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$65094 /UBND-VHXH Dong Hoa, ngay 03 thang 10 nam 2026

V/v hoan thién, luu trit hd so vién
chue tai cac Truong hoc thude
UBND phuong

Kinh gtri: Cac Truong hoc thuéc UBND phuong

Can cuo Nghi dinh s6 259/2026/ND-CP ngay 30/6/2026 cua Chinh phu quy
dinh vé tuyén dung, st dung va quan ly vién chirc; Nghi dinh so 27/2026/Nb-CP
ngay 19/01/2026 cua Chinh phu quy dinh vé Co so dir lidu qudc gia vé can bo,
cong chuc, vién chirc; Thong tu so 07/2019/TT-BNV ngay 01/6/2019 cua Bo
truong BO Noi vu quy dinh ché do bao céo thong ké va quan Iy hd so vién chirc.

Pé cong tac xay dung, quan 1y, luu trit ho so vién chuc tai cac Truong hoc
thuoc UBND phuong duoc thuc hién théng nhét, dung quy dinh, dong thoi kip thoi
khac phuc nhimng han ché thuong gip nhu: chua cap nhat da sb luong ho so; thanh
phan hé s0 chua dung quy dinh (con 1a ban pho t6 chua chimg thyc); ho so chua
duoc sip xép khoa hoc, bi cil, nat; chua c6 hodc chua st dung dung hé théng so
dang ky, giao nhan va theo ddi khai thac ho so vién chitc; UBND phuong yéu cau
Hiéu truong cac Trudng hoc thuoc UBND phudng thuc hién nghiém tic mot sd
noi dung sau:

1. Ra soat, bo sung, hoan thién ho so vién chirc

Td chire ra soét toan bd hd so cia vién chire dang cong tac tai don vi, ké ca
vién chirc mdi duge tuyén dung, ti€p nhéan; doi chi€u véi thanh phan ho so quy
dinh tai Biéu 10 Thong tu s6 07/2019/TT-BNV, bao dam:

a) Mdi vién chirc c6 mot bo hd so riéng, du s6 lwong; ho so géc va ho so cla
vién chirc dang cong tac co du cac thanh phan theo quy dinh (Quyén ly lich, So
yeu Iy lich, Phiéu bo sung 1y lich, ban sao vin bang, chimg chi; cac quyét dinh
tuyén dung, nang bac luong, bd nhiém, khen thudng, ky luat; nhan xét, danh gia va
cac tai liéu khac c6 lién quan);

b) Céc gidy to 1a ban sao phai duoc ching thuc hodc dbi chiéu véi ban chinh
theo quy dinh, khong st dung ban phd t6 chua dugc xac thuc; cac thong tin do
vién chuce tu ké khai phai dugc nguoi ding dau don vi xac nhén, dong dau va dua
vao ho so quan 1y;

¢) Ho so dugc sip xép khoa hoc theo thir tw A, B, C, danh sé trang, 1ap bang
ké thanh phan tai liéu; hd so cii, nat phai dugc thay thé; thong tin dugc cap nhat
kip thoi, vién chic ké khai Phiéu bd sung 1y lich khi c¢6 thay ddi.

2. Thiét lap va sir dung dung hé thong 50, biéu miu
Mbi trudng phai c6 va ghi chep day du: S6 dang ky hd so vién chﬁco(mﬁu
HS08a-VC/BNV), S6 giao nhan ho so vién chuc (mau HS08b-VC/BNV), So theo
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doi khai thac, st dung hd so vién chirc (mau HS08c-VC/BNV) theo diing mau ban
hanh kém theo Thong tu s6 07/2019/TT-BNV; khong str dung mau s6 cii danh cho
can bo, cong chirc. Khi ban giao, chuyén hoic khai thac hd so phai 1ap phiéu giao
nhan, phiéu chuyén, phiéu nghién ctru theo mau quy dinh.

3. Bio quén, bao mit va khai thac hd so

Hb so vién chitc dugc quan 1y, sir dung va bao quan theo ché do tai liéu mat;
b tr noi luu trr an toan (tu, hop dung hd 50), phong chong am mdc, mbi mot,
chay no; phan cong bang vin ban nguol tryc tiép quan ly hd so. Chi nhitng ngudi
dugc co quan hodc ngudi co tham quyén ddng y bang van ban moi duge nghlen
ctru, sir dung, khai thac hd so; nghiém ciAm phat tan thong tin trong hé so. Khi vién
chtrc chuyén cong tac, thoi viéc, phai ban giao day du hd so theo dung quy dinh.

4. Chuan héa dir li€éu, chuan bi chuyén doi sang ho so’ dién tir

Thuc hién Nghi dinh s6 27/2026/ND-CP, sb dinh danh c4 nhan dugc sir
dung lam ma dinh danh ho so dién tir cia can bo, cong chuc, vién chuac. Céc
truong ra soat, chuan hoa thong tin cia vién chirc (ho tén, ngay thang nam sinh, sd
dinh danh ca nhan, vi tri viéc lam, qua trinh cong tac, dao tao, boi dudng...) bao
dam thong nhat gitra ho so gidy va dit liéu; cap nhat kip thoi vao co so dir liéu,
phan mém quan 1y ho so khi ¢6 huéng dan ciia co quan c¢6 tham quyén.

5. To chirc thue hién

a) Hiéu trudng cac Truong hoc chiu trach nhiém trudc UBND phudng vé
cong tac quan 1y hd so vién chic tai don vi; _phén cong vién chirc lam dau méi thuc
hién; timg vién chirc ¢ trach nhiém cung cip, kiém tra va xac nhan thong tin thudc
trach nhiém cta minh. Hoan thanh ra soat ban dau trong 10 ngay 1am viéc ké tir
ngdy Cong vin nay ban hanh; hoan thién hd so con thiéu trong 15 ngay lam viéc
hodc bao cao r6 truong hop can xac minh, bd sung kéo dai. Bao cao két qua ra soat,
hoan thién ho so vé UBND phuong (qua Phong Van hoa - Xa hoi) trudc ngay
30/11/2026, gom tong sd ho so, s6 da day du, sd can bo sung, kho khan, kién nghi va
danh muc t6n tai; khong giri kém dit liéu ca nhan qua kénh khong bao dam an toan.

b) Giao Phong Vin hoa - X3 hoi huéng dan, don ddc, tong hop két qua bao
cao UBND phuong va tham muu t6 chuc kiém tra viéc thuc hién tai cac don vi khi
can thiét. Truong hop phat hién thét lac ho so, sai l1éch dir liéu hodc nguy co 16 lot
thong tin phai kip thoi bao cao UBND phuong dé xur 1y theo quy dinh.

UBND phuong yéu cau Hiéu trudng cac Truong hoc trién khai thyc hién./. W

Noi nhan:

- Nhu trén;

- Chu tich, PCT UBND phuong;

- Van phong HDND va UBND phuong
- Phong Van hoa — Xa hoi phuong;

- Luu: VT, VHXH (Thea) o

Truwong Ngoc Thanh
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