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L Nguoi/bd phan co lién quan phai nghién ctru va thic hién dang cac noi

dung cla quy dinh nay.

2. NOi dung trong quy dinh nay cé hiéu luc thi hanh nhu sw chi dao ctia Cuc

trudng.

3. MOi don vi chi duoc phan phdi 01 ban. Khi cac don vi cd nhu ciu phan
phoi thém tai liéu phai dé nghi véi Ban QMS. Fiie mém duoc cung cap

trén mang ndi bd dé chia sé thong tin.

NO'I NHAN (ghi rd noi nhan rdi danh ddu X6 bén canh)

Lanh dao Cuc

£ BanQMS ca
m Van phong Cuc 0
K Phong KHTC m
m Phong Phap ché & Hoi nhap

g Phong Quan ly kinh doanh duoc .
o Van phong NRA 0
0 Tap chi dwoc & my pham

Ngay ap dung:

1/8

Phong Bang ky thudc

Phong Quan ly chéat lvgng thube
Phong Quan ly gia thu6c

Phong Quén ly théng tin quang
cao thude

Phong Quan ly m§ pham

Phong Thanh tra Dugc & My

pham

Trung tAm dao tao va ho tro
doanh nghiép duwoc & my pham

Lan ban hanh: 04



Cuc Quan ly buoc

QT.VP.08.04

BANG THEO DOI TINH TRANG SUA POI

STT Ngay stra doi

1 31/12/2014

2

3

4 9/2018
Ngay ap dung:

Vi tri stra doi

Toan b6 quy
trinh

Phan luvu do va
mo t& quy trinh

2/8

Noi dung stra doi

Chinh stra format
theo
QT.QLD.01.01

Stra d6i quy trinh
va dién giai quy
trinh, biéu mau cho
phu hop

BG6 sung biéu mau
BM.VP.08.04/07

- B6 sung thoi gian
thuwc hién trén luu
do va tai cac budc
mo ta quy trinh

- Sap xép lai bo
cuc cta Quy trinh
theo ddng quy dinh
tai Quy trinh kiém
soat tai liéu

- M0 ta cac budc
clia quy trinh ngan
gon, dé hiéu hon,

Ghi chu

Lan ban hanh: 04



Cuc Quan ly Duoc QT.VP.08.04

1. MUC PICH

Quy trinh nay nham quy dinh théng nhatviéc dao tao can bd, coéng chic
thudc Cuc Quan ly Dugc nham khéng ngirng hoan thién va nang cao ky ning
chuyén moén, nghiép vu, kinh nghiém lam viéc cho can bd, cong chirc dé dap
(rng nhu cau ngay cang cao cla cong Viéc.

2. PHAM VI AP DUNG

Quy trinh nay duoc ap dung tai Cuc Quan ly Duoc - 138A Giang Vo, Ba
Pinh, Ha Noi.

3. TAl LIEU THAM CHIEU

- Luat Céan b6 cdng chirc s6 22/2008/QH12;

- Nghi dinh s6 101/2017/NB-CP ngay 01/9/2017 cta Chinh pht vé dao tao,
boi dwbng can bd, cong chirc, vién chirc;

- Thong tu s 01/2018/TT-BNV ngay 08/01/2018 cua B6 Noi Vu huwéng
dan thuc hién mot s6 diéu ctia Nghi dinh s6 101/2017/ND-CP ngay 01/9/2017.

4. TRACH nhiem THUC HIIEN

- Lanh dao Cuc, Lanh dao Ban QMS, Chanh Van phong, Ke toan truwéng,
Trudng/Phu trach cac phong/don vi thuéc Cuc cé trach nhiém kiém tra, phdi hop
trién khai va bdo ddm nhitng quy dinh trong quy trinh nay duoc thwc hién va
tuan tha.

- Can bd cong chirc trong Cuc cd trach nhiém nghién clru quy trinh, thuc
hién ding cac quy dinh cla quy trinh nay.

5. DINH NGHTA VA CHU VIET TAT

5.1. Binh nghia

* Pao tao: la cac hoat dong truyén tai thong tin va dir liéu (kién thirc &
kinh nghiém) tlr ngudi nay (giang vién) sang nguoi khac (hoc vién). Két qua la
co su thay dbi vé nhan thirc, kién thirc, KT nang va thai dd cla hoc vién tir mic
d6 thap dén mdrc do cao.

* P30 tao ndi bd: 1a hoat dong dao tao dién ra trong ndi bd Cuc, do chinh
la hoat déng chia sé thong tin gilra cac CBCC trong Cuc, gilra cac phong/don vi
trong Cuc theo mot ké hoach, chuong trinh cu thé.

* Pao tao bén ngoai: la hoat ddng dao tao cd sw tham gia cla giang vién
thué ngoai.

5.2. Chir viét tat

- CBCC: can bd, cong chtrc

- TCCB: B0 phan To chirc can bd thudc Van phong Cuc

-DPT: Pao tao

- KHTC: Phong K& hoach tai chinh

- KH: K€ hoach

- Trwdng phong: Trwdng/Phu trach cac phong/don vi thudc Cuc

6. QUY DINH CHUNG

6.1. Nhu cau dao tao

* Nhu cau dao tao xudt phat tir:

- DPe xuét ctia CBCC.

- Pe xuét cla Trwéng phong.

Ngay ap dung: Lan ban hanh: 04
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Cuc Quan ly Duwoc QT.VPM.04

- Chu trvong cla Lanh dao Cuc.

6.2. Céac loai hinh dao tao

Tuy theo ké hoach, doi twong va nhu cau thuc tién, co thé lua chon cac loai
hinh dao tao nhw sau:

a) bao tao ndi bd

Céc hinh thitc dao tao ndi bd bao gom:

- Bao tao hdi nhap:

+ P0i twong dao tao: Tt cd CBCC khi bat dau lam viéc tai Cuc Quan ly
Duoc.

+ Trach nhiém dao tao: Lanh dao Cuc, Trwéngcac phong cé lién quan.

+ NOi dung dao tao: ndi quy, quy ché lam viéc, so do td chirc, chirc nang
nhiém vu va hé théng quan ly chat lwvong ctia Cuc Quan ly Duogc; cac kién thirc
co ban vé quan ly nha nuoc, van hdéa céng s&, cac van ban quy pham phap luat
co lién quan.

- Dao tao tac nghiép:

+ P6i twong dao tao: Tt cd CBCC khi bat dau 1am viéc tai Cuc Quan ly
Duoc.

+ Trach nhiém dao tao: Trudng cac phong co lién guan.

+ NOi dung dao tao: Cac quy trinh thao tac chuan (SOPs) lién quang dén
mang cong viéc dwgc phan cong dam nhan.

- Ty dao tao:

+ Poi twong va trach nhiém dao tao: Tat cdA CBCC dang lam viéc tai Cuc
QLD.

+ NOi dung tv dao tao: Chuyén mon, nghiép vu, ngoai ngl, kién thirc vé
quan ly nha nuwac, ly luan chinh tri.

b) Bao tao bén ngoai

Céc hinh thirc dao tao bén ngoai bao gom:

- Glri CBCC di hoc tap, dao tao tai cac co s& bén ngoai Cuc: bao gom cac
khéa dao tao, cac budbi hoi thdo, tap hudn, toa dam,...phuc vu codng viéc tac
nghiép.

- M&i giadng vién, chuyén gia vé giang day, tap huan

6.3. Tiéu chi dang ky dao tao/di hoc thoi gian tir 01 nam tré Ién

- La cdng chirc va cd thoi gian cong tac tai Cuc Quan ly Duwgc tir 05 nam
tré Ién.

- C6 don xin di hoc va duoc s dong y cua Trudng phong.

- X&c nhan cla Trudng phong Ve viéc b6 tri, sap x&p nhan sw ddm bao cong
viéc tac nghiép cling nhv moi hoat déng cutia phong.

- Trong th&i gian cong tac 03 nam gan nhat, khéng vi pham ky luat va phai
dat 1 trong cac danh hiéu: Chién sy thi dua cdp co s&/Chién si thi dua cap
B&/Bang khen cép Bo.

- M6t s6 tredng hop dac biét khac do Cuc trudng Quyét dinh.

6.4. Yéu cau dbi voi ké hoach va chuong trinh dao tao

Ké hoach va chuong trinh dao tao phai dap (ng cac yéu cau sau:

- N6i dung phu hop v6i nhu cau va muc tiéu dao tao ctia Cuc

Ngay ap dung: Lan ban hanh: 04
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Cuc Quan ly Duoc QT.VPM.04

- Phu hop véi nang luc hién ¢6 cia CBCC.

- Bam sét yéu cau cong viéc va dam bao tinh lién tuc, ké thira va phat trién,

- Uy tin cla cac Truong, Trung tdm dao tao, giang vién hoac chuyén gia
gidng day, tap huan

- Hiéu qué cua khoa hoc phai dap ing yéu cau cbng viéc

- Chi phi va thoi gian dao tao hop ly

- Bugc Lanh dao Cuc dong y phé duyét.

6.5. Quy dinh vé trach nhiém cta Bd phan TCCB, CBCC va Truéng
cac phong lién quan

- B6 phan TCCB c6 trach nhiém: »

+ Tham muu cho Lanh dao Cuc vé ké hoach va chuong trinh dao tao.

+ T0 chirc trién khai cac ndi dung c6 lién quan trong ké hoach dao tao.

+ Theo ddi, giam sat qua trinh dao tao.

+ Tong hop bao céo dao tao va luu trir ho so tai liéu theo ding quy dinh.

- CBCC dé xuat nhu cau dao tao c6 trach nhiém:

+ Tham gia day dd va nghiém tuc khéa dao tao. Chap hanh ddng ndi quy,
quy dinh cuia khéa dao tao va yéu cau cua giang vién.

+ Thuc hién ding cac biéu mau béo céo tai quy trinh nay va dam bao ding
thoi gian quy dinh.

- Trudng cac phong co lién quan co trach nhiém:

+ BG tri nhan sy va sap xép cong viéc, tao diéu kién dé CBCC cua phong
c0 thoi gian tham gia dao tao hiéu qua.

+ Pon dbc, theo dbi va lun trir ho so lién quan dén hoat dong dao tao cla
phong va clia CBCC trong phong.

Ngay ap dung: Lait ban hanh: 04
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Cuc Quén ly Duoc

7. NOI DUNG QUY TRINH
7.1. So do quy trinh

Trach nhiém

CBCC va
Trwdng phong

B6 phan
TCCB

(Phoi hop
Phong KHTC)

Lanh dao Cuc

B6 phén
TCCB

B& phan

TCCB, Cac
phong, Van
phong Cuc

B6 phan
TCChb', Cac
phong

BO phén
TCCB, CBCC

Ngay ap dung:

NOi dung thuc hién

CD@ Xuat nhu

Tong hop & xay
dung ké hoach

Thong bao

T6 chirc dao tao & theo
ddi qua trinh dao tao

6/8

M0 ta/Biéu mau
Buéc 7.2.1
BM.VP.08.04/01

Buéc 7.2.2
BM.VP.08.04/02
BM.VP.08.04/03

Buéc 7.2.3
BM.VP.08.04/02
BM.VP.08.04/03

Buoc 7.2.4
BM.VP.08.04/02
BM.VP.08.04/03
Buéc 7.2.5

Buéc 7.2.6
BM.VP.08.04/04
BM.VP.08.04/05
BM.VP.08.04/06
BM.VP.08.04/07
Buoc 7.2.7

Lan

QT.VP.08.04

Thoi gian tdi da
Trwéc ngay 15/12

cia nam trwéc
nam ké hoach

05 ngay

03 ngay

01 ngay

Theo ké hoach da
dugc phé duyét

15 ngay sau khi
két thiac khoa dao
tao hoac dinh ky 6
thang/lan hoac vao
31/12 hang nam

30 ngay sau khi
két thiuc khoa dao
tao hoac dinh ky 6
thang/lan hodc vao
31/12 hang ném *

ban hanh: 04



Cuc Quan ly Duoc OT.VP.08.04

7.2. M6 ta quy trinh

7.2.1. Be xuat nhu cau

Thoi gian téi da thuc hién budc nay la trwéc ngay 15/12 clia nam trudc nam
ké hoach.

* Hang nam, cac phong tong hop nhu céu dao tao theo BM.VP.08.04/01.

* Glri vé B phan TCCB theo dlng thoi gian quy dinh.

7.2.2. Tong hop nhu cau

Thoi gian ti da thuc hién bwéc nay la 05 ngay.

* T6ng hop nhu céu dao tao:

- B6 phan TCCB tong hop dé xuat nhu cau dao tao tlr cac phong.

- Can clr ké hoach nhan su, nhu cau tuyén dung va dé xuat cta cac phong,
B6 phan TCCB xay dung Ké hoach dao tao theo BM.VP.08.04/02 va Chuong
trinh dao tao theo BM.VP.08.04/03, b4o cao Chanh Van phong xem xét va béao
cao Lanh dao Cuc.

* Phéi hop phong KHTC xac dinh kinh phi thuc hién ké hoach dao tao.

* Tham khéo y kién Trung tdm dao tao va ho tro doanh nghiép dugc, my
pham dé phan loai nhu cau dao tao trwdc khi trinh Lanh dao Cuc.

* Dy thao Phiéu trinh Lanh dao Cuc xem xét, chi dao.

7.2.3. Phé duyét cua Lanh dao Cuc

Thoi gian t6i da thyc hién buwdc nay la 03 ngay.

* LDC xem xét ké hoach, chuong trinh dao tao. Néu dong y, LBC ky phé
duyét. Néu khong dong y, LBC cho y kién chi dao, B6 phan TCCB ra soat lai
buoc 7.2.2.

7.2.4. Thong bao ké hoach va chuong trinh dao tao

Thoi gian ti da thuc hién buédc nay la 01 ngay.

- B6 phan TCCB thong bao ké hoach va chuong trinh dao tao da dwoc phé
duyét cho cac phong.

- Trudng phong théng bao cho cac CBCC da dang ky dao tao cua phong
minh biét va sdp xép thoi gian, cong viéc dé thyc hién.

Ghi cha:

Doi véi cac trvong hop dang ky di hoc dai han hoac sau dai hoc: B6 phén
TCCB trinh Lanh dao Cuc cong van ctr can hd tham du thi tuyén hodc xét tuyén
vao khoa hoc ma can bo da dang ky.

7.2.5. T6 chirc dao tao va theo ddi quéa trinh dao tao

Thoi gian thuc hién budc nay phu thudc ké hoach dao tao da dwgc phé
duyét.

- Trwdng phong/Ca nhan c6 lién quan trién khai thirc hién cac ndi dung dao
tao theo phan cdng dung thoi gian quy dinh.

- B6 phan TCCB theo dbi viéc tuan tha cia CBCC trong qua trinh dao tao
va sau dao tao, ndi dung giang day cla giang vién, bao cao vién va hiéu quéa cla
khoa dao tao.

7.2.6. Béo cédo hoat dong dao tao

Ngay ap dung: Lan ban hanh: 04
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Cuc Quan ly Duwoc QT.VP.08.04

Thoi gian tdi da thwc hién budc nay la 15 ngay sau khi két thic khoa dao
tao dot xudt va dinh ky 6 thang/1 lan hoac 12 thang/1 lan (cham nhét la ngay
31/12 hang nam).

- CBCC tham gia dao tao lap Phiéu theo d6i qua trinh dao tao, tap huan
theo BM.VP.08.04/04, cap nhat Ly lich chuyén mon theo BM.VP.08.04/05 va
phiéu tv danh gia sau dao tao BM.VP.08.04/07, gri cho chuyén vién dau méi
dao tao clia phong ngay sau khi két thic khoa dao tao dot xuat.

- Chuyén vién dau mdi dao tao cta phong tdng hop ho so dao tao cla
phong va két qua dao tao do don vi (phong) lam dau mdi gii cho cho B6 phan
TCCB sau khi két thac khéa dao tao dot xuat va thuc hién ché do béo cao dinh
ky theo quy dinh: BM.VP.08.04/04, BM.VP.08.04/05, BM.VP.08.04/06,
BM.VP.08.04/07.

- BO phan TCCB I3 bado cdo tong hop két qud dao tao theo
BM.VP.08.04/06 dé

7.27. Luwu triv

Thoi gian tdi da thuc hién budc nay la 30 ngay sau khi két thic khoéa dao
tao.

HO6 so dao tao cla tirng ca nhan bao gobm: Ly lich chuyén mén, danh gia sau
da0 tao kém theo cac van bang, chirng chi dao tao néu co.

8. HO So CUA QUY TRINH

- Phiéu dé xuat nhu cau dao tao, tap huéan

- Ke hoach dao tao ndam cua Cuc

- Chuong trinh dao tao nam

- Phiéu theo ddi qua trinh dao tao

- Mau banh gia sau dao tao

- Ly lich chuy&n moén

- Tong hop két qua dao tao

9. PHU LUC, BIEU MAU

- BM.VP.08.04/01 : Phiéu dé xudt nhu cau dao tao, tap huan

- BM.VP.08.04/02: K& hoach dao tao, tap huan

- BM.VP.08.04/03: Chuwong trinh dao tao nam

- BM.VP.08.04/04: Phiéu theo d6i qua trinh dao tao

- BM.VP.08.04/05: Ly lich chuyén moén

- BM.VP.08.04/06: Tong hop két qua dao tao

- BM.VP.08.04/07: Banh gia sau dao tao

Ngay ap dung: Lan ban hanh: 04
8/8



BM.VP.08.04/01

CUC QUAN LY DuOC CONG HOA XA HOI CHU NGHTA VIET NAM
TEN PHONG Poc 1ap - Tw do - Hanh phc
[...c... Ha Noi, ngay thang nam

PHIEU BE XUAT NHU CAU PAO TAO, TAP HUAN

NAM.....
>
Du kién Nhu cau dao tao Du kién dia diém
Trinh d@ thoigian  NOoi Bén Nang Ghi chu dao tao
TT Hovatén CBCC chuyén dao tao - b6  ngoai cao (Chi tiét vé noi
mon Kinh phi dung dao tao)

dao tao

TRUONG PHONG
(Ky va ghi rd ho tén)



Bo YTE
CUC QUAN LY buQC

S6: /QLD-VP
V/v phé duyét ké hoach dao tao
nam 20...

Ndi dung dao tao T.1

1. Bao tao ndi bd

2. Bao tao bén ngoai

3. bao tao nang cao trinh do
chuyén moén, chinh tri,
ngoai ngir,...

BM.VP.08.04/02

CONG HOA XA HOI CHU NGHITA VIET NAM
béc 1ap - Tv do - Hanh phac

Ha Noi, ngay thang nam

KE HOACH PAO TAO NAM:

T.2 T.3 T.4 T.5 T.6 T.7 T.8 T9 T.10 T.0I T.12 Ghi chua

CHANH VAN PHONG CUC TRUONG



Bo YTE
CUC QUAN LY buocC

SG: /QLD-VP
Vv phé duyét chuong trinh dao
tao nam 20...

Noi dung dao tao

1. Bao tao ndi bd

- N&m bét téng quat vé Cuc Quan ly
Duoc, ndi quy, quy ché lam viéc, so
do6 t6 chirc, chirc nang nhiém vu va
hé thong quan ly chét luvgng cla Cuc
Quan ly Dugc, so luoc cac kién thic
co ban vé quan ly nha nuéc

- M6 ta cong viéc

- Kién thtrc vé van hoa cong s&, cac
van ban quy pham phéap luat c6 lién
quan dén linh vuc hoat dong cla
phong va cé&c van ban cé lién quan
khac

2. Bao tao bén ngoai

BM.VP.08.04/03

CONG HOA XA HOI CHU NGHTA VIET NAM
Pdc 1ap - Tv do - Hanh phuc

Ha Noi, ngay thang nam
CHUONG TRINH BAO TAO NAM
Kinh
Nguwoi dugc Nguwoi chiu tr&ch  Phwong phap dao Thoi gian Panh gia, bang ching phi
dao tao nhiém dao tao tao, tap huan g dao tao, tap huan dao
tao
CBCC m6i va Truong/Phu trach Tai liéu, so dd6, Cacngay Cau hdi van dap hodc
CBCC khéac phong SOPs, VB QPPL nhénviéc phdng van truc tiép
co lién quan...



2.1. Céc khoa hoc, tap huan, hoi CBCC duoc ctr
thao, toa dam ngan han (duwéi 01 hoac phan cong
thang)

2.2. Tham gia cac khéa hoc trung CBCC duoc clr
han hodc dai han (tr 01 thang tré hodc phan cong
Ién)

3. bao tao néng cao chuyén mén,

nghiép vu ngan han

Nang cao nang lwc chuyén mon, CBCC duogc ctr
nghiép vu, chinh tri, ngoai nglt, tin hodc phan cong
hoc, .cong nghé thong tin,.....

CHANH VAN PHONG

Thuc hién theo ké
hoach va chuong
trinh theo gidy moi
hodc triéu tap

Thuc hién theo ké
hoach va chuong
trinh theo gidy méi
hodc triéu tap

Cac Vién - Truong
- Trung tam -
Chuyén gia trong
nuéc hoac nuwéc
ngoai

Tai liéu, bai gidng  Theo - Giay chirng chi hodc
chuong chdng nhan (néu cd)
trinh khoéa cla khoa hoc;
hoc, tap - Béo cao thu hoach
huan

Thuc hiéntheo ndi  Theo - Gidy ching chi hoac

dung, chuong trinh - chuong chttng nhan, van bang

cla khoa hoc trinh khéa  (néu co) ctia khda hoc;
hoc - Bang diém clia khda
hoc

Tai liéu va bai Theo ké Héi - bap.

giang theo chuvong  hoach dao  Kiém tra viét. Trac

trinh hoc tao claco  nghiém hodc chirng chi,
quan van bang (néu co)

CUC TRUONG



BM.VP.08.04/04

CUC QUAN LY DUQC CONG HOA XA HOI CHU NGHIA VIET NAM
TEN PHONG boc 1ap - Tv do - Hanh phdc

Ha Noi, ngay thdng nam

PHIEU THEO DOI QUA TRINH BAO TAO, TAP HUAN

Nam 20.....
1. Hova tén:
2. Bon vi cong téac:
Lo Chir ky
Noi dung khéa  Dia diém hodc M0 ta tém tat noi K&t QA danh gid hodc ?\Ihu ky cla
TT Thoi gian dao tao, tap huan, co s6 dao tao - dung khoéa dao tao, - qua, @ 9 ' gurot Lanh
y . . . s N « bang chirng dao tao duoc Bao
hoi nghi Kinh phi dao tao tap huan dao
tao :
‘ Phong
1 - Vén bang O
- Chirng chi O
Tl ngay..... - Gidy chirng nhan O
dén ngay.... - Tai liéu, ho so hoi n
nghi, hoi thdo
- Pao tao ndi bd
LANH DAO PHONG NGUOI LAP PHIEU

1Binh ky 06 thang hoac 01 nam, chuyén vién dau méi dao tao clia Phong cé trach nhiém tap hop ban sao dé gri cho Bo phan TCCB cap nhat bo sung vao
ho so dao tao cia CBCC (cham nhat dén ngay 31/12 hang nam).



BM.VP.08.04/05

LY LICH CHUYEN MON
Professional curriculum vitae

Ho va tén / Name:

Ngay thang nam sinh/ Date o f birth:

Noi sinh / Place ofbirth:

Nam hay niv / Sex: Qudc tich / Nationality:
DPia chi nha / Home address:

Dién thoai / Tel:

Tén don vi cong tac /Name oforganisation:

Pién thoai / Tel:

TRINHBDO HOC VAN /cenerRAL EDUCATION

Thoi gian/Dule Nganh hoc/ Truong, Vién/ Béng cédp/
Twfrom.... dénfto... Subject School/College/University Degree of Certificate

QUA TRINH CONG TAC/work exPERIENCE

Thei gian /Date Don vi cong tac/ Cong viéc thyc hién/ Chirc danhA/os Title
Tw/from... dén/to... Name of Organisation Work experience

CAC KHOA PAO TAO CHUYEN MON NGHIEP VU/ vroressionat TrRaminG courses



Theoi gianjDate Tén khoa hoc/ T6 chirc dao tao/ Loai ching chi/ s6 ching chi/

Ti/from.. Title oftraining courses Training Organization Type of Certificate Certificat
déntto... g g9 am du hodc dat/ ,\Ikica ¢
ttendant or Sucessful) '

Cam doan/Declaration:

Toi xin cam doan cac 1oi khai néu trén la ding theo su hiéu biét clia tdi / 1certify that the statements made by
me in thisform are true and correct to the best ofmy knowledge and belief

Nogay/ Date' Ngay/ Date.
Trudng phong Chr ky nguoi khai

2 Binh ky 06 thang hodc 01 nam , chuyén vién dau moi dao tao clia Phong c6 trach nhiém tap hop ban sao dé
glri cho Bd phan TCCB cap nhat bo sung vao hod so dao tao clia CBCC (chdm nhét dén ngay 31/12 hang
nam).
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BO YTE CONG HOA XA HOI CHU NGHIA VIET NAM
CUC QUAN LY DUQC Poc 1ap —Tu do —Hanh phc

Ha Noi, ngay thang nam 20

TONG HOP KET QUA PAO TAO
(Drng cho Vanphong tong hop va cac phong lam dau moi to chirc cac khda dao tao theo phan cong)

Pon vi dau , Két qua huc hién
Tén khoa mai t6 Danh sach Van ban Ly do va
TT . , can bo Thoi gian Dia diém Kinh phi Pa thuc . g, Chua thuc ydova
dao tao chtrc thuc . " chirng chi A dé xuat
" tham gia hién X hién SR
hién (néu co) giai phap

LANH BAO DON VI NGUO1 TONG HOP
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DANH GIA SAU BAO TAO

Ho va tén CBCC:
Pon vi cbng tac:
Nhiém vy chinh dugc giao:

Puoc clr tham gia khéa/lép dao tao, tap huan:
Thoi gian:
1. Két qud thuc hién chirc trach, nhiém vu duoc giao:
a) Khoi lugng cong viéc:
b) Chat lvong cbng Vviéc:
c) Hiéu qua cbng viéc:
2. Banh gia hiéu qua sau dao tao, tap huan:
a) Hiéu qué so voi ké hoach da dé ra:
b) Hiéu qua doi véi CBCC duoc clr di dao tao, tap huan:
¢) Hiéu qua doi voi si phat trién clia hé thong:
3. Ty danh gia va phan loai:
a) Hoan thanh xuét sic nhiém vu:
b) Hoan thanh t6t nhiém vu:
c) Chua hoan thanh nhiém vu:

N ) Ha NGi, ngay thang nam 20....
LANH BDAO PHONG CBCC bUQC cir THAM GIABAO TAO
(nhén xet, danh gia, phéan loai)



