
UBND THI X'A THUAN AN CONG Hem xA HOI CHU NGITIA VIET NAM 

PHONG MAO DVC VA DAO TAO 	Dc 14p — Tty do —Hph phtic 

S6:  444  /HD-PGDDT 	Thuan An, ngayAtháng9 /lam 	2019 

HIRING DAN 
Ve 	danh sfich trich ngang dcyt 1 - Nam hoc 2019 - 2020 

Can cir chi dao cña Sà Giao dr.rc va Dao tao tinh Binh Dung v viec lap 
danh sach trich ngang can bO cong chirc, vien chirc, nhan vien nganh giao dc va 

dao tap; 
Nham nam bat thong tin can bi) cong chirc, vien chdc, nhan vien nganh gido 

dvc va dao tao thi xã Thuan An du nam h9c 2019 — 2020 va phijc v1,1 ding tac 

duyet luong Q4 IV nam 2019; 
Phong Gido dvc va Dao tao thj xä Thuan An huang dd.'n cac don vi thvc hien 

viec nhap 1iu danh sach trich ngang can bO tong chuc, vien chuc, nhan vien nganh 
giao chic va dao tap vao bieu mu (dinh kern teen trang website, blog PGDDT) ciii 

the nhu sau: 
1. Di voi cac don vi cong 14p 
/./. Bieu frau: 

- Thi,rc hien bieu mu "DS TRICH NGANG _CONGLAP_V_1920.x1s" 

- Bieu mu gm 03 sheet: 74 cot, 29 cot, NHAP TU DONG 
(Bieu mu them OE 75 yeu ciu nitik sá CMND) 

1.2. Ceich thur hien: 
- Cac don vi chi can thirrc hi'en nhap lieu teen bieu mu "NHAP TU DONG" 

hoc "74 cot" 
- Cac don vi lien hanh nhap tAt ca can.,b0 cong chCrc, vien chfic, nhan vien tai 

don vi tinh den ngay 25/09/2019 (ltru ST: nhap luOn cac cá nhan true/11g tr h9p 

d'ong them nhan vien d phiric vi tOt cho don vi, nhap cac truOng hop hop dOng ma 
Phong GDDT dä hop dOng tuyen dung dä thong bao cho trueng va cac truOng h9p 
hop dong nhan vien cp duang dã gui hO so v PGDDT, khong nhap cac trueng 

h9p nghi viec dal girl WO so ve Phong Giao dvc va Dao tap) 

- Sau khi thvc hien viec nhap ddy du thOng tin can bO cong chirc, vien chirc, 
nhan vien cac don vi tin hanh kiem tra, ra sok lai thong tin cho chinh xac. 

- Cac don vi tin hanh chuyen sang sheet "29 cot" nhap 1iu b6 sung cac 

thong tin con thieu cho phü hop vâi bieu mu. 

- Dfr li'eu phai nhap rei rang, dung quy dinh tranh cac truarng h9p copy dit 
lieu di lam anh twang den viec tOng h9p du lieu chung cfra nganh. 
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- Di vai chirc danh "Thtr vin" khi nhap can luu Sf. Neu phi,' trach thu vin 

nhung ngach luang la ngach gido vien thi nhap chirc danh la "Gido vien", Neu 

ngach la Thu vin thi nhap chirc danh la "Thu vin". 

- Dtr 1iu nhap phai chinh xac, &mg theo quyet dinh phan cong cüa nganh, 
cüa UBND thi xã. Nhap chinh xac th6i diem nang luang v ma chirc danh, ma 
ngach, bac, he s6, then diem nang lung, th6i diem het tap sir (luu khi nhap tiled 

diem het tap sir can thip hien nhu sau vi 	Trong quyet dinh ghi th6i diem het 

tap sir la het ngay 28/2/2017 thi nhap thang nam het tap sr la thang 03/2017) 

1.3. Hinh thlic bcio ctio: 
- Ban giAy: Dan vi chi in bieu mu "29 cot" sau do phong to teen khO giAy 

A3 (Chira le trai 3cm de Phong GDDT t6ng h9p dOng quyen, dam bao di, de' nhin, 
mOt trang khoang 07 den 08 ngu&i, mi trang phai có dOng tieu de ben ten, dan vi 

dieu chinh cer" chir cho phü h9p vOi trang gidy in ra), khi nOp phai dam bao thong 
tin nhap vao chinh xac, có chit 141cña ngued lap bang, Ice toan va thu tru&ng don 
vi, CO dong ddu giap lai (truOng hap có tir 02 trang tra len), kh6ng dong lai thanh 

tap danh sach, s6 ban nOp ve: 03 ban 

- Giri email: Cac don vi sau khi thip hien va kiem tra thong tin chinh xac 
xong giri file danh sach trich ngang den dia chi email: 

tochuccanbo@ta.sgdbinhduong.edu.vn  

- Thai gian ni)p danh sfich: 
+ Ban giay: truOc ngay 25/09/2019 
+ Email: Trtro.c ngay 04/09/2019 

Diu 	Cac dan vi nen nhap thu ding tranh truong hcyp copy ben ngoai hoac 
lay tir file cu. Nhang truemg h9p copy ben ngoai vao sê anh huOug den viec tting 

hop s6 
2. Doi vôi cac den vj ngoai cong lip: 
2.1. Bieu 

- Thvc hien bieu mau "DS TRICH NGANG _NGOAICONGLAP_V_I920.xls" 

- Bi6u mu gm 02 sheet: 57 cot, 29 cot, NHAP TU DONG 

(Bi Ieu mu them cet 58 yeu cau nhelp stJ CMND) 

2.2. Ccich thifc hien: 
- Cac don vi ngoai cong lap thvc hien nhap lieu ten bieu mu "57 cot" hoc 

NHAP TU DONG 
- Cac dan vi tin hanh nhap tat ca can 130, gido vien, nhan vien tai dan vi 

tinh den ngay 25/09/2019. (nheip chi trtrang truyk hiOu trwang) 

- Sau khi thvc hien viec nhap day dd thong tin can bO, gido vien, nhan vien 
cac dan vi tin hanh kiem tra, ra soat lai thong tin cho chinh xac. 

•)U 
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- Cac don vi tin hanh chuy&I sang sheet "29 cot" nhip Ru 1)6 sung cac 

thong tin con thiL cho phü hop vai biL mau. 
2.3. Hinh thar bcio ccio: 

- Bin giAy: Dan vi chi in bi'eu mu "29 cot" sau do phong to ten kh6giy 
A3 (Chira l trai 3cm a PhOng GDDT t6ng,hop &mg quy&I, dam bao ro, d nhin, 
m6t trang khoang 07 an 08 ngueli, In& tang phai co dong tieu a ben teen, dun vi 

diL chinh cor' chir cho phü hop vgi trang giAy in ra), khi nOp phai dam bao thong 

tin nhip vao chinh xac, co chil 14, cüa thit twang don vi, CO &rig du giap lai 

(trusmg hop c6 tir 02 tang tar len), khong dOng lai thanh tip danh sach, s6 ban nOp 

v'e: 03 ban 
- Giri email: Cac don vi sau khi thvc hin va kim tra thong tin chinh xac 

xong giri file danh sach trich ngang d6n dia chi email: 

tochuccanbo@ta.sgdbinhduong.edu.vn  

- Thai gian n6p danh sach: 
+ Ban gidy: tnrOc ngay 25/09/2019 

+ Email: Truirc ngay 24/09/2019 
Lim 	Cac don vi nen nhip thU cong'tranh twang hop copy ben ngoai ho4c 

ly tir file cii Nhang tru6ng hop copy ben ngoai vao sê anh huang an vic t6ng 

hop s6 
3. Diii ccic nhani ngoai cong kip co phe'p (khong phip): Don vi truong cong 

1 gp quan l nh6m thyv hien tang hop va bao cao vi Phong Gicio dyc va Dao tgo thi 

xä Thugn An 
3.1. Biau 

- Thvc hi'en biêu mau "DS TRICH NGANG NHOMCONGLAP_V_1920.x1s" 

- BiL mu gm 02 sheet: 52 cot, 29 cot, NHAP TU DONG 

3.2. Cdch thvc hVen: 
- TruOmg yeu cu cac nhom c6 phep (khong phep) thvc hi'en nhip 1iu teen 

biL mu "52 cot" hoc NHAP TU DONG 
- Cac dcm vi tin hanh nhip tAt cà can b6, giao vien, nhan vien tai don vi 

tinh den ngay 25/09/2019. (nhgp chi i nhom truac hit, niu chi nhom tha la chi 

nhom vim la gitio vien thi clilic danh nhgp giao view di PGDDT xac clinh &roc s 

Giao vien giang dgy trên nh6m lop) 
- Sau khi thvc hi'en vic nhip ay du thong tin can b6, gido vien, nhan vien 

cac don vi tin hanh ki6m tra, ra sok lai thong tin cho chinh xac. 

- Cac dcm vi tin hanh chuyL sang sheet "29 cot" nhip lieu b6 sung cac 

thong tin con thi'L cho pha hop vOi bi6'u mu. 

- Sau khi cac nhom c6 phép thvc hi'en xong phai thvc hin bao cao cho don 

vi truong quan 1Si. Don vi tnrOng quan 1S,  cac nhOm c6 phep dugc phan cong c6 

NG 

ite.\ 
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KT. TRUING PH 
TjEj ifeiNG PH NG 

trach nhiem ttmg hgp danh sach cüa cac nhom thanh 01 danh sach chung d bao 

cao. 
-Ltru 5T: COt s8 51 nhap ten nhom tre va c(it sti 53 nh4p s giay CMND. 

3.3. Hinh there btio tho: 
- Gin email: Cac dcm vi c8ng l.p quan l nh6m c6 phep sau 'chi dip hien 

tOng hqp va hem tra thong tin chinh xac xong gin file danh sach trich ngang den 

dia chi email: tochuccanbo@ta.sgdbinhduong.edu.vn  

- Thai gian nOp danh sach: 
+ Ban giAy: truoc ngay 25/09/2019 
+ Email: Trireic ngay 24/09/2019 

Liru nen nh4p thU c8ng tranh tnrong hgp copy ben ngoai ho:ac file Cu. 

Nhiing trueng h9p copy ben ngoai vao se .anh huOng den viec tong hgp sO lieu. 

(nu don vi c6 nhu c'au f6ng hgp vui lOng lien he b8 ph4n TCCB d dugc huang 

dan) 
nghi Hieu tnking cac don vi thvc hien nghiem ttic, dung thed gian qui 

dinh. M9i truong hgp nh4p lieu chua chinh xac hieu truong hoan toan chju trach 
nhiem, Phong Gido dvc va Dao to thi xa" Thu4n An se can cir vao bao cáUa cac 

don vi d xet thi dua Ichen thuong vao cu6i nam./. 

Noi nhi)n: 
- Cac truerng MN, MG, TH, THCS ding 10; 

- Cac trtremg MN, MG, ngoai cong 14p; 

- Ltru: VT,TCCB, H.150. 
,P HONG 

iGIA0 DVC V 
TAO 

VO Anh TuAn 
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