QUY TRINH, THU TUC CHUYEN SINH HOAT PANG CHINH THUC
A. POI TUQONG AP DUNG

Pang vién chuyén cong tac, thay d6i noi cu tri 1au dai, di hoc tap, lao dong, nghi
huu, nghi mat stc, phuc vién, di cong tac biét phai hodc dén lam hop dong ¢ cac co
quan, doanh nghiép hodc dén lam hop dong khong thoi han tur 12 thang dén 36 thang ¢
cac co quan, doanh nghiép, don vi su nghi€p va hoi; Sinh vién tot nghiép.

B. CHUYEN SINH HOAT PANG CHINH THUC
I. Quy trinh gi6i thi€u sinh hoat dang chinh thirc (trong nwéc)
1.1. P6i véi dang vién

Dang vién xuat trinh quyét dinh cta cap c6 tham quyén tuyén dung, chuyén cong
tac, thay ddi noi cu trd, di hoc tap, lao dong, nghi huu, nghi mat strc, phuc vién, di cong
tac biét phai hoac den lam hop dong & cac co quan, doanh nghiép, bang tot nghiép... va
ban tu kiém diém vé uu, khuyet diém thuc hién nhiém vu dang vién trong khoang thoi
gian tur sau thoi di€m kiém diém nam trudce 1ién k& dén thoi di€ém chuyén sinh hoat dang,
bao cao chi ﬁy, chi bcf)w lam thu tuc giéi thiéu sinh hoat giéng. Déirv()i dang vién dugc
nudc ngoai cap hoc bong, ky hop dong lao dong thi xuat trinh giay nhép hoc cta nha
truong, hop dong lao dong cua cong ty sir dung lao dong... d€ lam thu tuc chuyén sinh
hoat dang.

1.2. P6i véi chi bd trwe thudce

Chi ty chi bg noi c6 dang vién chuyén sinh hoat dang chinh thire di, sau khi kiém
tra quyét dinh cta cap c6 thim quyén cho dang vién chuyén cong tac, hoc tap, thay doi
noi cu tra..., ban tu kiém diém va thé dang cua dang vién, ghi nhan xét vao ban kiém
diém cia dang V1en lam thu tyc gidi thiéu, viét 6 sd 1 trong gidy gidi thiéu sinh hoat
dang “loai 10 6” gidi thiéu dang vién dén Pang uy Hoc vién, giao cho bi thu hodc pho
bi thu ctia cap uy ky gidy gidi thiéu sinh hoat dang.

Gidy gidi thiéu sinh hoat dang chinh thirc (c6 10 6, nén hoa vin mau 14 ma in ky
hi€u riéng cua ting dang b tinh va tuong duong), quy udc la gidy gidi thi€u sinh hoat
dang “loai 10 6”. Céach ghi giay gidi thi€u sinh hoat dang chinh thirc nhu sau:

a) Gidy gidi thiéu sinh hoat dang do can bd nghiép vu hodc ngudi duge ky gidy gisi
thiéu ghi; chi dung mot loai muc va mot kiéu chir; ghi ro rang, chinh xac, khong tay xo6a
sta chira, khong dung muc doé va but chi. D61 véi ca 4 loai gidy gidi thi€u sinh hoat
dang, néu ghi sai 6 s0 1 thi phai thay giay khac dé€ viét lai, cac 6 con lai bi sai s6t nho
thi c6 thé stra chita bang cach gach bd cho viét sai (nhung bao ddm van doc duoc chir
sai do), viét lai cho dung 1én phia trén cho viét sai, dong dau cua cap uy hodc cua co
quan to churc, co quan chinh tri ctia cap iy vao cho sua chira.

b) Mot sb diém chu ¥ khi ghi gidy gi6i thiéu sinh hoat dang

- 86 TDV: Ghi theo s6 trong thé dang dugc doi hodc phét thé dang vién méi cua dang
vién.

- S6 LL: Ghi theo sb 1y lich cua dang vién.

- S6 SPV...: Ghi theo thtr ty trong danh sach dang vién cua chi bd.

- S6.... GTSHD: Ghi theo s6 thir tu trong s gidi thiéu sinh hoat dang cta dang bd.
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- Muc “da dong dang phi hét thang”: Ghi gidy gidi thiéu sinh hoat dang cho dang vién
thang nao thi thu tién dang phi hét thang do.

- Muc “kinh giri”, “kinh chuyén” hodc “thay mit (T/M)”: Ghi la “chi uy chi bg...”; hoac
“Ban Thuong vu...”; hodc “Pang uy...”; hoac “Ban t6 chuc...”; ; “Phong chinh tri...”. Ky,
ghi rd chuce vy, ho ten va dong dau cta cip uy, hodc cta co quan t6 chirc, hodc cua co
quan chinh tri theo quy dinh.

- Muc hé so kém theo: Giao cho dang vién chuyén sinh hoat dang mang theo tai liéu nio
trong ho so dang vién thi ghi vao myc “Ho so kem theo” trong gidy gioi thiéu sinh hoat
dang loai tai liéu do.
Luu y: Chi iy chi b nghién ctru cach ghi gidy gidi thiéu chuyén sinh hoat dang dé lam
thu tuc gidi thiéu sinh hoat dang cho dang vién chuyén sinh hoat ding theo quy dinh.
1.3. P6i voi Pang ay

Pang tiy kiém tra, viét nhan xét vao ban kiém diém cua dang vién; viét 6 s 3
gidi thiéu dang vién dén cap Uy cap trén tryc tiép, lam day du thu tuc, niém phong ho so
dang vién (n€u da dugc giao quan 1y ho so dang vién) giao cho dang vién bdo cdo cap
uy noi dén.
IL. Ho so chuyén sinh hoat ding chinh thirc
2.1. H6 so chuyén sinh hoat dang chinh thirc cin c6:
- Gidy gi6i thiéu sinh hoat dang chinh thirc (loai 10 0)

- Quyét dinh cta cdp c6 tham quyén cho dang vién chuyén di cong tac, hodc hoc tap,
nghi huu...

- Thé dang vién hoic quyét dinh két nap dang vién (néu 13 dang vién dy bi).

- Ban ty kiém diém dang vién, c6 nhan xét cua chi by va Bang uy co s& noi dang vién
chuyén di.

2.2. Cac miu gidy to lién quan dén chuyén sinh hoat dang chinh thirc.
- Gidy dé nghi chuyén sinh hoat dang chinh thtrc: Mau ..........

- Ban tu kiém diém chuyén sinh hoat dang: Mau ......



IV. CAC BIEU MAU KEM THEO

STT | Ky hiéu Tén goi Ghi chua
1 | Miu 1-SHD | Gidy gi6i thiéu sinh hoat dang chinh thirc (loai 10 6)
2 Mau 2-SHD Giéy gi61 thi€u sinh hoat dang tam thot (loai 8 0)

3 | Mau 3-SHD | Gidy gidi thiéu sinh hoat dang ra ngoai nudc (loai 2 0)
Mau 3A- A y
4 SHD Phiéu cong tac chinh thirc nude ngoai
Mau 3B- KA e
5 SHD Phiéu cong tac tam thoi ngoai nudc
6 Mau 3C- | Béo cdo danh sach dang vién chuyén sinh hoat
SHDb dang chinh thirc ra nudc ngoai
Mau 3D- | Bao céo danh sach dang vién chuyén sinh hoat
7 e . ..
SHD tam thoi ra nudce ngoai
8 | Mau 4-SHD | Giay gi6i thiéu sinh hoat dang ndi bo (loai 5 6)




