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P. Truéng phong

Phu trich phong Hi¢u trudng




chon d30 tao, bdi dudng, bo nhiém, diéu ddng, khen thudng, ky luat va thuc hlen chinh
sach dbi véi vién chire va lao dong hop dong.
2. Pham vi ap dung:

Quy trinh nay 4p dung cho tt ca cac vién chitc va nhdn vién hop déng thudc
Trudng.

II. PINH NGHIA VA TU VIET TAT.
1. Pinh nghia.

Quy trinh quan Iy hd so Vién chirc va NLD 1a mét trinh tw céc hoat déng duge quy
dinh, mang tinh chét bét budc, 1a tai liéu phap ly phan 4nh céc thong tin co ban nhat vé
vién chitc bao gdm ngudn gde xudt than, qua trinh céng téc, dio tao, bdi dudng, chuyén
mon nghiép vy, Iy ludn chinh tri, ngoai ngf, tin hoc, dic diém lich sir ban than, quan hé
gia dinh, qua trinh luong, ché d6 bao hiém x& hoi.

2. Tir viét tit:

- BGH: Ban gidm hi¢u

- P.TCHC: Phong T6 chirc Hanh chinh

- HS: Ho6 so

- VCNLD: vién chirc, ngudi lao dong
IL. LUU PO. ( Xem trang 2-3)

ITL. PAC TA. (Xem trang 4)

IV. CAC BIEU MAU/ HUONG DAN KEM THEO.

STT Tén biéu miu/ huéng din Ma héa
1 | Danh muc hd so ¢4 nhan BM.01/QT37/TCHC/01
2 | Ban cam két b sung hd so con thiéu BM.02/QT37/TCHC/01
3 Don xin sao luc hd so BM.03/QT37/TCHC/01
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BM.01/QT37/TCHHC/01

CAO PANG DANH MUC HO SO CA NHAN
XAY DUNG .

THANH P

------------------------------------------------------------------------------------

g | Ky gwTonyan, | Nedy vin Néi dung vin ban G
ban ban cha




BM.02/QT37/TCHC/01

TRUGNG CAO PANG XAY DUNG CONG HOA XA HQI CHU NGHIA VIET

THANH PHQ HO CHI MINH NAM
KHOA/BQ MON/TRUNG TAM Poc 1ip — Tw do — Hanh phic
BAN CAM KET

V/v b6 sung ho so con thieu

Kinh gitri: Ban giam hiéu truong Cao dén Xay dung Tp. H6 Chi Minh
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Thoi gian ndp bd sung hd so chdm nhit dén ht ngay.........coooveeiioiiiiiiiin =

Tp.Hd Chi Minh, ngdy......thang......nam .....

Phong Té chirc Hanh chinh Phong/Khoa/BM/Trung tim Nguoi viét don



BM.03/QT37/TCHC/01

TRUONG CAO PANG XAY DUNG CONG HOA XA HQI CHU NGHIA VIET

THANH PHQ HO CHI MINH NAM
KHOA/BO MON/TRUNG TAM Pjc l1ap — Tw do — Hanh phiic
PON XIN SAO LUC HO SO

Kinh giti: Ban giam hiéu truomg Cao din Xay dung Tp. Hb Chi Minh
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