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- Cén ctr Thong tu 13/2010/TT-BNV, ngay 30/12/2010 cua B& No6i vu
quy dinh chi tiét mét sé diéu vé tuyén dung va ning ngach codng chirc cia
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Piéu 1. Ban hanh kém theo Quyét dinh nay “Quy ché ky thi ning
ngach cong chuc nam 20177 va “N6i quy ky thi ndng ngach céng chirc
nam 2017”.

Piéu 2. Thanh vién Hoi dong thi nang ngach, cac ban, T gitp viée
Hoi dong thi va cong chire du thi nng ngach 1én chuyén vién chinh khoi

Dang, Mit trin va céc té chirc chinh trj - x4 hdi thuc hién Quyét dinh nay. /&M/
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- Nhu Diéu 2;
- Luu VPTU.



QUY CHE
THI NANG NGACH CONG CHU'C NAM 2017
>in theo Quyét dinh 01-QP/HDTNN, ngay 31/10/2017
yig Thi ndng ngach lén chuyén vién chinh nam 2017)

Chwong I
HQI PONG THI NANG NGACH, CACBOQ PHAN GIUP VIEC
CUA HOI PONG THI NANG NGACH CONG CHUC

Muc 1
HOQI PONG THI NANG NGACH CONG CHUC

Diéu 1. Hoi dong thi ning ngach cong chirc

1. Hoi ddng thi ning ngach cong chic (sau day viét tit 1a Hoi dong
thi) do ngudi ding ddu co quan c6 tham quyén to chirc thi ndng ngach
cong chirc quyét dinh thanh lap. Hoi dong thi hoat dong theo timng ky thi va
tu giai thé sau khi hoan thanh nhiém vu.

2. Nhiém vu, quyén han cua Hoi d@)ng thi thuc hién theo quy dinh tai
Khoan 2 Diéu 32 Nghi dinh 24/2010/ND-CP, ngay 15/3/2010 cua Chinh
phu quy dinh vé tuyén dung, sir dung va quan ly cong chic.

3. Ho1 déng thi dugc su dung con déu, tai khoan cua co quan cé tham
quyén t6 chitc thi ndng ngach cong chirc trong cac hoat dong cua Hoi dong.
Piéu 2. Nhiém vu, quyén han ciia cic thanh vién Hji dong thi

1. Chu tich Hoi dong thi

a. Chiu trach nhiém td chirc thuc hién cac nhiém vu cta Hoi dé)ng thi
theo quy dinh, chi dao t6 chirc ky thi bao dam ding nodi quy, quy ché cua
ky thi.

b. Phan coéng trach nhiém cho timg thanh vién cia Hoi dong thi,
trong s6 cac thanh vién phan cong mot nguoi lam Uy vién thuong truc
Hoi dong thi.

c. Quyét dinh thanh 1ap Ban dé thi, Ban coi thi, Ban phach, Ban chim
thi, Ban phtc khao.

d. Té chirc viée xay dung dé thi, lva chon dé thi, bao quan, luu trir
cac dé thi theo dang quy dinh; bao dam bi mat dé thi theo ché do tai liéu
tuy€t mat.

d. T6 chirc viéc coi thi, quan ly bai thi, danh sb phach, roc phach, quan
Iy phach va chdm thi theo quy dinh.
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e. Bdo cdo nguoi ding dau co quan c¢6 thim quyén td chuc thi nang
ngach cong chirc xem xét, quyét dinh cong nhén két qua ky thi. ‘

g. Giai quyét khiéu nai, t§ céo trong qua trinh t& chtic ky thi.

2. Uy vién thudng truc Hoi ddng thi: gitip Chu tich Hoi ddng thi diéu
hanh hoat dong cua Hoi df‘)ng thi va thuc hién mot sé nhiém vu cu thé cua
Ho6i dong thi theo su phan cong cua Chu tich Hoi ddng thi.

3. Cac Uy vién cua Hoi dong thi do Chu tich Hoi dong thi phan cong
nhiém vu cu thé dé bao dam cac hoat dong cua Hoi déng thi thuc hién
ding quy dinh.

4. Uy vién kiém Thu ky Hoi dong thi gitip Chu tich Hoi dong thi:

a. Chuan bi cac vin ban, tai liéu can thiét cta Hoi dong thi va ghi bién
ban cac cudc hop cua Hoi déng thi.

b. T6 chirc va chuan bi cac tai liéu dé hudng dan 6n tap cho thi sinh.

c. T6 chirc viée thu phi dy thi nang ngach, quan 1y chi tiéu va thanh
quyét toan phi du thi nAng ngach theo dting quy dinh.

d. Nhan va kiém tra niém phong bai thi tir Truong ban coi thi; ban
giao bai thi cho Trudng ban phéach, nhan bai thi di roc phach va danh sb
phach tir Truong ban phéach; ban giao bai thi da roc phach cho Trudng ban
cham thi va thu bai thi da c6 két qua chdm thi tir Truéng ban cham thi theo
diung quy dinh.

d. Tong hop, bao cao két qua thi véi Hoi dong thi.

e. Nhan don phtc khao va ghl ro ngay nhan don phutc khao theo dau
van thu cua co quan c6 thdm quyén to chirc thi ning ngach chuyen dén, kip
thoi bao cao Chu tich Hoi ddng thi dé bao céo ngu0’1 dimg dau co quan cé
thim quyén t6 chirc thi nAng ngach xem xét, quyét dinh.

Muc 2
CAC BQ PHAN GIUP VIEC CUA HQI PONG THI

Piéu 3. Ban coi thi

1. Ban coi thi do Chu tich Hoi déng thi thanh lap, gém cac thanh vién:
Truong ban, Phoé trudng ban va cac giam thi.

2. Nhiém vu, quyén han cua cac thanh vién Ban coi thi

a. Truong ban coi thi

- Gitip Hoi ddng thi t6 chire ky thi theo ding quy ché va ndi quy cua
ky thi.

- Bb tri phong thi; phan céng nhiém vu cho Phé Trudng ban coi thi;
phan céng gidm thi phong thi va gidm thi hanh lang cho ting mon thi.
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- Nhéan va bao quan dé thi theo dung quy dinh.

- Tam dinh chi viéc coi thi cia gidm thi, kip thoi bao cao Chu tich Hoi
ddng thi quyét dinh hosc dinh chi thi dbi véi thi sinh néu thdy c6 can cir vi
pham néi quy, quy ché cua ky thi.

- T chiic thu bai thi ctia thi sinh va niém phong bai thi dé ban giao
cho Uy vién kiém Thu ky Hoi dong thi.

b. Ph6 Trudng ban coi thi

Giup Trudng ban coi thi didu hanh mot sb hoat déng ciia Ban coi thi
theo su phan cong ctia Trudng ban coi thi.

c. Giam thi phong thi

Mbi phong thi dugc phan cong 02 gidm thi, trong d6 c6 mét gidm thi
dugc Trudng ban coi thi phin cong chiu trach nhiém chinh trong viéc to
chtre thi tai phong thi (goi la gidm thi 1). Giam thi 1 phan cong nhiém vu
cu thé cho cac gidm thi tai phong thi. Giam thi phong thi thuc hién céc
nhiém vu sau:

- Kiém tra phong thi, danh s bdo danh ciia thi sinh vao chd ngdi tai
phong thi.

- Goi thi sinh vao phong thi; kiém tra gidy chting minh nhan dan (hodc
mot trong céc loai gidy to tiy than hop phap khac) ciia thi sinh; chi cho
phép thi sinh mang vao phong thi nhiing vét dung theo quy dinh; hudng
dén thi sinh ngdi theo dng vi tri.

- Ky vao gidy lam bai thi va gidy nhap theo quy dinh; phat gidy thi,
gidy nhéap cho thi sinh; hudng dén thi sinh cac quy dinh vé Jam bai thi, noi
quy thi.

- Nhan dé thi; kiém tra niém phong dé thi c¢6 su ching kién cta thi
sinh; m& dé thi; doc dé thi hodc phét dé thi cho thi sinh theo quy dinh.

- Thuc hién nhi€ém vu coi thi theo ndi quy, quy ché cua ky thi.

- XU ly céac truong hop vi pham ndi quy thi; ldp bién ban va bao cao
Trudng ban coi thi xem xét, quyét dinh néu vi pham dén mic phai dinh
chi thi.

- Thu bai thi theo dting thoi gian quy dinh; kiém tra bai thi do thi sinh
nop, bao dam dung ho tén, sd bio danh, sd t0; ky bién ban va ban giao bai
thi, d& thi da nhan ban chua phat hét cho thi sinh va cac bién ban vi pham
(néu ¢6) cho Trudng ban coi thi.

d. Giam thi hanh lang

- Gilr gin trat ty va bao dam an toan bén ngoai phong thi.
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- Phat hién, nhic nho, phé b‘{nh, cung giam thi phong thi 1ap bién ban
thi sinh vi pham ndi quy, quy ché cua k}‘f thi & khu vuc hanh lang. Truong
hop vi pham nghiém trong nhu gdy mat trit tu, an toan ¢ khu vyuc hanh
lang phai bao ngay cho Trudng ban coi thi xem xét, giai quyét.

- Khdng dugc vao phong thi.

3. Tiéu chuan giam thi

a. Nguoi duge cu lam giam thi phai 1a cong chire, vién chirc & ngach
chuyén vién hodc tuong duong trd 1én.

b. Khdéng cur lam giam ‘thi ddi véi nhfrpg nguoi 1a cha, me, anh, chi,
em rudt cua bén vo hodc chong, vo hoac chong cuia nguoi du thi va nhitng
ngLr{Ji dang trong thoi gian bi xem xét xur ly ky ludt hoac dang thi hanh
quyét dinh ky luat.

& Ngu@i duge clr lam giam thi khong duoc tham gia Ban dé thi va
Ban cham thi.

Diéu 4. Ban phach

1. Ban phach do Chu tich Hoi déng thi thanh 14p gbém céc thanh vién:
Trudng ban va céc uy vién.

2. Nhiém wvu, quyén han cua cac thanh vién Ban phéach:

a. Trudng Ban phach

- Giup Hq{)i”d(;)ng thi va phan céng nhiém’vu cu thé cho cac thanh vién
Ban phach dé t6 churc thuc hién viéc danh s6 phach va roc phach cac bai
thi theo dung quy dinh cua ky thi.

- Niém phong phéqh va bai thi da duogc roc phach, ban giao cho Uy
vién kiém Thu ky Hoi dong thi theo ding quy dinh.

b. Uy vién Ban phéach

- Panh s phach va roc phach cac bai thi theo phin cong cia Trudng
ban phach.

- Bao dam bi mét s6 phach.

3. Tiéu chuan thanh vién Ban phach

a. Nguoi dugce cur lam thanh vién Ban phéach phai 1a céng chire, vién
chic dang & ngach chuyén vién hodc tuong duong tré [én.

b. Khéng cur 1am thanh vién Ban phach d6i voi nhiing nguoi la cha,
me, anh, chi, em rudt cua bén vg hoac chong, vo hodac chong cua ngudi du
thi va nhiing ’ngubi dang trong thoi gian bi xem xét xur 1y ky ludt hodc dang
thi hanh quyét dinh ky luat.

_c. Ngudi duge cir lam thanh vién Ban phach khong dugce tham gia Ban
cham thi.



Piéu 5. Ban dé thi

1. Ban d thi do Chu tich Hoi dong thi thanh 1ap gbém cac thanh vién:
Trudng ban va céc uy vién.

2. Nhiém vu, quyén han cua cac thanh vién Ban dé thi

a. Truong Ban dé thi

- Giup Hoi ddng thi td chic thuc hién viéc xdy dung b dé thi hodc
ngan hang cau hoi theo ding quy dinh.

- Giit bi mat ctia bo dé thi hodc ngan hang cau hoi theo quy dinh.

b. Uy vién Ban dé thi

- Tham gia x4y dung bo dé thi hodc ngan hang céu hoi theo phan cdng
cua Truong ban dé thi.

- Giit bi mét cia bd dé thi hoic ngan hang cau hoi theo quy dinh.

3. Tiéu chuén thanh vién Ban dé thi

a. Ngudi duoc ctr lam thanh vién Ban dé thi phai 1a cdng chic, vién
chirc, nha quan ly, nha nghién ctru khoa hoc, giang vién c6 trinh d6 chuyén
mén trén dai hoc hodc ngudi ¢ nhiéu kinh nghiém ddi véi mén thi.

b. Khéng cur lam thanh vién Ban de\ thi doi véi nhing nguoi la cha,
me, anh, chi, em rudt cia bén vo hodc chong, vo hodc chdong cia nguoi du
thi va nhitng nguoi dang trong thoi gian bi xem xét xu ly ky ludt hodc dang
thi hanh quyét dinh ky luat.

c. Nguoi duge ctr lam thanh vién Ban dé thi khong duoc tham gia Ban
coi thi.

Piéu 6. Ban chim thi

1. Ban chdm thi do Chu tich Hoi dong thi thanh lap gdm céc thanh
vién: Trudng ban va cac uy vien.

2. Nhiém vu, quyén han ctia céc thanh vién Ban chidm thi

a. Truong ban chim thi

- Gitp Hoi dong thi t6 chirc thue hién viée cham thi theo ding quy dinh.

~ - Phan cong cac uy vién Ban cham thi bao dam nguyén tac mdi bai thi
viét, thi van dap phai cé it nhat 02 thanh vién cham thi.

- T6 chure trao doi dé théng nhét bao cao Chu tich Hoi dong thi xem
x€t, phé duyét dap an, thang diém chi tiet cuia dé thi trudc khi cham thi.

- Nhén va phén chia’béi thi cﬁa’thi sinh gho cac thér}h vién Ban chidm
thi, ban giao bién ban cham thi va két qua cham thi cho Uy vién kiém Thu
ky Hoi dong thi.

- Lap bién ban, bao cdo Chu tich Hoi dong thi xem Xét va giai quyét
khi phat hién bai thi cua thi sinh vi pham néi quy, quy ché cua ky thi.
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- Téng hop két qua cham thi, ban giao cho Uy vién kiém Thu ky Hoi
ddng thi. Gitr gin bi mat két qua diém thi.

- Quyét dinh chdm lai bai thi trong truong hop cac thanh vién chim thi
chdm chénh 1&ch nhau trén 10% so v&i diém téi da déi véi cung mot bai thi.

b. Uy vién Ban chim thi

- Chdm diém céc bai thi theo dung dap 4n va thang diém.

- B4o c4o d4u hiéu vi pham trong cac bai thi véi Truéng ban cham thi
va dé nghi hinh thirc xt ly.

3. Tiéu chuén thanh vién Ban chdm thi

a. Ngudi dugce ctr lam thanh vién Ban chdm thi phai 14 céng chire, vién
chure, nha quan ly, nha nghién ctru khoa hoc, giang vién ¢6 trinh d6 chuyén
mon trén dai hoc hoac ngudi co nhiéu kinh nghiém dbi v&i mén thi.

b. Khong cir lam thanh vién Ban chim thi d6i véi nhitng ngudi 1a cha,
me, anh, chi, em rudt cua bén vo hoac ché)ng, vo hodc ch(‘ing cua nguoi du
thi va nhitng nguoi dang trong thoi gian bi xem xét xur ly ky luat hodc dang
thi hanh quyét dinh ky luat;

c. Nguoi duoc cir 1am thanh vién Ban cham thi khong dugc tham gia
vao Ban coi thi va Ban phach.

- ~ Chwong II
TO CHUC KY THI NANG NGACH

Piéu 7. Cong tac chuin bi ky thi

1. Trudce ngay thi it nhit 15 ngay, Hdi dong thi giri théng béo tridu tap thi
sinh du thi, théng béo cu thé thoi gian, dia diém té chirc 6n thi (néu cd) va dia
diém t6 chic thi cho céc thi sinh ¢é du didu kién duy thi.

2. Trude ngay thi 01 ngay, Hoi dong thi niém yét danh séach thi sinh theo sd
bao danh va theo phong thi, so db vi tri cac phong thi, ndi quy thi, hinh thirc thi,
thoi gian thi dbi voi timg mén thi tai dia diém t6 chic thi.

3. Trudc ngay thi it nhat 01 ngay, Uy vién kiém Thu ky Hoi dong thi phai
hoan thanh cac céng tac chuén bi cho ky thi nhu sau:

a. Chuén bi c4c mu biéu lién quan dén t6 chirc thi, gdm: danh sach thi sinh
dé goi vao phong thi; danh sach dé thi sinh ky ndp bai thi; mau bién ban ban
giao, nhan dé thi, mau bién ban mé& dé thi, mau bién ban xu ly vi pham ndi quy
thi; mAu bién ban ban giao bai thi va miu bién ban tam giit céc gidy to, vat dung
cua thi sinh vi pham Quy ché thi.

b. Chuén bi thé cho céc thanh vién Hoi dong thi, Ban coi thi, Ban giam sat
ky thi, bd phan phuc vu ky thi. Thé ctia Chu tich, Uy vién Hoi dong thi, Trudng
ban coi thi va Truéng ban giam sat ky thi thi in ddy du ho tén va chitc danh. Thé
cua cac thanh vién khac va giam sat vién chi in chic danh.



Piéu 8. Khai mac ky thi

1. Truéc khi bt ddu ky thi phai to chic 1€ khai mac ky thi.

2. Trinh tu t6 chtc 1& khai mac nhu sau: chao cd; tuyén b ly do; gidi thiéu
dai bidu; cong bd quyét dinh thanh lap Hoi ddng thi; cong bé quyét dinh 6 chirc
ky thi; cong bd quyét dinh thanh 1ap Ban coi thi, Ban giam sat ky thi; Chu tich
Hoi ddng thi ndng ngach tuyén bd khai mac ky thi; pho bién ké hoach thi, Quy
ché thi, Ndi quy thi.

Pidu 9. Té chite cac cude hop Ban coi thi

1. Sau 13 khai mac, Trudng ban coi thi t& chitc hop Ban coi thi; phd bién ké
hoach, quy ché, noi quy, nhiém vu, quyén han, trach nhiém cuda cac thanh vién
Ban coi thi; thdng nhét cac huéng dan can thiét dé giam thi thuc hién va huéng
dan cho thi sinh thuc hién trong qua trinh thi.

2. Dbi véi mbi mén thi, trude gio thi 60 phit, Trudng ban coi thi hop Ban
coi thi; phan cong giam thi ting phong thi theo nguyén tic khong lap lai gidm
thi phong thi déi véi mén thi khéc trén cling mot phong thi; phé bién nhiing
huéng dén va luu ¥ cén thiét cho cc giam thi phong thi va gidm thi hanh lang
d6i v6i mén thi.

3. Truong hop cén thiét, khi két thic mén thi, Truéng ban coi thi t6 chiic
hop Ban coi thi dé rut kinh nghiém.

Piéu 10. Cach bb tri, sip xép trong phong thi

1. Dbi véi cac mén thi theo hinh thic thi viét, thi tric nghiém: mdi phong
thi bd tri téi da 50 thi sinh, m&i thi sinh ngdi mdt ban hodc ngdi cach nhau it
nhit 1 mét. Trude gid thi 30 phut, gidm thi phong thi danh s6 béo danh cta thi
sinh tai phong thi va goi thi sinh vao phong thi.

2. D4i vé6i céc mén thi theo hinh thirc thi van dap: phong thi dugc bé tri ban
cho céc thi sinh chudn bi tra 161 sau khi béc tham ngiu nhién ciu hoi va ban dé
hoi thi van dép. D4i véi mon thi bao vé dé 4n, phong thi dugc bd tri nhu phong
bao vé ludn an, luan van.

3. Pbi v6i mén thi theo hinh thic thi thuc hanh: phong thi phai dugc bd tri
phu hop véi yéu cau thuc hanh. Truong hop thi thuc hanh trén may, phong thi
nghiém va phuong tién khéc thi Hoi dong thi phai chuan bi may, phong thi
nghiém va phuong tién phtt hop véi tinh huéng dé thi thuc hanh.

Diéu 11. Dé thi

1. Chu tich Hoi dong thi chi dao Ban dé thi t6 chirc viéc ra dé thi va trinh
Chu tich Hai ddng thi quyét dinh lua chon dé thi.

2. Noi dung dé thi phai can ctr vao tiéu chudn nghi€p vu cua ngach du thi,
két céu dé thi phai bao dam tinh chinh xé4c, khoa hoc. Mbi dé thi phai c6 dap an
va thang diém chi tiét. P& thi phai dugc déng trong phong bi, niém phong va
bdo quan theo ché do tai liéu tuyét mét; viéc giao nhan, md dé thi déu phai lap
bién ban theo quy dinh.
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3. D6i véi mbi mén thi bang hinh thic thi viét, phai chuén bi it nhit mot dé
thi chinh thitc va mét dé thi du phong.

4. D6i v6i m&i mén thi bing hinh thuc thi tréc nghiém, phai chuan bj it
nhit 02 dé thi chinh thirc v 02 d& thi du phong. D& thi dugc nhan ban dé phat
cho tirng thi sinh, thi sinh ngdi gan nhau khéng duoc st dung @ thi giéng nhau.

5. D6i v6i mdi mén thi bing hinh thie thi vAn dap, phai chuén bi it nhét 30
d& thi, dwoc nhan ban dé thi sinh bdc tham nglu nhién.

6. Viéc nhan ban dé thi (thi viét, thi tric nghiém) do Chu tich Héi déng thi
quyét dinh, bao dam hoan thanh trudc gio thi 60 phut. P& thi sau khi nhan ban
dugc niém phong va bao quan theo ché d6 tai lidu tuyét mat. Nguoi tham gia
nhén ban dé thi phai dugc cach ly cho dén khi thi sinh bt dau lam bai thi.

Diéu 12. Giay lam bai thi, gidy nhap

1. Déi v6i hinh thire thi viét, gidy lam bai thi duoc in sin theo méu quy
dinh, c6 chit ky cua 02 gidm thi phong thi.

2. Pbi véi hinh thic thi tric nghiém, thi sinh 1am bai truc tiép trén trang
danh riéng dé lam bai.

3. Gidy nhap: str dung théng nhét mét loai gidy nhap do Héi dong thi phat
ra, c6 chit ky cua giam thi tai phong thi.

Piéu 13. Xdc nhén tinh trang dé thi va m& deé thi

1. Giam thi phong thi moi 02 dai dién thi sinh kiém tra niém phong phong
bi dung dé thi va ky bién ban xac nhan phong bi dung dé thi dugc niém phong
theo quy dinh.

2. Truong hop phong bi dung dé thi bi mat diu niém phong hodc ¢ déu
hiéu nghi ngo khac, giam thi phong thi 18p bién ban (cé xac nhan cua 02 dai dién
thi sinh) tai phong thi; dong thoi, thong bao Trudng ban coi thi dé bao cdo Chu
tich Hoi ddng thi xem xét, giai quyét. Truong hop sau khi d& md dé thi, néu phat
hién d& thi c6 131 (@ thi c6 sai s6t, nhdm @& thi, thiéu trang, nhdm trang...) thi
giam thi phong thi (gidm thi 1) phai thong bao ngay cho Trudng ban coi thi dé
1ap bién ban va Trudng ban coi thi phai bao cao ngay 1én Chu tich Hoi ddng thi
xem xét, giai quyét.

3. Chi c6 Chu tich Hbi ddng thi méi ¢6 quyén cho phép sit dung dé thi
du phong.

Diéu 14. Céch tinh thoi gian lam bai thi

1. D6i vé6i hinh thuc thi viét: Thoi gian bat dau lam bai thi dugc tinh tir sau
khi giam thi viét xong dé thi 1én bang va doc lai hét d& thi; truong hop dé thi da
duoc nhan ban dé phat cho timg thi sinh thi tinh tir gidm thi phat du d thi cho
thi sinh va doc lai hét d& thi. Thoi gian lam bai thi duoc ghi trén dé thi, giam thi
phong thi ghi thoi gian bat dau va thoi gian ndp bai 1én bang trong phong thi.
Trudng hop thi viét dé an thi thoi gian lam bai 1a 01 ngdy theo huéng dan cia
Hoi dong thi.
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2. Déi v6i hinh thtc thi tric nghiém: Thoi gian bat dau lam bai thi dugc
tinh sau 5 phut ké tir khi phat xong dé thi cho thi sinh. Thoi gian lam bai duoc
ghi trén d@ thi, giam thi phong thi ghi thoi gian bat dau va thoi gian ndp bai lén
bang trong phong thi.

3. Dbi véi hinh thic thi vin dap: Thoi gian chuan bi va tra 10i cau héi cta
mdi thi sinh téi da 14 30 phut.

4. D41 v6i hinh thire thi thuce hanh: Thoi gian 1am bai thi thuc hién theo yéu
cau ctia dé thi.

5. D4i v6i hinh thic thi bao vé dé 4n: Thoi gian bao vé dé an clia mdi thi
sinh t5i da 1a 30 phut.

Piéu 15. Thu bai thi va ban giao bai thi

1. D61 v6i hinh thire thi viét va thi trac nghiém

a. Thu bai thi

Khi hét thoi gian lam bai thi, gidm thi phong thi yéu cau thi sinh dung lam
bai va ndp bai thi. Gidm thi phong thi kiém tra sb to, sé trang ctia bai thi cta
ting thi sinh, ghi vao danh sach ndp bai thi va yéu cau thi sinh, céc giam thi
phong thi ky vao danh sach ndp bai thi.

b. Ban giao bai thi

- Gidm thi timg phong thi ban giao toan bé bai thi cta thi sinh, dé thi da
nhén ban chua phat hét cho thi sinh va cac van ban khac c6 lién quan cho
Trudng ban coi thi. Trudng ban coi thi ban giao toan bd bai thi cho Uy vién
kiém Thu ky Hoi dong thi.

- Uy vién kiém Thu ky Hoi dong thi chi duoc ban giao bai thi cho Trudng
ban chim thi sau khi toan bo céc bai thi cia thi sinh d& duoc ddnh s6 phéach va
roc phach.

2. Doi véi hinh thirc thi van dap, thi thuc hanh hodc thi bao vé dé 4n

Két qua cham thi phai dugc téng hop vao bang két qua thi c¢é chit ky cla
cac thanh vién chdm thi va giao ngay cho Trudng ban chim thi. Truéng ban
chdm thi niém phong két qua trudc su ching kién cia thanh vién chédm thi.
Trudng ban cham thi ban giao toan bd két qua cho Uy vién kiém Thu ky Hoi
ddng thi ngay khi két thiic budi thi.

3. Viéc giao, nhan bai thi quy dinh tai khoan 1 va khoan 2 Piéu nay déu
phai c6 bién ban x4c nhan ddi véi timg mon thi.

Piéu 16. Cham thi |

1. Truéng ban chdm thi td chuc, quan 1y viéc cham thi tdp trung tai dia
diém quy dinh, khong dugc mang bai thi cta thi sinh ra khoi dia diém chdm thi.
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Thanh vién cham thi chi can ¢t vao ndi dung bai thi va dép 4n, thang diém
da dwoc Chu tich Hoi dong thi phé duyét & chim thi. Chi chdm nhitng bai thi
hop 1é 1a bai thi lam trén gidy do Hoi dong thi phat, cé du chit ky ctia 02 gidm
thi phong thi. Khdng cham nhiing bai lam trén gidy khac véi gidy ding cho ky
thi d6, bai lam trén gidy nhép, bai c6 nhiéu chit khac nhau hoic cé viét, v& trai
véi thuan phong m¥ tuc, bai ¢6 danh déu, bai viét tir 02 loai muc tr& [én.

2. Mbi bai thi dugc 02 thanh vién chdm thi déc lap; néu didm cua 02 thanh
vién chdm chénh léch nhu tir 10% tr& xudng so véi sé diém tdi da thi 14y diém
binh quén; néu chénh l&ch trén 10% so v6i diém téi da thi thuc hién nhu sau:

a. D61 véi mon thi bang hinh thirc thi viét va thi tric nghiém thi bai thi d6
duoc chim lai bdi 02 thanh vién chdm thi khéc, néu van chénh 1éch trén 10% so
v6i diém téi da thi chuyén 02 két qua 1én Trudng ban chim thi d& bdo cdo Chu
tich Hoi dong thi xem xét, quyét dinh.

b. Déi v6i mén thi bang hinh thirc thi vin dép, thi thuc hanh va thi bao vé
dé 4n thi céc thanh vién cham thi trao d6i dé théng nhét ngay khi két thuc phén
thi dbi véi thi sinh do, néu khéng théng nhét duoc thi chuyén két qua lén
Trudng ban chim thi dé bao cao Chu tich Hoi dong thi xem xét, quyét dinh.

3. Diém cuia bai thi phai duoc thanh vién chim thi ghi rd bang s va bang
chit vao phan danh dé ghi diém trén bai thi va trén bang tong hop diém cham thi,
néu cé stra chita thi phai ¢6 chit ky cta 02 thanh vién chdm thi & bén canh noi
ghi diém da sta chita. Truong hop diém thi cta thi sinh do Chu tich Hoi déng
thi quyét dinh theo quy dinh tai diém a va diém b khoan 2 Diéu nay thi Chu tich
Hoi dong thi cling phai ky tén vao bén canh noi ghi diém do Chu tich Héi déng
thi da quyét dinh.

4. Sau khi chdm xong bai thi ctia timg mén thi, ting thanh vién chdm thi
tdng hop két qua thi va ky vao bang tong hop, ndp cho Trudng ban chim thi.
Trudng ban chdm thi niém phong va ban giao cho Uy vién kiém Thu ky Hbi
d6ng thi quan ly theo ché d6 tai lidu tuyét mat.

Piéu 17. Ghép phach va tong hop két qua thi

1. Sau khi té chtrc chdm thi xong méi duoc t6 chirc ghép phach. Trudng
ban phach niém phong danh séch thi sinh sau khi ghép phéach va ban giao cho
Uy vién kiém Thu ky Hoi dong thi.

2. Uy vién kiém Thu ky Héi dong thi chiu trach nhiém t5 chirc tong hop két
qua thi sau khi ghép phach va béo céo Chi tich Hgi dong thi.

3. Chu tich Hdi ddng thi bao céo ngudi ding déu co quan c6 tham quyén tb
chtrc thi nang ngach vé két qua ky thi nang ngach dé xem xét, cong nhéan két qua
ky thi.



11

Diéu 18. Giam sat ky thi

1. Nguoi dang déu co quan cé tham quyén t6 chue thi ndng ngach cong
chirc quy dinh tai Piéu 31 Nghi dinh 24/2010/ND-CP quyét dinh thanh lap Ban
giam sat ky thi ndng ngach cong chuc, gdm céc thanh vién: Truéng ban gidm sat
ky thi va cac gidm sat vién. Nhiém vu cu thé cua cac giam sat vién do Trudng
ban giam sét ky thi phan cong.

2. Nbi dung gidm sat gdm: viée thuc hién cac quy dinh vé t6 chic ky thi, vé
hd so, tiéu chudn va diéu kién ciia ngudi du thi; vé thuc hién quy ché va ndi quy
cua ky thi.

3. Pia diém giam sat: tai noi lam viéc ctia Hoi déng thi, noi td churc thi, noi
t6 chirc danh sb phéach, roc phéach, ghép phéach va noi té chiic chdm thi.

4. Thanh vién Ban giam sat ky thi dugc quyén vao phong thi va noi chim
thi; 6 quyén nhic nhd thi sinh, thanh vién Ban coi thi, Ban phach va Ban chdm
thi thuc hién ding Quy ché va Nai quy cua ky thi; khi phat hién c6 sai pham dén
mirc phai l4p bién ban thi cé quyén lap bién ban vé sai pham ctia thi sinh, thanh
vién Hoi ddng thi, thanh vién Ban coi thi, Ban phéach va Ban chim thi.

5. Thanh vién Ban giam sat ky thi khi lam nhi€ém vu phai deo thé va phai
tuén thi ding Quy ché, Nai quy cta ky thi; néu vi pham Quy ché, Noi quy cia
ky thi hodc lam 19, lot bi mat anh huéng dn két qua cua ky thi thi Trudng ban
coi thi, Trudng ban phéach, Trudng ban chim thi bdo cdo Chu tich Hoi ddng thi
dé kip thoi bao cdo co quan c6 thim quyén té chic thi nng ngach céng chirc
dinh chi nhiém vu gidm sat ky thi va xir Iy theo quy dinh cua phap luét.

Piéu 19. Giai quyét khiéu nai, t6 cdo va phiic khio

1. Trong qué trinh t& chirc ky thi, truong hop c¢é don khiéu nai, t& cdo, Hoi
dong thi phai xem xét giai quyét trong thoi han 10 ngay, ké tir ngay nhan duoc
don khiéu nai, tb céo.

2. Trong thoi han 15 ngay, ké tir ngay c6 théng bao diém thi, ngudi du thi
cé quyén giri don d& nghi phuc khao két qua bai thi dén Hoi dong thi. Uy vién
kiém Thu ky Hoi dong thi téng hop, bdo cdo Chu tich Hoi dong thi dé td chic
cham phuc khao va théng bao két qua chdm phuc khao cho ngudi ¢6 don dé
nghi phic khao trong thdi han 15 ngay, ké tir ngay hét thoi han nhén don
phtic khao theo quy dinh tai khoan nay. Khéng giai quyét phic khao dbi véi
cac don dé nghi phuc khao nhan dugc sau thoi gian quy dinh néu trén (tinh
theo ngay don, thu dén tai b phan vin thu cua co quan cé thdm quyén td chic
thi ndng ngach céng chiic) va cac don dé nghi phiic khao gui bang thu dién tu,
Fax, Telex.
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3. Chu tich Hgi dong thi quyét dinh thanh 14p Ban phiic khao, khong bao
gdm nhiing thanh vién da tham gia vao Ban chdm thi; két qua chdm phiic khao
duoc téng hop vao két qua thi. Sau do, trong thdi han 15 ngay, ké tir ngay
thong bo két qua phic khao, Chu tich Hoi ddng thi béo céo ngudi ding diu
co quan c6 thdm quyén t6 chuc thi nang ngach cong chirc xem xét, cong nhén
két qua ky thi.

Dicu 20. Luu trir tai ligu

1. Tai liéu vé ky thi bao gdm: cac vin ban vé tb chirc ky thi ctia ngudi dimg
dau co quan c6 thim quyén t6 chire thi nng ngach céng chire, vin ban ctia Hoi
dong thi, bién ban cac cude hop Hoi déng thi, danh sach tdng hop ngudi du thi,
dé thi gbc, dap an va thang diém cua d& thi, bién ban ban giao dé thi, bién ban
xac dinh tinh trang niém phong dé thi, bién ban 1ap vé céc vi pham Quy ché, Nbi
quy thi, bién ban ban giao bai thi, bién ban cham thi, bang téng hop két qua thi,
quyét dinh cong nhan két qua thi, bién ban phic khao, giai quyét khiéu nai, t6
c4o va cac tai liéu khac (néu cd) cia ky thi.

2. Trong thdi han 30 ngdy, ké tir ngay két thuc ky thi (ngay co quan cé
thAm quyén t6 chirc thi ning ngach c6ng nhan két qua ky thi), Uy vién kiém Thu
ky Hdi dong thi chiu trach nhiém:

a. Ban giao cho co quan co tham quyén t6 chuc thi nang ngach céng chic
dé luu trir, quan ly tai liéu vé ky thi quy dinh tai khoan 1 Piéu nay.

b. Ban giao cho co quan dugc phén cap quan 1y ho so cong chirc toan bd ho
so ca nhan cua nguoi du thi.

3. Bai thi va phéach do Uy vién kiém Thu ky Hoi dong thi luu trit trong thoi
han 02 nim, ké tir ngay cong bd két qua thi.

Pidu 21. Ap dung quy ché ddi véi truong hop iy quyén té chirc thi
nang ngach cong chire

Déi voi ky thi nang ngach coéng chire do co quan cé thdm quyén té chic thi
nang ngach uy quyén cho co quan quan ly céng chitc thyc hién thi viéc thanh 1ap
Héi ddng thi, viéc xay dung dé thi va td chiic cham thi thuc hién theo quyét dinh
ctia co quan cé tham quyén td chirc thi ning ngach cdng chirc va quy dinh tai
Quy ché nay.




NQIQUY
ANG NGACH CONG CHU'C NAM 2017

Piéu 1. Quy dinh ddi véi thi sinh tham du ky thi

1. Phai ¢6 mat trude phong thi ding gio quy dinh. Trang phuc gon
gang, thé hién van minh, lich su.

2. Xuét trinh Gify chirng minh nhan din hodc céc gidy to tliy than
hop phéap khac (c6 dan anh) dé giam thi phong thi dbi chiéu khi goi vao
phong thi.

3. Ngbi dtng chd theo sé bao danh, dé Gidy ching minh nhan dan
hodic gidy to khac 1én mit ban dé giam thi phong thi va cac thanh vién Hoi
ddng thi kiém tra.

4. Chi dugc mang vao phong thi but viét, thude ké; khong duge mang
vao phong thi dién thoai di ddng, may ghi &m, may anh, may vi tinh, cac
phuong tién thong tin khac va céac loai giéy to, tai liéu co lién quan dén noi
dung thi (trir trudng hop dé thi ¢6 quy dinh khac).

5. Chi sir dung loai gidy thi duoc phét dé lam bai thi, khéng dugc lam
bai thi trén gidy khac. Phai ghi day du cac muc quy dinh trong gidy 1am bai
thi. Mbi t& gidy thi phai c¢6 da chit ky ctia 02 giam thi phong thi, bai thi
khéng c6 du chit ky ctia 02 gidm thi phong thi dugc xem la khong hop 1é€.

6. Bai thi chi duoc viét béng mot loai muc c6 mau xanh hodc mau
den. Khong dugc st dung cac loai myuc mau khac, muc nhii, myc phan
quang, bt chi dé lam bai thi.

7. Trir phan ghi bat budc trén trang phéch, thi sinh khéng duoc ghi ho
tén, chit ky cua thi sinh, chirc danh, t€n co quan, hoac cac d4u hiéu khac
1€n bai thi.

8. Giit trat ty va khong duoc hiit thudc trong phong thi.

9. Khong duoc trao ddi véi ngudi khac trong thdi gian thi, khong
duoc trao ddi gidy thi, gidy nhép, khong duge quay cop bai thi ctia thi sinh
khac hozc ¢ bt ky mot hanh dong gian 14n nao khac dé dat duogc két qua
thi t6t hon.

10. Néu can hoi diéu gi, phai hoi cong khai giam thi phong thi.

11. Trudng hop can viét lai thi gach chéo hodc gach ngang phan da
viét trong bai thi (trir truong hop d@ thi cé quy dinh khéc).
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12. Chi dugc ra ngoai phong thi sau hon mot nira thdi gian lam bai va
phai duoc s déng v cta giam thi phong thi. Khéng giai quyét cho thi sinh
ra ngoai phong thi d6i v&i mén thi ¢6 thoi gian dudi 60 phut.

13. Trong thoi gian khong dugc ra ngoai phong thi theo quy dinh tai
khoan 12 Piéu nay, thi sinh c6 dau, ém bAt thuong thi phai bdo céo gidm
thi phong thi va gidm thi phong thi phai bao ngay cho Trudng ban coi thi
xem Xét, giai quyét.

I4. Ngung lam bai va ndp bai cho giam thi phong thi ngay sau khi
gidm thi phong thi tuyén bd hét thoi gian lam bai thi. Phai ghi rd sd to, sb
trang cua bai thi dd nép va ky vao danh sach ndp bai thi. Truong hop
khong lam duge bai, thi sinh ciing phai ndp lai gidy thi.

Piéu 2. Xir Iy vi pham déi véi thi sinh

1. Thi sinh vi pham ndi quy thi déu phai 1ap bién ban va tity theo murc
dd vi pham, thi sinh s€ bi xur ly ky luat theo cac hinh thirc sau:

a. Khién trach: ap dung dbi véi thi sinh vi pham mét trong céc 16i:

- C6 ¥ ngdi khong dung chd ghi sb béo danh ctia minh.

- Trao d6i véi nguoi khac da bi nhic nhé nhung van khong chip hanh.

- Mang tai liéu vao phong thi nhung chua sir dung (trir truong hop dé
thi ¢c6 quy dinh dugc mang tai liéu vao phong thi).

Hinh thtrc ky luat khién trach do gidam thi phong thi lap bién ban va
cong bd cong khai tai phong thi. Thi sinh bi khién trach & bai thi nao s& bi
trir 20% két qua diém thi ctia bai thi do.

b. Canh cdo: ap dung ddi véi thi sinh vi pham mét trong céc 13i:

- P4 bj khién trach nhung van tiép tuc vi pham ndi quy phong thi.

- Sir dung tai liéu trong phong thi (trir truong hop dé thi ¢6 quy dinh
duoc str dung tai li€u trong phong thi).

- Trao d6i gidy nhép, bai thi cho nhau.

- Chép bai cua ngudi khac.

- St dung dién thoai di dong, may ghi 4m, may anh, may vi tinh va
cac phuong tién thong tin khéac trong phong thi (trir trudng hop dé thi 6
quy dinh khac).

Hinh thirc ky ludt canh cdo do gidm thi phong thi 14p bién ban, thu
tang vat va cong bd cong khai tai phong thi. Thi sinh bi canh céo & bai thi
nao thi s& bi trir 40% két qua diém thi cua bai thi do.

c. Pinh chi thi: 4p dung ddi véi thi sinh vi pham di bi lap bién ban
canh cdo nhung van cb tinh vi pham noi quy thi.
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Hinh thtrc ky ludt dinh chi thi do Trudng ban coi thi quyét dinh va
cong b cong khai tai phong thi. Thi sinh bi dinh chi thi mén nao thi bai thi
moén d6 duge cham diém 0.

d. Huy bo két qua thi: 4p dung ddi véi thi sinh phét hién danh trao bai
thi, thi hd hodc da bj xtr Iy ky luat & bai thi trude, nhung bai thi sau van c6
tinh vi pham ndi quy dén murc canh céo.

d. Néu thi sinh vi pham & muc d6 nghiém trong, cb ¥ gdy mat an toan
trong phong thi thi s& bi xtr ly theo quy dinh cua phap luét.

2. Céc truong hop thi sinh vi pham ndi quy thi phai 14p bién ban thi 02
giam thi phong thi va thi sinh phai ky vao bién ban. Sau khi lap bién ban va
cdng bd cong khai tai phong thi, giam thi 1 phong thi phai b4o céo ngay
vo1 Trudng ban coi thi.

3. Thi sinh c6 quyén t6 giac nhitng ngudi vi pham ndi quy, quy ché thi
cho giam thi, Truéng ban coi thi hoic Hoi dong thi.

Piéu 3. Quy dinh ddi véi giam thi phong thi, giam thi hanh lang

1. Phai c¢6 mit tai dia diém thi ding gid quy dinh. Trang phuc gon
gang thé hién van minh, lich su.

2. Thuc hién dung chuc trach, nhiém vu duoc giao theo Quy ché va
NOoi quy cua ky thi.

3. Gilr trat tu, khong dugc hut thudc, khong dugc str dung dién thoai
di dfng, may anh trong phong thi.

4. Khéng dugc trao dbi riéng vai bét ky thi sinh nao trong thoi gian thi.

Diéu 4. Xir Iy vi pham ddi véi giam thi phong thi, giAm thi hanh lang

I. Giam thi phong thi, gidm thi hanh lang vi pham céc quy dinh tai
Piéu 3 ciia Noi quy nay thi tiy theo muic d6 vi pham, Truong ban coi thi
nhéc nho hodc dé& nghi Chu tich Hoi ddng thi dinh chi nhiém vu giam thi.

2. Truong hop giam thi phong thi c6 cac hanh vi lam 16 dé thi, chuyén
dé thi ra ngoai, chuyén dap 4an tir ngodi vao phong thi thi Chu tich Hoi
d6ng thi dinh chi nhiém vu gidm thi. Trudng hop vi pham nghiém trong,
gy anh huéng dén két qua ky thi thi bi xem xét xur ly ky luat theo quy dinh
ddi véi can bd, cong chutrc, vién chuic hodc bi truy t5 theo quy dinh cua
phap luat.
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