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BO TRUGNG BO NOI VU

Can cir Luat Té chic Chinh phii ngay 25 thang 12 nam 2001;

Can C}i’ Phap lénh Cin bg, cdng chitc ngay 26 thiang 2 nam 1998, Phap iénh
stta d6i, bo sung mot s6 diéu clia Phdp lénh Cin bo, cong chitc ngay 28 thang 4
nam 2000 va Phap lénh slta d6i, b sung mot s6 diéu ciia Phdp lénh Can bo, cong

chic ngay 29 thang 4 nam 2003;

Cin cui Nghi dinh 114/2003/ND-CP ngay 10 thang 10 nam 2003 cta Chinh
phl vé cén bo, céng chifc xa, phudng, thi trdn; Nghi dinh 115/2003/ND-CP ngay
10 thang 10 nam 2003 ciia Chinh phi vé ché dd cong chic du bi; Nghi dinh so
116/2003/ND-CP ngay 10 thang 10 nam 2003 cha Chinh phti vé tuyén dung, su
dung va quan 1y cdn bd, cong chic trong cdc don vi su nghiép cta Nha nudc;
Nghi dinh s6 117/2003/ND-CP ngay 10 thang 10 nam 2003 ctia Chinh phu vé

tuyén dung, sitr dung va quén 1y cdn bd, cong chifc trong céc co quan nha nudc;

Can cit Nghi dinh s6 45/2003/ND-CP ngay 9 thang 5 nam 2003 ctia Chinh phu

quy dinh chifc nang, nhiém vu, quyén han va co céu t6 chic clia Bd Néi vu;
Xét dé nghi cha Vu trudng Vu Coéng chiic - Vién chifc,

QUYET PINH:

biéu 1. Ban hanh k&ém theo Quyét dinh nay 12 loal thanh phdn hd so cin
b6, céng chitc va miu biéu quan 1y hé so cdn bo, cong chitc lam céan cit dé thong

nhat quan 1y cong tic hé so cidn bo, cong chitc trong ca nude bao gom:

1. Bi ho so cdn bo, cong chiic

Bi hé so cén bo, cong chitc duge lam bang chdt lieu gidy khong hit 4m, ¢6

d6 bén cao. Bi hé so cdn bo, cong chiic gom 5 loai c6 kich thudc nhu sau:
a) Mau BO1 c6 kich thuéce: 250 x 340 x 5 mm;
b) Mau B02 ¢6 kich thuéce: 250 x 340 x 10 mm;
c) Mau BO3 c6 kich thudc: 250 x 340 x 20 mm;
d) Mau B04 cé kich thude: 250 x 340 x 25 mm;
d) Mau B0O5 ¢6 kich thude: 250 x 340 x 30 mm.
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2. Quyén 1y lich cén bo, cong chitc

’ Quyén 1y lich cdn by, cong chitc gém 14 trang dugc lam bing chit lidu gidy
trang kh6 A4 (210 x 297 mm). Ky hiéu: Miu 01a-BNV/2007.

3. So yéu ly lich cdn bd, cong chitc
~ Soyéuly lich can bg, cong chic gom 4 trang duoc lam bang chat liéu gidy
trang khdé A4 (210 x 297 mm). K¥ hiéu: Mau 02a-BNV/2007.

4. Tiéu sir tém tit

Ti€u sir tom tat gém 2 trang dugc 1am bang chat liéu gidy tring khé A4
(210 x 297 mm). Ky hiéu: Mau 03a-BNV/2007.

5. Phi€u b6 sung 1y lich cén b, cong chitc
Phiéu ’b(‘:?: sung 1y lich cdn b0, cong chitc gém 2 trang dugc 1am biang chit
liéu gidy tring khd A4 (210 x 297 mm). K¢ hiéu: Mau 04a-BNV/2007.

6. Bia kep bang ké thanh phan tai liéu trong hé so

Bia kep bang ké thanh phén tai liéu trong hd so dung dé liét ké cac thanh
phan tai liéu trong hé so cdn bd, cong chitc gom 01 trang bia va it nhat 02 trang
muc luc de liét ké ddy dii cac thanh phan tai liéu trong hé so can bo, cong chifc.
Trang bia kep bang ké thanh phidn tai liéu trong hé so dugc lam bang chat liéu
gidy Duplex trang khé A3 (297 x 420 mm) dé gap doi; trang danh muc thanh
phdn tai liéu trong hé so duge 1am béng gidy tring khé A4 (210 x 297 mm).

Ky hiéu: Mau 01b-BNV/2007.

7. Phi€u giao nhan hé so cdn b, cong chic

Phi€u giao nhan hé so cdn bd, cong chic gém 1 trang dugce 1am bing chat
ligu gidy tring khé Ad (210 x 297 mm). Ky hi¢u: Mau 02b-BNV/2007.

8. Phiéu chuyén ho so cdn bd, cong chifc

Phiéu chuyén hé so cdn bg, cong chitc gém 1 trang dugc lam bang chat liéu
gidy tring khd A4 (210 x 297 mm). Ky hiéu: Miu 03b-BNV/2007.

9. Phi€u nghién citu ho6 so cdn bo, céng chiic
Phiéu nghién citu hé so cdn bo, cong chitc gom 1 trang duge 1am bang chat
lieu gidy tring khé A4 (210 x 297 mm). Ky hiéu: Méau 04b-BNV/2007.

10. Phiéu theo ddi viéc str dung, khai thac ho so can bo, cong chirc

Phiéu theo doi viéc str dung, khai thac hé so can bo, cong chitic gobm 1 trang
dugc 1am bang chat lidu giay trang kho A4 (210 x 297 mm).

Ky hi¢u: Mau 05b-BNV/2007.

11. Bia kep nghi quyét, quyét dinh vé nhan su

Bia kep nghi quyét, quyét dinh vé nhén sy (nhur quyét dinh bd nhiém, quyét
dinh nang ngach céng chiic, quyét dinh diéu dong,...) gdm 01 trang gidy khé A3
(297 x 420 mm) dugc lam bang chat liéu gidy Duplex tring dé gap doi. Mat
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ngoai in cdc théng tin vé tén bia kep. Mat trong in danh muc tai liéu kém theo.
Ky hiéu: Mau 06b-BNV/2007.

12. Bia kep cac nhan xét, danh gia, don thu

Bia kep cdc nhan xét, danh gia, don thu (nhan xét, danh gid can bd; don thu
va cdc tai liéu xdc minh khéc,...) gébm Ol trang gidy khé A3 (297 x 420 mm)
duoc lam bing chat liéu gidy Duplex tring dé gap doi. Mat ngoai in céc thong
tin vé tén bia kep. Mit trong in danh muc tai li¢éu kém theo.

K¢ hiéu: Mau 07b-BN'V/2007.

Diéu 2. Hiéu huc thi hanh

1. Quyét dinh nay c6 hiéu luc thi hanh sau 15 ngay, ké tir ngay dang Céng
béo.

2. Quyén Iy lich c4n bo, cong chitc quy dinh tai khoan 2 Diéu 1 cla Quyét
dinh niy chi 4p dung d6i véi can bo, cong chic duge tuyén dung ké tir nedy
Quyét dinh nay ¢é hiéu lyc thi hanh.

Piéu 3. Bo truong, Th trudng co quan ngang bd, Thi trudng co quan thude
Chinh phi, Chu tich Uy ban nhan dén tinh, thanh pho truc thudc trung uong, cac
don vi su nghiép va doanh nghiép nha nudc chiu trach nhiém thi hanh Quyét
dinh nay./.

BO TRUONG

Noi nhan:

- Nhur diéu 3;

- TTg Chinh phil (dé bdo cio);

- Céc Phé TTg Chinh phi: (dé bao cdo);
- Vin phong Chil tich nudc;

- Van phong Qudc hoi;

- Ban Té chitc Trung uong:

- Toa an NDTC;

- Vién Kiém sat NDTC;

- HDND cac tinh, Tp truc thudc trung uong;
- Cuc Kiém tra van ban Bo Tu phap;

- Vu Phédp ché Bo Néi vy,

- Cong bdo;

- Website Chinh phy;

-Luu VT, CCVC,



CONG HOA XA HOI CHU NGHIA VIET NAM
Dac lap - Tu do - Hanh phiic

HUGNG DAN KHAI LY LICH CAN BO, CONG CHUC
(Ban hanh kém theo Quyét dinh sé' 06/2007/QD-BNV ngdy 18/6/2007 cia Bo truing Bo Noi vu)

* Anh méu (4 x 6 cm): dan anh dugc chup trong thti gian mot nam tinh dén ngay
ké khai Ly lich can b0, cong chiic.

I. PHAN SO LUGC LY LICH
I - Ho va tén khai sinh: viét chit in hoa diing v6i ho va tén trong gidy khai sinh

2 - Tén goi khdc: 1a tén goi khic hodc bi danh khac da dung trong hoat dong
cdch mang, trong linh vic bdo chi, van hoc nghé thuat,... (néu cd)
3 - Sinh ngay: ghi diy dd ngdy, thang nam sinh ding nhu trong gidy khai sinh
Gioi tinh: ghi gidi tinh cua céan bo, cong chitc 1a Nam hodc Nit
4 - Noi sinh: tén xa (hodc phudng, thi trdn), huyén (hodc quan, thanh phé thudc
tinh), tinh (hoac thanh phé tryc thudc trung wong) noi can bo, cong chic

dugce sinh ra (ghi diing nhy trong gidy khai sinh). Néu ¢6 thay déi dia danh
don vi hanh chinh thi ghi <tén cii>, nay 1a <tén mdi>.

5 - Qué qudn: ghi ndi sinh trudng cua cha dé hodc éng nodi cha cdn bo, cong
chitc. Trudng hop dac biét ¢6 thé ghi theo qué qudn clia me dé hoac nguoi
nudi dudng minh tit nhé (néu khong biét rd cha, me dé). Ghi rd tén xd (hoac
phudng, thi trdn), huyén (hodc quin, thanh phd thudc tinh), tinh (hoac thanh
phd truc thudce trung wong).

6 - Ddn tgc: ghi 18 tén dan tgc cha can by, cong chic theo quy dinh chia Nha
nude nhu: Kinh, Tay, Nung, Thai, Muong, Moéng, E dé, Kh’'me,...

7 - Tén gido: Can bo, cong chitc dang theo t6n gido nao thi ghi tén ton gido do
nhu: Cong gido, Phat gido, Hoi gido, Cao dai, Hoa hao,... Néu khong theo
ton gido nao, thi khong duogc bo trong ma ghi 1a “Khoéng”.

8 - Noi ding ky hé khdu thuong tri: ghi ddy da s& nha, dudng phd, thanh pho
hodc x6m, thén, xd, huyén, tinh noi minh dang ky ho khau thudng trd.

9 - Noi ¢ hién nay: ghi ddy du s6 nha, dudng phd, thanh phé hoac x6m, thon, x4,
huyén, tinh not minh dang & hién tai.

10 - Nghé nghiép khi dugc tuyén dung: ghi rd da lam nghé gi dé ki€m séng trudc
khi dugc tuyén dung. Néu chua cé nghé, séng phu thudc vao gia dinh, thi
ghi cy thé 12 “khong nghé nghiép”.



11 - Ngay tuyén dung: ghi 16 ngay, thang, nam cin bo, céng chifc cé quyét dinh
tuyén dung va tén co quan ban hanh quyét dinh tuyén dung.

12 - Chiic vy (chitc danh) hién tai: ghi rd chitc vu lanh dao, hoiac chitc danh cong
viéc chinh duge phan cong dam nhiém vé chinh quyén (hodc Déang, doan
thé), ké ca chiic vu kiém nhiém.

13 - Cong viéc chinh duoc giao: ghi cu thé tén coéng viéc chinh dugc lanh dao
phan cong dam nhiém.

14 - Ngach céng chirc (vién chitc): ghi 1o tén ngach cong chitc hoac vién chic
dugc bd nhiém.

Mi ngach: ghi r& ma s ngach cong chifc, vién chie duoc bé nhiém.
Ghi 16 bac luong, hé s6 lvong, ngay/thang/mam hudng luong.
Ghi rd hé s6 phu cdp chiic vu hodc phu cap khac (néu c6).

15.1-Trinh d¢ gido duc phé théng: ghi da t6t nghiép 16p mAy, thudc hé dao tao
phd théng ndo. Vi du: Lép 10/10 (d6i véi nhitng ngudi t6t nghiép 16p 10 hé
10 nam); Lép 12/12 (d6i v6i nhitng ngudi t8t nghiép 16p 12 hé 12 nam).

15.2-Trinh d¢ chuyén mén cao rhdt: ghi trinh d6 chuyén mon cao nhat duge dao
tao, b6i dudng tai thoi diém ké khai nhu: Tién si khoa hoc, Tién si, Thac si,
clr nhan, ky su, cao dang, trung cdp, so cip,... thudc chuyén nganh dao tao
nao. Vi du: d6i véi nhitng ngudi cé nhiéu van bing dao tao nhu: ¢6 béng k¥
su, c6 bang cu nhan, cé bing thac si va bang tién si thi chi ké khai trinh do
chuyén mon cao nhat hién tai la: Tién si + chuyén nganh dao tao.

15.3-Trinkh dé Iy ludgn chinh tri: ghi trinh 49 1y luan chinh tri cao nhat da dugc
dao tao, boi dudng nhu: Cao cap, trung cép, so cdp va tuong duong.

15.4-Trinh dé quan Iy nha nudc: ghi ching chi dao tao tién cong vy; chimg chi
bdi dubng theo ngach cong chitc nhu: Chuyén vién cao cdp, chuyén vién
chinh, chuyén vién; cdn su va cdc van bdng cé gid tri thay thé cdc loai
chitng chi boi dudng kién thdc quén 1y nha nudce néi trén. Chiing chi boi
dudng theo chitc danh cong chitc 1dnh dao nhu: Cidp Phong va tuong duong,
cdp S& va tuong duong, cdp Vu va tuong duong, Thi trudng va tuong
duong; Chu tich, Phé chi tich HDND, Chu tich, Phé cha tich UBND cép
huyén va cdp tinh; chitng chi dao tao, béi dudng cén bd, cong chitc cap xi;
chitng chi béi dudng dai biéu HDND cédp x4, cdp huyén va cép tinh.

15.5.-Trinh d¢ ngoai ngit:

- D61 vé6i nhiing can bo, céng chitc ¢6 cdc ching chi ngoai ngi, thi ghi tén
ngoai ngit + trinh d6 dao tao A, B, C. Vi du nhu: Anh C, Phap B, Nga A, ...
Trudng hop cén bd, cong chic duge dao tao dai hoc hoac trén dai hoc &
nudc ngoai thuéc cdc nudc XHCN truée day, cé sir dung ngoai ngit cla
nudc s& tai dé hoc tap, nghién citu nhung khong duge cdp bang ngoai ngf,
thi dugc cong nhan ngoai ngit & trinh 46 D. Vi dy nhu: Nga D, Hungari D,...
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- Trudng hop can bo, cong chitc dd c¢é bing ngoai ngit tir trinh d6 cif nhan
tro 1én thi ghi tén van bang + tén ngoai ngit. Vi du nhu: Ct nhan Phép vin,
Thac si Anh vin,...

15.6 -Trinh d¢ tin hoc: ghi trinh d6 tin hoc cao nhat phl hop véi van bang, ching

chi clia can b6, cdng chitc dugc co quan ¢6 thdm quyén cdp. Vi du nhu: Tin
hoc Van phong A, B, C hoac K¥ su, Clr nhan, Thac si, Tién si.

16 - Ngay vao Ddng céng sdn Viét Nam: ghi 1o ngay, thang, nam dugc két nap
vao Déng céng san Viét Nam; ngay, thang, nim dugc cong nhan Pang vién
chinh thitc (n€u ¢6). Néu két nap Pang 14n thit 2 ma tudi Pang duge tinh
lién tyc thi ngady vao Dang tinh tir 1dn thit nhat. Trudng hop tudi Pang
khong tinh lién tuc thi ghi ngay vao Dang ln thi 2.

17 - Ngay tham gia t6 chiic chinh tri - xd@ hoi: ghi ngay, thing, nam tham gia t8
chitc chinh tri, chinh tri - xd hoi nhu: Poan, Hoi, .... dong thdi ghi rd lam
viéc gi trong t8 chidc dé6.

18 - Ngay nhdp ngii: ghi ngay, thing, nam di bd d6i, cong an va ngay xudt ngi.
Ghi 06 quan ham hoac chitc vu cao nhét trong quan d6i hoac cong an (néu
c6). Néu c6 thoi gian tai ngd, thi ght thém ngay tai ngii bén canh ngay nhép
ngil.

19 - Danh hiéu dugc phong tdng cao nhdt: ghi danh hiéu anh hiing lao dgng, anh
hiing Iyc luong vii trang, nha gido, thiy thudc, nghé si nhan dan, wu td,....
(n€u céd) va nam dugce phong tang.

20 - S trudémg cong tac: lam viéc gi thi thich hgp nhét, cé hiéu qua nhat (cong
tic Dang, doan thé; quén ly kinh t€, hanh chinh, doanh nghiép; s& trudng
nghién citu vé,..., giang day vé,...; nghé nhén gi, viét van, hoa si, ca si, dién
vién, van dong vién,...).

21 - Tinh trang sitc khde: ghi d tinh trang sitc khoé ban than hién tai (Tot, trung
binh, kém); cé bénh gi mén tinh, ghi 1d chiéu cao co thé, ghi 1d can nang co
thé va nhém mdu gi.

22 - La thuong binh hang: ghi 16 la thuong binh hang méy trén miy (néu cd).
Trudng hgp 12 con gia dinh thudc dién chinh séch, thi ghi rd 1a con thuong
binh, con liét si, con ngudi nhiém chét doc da cam Dioxin,...

23 - 86 chitng minh nhdn ddn: ghi 16 s6 chitng minh nhan din va ngay cip.

II. PHAN LICH SU BAN THAN

1. Qua trinh trudce khi duoce tuyén dung, 1a qua trinh lién tuc timg thoi k¥, trude
khi dugc tuyén dyng cén ghi rd:

- Thai gian: Tir thdng ndm, dén thang ndm

- Ghi 16 d4 hoc nhimg trudmg nio, & dau hoac 1am nhiing cong viéc gi (ké ca hop
ddng lao dong) trong co quan, don vi, t6 chifc ndo, & dau? (ké khai nhitng thanh
tich gi néi bat trong hoc tap, lao dong).



2. Khi dugc tuyén dung cdn ghi rd:

- Thdi gian tuyén dung: ngay/thdng/nam duoc tuyén dung

- Duogc tuyén dung vao co quan, t6 chiic, don vi nao? (¢ quan, t6 chitc, don vi ¢6
thdm quyén quan 1y cdn b, céng chiic; co quan, t6 chirc, don vi c6 thim quyén
sU dung can bd, cong chirc). Cong viée chinh dugc phan cong dam nhiém (chic
danh céng viéc hodc chic vu cong tac) la gi? duge x€p vao ngach, bac luong nao
va phu cép (néu co).

3. Tham gia t6 chitc chinh trj - x4 hoi, xd hoi nghé nghiép,... cdn ghi 15:

- Qua trinh lién tuc tit th&ng nam dén thang nam.

- Ghi rd d3 tham gia vao Doan thanh nién CS HCM hoidc tham gia hoat dong
trong t3 chitc chinh trj - xd hoi, t6 chitc chinh tri - x& héi - nghé nghiép, t6 chiic
xa hoi, t6 chic x4 hdi - nghé nghiép khac (trong v ngodi nuéc),... (tén td chic,
tén hoi, try s& & dau, da giit chic vu hoac chic danh gl trong céc té chiic nay).

4. Qua trinh dao tao, bdi dudng vé chuyén mon, nghiép vu, 1y luan chinh tri,
quan ly nha nudc, ngoai ngii, tin hoc. Chi sau khi da tot nghiép cdc chuong trinh,
dao tao, boi dudng & trong va ngoai nudc, cdn bo, cong chitc mdi duoc ké khai
va ghi day du céc tiéu chi thong tin sau day:

- Tén truong hoac co s dao tao, boéi dudng.

- Chuyén nganh dao tao, bdi dudng.

- Thoi gian dao tao, bdi dudng: tir thang/nam dén thang/mam.

- Hinh thitc dao tao, béi dudng: Chinh quy, tai chitc, chuyén tu, tir xa,...

- Vin bing, ching chi dugce cép.

5. Khen thudng 1a ghi nhan qua trinh cong tic va thanh tich déng gbp cua cén
bo, cong chifc can ghi rd cdc tiéu chi thong tin sau:

- Thoi gian khen thudng: thdng/mam.

- N6i dung va hinh thic khen thudng: khen thudng vé thanh tich gi, hinh thic
khen thuong nhu: Gidy khen, Bang khen, Vinh dy dugc nha nudc phong tang,
Huy chvwong, Huédn chuong.

- Cdp quyét dinh khen thudng.

6. Ky luat cdn bd, cong chic cin ghi ro:

- Thoi gian bi xtr Iy ky luat: thdng/nam.

- Ly do va hinh thite ky luat nhu: Khién trach, canh cdo, ha bac luong, ha ngach,
cach chic, budc théi viéc.

- C4p quyét dinh ky luét.

7. Quan hé gia dinh cha cdn b, cong chifc can ké Khai cdc thong tin sau day:

- Méi quan hé véi cdn bg, cong chitc nhu: vo (hodc chong) va céc con.

- Ké khai t6m tat nhiing dic diém chinh cta vg (hodc chéng) va cic con bao
gém: Ho tén, nam sinh, nghé nghiép, dac diém lich sir (c6 bi bét, bj ti1, 1am viéc

trong ché€ d¢ cd, nguy quan, nguy quyén khong); hién dang lam gi (ghi 10 chic



vu hoac chitc danh néu c6, tén va dia chi co quan, don vi cong tic ¢ trong hoac
ngoai nuéc), noi dang ky ho khau thudng tri.

8. Quan hé gia dinh, than toc
a) Ong, Ba (ndi, ngoai), Cha, Me, Anh chi em ruét

- MGi quan hé gia dinh, than toc v6i cén bo, cong chirc gém: Ong, Ba (noi,
ngoat), Cha, Me, Anh chi em rudt.

- Ké khai t6m tét nhiing dac diém chinh cta tiing ngudi ¢6 quan hé gia dinh, than
téc d6i véi can bo, cong chitc: Ho tén, nim sinh, nghé nghiép, dic diém lich st
(cé bi bat, bi ti, 1am viéc trong ch€ do cii, nguy quan, nguy quyén khong); hién
dang lam gi (ghi rd chitc vu hoac chitic danh néu cé, tén va dia chi co quan, don
vi cong tac & trong hodc ngoai nudce), noi dang ky ho khdu thudng tri.

b) Ong, Ba (néi, ngoai), Cha, Me, Anh chi em ruét ciia bén vo (hodc bén chéong)

- M&i quan hé gia dinh, than toc véi cdn bo, cong chitc gém: Ong, Ba (ndi,
ngoai), Cha, Me, Anh chi em rudt clia bén vo (hoac bén chong).

- Ké khai t6m tét nhitng dac diém chinh clia tling ngudi cé quan hé gia dinh, than
toc clia bén vo hoac bén chdéng doi véi cdn bd, cong chitc: Ho tén, ndm sinh,
nghé nghiép, dac diém lich sit (c6 bi bat, bi tii, ]am viéc trong ché do cii, nguy
quén, nguy quyén khong); hién dang lam gi (ghi 16 chitc vy hodc chic danh néu
c6, tén va dia chi co quan, don vi cong tic & trong hodc ngoai nudc), noi dang ky
ho khdu thudng trii.

9. Tu nhan xét clia cdn bd, cong chitc

Phén nay danh dé cdn bo, cong chic tr nhan xét, ddnh gid vé pham chdt chinh
tri, 16 séng, y thic ky luat, nang huc va s¢ trudng codng tic cia ban than lam co
s& dé t3 chiic xem xét, bo tri va sit dung diing ngudi, dung viéc./.
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Ho va ten KRal SIND: et e
TEN @OL KNACT e
Chc VU, dON VI CONG TACT .ottt

Nam sinh: oo QUE QUAIL o e

S6 hiéu cdn b, cong chic: .o
SEhO SO e
Vién

Bao dam trdt tr tai litu trong Ho so




Nap bi hé so

4
1
t
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Ghi_chi: Pay 14 vi tri mat ngoai phia sau cia
bi hd so can bo, cong chitc c6 dac diém sau:

- Nép bi rong 35 mm c¢6 vé tron vién mép;

- Nap d4y bi rong 15mm c6 vé tron vién mép; |
- Dudmng gdp mép cha bi duoc dat doc & chinh |
gilta dé bio ddm d6 bén dai cha bi hé so;
- (3 vi tri giita, phia trén bén trai cha bi diing r
dé ghi ho va tén clta cén bo, cong chic.

Pudng gap mép
(G giita bi ho s0)

Nip day bi hé s0

Sh
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phiic

Ghi chii: Day la mat truée cia bi hé so

HO SO

CAN BO, CONG CHUC

Co quan, AOM VID s

Ho vatén khai sinh: oo
TEN OUKIACT e e
Chitc VU, dON VI CONE FAC: st

Nam sinh: . 0 QUE QUAN

S6 hiéu cdn bd, cong chic: oo
SEhO SO e
Vian

Bado dam trat ty tai liéu trong Ho so



Nip bi hé so

Ghi cha: Pay la vi tri mat ngoai phia sau cia
bi hé 50 cdn bo, cong chifc ¢6 diac diém sau:

- Nép bi rong 35 mm ¢6 vé tron vién mép;

- Nép d4y bi rong 15mm c6 vé tron vién mép;
- Putmg gdp mép cua bi dugce dat doc & chinh
gitta dé bdo dam do bén dai cla bi hé so;

- O vi tri gilta, phia trén bén trdi cta bi dung
dé€ ghi ho va tén clta can bé, cong chiic.

L I RN R RN T RN A R A SRR A IR TN X T

Budng gdp mép
(& gifta bi hd so)
| ==
I ==
s ;
I
; =T f

|
| |
|
F
/ Nép day bi hé 50 N




CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tv do - Hanh phiic

Ghi chi: Day la mat truéce clia bi hé so

HO SO

CAN BO, CONG CHUC

Co quan, don Vit .

Ho va tén Khal SIMN: oo e e
TEn Ok KRAC: e
Chifc v, AON VI COME LACT ettt et e

INam sinh: e, QU QUADL s e

S6 hiéu can bo, cong chifc:
S6hO8G: s
Van

Bao dam trit tu tai liéu trong Hé sor



Nip bi hé so

\
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Ghi chiz. DAy ]a vi tri mat ngoai phia sau ca
bi hé so can bo, cong chifc ¢6 dic diém sau:

- Nap bi rong 35 mm c¢6 vé trdn vién mép;

- Nip ddy bi rong 15mm c6 vé tron vién mép;

- Dudng gdp mép clia bi duoc dit doc & chinh [
giilta dé bao dam d¢ bén dai cia bi hé so; !
- O vi trf giita, phia trén bén trdi cha bi dung
dé ghi ho va tén ciia cdn b6, cong chiic.

Dutng gap mép
(G gifra bi hé 50)

Nip déy bi hé so
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phiic

Ghi chu: Day 12 mat trude cia bi hd so

HO SO

CAN BO, CONG CHUC

Co quan, QON Vi& .o

Ho vaten khai Sinh: .o e ot
TR GOL KNAC! ..t et s
Chitc VU, dON VI CONEZ LACT .o eeeeeecemesesseeesee e et

NAm SINN: s QU QUEAD e e

S6 hiéu can b¢, cong chite: ..o
S6h6s0:
Vin

Bao dam trdt tu tai lidu rong Ho so
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Ghi chi: Day 1a vi tri mat ngoai phia sau cla
bi hé so can bo, cong chifc ¢6 dic diém sau:

- Nap bi rong 35 mm c¢é vé tron vién mép;

- Nip ddy bi rong 15mm c6 vé tron vién mép;
- Putng gdp mép ctia bi duge dat doc & chinh
giita 3€ bao dim d6 bén dai cha bi hé so;

- O vi tri giita, phia trén bén trai cha bi ding
dé ghi ho va tén cita cin bo, céng chiic.

Pudng giap mép
(G gitra bi hd s0)

|
Nip day bi ho so \ 3




Poc lap - Tu do - Hanh phiic

Ghi chii: Day 1a mat truée cta bi hé so

HO SG

CAN BO, CONG CHUC

Co quan, dOn VI ..t

Ho vatén khai Sinh: oo
TN ZO1 KACT e
Chifc v, dOn VI COME LACT .ottt e+

Nam sinh: .o, QUE QUAN

S& hiéu can bo, cong chafe: .o

SEHO SOT e

Vin

CONG HOA XA HOI CHU NGHIA VIET NAM

Bao dam trét ty tai ligu trong Ho sa



Nip bi hé so

\
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Ghi chu: Day 13 vi tri mét ngoai phia sau cia
bi hé so cdn bo, cong chitc ¢6 dic diém sau:

- Nap bi rong 35 mm cé vé tron vién mép,

- Nip ddy bi rong 15mm c6 vé tron vién mép;
- Dudng gdp mép cua bi duge dat doc & chinh
gilta ¢é bao dam do bén dai cla bi hé so;

- O vj tri giita, phia trén bén tréi ciia bi ding
dé ghi ho va tén clta cdn b, céng chuc.

Duong gidp mép
(O gitta bi hé s0)

™~

N&p déy bi hé so j




kém theo Quyét dinh sb 06/2007/0D-BNV ngay 18/6/2007 ciia B triromg Bo Noi vu

ONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phiic

LY LICH

CAN BO, CONG CHUC

HO VA 18N KBal SINNI oot e et e
TEM ZO1 KNACT ..ottt b b
Ngay, thing nam sinh:............ R Y RO Gidi tinh (nam, nit).................... s
Qué quan:................ 000 000 e
Chitc vu (chitc danh) cong téc hién tai: ..., et
Co quan, don vi quan 1y cdn b, cOng chife: ... sciemsieees SO
Co quan, don vi sir dung cdn b, cong chifc: ..o, e

SG hiéu ¢an b, cdng chlifC: oo




l. SO LUGC LY LICH

1) Ho va tén khai SIfh (viet chif in o).t

, 2) TEN 01 KBAC! e e
Anh mau
(4 X 6 cm) 3) Sinh ngay ... thang ......... NAM ..o, Gid tinh (nam, n@®): oo

4) Noi sinh: Xa ... R s HUYT e, 1IN

3) Qué quan: XA oo, Huy@n o, TR

IR B 5 B (T o3OSV OSORSRT 53 ¢ 8 - 1T OO

8) Naui dang ky ho khdu thudng tri:
(S nhia, dudng pho, thanh phd; xom, thon, xa, huyén nnh)

9) Nai & hién nay: .
{Sa nha, dudmg phd, thinh phﬁ %0m, thfm Xa, huyén unh)

10) Nghé nghi€p khi dugc thYEn dUNE . .o
11) Ngay tuyén dung: ....../oooofeor, ,CO QUAN TYEN AUNE: oo s st e

12) Chuc vu (chifc danh) hién tai:

(V& chinh quyén hogc Dang, doan thé, ké ca Lhuc vu klem nhlém)
13) Cang viEe Chinh diO0 SIA0: .o e ceses ettt eSSt

14) Ngach cong chifc (vien chie): vy, WA IZACH e
Bac luong:.......hé s6.........., Ngay hudng....../.....fo...... Phu cdp chite vu......., Phu cdp khdc: .
15.1-Trinh do gido duc ph6 thong (da 161 nghiep 16p M/ thude B8 BEO):..mvreee vreeeocee oo ceeseri s aoosesreosens oo

15.2-Trinh dd chuyén mén cao nhit: .
(TSKH, TS, Ths, ¢t nhan, k¥ sw, cao déng, trung cép, sa ca'p, LhuyEn nganh)

15.3- Ly luan chinh tr1: . e . 15.4-Quan ly nha nude: .

{Cuao ¢ap, trung ¢ip, sa c.:fp Vit tu‘(mg duung) (Chuyén vién cao cdp, Lhuyén vn!n chmh chuyén \lén cdn su,.. )

15.5 -Ngoai ngi: . SRR T ¢ 0 T ¢ 1 U0 o2 OO OO
{Tén ngoai ngl + Trlnh dl‘) A B C D ) (Trinhdg A, B, C,...)

16) Ngay vao Pang cong san Viét Nam .......... A Fovriomereveeneene o Ngay chinh thite: ... A VS

1'7) Ngay tham gia t6 chiic chinh tri-xa hoi: .
(Nygiy tham gia 6 chic: Doan, Hoi, ... vh [am vige gi trong 16 chitc dé)

18) Ngay nhap ngi: .../, Ngy Xudt ngii: .../ feeo, Quan ham cao nhat: oo e

19) Danh hiéu dugc phong tang cao nhat: ...
(Anh hiing lao déng anh hing lyc lvong vil trang; nha gido, lhay thuﬁg nghé ST nhAn dﬁn wu td,. )

20) SO LIUONE COME TACT oot eririiiis s oeeiieisa oot errere st b1 oot eereer s rese e eimereen s
21) Tinh trang stc KhOe: ...y Chiéu cao:......., Cénnang: ... kg, Nhém mau: ...

22) La thuong binh hang: .../ ..., La con gia dinh chinh sach (31 ..o
{Con thuong binh, con liét s1, ngudi nhiém chat doc da cam Dioxin)

23) S6 chitng minh ~han dan: ... NEAY CAPY o P



Il. DAC DIEM LICH SU BAN THAN

ILA Trudc khi duge tuyén dung

Tir thing, nam
dén thing, nam

Pa hoc va 161 nghiép nhitng truting nio, & dau hoac lam nhilng céng viéc gi (ké cd hgp dong
lao dong) trong cd quan, don vi, t6 chic nao, & dau (ké khai nhitng thanh tich néi bat trong
hoc tap. lao dong)? Trudng hop bi bi bat, bi ti {thdi gian ndo, & dau, ai biét)?




ILA_ Trudce khi dugc tuyén dung (tiép theo)

Tir thing, nam
dén thing, nam

ba hoc va 16t nghiép nhilng trudng ndo, & dau hodc 1am nhiing c6ng viéc gl (ké ¢a hgp ddn,gj'E
lao dong) trong co quan, don vi, t6 chifc ndo, & dau (ké khai nhitng thanh tich ndi bat trong
hoc tap, lao dong)? Trudng hop bi bi bét, bi ti {thdi gian ndo, & dau, ai biét)?

|




4

II.B Khi duoc tuyén dung

Thai gian Dugc tuyén dung vao don vi nao {dom vi chil quan, don vi true thuge)? Cong viée chinh dwoc
tuyén dung phén cong dam trdch (chifc danh cong viéc hoac chite vu cong téc) 1a gi? duge xép vao cgach.

bac lrgng nao va phu cdp (n€u ¢é) la bao nhiéu?




lii. THAM GIA TO CHUC CHINH TR| - XA HOI, HOI NGHE NGHIEP ...

Tt ngay thang nam
dén ngdy thang nam

Vo Doan thanh nién CS HCM; tham gia hoat dong trong t& chifc chinh tr1 - x& ho. 16 chic §
chinh tri - xa hoi - nghé nghieép, 16 chitc x4 hai, 1 chiic x3 hoi - nghé nghiép kLic (rong va
ngoai nude),... (1én 16 chic, tén hoi. tru s& & dau, da gilr chifc vu hoac chire danh gi rong cic &
16 chiic nay) ;




IV. QUA TRINH DAO TAO, BOI DUONG VE CHUYEN MON, NGHIEP VU,
LY LUAN CHINH TRI, NGOAI NGU, TIN HOC

Tén trudmg hodc co sé
dao tao, boi dudng

Chuyén nganh
dao tao, boi dudng

Tt thang, ndm
Pén thang, nam

Hinh thic die |

tao, boi duding

Vau bang,
ching chi

Ghi chit: Hinh thite dao tao, béi dudng bao gdm: Chinh qui, tai chitc, chuyén tu, tir xa

.....

Van bang bao gdm: Tién i khoa hoc, tién 51, thac si, cir nhan, k¥ sur, cao déng, trang cap, so cap, ..



V. KHEN THUONG

Thang, nam

Néi dung vé hinh thic khen thudng

C&p quyét dinh

V. KY LUAT

Thang, nam

Ly do va hinh thitc ky luat

Cidp guvér dinh




Vil. QUAN HE GIA DiNH

Vé ban than vo (hoac chdng) va cc con

Mai
quan

Ho tén, nam sinh, nghé nghiép, dac di€m lich sir {(cd bj bat, bi til, 1am viéc trong ché do ¢ii, nguy
quin, nguy quyén khong); hién dang lam gi (ghi ré chitc vu hoac chife danh néu cd, tén vi dia ¢hi
¢o quan, don vi cong tdc o trong hoac ngoai nudce), noi cu tri.




VIll. QUAN HE GIA DINH, THAN TOC
Ong, Ba (noi, ngoai), Cha, Me, Anh chi em ruét

5

Maoi
quan

Ho t€n, nam sinh, nghé nghiép, dac diém lich sir (c6 bi bat, bi tll, lam viéc trong ché do cil, nguﬂ
quan, nguy quyén khong): hign dang lam gi (ghi rd chitc vy hodc chite danh néu 6, tén vi dia chi

co quan, don vi cong tdc & trong hodc ngoai nudc), noi cu tri.
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VIIl. QUAN HE GIA PiNH, THAN TOC (tiép theo)
Ong, Ba (ndi, ngoai), Cha, Me, Anh chi em rudt

Méi
quan

Ho tén, nam sinh, nghé nghiép, dac diém lich sit (c6 bi bat, b th, 1am viéc trong ché d& cil, nguy
quan, nguy quyén khong); hién dang lam gi (ghi 18 chitc vu hodc chifc danh néu b, tén vis dia chi
co quan, don vi céng tac & trong hoidc ngodi nude), noi cur tri.




VIll. QUAN HE GIA DINH, THAN TOC (1iép theo)

Ong, Ba (n6i, ngoai), Cha, Me, Anh chi em ruét clia bén vo (hoac bén chdng )

Moi

quan

Ho tén, nam sinh, nghé nghiép, dac di€m lich st (c6 bi bét, bi ti, lam viéc trong ché d6 cii, nguy
quén, nguy quyén khéng); hién dang Jam gl (ghi rd chirc vu hoic chic daph néu cé. 16a va diz chi
co quan, don vi céng téc & trong hodc ngoal nudce), noi cu tri.




2

VIil. QUAN HE GIA BINH, THAN TOC (tiép theo)

Ong Ba (nd1,ngoai), Cha, Me, Anh chi em rudt clia bén v¢ (hodc bén chong

Moei
quan

Ho tén, nim sinh, nghé nghiép, dac diém lich sit (c6 bz bit, bj 10, lam viéc trong ché

guén, nguy quyén khoéng): hién dang 1dm gi, (ghi 16 chitc vu hoac chitc danh néu co, t2r vi dia cki

co quan, don vi céng tic & trong hodc ngoai nudc), noi cur tri.

dé ¢l mpay
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IX. TU NHAN XET

(Ve phdm chdt chinh tri, dao difc, 18i sang, ¥ thic k¥ luat, nang luc va s& trudng cong t4c. ..}

!

Nguoi khai
Toi xin cam doan vé nhitng 151 khai trong
quyén 1y lich nay la ding sy that va chiu
trich nhiém trudc phap luat vé nhimg I
khai dé.

. N QY . thENE ... AWM ......
(Ky tén, ghird ho tén)

X4c nhan cua co quan, don vi

Ban Iy lich nay do cdn bd, cong chuc:

(HO BN oot e e e s et e

t Khai tal .o

Co quan xdc nhan 1a ding su that.

Thi trudng co quan, don vi quan iy va st dung CRBCC

Ngay

.......... thing ... ndm

(Ky tén, déng ddu)

Gl clui- Quyén Iy Hch ndy sau khi cdn b, cong chitc ké khai phdi diuge xée minh va xdc nhan clia co quan, dor v quda v v
st dung cdn bé, cong chiic: déng thoi phdl dong ddu gidp lai 6 tdr cd cdc rang.



Mt trong ciia trang bia sau
(Dung d€ in hudng dan khai ly lich)



1) Ho va tén Khai Sinh (vt chif in RO oooooovoe oot seess s tee e et e e

2 TR BOU KBAC . ettt s e et e e

(4 X6 cm)

3) Sinh ngay: ... thang ... OAM..c..c oo, (3161 tinh (A, NI o

: Anh mau
|
|

" 4y Noisinh: Xa . HUYEIL e JTinh

5)Que qUAN: XF ooy, HUVEIN ey Tinh

o) B T 4 OOV USROS PRU OO TP X o3 ¢ -3 U Lo H OO oS ORI

8} Noi dang ky ho khdu thudng tri:
(56 nha, duimg phd, thanh phd; xém, thon, x&, huyén lmh)

9) Noi & hién nay: . e R e et e e
(54 nha, dubing phd, [hanh phu xom, Ihﬁn x4, huyén tmh)

10) Ngh€ nghiep Khi QUOC tUYEN QUIE: oo oo s oo e e e e e
11) Ngiy tuyén dung: . ./ooofe, €O QUaN TUYEN AURE oo . et ST

12) Chitc vy (chite danh) hién tai:. .
(Vé chinh quyén hodc Dang, doan thé, ké cd chie vu kiem nhlérn)

13) COng vIEe ChITIN QUOT ZIA0: oo e vt s e b e e e e
14} Ngach cong chirc (vién chife)r o SOOI , Mangach: .. ...
Bac lwong: ..., Heés6: .., Ngay hudng: ..../...fo, Phucap chire vu: oo, Phucélp Khde: o
15.1-Trinh d6 gido duc phd thONE (da 16t nghiep 16p mAYAREOE B DA} .rv..wverrerrreesinsisessesessessssssiesessssessessassasssssessesnse e riees U

15.2-Trinh do chuyen mén cao nhat;.. : e e et et e e et oo e e e e
(TSKH, TS, Ths, ctr nhan , k¥ sw, cao ding, trung c5p sd ¢ip; chuycn n;,anh)

15.3-1.¥ luan chinh tri: . 15.4-Quin ly nha nudc:..

{Cao uép trung <dp, su c.Ap vl tuong du'ong) (Chuyén vién cao cdp, Lhuyén wén chmh chuyen vibn, can sy, L)

15.5-Ngoai ngit... SSTOUPUPROT B 1 ¢ I I 1 2 T Lol OO USRS
{Tén ngoui ngid + Trmh dC) A B C D ) {Trinh ¢6 A, B, C,...)

16) Ngay vao Dang Cong san Viét nam:.........foef oo, Ngaty chinh thiter oo

17y Ngay tham gla té chiic chinh tri-xa hoi: .
{Ngay tham gia td chutc: Doan, Hoi, ... vd lam vigc gi 1rong t(’) chie do)

18) Ngay nhap ngiis... /o ../ oo, Ngay xut ngiic.. /oo, Quéin ham cao nhat: o s

19) Danh hiéu duge phong tang cao nhét... :
{Anh hung lao ddny, anh hing luc lugng vi trang; nha glao thay ihum nghe si nhan dan Vit tu, }

200) SO ITUDNE COME TAT: .ot i seoe et ts e e etk e oot e ol e

21Y KRen thuong: oo e e e . 22) Ky luat: .

{Hinh thi cao nhdt, nam nao) {vé dang, thl'lh quyén (hun rhé hinh thL i nh 1T AR NAO)

23) Tinh trang sttc kKhoe: ..o, Chiu caot., Cannang: ... ..kg, Nhém mau: . ...
24) La thuong binh hang: ......./......., L& con gia dinh chinh SAch (2 .oooviieiiii e

(Con thuong binh. con liét sT, ngudi nhiém chét déc da cam Dioxin)

25) S& ching minh nhan dan: ... e e NgAY €APY oot 26) 56 s6 BHXH: ...



uyét dinh s6 06/2007/QB-BNV ngav 18/6/2007 cia BJ trudng B Néi vu

Chuyén nganh dao tao, bdi dudng Tir thang, ndm- | Hinh thiée | Van bang.ching
Dén thang, nim | daotao chi, ttinh &0 g

CHUYEN MON, NGHIEP VU, LY LUAN CHINH TR], NGOAI NGU. TIN HOC

1

Y SOV SO S oo ooy

A S
O N

(yhi chii: Hinh thiic dao tao: Chinh qui, tai chitc, chuyén te, béi duéng .../  Van bang: TSKH, TS, Ths, Cit nhan, Ky st ......

28) TOM TAT QUA TRINH CONG TAC

? Tir thang, nim
| dén thang, nam

Chic danh, chifc vu, don vi cong tic (dang, chinh quyén, doan thé, t6 chic xd hoi), k&
ca thoi gian duge dao tao, bbi dudng vé chuyén mon, nghiép vu, ...




vige trong che do cii (ccl quan, dun vi nio, dia di€ém, chic danh, chitc vy, thdi gian Jam vige ..}

- Tham gia hoac ¢6 quan he véi cic td chifc chinh tri, kinh t€, xa hoi ndo & nudc ngoai (lam gh, 16 chic ndo, dt ru 6 i di 1) : .

- Cé than nhan (Cha, Me. Vg, Cadng, con, anh chj em ruot) & NUGC NEOAL (1am g1, dia chi ..} 7 oot v e senneen e

30) QUAN HE GIA BINH
a) Vé ban than: Cha, Me, Vo (hodc chong), ciac con, anh chi em ruét

Méoi | Ho v3 Nam | Qué quén, nghc nghiép, chitc danh, chitc vy, don vi cong tic, hoc idp, noi 07
quan 0 va tén sinh (trong, ngodi nudc); thanh vién cdc 16 chitc chinh tri-xd hor .. 7

hé




Méu 2ofIBNV/2007 bani high kel theo Quyét dinh s6 06/2007/0B-BNY ngay 18/6/2007 cila B6 trudng BS N&i vy

j
)b) Vé bén vo (hoac chéng): Cha, Me, anh chi em ruét

Nam | Qué qudn, nghé nghiép, chic danh, chitc vu, don vi céng ric. hoe tip, roi o :
sinh | {trong, ngodi nude); thanh vién cdc &6 chiic chinh tri-x3 hot ... 7

el ) [

I

|

R O IO

T e

|

OSSO OO UOIUURSSIURE OOV

i

I B T T T T T R LR L LR T T LT TR T TE T T T T PSP U I IRy By

31) NHAN XET, DANH GIA CUA CO QUAN, BON Vi QUAN LY VA SU DUNG CAN BO, CONG CHUC
Nguwoikhati L , Ngdy ... .. thang........ nam 20, .
Toi xin cam doan nhing Thil trudng co quan, don vi quan Iy va sir dung CBCC
to1 khai trén day la ding su that (Kv 1én, déng ddu)

(Ky tén, ghi ré ho tén)



B NG v

TIEU SU TOM TAT

Anh mau 2) TN 00 KBAC © oottt ettt ettt et o
(4 X 6 cm)

)R N1 (0 s OOV RO ) I 1o -1 F: 1o SO
8) Noi g hién nay: .
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HO SO CAN BQ, CONG CHUC

BIA KEP BANG KE
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