ludt
budc thdi viéc, thi duge nhan mét ban sao so yéu 1y lich, quyét dinh lién quan. Hob
so gbc vin do co quan, t6 chirc, don vi ¢6 thim quyén quan 1y hé so cén bd, cong
chire luu giit;

b) P6i vdi cén b, cong chuc tu tran gia dinh can bg, cong chue duge nhan mot
ban sao so yéu 1y lich. Hb so cia cén b, cdng chirc dé van do co quan, té chic,
don vi c6 tham quyén quan 1y ho so cén bd, cong chire luu gii;

c) D4i véi can bd, c¢bng chic chuyén ra khéi co quan, td chire, don vi cuia Nha
nudc duge nhin mot ban sao so yéu 1y lich cia ban than. Hé so géc van do co
quan, td chire, don vi ¢6 tham quyén quén 1§ ho so cita cdn bd, cong chic d6 luu
giir va chi dugc chuyén giao cho cic co quan, td chirc, don vi khic quan ly khi cic
co quan, td chire, don vi d6 ¢6 yéu chu bang van ban.

4. Viéc chuyén giao hd so phai do cén bd, céng chirc duoc phan céng lam cong
tic td chirc cén bd thude co quan, té chirc don vi tiép nhén cén bd, cbng chirc thue
hién. Trudong hop khoang céch quéa xa noi tiép nhan, thi hd so can bo, cong chirc
duge chuyén theo dudng buu dién.

Ty . A ~ A p " Py »
biéu 11. Tiep nhan ho so can bg, cong chire
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1. Cach thuic tiép nhén hd so cdn bd, cong chire thyc hién nhu sau:
Y

a) Can b@, cong chuc dqu: didu dong, luan chuyén hodc bd nhiém chirc vug
thudc co quan ¢é thim quyén quan 1y can by, cong chire khéc, thi co quan ¢6 tham
quyén quan 1y can bd, cong chirc méi khi tiép nhén cén b, cong chirc phai yéu cau
co quan, té chic, don vi c6 thim quy'éh quéan 1y hd so cin bd, cong chirc cii bin
giao ddy di ho so ciia cdn b, cdng chirc d6;

b) Céan bd, cong chitc dugc biét phéi dén co quan ¢ tham quyén quan ly cén bo,
cong chite khéc, thi co quan c6 thdm quyén quén I cdn bd, cong chirc méi yéu ciu
co quan, to chirc, don vi ¢6 thim quyén quén 1y hd so ciia can bd, cong chirc dé
gii mét bd hd so 12 ban sao dé theo dai.

2. Thoi gian tiép nhan hd so 12 30 ngay ké tir ngdy cdn bd, cng chirc ¢6 quyét
dinh diéu ddng, luan chuyén, biét phai hoic bd nhiém chitc vu & co quan, té chir,
don vi khéc.
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Hé so khi ti€p nhan phai bao dam cac y€u cau sau:

a) Kiém tra ni€ém phong, ddu buu dién (néu gui qua dudng buu dién) va xac
nhan tinh trang tai li€u nhan dugc vao phiéu chuyén hé so va gui tra phiéu nay cho
noi giao ho so;

b) Vao s6 nhdn hé so;

c) Lap s ho so;

d) Phén loai tai liéu;

&) Lap phiéu liét ké tai liéu;

e) Lap phiéu kiém soat ho so;

g) Vio s6 ding ky hé so;

h) Lap bién ban giao nhan.

Piéu 12. Nghién ciiu, sir dung hd so cian b, céng chirc
1. Bbi twong nghién ciru hd so cdn b, céng chire:

a) Co quan ¢é tham quyén quan 1y cdn b, cdng chirc duge nghién ciru, Khai
thac ho so cdn b, cong chitc de phuc vu yéu cau cong tac;
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b) Trong trudng hop cin thiét, duge su déng ¥ clia ngudi dimg dan co quan, t¢

Té?

chirc, don vi c6 thim quyen quan ly hd so cén b, cOng churc, thi cian bé, cong chuo«
dugce nghién ciu toan bd hodc mét phin hé so ctia minh hodc dé nghl co quan, Lo:
chire, don vi cé thim quyén quan 1¥ hd so cung cip ban sao so yéu 1y lich cqu

minh dé phuc vu cho viéc giao dith-hanh chinh ctia ban than;

¢) Nguoi duge co quan, t0 chuc, dép vi ¢d tham quyen giao nhiém vy nghién
cuu hé so cua can b, cong chirc phai ¢6 muc dich cu thé, rd rang va bao dam cac
thu tuc theo quy dinh tai khoan 2 Biéu nay.

2. Cac quy dinh khi nghién ctu hé so cin bd, cong chirc:

a) C6 gidy giGi thiéu cla co quan, td chirc, don vi c6 thim quyén ghi 16 dja chi,
chic danh, yéu cau nghién ctru hé so cla ai, v& vin dé gi. Céc yéu cau phai duoc
ghi cu thé trong Phiéu nghién ctru hd so cdn bd, cong chie quy dinh tai khoan 5
Pidu 7 ciia Quy ché ndy va phai duge ngudi dimg dau co quan. td chire, don vi ¢é
th&m quyén quan 1y ho so cdn b, cong chirc dong v
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b) Chi dugc nghién ciu tai noi luu git hé so cdn b, cdng chirc;

¢) Chi dugc xem nhirng tai li€u (hodc mét phan tai liéu) cé ndi dung li€n quan
dén nhiém vy, cbng vu dugc giao;

d) Khéng dugce lam sai 1éch ndi dung va hinh thirc hd so cdn bd, cong chuc nhur:
ddnh dau, tfiy x0a, sira chira, thém, bot cac tai liéu da co trong hd so;

d) Puoc sao chup lai nhitng tai liéu lién quan trong thanh phan ho so cin b,

Fa L4 = 8- L4 }\ ;\ r i 4:\ ,‘\ i

cdng chirc khi dugc ngudi dirng dan co quan, t6 chirc, don vi ¢6 tham quyén quan
Iy ho so can bg, ¢éng chuc cho phép.

com

3. Nhiém vu cua can bg, cdng churc truc tiép lam cong tac quan 1y hé so cin bo,

cong chirc:

a) Cung clp ding va day du céc tai liéu cho ngudi dén nghién cau, khai thac ho
so cdn b, cdng chirc theo Phi€u nghién ciru hd so can bd, céng chie di dugc
nguoi dung dau co quan, t6 chirc, don vi ¢6 tham quyén quan Iy ho so cdn bg, cdng

3
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chuac phé duyét;

b) Kiém tra tinh trang hé so khi tra phai bao dam ding nhu khi cho mugn va vio ¢

ciia Quy ché nay;
¢) Sao luc hé so cho ngudi dén nghién ciru, khai thdc hd so theo Phiéu nghién
. % A _a s - v o X 2 . - =
ctru hd so cédn b, cong chirc d& dugc ngudi ding dau co quan, t6 chire, don vi ¢c6=
thdm quyén quan 1y hd so cdn bd, cong chirc phé duyét. | z
Diéu 13. Luu giir ho so cin b, cdng chirc tai co quan, té chirc, don vi c6
tham quyén quén Iy hd so cdn b, cong chire
5 r ;- bl
1. Vigc Iuu gilt hé so goc cia can bd, cong chirc phai thuc hién day da cc budc:
Lap s6 h so, phan loai tai liéu, 1ap phiéu liét ké tai liéu, 14p phiéu kiém sodt hd so
va vio s6 ding ky hd so; lap thu muc hé so dé phuc vu cong tic tra ciru.
2. Luu gitr hé so c4n bd, cdng chirc phai bao dam céc yéu cdu sau:
a) Sap xép hd so theo van tén A, B, C hojic theo diu mébi truc thudc bao dam
nguyén tac dé tim, dé& thdy, dé ldy, d& bao quan va khong bi nhau nat hodc thét lac
hd S0;

b) Tai liéu trong mdi hd so cdn bg, céng chirc phai duge xép riéng thanh ting
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nhém theo thir ty thoi gian, dé dé tra ciru, kém theo phiéu liét ké tai liéu, phiéu
kiém sodt hé so va dé trong mot bi hd s0;

¢) Ngoai bi ho so ghi cac thong tin vé can b, cdng chirc dé phuc vu cho cong
tac tim kiém, luu gilt nhu ho va tén, cac bi danh, qué quén, s6 hé so.

3. Quy trinh luu gil hé so c4n bd, cong chirc duge thyc hién nhu sau:

a) Kiém tra va xir Iy dé bao dam cac tai liéu duoc luu trong thanh phan hd so 1a
nhirng tai li€u chinh thirc, tin cdy va c6 gia tri phép ly;

b} Loai bd nhirng tai liéu trung, thira chi gifr 1ai méi loai tai liéu mét ban. Nhimg
tai liéu hu hong (tai liéu bi phai mo, rdch nat...) thi phai c6 bién phap phuc che

com

hoac sao chép lai ndi dung va luu dong thoi véi ban cii;

¢) Truéng hop can huy tai liéu trong thanh phan ho so can b, cOng chire phai

ur{?ienl"_l‘lapLuat

thanh lap Hoi dong huy hé so can bo, cong chuc. Hoi dong hiy ho so can bo, con

Do

chuc do ngucn ding ddu co quan c¢é thim quyen quan 1y cdn bg, cong chirc quy

!
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dinh. Khi tién hanh tiéu hay phai 14p bién ban ghi 6 ly do huy, co quan co than
quyen cho phép huy hé so can b, cong chirc, danh muyc tai liéu huy, ngay va o
huy... Bién ban hiy phai luu trong thanh phan hd so cn b, cong chu'c |

Piéu 14. Bio quén hd so cin b, cong chirc
1. Co s& vat chét va trang thiét bj bao quan hd so cdn bd, cdng chirc bao gom:

a) Khu vuc bao quan hd so 12 noi cét va lun gift hd so cdn b, cong chic. Kh

wSoft

vuc bao quan hd so phai bag dam du dién tich theo quy dinh va dép tGng duoc ci
yéu cau vé méi truong, an ninh, an toan, khé réo, thodng khi. Khu vuc bao quan h&
so can tach biét va gﬁn véi khu viee aghién ciru ho so cén bd, céng chirc;

b) Trang thiét bi va phuong tién baé quan hé so gdm: t, két (bao quan tai liéu
mat, téi mat) gi4, ké ho so, ban ghé, mdy diéu hoa, may hiit 4m, mdy hit bui, quat
thong gid, thiét bi bao chdy, binh ctru hoéa, thube chéng 4m méc, mbi, mot, chudt,
dan... bio dam hd so cén bd, cong chire duoc luu gitt 1au dai.

2. Ché do bao quan dinh ky ho so cén bd, cong chirc thuc hién nhu sau:

a) Dinh ky hiing thang hodc dot xuét tién hanh kiém tra va lam vé sinh toan dién
khu vuc luu giit hé so can bd, cdng chuc;

b) Hang quy bao céo kiém tra chit lugng, tinh trang hd so va cde vén dé 6 lién
quan dén ho so can bQ, cdng chic;
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¢) Hang ndm, phun thudc chong moi, mot; 1am vé sinh hé so va bao dudng cic

phuong tién duoce trang bi dé bao quan hd so.
Picu 15. Ché do bao mat hd so cdn bd, cong chirc

1. Hd so cdn bo, cdng chire duge bao quan theo ché do quan ly tai liéu mat theo
quy dinh cua phép luét.

2. Ngudi dung dau co quan, to chirc, don vi ¢6 tham quyén quan 1y hoé so c¢dn
bd, cong chic chiu trach nhiém té chic va quan ly hd so can bd, cOng chuc bao

dam ding cac quy dinh vé ché d6 bao mit tai liéu.
Piéu 16. Ché @9 bdo cdo cong tac quan Iy hod so cdn b, cong chirc

1. Thoi diém bdo cdo cong téc quan Iy hd so cdn bd, cdng chirc quy dinh nhu

sau.

a) Pinh ky vao ngay 30 thing 01 nam sau, co quan, td chirc, don vi cé thim
quyén quan Iy hd so can bd, céng chirc ¢é trach nhiém bao cdo cdng tac quan 1y hé
s0 can bd, cong chirc clia don vi minh véi nguoi dimg dau co quan ¢6 thim quyen

quan 1y can b, cdng chirc theo phén cap quén ly cdn bd, cdng chirc;

b) Dinh ky vao ngay 15 thang 02 cua ndm sau céc B9, co quan ngang B6, co
quan thudc Chinh phd (sau ddy goi chung 12 BS, nganh) va Uy ban nhan dén cdc
tinh, thianh phé truc thudc Trung vong (sau diy goi chung 1a tinh) c6 trach nhiém
bédo céo tinh hinh thyuc hién cong tdc quan 1y hd so can bd, cong chuc cua B9,
nganh, tinh vé Bo Noi vy dé tong hop va theo doi;

c) Pinh ky hang nam, B N§i vu cé trach nhiém tong hop bao cao Thu tudng
Chinh pht tinh hinh va thuc trang cong tdc quan ly héd so cn bd, cong chitc cua

céc B, nganh va tinh.
2. Noi dung bdo cdo cong tdc quan 1y ho so can bd, cdng chirc gdm:

a) Danh gid viéc thuc hién Quy ché quan 1y hé so cin bd, cdng chitc cia co
quan, to chirc, don vi;

b) Béo céo thuc trang s6 lugng, chat lugng hoé so cdn bd, cbng chic cua co
quan, don vi va d4nh gid két qua viéc nghién ciru, sir dung hd so phuc vu cho cong

tac quan 1y doi ngli cdn b9, cdng chic ciia co quan, td chire, don vi;

awSoft = Tel: +84-5-3845 6684 = www. ThnVienPhapLuat.com
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¢) Tinh trang trang thiét bl phuc vy céng tac quan ly ho so;

d) S luong, chét lrong cta déi ngl can bd, cébng chirc truc tiép lam céng tac
quan 1y hé so can bd, cdng chir;

d) Kinh phi bao dam thyc hién cdng tac quan ly ho so cén bd, cong chure;

e) Kién nghi va dé xuét giai phap dbi méi ning cao hiéu qua cong téc quan Iy hé
so trong nhting nam tiép theo.

. A J( ~ ,\l -~ A ¥ 4 }n > - -~ r

Dic¢u 17. Ché do boi dwing nghiép vu quan Iy ho so ¢an bo, cong chire

. B6O Noi vu xay dung ndi dung, chuong trinh, ké hoach va t6 chirc bot dudng
nehi¢p vu cho can bg, cong chirc truc ti€p lam cdng tac quan ly ho so cdn bd, cdng
chuc cua cdc Bo, nganh va tinh.

2. Can cu vao chuong trinh, k€ hoach cua B¢ N&1 vu hodc theo yéu cau nghiép
vy, ngudi dimg dau cic B, nganh va tinh td chirc bbi dudng nghiép vu cho cin bo,
cong chue truc tiép 1am cobng tac quan 1y hd so cén bd, cdng chire clia co quan, t6
chire, don vi thude tham quyén quan 1y cia Bo, nganh va tinh. '

- A A A -; P A . A b ~ - - ’ ” ~ B

Dieu 18. Cheé do qudn ly ho so dién tur trong c¢dng tac quin 1y c¢an b, cong
chirc

1. Té chire xay dung co s& dif 1iéu thong tin vé cén bd, cdng chirc lam co sé dé
quan ly ho so dién tir ciia can bd, cong chirc trong pham vi toan qudc,

2. Trang bi va sir dung cdc cong cu tin hoc dé quan 1y, khai thac hd so phuc vu
cong tac xay dung va quan 1y d@i'Jngﬁ cén bd, céng chirc bao goém:

a) Mdy vi tinh, mang mdy tinh cx‘lng! v6i phian mém quan 1y théng nhat dé khai
thic co s& dir liéu vé cin bd, cong chitcPhuc vu cong tac thong ké va yéu cau quan
1y doi ngli ¢dn bg, cdng chirc;

b) Mdy quét, may anh k¥ thuat s8, video dé dhra cdc hinh anh, vin ban tai liéu vé
hd so cdn b, cdng chic vao cac phuong tién, thi€t bi luu trilt, bdo quan phuc vu
cong tac nghién cuu va khai thac hd so can bg, cong chuc;

¢) Tung budc nghién cim ho so cén b, cong chirc théng qua mang mdy vi tinh
va cic ¢bng cu khac dé tranh tiép xdc tryc tiép voi ho so goc.

3. Phan mém quan 1y cdn bd, céng chirc do B6 Néi vy théng nhét quy dinh.
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Muc 2
TRACH NHIEM QUAN LY HO SO CAN BO, CONG CHUC

.k d L. . Pl g ‘ﬂ r - - La) -
Dieu 19. Trach nhiém ciia co quan c¢é6 tham quyén quan Iy cian b9, cong
chire

1. Nguoi dimg dau co quan c6 tham quyén quan 1y can b, céng chie chiu tich
nhi¢m vé cong tdc quan 1y ho so cdn bg, cdng chirc cua co quan, t& chire. don. vi

L.

minh.

2. Ngudi dung déu co quan c6 thim quyén quan Iy cdn bd, cdng chic xem xét
va quyét dinh nhirng néi dung sau:

a) Lya chon nguoi du tiéu chuan nghiép vy dé bd trf 1am chuyén wéich vé con o
tac ho so cén b, céng chirc;

b) Té chic cho cén bd, cong chire ké khai, tham tra va 1am thu tyc xdc nhén ho
so gbe, ho so cdn b, cdng chirc duge xiy dung lai do bj that lac hogc hu hong va
cac tai ligu khac theo quy dinh cta phép luat;

c) bé nghi co quan c6 tham quyén xem xét, xic dinh lai, sira chita lai nhimg tai
liéu trong hé so cén bd, céng chic; |

d) Thong béo cho cdn b, cong chire biét két ludn xdc minh v& cdc dir liéu thong
“tin trong ho so do cén b, cdng chirc ty khai khéng théng nhit hoac khong chinh

Xac; o
&

r

d) Hiy bo nhitng tai liéu thira, tringddp, khong cé ndi dung lién quan trong hd
SO;

e) Xur Iy ky luit hodc dé nghi co quan c6 thdm quyén xem xét, xu Iy ky luat 16
chire, don vi va cd nhan ¢6 sai pham trong ké khai, quan 1y va bao quan ho so cian
bd, cong chue.

3. Nguéi dimg dau co quan ¢6 thdm quyén quan 1y can bd, céng chuc dinh ky
hang nam (hodc dot xuit) td chic kidm tra viéc thyc hién cic quy dinh vé quan |y
ho so cén bo, cong chirc quy dinh tai Quy ché nay va bio cdo véi co quan, to chic,
don vi cap trén truc tiép.
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Piéu 20. Trach nhiém cua co quan, t6 chire, don vi cé tham quyen quéin Iy
ho so can b, cong chire

1. Chap hanh su chi dao, kiém tra v hudng dan nghiép vu vé cdng tic hod so cén
b3, cdng chirc cua co quan cap trén, dong thoi hudng dan, kiém tra, ddn doc cic co
quan, toé chirc, don vi truc thude.

2. Té chirc thuc hién cic quy dinh vé bd sung, chuyén giao, tiép nhan, nghién
ctru, st dung, luu giir, bao guan hd so cdn b, cong chuc theo quy dinh tai Piéu 9,
10, 11, 12, 13, 14 va 15 cta Quy ché nay.

3. Giao ndp day du, kip thdi cho co quan, td chire, don vi quan 1y hd so cén bé,
cong chirc cdp trén nhitng tai liéu lién quan dén ho so cdn bo, cong chirc hién dang
cong tac & dom vi minh nhung thudc tham quyén quan 1y cha co quan, t6 chic, don

vi cap trén.

Piéu 21. Trich nhiém cia cin bd, cong chire trire tiép 1am cong tac quan 1y
hd so can bd, cong chirc

1. Chi dong d& xuét ké hoach, bién phép quan 1§ va khai thdc hd so cén bé,
cdng chuec.

2. TH chuc tdt viée bd sung céc tai liéu vao ho so cén bd, cdng chirc bao dam kip
thoi, chinh xac,

3. T4 chirc tét viée sip xép, bao quan hd so.

4. Cung cép s6 liéu, tu liéu nhanh chéng, chinh xéc.

5. Nghién ctru, phét hién céc’van d& chua ré hodic miu thuan trong hd so cin
bd, cong chirc va nhitng van dé nay. smh trong cong tac quan ly hé so, bdo cdo
ngudi dimg dau co quan c¢é tham quyen quan 1¢ hé so cdn bd, cbng chirc xem
xét, xu ly.

6. P6n dbc, thu thip ddy du céc thanh phan tai lidu trong hd so cén bd, cong
chirc thude thdm quyén quan 1y cta co quan, t& chire, don vi minh.

7. T4 chirc phyc vu nghién ctru, khai théc hd so cén bd, cdng chirc.

8. Thuc hién nguyén tic bao mat hd so, phat hién va kién nghi véi ngudi co
thAm quyén vé nhimg vén dé phdt sinh trong cong tac quan 1y hé so can bo, cong
chirc dé c6 bién phéap giai quyét kip thoi.
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9. Thuéng xuyén hoc tap, trao d6i kinh nghiém, béi dudng ning cao trinh d6
chuyén mon, nghiép vu.

- ” a . e rd ”, o~ ’ ;: ] y a A. rd o)

Piéu 22. Trach nhiém cia cdn bd, cong chirc d6i véi ho so ¢4 nhan

1. TAt ca cén bd, cdng chirc ¢6 trach nhiém ké khai day du, r0 rang, trung thuc
hé so cta minh theo huéng dan hodc theo yéu can clia co quan, to chire, don vi ¢6
thAm quyén quan Iy cén bo, cong chic.

2. Can b0, cong chirc duge quyén nghién cliru hd so ciia minh tai co quan, to
chirc, don vi luu gilr hé so trir céc tai lidu quy dinh tai khoan 10 Piéu 6 clia Quy
ché nay.

3. Can bd, cong chitc néu cé kién nghj, diéu chinh, b6 sung nhiing thong tin
trong hd so ctia minh phai béo cdo vai ngudi dimg dau co quan, td chie, don vi ¢d
thdm quyén quan 1y hd so can bd, cdng chirc xem xét, giai quyét hodc bdo cio
ngudi ding dau co quan ¢é thim quyeén quan 1y cdn bg, cdng chirc xem x€t, quyét
dinh.

Muc 3

THAM QUYEN QUAN LY HO SO CAN BO, CONG CHUC

Pidu 23. ThAm quyén cia Bj, nganh va tinh trong viée quin 1y hod so cin
b0, cong chire

b ]
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1. Tryc tiép quan 1y hd so cén bd, cong chirc thude pham vi quan 1y cta B9,
nganh va tinh. ’

2. Hudng dan, thanh tra, kidm tra viéc thuc hién céc quy dinh vé quan 1y hé so
can b, cdng chirc thudc pham vi quan ly cia B, nganh va tinh.

Piéu 24. Thim quyén ciia B N¢i vu trong viéc quin Iy hé s cdn b, cong
chirc

1. Thuc hién chitc nang quan 1y nha nudc vé cdng tic quan 1y hd so cén bd,

cbng chuec.

2. Truc tiép quan 1y ho so bd nhiém cin bd, cdng chie gilt chirc vu 1anh dao do
Thu tuéng Chinh phit bé nhiém va hé so bo nhiém cén bd, cong chirc vao ngach

chuyén vién cao cép va tuong duong.
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Piéu 25. Trach nhiém ciia B Ndi vu

Bo Nai vu ¢6 trdch nhidém hudng din, kidm tra, don dbc cic Bo, nganh va Uy
ban nhan dén cdc tinh trién khai thuc hién Quy ché Quéan 1y hé so cdn b, cong
chirc trong cé nudce,

Diéu 26. Trach nhiém ciia Vy TS chirc cdn bd cac B, nginh va S& Noi vu
cac tinh

I. Vu T6 chirc cdn bd va S& Noi vu ¢6 trach nhiém tham muu gidp Bg truong,
Thi trudng co quan ngang B, Thi truong co quan thude Chinh phu va Chu tich
Uy ban nhén dan tinh té chirc trién khai thuc hién cdc quy dinh cia Quy ché Quan
Iy hd so cdn bo, cong chirc thude pham vi B9, nganh va tinh quan ly.

2. Téng hop, bao cdo Bd truéng, Thu trudng co quan ngang B, Thu trudong/€o
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quan thudc Chinh pht va Chi tich Uy ban nhan dén tinh vé cong tdc quan ly cong .
tdc hd so cén bd, cong chirc cia Bd, nginh, tinh theo dinh ky hang nim dé bao cdo f
vé B Noi vu theo quy dinh tai diém b, khoan 1 Diéu 16 cua Quy ché nay.

3. Trong qua trinh thuc hién, néu c6 vin dé gi vudng méic dé nghi Vu Tb chirc
cén bé cdc Bo, nganh va S& Noi vu cde tinh phan dnh vé Bo Noi vy dé nghién ct,
giai quyét./. |
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