
UBND THANH PHO DA NANG CQNG HOA xA HQI cHir NGIDA VI~T NAM
SO NQI VT) DQcl,p - TIf do - H,nb pbuc

S6: S"62.. /HD-SNV t»Nang, ngay A~ thang ~O nam 2023

HUO'NGDA.N
V~vi~c thuc bi~n cong tac quan ly, c,p nb,t

h8 so can bQ, cong cbuc, vien chtrc

Can ctr Quyet dinh s6 06/2007/QD-BNV ngay 18/6/2007 cua BQ tnrong BQ
NQivu v~ viec ban hanh thanh phk h6 sa can bQ,cong chirc va bieu m~u quan ly h6
sa can bQ, cong chirc; Quyet dinh s6 02/2008/QD-BNV ngay 06/10/2008 cua BQ
tnrong BQNQivu v~ vi~c ban hanh m~u bi6u quan ly h6 sa can bQ,cong chirc; Thong
ttl s6 1112012/TT-BNV ngay 17/12/2012 cua BQ tnrong BQNQi vu quy dinh v~ ch~
dQbao cao thong ke va quan 1yh6 sa cong clnrc (diroc sua d6i, b6 sung tai Thong tu
s6 06/2019/TT-BNV ngay 01/6/2019 cua BQ Truong BQ NQi vu); Thong nr s6
07/20 19/TT-BNV ngay 0116/2019 cua BQ tnrong BQNQivu quy dinh v~ ch~ dQbao
cao th6ng ke va quan 1yh6 sa vien chuc (sau day vi~t titt cac van ban 1a:Quy~t dinh
s6 06/2007/QD-BNV, Quy~t dinh s6 02/2008/QD-BNV, Thong tu s6 11/2012/TT­
BNV, Thong tu s6 06/2019/TT-BNV, Thong tu s6 07/2019/TT-BNV) va Thong tu
s6 06/2023/TT -BNV ngay 04/512023 cua BQ truang BQNQi Vl) ban hanh Quy ch~
c~p nh~t, su dl)llg, khai thac dfr li~u, thong tin Ca s6 dfr li~u qu6c gia v~ can bQ,cong
chuc, vien chuc trong cac ca quan nha nuac;

Can cu Quy~t dinh s6 21120211QD-UBND ngay 30/8/2021 cua UBND thanh
ph6 Da NAngban hanh Quy dinh v~ quan 1yt6 chuc bQmay, bien eh~, vi tri vi~c lam,
can bQ, cong chuc trong ca quan hanh chinh thuQc thfun quy~n quan ly cua UBND
thanh ph6 Da NAng va Quy~t dinh s6 22/20211QD-UBND ngay 30/8/2021 cua
UBND thanh ph6 Da N~ng ban hanh Quy dinh v~ quan Iy t6 chuc bQmay, s6 Im;mg
nguai lam vi~c, vi tri vi~c lam, vien chuc trong cac dan vi Sl,Inghi~p cong I~p thuQc
thfun quy~n quan Iy cua UBND thanh ph6 Da NAng,

Qua th1,lct~ cong tac thanh tra, ki~m tra trong thai gian qua, mQt s6 ca quan,
dan vi chua thl,Ichi~n quan ly, c~p nh~t h6 sa can bQ,cong chuc, vien chuc (sau day
vi~t titt la CBCCVC) theo ~ung quy di~. D6 th~c hi~n t6t ~an trong thai gian tai,
S6 NQiV\l thanh pho Da Nang huang dan mQt so nQi dung ve cong tac quan ly, c~p
nh~t h6 sa CBCCVC t~i cac ca quan, dan vi, dja phuang thuQcUBND thanh ph6 Da
NAng quan 1ynhu sau:

I.QUYDJNH CHUNG
1.Dai ttrQ1lg

Huang d~ nay ap d\lng d6i vai cac s6, ban, nganh, UBND cac qu~, huy~n,
cac dan vi S1,lnghi~p cong I~pva CBCCVC thuQc ~ND thanh ph6 Da N~g 'l.uan
Iy trong vi~c th1,lChi~n cong tac quan Iy va su d\lng ho sa CBCCVC (bao gom ho sa
gifty va h6 sa di~n tu tren Phk m~m quan Iy h6 sa CBCCVC).

2. Tb§m quy~n quan ly b8 SO'
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a) So'NQi vu giup UBND thanh ph6 quan ly h6 so CBCCVC lanh dao, quan
ly thuoc thAmquyen tnrc tiSp quan ly cua Chu tich UBND thanh ph6, bao g6m h6
so cua cac chirc danh sau:

- H6 so cua ngiroi dirng d§u va cdp ph6 cua ngiroi dung d§u cac So', ban, nganh
thuoc UBND thanh ph5 (gem: Giam d5c, Ph6 Giam d5c So'; Chanh Thanh tra, Ph6
Chanh Thanh tra thanh phe; Chanh Van phong, Ph6 Chanh Van phong UBND thanh
phe; Truong Ban, Ph6 Truong Ban Ban Quan ly Khu cong nghe cao va cac khu cong
nghiep Da NfuIg; Truong Ban, Ph6 Truong Ban Ban Quan ly An toan thirc pham
thanh pho);

- H6 so cua nguoi dung d§u va cdp ph6 cua nguoi dirng d§u cac dan vi S1)'
nghiep cong l~p tnrc thuQc UBND thanh ph6 (g6m: Giam d6c, Ph6 Giam d6c Dai
Phat thanh - Truy~n hinh Da NAng;Giam d6c, Ph6 Giam d6c Ban Xuc tiSn va H6 trg
d§u ill;Vi~n truang, Ph6 Vi~n truang Vi~n Nghh~n cUu phat tri~n kinh tS - xa hQi;
Hi~u truang, Ph6 Hi~u truang TruOng Cao d~ng ngh~; Hi~u truang, Ph6 Hi~u truang
TruOng Cao d~g Van h6a - Ngh~ thu~t; Giam d6c, Ph6 Giam d6c cac Ban Quim ly
d1)'an: Ban Quim ly d1)'an d§u tu xay dl)'ngcac cong trinh dan d\lIlg va cong nghi~p,
Ban Quim ly d1)'an d§u illxay d1)'ngh~ t§ng va phat tri~n do thi, Ban Qmin ly d1)'an
dAuill xay dl)'llgcac cong trinh giao thong, Ban Quan ly d\l' an dAutu xdy d\lllg cac
con~ trinh nong nghi~p va phat tri~n nong thon, ,Ban Q,uimly cac d1)'an dAutu cO'So'
h~ tang uu tien, Ban Quan ly cac d1)'an phat trien h~ tang khu cong nghi~p va cong
ngh~ cao);

- H6 sO'cua Chu tjch va Ph6 Chu tich UBND cac qu~n, huy~n.

b) Giam d6c cac So', ban, nganh; Chu tich UBND cac qu~n, huy~n; nguai dUng
dAucac dan vi S1)'nghi~p cong l~p quim ly h6 sO'cua CBCCVC thuQc thAmquy~n
tfl)'Cti€p quim ly theo quy dinh (bao g6m CBCCVC lanh d~o, quan ly va CBCCVC
khong gift chuc V\llanh d~o, quim lY).

3. Nguyen tile quan ly h8 sO'CBCCVC
a) H6 sO'CBCCVC c§n duQ'cxay dl)'ng, luu tm, bao quim du6i d~g h6 sO'

gidy va h6 sO'di~n ill;cong tac quan ly h6 sO'CBCCVC duQ'cth1)'chi~n d6ng thai ca
hai hinh thuc: quim ly h6 sO'gidy va quim ly h6 sO'di~n ill tren Ph§n m~m quim ly h6
sO'CBCCVC d~ quim ly, sir d\mg va khai thac nhanh, chinh xac, c6 hi~u qua, dap
Ungyeu cAuquiin ly CBCCVC.

b) Cong tac xay dl)'llgva quim ly h6 sO'CBCCVC dUQ'cth1)'chi~n th6ng nhdt,
khoa hQc va phai phim anh, duQ'cdAydu, chinh xac thong tin cua ~irngCBCCVC ill
khi duQ'ctuyen d\mg cho den khi khong con lam vi~c t~i cO'quan, to chuc, dan vi nha
nu6c.

c) H6 sO'gidy CBCCVC duQ'cluu trU, quim ly th6ng nhdt ~i cO'quan, dan vi,
dia phuO'ngc6 thdm quy~n theo phan cdp quim lY.H6 sO'di~n illCBCCVC duQ'ccac
cO'quan, dan vi s6 hoa tren cO'So' h6 sO'gidy va dUQ'cc~p nh~t, xac th1)'cthuOng
xuyen, lien tl,lclen Ph§n m~m Quim ly h6 sO'CBCCVC; bao dam k€t n6i, lien thong
trong toan h~ th6ng CO'So' dft li~u CBCCVC thanh ph6 Da Nang va v6i cO'So' dft li~u
qu6c gia v~ CBCCVC t~i BQNQiV\l.
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d) He, sa cua CBCCVC thuoc tai lieu hru tnr Iich sir, thai han bao quan vinh
vi~n; diroc xay dung, quan ly, su dung va bao quan thea ch~ de)tai li~u m~t do nha
mroc quy dinh, chi nhtmg nguoi diroc co quan hoac nguoi co thAmquyen quan ly he,
sa CBCCVC de,ng y bang van ban moi duoc nghien ciru, su dung va khai thac he,sa
CBCCVC. Nghiem cAmviec phat tan thong tin trong he, sa CBCCVC.

d) CBCCVC co trach nhiem ke khai dAydu, kip thai, ro rang, chinh xac va
chiu trach nhiem v~ tinh trung thuc cua nhtrng thong tin trong he, sa do minh ke khai,
cung cdp. Nhtrng tai lieu do CBCCVC ke khai phai duoc co quan co tham quyen
quan ly CBCCVC xac nhan, dong dAuva dira vao he, sa qulin lY.

II. QuAN LY HO SO CBCCVC BANGIAy
1.Xay dyng h8 SO' va b8 sung, sua chua du Ii~u h8 SO'

a) D6i voi CBCCVC tuyen dung IAndAu,trong thai hl;lJl30 ngay, k~ til ngay
co quy~t dinh tuy~n d\lng, co quan, dan vi sir d\lUgCBCCVC co trach nhi~m hu6ng
dfutCBCCVC ke khai, ki~m tra, xac minh cac thong tin do CBCCVC t\l ke khai, d6i
chi~u vai he, sa tuy~n d\lng va Phi~u Iy lich tu phap do ca quan co thAm quy~n cAp
va bao cao nguai d(mg ddu ca quan quan ly CBCCVC d~ xac nh~, dong dAuva dua
vao he, sa quan IY.He, sa nay la he, sa g6c cua CBCCVC.

b) D6i vai CBCCVC dang cong tac, dinh Icy hang nam, chim nhAt la ngay
15/01 cua nam sao Ii~n k~ (a6i vai CBCC), truuc ngay 31/12 hang nam (a6i vai
vien chuc) ho~c thea yeu cdu cua ca quan quan ly he, sa CBCCVC, ca quan, dan vi
sir d\lng CBCCVC huang dfutCBCCVC ke khai, bb sung nhiing thong tin phat sinh
trong nam co lien quan d~n ban than, quan h~ gia dinh va xii he)ithea "Phi~u bb sung
ly ljch CBCC" (a6ivai h6 sa CBCC) ho~c "Phi~u bb sung ly lich vien chuc" (a6ivai
h6 sa vien chuc) va phai ki~m tra, xac minh, xac nh~ d~ b6 sung vao he, sa
CBCCVC; de,ngthai b6 sung cac thanh phAnhe,sa khac thea quy dinh vao he,sa g6c
cuaCBCCVC.

c) Ch~ de)bb sung, sua chua du li~u he, sa CBCCVC th\lChi~n thea quy dinh
tl;tiI?i~u 11 Thong ills6 11~2012/T! -BNV, duqc sua d6i, b6 sun&tl;tiDi~u 1 Thon~
ill so 06/2019fTT-BNV (a6i vai h6 sa CBCC) va quy dinh tl;tiDieu 12 Thong illso
07/2019/TT-BNV (a6i vai h6 savien chuc).

d) TruOng hqp thi~u cac thanh phAnh6 sa g6c ho~c khong co h6 sa g6c thi
vi~c xay d1,l11g,hoan thi~n h6 sa CBCCVC th\lc hi~n nhu sau:

- Ca quan, dan vi quan ly, sir d\lng CBCCVC co trach nhi~m yeu cdu
CBCCVC trong thai hl;tn30 ngay, k~ tilngay phat hi~n khong co ho~c thi~u cac thanh
phAnh6 sa ,g6c phai hoan ~hi~n,b6 sung cac thanh phAnh6 sa g6~ thea quy djnh tl;ti
khoan 1Dieu 1Thong illso 06/20 19fTT -BNV ngay 0116/2019 (a6ivai h6 sa CBCC)
va thea quy dinh tl;tikhoan 2 Di~u 12 Thong ill s6 07/2019fTT-BNV (a6i vai h6 sa
vien chuc).

- TruOng h~ khon~ th~ hoan thi~n, b6 sung d~y du cac th~ ph~ h6 sa g6c
thea quy dinh tl;titiet 1 diem d nay thi can cu vao giay khai sinh goc de hoan thi~n
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cac thanh phan h6 S(1khac hoac l~pmoi h6 S(1CBCCVC theo quy dinh tai ti€t a di~m
2.1 va ti€t a di~m 2.2 khoan 2 M1)cII Huang dfut nay.

2. Thanh phAn h& SO' CBCCVC
Thanh phfuth6 S(1cua CBCCVC bao g6m h6 sa g6c CBCCVC va cac thanh phfut

h6 S(1khac theo quy dinh tai Di~u 9 Thong nr s6 1112012m-BNV (d8i vai h6 sa can b9J
cong chuc) hoac theo quy dinh tai Di~u 10 Thong tu s6 07/20 19ITT -BNV (d8i voi h6
sa vien chuc), cu th~ nhir sau:

2.1. Thanh phftn h6 S(1can bQ,cong chirc (CBCC)
a) He, S(1g6c cua CBCC g6m cac thanh phftn sau:
- Quyen "Ly lich can bQ,cong chirc": Theo mdu 01a-BNV/2007 ban hanh kern

theo Quyet dinh s& 06/2007/QD-BNV;
- Ban "S(1y€u ly lich can bQ,cong chirc": Theo mdu 2C-BNV/200S ban hanh

kern theo Quyet dinh s6 02/200S/QD-BNV;
- Ban "Ti~u sir tom t~t": Theo rndu 03a-BNV/2007 ban hanh kern theo Quyet

dinh s6 06/2007/QD-BNV;
- Ban sao Gifty khai sinh g6c co chirng thuc cua C(1quan co thfun lTuy~n;
- Gidy chUng nh~n suc khoe do dan vi y t€ ru cdp huy~n tro len cdp;
- Phi€u ly lich tu phap do C(1quan co thAmquy~n cdp;
- Ban sao co chUng th\lc cua C(1quan co thfun quy~n cac lo~i gidy to co lien

quan d€n trinh dQdao t~o cua can bQ, cong chuc nhu: bang di~m, VWl bfutg, chUng
chi v~ trinh dQdao t~o chuyen mon, Iy lu~ chinh trj, ngo~i ngu, tin hQc,b6i ducmg
nghi~p V\l... TruOng hQ'Pvan bfutg, chUng chi duqc cdp bfutg ti€ng nu6c ngoai phai
duqc dich sang ti€ng Vi~t theo quy diM cua phap lu~t va phai co chUng th\lC cua C(1
quan co thk quy~n;

- Ban chinh ho~c ban sao co chUng th\lc cua ca quan co thfun quy~n cac Quy€t
diM tuy~n d\lng ho~c xet tuy~n, ti€p nh~ vao cong chuc.

b) Cac thanh phftn h6 S(1khac g6m co:
- "Phi€u b6 sung Iy lich can bQ, cong chuc": Theo mdu 04a-BNV/2007 ban

hanh kern theo Quy€t dinh s6 06/2007/QD-BNV;
- Ban chinh ho~c ban sao co chUng th\lc cua ca quan co thfun quy~n cac quy€t

diM v~ vi~c xet chuy~n, b6 nhi~rn, di~u dQng, luan chuy~n, bi~t phai, nang ng~ch,
nang luang, khen thuang, kY lu~t cua can bQ,cong chuc;

- Ban chinh ho~c ban sao co chUng th\lc cac ban t\l ki~m di~rn, nh~ xet danh
gia cong chuc hang nam cua C(1quan sli'd\lllg cong chuc;

- Ban chinh ho~c ban sao co chUng th\lc cac ban nh~ xet, danh gia cua C(1
quan, dan vi co thfun quy~n quan Iy can bQ,cong chuc (hang nam, khi h€t nhi~rn ky,
bAucli'ho~c b6 nhi~m, gi6i thi~u ung cli', luan chuy~n, khen thuang, kY lu~t ho~c sau
cac dqt cong tac, t6ng k€t hQc~p);

- Ban ke khai tai san theo quy diM hi~n hanh;
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5

- Dan, thu kern theo cac van ban thfun tra, xac minh, bien ban, k€t luen cua co
quan, t6 chirc, dan vi c6 tham quyen v~ nhtrng vAnd~ lien quan den CBCC va gia
dinh CBCC duoc phan anh trong dan thir (khong hru trong thanh phfut h6 so nhtmg
dan, thir n~c danh hoac dan, thir chua duoc xem xet, k€t luan cua co quan c6 thfun
quyen);

- Nhimg van ban, tai li~u khac c6 lien quan den viec b6 nhiem gift chirc vu lanh
dao, quan Iy; lien quan tnrc ti€p den qua trinh cong tac va quan h~ xa hQicua CBCC.

2.2. Thanh phl1nh6 so vien chirc

a) H6 so g6c cua vien clnrc g6m cac thanh phl1nsau:

- Quyen "Ly lich vien chirc": Theo mdu HSOI-VCIBNV ban hanh kern theo
Thong illso 0712019/TT-BNV;

- "So yeu Iy lich vien chuc": Theo rndu HS02-VCIBNV ban hanh kern theo
Thong ills6 07/2019ITT-BNV;

- Ban sao GiAykhai sinh co clnmg thuc cua co quan c6 thfun quyen;

- Phieu ly lich illphap cua co quan c6 thfun quy~n cAp;

- Gidy chUng nh~n suc kh6e do co so y te til' cdp huy~n tro len cdp con gia tri
su d\mg;

- Ban sao c6 chUng th\lC clia co quan c6 thfun quy~n cac lo~i gidy to c6 lien
quan den trinh dQdao t~o, b6i duang clia vien chuc nhu: bimg di~m, vim b~g, chUng
chi v~ trinh dQdao t~o chuyen mon, Iy lu~ chinh tri, ngo~i ngii', tin hQc, b6i duang
n~hi~p V\l. TruOn~ hW cac van b~g, chUng chi dao t~o do co so dao t~o nl;f6cng~ai
cap ngoai tanh tho Vi~t nam thi phai duqc co quan, t6 chuc, dan vi c6 tham quyen
clia BQGiao d1,lcva Dao t~o cong nh~;

- Bim chinh ho~c ban sao c6 chUng th\lCclia co quan c6 thfun quy~n cac quyet
dinh tuy€n d1,lngho~c xet tuy€n, ti€p nh~ vien chuc.

b) Cac thfmh phAnh6 so khac g6m c6:

- "Phi€u b6 sung Iy Hchvien chuc": Theo mdu HS03-VCIBNV ban hfmh kern
theo Thong ills6 07/2019ITT-BNV;

~Ban chinh hO~7ban.sao c6 chUng th\lc cli!lco quan c6 thfun 'luy~n cac quyet
diM ve vi~c xet chuyen, bo nhi~m, bi~t phai, dieu dQng, luan chuyen, thang h~g,
nang luang, khen thu6ng, ky tu~t clia vien chuc;

- Ban chinh ho~c ban sao c6 chUng th\lc Bim t\l ki~m di~m, tl! nh~ xet, daub
gia hang nrun clia vien chuc c6 xac nh~ clia dan vi su d1,lllgvien chuc; bim nh~ xet,
daub gia, phan lo~i vien chuc clia co quan, dan vi c6 thfun quy~n quim Iy vien chuc
(hang nam, khi h€t nhi~m Icy, bAucu ho~c b6 nhi~m, gi6i thi~u Ung cu, khen thuang,
kY lu~t ho~c sau cac dqt cong tac, t6ng ket hQct~p);

- Ban ke khai tai san theo quy dinh;
- Dan, thu kern theo cac van bim thfun tra, xac minh, bien ban, k€t lu~ cua co

quan, dan vi c6 thfun quy~n v~ nhilng vAn d~ lien quan den vien chuc va gia dinh
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vien chirc ducc phan anh trong don, thir (khong hru trong thanh phAnh6 so nhimg
dan, thir n~ danh hoac dan, thu chua duoc xern xet, k~t lt$l cua co quan c6 thfunquyen);

- Cac van ban, Uti li~u khac c6 lien quan d~n viec b6 nhiem clnrc vu lanh dao,
quan ly; lien quan tnrc ti~p d~n qua trinh cong tac va cac quan h~ xii hQicua vien chirc.

2.3. S~p x~p thanh phAnh6 so va hru tnt, bao quan h6 so CBCCVC

a) Truce khi hru tru h6 so CBCCVC, co quan, don vi quan ly h6 so CBCCVC
cAnkiem tra va xu ly d~ dam bao cac thanh phAntai li~u diroc hru trU trong h6 so la
nhtmg tai li~u chinh tlnrc, tin c~y va c6 gia tri phap ly; loai bo nhiing tai li~u trung
l~p, thira, chi gift lai rn6i lo~i tai li~u rnQtban. NhUng tili li~u hu hong (tai li~u bi phai
rna, rach nat) thi phai c6 bi~n phap ph\lc ch~ ho~c sao chep l~i nQidung va lUlld6ng
thai vai ban cu. TruOng hqp cAnhuy tai li~u trong thanh phAnh6 so CBCCVC phili
thanh l~p HQi d6ng huy tai li~u h6 so CBCCVC, l~p bien ban ghi ro ly do huy, co
quan c6 thArnquy€n cho phep huy, danh rn\lCtai li~u huy, ngay huy va noi huy; bien
ban huy tai li~u phili lUlltrong h6 so CBCCVC.

b) H6 so CBCCVC duqc lUll trU phili s~p x~p theo thu t\l ten A, B, C ho(lc
theo ddu m6i ttvc thuQc bao dam nguyen t~c d~ tim, d~ ldy, d~ bao quan va khong bi
nhau nat ho(lc hu hong, thdt l~c h6 so. Cac thanh phAn tai li~u c6 trong h6 so
CBCCVC cdn dUQ'ct~p hQ'P,s~px~p gQngang, khoa hQc,th6ng nhdt, x~p rieng thanh
tirng nh6rn va theo thu t\l thai gian tang dAn,t~o thu~ lqi cho vi~c tra CUu, lUlltrU,
bao quan, khai thac va su d\lng, ph\lc V\l cong tac quan ly, su d\lllg CBCCVC. Cac
thanh phAntai li~u c6 trong h6 so CBCCVC ban gidyduqc s~px~pth6ng nhdt theo th(r
tl,r va yeu cduW. Ph\ll\lc I dinh kern.

c) Vi~c lUll tru, bao quan h6 so CBCCVC phili dam bao th\!'c hi~n ddy du cac
buac: L~p s6 h6 so, phan lo~i tM li~u, l~p phi~u li~t ke tai li~u va vao s6 dang kY h6
so, l~p thu rn\lCh6 so d~ ph\lc V\l cong tac tra cUu. Ch~ dQbao quan h6 so CBCCVC
theo ch~ dQbao rn~t cua nha nuac va phai dam bao cac di€u ki~n co so v~t chdt, trang
thi~t bi bao quan h6 so theo quy dinh.

3. Bi~umlu quan ly h8 sO'CBCCVC
a) Bi~u mdu ~h\lc V\l cong tac quan ly h6 so can bQ, cong ch(rc: Th\!,chi~n

theo quy dinh t~i Dieu 1 Quyet dinh s6 06/2007/QD-BNV va Di€u 1 Quyet dinh s6
02/2008/QD-BNV cua BQ truang BQNQiV\l.

b) Bi~u rndu ph\lc V\l cong tac quan ly h6 so vien chuc: Th\!'c hi~n theo quy
dinh t~i Di€u II Thong tu s6 07/20191TT-BNV cua BQtruang BQNQiV\l.

4. Cong tac chuy~n giao, ti~p nhin h8 sO'CBCCVC
4.1. Cach thuc chuy~n giao, ti~p nhin h8 sO'CBCCVC
a) CBCC duqc di€u dQng, luan chuy~n, vien chuc duqc xet chuy~n thanh cong

chuc va can bi), cong chuc cdp xii duqc xet chuy~n thanh cong chuc til cdp huy~n tro
len thi co quan, don vi, dia phuong c6 thfun quy€n quan ly CBCCVC khi ti~p nh~
CBCCVC phai yeu cdu co quan, don vi, dia phuong quan ly h6 so CBCCVC cu ban
giao ddl du h6 so cua CBCCVC d6 trong thm gian 30 ngay, k~ til ngay CBCCVC
c6 quyet dinh ti8p nh~ cua co quan, don vi rnai ho~c c6 quyet dinh di€u dQng, luan
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7

chuyen, xet chuyen thanh cong chirc, He, sa khi tiep nh~ phai dam bao cac yeu cAu
sau:

- Ghi Phieu chuyen he, sa va Phieu giao nhan he, sa theo rn!u quy dinh tai Phu
luc ITkern theo Huang dKnnay;

- Ki~rn tra niem phong, ddu buu di~n (neu gui qua duong biru di~n) va xac
nh~ tinh trang tai li~u nhan dircc vao Phieu chuyen he, sa va giri tra phieu nay cho
noi giao he, sa hoac co van ban tra loi noi girl he, sa va xac nh~ tinh trang niem
phong;

- Vao sAgiao, nhan he, sa theo rn!u quy dinh t~i Phu luc II kern theo Huang
dKnnay;

- L~p sAhe, sa, I~pphieu li~t ke tai lieu, vao sAdang Icy h6 sa theo rnau tai Phu
luc II kern theo Huang d§n nay va I~pbien ban giao nhan;

- Viec chuyen giao he, sa do co quan quan Iy h6 sa CBCCVC thuc hien.
b) CBCCVC nghi hiru, chuyen cong tac, thoi vi~c, chAm dirt hQ'Pde,ng lam

vi~c ho~c illtrAnthi vi~c chuy~n giao va lUll trfi' he, sa duQ'cth\lc hi~n nhu sau:
- CBCCVC nghi hUll, thoi vi~c, chAmdirt hQ'Pde,ng lam vi~c thi duQ'cnh~

rnQtban sao "Sa yeu Iy l!ch can bQ,cong chuc" (dAivui CBCC) ho~c "Sa yeu Iy Iich
vien chuc" (dAivui vien chuc) va cac quyet dinh co lien quan. He, sa gAcvan do ca
quan, dan vi co thfun quy~n quan Iy he, sa CBCCVC lUll gift, bao quan va dua vao
nhorn CBCCVC thoi vi~c. Ca quan co thfun quy~n quan Iy he, sa CBCCVC chi dUQ'c
xac nh~ va cdp I~i ban sao Sa y~u Iy IichCBCCNC khi co yeu cAubkg van ban va
tren ca sa he,sa gAc lUll trfi'.

- DAi v6i CBCCVC til trAn, gia dinh CBCCVC dUQ'cnh~ mQtban sao "Sa
yeu Iy Iich can bQ, cong chuc" (dAivui CBCC) ho~c "Sa yeu Iy Iich vien chuc" (dAi
vui vien chuc). He, sa gAcvKndo ca quan, dan vi quan Iy he, sa CBCCVCC lUll gift,
bao quan va dua vao nhom CBCCVC thoi vi~c.

- DAivui CBCCVC chuy~n cong tac ho~c chuy~n ra kh6i ca quan, dan vi cua
nha nuuc thi duQ'c nh~ rnQt ban sao "Sa yeu Iy 1jch can bQ, cong chuc" (dAi vui
CBCC) ho~c "Sa y~u Iy Itch vien chuc" (dAivui vien chuc) cua ban than. He, sa gAc
vdn do ca quan, dan vi co thfun quy~n quan Iy he, sa CBCCVC Cll lUll gift, bao quan
va chi dUQ'cchuy~n giao cho cac ca quan, dan vi, tA chuc khac co thfun quy~n quan
Iy khi cac co quan, dan vi, tAchuc do co yeu cdu bkg van ban.

4.2. Cach thuc ChUY~Dgiao, ti~p Dh~D h6 sa giiy CBCCVC thuQc thim
qUY~DqUaD ly So' NQiV\I

CBCCVC duQ'cdi~u dQng, b6 nhi~rn gift cac chuc vl,lIanh d~o, quan Iy theo
quy dinh t~i di~m a khoan 2 Ml,lcIHuang dKnnay thi ca quan, dan vi co trach nhi~m
ban giao he, so gAcCBCCVC v~ Sa NQiVl,l quan lY. Vi~c giao nh~ h6 sa CBCCVC
ban gidy duQ'cth\lc hi~n nhu sau:

- Truuc khi giao nQphe,sa CBCCVC ban gidy v~ Sa NQiVl,l, cac co quan, dan
vi co trach nhi~rn ra soat, bA sung dAydti thanh phAnhe, sa, s~p xep cac thanh phAn
he, sa theo dung quy djnh; de,ng thai phai hoan thanh vi~c c~p nh~t ddy du thong tin,
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dft lieu, dinh kern d~y du t~p tin di~n ttl co lien quan len Ph~ mem quan Iy h6 so
CBCCVC.

- D6i voi nhtrng tnrong hop theo quy dinh S6 NQivu hru gift h6 so g6c nhirng
co quan, don vi co nhu c~u hru trfr h6 so g6c CBCCVC d~phuc vu cong tac quan Iy
thi ban giao ban sao co chtrng thirc h6 so CBCCVC vS S6 NQivu theo doi, quan ly;
d6ng thai cac co quan, dan vi chiu trach nhiem tnroc Chu tich UBND thanh phd v~
viec hru trfr va quan Iy ban g6c h6 so CBCCVC.

- Khi giao nQPh6 so CBCCVC, co quan, don vi giao h6 so ghi d~y dil thong
tin tai muc "Ben giao h6 so" va co chtt kY, ho ten, don~ dAucua ben giao h6 so tai
"Phi~u giao, nh~ h6 so can bQ, cong chirc" (d6i voi ho so cila CBCC) ho~c Phi~u
giao, nh~ h6 sO'vien chuc" (d6i vai h6 sO'cua vien chuc). BQph~ ti~p nh~ h6 sO'
CBCCVC t~i S6 N<)1V\l ki~m tra d~y dil thong tin va cac thanh ph~ h6 sO'giao nQP,
hoan thi~n thong tin t~i m\lC"Ben nh~ h6 sO'''cila Phi~u giao, nh~ h6 sO',trinh Lanh
d~o S6 kY xac nh~. Phi~u giao, nh~ h6 sO'CBCCVC duqc I~p thanh 02 ban, ben
giao gift 01 ban va ben nh~ giu 01 ban.

- Dinh Icy hang nam, ch,m nhit ngay 15/02 clla nam san Hin ki, cac cO'
quan, dan vi th\Ic hi~n ra soat va giao nQPb6 sung d~y dil cac thanh ph~ h6 sO'phat
sinh cila CBCCVC va cac h6 sO'g6c cila CBCCVC duqc di~u dQng, b6 nhi~m mai
trong nrun vS S6 NQiV\ld~ c~p nh~t, b6 sung vao h6 sO'CBCCVC (n~u co).

- BQph~ ti€p nh~ h6 sO'CBCCVC t~i S6 NQiV\l g6m:

+Phong Cong chuc, vien chuc: Ti€p nh~ h6 sO'cila CBCCVC lanh ~o, quan
Iy la nguai dUng d~u va cAppho cila nguai dUng d~u cac s6, ban, nganh, dan vi S\I
nghi~p trvc thuQcUBND thanh ph6;

+ Phong Xay d\l'llg chinh quYSnva cong tac thanh nien: Ti€p nh~ h6 sO'cila
CBCC la Chu tich va Pho Chil tich UBND cac qu~, huy~n.

5. Nghien Ctlu, sit dyng va khai thac h6 sO'CBCCVC

a) D6i tuqng duqc nghien Clru,sir d\lng va khai thac h6 sO'CBCCVC g6m:

- CO'quan quan Iy CBCCVC; cO'quan, dan vi sir d\lng CBCCVC va cO'quan,
dan vi quan Iy h6 sO'CBCCVC duqc nghien Clru, sir d\lllg va khai thac h6 sO'
CBCCVC d6 ph\lc V\l yeu c~u cong tac;

- TruOng hgp c~ thi€t va duqc S\Id6ng y cila nguai dUng ~u cO'quan quan
Iy h6 sO'CBCCVC, CBCCVC duqc nghien Clru toan bQ ho~c mQt ph~ h6 sO'cila
minh ho~c d~ nghi cO'quan ly h6 sO'cung cApban sao "SO'y€u ly lich can bQ, cong
chuc" ho~c ban sao "SO'y€u Iy lich vien chuc" cila minh d~ ph\lc V\l cho vi~c giao
dich hanh chinh cila ban than.

b) Quy dinh khi nghien Clruh6 SO'CBCCVC

- Nguai d~n nghien Clruh6 SO'CBCCVC phai co giAygiai thi~u CllaCO'quan,
t6 chuc, dan vi co th~ qu¥Sn cAp,trong ~o ghi ro dia chi, chuc ~anh,yeu c~u nghien
Clruh6 SO'Cllaai, vS van de gi. Cac yeu cau phai duqc ghi C\lthe trong Phieu nghien
Clruh6 SO'CBCCVC theo m~u t~i Ph\lI\lC III dinh kern;

- Chi duqc nghien Clrut~i nO'iluu gift h6 SO'CBCCVC;
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9

- Chi duoc xem nhtrng tai li~u (hoac mQtphdn tai lieu) co nQi dung lien quan
d~n nhiem vu, cong vi~c duoc giao;

- Khong diroc lam sai l~ch nQi dung va hinh thirc he, sa CBCCVC nhir: danh
ddu, tfiyxoa, sua chua, them, b61:cac tai li~u dii co trong h6 sa;

- N~u muen sao chup lai nhtrng Uti li~u lien quan trong thanh phan h6 sa
CBCCVC thi phai bao cao va diroc ngiroi dirng dAuco quan, dan vi quan ly h6 sa
CBCCVC d6ng y. Viec sao chup do nguoi true ti~p quan ly h6 sa CBCCVC ti~n
hanh va ban giao lai.

c) CCVC tnrc ti~p lam cong tac quan ly h6 sa CBCCVC co trach nhiem:
- Cung cApdung va dAydu cac tai lieu cho nguoi d~n nghien ciru, khai thac

h6 sa CBCCVC thea Phi~u nghien CUuh6 sa CBCCVC da duoc ngiroi dirng dAuco
quan, dan vi quan ly h6 sa CBCCVC phS duy~t;

- Ki€m tra tinh tr~ng he,sa khi tra bao dam dung nhu khi cho muqn; VaGPhi~u
theo doi su dVng, khai thac h6 sa CBCCVC va S6 thea doi khai thac, su dvng h6 sa
CBCCVC thea mdu t~i PhV1vc III dinh kern;

- Sao Ivc h6 sa cho nguai d~n nghien cUu,khai thac h6 sa thea Phi~u nghien
cUu h6 sa CBCCVC dii duqc ngum d(rng dAuca quan quan ly he, sa CBCCVC phe
duy~t, chdp thu~.

III. QuAN LY, C~ N~T HO SO D~N Tit CVA CBCCVC TREN
pHAN MEM QUAN LY HO SO CBCCVC

1.HA SO' cti~n til
He, sa di~n ill cua CBCCVC la t~phQ'Pcac tai li~u duqc th€ hi~n duai d~g

tai li~u di~n tti, duQ'ct~o l~p ho~c duqc so hoa tren ca sa h6 sa gidy, dap (rng cac tieu
chu§n du li~u thong tin dAuVaGthea quy dinh; duqc c~p nh~t, lUlltru tren Phdn m€m
quan ly h6 sa CBCCVC cua UBND thanh ph6 (sau day viSt cit la Phan m€m) va
duqc kSt n6i vm Ca sa du li~u qu6c gia v€ CBCCVC.

H6 sa di~n ill cua CBCCVC phai duQ'ct~o l~p, c~p nh~t thuang xuyen, kip
thai, dAydu, chinh xac, song song, th6ng nhdt vm h6 sa, tili li~u gidy va phai dUQ'c
phe duy~t thong qua vi~c th\lc hi~n xac th\lc thong tin h6 sa di~n ill cua CBCCVC
tren Phdn m€m quan ly h6 sa CBCCVC.

Quan ly h6 sa dien ill la vi~c t~o l~p, xac th\lc du li~u di~n ill,xay d\l'flg,c~p
nh~t, sua chua thong tin, thay d6i tr~g thai, khai thac va su dvng he, sa di~n ill cua
CBCCVC. Vi~c khai thac he,sa di~n illCBCCVC duQ'cth\lc hi~n thon~ qua cac chuc
nang tra cUu, tim ki~m, xem thong tin v€ he, sa CBCCVC ho~c k~t xuat thong tin ca
sa du li~u CBCCVC, tfin¥ hQ'Pcac thong tin thea tieu chi, th6ng kS, bao cao, xudt,
in cac kSt qua thong tin ho sa di~n ill cua CBCCVC va phai tuan thu thea dung quy
dinh cua phap lu~t v€ quan ly thong tin cua CBCCVC.

Ca quan, dan vi co th§m quy€n quan ly he, sa CBCCVC chiu trach nhi~m t~o
l~p, c~p nh~t, quan ly, v~ hAnh va khai thac, su d\lng Phdn m€m quan ,ly h6 sa
CBCCVC thea quy dinh cua phap lu~t va thea phan cap quan lY.Vi~c kSt noi va chia
se du li~u he, sa CBCCVC tren Phdn m€m vOi cac h~ th6ng thong tin khac phai duQ'c
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S\I d6ng y bang van ban cua co quan co thfun quyen hoac cua nguoi dirng dAu co
quan, don vi co thfun quyen quan Iy h6 so CBCCVC. Dia chi truy c~p Phk mem
quan Iy h6 so CBCCVC: https://cbccvc.danang.gov. vn.

2. sA boa b8 sa CBCCVC
S6 hoa h6 so CBCCVC la qua trinh chuyen d6i thong tin thong qua viec nhap,

quet (scan) thong tin, dfr lieu, van ban, tai li~u co s~ tren h6 so giAycua CBCCVC
nham chuyen d6i sang dang thong tin, dfr lieu, van ban, tai li~u di~n tir va duoc hru
trfr trong h6 so di~n til cua CBCCVC tren Phk mem quan Iy h6 so CBCCVC.

Qua trinh s6 hoa phai dam bao tinh dAydu, chinh xac, toan ven dfr li~u cua h6
so, giAyto duoc s6 hoa va tinh hoan thien v8 nQi dung, quy trinh s6 h6a; d6ng thai
phai dam bao cac nguyen tAcv8 bao v~ dfr li~u ca nhan cua CBCCVC.

Nguai th\Ic hi~n s6 hoa sao ch\lp tirng lo~i giAyta chuy~n thanh ban di~n tir
va dimg chfr Icy s6 cua co quan, don vi d~ Icy tren ban sao ch\lp di~n tiro Vi~c sao ch\lp
giAyta, tai li~u chuy~n sang ban di~n tir phAidam bao cac yeu cAusau:

a) Xac th\Ic s6luQ'ng h6 so g6c theo s6lm;mg ban sao ch\lp d~ bAodam tAtca
cac h6 so g6c d8u duQ'cs6 hoa;

b) Bao dam ch\lp toan bQvan ban, cac ban sao ch\lp chfnh xac, toan di~n, dAy
du so vm ban g6c;

c) S6 lUQ'llgAnh 6 ban sao ch\lp phai b~g s6 IUQ'llgtrang dAuvao va duQ'csAp
xSp theo dung thu 1\1;

d) D6i vm trang co gAogiAyghi chu: t~o 2 ban ch\lp, mQtban co gAogiAyghi
chu tren van ban va mQtban da bo giAyghi chu;

d) Bao dam tinh toan v~n dfr li~u trong qua trinh chuy~n giao xU Iy;

e) Thong s6 Icy thu~t ban sao ch\lp phai dap frn~ tieu chufut dfr li~u thong tin
dAuvao cua co s6 dfr li~u tai li~u lUlltrfr quy dinh ~i Dieu 6 Thong tu s6 02/20 191TT­
BNV ngay 24/0112019 cua BQ truang BQNQiV\lquy dinh tieu chufut dfr li~u thong
tin dAuvao va yeu cAubao quan tai li~u lUlltrfr di~n tiro C\l th~:

- Tai li~u lUlltrfr di~n tti duQ'cs6 hoa illtai li~u lUlltrfr n~n giAyphai dam bao
cac tieu chufrn sau:

+Djnh dl;lIlgPortable Document Format (.pdf), phien ban 1.4 tr6len;

+Anhmau;

+DQphan giai t6i thi~u: 200 dpi;

+ Ty I~ s6 h6a: 100%;

+Hinh thuc chfr Icy s6 cua co quan, t6 chuc quan Iy tai li~u lUlltrfr s6 hoa phai
dam bao dUng, du nhu sau: Vi tri 6 goc tren, ben phai, trang dAutai li~u; hinh Anh
dAucua co quan, don vi mau do, kich thu6c b~g kich thu6c th\ICtS cua dAu,dinh
dl;lIlgPortable Network Graphics (.png); cac thong tin ten co quan, d~ vi, thai gian
Icy (ngay, thang, ~am;gia, phut, giay; mui gia Vi~tNam thea Tieu chu~ ISO 8601);
duQ'ctrinh bay bang phong chfr Times New Roman, chfr in thuang, kieu chfr dfrng,

m
inh

ltn
1-

31
/0

7/
20

25
 0

9:
33

:2
7-

m
inh

ltn
1-

m
inh

ltn
1-

m
inh

ltn
1



11

cO'chtr 10, mau den; (MJu hinh thuc chft ki s6 co quan, don vi quem If tat lieu luu
trft s6 hoa tai Phu luc IV dinh kern).

+Ten file:G6m rna h6 sa va s6 thir n.r van ban trong h6 sa, each nhau boi diu cham,
- Tai lieu anh: Dinh dang JPEG; dQphan giai t6i thieu 200dpi.

g) Khong thirc hien s6 h6a d6i voi nhtmg gidy to, tai li~u m~t theo quy dinh
cua phap lu~t.

3. Tao lip, cip nhit, b6 sung thong tin, dilli~u hAsa di~n tu CBCCVC

3.1. Lip mOihAsa di~ntil
a) Trong thai gian 15 ngay lam viec, k~ til ngay c6 h6 sa gidy cua CBCCVC,

co quan, dan vi c6 thfun quyen quan ly h6 sa CBCCVC c6 trach nhiem tao l~p, c~p
nhat dAydu, chinh xac thong tin h6 sa CBCCVC va cac van ban, tai lieu lien quan
khac cua CBCCVC hien c6 m~t cua ca quan, dan vi vao cac truang dfr li~u CllaPhAn
m€m quan ly h6 sa CBCCVC. Thong tin h6 sa CBCCVC c~p nh~t tren PhAnm€m
phai dugc chuAnh6a va th6ng nhdt voi h6 sa gidy.

b) Cac ca quan, dan vi can cu h6 so gidy clla CBCCVC d~ ra soat, t~o I~p,c~p
nh~t dAydll, chinh xac cac nQi dung thong tin cAnthi~t CllaCBCCVC len tdt ca cac
the thong tin tren PhAnm€m, trong d6 luu y cac truang thong tin cAnra soat, c~pnh~t
dAydll g6m:

- The "Thong tin chung" g6m: Anh the; hQva ten; gioi tinh; ngay, thang, nam
sinh; dan tQc;ton giao; s6 CMND/CCCD, ngay cdp, nai cdp; nguyen quan; noi sinh;
hQkhdu thuang trU; nai a hi~n nay; s6 di~n th~~i di dQng; ~mail con~ '1l; tinh tr~~
hon nhan; thong tin dang vien (so the, ngay ket n~p, nai ket n~p); so so BHXH; so
the BHYT; Mil s6 thu~ ca nhan;

- The "Bien ch~, hqp d6ng" g6m: Lo~i hinh bien ch~; hinh thuc tuy~n d\l11g;
ngay tuy~n d\lng; ca quan ra quy~t dinh tuy8n d\l11g;s6, ki hi~u van ban tuy~n d\l11g
(bao g6m ca thong tin hgp d6ng lao dQng IAndAu,n~u c6);

- The "cong tac": D6i tuqng d~c thu (n~u c6); qua trinh cong tac g6m: ngay
bAtdAu,ngay k~t thuc, dan vi cong tac, phong cong tac, chuc V\l, h~ s6 chuc V\l; qua
trinh kiem nhi~m, bi~t phai (n~u c6);

- The "Luang, ph\! cdp": Qua trinh luang (ngay bAtdAu,ngay k~t thuc, hinh
thuc huang luang, thai di~m tinh nang luang IAnsau, ng~chlchuc danh ngh€ nghi~p,
b~c, ~~ s6Iuan~, vuqt khung, ch~nh I~ch bao luu (n~l!c6l); qua tr~ ph\l cdp (ngay
bit dau, ngay ket thuc, lo~i ph\! cap, dan vi tinh (h~ so/phan tram/so tien»; qua trinh
~~~~~~~~~~~~~~~~~
san, nghi khong luang ... ), Iy do);

- The "Dao t~o, b6i duang": Qua trinh dao t~o chuyen mon (thai gian, trinh
dQ,hinh thuc, chuyen nganh dao t~o, s6 hi~u va ngay cApvan bfutg, chUng chi); qua
trinh b6i duO'ngnghi~p V\l (Quan Iy nha n?,oc, Iy lu~ ,chinh tri" ngo~i ngfr, tin hQc,
b6i duang tanh d~o, qufm IY..); qua trinh boi duang ngan h~ (neu c6);

- The "Danh gia, khen thuang, Icy lu~t''=,Qua trinh danh gia (!hm gian, k~t qua
danh gia; s6, ki hi~u, ngay thang van ban quyet dinh; ca quan quyet dinh dam gia);
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qua trinh khen thuong (thai gian, loai hinh khen thirong, hinh thirc khen thuong,
thanh tich dat diroc, ly do); qua trinh Icy lu~t (thai gian, hinh tlnrc Icy luat, Iy do);

- The "H6 sa nhan than": Qua trinh Iy lich hB sa; d~c di~m lich sir ban than
(v~ ban than, vo/chong va cac con; ong, ba n<)i,ngoai, cha, my, anh chi em ru<)tva
cua ben vq hoac ben chong);

- The "Dang, Doan, doan th~ khac": thai gian, t6 chirc Dang/Doan/doan th~
khac; chirc vu; kiem nhiem (n~u co).

c) D6ng thai voi viec nh~p cac n<)idung thong tin cAnthi~t cua CBCCVC len
t~t ca cac the thong tin, b<)phan quan Iy h6 sa CBCCVC cua co quan, dan vi co trach
nhiem c~p nhat dAydu file dinh kern (dinh dang .pdf) nrong img voi tirng n<)idung
thong tin cua CBCCVC (tnroc mat ap dung d6i voi CBCCVC gitr chirc vu lanh dao,
qulir?Iy) va bb tieh chon :'bao m~t t~p dinh kern". T~p dinh ~em phai dam bao tieu
chuan du li~u thong tin dau vao thea quy dinh t~i tiet 6 diem b khoAn 2 M\lc III
Huang ddn nay.

3.2. C~p nh~t, b8 sung, sila chO'a thong tin, dO'li~u hA sO'di~n tfr

- Khi co thay d6i v~ thong tin tren ca sa van ban, gi~y ta do ca quan co thfun
quy~n ban hanh nhu cac quy~t dinh lien quan v~ qua trinh cong tac, qua trinh dao
t~o, b6i duOng, qua trinh luang, danh gia, khen thuang, Icy lu~t, k~t lu~ v~ nhi1'ng
vk d~ lien quan d~n ca nhan va gia dinh CBCCVC thi ca quan, dan vi co trach
nhi~m c~p nh~t thong tin vao h6 sa di~n til eua CBCCVC trong vang 10 ngay k~ til
ngay ti~p nh~n van ban, tai li~u.

- D6i vai thong tin thay d6i til phia ca nhan CBCCVC bao g6m Iy lich va cac
m6i quan h~ xii h<)i,quan h~ gia dinh thi CBCCVC co trach nhi~m bao cao, cung cap
thong tin cho b<)ph~ quan Iy h6 sa Cllaca quan, dan vi d~ c~p nh~t va chiu trach
nhi~m v~ tinh chinh xac, dAydu, nhat qulin cua thong tin do minh cung cap. Vi~c c~p
nh~t thong tin thay d6i, phat sinh til phia ca nhan CBCCVC vao h6 sa di~n til cua
CBCCVC duqc ca quan, dan vi thl,l'chi~n trong vang 10 ngay lam vi~c k~ til ngay
nh~ duqc thong tin b~g giay ta, van ban, tlii li~u hqp I~do CBCCVC cung cap.

- Truang hqp phat hi~n thong tin trong h6 sa di~n til khong th6ng nhat VO; h6
sa giAycua CBCCVC thi ca quan, dan vi phai c~p nh~t, b6 sung, sira chua thea h6
sa giAyva phai duqc ra soat, ki~m tra, xac minh, s6 hoa, phe duy~t truac khi c~p
nh~t, sir d\lflg.

- Dinh kY 6 thling (truac ngay 20/7) va hang nam (truac ngay 15/02), ca quan,
dan vi co thfun quy~n qulin Iy h6 sa CBCCVC co trach nhi~m ra soat, c~p nh~t dAy
du, chinh xac cac thong tin, du li~u di~n til phat sinh trong nam Cllah6 sa CBCCVC.

4 D '). h l 't'A hA h). A'A ~". t A Ph). ).. leu c uyen va lep n ,n 0 sO'ul~n lU ren an mem
a) Truang hqp CBCCVC duqc bAucu, b6 nhi~m, di~u dQng, luan chuy~n, bi~t

phai, chuy~n cong tac d~n ca ,quan, dan vi, dia phl~an~ m~ vdn t~uQc thfun q~y~n
quan Iy CllaUBND thanh pho nhung co Sl,l'thay doi ve thfun quyen qulin Iy ho sa
CBCCVC thi cimg vai vi~c chuy~n giao h6 sa giay thea quy dinh t~i khoan 4 M\lc
II Huang ddn nay, trong thai h~ 10 ngay I~ vi~c k~ til ngay van blin co hi~u Iv:c,
ca quan, dan vi, dia phuang dang qulin Iy ho sa CBCCVC co trach nhi~m chuyen

m
inh

ltn
1-

31
/0

7/
20

25
 0

9:
33

:2
7-

m
inh

ltn
1-

m
inh

ltn
1-

m
inh

ltn
1



- - -- ----- ------------_

l3

giao quyen truy c~p tai khoan h6 so di~n tU CBCCVC sang co quan, don vi, dia
phuon& moi co. tham quyen quan ly h6 so ~BC!=VC thong ~ua viec thuc hi~n cac
l~nh dieu chuyen ho so nrong img tren Phan mem quan ly ho so CBCCVC (tham
khao them tai li~u huang dfut S11 dung Phfut mem tai dia chi:
https://cbccvc.danang.gov.vn).

b) Tru~g hop tiep nh~ CBCCVC til co quan, don vi, dia phuong thuoc tinh,
thanh khac ve thanh pho cong tac hoac til co quan, don vi khac khong thuoc tham
quyen quan ly cua UBND thanh ph6 v~ cong tac tai cac co quan, don vi, dia phirong
thuQc th~m quyen quan ly cua UBND thanh ph6 thi trong tho; han 15 ngay k~ til
ngay nhan chuyen giao h6 so gidy cua CBCCVC, co quan, don vi, dia phuong co
trach nhiem tao l~pmoi h6 so di~n illcua CBCCVC tren co sa h6 so gidy, phe duy~t,
hru tJij h6 sO'di~n hi eua CBCCVC tren Phfut m~m.

c) TruOng hgp CBCCVC dUQ'cbi~t phai h?~c thu¥en chuy~n d~n co quan, don
vi, dia phuong khac cong tac ngoai ph~m vi, thdm quyen quan ly cua UBND thanh
ph6 ho~c nghi huu, thoi vi~c, bUQcthoi vi~c, til trfuI thi h6 so di~n ill cua CBCCVC
do vfutphAiduQ'cluu trti tren PhfuIm~m; trong thai gian 05 ngay lam vi~c k~ til ngay
van ban co hi~u hrc, co quan, don vi, dia phuong co thb quy~n quADly h6 so
CBCCVC co traeh nhi~m th\lC hi~n c~p nh~t, di~u chinh tr~g thai h6 so di~n ill
CBCCVC tren Phfut m~m.

5. Lim trii', quin Iy va khai thac, sir dvng hA sO'di~n ttl CBCCVC
a) H6 so di~n ill CBCCVC phai dUQ'cluu tril' vinh vi~n trong co sa du li~u

CBCCVC tren PhfuIm~m theo quy dinh cua phap lu~t d~ quADly, khai thac, sir d\lllg
ph\lc V\l cong tac can bQ, th\lc hi~n cac ch~ dQ, chinh sach d6i vOi CBCCVC; cac
truOng hgp CBCCVC da chuy~n cong tac kh6i ph~ vi thb quy~n quADly cua
UBND Thanhph6 ho~e nghi huu, thoi vi~c, bUQcthoi vi~c, til trfut v~ phAiduQ'cluu
trii trong co sa du li~u h6 so CBCCVC tren Phfut m~m theo quy dinh.

b) Vi~c luu trti h6 so di~n illCBCCVC phAituan thu theo dung nguyen tAc,
quy dinh v~ bi m~t thong tin ca nhan, bAom~t thong tin, an toADan ninh m~g theo
quy dinh cua phap lu~t.

c) Co quan co th~m quy~n quADly CBCCVC, co quan, don vi tr1!c ti~p sir
d\lng, quADly CBCCVC va co quan, don vi, dia phuong co thb quy~n quADly h6
so CBCCVC duQ'cnghien Clru,sir d\lng va khai thac h6 so di~n illcua CBCCVC d~
ph\lc V\l yeu cAucong tac can bQva th\!'Chi~n ch~ dQ, chinh sach d6i vai CBCCVC.
Yeu cAunghien Clru, sir d\lng, khai thac h6 so di~n ill cua CBCCVC phai duQ'cS\l
d6ng y b~g van ban cua Thu truang co quan, don vi, nguai co thb quy~n quADly
h6 so CBCCVC.

d) Quy~n khai thac va sir d\lng h6 so di~n hi bao g6m: quy~n duQ'ct~o l~p,
c~p nh~t, hi~u ehinh, di~u chuy~n h6 so, tbng hgp, th6ng ke, xu ly, sao chep, lo~i b6
mot phfuI ho~c toan bQh6 so CBCCVC theo quy dinh cua phap lu~t, quy dinh t~i
huang dfu1nay va quy dinh v~ phan cdp qulin ly CBCCVC.

e) Trong qua trinh t~o l~p, c~p nh~t thong tin h6 so di~n ill cua CBCCVC len
Phfut m~m, n~u co vu6ng mAc,d~ nghi cae co quan, don vi, dia phuong lien h~ cac
dAum6i sau:
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- H6 tro v6 ky thuat: Trung tam Cong ngh~ thong tin va Truyen thong thuoc
Sa Thong tin va Truyen thong, s6 di~n thoai: 02363.831.022;

- H6 tro v6 thong tin he,sa CBCCVC theo dAum6i cac 56, ban, nganh, dan vi
su nghiep tnrc thuoc UBND thanh ph6: Phong Cong chirc, vien chirc thuoc SaNQi
vu, s6 dien thoai: 02363.822.085;

- H6 tro v6 thong tin he, sa CBCCVC theo dAum6i UBND cac quan, huyen,
phirong, xii: Phong Xay dung chinh quyen va Cong tac thanh nien thuoc SaNQivu,
s6 di~n thoai: 02363.827.085.

IV.T6 CHUC THVcm¢N
Cong tac quan ly he, sa CBCCVC la co sa d~ phuc vu cac yeu cAuv6 cong tac

can bQva thirc hi~n ch~ dQ, chinh sach d6i voi CBCVC; tnrong hop thong tin he, sa
CBCCVC cua co quan, dan vi chua diroc c~p nh~t dAydu va xac thuc, SaNQivu se
til ch6i giai quyet cac thu t\lC hanh chinh lien quan d~n ch~ dQ, chinh sach cua
CBCCVC theo ca ch~ mQt cira thuQc thfun quy6n tham mUll, xu Iy cua SaNQi V\l.
De,ng thai, vi~c chufut hoa, s6 hoa he, sa CBCCVC lanh d~o, quan Iy la mQt trong
nhUng tieu chi d~ danh gia cong tac thi dua khen thuang, chi s6 cai cach hanh chinh,
van thu lUll trfr. Do do, d6 nghj cac sa, ban, nganh, UBND cac qu~, huy~n, dan vi
S\l nghi~p cong I~p tf\lCthuQc UBND thanh ph6 va cac ca quan, dan vi co lien quan
tri~n khai th\lc hi~n cac nQi dung sau:

1. Ph6 bi~n, tri~n khai nQidung Huang ddn nay t6i cac ca quan, dan vi thuQc
va tIV'CthuQc; t6 chuc th\lc hi~n, huang ddn, don d6c cac ca quan, dan vi thuQc va
tIV'CthUQCth\lc hi~n cong tac quan Iy, c~p nh~t, s6 hoa he, sa CBCCVC thuQc thfun
quy6n theo dUng quy dinh cua phap lu~t va cac nQidung t~i Huang ddn nay.

2. B6 tri, pharr cong it nh~t 01 cong chuc, vien chuc ph\l trach cong tac quan
Iy, s6 hoa, c~p nh~t h6 sa CBCCVC (cci he, sa gi~y va h6 sa di~n tu) thuQc thfun
quy6n quan IY.Quan Iy tai khoan nguai dung dugc c~p d~ th\lc hi~n vi~c t~o l~p, c~p
nh~t, quan Iy, khai thac, su d\lflg Pharr m6m quan Iy h6 sa CBCCVC cua ca quan,
dan vi minh theo dung quy dinh.

3. Theo doi, ki~m tra thu<mgxuyen va djnh kY ra soat, c~p nh~t, b6 sung cac
thong tin phat sinh, thay d6i v6 h6 sa CBCCVC; chiu trach nhi~m v6 tinh kip thai,
chinh xac, dAydu, th6ng nh~t cua cac thong tin cua he, sa di~n illCBCCVC v6i cac
tai li~u, thanh pharr h6 sa gi~y cua CBCCVC.

4. Giao nQPh6 sa gi~y theo quy djnh t~i khoan 4 M\lc II Huang ddn nay vci
hoan thanh cong tac s6 hoa h6 sa CBCCVC theo dUng quy djnh. Djnh ky hang nam,
chim nhit ngay 15/02 cua nam ,sau li~n k~, cac c,! qu~, dan vi co lien quan th\lc
hi~n ra soat va giao nQPb6 sung day du cac thanh pharr ho sa phat sinh cua CBCCVC
va cac h6 sa g6c cua CBCCVC dugc di6u dQng,b6 nhi~m m6i trong nam thuQcthfun
quy6n quan Iy h6 sa cua SaNQi V\l d~ c~p nh~t, b6 sung vao he, sa CBCCVC (n~u
co); chim nbit la 10 ngay k~ til' ngay co van ban, thong tin phit sinh lien qua~
d~n h8 sO'CBCCVC,ca quan, dan vi, dja phuang phciihOM thanh vi~c c~p nh~t, bo
sung dfr li~u thong tin vao he,sa di~n illcua CBCCVC tren Pharr m6m quan Iy h6 sa
CBCCVC d~ ph\lc V\l yeu cAucong tac can bQva th\lC hi~n ch~ dQ,chinh sach d6i
v6i CBCCVC theo quy dinh.
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5. Bao v~ thong tin, du lieu cua ca nhan CBCCVC, tai khoan ngiroi dung,
thong tin du li~u he, sa CBCCVC theo quy dinh cua phap lu~t va Huang d§n nay;
ph6i hop voi So NQi vu va Trung tam Cong nghe Thong tin va Truyen thong trong
cong tac quan ly, v~ hanh, khai thac, su dung Ph§n mem quan ly he, sa CBCCVC
theo dung thfun quyen, trach nhiem diroc giao.

Tren day 1fthuang d§n cua Sa NQivu v~ viec thuc hien cong tac quan ly, c~p
nh~t he, sa CBCCVC. Trong qua trinh thirc hien n~u co vuong mac, d~ nghi cac co
quan, don vi, dia phirong phan anh v~ SoNQivu d~ kiem tra, giai quyet hoac bao cao
co quan co thfun quyen giai quy~t theo quy dinb./. \f}:::::
Nai nh~n:
- CM tich UBND thrum ph6 (d~ b/cao);
- Cac sa, ban, nganh;
- UBND quan, huy~n;
- Cac dan vi s\)'nghi~p tl"\l'CthuQc UBND TP;
- PhOngXDCQ va CTTN;
- LU'U:VT, CCVC.

VoNgqcD6ng
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STT
I

- Theo Mau 07b-BNV/2007 (doi wli ho sO'
CBCC) ho~c Mau HS09d-VCIBNV (d6i
viTi h6 sO' VC);
- Bia k~p nay chua toan bQ thanh phdn tai
li~u ill khoan 1 d~n khoan 4 Ml,lc ill Ph\l
l\lc nay; dugc s~p x~p theo rung nh6m
thanh phAn tai li~u va theo thu n,r thm gian
tang dan;

BIA IQ:P BANG KE THANH PHAN - Theo Mau Olb-BNV/2007 (doi voi ho sa
1---_-+-=T..:..:A=I.=L:=;lE;:..;-lU::::......-=.T.=.;R:...=O..:...N.:.._::G:_:H=O-=S:...=O=--_----..----tCBCC) hoac Mau HS09b- VCIBNV (d6i

Ole Phieu phuc vu cong tac quan ly ho sa: voi h6 so VC);
- Phi~u giao, nhan h6 sa CBCCVC; - Bia kep nay chua cac Phieu phuc vu cong
- Phi~u chuyen h6 sa CBCCVC; tac quan ly h6 sa CBCCVC va cac Bang ke
- Phieu nghien CUuh6 sa CBCCVC; thanh phdn tai lieu c6 trong h6 sa
- Phi~u theo d5i viec su dung, khai thac CBCCVC; duoc s~p x~p thanh rung nh6m

I--_--+.:..:.ho.=...;).-=...sa=--=C.=B--=C:.....:C;_V;_C=--_---.--____l tai lieu theo khoan 1 va khoan 2 Ml,lc I Phl,l
Cac Bang ke thanh phan tai li~u c6 trong luc nay va theo thir ttr li~t ke, thai gian tang
h6 sa dAn.

~H "~~H PHAN HO sa YEU CAU/GID CHU

1

2

BIA Iq:P NGHJ QUYET, QUYET - Theo Mau 06b-BNV/2007 (doi voi ho sa
DlNH vE NIlAN STf CBCC) hoac Mau HS09c-VCIBNV (d6iI--_--+~~=__~~~~L__~~~ _ ____l

Cac Quyet dinh, van ban ve tuyen dung, vai h6 so VC);
ti~p nhan CBCCVC (lIDLDIHDLV/van - Bia k~p nay chua toan bQcac Quy~t dinh,
ban ti~p nh~, b6 tri phau cong cong tac; Nghi quy~t, van ban lien quan v~ nhau sl,I,
cac Quy~t dinh tuy~n dvng/xet tuy~nlti~p duqc s~p x~p theo tUng nh6m titi li~u ill
nh~ vao CCVC) khoan 1 d~n khoan 5 Ml,lc II Phl,lll,le nay va~--+~~~~~~,--~~-----~

2 Cac Quyet dinh ve qua trinh cong tac eua theo thu t\,r thm gian tang dftn cua rung
CBCCVC (Quy~t dinh b6 nhi~m, di~u nh6m tai li~u;
dQng, luau chuy~n, bi~t phai, phau cong - Phai di~n dAy du thong tin t~i Danh m\lc
cong tae eua CBCCVC) titi li~u eua bia k~p.~--r~~~~~~~~---~~-~

3 Cac Quyet dinh ve qua trinh luang,
ng~ch/ehuc danh ngh~ nghi~p ella
CBCCVC (Quy~t dinh nang ng~eh/thang
h~nwehuy~n ng~ch/chuyen eh~c d~
n~he nghi~p/cae QD lien quan den ehe dQ
tien luang Clla CBCCVC)

II

1

4 Cae Quyet dinh/Thong bao eua ea quan
e6 thfun quy~n v~ k~t qua danh gia, x~p
lo~i ehAt luqng hang nam d6i vo;
CBCCVC

5 Cac Quyet dinh ve thi dua khen thu<'m.g,
leY lu~t eua CBCCVC
BIA IQ:P ~ xET, DANH GIA,
DON TOO (VAcAc TAI LltU xAc
MINHKHAC)
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- Phai dien day dll thong tin tai Danh muc
tai lieu cua bia kep.

1 Cac thanh phan tai lieu lien quan d€n Iy
lich, m6i quan h~ gia dinh, xii hQi va van
bang, chimg chi, gi~y t<,!lien quan d€n
trinh dQ dao tao, boi duang clla
CBCCVC, g6m:

1.1 Quyen Iy lich can bo, cong chirc/vien - Theo Mau Ola-BNV/2007 (doi vai ho sa
chuc CBCC) hoac M~u HSOI-VCIBNV (d6i voi

h6 sa VC);
- Phai duoc kiem tra, xac minh, xac nhan
cua co quan, dan vi quan ly, sir dung
CBCCVC;
- Phai dan anh CBCCVC, dong giap Iai 6
anh va 6 t~t ca cac trang cua quyen Iy lich,

1.2 Sa yeu Iy lich can bo, cong chtrc/vien - Theo M~u 02c-BNV/2008 (doi voi ho sa
chuc CBCC) hoac M~u HS02- VCIBNV (d6i voi

h6 sa VC);
- Phai diroc co quan, dan vi sir dung
CBCCVC kiem tra, xac minh, xac nhan;
- Phai dan anh CBCCVC; dong giap lai 6
anh va t~t ccicac trang clla Sa y~UIy Iich.

1.3 Ti~u sir tom tat (doi vai ho sa CBCC) - Theo MIu 03a-BNV/2007;
- Ca quan, t6 chuc co thfun quy~n quan Iy
CBCC tom t~t, xac ~ va dong d~u d6
phl,lcVl,lcho cong Mc quan Iy CBCC khi co
yeucc1u.

1.4 Phi~u b6 sung Iy Iich can b6 cong - Theo M~u 04a-BNV/2007 (doi vai ho sa.,
chuc/vien chuc CBCC) ho~c M§:uHS03- VCIBNV (d6i vO'i

h6 sa VC);
- B6 sung thee dinh leY hang nam ho~c thee
yeu cc1UClla ca quan co thfun quy~n quan Iy
CBCCVC va phcii duqc ca quan quan Iy
CBCCVC ki6m tra, xac minh, xac nh~n.

1.5 Phieu Ly Iich tu phap Do ca quan co thdm quyen cap
1.6 Giay khai sinh Ban sao thee quy dinh
1.7 Giay chUng nh~ suc kh6e Do dan vi y te illcap huy~n tr6 len cap
1.8 C~c van bang, chUng chi, gi~y to' lien quan Luu bcin sao (co chUng thgc). Truang hqp

den trinh do dao t~o, boi duang clla van b~g, chUng chi duqc dp bkg ti~ng
CBCCVC (bang di6m, van b~ng, chUng nuac ngoai ho~c do ca s6 dao t~o nuac
chi v~ trlnh dQ dao t~o chuyen mon, Iy ngoai c~p ngoai Ianh th6 Vi~t Nam ph!H
Iu~ chinh trj, quan Iy nha nuac, ngo~i duqc dich sang ti~ng Vi~t thee quy dinh
ngfr, tin hQc, b6i duang nghi~p Vl,l... ) Cllaphap Iu~t va co chUng thgc Cllaca quan

co thfun quy~n; d6ng thai phcii duqc ca
quan, t6 chuc, dan vi co thfun quy~n clla BO
Giao dl,lcva Dao t~o cong nh~n.
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1.9 Ban ke khai tai san - Ban ke khai tai san Ian dau va cac ban ke
khai b6 sung hang nam thea quy dinh;
- Phai c6 chtr Icy nhay cua ngiroi ke khai tai
m6i trang van ban va c6 chu ky xac nhan
cua ngiroi ke khai va ngiroi nhan ban ke
khai.

2 Ban tv kiem di~m nhan xet, danh gia cua Ban tv kiem diem,c6 ghi ro ket qua danh
CBCCVC; ban nh~ xet, danh gia cua co gia, xep loai, c6 day du chn Icy, xac nhan,
quan, dan vi c6 thfun quyen (hang nam, dfrucua co quan, dan vi
khi h~t nhiem kY, bAucu, gioi thieu ung
cir, b6 nhiem, luan chuyen, khen thu6n~,
IcY lu~thoac sau cac dot cong tac, t6ng ket
hoc t~p)

3 Dan, thu kern thea cac van ban thdm tra, Khong luu ho so doi voi nhtmg dan, thu
xac minh, bien ban, k~t l~n cua co quan, n~cdanh ho~c dan, thu chua dugc xem xet,
t6 chuc, dan vi c6 thfun quy~n v~ nhUng k~t lu~ eua cO"quan c6 thfun quy~n
vc1nd~ lien quan d~n ca nhan va gia dinh
CBCCVC dugc phan anh trong dan, thu

4 Van ban khac c6 lien quan tnrc tiep den
qua trinh c<>ngtac va cac quan h~ xii hQi
cuaCBCCVC
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Ph\lI\lC II
cAc BIEU MAU THVCHItN CONG TAc CHUYEN GIAO, TIEP N~

HOsaCBCCVC
(Kerntheo Huang dJn s6 %1./HD-SNV ngay Aj thdng AOnam 2023

cua SaNQi v~ thanh ph6 Da Nfmg)

STT TENBIEUMAU KI mEU BIEU MAU
1 Phieu giao nh~n ho sa can be), cong chirc Mdu 02b-BNV/2007
2 Phieu chuyen ho sa can be), cong chirc Mau 03b-BNV/2007
3 Phieu giao nhan ho sa vien chirc M§u HS04- VCIBNV
4 Phieu chuyen ho sa vien chtrc Mdu HS05- VCIBNV
5 So giao, nh~n ho sa can be), cong chirc Mau S02-BNV/2008
6 So giao, nhan ho sa vien chirc M!u HS08b- VCIBNV
7 So dang kY ho sa can be),cong chirc Mau SOl-BNV/2008
8 So dang kY ho sa vien chirc Mdu HS08a- VC-BNV
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Mau 02b-BNV12007 ban hanh kern thea QlIyit dinh s6 06120071QD-BNVngay 181612007cua Bo truang B9 N9i Vlt

PHIEU GIAO N~N HO sa cAN B(>, CONG CHUC
Ma s6 he, sa CBCC: .

I. BEN GIAO HO SO CBCC
1. Ten C(1quan, dan vi giao h6 sa: ..
2 U 'tA hu oi auvet di h .· no va en, C uc vtJ nguot quye atn giao: .
3 U 'tA h ' . ,.y".· £1(J va en, e uc vtJ eua nguai giao .
4. Cdc thong tin co ban vJ h6 sa:
a) Ten h6 sa giao: .

b) D(Jmdt eua h6 sa: .................................... . .. .............. . .. . ..
c) Mo ta chi tiit vJ dije didm va tinh trang cua h6 sa khi giao: ..

5. Ngay giao h6 sa .I .I ..
6. Phuong thuc giao h6 sa: .

II. BEN NH!N HO sa CBCC
1. Ten co quan nhdn h6 sa: .. .
2 U 'A h' . ,. ha· rto va ten, e uc vtJ eua nguat n (In: ..

3. Ghi chu vJ tinh trang h6 sa khi nhdn:

a) Ngay nhdn h6 sa: .I .1 Ma s6 he, sa CBCC
b) Ten h6 sa nhdn: .

c) Mo ta chi tiit vJ dije didm va tinh trang cua h6 sa khi nhdn .

BEN NH!N HO sa BEN GIAO 80 sa
Thti truong CO'quan, dO'Dvi Dh~D h6 SO' Thti trucrDg CO'quan, dan vi giao h6 SO'

(Ky, ghi ro h(Jten, dong ddu) (Ky, ghi ro h(Jten, dong ddu)

Nguoo nh~n haSO'
(Ky, ghi ro h(J ten)

Nguoo giao h6 SO'
(Ky, ghi ro h(Jten)
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Mau 03b-BNV12007 ban hanh kern thea Quyit dinh s6 06120071QD-BNVngay 18/612007 clia B9 truang B9 N9i VII

PHIEU CHUYEN HO SO cAN B<), CONG CHUC
Ma sf, h6 so CBCC: .

,
HQ va ten khai sinh tren h6 so: ..
Ten goi khac: , Nam sinh: .
Chtrc vu, don vi cong tac cii: ..

n . A , ,.von VI cong tac mOI ..

H6 SOduoc chuyen di bao g6m cac thanh phAn sau:

STT Ten/nQi dung tai Ii~u Sa ta/sa Ghi chu
ban

(Neu s6 luang tai lieu nhieu hO?1s6 dong tren day. thi ltjp bang k€ kern thea mdu nay).

Ngl101 nhin
(Ky, ghi ro ho ten)

Ngl101 giao
(Ky, ghi ro ho ten)

Tho truong CO' quan, dan vi quan ly
h6 SO'

(Ky, ghi ro ho ten, dong ddu)
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--- -----

MauHS04-VClBNV ban hcmhkem thea Th6ngtus6 0712019fJT-BNVnggy 0/16/2019 cua B6tru&ngB6 N6i vu

PHIEU GIAO NH4N HO sa vrEN CHUC
Mil s6 h6 sa vien chirc: .

I. BEN GIAO HO SO VIEN ewe
1. Ten co quan, dan vi giao h6 sa: .,
2 II 'tA h ' , . At di h .· no va en, e uc v~ nguat quye In gtao: .
3 II 'tA h' . ~..· no va en, e uc ~ eua nguvl giao: .
4. Cdc thong tin co ban vJ h6 sa:
a) Ten h6 sa giao: .
b) D(j mgt ella h6 sa: .
c) Mo td chi tiJl vJ d(le didm va tinh trang eua h6 sa khi giao .

5.Ngay giao h6 sa .1 .1 ..
6. Phuong thuc giao h6 sa: ..

II. BEN NH~NHO SO VIEN ewe
1. Ten co quan, dan vi nhdn h6 sa: .
2 II 'tA h' . ,~. h A· no va en, e uc v~ eua nguot n an: ..
3. Ghi chu vJ tinh trang h6 sa khi nhdn:
a) Ngay nhdn h6 sa: .I .1 Ma s6 h6 sa vien chirc .
b) Ten h6 sa nhdn: .
c) Mo ta chi liit vJ d(le didm va tinh trang ella h6 sa khi nhdn .

.~

BEN~Hosa
Tho trirong CO' quaD, dO'D vi nh,n h6 SO'

(kY. ghi ro ho ten. dong dJu)

BEN GIAO HO so
Tho trllOng CO' quan, dO'D vi giao h6 SO'

(kY. ghi ro ho ten. d6ng dJu)

NgtrOi nh,n h6 sO'
(kY. ghi ro ho ten)

Nglliri giao h6 sO'
(kY. ghi ro ho ten)
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Mdu HS05- VClBNV ban Mnh kErn theD Thong tt,(sa 071201917T-BNV ng4y 011612019 ella Bo tru&ng Bo No; vu

PHIEU CHUYEN HO sa vrEN CHUC
Mil s6 h6 so vien chirc: .

Ho va ten khat sinh tren h6 sa: ..
Ten goi khdc: , Nam sinh: .
Chuc danh, dan vi cong tdc cil: .

D . ~ , ,.an VI cong tac mal .
H6 sa duac chuyen dl bao g6m cac thanh phdn sau:

STT Ten/nQi dung titi Ii~u I- l-So tal so
ban

Ghi chu

-----1----·---------------------------4----------4---------------1
-.---...--- ..._..__....-------_._-_._--_.-.-_._----------_._._-_._._---------_.._---- ---_.----.-------j

--_._----_._---

..._------- _._ __._-----_._._. __ ._ _ •._-_ -- .._ .._-_ .._._._ .._-- ~-------- -----_._._-

1-----1------------------------.---. -----------1----------1

.j
.---- ---..- -.--..--- ..----.----.--.---.-.-.-.-.----------_-_·__.._..· ·_··--1-----------1

---.----._.__._._-------------_....._-_._-_..__.__ ...__ .._._...-1---.-----.---- .--------------
-_._-1---1--------------_· __ ··- .----

I----~------------------------~f--------+_---------·

(Neu so luang tai li~u nhieu han so dong tren day, thi /cJpbang ke kem theo mdu nay)

Ngtriri ohio
(IcY, ghi ro ho ten)

Ngtriri giao
(IcY, ghi ro ho ten)

Thu tnrong CO' quan, den vi quan ly h6 SO'
(IcY, ghi ro ho ten, dong ddu)
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Mau S02-BNV/2008 ban hanh kern thea Quyit dinh s6 02/2008/QD-BNV ngay 06/10/2008 cua B9 truang B9 N9i V!I

CQNG HoA xAHQI CHiJ NGHiA VJE:TNAM
DQc ijp - T1!dO -H~b phuc

SOGIAONHAN•
HO sa cAN BO, CONG CHUC

CO' quaD, dO'D vi: ··..·.······ .

NAM .
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Mau S02-BNV12008 ban hanh kern theo Quyit dinh s6 02120081QD-BNVngay 0611012008cua Bplruang MNpi V!l

sa Ngay ban HQ va ten HQ ten Bon vi cong Chfr ky Chfr ky Ghi
ngllOi ban Don vi con.gtac NQidung ban giao nguOi nguOi chuTT giao giao nguOi nb,n tac nhan giao

1 2 3 4 5 6 7 8 9 10
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Mau HS08b-VCiBNV ban hanh kern fheo Thong fir s6 0712019/TT-BNV ngOy011612019clia B6 trlll7ng B6 No; vu

CQNG HoA xAHQI CHUNGBiA VI$TNAM
DQc~p - 'fy'do -Hanh phuc

SOGIAONHAN•
HO sa VIEN CHUC

Coo quan, don v]. .

NAM 20...
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Md" HS08b-VCIBNV ban hilnh kem theo ThOng tu sa o712019ITT-BNV nggy 011612019 clio BO tnmng BONO; vu

S6 Ngay HQ va ten Bon vi NQi dung HQten Bon vi Chii' ky Chii' kY Ghi chu
TT ban giao ngtrOi ban giao cong tic 1 ban giao ngtriri nh,n co'ng tic 2 nglfiri nh,n ngtrOi giao

----- ----- 1------------- f---- --

------ --.-- - -
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MJu SOI-BNV/2008 ban hanh' kern thea Quyit dinh s6 02/2008/QD-BNV ngay 06/10/2008 clia 89 truang 89 N(ji v~

CQNGHOAxAHQICHiINGHiA ~TNAM
DQcijp -T\fdo -Hanhphuc

SODANGKY
HO sa cAN B<), CONG CHUC

Cooquan, dO'Dv]. .

NAM .
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Mau SOI-BNVI2008 ban hanh kern theo Quyit dinh s6 02120081QD-BNVngay 0611012008cziaB9 truang B9 N9i \Ill

SaTT Sa h6 so HQ va ten Cac ten gQi Ngay thang Que quan Chtrc v\I Cooquan cong Ghi chu
khac nam sinh tac

1 2 3 4 5 6 7 8 9
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MJu HS08a-VClBNV ban hcmh kern thea Thong tu s6 07120191TT-BNVngGy011612019clia BOtruangBo Noi vu

CQNG BoA xAHQI CHiT NGBiA vn::T NAM
DQc ~p - T1}'do - H~ phuc

SODANGKY
HO sa VIEN CHUC

CO" quan, don vi: ..

NAM 20 ...
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Mdu HS08a- VCl8NV ban hanh lcem thea ThOng tlr sa 071201917T-8NV ngqy 011612019 coo 86 trmmg 80 NOi vu

SaTT Ghi chusa hA SO' He}va ten QUeqUBn Ch.rcdanh
(chvc vy)

Ce quan
cong tBe

Ngay thang
Cac ten ge}ikhac nim sinh

----- ----------_.1--------+--
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~-------=--~-------- - - -- - -- -- - -......
1 .

PhI} luc III
cAc BIEUMAu PHVC VV CONG TAc NGHIEN ctru, SUnVNG

vA KHAI THAc HO sa CBCCVC
(Kern theo Huang ddn s6 ;bliHD-SNV ngay A§ thang ,f0 nam 2023

cua SaN9i v~ thanh ph6 Do Ndng)

STT TENBIEUMAU KYmtUBIEU...
MAU

1 Phieu nghien ciru h6 sa can bQ, cong clurc Mdu 04b-BNV/2007
2 Phieu nghien ciru h6 sa vien chirc Mau HS06- VCIBNV
3 Phieu theo doi, khai thac ho sa can bQ, cong chirc M§.u05b-BNV/2007
4 Phieu theo doi, khai thac h6 sa vien chirc Mau HS07- VC/BNV
5 So theo doi, khai thac h6 sa can bQ, cong chirc Mau S03-BNV 12008
6 S6 theo doi, khai thac ho sa vien chtrc Miu HS08c- VCIBNV
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,

MJu 04b-BNV/2007 ban hanh kern thea Quyit dinh s6 06/2007/QD-BNV ngily 18/6/2007 clia B(Jtruang B(JN(JiV!I

PHIEU NGH[EN cUu HO sa cAN BO, CONG CHUC
h..:.. /..P leu SO: .

, h r ~.., , ngay tang nam .

'A h' , . hi A , h}.1. HQva ten, e ire vu ngiroi ng len CUll 0 sa: · .
2. Co quan, dan vi cong hie: .

3. Thai gian nghien ciru h6 sa til .I .I ,d€n .1. ./ ..
4. H6 sa va muc dich nghien ciru h6 sa:
a) D~nghi nghien ciru h6 sa cua: .

b) Muc dich cua viec nghien ciru h6 sa .
....................................................................................................................... .
....................................................................................................................... .
....................................................................................................................... .
5. Danh muc tai li~u eful nghien ciru trong thanh phful h6 sa can bQ, cong chirc

STT Ten, nQi dung tai li~u Ghi chu

, , 'A , A 'X ~

---.~
,

6. Hinh thirc nghien cuu ho sa (tai eho hoac mUQ1l): .

7. Cac yeu edu khac (edn sao chup, s6 hrong ban sao, ) .

....................................................................................................................... .

....................................................................................................................... .

............................................................................................................... , .
NGUm DE NGHJ
(Ky, ghi ro ho ten)

co QUAN, DON VI QuAN LV HO SO
V ki~D cua Thii trufmg co quan, don vi quan Iy h3

sO'

Nglliri tr1,l'cti~p giao h3 so d~ nghien Ctlu
(Ky, ghi ro h9 ten)
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MJu HS06- VClBNV ban hcmh kern thea Thong tu s6 07/2019/TT-BNV ngUy01/6/2019 coo Bo ttut:'mgBo No; vu

PHIEU NGHIEN CUu HO saVIEN cmrc
Phi~u s6: .

......................, ngay thdng. ndm 20 .

l IT' A h ' , . h·A , h ~. no va ten, c uc v¥ nguot ng zencuu 0 sa: .
2. Co quan, dan vi cong tac: .
3. Thai gian nghien CUu h6 sa tit .1 .1 den .1 .1 .
4. H6,sa va muc dich ngh!en cuu h6 sa:

,IDA hi h·A , hA •a, e ng I ng zencuu 0 sa cua: : .
b.I ~,r. ;I' h • .A h .A , h A'/ IVl¥C ate cua VZ(?C ng len CUU 0 sa ..
........................................................................................................................
•••••••••••••••••••••••••••••••••••••••••• •••••••••••••••• ••••• ! ~"" I 1 .

........................................................................................................................
5. Danh muc tai li?u can nghien cuu trong thanhphdn h6 sa can bo, cong chuc

Ten, nQidung tai Ii~uTT Gbi chu

~.

6. Hinh thuc nghien cuu h6 sa (tai ch6 hoiicmuon): .
7. Cdcyeu cau khdc (can sao chup, s6 luang ban sao, .) .

NGuffi DE NGIII
(kY, ghi ro ho ten)

CO QUAN, DON VI QuAN LY DO SO
Y kien cua Thu tnrong co quan, dan vi quan ly h6 so

NgllOOtrl/C ti~p giao h6 so d~ nghien Ctlu
(kj,ghi ro ho ten)
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MJu 05b-BNV/2007 ban hanh kern thea Quyit dinh s6 0612007/QD-BNV ngiIy 18/6/2007 cua Bo trutmg BONo; V!l

PmEU THEO DOl VI¥C sirDVNG, KHAI THAc HO sa CBCC
(Dung cho can b9, ding chuc true tiip quem ly h6 sa can b9, cong chuc)

Ma s6 h6 sa CBCC: .

,
H9 va ten tren h6 sa .
Ngay thang nam sinh '" Gi6i tinh '" " .

Chircvu (chirc danh) cao nh~t hien tai: .

CO'quan, dan vi c6ng tac .

sa pbiSu
Chii' ky cua Chii' kY cua ngtriri

HQten, chu-cvy, dan vi cua Thiri gian ngbien ngtrOi nfbien
STT nghien cli'u ngU'iringhien Clfu b6 sO' Clfu h6 sO' Clfu bo sO' quan Iy h6 so

h6sO'
(khl lid I,a ha su)

(khl (Iii I,a h6 so)
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MJu HS07- VClBNV ban hOnhkernthea ThOn~tu s6 07/20/917T-BNV n~av 0//6/20/9 cua B6 t"t(m~ B6 N6i vu

PIDEU THEO DOl sir DVNG, KHAI THAC HO SO VIEN entre
(Dung cho cong chuc, vien chuc true tiip quem If h6 sa vien chuc)

Ma.56 h6 so vien chuc .

H(Jva ten tren h6 sa .
N ' h ' ~ . h G·" , hgay, tang, nam sm WI tin .
Chuc danh (chuc v¥) hien tai .' , .
Dan vi cong tdc ..

STT

-+------.-- ----- ......-------.---.----.--.------t------t------i

----+------.------- 1-.----.-.- .....,........------.-.-------.-----.-.-....--.----------1------ --t---------1

1----+------- +---.------.-.--.--.----- ..-----------.....-....--.·....--------·1 _

1----+--------1f--------------.-----------.-------......-.----...-- ..----- -----·----4

f----+------f-------------.------------=====~~

~ SC
f----+------f------------ . -----S' A I

« NQ
f----+------f--------------I----.--f-------I---- ..---~1< .

~

~.--~--.----~----------_r-----1-------+-----~

~--~--------+------------+-----~-----_r----~

---- ----------+----------j-------f------j-------i

........---..--..-----------------·-·-------------I·------I-------j-------i

---------------- ---.-- ..-.--------I-------il-------t------j

----------..------------·-·---·----------I-----+------t-------i

sa phi~u
nghien Cllu h6

sa

HI;!ten. ch.rc V\I. dun vi
cua nglrirl nghien Cllu h6 sa

Thirl gian
nghien Cllu h6

sa

Chii' ky cua
nguiri nrhien
Cllu ho sa

(khi lid tra h8 Sd)

jehii' ky cua ngtrirl
quin Iy h6 sa

(khi lIa trii h6 Sd)
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13

Mdu S03-BNV12008 ban hanh kern thea Quyit dinh s6 02120081QD-BNVngay 0611012008cua Bo truang B9 N9i Vll

- ,- ~ ? "., -

CQNGHOAXAHQlaIUNGIDA ~TNAM
DQc~p - Tl}'dO - ~nh phuc

so THEO DOl KHAI THAc, sir DVNG
HO sa cAN BQ, CONG CHUC

CO' quan, dO'D vi: .

....
NAM .

v,
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MJu S03-BNV12008 ban hanh kern thea Quyit dinh s6 02120081QD-BNVngay 0611012008cua B6 tnarng B6 N6i V!I

sa Ngay HQ va ten Don vi cong tac NQidung Hmh th.rc Ngay tra Ghi chu
TT nghien CtFu nglloo nghlen CtFu nghien cuu nghien CtFu

1 2 3 4 5 6 7 8

m
inh

ltn
1-

31
/0

7/
20

25
 0

9:
33

:2
7-

m
inh

ltn
1-

m
inh

ltn
1-

m
inh

ltn
1



MJu HS08c-VCIBNV ban hcmh kern thea Thong /tl s6 o712019/TT-BNV ngqy 011612019cua Bo/ruimg Bo Noi vu

cQNG HoAxA HQICHiJNGHiAVJ:E:TNAM
DQc ijp -TV do -Hanhphuc

so THEO DOl
KHAI THAc, sir DVNG HO sa VIEN CHUC

Coo quan, don vj: ..

N.AM 20 ...
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Mdu HS08c-VClBNV ban hilnh kern thea ThOn~ tu s6 07/2019!lT-BNV ngOv 01/6/2019 clia BOtruUng BONO;vu

sA Ngay HQva ten Dan vi Nqidung Hinhth ....c
TT nghien nguOi cong tac nghien cUu nghien cUu Ngay tra Ghi chu

cUu nghien cUu
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PhulucIV
MAu HiNH TRUe eHU KY86 eVA eo QUAN, DONVI

QuANLY TAI LI:E:ULUU TRU86 HOA
(Kern thea Huang dan s6 S'61.1HD-SNV ngay -l9 thdng ,40 nam 2023

cua S&N9i v~ thanh.ph6 Da Nang)
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II{Hdtmg nhfin dan lhiHlh ,)ht. Oi, N.lng, nhi~1I1 kj' 200"-2009
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