I. Linh vuc cong chire
1. Thi tuc tiép nhan vao céng chirc cip xi khong qua thi tuyén
a) Trinh ty thwe hién

- Buée 1: Ca nhan dap ung du diéu kién, tiéu chuan tiép nhan vao cong chirc
cap x4 khong qua thi tuyén chuin bi day du ho so theo quy dinh va nép truc tlep tai To
Tiép nhan vatra két qua thuodce Uy ban nhan dan c4p huyén noi c6 nhu cu tuyén dung
cong chirc cap x4, tir thtr hai dén thr sau (budi sang tir 07 gior 30 phat dén 11 gio 30
phut, budi chiéu tir 13 gid 00 phit dén 17 gio 00 phut).

- Bude 2: T6 Tiép nhan va tra két qua thudc Uy ban nhan dan cap huyén kiém
tra, tiép nhan ho so:

+ Truong hop ho so day du, hop 18 thi cap bién nhan cho ngudi nop hd so.

~ + Truong hop ho so chua ddy du hodc chua hop 1€ thi huéng din bing van ban
de nguoi nop hoan thién ho so theo quy dinh.

- Bude 3: Chu tich Uy ban nhén déan cap huyén thanh lap Hoi dong kiém tra, sat
hach d6i véi nguoi duoc dé nghi tiép nhan vao cong chuc cap xa khong qua thi tuyén
(d6i voi truong hop phai thanh 1ap Hoi dong kiém tra, sat hach).

Ho1 déng kiém tra, sat hach kiém tra vé cac diéu kién, tiéu chuan, vin bﬁng,
chung chi theo yéu cau cua chirc danh cong chirc cip x4 can tuyén dung; sat hach vé
trinh do hiéu biét chung va ning luc chuyén mon, nghiép vu cua nguoi dugce dé nghi
tiép nhan. Hinh thirc va noi dung sat hach do Hoi dong kiém tra, sat hach can cr vao
tiéu chuan va nhiém vu cta chirc danh cong chic cip x3 can tuyén dung, bao céo
Chu tich Uy ban nhan dan cap huyén xem xét, quyét dinh trude khi t6 chtc sat hach.

- Bwoc 4:

+ Pdi voi cong chire cap x3 da duge bo nhiém ngach coéng chirc: Chu tich Uy
ban nhan dan cip huyén c6 vin ban giri Cha tich Uy ban nhan dan Thanh phé dé thong
nhat ¥ kién trude khi quyét dinh tiép nhan cong chirc cap xa khong qua thi tuyén dbi
v6i cac truong hop quy dinh tai Khoan 1 va Khoan 2, Piéu 15, Thong tu sb
06/2012/TT-BNV thong qua S& Noi vu.

+ Pdi voi cong chirc cép xd chua duoc bd nhiém ngach cong chire: néu c6 du
cac diéu kién, tiéu chuan dé xem xét tiép nhan vao cong chure cap xa khong qua thi
tuyén theo quy dinh tai Khoan 2, Piéu 15, Thong tu s6 06/2012/TT- BNV va néu con
chi tiéu bién ché cap x4 can tuyén dung thi Chu tich Uy ban nhén dan cap huyén xem
Xet, quyet dinh tiép nhan vao cong chirc cap xa khong qua thi tuyén va chiu trach nhiém
vé quyet dinh cua minh. Sau d6 c6 van ban bao cao (kem theo ban sao hd so ctia nguoi
dugc tiép nhan) giri Cha tich Uy ban nhéan dan cép tinh dé phuc vu cong tac quan 1y,
thanh tra, kiém tra theo thim quyén.

- Buwdc 5: Trong thoi han 30 ngay, lgé tir ngdy nhan du hd so dg% nghi cua Chu
tich Uy ban nhén dén cap huyén, Chu tich Uy ban nhan dan Thanh pho c6 van ban tra
|01; néu khong tra 101 thi dugc xem 1a dong y.



Truong hop hé so chua du theo quy dinh, trong thoi han 15 ngay ké tir ngay
nhan duoc de nghi, Chu tich Uy ban nhan dan Thanh pho 6 vén ban de nghi Chu tich
Uy ban nhan dan cap huyén bo sung, hoan thi¢n du ho so theo quy dinh.

- Budc 6: Chu tich Uy ban nhan dan cap huyén xem xét, quyét dinh tiép nhan
vao cong chirc cap xa khong qua thi tuyén.

b) Cach thirc thue hién: Nop hé so truc tiép tai T Tiép nhan va Tra két qua
thudc Uy ban nhan dan cap huyén.

¢) Thanh phén, s6 lwgng hé so:
- Thanh phan hd so

« Ban so yéu 1y lich tu thudt c6 x4c nhan cta co quan c6 thim quyén trong thoi
han 30 ngay, tinh dén ngay ndp ho so du tuyén (dbi véi truong hop nguoi tét nghiép
dai hoc loai gioi tr¢ 1én ¢ trong nudc, loai kha tr¢ [én ¢ nudce ngoai va ngudi c6 trinh
d6 thac si, tién si ciia nganh dao tao pht hop véi chirc danh cong chic cap xi can tuyén
dung);

- Ban so yéu 1y lich (theo miu) c6 xac nhan cta co quan, t6 chic, don vi noi
nguoi do cong tac trong thot han 30 ngay, tinh dén ngay ndp ho so du tuyén (do1 voi
truong hop nguot ¢6 kinh nghiém cong tac);

* Ban sao gidy khai sinh;

* Ban sao cac van bang, chung chi theo yéu cau cua chirc danh cong chure cap
xa du tuyén, duoc co quan c6 tham quyén chung thuc;

- Ban sao két qua hoc tap theo yéu cau ciia chirc danh cong chirc cap xa dy tuyén
dbi véi truong hop ngudi tot nghiép dai hoc loai gioi tro 1en ¢ trong nudc, loai kha
trd 1én & nudc ngoai va ngu’m co trlnh d6 thac si, tién si ciia nganh dao tao phu hop véi
chtrc danh cong chirc cip x4 can tuyén dung;

- Gidy ching nhan stre khoe do tq chtrc y t& c6 thim quyén cép trong thoi han
30 ngay, tinh dén ngay nop ho so du tuyén,;

« Phiéu 1y lich tu phap do So Tu phap noi thuong tra cap trong thoi han 30 ngay,
tinh den ngay nop ho so du tuyen Péi v6i truong hop khong phai kiém tra, sat hach
khi tiép nhan vao cong chirc cip xa khong qua thi tuyén quy dinh tai Khoan 3, Diéu
16, Thong tu 06/2012/TT-BNV thi khong yéu cau phai c¢6 phiéu 1y lich tu phap.;

- Ban tu nhan xét, danh gia cta nguoi duoc dé nghi tiép nhan vé pham chat
chinh tri, pham chat dao duc, trinh do va niang luc chuyén mon, nghiép vu, qua trinh
cong tac va cac hinh thirc khen thuong da dat duoc, €O nhan xét va xac nhan cia
nguoi ding dau co quan, to chirc, don vi noi ngudi d6 cong tac (d6i véi truong hop
tiép nhan nguoi c6 kinh nghiém cong tac).

+ S6 lwong ho so: 01 bd.
d) Thoi han giai quyét:

- Béiqvc’ri cong chirc cap xa da duoc bd nhiém ngach cong chirc: Trong thoi han
30 ngay, ké tir ngay nhan du hoé so cua Chu tich Uy ban nhan dan cap huyén,
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Chu tich Uy ban nhan dan Thanh pho c6 van ban tra 10i de Chu tich Uy ban nhan dan
cap huyén xem xét, quyét dinh tiép nhan vao cong chirc cip xa khoéng qua thi tuyén.

- P6i v6i cong chire cip xa chua duoc bd nhiém ngach cong chirc: Trong thoi
han 30 ngay, ke tir ngay nhan du ho so, Chu tich Uy ban nhéan dan cip huyén xem xet
Quyét dinh tiép nhan cong chirc phudng, x3, thi trin khong qua thi tuyén.

d) Poi twong thuc hién thi tuc hanh chinh: Cé4 nhan.

e) Co quan thuc hién tha tuc hanh chinh:

- Co quan c6 thim quyén giai quyét: Cha tich Uy ban nhan dan cip huyén

- Co quan phdi hop: Chu tich Uy ban nhan dan Thanh ph

- Co quan truc tiép thuc hién thu tuc hanh chinh: Uy ban nhan déan cép huyén.

g) Két qua thuc hién thii tuc hanh chinh: Quyét dinh tiép nhan cong chirc cap
xa khong qua thi tuyén.

h) Phi, 1€ phi: Khong.

i) Tén miu don, miu to khai: So yéu Iy lich (Mau 2C Ban hanh kém theo
Quyeét dinh so6 02/2008/QD-BNV)

K) Yéu ciu, diéu kién thwe hién thii tuc hanh chinh:

Diéu kién, tiéu chuén tiép nhan vao cong chirc cip xa khong qua thi tuyén:

- Nguoi tét nghiép dai hoc loai gioi tr¢ 1€n ¢ trong nude, loai kha trg 1én ¢ nude
ngoai va nguoi co trinh do thac si, tién si cua nganh dao tao phu hop voi chirc
danh cong chirc cap xa can tuyén dung dugc xem x¢ét tlep nhan vao coéng chiic cap xa
khong qua thi tuyén, néu c6 du cac diéu kién, tiéu chuan sau:

+ Béo dam céac diéu kién dang ky dy tuyén coéng chirc cip xa.

+ Tét nghi¢p dai hoc loai gioi trd 1€n & trong nudc hoac loai kha tré 1€n & nude
ngoai, tot nghiép thac si, tién si ctia nganh dao tao phu hop voi chie danh cong chire
cap x3 can tuyén dung; truong hop sau khi t6t nghiép da co thoi gian cong tac thi
trong thoi gian cdng tc nay duoc danh gia 1a hoan thanh tét nhiém vu dugc giao va
khong vi pham phap luat dén mirc bi xir 1y ky ludt hodc bi truy ctru trach nhiém hinh
su.

Viéc xac dinh tot nghiép dai hoc loai gioi tr¢ 1€n ¢ trong nudc, loai kha tr¢ 1én
0 nudc ngoai duge can clr vao xep loai tai bang tot nghiép hodc xép loai tai gidy chung
nhan t6t nghiép cta co quan co tham quyén (trong truong hgp chua dugce nhan bang t6t
nghiép); truong hop bang t6t nghiép hodc gidy chimg nhan t6t nghiép khong xép loai
thi Chu tich Uy ban nhan dan cap huyén bao céo cu thé két qua hoc tap toan khoa va
két qua bao vé tot nghiép ctia nguoi d6 dé Chu tich Uy ban nhan dan cap tinh xem xét,
quyét dinh.

- Nguoi c6 kinh nghiém cong tac dugce xem xét tiép nhan vao cong chure cap xa
khong qua thi tuyén, néu c6 du céac diéu kién, ti€u chuén sau:

+ Bdo dam céc di€u kién dang ky du tuyén cong churc cap xa.



+ Co bang tt nghiép dai hoc trd 1én; hién dang cong tac trong nganh, linh vyc
can tuyén; co thoi gian tir du 60 thang tr¢ 1én lam cong viée phu hop véi yéu cau cua
churc danh cong chuc cap X4 can tuyen dung (khong ké thot gian lam viée theo ché do
hop dong lao dong & cap x4, thoi gian tap sy, thir viée; néu cd thot gian cong tac khong
lién tuc thi duge cong don); trong thoi gian cong tac 05 ndm gan nhat khong vi pham
phap luat dén muc bi xu 1y ky luat hoac b1 truy q’m tréqh nhiém hinh su; dap tmg dugc
ngay yéu cau cua churc danh cong chirc cap xa can tuyén dung.

[) Can ctr phap ly cia thu tuc hanh chinh:

- Nghj dinh s6 112/2011/ND-CP ngay 05 thang 12 ndm 2011 cua Chinh phu vé
cong chirc phuong, xa, thi tran;

- Thong tu 06/2012/TT-BNV ngay 30 thang 10 nam 2012 cua Bo Noi vu Hudng
dan \{é chuc trach, ti€u chuan cu thé, nhiém vu va tuyén dung cong chiic xa, phuong,
thi tran;



Miu 2C
(Ban hanh kém theo Quyét dinh sé 02/2008/0D-BNV ngay 06/10/2008 ciia Bé triwedng Bo

Noi vu)
Co quan, don vi ¢6 thAim quyén quan Iy CBCC ...... S6 hiéu can bo, cong chuc: ......

Co quan, don vi st dung CBCC .............ooeeel.
SO YEU LY LICH CAN BQ, CONG CHUC

1) Ho va tén khai sinh (viét chit in hoa): ......ccoevveevirseieseseesesieneenan,
Anhmau | 2) TEN 01 KhAC: ...ooiiiiiii s
(4x6cm) |3)Sinhngay: ... thang ... ndm ...... , Gi6i tinh (nam, ni): ....ccccvevrenee.
4)Noisinh: Xa ............... ,Huyén ............ , Tinh ...l
5)Qué quan: Xa ............. ,Huyén ............ , Tinh e,
6) DAntOC: ..o , 7) TON ZIA0: .eveeiiieiiieic e
8) Noi diang ky b0 Khau thudng tril: ......c.cveeveeveerereieeeeeeeese e sessesesssssessee s,
(S nha, duong phd, thanh phd, xom, thon, xi, huyén, tinh)
0) NOT O RICN NAY: .eeiiiiiiiie ittt nb et e b e be e enn e e snns
(S6 nha, duong phd, thanh phd, xom, thon, xa, huyén, tinh)
10) Nghé nghiép khi dugc tuyen dung: ........ccoceveveeeeeeeeeeeesesesseeseseesesssesssssessessensessenes
11) Ngay tuyén dung: .../.../...... , Co quan tuyen dung: .........cccoeveevevrreensenssnsinnsenns
12) Chtric vu (chttc danh) hi€n tai: ......ccooeiiiiiiie e
(V& chinh quyén hoic Pang, doan thé, ké ca chirc vy kiém nhiém)
13) Cong viéc chinh AUQC ZIA0: ....cviiiiiiiiiiiiiie s
14) Ngach cong chtrc (vién chirc): ...l , Mangach: ......cccoeviennnnnn
Bac luong:...... ,Hé sb:...... , Ngay huong:.../.../...... ,
Phu cép chuc vu:...... , Phu cép khac: ......
15.1- Trinh do gido duc phd thong (da tot nghiép 10p may/thudc hé nao): .......cceeveeee..
15.2- Trinh do chuy@n moOn a0 NNAL: .........cvveeviverieeeeeeee et

(TSKH, TS, Ths, ctr nhan, k¥ su, cao ddng, trung cip, so cip, chuyén nganh)

15.3- Ly luan chinh tri: ..................... 15.4-Quan ly nha nudc: ....oovvevviiiiiiiieiene
(Cao cap, trung cap, so cap va tuong duong)  (chuyén vién cao cap, chuyén vién chinh,
chuyén vién, can su,........ )

15.5- Ngoainglt:.......ccovvviiiiinian.n. , 15.6-Tin hoc: vvviiiiii
(Tén ngoai nglt + Trinh d6 A, B, C, D......) (Trinh d6 A, B, C,....... )

16) Ngay vao Bang Cong san Viét Nam:.../.../...... , Ngay chinh thue:.../.../......

17) Ngay tham gia to chirc chinh tri = X3 ROL: wovueveeveveeeeeeceesesee et



(Ngay tham gia t6 chirc: Poan, Hoi,..... va 1am viéc gi trong t6 chic d6)
18) Ngay nhap ngii:.../.../...... , Ngay xuét ngii: .../.../...... Quan ham cao nhét: ........
19) Danh hiéu dugc phong tang ca0 NhAL .........cc.ccvevveeeereereerereseeseseeseseeesesesesesseseeneenes

(Anh hiing lao dong, anh hung luc lwong vii trang; nha gido, thay thudc, nghé si nhan dan
vauuta, ...)

20) SE tIITONZ CONEG TAC: 1vvvivreeiiiiieeiiiieaiite e sttee e sbee e st e b e e s ee e sbe e e bbe e s st e e e snbeeesbreeennnees

21) Khen thudng: ...t ,22) Ky Tult: v

(Hinh thirc cao nhat, nam nao) (v€ dang, chinh quyén, doan thé hinh thirc cao
nhat, ndm nao)

23) Tinh trang stc khoé: ...... , Chiéu cao:..., Can nang:....kg, Nhoém mau.:......

24) La thuong binh hang: ..../...... , La con gia dinh chinh sach: ..o
(Con thuong binh, con li¢t si, nguoi nhi€ém chat doc
da cam Dioxin)

25) S6 chimg minh nhan dan: .......cc.cceeevveererereeeseeeeeeeeneenenn, Ngay cap: .../.../[......

26) SO SO BHXH: .oooeviiiviciieeesceieeeteeteses st s s teses s esnas st enas s s s s sanen s

27) Pao tao, boi dudng vé chuyén mon, nghiép vu, 1y luan chinh tri, ngoai ngi, tin hoc

N Chuyén nganh dao | Tir théng, nam - | Hinh thie | o0 0ans,
Tén truong ORI I < \ ching chi,
tao, boi dudng dén thang, nam dao tao . A
trinh do gi

s -

vt -

vt -

s -

s -

v -

s -

s -

Ghi chi: Hinh thtc dio tao: Chinh quy, tai chirc, chuyén tu, bdi dudng .../ Vin bang:
TSKH, TS, Ths, Ctt nhan, Ky su ............

28) Tom tit qua trinh cong tac

Chure danh, chtric vy, don vi cong tac (dang, chinh quyén, doan
thé, t6 chire xa hoi), ké ca thot gian dugc dao tao, boi dudng vé
chuyén mon, nghiép vu,......

Tir thang, ndm dén
thang, nam




Chtre danh, chirc vu, don vi cong tac (dang, chinh quyen doan
thé, t6 chirc xa hoi), ké ca thoi gian duoc dao tao, boi dudng vé
chuyén mon, nghiép vu,......

Tir thang, ndm dén
thang, nam

29) Pic diém lich sir ban than:

- Khai rd: bi bét, bi tu (tir ngdy thang nim nao dén ngay thang nim nao, & dau), da khai bao
cho ai, nhitng van dé gi? Ban than c6 lam viéc trong ché do cii (co quan, don vi nao, dia
diém, churc danh, chirc vy, thoi gian lam vige ....)

- Tham gia hodc c6 quan h¢ vai cac to chuc chinh tri, kinh té, xa hoi nao ¢ nudc ngoai (lam
gi, to chlrc nao, dat tru s ¢ dau ......... ?):

30) Quan h¢ gia dinh

a) Vé ban than: Cha, Me, Vo (hoac chéng), cac con, anh chi em ruot

Qué quan, nghé nghiép, chirc danh, chure vu,

Mobi Ho va tén Nam don vi cong tac, hoc tap, noi & (trong, ngoai
quan hé ' sinh nudce); thanh vién cac to chtrc chinh tri - X&
hoi ........ )

a) Vé bén vo (hoic chong): Cha, Me, anh chi em rudt



Qué quan, nghé nghiép, chirc danh, chirc vu,

Méi Ho va tén Nam don vi cong tac, hoc tap, noi & (trong, ngoai
quan h¢ ' sinh nudce); thanh vién cac to chtrc chinh tri - X&
héi ........ )

31) Dién bién qua trinh lvong ctia can b, cong chirc

Thang/nam

Ma ngach/bac

Hé s6 luong

32) Nhan xét, danh gia ctiia co quan, don vi quan ly va sit dung can b9, cong chirc

................... Ngay... thang... nam ......
Nguwoi khai Thu truwéng co quan, don vi quan ly va sir dung
To1 xin cam doan nhitng 161 cBCcC
khai trén day la diing su that (Ky tén, dong dau)

(Ky tén, ghi rd ho tén)



