DANH MUC
Thi tuc hanh chinh ngi bd trong hé théng hanh chinh nha nwéc
thugc pham vi, chikc ning quan ly cia Sé Ngi vu
(Kém theo Quyét dinh sé 1686/0P-UBND ngay 03 thang 10 ndm 2024
ciia Chu tich Uy ban nhan dan tinh)

PHAN I. DANH MUC THU TUC HANH CHIiNH

STT Tén tha tuc hanh chinh Linh vuc Co quan thuc hién
1 | B6 nhiém lanh dao ciap phong Céng chtc S& Noi vy
thugc S¢ va twrong duong.

PHAN 11. NOI DUNG CU THE CUA THU TUC HANH CHINH

1. Tén thi tuc: Bo nhiém lanh dao cap phong thugc Sé va twong dwong.

a) Trinh tw thuc hién:

Buéc 1: Co quan quan ly, sir dung cong chirc theo phan cap giri ho so dé nghi
b6 nhiém dbi vai cong chic dén Bo phan Tiép nhan va Tra két qua So Noi vu.

Buéc 2: Bo phan Tiep nhan va Tra két qua S Noi vu kiém tra ho so; néu ho
so chua day du thi tra lai d€ hoan chinh. Néu ho so da day du thi thuc hién budc tiep
theo.

Buwéc 3: Sau khi nhan ho so day du:

- S0 Noi vu tham dinh ho so va hiép y véi Ban To chiic Tinh uy xem xét cho y
kien vé cng tac can bo; ’ , 7

- Sau khi c6 y kien thong nhat cua Ban To chirc Tinh uy; S¢ Noi vy ban hanh
Cong van guri dén co quan, don vi vé két qua dé nghi b6 nhiém 1anh dao cap phong
thuoc S¢ va twong duong. ,

b) Cach thic thuc hién: Nop truc tiép hoac qua dich vu buu chinh cong ich.

c) Thanh phan, so lwgng ho so:

* Thanh phan ho so:

- To trinh vé viéc bo nhiém do nguoi ding dau co quan, to chie ky (ddi Voi
truong hop trinh cap trén c6 tham quyén quyét dinh bo nhiém); hodc do nguoi ding
dau co quan phu trach vé cong tac t6 chirc can bo ky (d6i vai truong hop nguoi ding
dau co quan, to chirc quyét dinh); 01 bdn chinh

- Ban tong hop két qua kiém phiéu kém theo bién ban kiém phiéu ¢ cac budc
trong quy trinh b6 nhiém; 01 ban chinh

- So yéu ly lich (Mau 2C-BNV/2008; Mau 2C/TCTW-98) do c4 nhan tu khai
theo mau quy dinh, dugc co quan truc tiép quan Iy xac nhan, cd dan anh mau khd
4x6, chup trong thoi gian khong qué 06 thang; 01 ban chinh

- Ban ty kiém diém 03 nam cong tac gan nhat; 01 ban chinh



- Nhan xét, danh gia cta tap thé lanh dao co quan, to chiic vé pham chat dao
duc, 16i séng, y thie t6 chie ky luat, doan két ndi bo, vé ning luc cong tac, két qua
thue hién chic trach, nhiém vu trong 03 ndm gan nhét; 01 ban chinh

- Nhan xét cta chi uy noi cu tra ddi véi ban than va gia dinh. Truong hop noi
cu tri cua ban than khac véi noi cu tra cta gia dinh thi phai ldy nhan xét caa chi ay
noi ban than cu tra va noi gia dinh cu tra; 01 ban chinh

- Két luan cuaa cip uy c6 tham quyén vé tiéu chuan chinh tri; 01 bdn chinh

- Ban ké khai tai san, thu nhap theo mau quy dinh; Ban sao cac van bang,
chting chi theo yéu cau cua tiéu chuan chic danh bd nhiém. Truong hop nhan su ¢6
bang tot nghiép do co sé gido duc nuéc ngoai cap thi phai dugc cdng nhan tai Viét
Nam theo quy dinh; 01 ban chinh

- Giay chang nhan stc khoe ciia co sy té ¢d tham quyén cap trong thoi han
06 thang: 01 ban chinh

- Quyét dinh tuyén dung: 01 ban sau;

- Két qua tham tra tinh hop phap ctia van bang, ching chi.

* S6 lwgng hd so: 01 bo hd so.

d) Thei han giai quyét: Khong quy dinh

d) Poi twong thuc hién TTHC: S& Noi vu, cac so, ban, nganh, UBND cap
huyén va mot sb co quan, don vi 6 lién quan khéc.

e) Co quan giai quyét TTHC: So Noi vu

g) Két qua thwc hién TTHC:

Cong vin gui dén co quan, don vi vé két qua dé nghi bé nhiém lanh dao cap
phong thugc S va tuong duong.

h) Phi, 1€ phi: Khéng

k) Tén mau don, mau té khai:

- So yéu ly lich can bo, cong chicc (Mdu 2C-BNV/2008).

- S& yéu ly lich (Mdu 2C/TCTW-98).

) Yéu cau, diéu kién thuc hién TTHC:

cong chic duoc dé& nghi bd nhiém 1anh dao cap phong thudc So va tuong
duong vao ngach phai bao dam tiéu chuan chung, tiéu chuan chirc danh theo quy dinh
ciia Pang, Nha nudc va tiéu chuan cu thé cua chic vu bo nhiém theo quy dinh cia co
quan c6 tham quyeén; phai duoc quy hoach chiic vu bd nhiém néu 1a nguén nhan sy
tai chd hoac duoc quy hoach chirc vu tuong duong néu 1a ngudn nhan su tir noi khac.
Truong hop co quan, t6 chirc mai thanh lap chua thuc hién viéc phé duyét quy hoach
thi do cap c6 tham quyén xem xét, quyét dinh.

m) Can cw thuc hién caa TTHC:



- Luat Can b, cdng chic ngay 13/11/2008.

- Luat stra ddi, bd sung mot s6 diéu caa Luat Can bo, cong chic va Luat Vién
chuc ngay 25/11/2019.

- Nghi dinh s6 138/2020/ND-CP ngay 27/11/2020 cua Chinh phia quy dinh vé
tuyén dung, sir dung va quan Iy céng chc.

- Nghi dinh s6 29/2024/ND-CP ngay 06/3/2024 caa Chinh pha quy dinh chuan
chue danh cong chire 1anh dao, quan 1y trong co quan hanh chinh nha nuéc.

- Quy dinh 2533-QD/TU ngay 23 thang 02 nam 2023 cta Thuong truc Tinh uy
quy dinh vé phan cap quan ly can bo va bb nhiém, gii thiéu can bo tng ci.

- Quy dinh 709-Qb/TU ngay 23 thang 7 nam 2021 cta Thuong truc Tinh uy
quy dinh vé tiéu chuan cén b lanh dao céc cap.

- Quyét dinh s 24/2016/QD-UBND ngay 11 thang 7 naim 2016 cua Uy ban
nhan dan tinh Tra Vinh ban hanh Quy dinh, diéu kién tiéu chuan chtrc danh lanh dao
cap phong thudc so, ban nganh tinh va ty ban nhan dan cip huyén, thi xa, thanh phé
trong cua tinh Tra Vinh.

- Quyét dinh s6 21/2023/QD-UBND ngay 11 thang 9 nam 2023 cua Uy ban
nhan dan tinh Tra Vinh ban hanh Quy dinh vé phan cap tuyén dung, st dung, quan ly
can bo, cong chirc trong cac co quan, to chirc hanh chinh Nha nudc trén dja ban tinh
Tra Vinh.



* Miu don, miu to khai thuc hién TTHC:
Mdu 2C-BNV/2008
Co quan, don vi ¢6 tham quyén qUan 1Y CBCC ... ....uiiiei e
Coquan, don visrdung CBCC ... ... i

SO YEU LY LICH CAN BQ, CONG CHUC

1) Ho va tén khai sinh (Viét Chit in N08): ......ccovvvvverieeieeeeeeeeesieeises
2) TEN GOT KNAC: ... e
Anhmau | 3) Sinh ngay: ... thang ... nam ...... , Gigi tinh (nam, nt): .ooveveeee
(4 x 6 cm) 4) Noisinh: Xa ............... ,Huyén ............ , TINN
5)Qué quan: Xa ............. ,Huyén ............ , Tinh

6) DANtOC: ..o , 1) TON QIAO: i
8) Noi dang ky b KNAu thuONgG trl: ......ceveevveeeeeeseiieeteee s esees s
(S6 nha, dudng phd, thanh phd, xém, thdn, x4, huyén, tinh)

9) NOT G NEEN NAY: 1ot be et e e beeaeeeeaneesnee e
(S nha, dudng phd, thanh phd, xém, thén, x4, huyén, tinh)

10) Nghé nghiép khi dugC tUYEN GUNG: ....cvvevecereeeeeeeeeeeee ettt
11) Ngay tuyén dung: .../.../......, Co quan tuyén duNg: .......coceeerrvreeererernsenrerieeeenens
12) Chuc vu (chirc danh) RN tai: ...
(Vé chinh quyén hoic Pang, doan thé, ké ca chirc vy kiém nhiém)

13) CONg Viéc chinh GUQC GIA0: ..voveiiiiieieiiieieie et eneas
14) Ngach cong chic (vien chuc): ..., , Mangach: ......ccccoeeviininns
Bac luong:......, Hé sd:......, Ngay huong:.../.../......,

Phu cap chac vu:...... , Phu cap khac: ......

15.1- Trinh d6 gi4o duc pho thong (d tot nghiép 16p may/thudc hé Nao): ...........c.........
15.2- Trinh d6 Chuy8n MON CA0 NNAL: ........cveeeeeveseieeeeeeeese et
(TSKH, TS, Ths, ctr nhan, k¥ su, cao dang, trung cap, so cap, chuyén nganh)

15.3- Ly luan chinh tri: ..................... 15.4-Quan 1y nha nudC: ....covvvvvviiieciecie,
(Cao cap, trung cip, so cap va tuong duong) (chuyén vién cao cap, chuyén vién chinh,

chuyén vién, can su,........ )
15.5-Ngoaingir:..........cooeeiiiiinn.., , 15.6-TINhQC: v,
(Tén ngoai ngir + Trinh @6 A, B, C, D......) (Trinh @6 A, B, C,....... )



17) Ngay tham gia t& chirc hinh tri - X& RO ..ovveeeeeeeeeeee s

(Ngay tham gia to chirc: Poan, Hoi,..... va 1am viéc gi trong t6 chic do)
18) Ngay nhap ngii:.../.../......, Ngay xuat ngdi: .../.../...... Quan ham cao nhat..........
19) Danh hiéu dugC phong tANG €80 NNAL ...........cveveeeeeeeeeeeeeeeeeee e

(Anh hung lao dong, anh hing luc luong vii trang; nha gido, thay thudc, nghé si nhan dan va
uu ta, ...)

A0) ISTe R gt Coj 00 oto] 1o I - oSSR

21) Khen thuéng: ..........cooeevnnnnnn. y 22) KY UL e

(Hinh thic cao nhat, ndm nao) (vé dang, chinh quyén, doan thé hinh thtc cao nhét,

nam nao)

23) Tinh trang suc khoé: ...... , Chiéu cao:..., Can nang:....kg, Nhém mau:......

24) La thuong binh hang: ..../...... , La con gia dinh chinh sach: ..........ccccoooiiiiinn,
(Con thuong binh, con liét si, ngudi nhiém chat doc da
cam Dioxin)

25) S6 chitng MIinh NhAN JAN: ..o, Ngay cap: ...[...[1......

1) ST R T =1 5 D AT

27) PBao tao, bdi dudng vé chuyén mén, nghiép vu, Iy luan chinh tri, ngoai ngi, tin hoc

. Vin bang,
) . Chuyén nganh dao Tt thang, nam - Hinh thac a,n banq
Tén truong N A ; . . chung chi,
tao, boi dudng dén thang, nam dao tao . o s
trinh do gi

cod e —ode

v -

cd e —ede

cd e —ede

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

28) T6m tit qué trinh cdng tac

Chtec danh, chtic vu, don vi cong tac (dang, chinh quyén, doan thé,
t6 chuc xa hoi), ké ca thoi gian dugc dio tao, bdi dudng vé chuyén
mon, nghiép vu,......

Ti thang, nam dén
thang, nam




29) bic diém lich st ban than:

- Khai r8: bi bat, bi tu (tir ngdy thang ndm nao dén ngay thang nim nao, & dau), da khai bao
cho ai, nhitng van d& gi? Ban than cd lam viéc trong ché dé cii (co quan, don vi nao, dia
diém, chuc danh, chtc vu, thoi gian 1am viéc ....)

- Tham gia hoic cé quan hé véi cac to chire chinh tri, kinh té, x& hoi nao & nuéc ngoai (Iam
gi, to chirc ndo, dit tru so ¢ dau ......... ?):

30) Quan h¢ gia dinh

a) Vé ban than: Cha, Me, Vo (hoic chdng), cac con, anh chi em rudt

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

MOi Ho Vi tén Nam don vi cdng tac, hoc tap, noi & (trong, ngoai
quan hé i sinh nudc); thanh vién cac to chic chinh tri - xa
hoi ........ )




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

Mbi
guan hé

Ho va tén

Nam
sinh

Qué quan, nghé nghiép, chirc danh, chirc vy,

don vi cdng tac, hoc tap, noi ¢ (trong, ngoai

nudc); thanh vién cac t6 chac chinh trj - xa
hoi ........ )

31) Dién bién qua trinh luong cua can by, céng chic

Thang/nam

M& ngach/bac

Hé s luong

32) Nhan xét, danh gia cua co quan, don vi quan ly va st dung can b, cong chuc

................... Ngay.......thang...... nam .........
Nguwoi Khai Thi trwéng co quan, don vi quan ly
T6i xin cam doan nhirng loi va str dung CBCC

khai trén day la dung su that (KY tén, déng du)

(Ky tén, ghi rd ho tén)



Tinh: ..o ) Mau 2C/TCTW-98
Pon vi truc thudc: ........oooeennnne. SO YEULY LICH

DON VICO SO woviiiiiiiiicceec e
S6 hi¢u can bd, cong chirc

I) Hovaténkhaisinh: ... Nam, nit: ....c.cooevvenennee.
2) CAc ten 01 KNAC: ..oovviiiiii
3) CAp Uy hiln tai c..ovoveeeeeeeeeeeeee s , CAP Uy KiBM: ..o

Chtrc vu (Pang, doan thé, Chinh quyén, ké ca chirc vu kiém nhiém):

Anh4x6

..................................................................................... Phu cap chiIc VU: ....ovvveeverenns

4) Sinh ngay: .......... thang .......... nam ............... 5)NOiSINh: e
6) QUE QUAN (x4, Phudng): veevveerreerveerreesreeireesreesseenns (huyén, QUAN): «oevvvveeeereiirreeeenns (N, TP): vvereeiiirrreeeessisreneeeens
7) Noi ¢ hién nay (X3, huyén, tinh hodc s6 nha, duong pho, TP): v.ecuveeervererirreesriieeesreeesieeeeenns d/thoai: ....................
8) Dan tdc: (Kinh, Tay, MONg, B d8...): cvevveireeieerieerieesieesieeinenns 9) TON QIAO: .veeveeieecie e
10) Thanh phan gia dinh XUAL thAN: .......c.evevceeiceeeeiee ettt sttt ens s et en st esentanen s et eneenens

(Ghi 1a cong nhéan, noéng dan, can bg, cong chirc, tri thirc, quan nhan, dan nghéo thanh thi, tiéu thuong, tiéu chu, tu san )

11) Nghé nghiép ban than trudc khi dUC tuyEn dUNZ: ....c.cvveeveeeeveeieeeeeeeees et senesneenes

(Ghi nghé dugc dao tao hodc cong nhan (thg gi), lam rudng, budn ban, hoc sinh, ...)
12) Ngay dugc tuyén dyng: ......... [ e [ eeeennn Vao co quan nao, 6 dau: .......eeevveeeiieeeiiieeeieeeeeee
13) Ngay vao co quan hién dang cong téc: ...... [ e /......, Ngay tham gia cach mang: ...... [ e .
14) Ngay vao bang Cong san Viét Nam: ......... [ e TN Ngay chinh thuc: ........ [ oo [ e

15) Ngay tham gia cac t0 chitc chinh tri, X8 DOT: .ovuvvvveveeceeseieesee ettt es et sneanenes

16) Ngay nhap ngii: .../ ... / ... Ngay xut ngii: .../ .../ ..... Quan ham, chirc vu cao nhat (NAm): .........cc.ccooorveen.n.

17)Trinh d6 hoc van: Giao duc phd thong: .............. Hoc ham, hoc Vi ¢a0 NhAL: ....oveeeeeeeeeeeeeeeeeeeeeeee e,
(Lép may)  (GS, PGS, TS, PTS, Thac si, Ctr nhan, Ky su ... ndm nao, chuyén nganh gi)

- Ly luan chinh tri: .......ccoooeeiiiinnne, = NZOAI NEI: ooviiiiiiieeiiie ettt et eere e e e ear e e e eanaeas
(Cir nhén, Cao cap, Trung cip, So cép) (Anh (A/B/C/D)  Nga (A/B/C/D)  Phap (A/B/C/D)...)

18) Cong tac chinh dang 1Am: .........ooiiiiiiii
19) Ngach cong chuc: ..................... (MA 6% ovvorve, ) Béac luong: .......... ,hé sb: ... tu thang ... /.........
20) Danh hi€u dUQC PRONEZ (NAM NE0)} 1.vviiteiiiiiiitii ettt ettt ettt ste e e ste e e sbe e e st beeasbeessbeesbeeeasbeesseeennnee e

(Anh hung lao dong, anh hung luc luong vii trang, nha gido, thiy thude, nghé si nhan dan, vu ta)
21) S& trudng cONG tAC: ...vevvveeeeeiieieeieeieeieeieene, Cong viéc da 1am 1au nhat: .........o.oocovvveveeeeeeeeeen,
22) KREN thUGNE: .ottt b et b et s b et e s Rt et e s bn e e s be e e e b e e e nnn e

(Huan, huy chuong, ndm nao)
23) Ky luat (bang, Chinh quyén, Poan thé, Cap quyét dinh, ndm nao, 1y do, hinh thirc, ...)} weevueeeriieeeriiieesiieessiieessieeesieee s

24) Tinh trang sttc kKhoe: ........ccovviviciieniieeieeee, Cao: Im ......, Can nang: ....... (kg), Nhém mau: ........

(t6t, binh thudng, yéu hodc c6 bénh man tinh gi)



25) S6 chimg minh nhan dan: ... Thuong binh loai: .................. Gia dinh liét si:
26) PAO TAO, BOI DUONG VE CHUYEN MON, NGHIEP VU, LY LUAN CHINH TRI, NGOAI NGU

[ ]

Vin bang, ching

Hinh thitc hoc chi, trinh d ei

Tén trudng Nganh hoc hodc tén 16p hoc Thoi gian hoc

Ghi chl: Hinh thitc hoc: Chinh quy, tai chire, chuyén tu, boi dudng .../ Van béng: Tién si, Pho tién si, Thac si, Ctr nhén, Ky su ...

27) TOM TAT QUA TRINH CONG TAC

Twr thang, ndm
dén thdng, nam

Chtrc danh, chirc vy, don vi cong tac (Pang, Chinh quyén, Poan thé)




28) DPAC PIEM LICH SU BAN THAN
a) Khai r0: bi bét, bi tu (tir ngdy thang nim ndo dén ngay thang nam nao, & dau), da khai bao cho ai, nhirng van
dé gi

29) QUAN HE VOI NUGC NGOALI

- Tham gia hodc c6 quan hé vai céac to chirc chinh tri, kinh t€, xa hdi nao & nudc ngoai (lam gi, o chirc nao, dit
try s¢ ¢ dau...?):

30) QUAN HE GIA PINH
a) Vé ban than: B6, Me, Vo (chong), cic con, anh chi em rudt

Nam | Qué quan, nghé nghi¢p, chirc danh, chirc vy, don vi, cong tac, hoc tap, noi &

uan h¢ Ho va tén - o . NI . RO
Q i i sinh | (trong, ngoai nudc); thanh vién cac t6 chirc chinh tri-xa hoi ...

CAC CON: | tvvvenvvnnnnnnnsnnrnnnnnnnss | senennnss | suesnsssnsssnssssssnsssnsssnssssssssssssssssssssssssssssssssssssssssssssssnsssssrsssrnssrns

Anh Chl ................................................................................................................................
em rudt




b) B4, Me, anh chi em rudt (bén vo hoic chong):

Nam | Qué quan, ngh€ nghiép, chirc danh, chirc vu, don vi, cong tac, hoc tap, noi &

uan hé Ho va tén - o, . N , N
Q ; ; sinh (trong, ngoai nudc); thanh vién cac t6 chuc chinh tri-xa hoi ...

31) HOAN CANH KINH TE GIA BINH

- Qua trinh lwong cia ban than:

Thang/nam: 3/1993 4/1993

Ngach/bac:

H¢ s6 luong:

- Nguon thu nhép chinh ciia gia dinh (hing nAm): + THONE: ....vveeveeeeeeeeeeeeee e
F CAC NGUON KNACT 1vvivetievceeieee ettt st s st a et et n et en et s et n et en s s st s et ens et enensneanens

- Nha o: + Puoc cép, duoc thué, loai nha: ................. , téng dién tich st dung: ........... m2

+ Nha ty mua, tu xay, loai nha: .................... , téng dién tich st dung: ........... m2

- Pit o + Dbét duogc cép: ............................ m2, + DAt ty mua: ..o m2

- Pt san xuét, kinh doanh: (Téng dién tich dat duoc cép, tu mua, tu khai pha ...) ..o,

Nguwoi khai Ngay  thang  nam
T61 xin cam doan nhiing Xdéc nhén cua co quan quan ly

101 khai trén day la dung su that
(Ky tén)




