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QUYTRiNH 
BQN(HVT) Di~u d:Qug cong ChlJoC lVla sa: QT-TCCB-04 

CO' quan DC) Nqi Vl} 

1. Nhfmg nguoi co lien quan phai aQc, hidu va thvc hi?n thea aLlng n(Ji dung cLla 
qui ajnh nay. 

2. N(Ji dung trang qui ajnh nay co hi?u lvc nhu sv chi ag,o cila Lanh ago B(J. 

3. M6i aan vj chi aU(Jc phdn ph6i duy nhdt 01 ban (co dong ddu B(J N(Ji v¥), cac 
'. ban sao co rnii s6 khac vbi ban g6c phai dU(Jc log,i bo ngay, tuy?t d6i kh6ng dU(Jc 
sud¥ng. 

Phan ph&i 

Noi nh~nTT 

[!] Lanh d~o BQ 
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So~n thao Xem xet 

c 
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HQ ten: Nguy~n Tu.1n Ninh HQ ten: Le Dinh Minh 

Chuc Vl,l : Chuyen vien Chuc vv: V1). truong 



Quy trinh: Dieu d¢ng c6ng chuc co quan B¢ N¢i Yl;l Ma s6: QT-TCCB-04 

BANG THEO DOl THAY DOl TAl LTI;U 

SIT Vi tri sua d6i N¢i dung Xem xet 
(VI.;l truong) 

1. Ten quy trinh ITheo quy dinh cua 
phap lu~t hi¢n 
hanh, quy trinh d6i 
ten thanh "Dieu 
d¢ng c6ng chuc co 
quan B¢ N¢i Yl;l" 

2. Tai li~u tham chi~u .I Thay bAng: 

- Ok van ban phap 
luAt hien hanh ve su.... . 
dl..mg va quan ly 
c6ng chuc. 
- Tieu chuAn Vi~t 
Nam TCVN 9001: 
2008. 

3. NQi"dung quy trinh IThay d6i n¢i dung 
cac buac, thCri gian 
thvc hi¢n cac buac 
c6ng vi~c . 
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Quy trinh: Dieu dQng cong chuc co quan B¢ N¢i Vl;l Mff so: QT-TCCB-04 

1. Ml;IC dich: 

- Cong khai, minh b~ch de can b¢, cong chuc bi€t va thl!C hi¢n day du quy 
trinh, thu tl;lc dieu d¢ng cong chuc co quan B¢ N¢i Vl;l. 

- Nap.g cao y thuc trach nhi¢m doi voi cong chuc trl!c ti€p gild quy€t vi~c dieu 
d(>ng cong chuc co quan BQ N¢iVl;l. 

- Phong va chong b~nh quan li~u, dra quyen, sach nhieu, lqi dl;lng nhi~m Vl;l 
duqc giao de Vl;llqi, gop phan thl!c hi~n tot cong tac dinh ky chuy~n d6i vi tri cong tac. 

- Cai cach thu tl;lc h~mh chinh trong cong tac dieu d¢ng cong chuc cua BQ. 

2. Ph~m vi va doi tUQ11g ap dl;lng: 

a) Ph~m vi {zp dl;lng: 

Quy trlnh nay ap dl;lng doi vO'i cac trucmg hqp cong chuc (khong thuQc di~n 

co~g chuc giii' chuc Vl;llffnh d~o, quan ly cap Vl;l va tuang duang tra l~n) co nguy¢n 
vQng dieu dQng cong tac. 

h) B{fi tltlfTlg th'!c hi~n: 

- BQ truang, cac Thu trubng BQ. 

- Ngum dUng dau, cap phD cua ngub'i dUng dau cac Vl;l, Thanh tra BQ, Van 
phong BQ, co quan d~i di~n cua BQ t~i TP. H6 Chi Minh va TP. Da Nang. 

- COng chuc Vl;l r6 chuc can bQ tqrc ti€p thl!c hi~n quy trlnh dieu dQng cong chuc 
co quan BQ NQi Vl;l. 

- Cong chuc co nguy~n vQng dieu d¢ng cong tac. 

3. Tai li~u tham chieu:
 

- Cac van ban phap lu~t hi~n hanh ve su dl;lng va quan ly cong chuc.
 

- Ti~u chu~n Vi~t Nam TCVN ISO 9001: 2008.
 

- S6 tay chat luqng.
 

4. Chfr viet tat: 

- TCCB - Ttl chrrc can bQ.
 

- HCVTLT: Hanh chinh van thu luu trfr.
 

5. NQi dung quy trlnh (10 BuO'c): 

Ngay ban hanh:2Lrlili~'O(L Lan sUa d6i: L',f . () 9. / 'i(-Trang b . 



Quy trlnh Di~u d¢ng cong chuc CC1 quan B¢ N¢i ~ Ma s6: QT-TCCB-04 

NOI DUNG QUY TRINH DIEU DONG CQNG CH(JC CO QUAN BO NOI Vl} 
, 

Cae buae NQi dung buac cong vi~c Ho so buac cong vi~c Phl;lIl;lC, bi~u m~u, ThOi gian 
eong vi~e th1!c hi~n quy trinh tai li~u tham khao 
thl;l'e hi~n 

quy trinh 
1 2 3 4 5 

Buac 1 Nh~ dan xin chuy~n cong tac cua cong chuc Dan xin chuy~n cong Quy trlnh xu Iy cong van 1 ngay 

. tac cua cong chuc di va den cua CC1 quan 
B¢. 

Buoc 2 Xem xet, phan cong chuyen vien giii quyet ,I ngay 
vi~c xin chuy~n cong tac cua cong chuc 

Buac 3 Nghien CUll n¢i dung Dan va can cu vao cac 2ngay 
quy dinh hi~n hanh d~ trao d6i voi Lanh d~o 

dan vi nC1i cong chuc xin chuy~n di va nC1i 
cong chuc xin chuy~n den 

Buac 4 Lanh de;to dan vi nC1i cong chuc xin chuyen di 
va nC1i cong chuc xin chuy~n den xem xet, 
cho y kien d6ng y bang van blm v~ vi~c di~u 

d¢ng cong tac d6i vai cong chuc 

Buac 5 Nh*n van ban co ykien d6ng ycua Lanh de;to Van ban co y kien cua Quy trlnh xu Iy cong van 
dC1n vi nC1i cong chuc xin chuyen di va nai cua Liinh de;to dC1n vi nC1i di va den eua CC1 quan 
cong chuc xin chuy~n den cong chuc xin chuyen di B¢. 

va nC1i cong chuc xin 
chuyen den 
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Ngay ban hanh: A!-d ,)"'.( ,.: .:: 7:~ Lan sua d5i: ,; 1 

Don vj, ngu< 
th1!c hi~n 

6 
Van thu Vl;l 

Vl;l truang 

Chuyen VI 

thea d6i 

Lanh d~o dan 
nC1i chuyen di 
nC1i chuyen den 

* Van thuVu 

* Chuyen Vil 

thea d6i 

Trang: C: 



Quy trlnh Dieu d¢ng eong chile co quan B¢ N¢i Yl;l Ma so: QT-TCCB-04 

NOI DUNG QUY TRINH DIEU DONG CONG CHUC CO QUAN BO NOI Vl} 

Cae bu6'e 
eong vi~e 

thl!e hi~n 

quy trinh 

NQi dung buae cong vi~c 

thl!c hi~n quy trinh 
Ho sa buac cong vi~c Phl;lIl;lC, bi~u m~u, 

tai Ii~u tham khao 
Thbi gian Don vi, n~ 

thl!c hi~ 

1 2 3 4 5 6 
Buac 6 Lam To trlnh Lanh d~o B¢ ve vi~e dieu d¢ng 

eong chile kern t~eo dV thao Quyet dinh. 
Dl! thao To trlnh Lanh 
d~oB¢ 

Phieu trlnh ky van ban 
eua B¢ (BM-0 INP-04) 

2ngay Chuyen 
thea d5i 

Buac 7 Xet duy~t To trlnh Lanh d~o B¢ ve vi~e dieu 
d¢ng eong chile. 

To trlnh Uinh d~o B¢ Phieu trlnh ky van ban 
eua B¢ (BM-OINP-04) 

1 ngay Vl;l truOng 

Buac 8 Lanh d~o B¢ xem xet, ky Quyet dinh Quyet dinh dieu d¢ng 
eong chile 

Lanh d~o B~ 

Buac 9 Om Quyet dinh eua B¢ truOng den cae ben 
lien quan. 

Quy trlnh xiI ly eong van 
di va den eua co quan 
B¢. 

2 ngay PhongHCV 
Van thu Vl;l 
TCCH. 

Chuyen vien 
thea d5i. 

Buac 10 LUll h6 so 1 ngay 

I ~! ,. ,J ,~
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Quy trinh: Dieu dQng cong chilc co quan BQ NQi Yl;l Ma s6: QT-TCCB-04 

6. Ho so ella quy trinh. 

Stt 

1 

2 

3 

4 

Ten ho so
 

Dan xin chuyen
 
? 

eong tae eua 
eong chile 

y kien b~ng van 
ban ella Dan vi 
ehuyen di va dan 
vi ehuyen den 

·TO' trinh Lanh 
d~o BQ ve vi~e 

dieu dQng eong 
chile 

?Quyet dinh eua 
BQ truang ve vi~e 

dieu dQng eong 
chile 

Traeh nhi~m Noi lIm ho so Phuong ThOi Ghi 
lun phapluu gian lun ehu 

Chuyen vien theo 
d6i 

T~i phong lam 
vi~e 

? 

eua 
Chuyen vien 

Theo vu 
• A

Vlec 
Nam 

Chuyen vien theo 
d6i 

T~i phong lam 
vi~e 

? eua 
Chuyen vien 

Theo V\l 
vi~e 

Nam 

Chuyen vien thea T~i phong lam Theo vu Nam 
d5i vi~e ella vi~e 

Chuyen vien 

Van thu BQ, V\l Van thu BQ, V\l Theo v\l Theo 
TCCB, nguO'i TCCB, nguO'i vi~e va quy 
dugc dieu dQng, duge dieu dQng, theo lUll h6 dinh ella 
h6 so ea nhiln. h6 so ea nhan. so ea nhan nha 

nuae 

Ngay ban hanh:c.it{!fl-/Wti Lin sua d6i: 0 I Trang: .. O)~/ .C:~:-. .. 


