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QUY CHE 
QUAN LY VA DUNG HO SO CAN BO 
Cf1A. BAO HIEM TIEN GO VIET NAM 

(Ban hanh kern theo Quyit dinh so /QD-BHTG 
ngay thang nam 2021 cita Hoi cong  quail tri Bao hiem ten 	NO Nam) 

Chuang I 
QUY DINH CHUNG 

Dieu 1. Phum vi dieu chink 

Quy the nay quy dinh nguyen tac xay dung quan 1ST va sir dung h6 so can 
b6; thanh phan ho so can b6; mau Neu quan 1ST hO so can b6; the d6 quan 1ST ho 
so can b6 va trach nhiem cua don vi, ca nhan c6 lien quan trong cong tac quan 1ST 

h6 so can b6 Bao hiem tien giri  Viet Nam. 

Dieu 2. Doi ttrqng Ap dung 

Quy the nay ap (Ring d6i vai ca nhan, don vi thu'6c Bao hiem tien giri 
Viet Nam va ca nhan, don vi có lien quan. 

Dieu 3. Giai thich tir ngir 

Trong Quy the nay, cac tir ngft duai day du9c hieu nhu sau: 

1."Ngtroi quan 1f7": la cac thanh vier). thu6c Ban lanh dap Bao hiem tien 
giri Viet Nam, bao g6m Chu tich H6i d6ng quan tri, T6ng giam d6c, thanh vien 
H6i dang quan tri, thanh vien Ban dieu hanh va Kiem soat vien. 

2. "Can 	bao g6m ngtreyi lao d6ng gift chirc vu lanh dao thu6c dien 

H6i dOng quan tri quail 1ST, nguoi lao d6ng gift chirc vu lanh dao thu6c dien T6ng 
giam d6c quan 1ST va nguari lao d6ng khong gift chirc vu lanh dao cua Bao hiem 
tien gui Viet Nam. 

3. "Ha so• can b0": la tai lieu phap 1ST phan anh cac thOng tin co ban nhat 
ve can b6, bao g6m: ngu6n g6c xuat than, qua trinh hoc tap, qua trinh cong tac, 
hoan canh kinh te, pham chat, trinh do, nang 	cac m6i quan he gia dinh va xa 
h6i ciia can b6 the hien o' so yeu 1ST lich, van bang, chirng chi va cac van ban, tai 
lieu có lien quan khac, duce cap nhat trong qua trinh cong tac dm can b6 ke tir 
khi &lye tuy'en dung. 
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4." Do'n vi : Phong, ban tai Trp chinh, Chi nhanh/Van phong dai dien 
(nett co) dm Bao hiem tien giri Viet Nam. 

5. "Dan 14 quiin iy hj so': Phong TO chirc can be (tai Trp so chinh), 
PhOng Ranh chinh nhan six ( tai Chi nhanh). 

6. "Lanh ciao don vi quiin If, can bit: Chit'  tich Hei deng quan tri, TOng 

giam dec hoac ngtroi dugc uy quyen, giao nhiem vu trong cong tac can be; 
Giam dec Chi nhanh, Truang van phong dai dien (neu co) 

Chuong II 

QUY DINH CU THE 

Dieu 4. Phan cap do'n vi quail 15,  HO so' can hi) 

1. Tai Tru so' chinh: 

a. Dan vi quail 13'T 116 so can be: PhOng TO chirc can be; 

b. Pham vi quan ly hO so can be: Ngueri quan ly, ngtroi lao deng tai Trp 
so chinh, Giam dOc Chi nhanh, PhO giarn d'Oc Chi nhanh, Tru&ng van phong dai 
dien, PhO van phOng dai dien (neu c6); 

2. Tai Chi nhanh, Van phOng dai dien (lieu co): 

a. Don vi quan 1ST HO so can be: Phong Hanh chinh nhan six hoac be phan 
hanh chinh nhan su. 

b. Pham vi quan ly he so can be: Trugng phong, Ph6 trueng phong va 

nguen lao deng Chi nhanh. 

Dieu 5. Nguyen tac quan 157, sir dung hO so' can b0 

1. Dam bao six quan 13'T thOng nhat trong cong tac quan 13'T h6 so can be tai 
Bao hiem den giri Viet Nam. Viec quail 13'T hO so can be la trach nhiem ctia don 
vi quan ly hO so can be. Nghiem cam viec phat tan thong tin trong 116 so can be. 

2. Cong tac xay dung va quan ly 116 so can be dugc thgc hien thong nhat, 
khoa hoc, phan anh day du, chinh xac thOng tin dm tong can be tir khi dugc 
tuyen dung, tip nhan cho den khi khong con lam viec tai cac don vi thuec Bao 
hiem tien giri Viet Nam dap img yeti cau nghien ciru, thOng ke, danh gia, tuyen 
chen, ciao tao, bOi duang, b6 nhiem, dieu deng, luan chuyen, b6 tri sir dpng, 
khen thuong, kST luat, nghi htru va thgc hien chinh sach dOi vai can be. 

3. HO so can be dugc xay dung, quan VT, sir dung va bao quail vinh vin 

theo the de tai lieu mat theo quy dinh cua phap luat va cua Bao hiem tien giri 
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Viet Nam; chi nhung ngired duoc dan vi quan 1ST he) so can 13,9 gong ST bang van 
ban mai &roc nghien ciru, sir dung va khai thac 119 so can b9. 

4. Can b9 có trach nhiem ke khai ddy du, I-6 rang, chinh xac va chiu trach 
nhiem ve tinh trung thgc cua nhimg thong tin trong h9 so' do minh ke khai, cung 
cap. Nhung thong tin do can b9 ke khai phai &roc ca quan, don vi có thdm 
quyen xac nhan, &mg &du. 

5. HO so can b9 phai dixoc nhap va luu gift tren phdn mem quan 1ST can b9 
cua Bao hiem tien giri Viet Nam va cac chuong trinh tren may tinh phu h9p vai 
dac thu cong viec. 

Dieu 6. Vay dung hO so', thanh phAn hO so' can b0 

1. Doi von ngtrod quan 1ST 

Ngired quan 1ST Bao hiem tien giri Viet Nam thu9c cap quan 1ST Ban can sg 
Dang, Thong clac Ngan hang Nha NtrOc, do do he) so can b9 do Ngan hang Nha 
nuarc quan 132. Tuy nhien, de dam bao thirc hien cac the d9 chinh sach, thong tin 
luon &roc kip thOi, Phong T9 chirc can b9 la don vi ddu mai phai hop Ngan 
hang Nha Nu& sao ban he) so cilia nguen quan 1ST va thgc hien quan 132, cap nhat, 
luu song song tai Bao hiem tien giri Viet Nam. 

2. Doi vai can b9 tuyen dung mefi, xet tuyen, tiep nhan 

Trong tiled Ilan 30 ngay, ke tir ngay có quyet dinh tuyen clung, tiep nhan, 
don vi quan 1ST he) so can b9 co trach nhiem huang clan can b9 ke khai, kiem tra, 
xac minh cac thong tin do can b9 tir ke khai, dai chieu \Ted ho so tuyen dung va 
so yeti 1ST lich do co quan co thdm quyen xac nhan. Deng then htrang an can b9 
hoan chinh cac thanh phAn ho so gac. 

HO so gac bao g9m cac thanh phdn sau day: 

a. Ban gac so yeu 1ST lich theo masu quy dinh, co xac nhan dm co quan CO 
thdm quyen, la tai lieu quan trong phan anh torn tat thong tin ve ban than, mai 
quan he gia dinh va xa h9i dm can b9. So yeti 1ST lich do can b9 to ke khai. 

b. Ban sao gidy khai sinh, chimg minh nhan dan/can cu.& cong dan, so h9 
khdu có cong chimg dm co quan có thdm quyen theo quy dinh cua phap luat; 

c. Gidy chimg nhan sirc khoe do co soy to tir cap huyen tra len cap va con 
gia tri sir dung theo quy dinh cua phap luat; 

d. Ban sao cong chimg cac gidy to' co lien quan den trinh d9 dao tao, bai 
duong dm can b9 nhu: bang diem, van bAng, chi:mg chi ve trinh do dao tao 
chuyen mon, 1ST luan chinh tri, ngoai ngtr, tin hoc, ben &rang nghiep vu do co 
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quan co tham quyen cap. Trugng hop cac van bang, chirng chi dao tao do co so• 
dao tao nugc ngoai cap ngoai lanh th6 Viet Nam thi phal dirge dich thu'at sang 

Tieng Viet. 

e. Cac quyet Binh tuyen dung hoac xet tuyen, tiep nhan cua Bao hiem tien 
giri Viet Nam; giay cham dirt Hop ding lao ding va thoi tra luang tai clan vi cu 
(neu co); 

f. 02 anh 3x4; 

g. S6 bao hiem xa hOi (d6i vii can bO da có tiled gian cong tac va tham gia 

Bao hiem xa h61) 

h. Danh muc liet ke tai lieu hO so can bO. 

3. D6i vii canbO dang ding tac 

Ngoai 116 so g6c quy dinh tai Khoan 1 Dieu nay, thanh phan hO so khac 
cua canbO dang cong tac bao g6m: 

a. Ban sao °Lau do cac quyet Binh ve viec dieu ding, b6 nhiem, nang 
nang ngach, nghi khong hugng luang, tam hoan hop ding lao ding, cir di 

hoc, khen thugng, kSr luat dia can bO; 

b. Ban to 'dem diem, tv nhan xet, danh gia phan loai hang nam cUa can bO; 

c. Ban ke khai tai san d6i vai cac d6i tugng can bO bat buOc ke khai tai 
san theo quy dinh hien hanh; 

d. Lim till don, this kern theo cac van ban tham tra, xac minh, bien ban, 
ket Juan dm co quan, to chirc, don vi có tham quyen ve nhfing van de lien quan 
den can loO va gia dinh can bO dugc phan anh trong don, thu. Khong ltru nhang 
thu nac danh, don, thu chug dugc xem xet, ket Juan dm co quan co tham quyen 
(neu co); 

e. Van ban khac co lien quan trirc AD den qua trinh cong tac va cac quan 
he xa hOi cila can bO, 

f. Can bO dugc b6 nhiem gift chirc vu lanh ciao phai b6 sung day dU cac tai 
lieu có lien quan den viec bo nhiem vao h6 so canbO. 

4. Trong thoi han 30 ngdy, ke -Ur ngay can bO có guy& dinh nghi huu, nghi 
hugng the do Bao hiem xa hOi, charn dirt hop ding lao ding hoc tir trail thi 
viec quan ly 116 so dugc thgc hien theo Khoan 3 Dieu 9 Quy the nay. 

5. HO so g6c cua can bO thuOc tai lieu luu trir lich sir, thoi han bao quan 

vinh 
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6. Truang hop thieu cac thanh phan ho so gOc ho4c khOng c6 ha so g6c 
thi viec xay dung, hoan thin h6 so gOc &roc thirc hien nhu sau: 

a. Trong thai han 30 ngay ke tix ngay phat hien ha so' can 1)6 thieu cac 
thanh phan ha so g6c ho4c khOng c6 ha so g6c, don vi quail 13% ha so can b6 c6 
trach nhiem yeu call can b6 phai hoan thien, b6 sung cac thanh phan h6 so g6c 
theo quy dinh tai Khoan 2 Dieu nay. 

b. Truang hap khong th6 hoan thien, b6 sung day du cac thanh phan ha so 
g6c thi can cir vao giay khai sinh g6c de hoan thien cac thanh phan ha so khac 
ho4c lap mai h6 so can b6 theo quy dinh tai Khoan 2 Di'eu nay. 

Dieu 7. "lieu mall quail 15T hO so• can 130 

1. S6 theo doi clang kyi giao nhan va six dung ha so can b6 (ML 
QLHS/01); 

2. Bien ban ban giao ho so can b6 (Mau QLHS/02); 

3. Bi ho so (Mau QLHS/03); 

4. Phiki tra ciru ha so can b'6 (QLHS/04). 

Dieu 8. Che c10 bo sung, sira china din lieu hO so• can bi) 

1. Che do b6 sung ha so canb6 

Dinh ki truck ngdy 31 thang 12 hang nam, don vi quan 13"/ h6 so can b6 
huang an can b6 ke khai, 1)6 sung nhang thong tin phat sinh trong nam lien 
quan an ban than, quan he gia dinh, xa h6i. Can b6 phai n6p b6 sung ban sao 
cac van bang, chi mg chi dugc cap trong nam (neu co). 

Truang hcyp cac thong tin phat sinh do can b6 to ke khai khong day 
khong chinh xac hoac c6 sty gian lan thi nguai to ke khai phai chiu trach nhie'm 
truac don vi quanlYTh6 so va truck phap luat. 

2. Truang hop lap moi, thay the ho so can b6 khi hO so bi hu h6ng, that 
lac phai dirgc T6ng giam d6c hoac nguai duac fly quye'n quye't dinh, thgc hien 

nhu sau: 

a. Trong thai gian 30 ngay ke tir ngay xac dinh ha so can b6 bi hu hong, 
that lac, don vi quan 1Y7 ha so can b6 c6 trach nhie'm thong bac) cho can b6 de 
huang clan ke khai, xac minh va hoan thin h6 so theo quy dinh tai Khoan 2 va 
Khoan 3 Diki 6 Quy ch6 nay; 

b. Sau khi can b6 to ke khai va hoan thien ha so, T6ng giam d6c ho4c 
nguai duoc uy quyki quye't dinh, c6 trach nhie'm kie'm tra, xac nhan thong tin 
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trong thanh phan ha so. Tru&ng hop cac thanh phan ha so thong nhat thong tin 
thi giri thong bac) bang van Phong TO chine can b9 xem xet va quyet dinh thine 
hien luu trir ho sa; 

c. Trugng hop sau khi can 1)9 ke khai, hoan thien ho sa nhung gift cac 
thanh phan ho sa khOng thong nhat thOng tin thi don vi quanlf ha sa can b9 bap 
cap Tong giam doe hok ngugi duck fly quyen giri van ban de nghi co quan có 
than' quyen thgc hien viec kiem tra, xac minh. 

d. Khong phai xac minh dai voi ha so hu hong, that lac do nguyen nhan 
khach quan trong cac trugng hop sau: 

- Cac thanh phan ha so bi hu hong, that lac khong phai thanh phan ha so 
gac quy dinh tai Khoan 2 Dieu 6 Quy the nay thi thgc hien the (19 ba sung nhu 
quy dinh ve the d9 b6 sung ha so; 

- Cac thanh phan ha so that lac nhung duck tim thy tra lai va tang hop 
thong tin \Ted cac thanh phan ho so khac trong ha so gac hok da duce co quan 
có tham quyen xac nhan tinh hop phap. 

3. Twang hop sira china cac dr lieu trong ha so.  can 119, hay cac tai lieu 
trong thanh phan ha so can b9 phai dugc Tang giam doe hok ngugi duck uy 
quyen quyet dinh thgc hien theo quy dinh cua phap luat. 

4. Trugng hop lap mai ha so can bit) khi thanh phan ha so gac hu hong, 
that lac hoac khi de nghi sira chira thong tin trong thanh phan ha sa gac cua can 
139 don vi quan 1T ha so 6..111)9 co trach nhiem bac) ca.() theo quy dinh tai Khoan 
8 Dieu nay. 

5. Trugng hop tim lai dugc ha sa, giAy ter gac bi that lac thi tiep tgc sir 
dung ha so, giAy to. g9c; ho so va cac giay to lap mai co gia tri tham khao. Neu 
cac thanh phan trong ho so g6c va ha so lap mai có six khac biet thi sir dung cac 
thanh phan trong ha so gac. 

6. Trugng hop can b9 con tir 12 thong ding tac tro xuang tinh den ngdy 
nghi huu thi khong sira chirra thOng tin trong thanh phan ho so gac cua can b9. 

7. Dinh ki truce 30 thang 6 hang nam hoac theo yeu cau dm cap co tham 
quyen, don vi quan ly ha so can b9 co trach nhiem tang hop, bao cao viec lap 
mai ha so can b9 cua nam truck. 

8. Ha sa de nghi lap mai khi hu hong, that lac va khi sira chita cac dit lieu 
thong tin trong ha so gek can b9 gam: 
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- Tie trinh de nghi dugc lap mgi ho so., sira china cac din lieu thong tin hO 
so can bO, 

- Bien ban ket luan tharn tra, xac minh doi voi truang hop Mr hong, that 
lac va sira china din lieu thong tin ho so gOc can bO. 

Dieu 9. Dieu 9. Cong tac tiep nh4n, chuyen giao ho so can bi) 

1. Cach thirc tiep nhan ho so can WO 

a. D'Oi vgi can bO tuyen dung moi, xet tuyen, tiep nhan: Yeu call can 1)0 
nap 637 cliih6 so can 1)0 theo quy dinh tai Khoan 2 Dieu 6 Quy the nay. 

b. D6i \Teri can 1)0 &roc dieu d'Ong, luan chuyen (Oita Triv so chinh va Chi 
nhanh hoc Oda Chi nhanh va Chi nhanh): De nghi dcm vi cong tac ca ban giao 
day du hO so can bO va hoan thien ho so theo quy dinh tai Khoan 2, Khoan 3 
Dieu 6 Quy the nay. 

2. Thai gian tiep nhan ho so tai da la 30 ngdy ke dr ngdy can bO có guy& 
dinh tuyen dung, tiep nhan, dieu dOng, Juan chuyen cua Bao hiem tien giri Viet 
Nam holac cap co tham quyen. 

3. CanbO nghi huu, cham dirt Hop d'Ong lao gong, chuyen cong tac den co 
quan, don vi mod hoc tin tran thi viec chuyen giao hO so &roc thirc hien nhu 
sau: 

a. Truang hop can bO nghi huu, tin tran thi &roc nhan 01 ban sao cua hO 
so can bO. HO so g'Oc Van do Bao hiem tien gai Viet Nam luu tris-  va bao quan, 
dua vao HO so thoi viec. 

b. Truang hop can bO cham dirt Hop clOng lao &Ong thi duct nhan lai ho 
so g6c. Bao hiem tien giri ltru 01 ban photo va dim vao HO so thoi viec. 

c. Truang hop can bo; dieu &Ong, Juan chuyen trong nOi bO Bao hiem tien 
giri Viet Nam hoc chuyen cong tee khOi Bao hiem tien giri Viet Nam don vi 
quan 15/ hO so can 130 tlwc hiec chuyen giao hO so can 1)0 cho don vi moi khi có 
yeti can bang van ban. HO so can bO phal dugc niem phong va clang clau. 

4. Don A quan13"ThO so can IDO la not tiep nhan, ban giao ho so cua can bo. 

Dieu 10. Tra cum, quart 1377 va sir dung ho so' can 130 

1. D6i tuvng 

a. Lanh dao don vi quan 1)',  can bO, don vi quan .1)"ThO so can bO dugc sir 
dung hO so. can Ix) de phtic vu yeu cau cong tac; 
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b. Can bo trong he thong Bao hiem tien giri Viet Nam vi muc dich chinh 
Bang deu doge phep sir dung, khai thac ha so can bO ca nhan. 

2. Tham quyen phe duyet va thu tuc tra ciru ho so can b0 

2.1. Tham quyen 

a. Can 13.0 co nhu cau tra ciru mot phan, toan b0 ha so can b0 hoac de nghi 
duvc cap ban sao has so can lo0 cua minh phai dirge six Tong )'T bang van ban dm 
lanh dao don vi quan VT ha so can 1)0 (Mau QLHS/04). 

b. Can b0 sir dung tai lieu vi muc dich cong viec phai c6 gib de nghi cua 
lanh dao don vi phu tack va phe duyet cua lanh dao don vi quail VT ha so can 130 

phe duyet. 

2.2. Thu tuc tra ciru ha so can b0 

a. Khi tra cuu ha so can 1)0 tai ch76 phai co " Phieu tra ciru ha so can b0". 
Phieu phai duos ghi day du cac not dung: H9 ten, phong ban, chirc danh, yeu 
cau tra ciru ha so ciia ai, ve van Te gi. Sau khi xem xong, nguei tra cuu phai tra 
Tu tai lieu mugn va kT tra vao So theo dal dang 1(-)"1 giao nhan va sir dung ho so 
can b0. 

b. Khi tra cixu ha so can 1)0 khong phai tai not luu trix thuc hien thii tuc 

theo quy dinh tai fi let a, Diem 2.2, Khoan 2 Dieu nay. Tru6c khi ban giao ha so, 
can b0 quan VT ha so can bO va nguOi mugn phai kiem tra tinh trang tai lieu va 
ghi cu the vao So theo dal Tang 1(32 giao nhan va sir dung ha so can b0. 

Thefi gian mugn khong qua 10 ngay lam viec. Trueyng hop cong viec chua 
giai guy& xong, nguati mugn xin gia han, theri gian gia han khong qua 05 ngay 

lam viec. 

c. Chi duvc xem nfrimg tai lieu (hoac mot phan tai lieu) co not dung lien 

quan den nhiem vu, cong viec ducyc giao; 

d. Khong duvc chiem doat hoac lam sai Lech not dung va hinh thirc ha so 
can 130 nhu: thy x6a, sira china, danh au, them, bat, that lac, hu hong hay xdo 

trOn cac tai lieu da c6 trong ha so; 

d. DucYc sao chup lai nhang tai lieu lien quan trong thanh phan ha so can 

110 khi dirge lanh dap don vi quail VT ha so can b0 dang T. Viec sao chup tai lieu 

do nguoi true tiep quan VT ho so can b0 tien hanh thgc hien va ban giao 

3. Nhiem vu &la ngiroi true tiep lam cong viec quan VT ha so can 1)0: 
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a. Cung cap dung va day du cac tai lieu cho nguOi den tra ciru, khai thac 
ha so can bO theo "Phieu tra ciru ha so can 1)0" khi da dirge don vi quan ly ha so 
can 17,0 chap thuan; 

b. Kiem tra tinh trang ha so khi tra dam bao day du nhu buoy tiled diem 
tra ciru va vao SO theo dOi dang ky giao nhan,sir dung ha so can bO theo quy 
dinh; 

c. Sao chep ha so cho nguai den tra ciru, khai thac ha so theo "Phieu tra 
ciru ha so can bO" khi da dugc six chap thuan cua lanh dao don vi quan ly ha so 
can 130. 

d. Can 130 quan 1y ha so can NI quan lY cac loci so sach, giay to theo doi 
viec khai thac, sir dung ha so can 130. 

4. Viec luu trir, bao quan ha so can IDO thgc hien theo huang dan tai Quy 
the van thu luu tra cua Bao hiem tien giri Viet Nam va cac quy dinh khac co 
lien quan. 

Dieu 11. Quin VT hO so' can 1345 (lien tir 

1. Quan ly thOng nhat va sir dung có hieu qua ha so can bO dien tir hinh 
thanh song song trong qua trinh quan lY ha so can bO giay. 

2. Dao tao, boi dueing can bO thuc hien cong tac quan lY ha so can bO dien 
tir có du trinh do, Id nang dap Ung yeu cau cong viec. 

3. Trang bi ha tang Id thuat, trang thiet bi, he thOng va giai phap cong 
nghe dap ung yeu cau luu tit an toan va to chirc sir dung hieu qua ha so can NI 
hieu qua. 

Dieu 12. Che di) bac, ea() cong tac quail 13'7hO so' can bi!) 

1. Thai diem bao cao cong tac quan lY ha so can 13,0 

Dinh kY hang nam, cham nhat 31 thang 1 dm nam sau cac Chi nhanh Bao 
hiem tien giri Viet Nam có trach nhiem bao cao cong tac quan ly ha so can 130 ve 
Bao hiem tien giri Viet Nam (qua PhOng TO chirc can bO) de tang hop, bao cao 
TOng giam dOc hoac nguai &roc uy quyen. 

2. MO dung, trinh to bao cao cong tac quan lY ha so can 130 

a. NOi dung bao cao: thuc tang so luting, chat luting ha so can 1)0; danh 
gia ket qua viec nghien ciru, sir dung, khai thac ha so, cu the nhu sau: 

- So luting ha so lap mai (ho so tuyen dung, xet tuyen, tiep nhan, ke ca ha 
so lap mai do bi hu hong, that lac hoac do sira china thong tin trong ha so), ha so 
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can ba 13'6 nhiem, dreu dang, chuyen cong tac trong va ra khoi he thong Bao 
hiem tien giri Viet Nam; 

- So luting can ba &roc giai quyet nghi htru, chim dirt hop clang hoac tin tran; 

- So prong ha sa bi hu hOng, thit lac va ha sa de nghi sira china thong tin 
trong thanh phin ha' sa gOc. 

b. Bao cao ca sa vat chit, trang thik bi va phuang tien ph-kw vu cong tac 
quan 1)'T ha sa, gam: 

- Khu vcrc bao quan ho sa, nai cif va luu gift ha sa can ba; 

- Dien tich bao quan, luu gift ho sa can b'a; 

- Trang thik bi va phuang tien bao quan ho sa can ba. 

3. Kin nghi, de xu'it giai phap nhAm nang cao hieu qua cong tac quan ly 
ho sa can ba va 'nye tieu hien dai hoa cong tac quan 13'T ha sa can ba. 

CHU'ONG HI 

THAM QUYEN, TRACH NHIEM CUA DON VI, CA NHAN 
TRONG QUAN US/ HO SO CAN BO 

Dieu 13. ThAm quyen va trach nhint cua ngtroi thing &Au do'n vi 
quan IST ho so' can b0, 	true tiep lam cong tac quan 1ST WO so' can be? 

1. Thim guy& va trach nhiem cua ngtreyi dimg cfau dun vi quail 1y ha sa 

a. Quyet dinh hra chan nguen du tieu chuan nghiep vu de bo tri lam 
chuyen trach ve cong tac bao cao, thong ke, quan'3.7 ha' sa can ba; 

b. To chirc thirc hien cac quy dinh v'e ba sung, chuyen giao, tip nhan, 
nghien ciru, sir dung, khai thac, luu trf'r ho sa can ba theo diing quy dinh; bO tri 
can ba ke khai; thirc hien kiem tra, xac minh ho so' can 110 hoac to chirc kiem tra, 
xac minh ho sa gOc cita can b'a khi lap mai do bi hu hong, thit lac hoac do sira 
chila thong tin trong ha sa can bO khi dtrac phe duyet; 

c. Chip hanh six chi dao, kiem tra va huong din nghiep vu ve cong tac ho 
sa can ba, ho sa dien tin can ba cua cap tren; 

d. Thong bao cho can ba biet ket Juan xac minh ve cac thong tin trong ho 
sa can ba to khai khong thOng nhit hoac khong chinh xac; 
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d. Huy b6 nhang tai lieu thira, trung lap, khOng cat not dung lien quan 
trong ho so can ba; 

e. Xir 132 kST luat hoac de nghi cap co tham quyen xem xet, xir 1)2 k32 luat 
dai vdci nhirng ngtheri c6 lien quan den viec sai pham trong qua trinh ke khai, 
quan 132 va bao quan ha so can ba theo cac quy dinh cua phap luat. 

2. Quyen va trach nhiem cua ngireyi trirc tier, lam cong tac quan 132 ho so 

a. Chil dang de xuat k'e hoach, bien phap quail 132, sir dung va khai thac ha 
so, ha so can loO dien tir (neu c6); 

b. To chic viec ba sung cac tai lieu vao ha so can bO dam bao kip then, 
chinh xac; 

c. To chirc viec sap xep, bao quan, liru giit ha so; 

d. Cung cap so lieu, to lieu nhanh, chinh xac; 

e. Nghien ciru, phat hien cac van de chua rO hoac mau than trong ho so 
can 1)0 va nhimg van de nay sinh trong cong tac quan 132 ha so, bao cao Trifong 
phang To chirc can 130 xem xet, xir 1)2; 

f. Don dac, thu thap day du cac thanh phan tai lieu trong ho so can N. 
thuac trach nhiem cua minh; 

g. TO chirc phuc vu tra dm, quan 1ST va sir dung ha so can 13,0 theo quy 
dinh tai Khoan 3 Dieu 10 Quy the nay; 

h. Thgc hien nguyen tac bao mat ha so, phat hien va kien nghi \Teri cap c6 
tham quyen ve nhimg van de phat sinh trong cong tac quail 1ST ha so can bO de c6 
bien phap giai guy& kip th&i; 

i. Thiremg xuyen hoc tap, bai dt.rO.'ng, nang cao trinh do; chuyen mon, 

nghiep vu a phuc vu cong tac quan 1)2 ha so can WO; 

Dieu 14. ThArn quyen va trach nhiem cua Phong, Ban tai Try s& 
chinh va Chi nhanh/ Van phong clai lien (neu co) 

1. Doi van Phong/ Ban Tru so chinh: 

a. Phong To chirc can ba: 

- Co trach nhiem tham mtru trong viec xay dung, quan 132 va sir dung ha 

so can bc) theo quy the nay va cac quy dinh phap luat khac co lien quan. Dang 

then hirong dan, kiem tra, don d6c cac chi nhanh Bao hiem tien gai Viet Nam 

trong cong tac guar]. 132 ha so can bO; 
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- Duvc tra dm, sir dung hO so can bO ducic giao quan 1ST, tham gia cong 
tac xac minh, kiem tra khi co yeu c'au. 

b. Cac phong/ ban: 

- TO chirc trien khai Quy the nay den toan the can 1)0 tai don vi; 

- Yeu cAu can 1)0 hoan thien cac thanh phan hO so theo quy dinh cua Quy 
the nay va huong dan cua don vi quan 1S7 hO so can bO. 

2. DOi vai Chi nhanh/ Van phong Dai dien (neu co): 

a. Chiu trach nhiem ve cong tac xay clung, quan 1ST ho so can bO thuOc cap 
quan 1ST. Thgc hien viec lap mdi, quan 1ST va sir dung WO so can bO thuOc don vi 
minh. Chap hanh six chi dao, kiem tra va huang an nghiep vu ve cong tac ho so 
can bO, hO so dien tir can bO dm cap tren, 

b. Thanh lap Doan kiem tra, xac minh hO so can blo; thgc hien kiem tra, 

xac nhan thong tin chinh sira, bO sung trong thanh phan hO so can bO tai don vi 
minh. 

Dieu 15. Trach nhiem va quyen ciia can b0 dOi 	so' ca nhan 

1. Can be co trach nhiem ke khai d'Ay du, rej rang, trung thgc va thirc hien 
viec ke khai, bO sung hO so cua minh theo Quy the nay va huang clan cila don vi 

quan 1ST hO so can bO; chiu trach nhiem truck phap luat va truac Bao hiem tien 

giri Viet Nam ve nhang thong tin minh ke khai. Truang hop thong tin Ice khai 
khong day du, thieu chinh xac hoac khOng trung thgc thi tuy theo mitt dO se 101 
xir 1ST kST luat theo cac quy dinh hien hanh; 

2. Can bO duct quyen tra cuu hO so cUa minh tai don vi quan 1ST ho so can 

bO, trir cac tai lieu quy dinh tai Diem d Ithoan 3 Dieu 6 Quy the nay; 

3. Can b0 khi di lam cac thu tuc de dieu chinh hO so gOc hoac khi de nghi 
ve viec dieu chinh, b6 sung nhimg thong tin trong WO so ciia minh phal bao cao 

TOng giam dOc hoac nguai &roc uy quyen xem xet, giai quyet theo quy dinh cua 
Quy the nay; 

4. Can bO có trach nhiem cung cap cac thanh phan tai lieu lien quan den 
ban than khi có phat sinh theo hoac y'eu cau cua Bao hiem tien giri Viet Nam. 

CHO:NG IV 
DIEU KHOAN THI HANH 
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Dieu 16. Track nhiem trien khai thyv hien Quy the 

T6ng giam dOc chi dao cac don vi trien khai thirc hien Quy the nay, de 
xuat viec sixa d6i, b6 sung Quy the cho phu hop v6i tinh hinh thgc t6 cua Bao 
him tien giri Viet Nam va phop luast; 

Truong phong, ban tai Trg s6 chinh, Giam d6c Chi nhanh, Trixong Van 
phong dai dien (neu co) va ngtrai lao dOng tren toan he th6ng c6 trach nhiem 
thgc hien Quy the nay. 

Dieu 17. Dieu khoin thi hanh 

Trong qua trinh thgc hien, ne. 0 c6 vuong mac, cfie nghi cac don vi phan 
anh bang van ban ve Bao hiem tien giri Viet Nam (qua Phong T6 chic can b6). 
Viec sga cl6i, 136 sung, thay the hoac huy 136 Quy the nay do H6i d6ng quail tri 
xem xet, quyet dinh. 

TM. HO BONG QUAN TRI 
CHU TICH 

Pham Ban Lam 
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MAu QLHS/01 

SO THEO DOI BANG I( 7' GIAO NH :AN, SU DUNG HO SO CAN BO 

Ngay, 

thang, nam 

Nguiii 'Tang 

kST 

Ni)i dung 

dang ky 

1.4 do slang 

ky 

Nguoi thtyc 

hien 

Ghi chit 
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MAti QLHS/02 

BIEN BAN BAN GIAO HO SO CAN BO 

, 	go m: nay, ngay .....thang 	dam ....., tai 	 , chung toi gom: 

Ngued ban giao• 	  

Nguoi nha'n ban giao 	  

L5/ do ban giao• 	  

0:mg ban giao ho so, tai lieu voafi not dung nhu sau: 

STT 
	

Ten tai lieu 
	

Ban giic/ photo/ 
	

Ghi chti 
cong chug  

Ben nha'n ban giao cam loan nh4n day cu tai lieu neu tren. Bien ban 
&roc 14p thanh 02 ban, mOi ben giir 01 ban. 

Nguiri ban giao 
	

Ngu'b'i nh4n ban giao 	Lanh ciao clan vi 
quail 1ST ho sif can 13(1 
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Mau QLHS/03 

BI HO SO CAN BO 

H9 ten can 1* 	  

Phong/ Ban• 	  

Ma so h6 so.. 	  
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Ma QLHS/04 

PHIEU TRA OAT HO SO CAN BO 

Ho va ten nguo•i tra ctiru• 	  

PhongBan• 	 Chirc danh• 	  

De nghi nghien ciru 110:5 so•• 	  

1.3'7 do 	  

Tra citu tai ch6: 	 

Mugn ra khoi dun vi quan 13'T ho so• can be.): 

1_,3",  do muon 	  

Ngdy mucm: 	  

De nghi gia han• 	  

	

Dan vi quail 13'7 ho so' can bi) 
	

Ngtroi de nghi 
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