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PANG UY QUY TRINH M3 hiéu: QT-XDD.12
PHUONG Pao tao, boi dudng can bd | Lan ban hanh: | 01
HONG AN Ngay ban hanh: | 08/4/2026

MUC LUC

1. MUC PiCH.

PHAM VL.

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

HO SO LUU.

A o

Trach nhiém Soan thio Xem xét Phé duyét

Ho va tén Tran Thi Tam Lé Vian Mich Po6 Viét Hung
P e

Chit ky

Chire vu Truéng BXDD Pho Bi thu Thuong | Bi thu Dang uy,
tryc Pang uy Chu tich HBDND
phuong
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PANG UY QUY TRINH M3 hiéu: QT-XDD.12
PHUONG Pao tao, boi dudng can bd | Lan ban hanh: | 01
HONG AN Ngay ban hanh: | 08/4/2026
SUA POI TAI LIEU
Yéu cau Trang/ Phan Lan N3
stra doi/ lién quan viéc M5 ta ndi dung sira doi ban hanh/ b glily h
b6 sung sira doi sira doi an han
PHAN PHOI TAI LIEU
Noi nhin Ban | Tai Noi nhan Ban | Tai
‘ s0 | li¢u ‘ s0 | liéu
Ban luu 00 Chu nhiém UBKT bU 04 | O
Bi thu Bang uy 01 | OO | Chanh Van phong 05 | O
Pho Bi thu Thuong truc 02 | OO | Van phong Pang uy 06 | O
Truong Ban Xay dung Pang | 03 T6 duy tri ISO 07

X Pon vi, ca nhan dugc phan ph01 tai liéu ban gidy (ban cimg).
O Pon vi, ca nhan duoc phan phéi tai liéu ban dién tir (ban mém).
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PANG UY QUY TRINH M3 hiéu: QT-XDD.12

PHUONG | Pao tao, boi dudng can bd | Lin ban hanh: |01

HONG AN Ngay ban hanh: | 08/4/2026

1. MUC PIiCH:

Quy dinh trinh ty, nd1 dung va trach nhiém cua cac don vi, ca nhan lién
quan trong viéc dao tao, boi dudng can bd phuong Hong An.
2. PHAM VI:

Quy trinh dao tao, boi dudng 4p dung cho cac can by, cong chirc, vién
chuc, nguoi lao dong toan phuong.

Ban Xay dung Déang 12 ddu mbi thuc hién quy trinh nay.

3. TAI LIEU VIEN DAN:

STT S0, Ky hi¢u

Ngay ban hanh Noi dung tai liéu

Quy dinh s6 350-

| | QB/TW, ngay Quy dinh cua Ban Bi thu vé vé doi tuong, tiéu chuan

va phén cap dao tao 1y luan chinh trj

29/8/2025

Nghl dlnh .. , , ) . A an X
2 | 1712025/ND-CP I(;Ifélrll dérélrll cgﬁ&(cjhmh phu quy dinh vé dao tao, boi

ngay 30/6/2025 & cons

Quy dinh ctia Ban Thuong vu Thanh uy vé phan cap
quan 1y can bd va quy hoach, bo nhiém, gidi thiéu
ung cu, tam dinh chi cong tac, cho thoéi gitr chure vu,
tir chitc, mién nhiém d6i véi can bo

Quy dinh s6 145-
3 | QD/TU, ngay
30/12/2025

Quy dinh s6 275- | Quy dinh cua Ban Thuong vu Dang uy phuong vé
4 | Qb/DBU, ngay phan cép quan 1y can bo va bd nhiém, gidi thidu can
19/9/2025 bo Ung cu

4. PINH NGHIA/VIET TAT:

- Pao tao: trong quy trinh nay, dao tao dugc hiéu 1a cén bd, cong chuc, vién
chtrc, nguoi lao dong dugce cir di tham gia mot chuong trinh hoc tap dai han va
dugc co quan c6 tham quyén cap bang.

- Boi dudng: trong quy trinh nay, boi dudng duogc hiéu 1a can bo, cong chuec,
vién chuc, nguoi lao dong dugce cir di tham gia mdt chuong trinh hoc tap ng'fm
han va dugc co quan c6 tham quyén cap ching chi hodc ching nhan.

- bU: Dang uy

- BTVDU: Ban Thuong vu Dang uy

- TTBbU: Thuong truc Bang uy

- BXDD: Ban Xay dung Dang

-DPT: Pao tao

- BD: Boi dudng
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PANG UY QUY TRINH M3 hiéu: QT-XDD.12

PHUONG Pao tao, boi dudng can bd | Lan ban hanh: | 01

HONG AN Ngay ban hanh: | 08/4/2026
5.NOI DUNG QUY TRINH

5.1.1: Luu dd quy trinh:

Budéc Trinh tu cong viéc Nguwoi thue hién Thoi gian | Mau biéu. Két qua
- Pon xin di dao
@ tao, boi dudng
TIEP Co quan c6 nhu ciu dao tao, bdi Cac don vi truc - Vin ban dé xuit
NHAN dudng can bd hoan thién va nop thudc phuong. Vs 1 nhu cau can dao
HO hd so --- 2 ngay tao, bdi dudng ciua
SO Lanh dao BXDD co quan, don vi va
cac van ban co lién
quan
@ Y ;

THU P Lanh dao BXDD Tong hop Danh
LY X Thkam d;,nh 130 0% - 02 ngay sa:ch can bo 0 phu
HO Lép ho so bao cao TTDU TTPU cag dao tao, boi
30 dudng

- B4o cao cua
BXDD vé nhu cau
dao tao cua cac ca
v nhan, don vi )
- Thong bao ket
©) - luan cia TTBU vé
XET TTDU xem xét, Lanh dao BXDD . viéc ddng y ctr can
DUYET quyét dinh 05183y | b5’ di dao tao, bdi
TTbU N
dudng
- Quyét dinh ctia
BTVDU dbi véi
viéc cir can bo di
hoc Trung cép, Cao
cap LLCT
- Thong béo két
® luén cia TTDU vé
KET viéc ddng ¥ cir can
THUC . . bo di dao tao
HO Pho6 Truong BXDD i Quyé ¢ din,h cia
SO Ban hanh; Luru trir theo quy dinh. 03 ngay | BTVDU ddi voi

Ca nhan, don vi truc
thudc phuong.

viéc ctir can bo di
hoc Trung cép, Cao
cép LLCT

- Céc hd so ¢6 lién
quan
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PANG UY QUY TRINH M3 hiéu: QT-XDD.12

PHUONG | Pao tao, boi dudng can bd | Lin ban hanh: |01

HONG AN Ngay ban hanh: | 08/4/2026

5.1.2. Mo ta quy trinh:

Buéc @ TIEP NHAN HO SO

- Cac co quan, don vi tryc thudc phudng can cir theo nhu cau ddo tao cua ca
nhan va don vi tién hanh hoan thién hd so va ndp tai Ban Xay dung PBang. Lanh
dao BXDD tra 1061 viéc ti€p nhan ho so ngay trong ngay.

- Hb so bao cao gom c6: Vin ban dé nghi ctr can bo di dao tao, boi dudng
va cac van ban lién quan kém theo. Cong tac quan 1y dao tao, boéi dudng bao
gom: di hoc va thi dau vao; xay dung dé tai luan van, luan an. Chuyén moén: phai
néu rd tén truong, tén nganh, thot gian thi, thoi gian hoc, hinh thirc hoc, kinh phi
hoc tap...

Bwéc @ THU LY HO SO

- Chuyén vién BXDD tham dinh ho so, thiét 14p ho so béo céo lanh dao
BXDD trong thot gian khong qua 02 ngay lam viéc.

- Lanh dao BXDPD nghién ciru hd so va tai liéu lién quan:

1. Yéu cau b sung, diéu chinh céc thong tin, tai liéu (néu c0), tra hd so vé
chuyén vién BXDD hoan thién.

2. Bao cao Thudng truc Pang uy xét duyét néu khong bo sung, diéu chinh
ho so.

Buéc ® XET DUYET

- Truéng BXDD béo cao Thuong truc Bang ity phuong.

- Thuong truc Bang uy phuong xét duyét tirng truong hop, truong hop nao
nhat tri: uy quyén cho Ban Xay dung Pang thong bdo két luan cua TTPBU vé
viéc dong y ctr can bd di dao tao; du thao va trinh Quyét dinh cia BTVDU doi
véi viée ctr can b di hoc Trung cap, Cao cap LLCT trong thoi gian 01 ngay ké
tor khi TTDU xét duyét

Buéc @ KET THUC HO SO
- Vin thu in, dong déu, luu trit theo quy dinh.

- Lanh dao BXDD tiép nhan ho so chiu trach nhiém phan phdi Thong bao
két luan (Quyét dinh) t&1 don vi cd dé€ xuat cur can b di dao tao, boi dudng trong
thoi gian khong qué 03 ngay lam viéc ké tir ngay Thong bio (Quyét dinh) dugc
ban hanh.

- Ban X4y dung dang luu trir hd so dao tao, bdi dudng dbi v6i can bo theo
quy dinh.
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PANG UY QUY TRINH M3 hiéu: QT-XDD.12

PHUONG | Pao tao, boi dudng can bd | Lin ban hanh: |01

HONG AN Ngay ban hanh: | 08/4/2026
6. BIEU MAU
TT M3 hiéu Tén biéu miu

01 | BM.BXDD.12.01 | Don xin di dao tao, boi dudng

02 | BM.BXDD.12.02 C.(A)n‘g van dé?g k}': nhu ciu ctr can b, cong chire
di dao tao, béi dudng

03 | BM.BXDP. 12.03 T?()I}Ag béko ké‘f luan C}ia TAhu’éz“ng tm? Déng‘ uy phu’é;’pg
vé viéc dong ¥ cho can b, cong chirc di dao tao, boi
dudng

7.HO SO LUU

TT Ho6 so luu Noi luu

- Pon xin di do tao, bdi dudng

- Van ban dé€ xuat nhu cau can dao tao, bdi dudng cua co

S e - Ban Xay
quan, don vi va cac van ban c6 lién quan

dung Pang

01 | - Luan van, luan an - Ho so cong

- Bang t6t nghiép chtrc, ho so

- Biéu diém hoc tap can

- Chung nhan, ching chi

Ho so luu tai BXDPDU, thoi gian leu: ldu dai
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PANG UY QUY TRINH M3 hiéu: QT-XDD.12

PHUONG | Pao tao, boi dudng can bd | Lin ban hanh: |01

HONG AN Ngay ban hanh: | 08/4/2026
BM.BXDbD.12.01

CO QUAN QUAN LY CAP TREN
CO QUAN/PON VI
%

.., Ngay ... thang ... nam 20...

PON XIN PI PAO TAO (BOI DUONG )

Kinh gwi: - Thudng truc Pang uy phudng
- Lanh dao... (co quan, don vi)

S TOTIA: o Sinh NAY: .eoevieiiiiieeeee e
- Chuc VU, QOM VI CONEZ tACT ..ieiiiiiiiieiie ettt ettt ettt et e et esaeeebeeee
Theo Thong bao clla ........coecveeiiiiiiieeieeee Ve viéce tuyén Sinh .....o.cooooveviveeeeann,
430 ta0 (D01 dUTNE) tA1 ..o Thot Zlan: .....cccecvvevieeiieieeieeee e

Pé tiép tuc dugc nang cao trinh d6 chuyén mon, nghiép vu dé dap tmg t6t viéc tham muu
thuc hién nhiém vu ctia ban than. Ddi chiéu véi cac tidu chuén, toi thiy ban than di diéu kién
dé dang ky tham gia du tuyén dao tao, boi dudng......... (chuyén nganh) tai truong....... Ve
kinh phi hoc tip do ban than tu thc.

Vay toi 1am don nay kinh dé nghi Thudng tryc Pang uy phuong va linh dao ...... cho phép
t6i duoc tham gia dy tuyén. Néu trang tuyén duoc di dao tao, bdi dudng, toi xin cam két:

- Hoan thanh t6t nhiém vu chuyén mén, khong vi viéc hoc tap ma lam anh huong dén cong
viéc duogc giao.

- Phan d4u hoc tap, nghién ciru hoan thanh chuong trinh dung thoi gian dao tao, boi dudng.

- Sau khi hoc xong, tiép tuc tr& vé ...(co quan, don vi) cong tac 1au dai va chdp hanh
nghiém chinh sy phéan cong, bd tri cong tic ctia lanh dao (co quan, don vi).

Kinh d& nghi Thuong truc Pang uy phuong va lanh dao ... (co quan, don vi) cho phép.

Toi1 xin chan thanh cam on.

Y kién ciia Truéng co quan, don vi Nguoi lam don
(ghi ro dong y hay khong dong y) (Ky va ghi ro ho tén)
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PANG UY QUY TRINH M3 hiéu: QT-XDD.12

PHUONG | Dao tao, bdi dudng can by | Lan ban hanh: |01

HONG AN Ngiy ban hanh: | 08/4/2026

BM.BXDD.12.02

COQUANQUANLY CAPTREN e
CO QUAN/PON VI

..... ngay ... thang ... nam 20...

Vv ding ky nhu cau cu can bg, cong chirc
di dao tao, boi duong

Kinh guwi: - Thuong truc Pang uy phuong

Cin ctr Quy dinh sd .... cta ... vé phan cip quan 1y can bd va quy hoach, bo nhiém,
gidi thidu Gmg ctr, tam dinh chi cong tac, cho thoi giit chirc vu, tir chirc, mién nhiém dbi véi
can bo.

Dé d6i ngii can bo, cong chue cua.... (co quan, don vi) tiép tuc dugc nang cao trinh do
chuyén mon, nghiép vu, dap ing t6t viee tham muu thye hién nhiém vu. ...(Co quan, don vi)
c6 nhu cdu cir ddng chi..... tham gia dao tao (bdi dudng) ......... (chuyén nganh) tai
truong....... V& kinh phi th tapdo .....

(C6 ho so dang ky dy tuyén giri kém)
Co quan, don vi kinh d& nghi Thudng truc Dang uy phuong quan tim, tao diéu kién dé
dong chi.... duoc di dio tao (bdi dudng) ......... (chuyén nganh) tai trudng. ......

Noi nhan: LANH PAO CO QUAN/PON VI
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PANG UY QUY TRINH M3 hiéu: QT-XDD.12

PHUONG | Pao tao, boi dudng can bd | Lin ban hanh: |01

HONG AN Ngay ban hanh: | 08/4/2026

BM.BXDD.12.03

DANG UY PHUONG HONG AN PANG CONG SAN VIET NAM
BAN XAY DUNG PANG ‘
* Hong An, ngay ...... thang .... nam ....

S6  -TB/BXDDBbU

THONG BAO KET LUAN CUA THUONG TRUC PANG UY PHUONG
ve viéc dong y cho can bg di dao tao, boi dudng

Can ¢t Quy dinh s6 .... ciia ... vé phan cap quan 1y can bd va quy hoach, bd nhiém,
gidi thiéu g ctr, tam dinh chi cong tac, cho thoi gitr chure vy, tir chirc, mién nhiém doéi V(')"i
can bg. Sau khi xem xét Bao cao so ...-BC/BXDDPDU, ngay .... cua Ban Xéy dung Dang vé
viéc dang ky nhu cau cur can b9, cong chire di dao tao, boi dudng. Thuong truc Dang uy thong
nhat cu thé nhu sau:

1. Pong ¥ cho dong chi..... tham gia dao tao (boi dudng) ......... (chuyén nganh) tai
truong....... Vé kinh phi hoc tap do .........

2. Bé nghi dong chi........ sau khi hoan thanh khoa dao tao (bdi dudng) bao cio két
qua hoc tip va guri ban sao c6 ching thuc bang tét nghiép; biéu diém hoc tap (chting nhan,
chung chi, luan vin, luan 4n...) vé Thuong truc Pang uy phuong (qua Ban Xay dung Pang)

dé cap nhat, luu trir hd so theo quy dinh.

Puoc su ty nhiém ciia Thudng tryc Pang uy, Ban Xay dung Pang phuong Hong An

thong bao dé ...... (co quan, don vi) va dong chi ........ biét, thuc hién./.

TRUONG BAN
Noi nhan:
- Thuong true Dang uy “dé bao cao”,
- ... (co quan, don vi)
-Pongchi ....... ,
- Luu Ban Xay dung Dang.
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