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BO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM
- Pgc lap - Ty do - Hanh Phic
Sé: 19/2014/TT-BNV Ha Ngi, ngay 04 thang 12 nam 2014
THONG TU

Quy dinh, hwéng dén cong tic dao tao, bdi dudng vién chirc

Cdn cir Ludt Vién chirc ngay 15 thang 11 nam 2010;
Cdn ctr Nghi dinh sé6 58/201 4/ND-CP ngay 16 thang 6 nam 2014 cua Chinh
phut quy dinh chiec ndng, nhiém vu, quyén han va co cau to chirc cua By Ngi vu;

Can cir Nghi dinh s6 29/2012/ND-CP ngay 12 thing 4 ndam 2012 ctia Chinh
phii vé tuyén dung, sir dung va quan ly vién chirc;

Theo dé nghi cua Vu truong Vu Dao tao, béi dudmg can bg, cong chue,

B¢ trudng B Noi vu ban hanh Théng tu quy dinh, huéng dan céng tac dao
tao, boi dudng vién chirc.

Chuong 1
QUY DINH CHUNG

Piéu 1. Pham vi diéu chinh va d6i twong ap dung

1. Pham vi diéu chinh: Th-:mg tu nay quy dinh, hudng dan vé hinh thirc, n6i
dung, chuong trinh va quan ly cap phat, sir dung chimg chi d6i véi hoat dong dao
tao, bdi dudng vién chirc.

2. Bm tugng ap dung: Cac b, co quan ngang b, Uy ban nhan dén cic tinh,
thanh pho true thudc Trung wong dugc giao quan ly nha nudc vé cac linh vy hoat
dong nghe nghiép cua vién chirc, don vi sy nghi€p cong 1ap va vién chirc lam viée
trong cac don vi sy nghiép cong lap.

Piéu 2. Hinh thirc bdi dudmg

1. B6i dudng theo tiéu chuan chirc danh nghé nghiép.

2. Bdi dudng nang luc, ky nang lanh dao, quan ly.

3. Boi dudng bit budc cap nhat kién thirc, ki ning nghé nghiép chuyén nganh
hang nam.

Chwrong 11
NOI DUNG, CHUONG TRINH BOI DUONG
Piéu 3. N§i dung bdi dudng
1. Ly luén chinh tri.
2. Chuyén moén, nghiép vu.
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3. Kién thirc quan ly l}énl‘{ chinh nha nuédc, phap luat; ning lyc, k¥ nang lanh
dao, quan ly; cac nguyén tic vé hoat dong nghé nghiép, dao dirc nghé nghiép.

4. Kién thirc bd trg theo tiéu chuén chirc danh nghé nghiép.

5. Kién thirc hdi nhap quéc té.

Piéu 4. Cic loai chwong trinh, tai li¢u va thoi gian thyc hi¢n

1. Loai chuong trinh, tai li¢u boi dudng theo tiéu chudn chirc danh nghé
nghiép, thoi gian thuc hién toi thiéu la 6 (sdu) tuan, t6i da 1a 8 (tam) tudn - mot
tuan dugc tinh bang 5 (ndm) ngay hoc, mdt ngay hoc 8 (tam) tiét, bao gébm:

a) Chuong trinh, tai liéu bdi dudng tiéu chudn chirc danh nghé nghiép hang I;

b) Chuong trinh, tai liéu bdi dudng tiéu chuin chirc danh nghé nghiép hang II;

¢) Chuong trinh, tai liéu bdi dudng tiéu chuén chirc danh nghé nghiép hang II1,

d) Chuong trinh, tai liéu bdi dudng tiéu chuin chirc danh nghé nghiép hang IV.

2. Loai chuong trinh, tai liéu bdi dudng ning luc, k¥ ning lanh dao, quan ly,
thoi gian thye hién t6i da 1a 4 (bon) tuén, bao gém:

a) Chuong trinh, tai liéu bdi dudng ning lyc, k¥ ning lanh dao, quan 1y cho
ngudi dimg dau va cap phd cua ngudi dimg dau don vi sy nghiép céng 1ap truc
thudc Bo, co quan ngang bd, co quan thudc Chinh phu, cac co quan Trung uong;
thudc Tong cuc, Cuc hodc twong duong truc thugc BJ, co quan ngang bd; nguoi
dimg dau va cap pho cua ngudi dimg dau céc t6 chirc cau thanh don vi sy nghiép la
co quan thudc Chinh phi (sau ddy goi tat la Chuong trinh bdi dudng lanh dao,
quan ly don vi sy nghiép thugc Bj);

b) Chuong trinh, ta1 liéu bdi dudng ning lrc, ky nang lanh dao, quan ly cho
ngudi dimg dau va cdp pho cia nguoi dimg dau don vi sy nghi¢p cong lap thudc
tinh Uy, thanh ay, Uy ban nhén dén cip tinh, t6 chic chinh tri - x4 hdi cip tinh, co
quan chuyén mén thugc Uy ban nhan dén cap tinh (sau day goi tat 1a Chuong trinh
bdi dudng lanh dao, quan ly don vi sy nghiép thudc tinh);

¢) Chuong trinh, tai liéu bdi dudng nang luc, k¥ ning lanh dao, quan ly cho
ngudi dimg dau va cdp phé cua ngudi dimg dau don vi sy nghiép cong lap thuge
huyén uy, Quan uy, thi uy, thanh uy thudc tinh iy, Uy ban nhén dan cdp huyén
(sau day goi tit 13 Chuong trinh bdi dudng lanh dao, quan ly don vi sy nghiép
thudc huyén);

d) Chuong trinh, tal liéu bdi dudng ning h,rc, k¥ nang lanh dao, quan ly cho
ngudi dimg dau va cip pho ciia ngudi dimg dau phong, khoa, ban hoic cac don
vi tuong duong cap phong cua cac don vi sy nghlep cong 1ap (sau day goi tit la
Chuong trinh bdi dudng lanh dao, quan ly cip phong thudc don vi sy nghiép
céng 1ap).
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3. Loai chuong trinh bdi dudng bit budc cdp nhat kién thirc, k§ ning nghé
nghi€p chuyén nganh hang nam.

Cin cir dic thi nghé nghiép, cac Bo quan ly chirc danh _nghé nghi¢p vién chirc
chuyén nganh quy dinh chuong trinh, thoi gian, ndi dung, 5 chirc bién soan, tham
dinh chuong trinh, tai liéu, t6 chirc boi dudng, ‘loai chimg chi chuwong trinh boi
dudng bat bugc cdp nhét ki€n thirc, k§ nang nghé nghi¢p chuyén nganh hang nam
bao dam tinh kha thi; tao dicu kién chu dng cho céc co quan, don vi quan ly va su
dung vién chirc thyc hién.

Piéu 5. Ap dung chwong trinh bdi dwdmg

Chuong trinh béi dudng d6i v6i vién chic 1am viéc & cac bé phan hanh
chinh, tong hgp, quan tri vin phong, ké hoach, tai chinh cua don vi sy nghiép
cdng lap dugc ap dung cac chuong trinh boi dudng theo tiéu chuan ngach cong
chirc tuwong ung.

Piéu 6. Yéu chu d6i véi viéc bién soan chwong trinh, tai liéu

1. Chuong trinh, ti li¢u dugc bién soan can cit vao tiéu chudn chirc danh nghé
nghiép vién chirc, tiéu chuan chirc danh lanh dao, quan 1y va yéu ciu cua thyc tién
trong timg giai doan.

2. Ni dung cdc chuong trinh, tai ligu phai bdo dam két hop giira ly luan va
thyc tién; kién thirc, kinh nghiém va ky nang thuc hanh; khong trung lap.

3. Chuong trinh, tai liéu,phéi thuong xuyén duge bd sung, cap nhat, nang cao,
phi hgp vai tinh hinh thyc té.

Piéu 7. Ciu tric thdi lwgng ndi dung chwong trinh bdi dudmg

1. Chuong trinh bbi duﬁ'ng theo tiéu chuan chirc danh nghé nghiép

a) Phan I: Kién thirc vé chinh tri, v& quan 1y nha nudc va céc k¥ nidng chung
chiém khoang 30% thdi lugng ciia chuong trinh;

b) Phéan II: Kten thirc, k¥ ning nghé nghiép chuyén nganh va dao duc nghé
nghiép theo yéu ciu cua timg hang chirc danh nghé nghiép chiém khoang 70% thdoi
lugng cia chuong trinh.

2. Chuong trinh boi dl.rﬁng ning lyc, k¥ ning lanh dao, quan ly

a) Phén I: Kién thirc vé& chinh trj, vé qudn ly nha nudc va cac ky ning chung
chiém khoang 50% thdi lwgng cia chuong trinh;

b) Phan II: Nang lyc, k¥ ning lanh dao, quéan 1y theo yéu cdu cua timg cép
quan 1y chiém khoang 50% thdi lugng cta chuong trinh.

Diéu 8. Quéan Iy chwong trinh bdi dwdng

1. Bd Noi vu quén ly chuong trinh bdi dudng ning lyc, ky ning lanh dao,
quan ly.
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2. Cac Bo quén ly chirc danh ngl:lé nghiép vién chirc chuyén nganh quan ly
chuong t'rinh bo6i dudmg theo tiéu chuan chirc danh nghé nghiép; chuong trinh bdi
dudng bit budc cap nhit kién thirc, k§ ning nghé nghiép chuyén nganh hang nam.

~ Céc chuong trinh boi dudng theo tiéu chuén chirc danh nghé nghiép phai c6 y
kién tham dinh ctia B Noi vu truéc khi ban hanh. Néu khong c6 y kién thdm dinh
ma vin ban hanh thi c4c chimg chi cp theo chuong trinh bdi dudng nay khéng c6
gia tri sir dung.

3. Nhiém vu quan ly chuong trinh gdm:

a) T4 chirc bién soan;

b) T chirc tham dinh, danh gi4;

c) Phé duyét, ban hanh va huéng din thyc hién.

Pitu 9. Té chirc bién soan tai liéu bdi dudmg

1. B§ Noi vy td chirc bién soan tai ligu bE‘ii dudng lanh dao, quan 1y don vj sy
nghiép thudc Bo, thudc tinh, thudc huyén, cip phong thu¢c don vi sy nghiép cong
lap; huéng dan, hd trg cac Bo quan ly chic danh nghé nghiép vién chirc chuyén
nganh bién soan cac chuong trinh, tai liéu bdi dudng theo tiéu chuén chirc danh
nghé nghiép.

2. Cac B quan ly chic danh nghé nghiép vién chirc chuyén nganh t6 chirc
bién soan cac loai tai liéu sau:

a) Tai liéu bdi dudng theo tiéu chudn chirc danh nghé nghiép;

b) Tai liéu bdi dudng lanh dao, quan ly cip phong thudc don vi sy nghi¢p cong
lap trong linh vuc chuyén nganh trén co s& khung chuong trinh cép phong do Bj
NGi vu ban hanh;

¢) Tai liéu bdi dudng bt budc cap nhat kién thirc, k§ ning nghé nghiép chuyén
nganh hang nim.

Pidu 10. Thim dinh chwong trinh, tai liéu bdi duémg

1. Chuong trinh, tai liéu bdi dudng theo tiéu chuén chirc danh nghé nghiép va
chuong trinh, tai liéu bdi dudng ning lyc, k¥ ning lanh dao, quan ly phai dugc
thdm dinh trudce khi ban hanh.

2. Té chirc thim dinh chuong trinh, tai liéu

a) B§ truong cac Bo quan ly chuong trinh, t& chirc bién soan tai liéu theo quy
dinh tai c4c Piéu 8, 9 'I'hong tu nay ra Quyét dmh thanh 1ap Hoi dong thdm dinh
céc chuong trinh, tai liéu bdi dudng duoc phan cip;

b) Hbi dong thim dinh c6 7 (biy) uy vién; trong 46 c6 Chu tich Hoi ddng,
Thu ky Hoi dong va 2 (hai) uy vién ki€ém phan bién;
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¢) Céc uy vién Hoi dong phai 1 nhimg nha quén ly, khoa hoc c6 kinh nghiém,
uy tin va trinh d§ chuyén mén phit hgp véi ndi dung chuong trinh, tai liu dugc
thdm dinh; trong d6 s lugng iy vién 1a cac nha quan 1y gdm 4 (bdn) ngudi, cac
nha khoa hoc gém 3 (ba) ngudi.

3. Nhiém vu cia dy vién Hoi ddng thim dinh, ché d6 1am viéc cia Hoi dong
thdm dinh, cudc hop ctia Hoi ddng thim dinh ap dung cac quy dinh tai cac Diéu S,
6, 7 Thong tr sé 03/2011/TT-BNV ngay 25 thang 01 nim 2011 cia B Néi vu
huéng dan thye hién mét sé diéu cia Nghi dinh s6 18/2010/ND-CP ngay 05 théng 3
nam 2010 ciia Chinh phu vé dio tao, bdi dudng cong chirc.

4. Co quan giup viéc to chirc thim dinh

a) Pon vi gitp viéc td chirc thim dinh cac chuong trinh, tai liéu thudc tham
quyén quan Iy ciia Bd Noi vu 1a Vu Dao tao, bdi dudng can bd, cong chirc.

b) Pon vi gitp viéc té chirc thim dinh cac chuong trinh, tai liéu thuc thim
quyén quan ly ciia cic B§ quan ly vién chirc chuyén nganh 12 Vu T chirc can bd
hodc cac don vi tham muu, quén ly vién chirc chuyén nganh.

Chuong IT1
TO CHUC, PHUONG PHAP, HINH THUC BOI DUONG

Piéu 11. T6 chirc bdi dudng

1. Hoc vién Hanh chinh Quéc gia t6 chirc bdi dudmg cac chwong trinh sau:

a) Chuong trinh bdi dudng lanh dao, quan 1y don vi su nghiép thuge Bo, thude
tinh, thugc huyén, cap phong thudc don vi su nghiép cong lap;

b) Cac chuong trinh bdi dudng khac do cip cé thim quyén giao.

2. Can cir d& nghi cta cic bd, co quan ngang bd, co quan thudc Chinh phu, cac
co quan Trung uong, Uy ban nhén dan cac tinh, thanh phé tryc thudc Trung uong,
B¢ truomg Bo Noi vu quyét dinh giao nhiém vu td chirc bdi dudng céc chuong
trinh cy thé cho cic co s& dio tao, bdi dudng can bd, cong chirc clia b, co quan
ngang bj, co quan thugc Chinh phu, ciac co quan Trung wong; Truémg Chinh tri
tinh, thanh phé tryc thugc Trung wong; cac co s& dao tao, nghién ciru thugc hé
théng gido duc qubc dan cé du ning lyc va chuyén mén phu hop.

3. B§ trudng, Thu trudng co quan ngang by, co quan thudc Chinh phu, cac co
quan Trung wong, Chu tich Uy ban nhan dan tinh, thanh phé triyc thugc Trung
wong quyét dinh giao té chirc bdi dudmg chuong trinh bdi dudng bat budc cap nhat
kién thirc, k¥ nang nghé nghiép chuyén nganh hang ndm cho cac co s dao tao cé
du nang lyc va chuyén mén phu hgp.
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Piéu 12. Phwong phap bdi dwdng

St dung phuong phap tich cuc, ph'ét huy tinh ty gidc, chi dgng va tur duy sang
tao ctia ngudi hoc, ting cudng trao dbi thong tin, kién thirc va kinh nghiém giira
giang vién vdi hoc vién va giira cac hoc vién.

Piéu 13, Hinh thirc bdi dwimng

1. Tap trung.

2. Ban téap trung.

3. Viura lam vira hoc.

4. Tu xa.

Chuong IV
CHUNG CHi BOI DUONG

Pidu 14. Chiimg chi bdi dudng vién chirc

1. Chimg chi b6i dudng vién chirc gom:

a) Chimg chi bdi dudng theo tiéu chuin chirc danh nghé nghiép;

b) Chimg chi bdi dudng ning lyc, ki ning lanh dao, quan ly;

¢) Chimg chi bdi dudng bt budc cap nhat kién thirc, k¥ ning nghé nghiép
chuyén nganh hang nam.

2. Co s& dao tao, bdi dudng cdp chimg chi cic chuong trinh béi dudng dugce
giao thuc hién.

Pidu 15. In, cdp va quin ly chimg chi

1. Chimg chi bdi dudmg dugc cip 1 (mét) lan sau khi khéa hoc két thic.

2. Trudng hop chimg chi bj mat, hu hong, ngudi duge cép chimg chi c6 don dé
nghi thi dugc co sd ddo tao, boi dudng cap giay chimg nhén da hoan thanh khéa hoc.

3. Cic co s& dao tao, bdi dudng 14p sd quan ly viéc clp chimg chi theo quy
dinh hién hanh.

Piéu 16. Diéu ki¢n dé dwgc cip chimg chi

Chimg chi bdi dudng dugc cip cho nhimg hoc vién cé da cic diéu kién sau day:

1. Tham gia hoc tép ddy du cac ndi dung quy dinh ciia chuong trinh bdi dudng.

2. Co du céc bai kiém tra gilra khéa va bai lf.iém tra cudi khéa theo quy dinh; cic
bai kiém tra phai dat tir 5 (ndm) diém tr¢ lén (cham theo thang diém 10 (mudi)).

3. Chép hanh diing ndi quy hoc tap.
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Diéu 17. Gia trj sir dung chiing chi

1. Chimg chi bdi dutng theo tiéu chuén chirc danh nghé nghiép; chimg chi bdi
dudng néng luc, k¥ ning lanh dao, quan ly c6 gia tri sir dung trén pham vi toan quoc.

2. Chimg chi bdi dudng theo tidu chuén chirc danh nghé nghiép 12 mot trong
nhimg diéu kién dé vién chirc dang ky dur thi thing hang, bd nhiém vao hang déa

hoc va dugc hoc chwong trinh theo tiéu chudn chirc danh nghé nghiép hang cao
hon lién ké.

3. Chimg chi bdi dudng nang lyc, k¥ nang lanh dao, quan ly 12 mdt trong
nhimg diéu kién dé xem xét, quyét dinh bd nhiém vién chirc giir chirc vu 1anh dao,
quan ly.

Piéu 18. Xir Iy vi pham

1. Chimg chi bdi dudmg bi thu hdi trorg cac trudng hop sau:

a) Chimg chi duoc cép khong hop phép;

b) Viéc cap chimg chi vi pham cac quy dinh tai Théng tu nay.

2. Cong chuc, vién chirc ¢é hanh vi vi pham trong viéc in, cép, quan ly va sir
dung chimg chi bdi dudng thi pha1 bi xur ly ky luat theo quy dinh cta Luat Cén b,

cong chirc, Luat Vién chirc. Néu du yéu té ciu thanh t6i pham thi bi truy ciru trach
nhiém hinh sy theo quy dinh cia phap luét.

Piéu 19. Miu chirng chi

B$ Noi vu quy dinh mau ching chi bdi dudng vién chirc sir dung théng nhit
trong pham vi ca nuéc duge hwdng dan tai Phu luc kém theo Théng tu nay.

. _ Chwong V ]
QUYEN LQT, TRACH NHIEM CUA VIEN CHUC
VA KINH PHI PAO TAO, BOI DUONG

Diéu 20. Diéu kién vién chirc dwgec cir di bdi duémg & nuéc ngodi
1. Con du tudi céng tac it nhit 1 (mdt) nim tinh tix khi khéa bdi dudng bat diu.
2. Khéng trong thdi gian xem xét, thi hanh ky luat tir khién trach tré 1én; hoic

khong thudc truong hop chua dugc xuét canh, nhdp canh theo quy dinh cia phap
luat hién hanh vé xuét canh, nhép canh cua c6ng din Viét Nam.

3. Vién chitc dugc cir di bdi dudng phai dugc co quan x4c nhan hoan thanh tét
nhiém vu duoc giao.

4. Yéu cau nhiém vu dm;rc giao clia vién chirc dugc cir di bdi dudng phéi phu
hop v6i ndi dung cia khéa bdi dudng.

5. Bao dam sirc khoe.
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Piéu 21. Diéu kién aé vién chirc dwgc cir di dao tao sau dai hoc

1. Bao dam thoi gian cong tac cua vién chirc sau khi t6t nghiép chuong trinh
dao tao t61 thiéu gap 2 (hai) 1an théi gian dao tao.

2. C6é cam két thyc hién nhiém vu, hoat ddng nghé nghiép tai d(m,vi su nghiép
cfmg 1ap sau khi hoan thanh chuong trinh dao tao trong thoi gian it nhat gap 2 (hai)
lan thoi gian dao tao.

3. Chuyén nganh dao tao phu hop véi yéu cau chirc danh nghé nghiép.

4. C6 niing lyc va trinh d¢ chuyén mon, dap (mg yéu cau sir dung lau dai, ké
hoach phat trién ngudn nhan lyc cua co quan, don vi.

5. Vién chirc dugce cir di hoc theo cac chuong trinh hop tac véi nudc ngoai
duogc ky két hosc gia nhip nhin danh Nha nudc Cong hoa xa hoi chu nghia Viét
Nam, ngoai cac quy dinh tai cac Khoan 1, 2, 3, 4 Bxeu nay, con phai thuc hle;n quy
dinh Luat Ky két, gia nhap va thuc hién dleu wdc qudc té va dap ung yéu cau khac
cuia chuong trinh hop tac.

Piéu 22. Cic trurdmg hep vién chirc dwgc cir di dao tao trinh dj trung cip,
cao diang, dai hoc

1. Do sip xép lai cac don vi sy nghiép cong 1ap.

2. Pé dap img yéu cau phat trién va ning cao chat lvong ngudn nhén luc trong
cac nganh déc thu.

Piéu 23. Quyén l¢i ciia vién chire duge cir di dao tao, bdi dudng

1. Vién chirc duge cir di dio tao, bdi dudng trong nudc:

a) Pugc don vi sur nghiép cong lap bb tri thoi gian va kinh phi theo quy dinh;

b) Pugec tinh thoi gian dao tao, bdi dudmg vao thdi gian cong tac lién tuc;

¢) Pugc hudng nguyén luong, cic ché db phu cip khac duge hudng theo quy
dinh cua phéap luat;

d) Pugc biéu duong, khen thudng vé két qua xuét sic trong dao tao, boi dudng.

2. Vién chirc duogce cir di dao tao, bdi dudng & nudc ngoai dugc hudng quyén
lgi theo quy dinh cua phap ludt va quy ché cia co quan, don vi.

Piéu 24. Trich nhiém ciia vién chirc

1. Thyc hién cac quy dinh vé dao tao, bdi dudng vién chirc.

2. Thyc hién nghiém chinh quy ché dao tao, bdi dudng va chiu su quan ly cua
co s& dao tao, boi dudng trong thai gian tham gia khda hoc.

Piéu 25. Pén b chi phi dao tao, bdi dudmg

Viéc dén bu chi phi dao tao, bdi dudmg d6i véi vién chirc thuc hién theo quy
dinh cia phap luit hién hanh.
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Pidu 26. Kinh phi do tao, bdi duwdmg

Kinh phi dio tao, bdi dudmg vién chirc dugc ldy tir cac nguén: Kinh phi cia
don vi sy nghiép cong 1dp, ciia vién chirc; tai trg ciia td6 chirc, c4 nhén trong va
ngoai nudc.

Diéu 27. Ché d9 bdo cdo cong tic dio tao, bdi dudng vién chirc

1. B§, co quan ngang bf, co quan thugc Chinh phi, cac co quan Trung vong,
Uy ban nhin dan tinh, thanh pho tryc thude Trung wong c6 trach nhiém giri bao
cao ket qua dao tao, boi dudng vién chirc hang ndm vé B§ N§i vu truéc ngay 31
thang 01 ctia ndm tiép theo.

2. Vu (Ban) Td chirc can bd cac bd, co quan ngang bJ, cO quan thudéc Chinh
phu, ciac co quan Trung wong; S& NOi vu cac tinh, thanh phd truc thudc Trung
vong la don vi ddu moéi gidp Bo truong, Thu truong co quan ngang by, Thu trudng
co quan thudc Chinh pha, Thu truéng cac co quan Trung wong, Chu tich Uy ban
nhan dan tinh quan ly nha nudc dao tao, boi dudng vién chirc ¢é trach nhiém tong
hop két qua dao tao, bdi dudng vién chirc giri co quan c6 thim quyén.

. Chlr:'mg \'% |
PIEU KHOAN THI HANH

Piéu 28. Hi¢u Iyc thi hanh

Thong tu ndy c6 hiéu lyc thi hanh ké tir ngay 02 thang 02 nam 2015.

Piéu 29. Trach nhiém thi hanh

1. B trwéng, Tha truéng co quan ngang bg, Thu truéng co quan thuge Chinh
phu, Thu truéng cac co quan Trung wong, Chu tich Uy ban nhén dén cac tinh,
thanh phd truc thugc Trung wong chju trach nhi¢m thi hanh Thong tur nay.

2. Trong qué trinh thyc hién néu c6 khé khan, vuéng mic, dé nghj c4c co quan,
don vj phan anh vé B$ Noi vu dé nghién ciru, giai quyét./.

KT.BQ TRUONG
THU TRUGNG

Tran Anh Tuén
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Phu luc
MAU CHUNG CHi BOI DUONG VIEN CHUC
(Kém theo Théng tu sé 19/2014/TT-BNV
ngay 04 thang 12 ndm 2014 cua B¢ Néi vu)

1. Kich thudc chimg chi: 13 cm x 19 cm

2. Mau chimg chi: Mat ngoai chirng chi boi dudng vién chirc 1a mau niu, mit
trong mau tring.

3. K¥ thuét trinh bay:

Chitng chi khi gép lai theo chiéu doc c6 4 trang:

a) Trang 1: Trén cing cé Quéc hiéu “CONG HOA XA HQI CHU NGHIA
VIET NAM?” dugc trinh bay bing phong chit Times New Roman, c& chir 12, kiéu
chir in hoa, ding, ddm, mau nhii vang.

Tiép dén 13 hinh Qudc huy, mau nhii vang.

Sau d6 1a dong chir “CHUNG CHI” & giira trang, dugc trinh bay bing phong
chir Times New Roman, c& chit 20, kiéu chir in hoa, dimg, dam, mau nhii vang.

b) Trang 2: Dong trén cung la “TEN CO QUAN, TO CHUC CHU QUAN”
truc tiép cuia co s& dao tao, bdi dudng, dugc trinh bay bing phong chi Times New
Roman, c& chir 12, kiéu chir in hoa, dimg.

Dong tiép theo 12 “TEN CO SG PAO TAO, BOI DUONG?” dugc ghi diy du
theo tén goi chinh thirc trong van ban phap ly thanh lip, dugc trinh bay bing
phéng chir Times New Roman, ¢& chir 13, kiéu chir in hoa, dimg, dam.

Tiép theo 1a anh cia hoc vién dugc cip chimg chi, c& anh 4 cm x 6 cm, dugc
déng ddu ndi. Dong cudi 13 sé Quyét dinh cip chimg chi, dugc trinh bay bing
phong chir Times New Roman, ¢& chir 13, kiéu chir dimg.

¢) Trang 3: Dong chir trén cung 1a Qudc hiéu “CONG HOA XA HQI CHU
NGHIA VIET NAM?” dugc trinh bay bang phong chir Times New Roman, c&
chir 12, kiéu chir in hoa, dimg, dam.

Dong chir dusi “Pc 1ap - Ty do - Hanh phiic” dugc trinh bay bing chir
Times New Roman, c& chir 13, kiéu chir dimg, dam; chir cai diu cua cic cum tir
dugc viét hoa, giira cdc cum tir cé gach ngang nho; phia duéi c6 dudng ké ngang,
nét lién, c6 d6 dai bang d¢ dai ctia dong chir.

Tiép dén 1a dong chir “GIAM POC (HIEU TRUGNG) CO SG PAO TAO,
BOI DUGNG”. Tén co sé dio tao, bdi dudng dugc ghi ddy du nhu & trang 2,
phdng chir Times New Roman, ¢& chir 12, kiéu chir in hoa, dimg.
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Tiép theo 1a cac dong “Chimg nhén; Ngay, thang, ndm sinh; Pon vi cong téc;
D3 hoan thanh chuong trinh; Tir ngay.... thang.... Nam....; Dén ngdy.... Thang....
ndm....” dugc trinh bay béng phdng chit Times New Roman, c& chir 12, kiéu chit
dimg; chir cai ddu cua cic cum tir dugc viét hoa.

Céc dong chir ghi dia danh va ngay, thang, nim cip chimg chi dugc trinh bay
bing phong chir Times New Roman, c¢& chir 12, kiéu chit nghiéng; dbi véi nhimg
s6 chi ngay nho hon 10 va thang 1, 2 phai ghi thém sb 0 & truéc; sau dia danh c6
déu phiy.

Dong tiép theo ghi chirc vu, chit ky, ho tén ciia Giam déc (Hiéu truéng) va déu
clia co s¢ dao tao, boi dudng. Chirc vu clia ngudi ky dugc trinh bay bing chir
Times New Roman, ¢& chit 13, kiéu chir in hoa, dimg, ddm. Ho tén cua ngudi ky
dugc trinh by bing chir Times New Roman, c& chir 13, kiéu chit dimg, ddm.

d) Kich thuéc Quéc huy va céc chi tiét trinh bay khéac do cic co s dao tao, bdi
dudmng can bd, cong chirc quyét dinh nhung bao dam sy can dbi chung.



4, Mau mjt ngoai clia chimg chi

. CONG HOA XA HOI CHU NGHIA VIET NAM

CHUNG CHI

Y10Z-TI-ST ARBN/BPIT + LPI1 9S/0Vd DNQD
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5. Mau mit trong ciia chimg chi

TEN CO QUAN, TO CHUC CAP TREN
TEN CG SG'DAO TAO, BOI DUONG

Anh
4x6

So:

Cong hoa xa h{i chii nghia Vit Nam
Péc lip - Ty do - Hanh phic

Gidm dbc (hiéu trudmg)
co sor dao tao, boi dudng

......................................................................................

......................................................................................

Tl ngdy...... thing.....vvee 1111 P
- Dén ngay......... NG T,

Gidm doc (Hiéu truéng)

(Ky tén, dong ddu, ghi rd ho tén)
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