DANG BO THANH PHO HAI PHONG
PANG UY PHUONG HONG AN
sk

QUY TRINH

Cap nhat, sir dung dir li€u
trén hé thong co sé dir licu ding vién

Ma hiéu: QT-XDb.06
LAn ban hanh: 01

Ngay ban hanh: 08/4/2026




PANG UY QUY TRINH M3 hiéu: QT-XDD.06

PHUONG Cap nhit, sir dung, bio quén Lan ban hanh: | 01

HONG AN dit li¢u trén hé thong co'sé | Ngay ban hanh: | 08/4/2026
dir liéu ding vién

MUC LUC

SUA POI TAI LIEU

1. MUC PiCH.

PHAM VL.

TAI LIEU VIEN DAN.
DINH NGHIA/ VIET TAT.
NOI DUNG QUY TRINH.
BIEU MAU.

HO SO LUU.
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Chit ky

Churc vu Chuyén vién Truong BXDD Pho Bi thu Thuong
truc Pang uy
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PANG UY QUY TRINH M3 hiéu: QT-XDD.06
PHUONG Cap nhit, sir dung, bdo quin | Lan ban hanh: | 01
HONG AN dir li€u trén hé thong co' sé | Ngay ban hanh: | 08/4/2026
dir liéu ding vién
SUA POI TAI LIEU
A A Trang/ Phin Lan
Yeéu cau ‘A Az As . )
siva déi/ lién quan Mo ta ngi dung sura ban Ngay
2 viée doi hanh/ ban hanh
bo sung . TR " 3Re
sura doi sira doi
PHAN PHOI TAI LIEU
Noi nhan Bin TAa ! Noi nhan Be}’\n Tf‘ '
‘ s0 | liéu ‘ s0 | liéu
Ban luu 00 Cht nhiém UBKT DU 04 | O
Bi thu Bang ty 01 | O | Chanh Vian phong 05 | O
Pho Bi thu Thuong truc 02 | O | Van phong Dang uy 06 | U
Truong Ban Xay dung Dang | 03 T6 duy tri ISO 07

X Pon vi, ca nhan dugc phan ph01 tai liéu ban gidy (ban cing).
[J Pon vi, ca nhan dugc phan phdi tai liéu ban dién tir (ban mém).
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PANG UY QUY TRINH M3 hiéu: QT-XDD.06

PHUONG Cap nhit, sir dung, bio quén Lan ban hanh: | 01

HONG AN dit li¢u trén hé thong co'sé | Ngay ban hanh: | 08/4/2026
dir liéu ding vién

1. MUC PIiCH:

Thuc hi¢n thanh cong viéc cap nhat, khai thac, bdo quan co s¢ dir li¢u
dang vién.

2. PHAM VI:

Quy trinh nay ap dung trong vi¢c cap nhat, khai thac, bao quan co s dir
liéu dang vién tai Pang bo phuong Hong An.

Chuyén vién phu trach co sé dir li¢u dang vién Ban Xay dung Pang Dang
Uiy 12 dau moi thuc hién quy trinh nay.

3. TAI LIEU VIEN DAN

ST | S§, Ky hiéu

T | Ngay ban hanh Noi dung tai liéu

1. | Quy dinh s6 Quy dinh vé thi hanh Diéu 1é Pang
294-QDb/TW,
ngay 26/5/2025

2. |Hudngdansé | Hudéng dan mét s6 van dé cu thé thi hanh Diéu 16 Pang
06-HD/TW ngay
09/6/2025

3. | Hudng dan s6 Hudng dan nghiép vu cong tac dang vién
38-HD/TW ngay
29/9/2025

4. PINH NGHIA/ VIET TAT

Cum tur, Dién giai nghia
Chir viet tat

TTBbU Thuong truc Pang uy

BXDD Ban Xay dung Pang

TCCSb T4 chic co so dang

CSDLbV Co s0o dir li¢u dang vién 4.0
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PANG UY QUY TRINH M3 hiéu: QT-XDD.06
PHUONG Cap nhit, sir dung, bdo quin | Lan ban hanh: | 01
HONG AN dir li€u trén hé thong co' sé | Ngay ban hanh: | 08/4/2026
dir liéu ding vién
5.NOI DUNG QUY TRINH
5.1. Lwu dd quy trinh:
Budc Trinh tw cong viéc Nguwoi thue | Thoi Mﬁ}l biéu.
gian Két qua
@ Phy trich co sé ding Phu trach cac - Phiéu dang
TIEP bao cio dir ligu co s dang. y vién.

NHAN neqy | - Phicubo
HO Chuyénvien | "% | sung HSPV
SO BXDbD hang nam.

\4
@ Thim dinh hd so L
TE;J Chuyén vién 01 | Chuong trinh
HO BXDb ngay | QLDBV
SO
©) . \ .
XET Xét duyét dir ligu Pho Trudng 01 | Chuong trinh
DUYET BXDb ngay | QLDV/DLbV
\ 4
@ o Dir li¢u dang
KET Nhip dir licu Chuyén vién 01 | vién cap nhat

THUC BXDD ngay | trén phan
HO mém
SO
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PANG UY QUY TRINH M3 hiéu: QT-XDD.06

PHUONG Cap nhat, sir dung, bio quan | Lan ban hanh: | 01

HONG AN dir li¢u trén h¢ théng co'sé | Ngay ban hanh: | 08/4/2026
dir liéu ding vién

5.2. M6 ta quy trinh:
Buéc @ TIEP NHAN HO SO

- Céc phu trach td chirc dang co s& nop bao cdo dir li¢u tai chuyén vién BXDD
Dang uy phu trach CSDLDV.

- Ho so gdm co:
1. Phiéu dang vién;
2. Phiéu bo sung HSPV hang nam.

- Chuyén vién CSDLBbV tiép nhan va truc tiép chiu trach nhiém tra 161 viéc tiép
nhan ho so ngay trong ngay.

Buwéc @ THU LY HO SO

- Chuyén vién BXDD tham dinh hd so, nhap dir liéu trong thoi gian khong qua
03 ngay lam vi¢c ké tur khi tiép nhéan ho so.

Buéc ® XET DUYET

- Phé Trudong BXDD kiém tra dir liéu ho so, duyét ban hanh.
Buéc @ KET THUC HO SO

- Chuyén vién CSDLDV nhap dit liéu vao phan mém.

- Bao dam bao mat hé thong CSDLDV theo quy dinh.

6. BIEU MAU
TT M3 hiéu Tén bi¢u miu
1. |BM.XDD.06.01 Mau 2 — HSPV Phiéu dang vién
BM.XDD.06.02 Mau 2b — BSHSDV Phiéu bo sung hd so dang
vién hang nam
7.HO SO LUU
TT Ho so lvu Noi luu
1. | Co sé ditliéu dang vién Mady chu ctia phuong va thanh phd

Hoé so dwoc lwu tai: Ban Xay dung Pang.
Thoi gian lwu: ladu dai.
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PANG UY QUY TRINH M3 hiéu: QT-XDD.06

PHUONG Cap nhat, sir dung, bdo quan | Lan ban hanh: | 01

HONG AN dir li¢u trén h¢ théng co'sé | Ngay ban hanh: | 08/4/2026
dir liéu ding vién

PANG CONG SAN VIET NAM

DANG BO TINH (twong dwong):

Mau 2 — HSPV

soyures: [ [ T [ [ T[T 7]

SC)THEDANGVIEN:‘ ‘ ‘ ‘ ‘

DANG BO, CHI BO €O SO:
DANG BO BO PHAN: Anh
.......................................... (3x4)
CHI BO
PHIEU
DANG VIEN

Ol)Hovaténkhaisinh: ... 02) Nam, nfI: .......
03) Hovaténdangdung: .............ccovvvinnnnnnn. 04) Sinh ngay: .................
05) NOT SINN: L.
06) QUE QUAN: ...ttt et et e e et e e et e e e e e e
07) Noi dang ky ho KNAU: ....oonienee e,

Notgtam tri hi€n nay: .......ooiiiiii e,
08) Dantoc: .......c.eunn.n.. 09) TON g140: ...vvvvveeineeanne,
10) Thanh phan gia dinh: ............... 11) Nghé nghiép khi vao Pang: ...........
12) Cong viéc chinh dang lam: ....... ... s
13) Ngay vaobang: .................. Taichibd: ...

Nguoi gidi thiéu thir nhat: ............... Chtrc vu, don Vit .....veveeiieennn

Nguoi gioi thi€u thu hai: ............... Chicvu,donvi: ...,

Ngay chinh thuc: .................. TaichibO: ..o
14) Ngay duoc tuyén dung 1am can bo, cOng chirc: ...........cvueeevueeieeii.,

CO qUAN TUYEN AUNE: ...t
15) Ngay vao Poan TNCS HO Chi Minh: ..........oovuueiiiiiiieeiieeeieeei
16) Tham gia cac t6 chirc X3 hoi Khac: .........cooviiiiiiii i,
17) Ngay nhap ngii: ............... Ngay xuét ngii, chuyén nganh: ..................
18) Trinh dQ hi€n nay: .....c.ooiriii i e

- Gi4o duc pho théng: ...... - Chuyén mon nghi€p vu: ..........oooeeinennn..

- Ly luan chinh tri: ............ -Ngoainglr: oo

-Hocvii ool -Hocham: ...
19) Tinh trang stc khoe ban than: .............. - Thuong binh loai: ...............

- Gia dinh liét si: ............ - Giadinh co cong voi CM: ............o.eeeee

20) S6 ching minh ND: ......... 21) Puoc mién cong tac va SHD ngay: ...........




DAN{} [00%
PHUONG
HONG AN

QUY TRINH
Cap nhat, sir dung, bao quan
dit liéu trén hé thong co sé
dir liéu ding vién

Ma hiéu: QT-XDb.06
Lan ban hanh: |01
Ngay ban hanh: | 08/4/2026

22) TOM TAT QUA TRINH HOAT PONG NGHE NGHIEP VA CONG TAC

Tir thang, nam
dén thang, nam

Lam nghé gi, chirc vu, don vi cong tac
(Dang, chinh quyén, doan thé, kinh té, van hoa, xd hoi...)




PANG UY QUY TRINH M3 hiéu: QT-XDD.06

PHUONG Cap nhat, sir dung, bio quan | Lan ban hanh: | 01

HONG AN dir li¢u trén h¢ théng co'sé | Ngay ban hanh: | 08/4/2026
dir liéu ding vién

23) PAO TAO, BOI DUONG VE CHUYEN MON, NGHIEP VU, LY LUAN CHINH TRI, NGOAI NGU

N < Vian bang,
A . . NP Tir thang, nam | i i ;
Tén trueong Nganh hoc hoic tén 16)p hoc P B . Hinh thirc hoc | chirng chi,
dén thang, nam . .
trinh dj gi

24) Khen thu("mg: (Hudn chirong, huy chirong, bang khen)

25) Pa dugc tang Huy hiéu Dang: 30 nam [ 40 nam [ 50 nam [1 55 nam [] 60 nam []
65 nam [ 70 nam [ 75 nam [J 80 nam [ 85 nam [J 90 nam [

26) Danh hléu dlIQ’C phOIlg ( chién st thi dua; anh himg “LL vii trang, lao dong”’; nha gido, nghé st “nhdn dan, wu 61°).

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

28) PAC PIEM LICH SU BAN THAN
a) Puoc két nap lai vao Pang:
- Ngay vao Pang 1an thir 2: ##/%%/%%%% Tai chi bO: ...........ovevieeiieeeinnn....
-Nguoigidithiu 1: ... Chuc vy, don vi: ....cvvvnnnn...
-Nguoi gidithi€u2: ... Chuc vu, don vi: ....c.evvnn....
- Ngay chinh thirc 1an thir 2: **/%%/%%%% Taj chi bd: ..........oevuueeiiieeeieeein
b) Ngay dugc khoi phuc dang tich: **/**/**%* Tai chibQ: ..............oooeiil .

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

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

29) QUAN HE VOI NUOC NGOAI
a) Pa di nude l’lgOé.i (nudc nao, ly do, thoi gian ra nudc ngodi...).
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HONG AN dir li¢u trén h¢ théng co'sé | Ngay ban hanh: | 08/4/2026
dir liéu ding vién

30) QUAN HE GIA PINH
Cha, me dé; cha, me vo' (chong); vo (chong); cdac con; anh chi em ruft

Nam Qué quan, noi ¢ hién nay (trong, ngoadi nuwéc),

Quan h¢ HQ VA TEN sinh | nghé nghiép, chirc danh, chirc vu, don vi cong tic

31) HOAN CANH KINH TE CUA BAN THAN VA GIA PINH

- Téng thu nhap ctia hd gia dinh @ong 1 nam: . ... dong, binh quéan 1 nguoi/ho: ...... dong.
- Nha &:+ Puoc cép, duoc thué, loai nha: ......... , téng dién tich st dung: ..... m?
+ Nha ty mua, tu xay, loainha: .......... , téng dién tich str dung: ......... m?
- it o: + Pat duoc cap: ............... m? +PAttuymua ... m’
- Hoat dong kinh B
Dién tich dat kinh doanh trang trai ............ ha. S6 lao dong thué muén ...... nguoi
Nhing tai san c6 gia tri (50 wicu ding o leny: Tal sAN: ........o...o.e... Giatri............ dé)ng
....... , ngay......thang......nam... ...
NGUOI KHAI XAC NHAN CUA CHIUY CHIBQ XAC NHAN CUA CAP UY CO SO
T6i xin cam doan nhitng 101 ..o, (Chitc vu, ky, dong dd, ghi ré ho tén)
khai trén day la dung suthat ...,
Ngay....thang....nam....... Ngay........ thang........ nam......

(Ky ghi ré ho tén) (Chirc vu, ky ghi ro ho tén)




PANG UY QUY TRINH M3 hiéu: QT-XDD.06
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. . Mau 2b — BSHSPV
PANG BQ (CHI BQ) DANG CONG SAN VIET NAM

- Ho va tén (Viét chit in h0a) .......ovvvoveeeeeeeeeeeeeeeeeeeeeeee e Sinh ngay: ............

* Nhitng thay doi vé thong tin cd nhén:

= NOT G RICN NAY: ittt ettt e et e e te e s et e e entaeeensbeeensaeeensaeeensseeas
- Ngh@ nghiép, GOM Vi CONE TAC: ..ot ee e
- Chtrc vu mdéi duoc giao:

S 1111« U PURRPPPRPR
b CRIIR QUG oot
FD0AN ThE: .o
+ Doanh nghi€p, don vi SuNGhICP: ..cccviiiiieiieie e

T HOC VI oo ; Hocham: ...,
+ Ly Tu@n chinh tri: oo
+ Ngoai ngit (ghi 10 loai ngo@i ngit, trinh d): ......c..cceeeeeeeeeeiieeeeee e
- Hinh thirc Khen thurOmn@: .........ocoiiiiiiiieeeee e e

* Nhitng thay doi vé quan hé gia dinh:

F B AE: e, FIME . o
+Bb (vo hoac chéng): ............................................. + Me (vo hodac chéng): ...................
+ Vo hodc chong (ko va tén, két hon, Iy hon, tir trdn, chirc v, CONg VIEC MGT): +veerveveeeereereerereeeee.

- Nhirng thay d6i vé kinh té ban than va gia dinh:
+ Tong muc thu nhép binh quan ho gia dinh:.. dong

Binh quan nguoi/h: ......cccvvvvvieiiieiieee, dong

A NRA G e M2 DAL 0% e m’

+ Hoat dong kinh B e,

+ Tai san c6 gia tri (50 triéu dong tré 18n): .....o.oveveveeiinn.... ; Glatrl: .o

+ Duoc mién cong tac va sinh hoat DANE NZAY: ....ouvvivviiieeeeeeeeeee e

+ Két qua danh gia chét luong dang vién trong nam:

XAC NHAN CUA PANG UY XACNHANCUACHIUYCHIBQ  Nogy  thang ndm 2011
(Ky tén, dong dau) (Ky va ghi ro ho tén) NGUOI KHAI






