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StTA DOI TAI LIEU
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BENH VIEN DA KHOA 
T1NH QUANG NINH

Trang/Phan lien 
quan sira doi

QT TCCB 07 
01

Wgay 
sira doi

T ‘Lan 
sira doi

‘Ngay ;
hieu lye

LUU TRIT HO SO CAN BO, 
VIEN CHlTC, NGlTOl LAO 

DONG____ •

Noi dung sira doi

Ma:
LQn BH :
Ng&yhiSu hre: 15/11/2022
Trang: 1/4
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Cac bird'c thirc hi£nT^ach nhiem

Phong TCCB

T
Phong TCCB

Sap xep ho so vao tu 
luu tru ho so

Luu ho so, nhap 
du lieu thong tin 

ban dau

LUU TRIT HO SO CAN BO, 
VTEN CHlfC, NGUOI LAO 

BQNG

- Nhap thong tin, vao ma van ho so theo 
ten duoc ky hieu (al, a2,...; bl,b2....) vao 
so trich ngang ly lich VC, NLD;
- Sip xep ho so vao tu luu tru ho so theo

Mo ta/ tai lieu lien quan

- Thue hien sap xep cac thanh phan trong 
ho so tuyen dung ban dau va ghi chep, 
liet ke thanh phan vao cac bia kep ho so 
vien chuc, bao gom: Bia kep bang ke 
thanh phan tai lieu trong ho so; Bia kep 
nghi quyet, quyet dinh ve nhan sir; Bia 
kep cac nhan x6t, ddnh gia, don thu.

- Nhap du lieu thong tin vien chuc, NLD 
tren phan mem quan ly nhan su.

Trauh nhiein ap dpng: Ban Gi&m die, phdng T6 chuc c&n bO v^ cin bd vifin chuc, 
ngu&i lao dong thu§c benh vien.
3. TATTJ$UVTtNDAN

Tieu chufin TCVN ISO 9001:2015;
Luat V ien chu'c nam 2010;

9 *> r y

Luat sura doi, bo sung mot so dieu cua Luat Cdn bo, cong chuc va Luat Vien chuc 
ng&y 25 th&ng 11 nam 2019;

Nghj djnh so 30/2020/ND-CP ngay 05/3/2020 cua Chinh phii ve cong tac van thu;
Thong tu so 07/2019/TT-BNV ngay 01/06/2019 cua Bo Noi vu quy dinh ve che 

do bao cao thong ke va quan ly ho so vidn churc.

4. DINH NGHIA/VIET TAT
-Phong TCCB: Phong To chuc can bo
- VC: Vien churc
- HDLD: Hop dong lao dong

5. NOI DUNG QUY TRINH

BENH VIEN DA KHOA
TljlH QUANG NTNH

1. MUG DICH
I trtt h6 sa vien chuo phuc vu pong

tac su dung va quan ly vien chuc trong cac co quan, to chirc, don vi cua Nha nude theo 
quy iinh cua phap luat.

2. PHAM VI

MS:______ . QT TCCB-07
UnBH: 01
Ng^yhigu lire: 15/11/2022
Trang: 2/4
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VC, NLD

Phong TCCB

Ma hieu

BM01/TCCB-07

BENH VlfN DA KHOA 
TlNH QUANG NINH

Ten bieu man / phu luc

Phieu bo sung ly lich vien churc

QT TCCB-07 
01

6. BIEU MAU/PHU LUC • •
STT

1.

ggifT, QUY-frRI
LUU TRtX HO SO CAN BO, 
VTEN CHtrc, NGirCH LAO 

DONG

Luu ho so 
bd sung

Bo sung 
h6 so

theo thu tu ten A, B, C,...

Vien chbrc/’SOJ'sai'iAi boon thSnh 
kh6a hpc dupe cap van bang, chung chi, 
churng nhan, trong thdd han 15 ngay phai 
nop ve phong TCCB (01 ban sao co 
chung thuc do co quan c6 thim quySn 
efip).
- Dinh ky trudc ngay 31 thang 12 hang 
nam hoSc theo y6u clu cua co quan qu£n 
ly nha nude ve ho so vien chuc, don vi 
su dung vien chuc hudng dan vien chuc 
ke khai, bo sung nhirng thong tin phat 
sinh trong nam lien quan den ban than, 
quan he gia dinh, xa hoi theo "Phieu b6 
sung ly lich vien chuc". VC, NLD phai 
nop bd sung b£n sao cac van bang, 
chung chi duoc cap trong nam (neu cd) 
cung vdi "Phieu bd sung ly lich vien 
chuc".
Trudng hop cdc thong tin phat sinh do 
VC, NLD tu ke khai khdng day du, 
khdng chinh xac hoac cd su gian lan thi 
ngudi tu ke khai phai chiu trach nhiem 
trudc phap luat.

- Luu hd so bd sung phat sinh hang nam: 
Cac quyet dinh luong, bd nhiem, chuyen 
ddi vi tri viec lam; Hop dong lao dong; 
Danh gia vien chuc, HDLD; bd sung ly 
lich; ke khai tai s&n...
- Cap nhat thong tin vien chuc, NLD 
phat sinh, thay ddi tren phan mem quan 
ly nhan su.
- Hang nam, phong TCCB tien hanh ra 
soat thong ke va de nghi NLD bd sung 
hd so (ndu cin).

MS:
Un BH :
Ngftyhifo lye: 15/11/2022
Trang: 3/4



7. h6 SO LUU TRtr >

STT Noi lira

1. PhdngTCCB

BENH VIEN DA KHOA 
TINH QUANG NINH

LlTU TRfT HO SO CAN BO, 
VIEN CHU'C, NGITCW LAO 

. DQNG

J R; Rn 

Ho so vien chtrc, hop dong lao ddng

Luu y: Sau khi het han, chuyen ho sa xiidng bo phan Iwu tru cua Benh vien Da khod 
tinh Qudng Ninh. 1

MS: QTTCCB-07
LanBH: 01
Ngay hieu lye: 15/11/2022
Trang: 4/4



So hieu vi§n ohuo: 

i

Gicri tinh (Nam/nu).

(Ve chinh quyen hogc Dang, (loan th§)
4.2- Chuc danh (chiic vu) kiem nhiem:

(V$ chinh quyen hoac Dang, Soon the)

Phu cap khac:

./

Chuyen nganh dao tao, boi dir&ngTen tnrdng

dang, trungcap, sacdp, chtmgchi,...

III. KHEN THtTOlNG (chi khai nhimgphdt sinh mdi).

IV. KY LU AT (chi khai nh&ng phdt sinh mdi).

i "* W'

Cg quan quin ly vicn chuc:

Don vi si dung vien chuc:..

Tir thing, nam 
den thing, nam

Hinh thuc 
ddo tqo

Van bing, 
chung chi

Chic danh, chic vy dii(?c bo nhi?m, bau ci, di6u dyng, mien nhi^m (trong dang, chfnh quyen, doan the, t6 chic cua mrdc 
ngoai hoic lien doanh vdi nude ngoii), thay ddi ve npi dung cong viec, don vj edng tic, danh hi?u dupe phong t^ng...

b’?*

1) Ho vatenkhai sinh (vi£tchainhoa): .......

2) Ngay thing nam sinh:

3) Nui o hien tai:

4.1- Chuc danh (chuc vy) cong tic hi?n tyi:

Ghl chi):
- Hinh thuc dao tqo: Chinh quy, tai chuc, chuyen tu, tiexa, lien thong, boi duong.
- Van bang, chung chi: TSKII, TS, chuyen khoall, Ths, chuyen khoal, dqihQc, cao

Mdu HS03-VC/BNVban hdnh kem theo Thons tusd 07/2019/TT-BNVngdv 01/6/2019 cua Bo truant Bd Noi vu

» ♦ j

PHIEU BO SUNG LY LICH VIEN CHUC
(Tu thdng/ ndm ddn thdng,/ nam

5) Chtrc danh nghe nghi|p vien chuc: Ma so:

Bac luong: He so: Ngay huong: / /..........  Phu cap chuc danh:.... 

) Ngay vao Dang epng sin Viet Nam: / / ;..., Ngay chinh thuc: /.

I. THAY Ddl VE CHtfC DANH, CHlTC VV, DON VI CONG TAG 
(chi ke khai nhimg thay ddi hade bd sung ve chuc danh, chuc vy, dan v/ cong tdc so vai thcri diem tructc)

H. DAO TAO, Bdl DUONG NANG CAO TRINH BQ CHUYEN MON 
(chi khai bd sung sau khi da kdt thuc khda ddo tqo, bdi du&ng)

Tu thing, nam
den thong, nam
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■ (Tit 6 thdng trcr L ’n, tinh tic ngay

VI. TINH TRANG SUC KHOE (that ctem hi?n 

IX. NHUNG Van KHAC CAN BO SUNG 

i

Mdu HS03-VC/BNV ban hanh kem lheo Thons tu so 07/2019/TT-BNV nsav 01/6/2019 cua Bo Interne Bo Noi vu

VH. VE KINH TE BAN THAN (nha cr, dat a (tu lam, mua, du<rc cap, thira kl) vd tai san cd gid tri lan khde theo quy dinh cua phdp ludt • 
chi khai nhung phdi sinh so vdi thdi diem trudc do):

VIH. VE GIA: DINH (ke khai nhung phdt sinh men ve so luang vd hodn ednh kinh te, chinh tri cua edc thdnh vien trong gia dinh (bo me, va, 
chdng,cdccon,anhchiemruQt...)

   , ngdy thdng  ndm 20.   

Thu trirong don vi sir dung vien chirc 
(Ky ten, dong ddu)

i

V. DI NtfOC NGOAI
den ngay /..../. di nuac ndo? Da lam vi?c a caquan, to chuc ndo? Npi dung edng vit?c)

 tigdy. thdng. ndm 20.
Nj’ird’i khai bo sung 

(Ky ten, ghi rd hp ten)

./..... /.


