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QUY PINH

va twong dwong ciia Truong Pai hoc Ngoai ngir, Pai hoc Qudc gia Ha Noi
(Ban hanh kém theo Quyét dinh sé6 929 /OD-DHNN ngady 03 thdng 6 nam 2026
cua Hiéu truong Truong Dai hoc Ngogi ngit, PHOGHN)

CHUONG I
Quy dinh chung

Pi¢u 1. Pham vi ap dung

Quy dinh ndy quy dinh vé ddi twong, diéu kién, nguyén tic va trinh ty, thu tuc
thuc hién chuyén d6i vi tri cong tac dbi véi vién chirc, ngudi lao dong thudc ddi twong
1a chuyén vién va twong duong ctia Trudng Dai hoc Ngoai ngit, Pai hoc Qubc gia Ha Noi
(PHQGHN)).

Piéu 2. Giai thich tir ngir

“Chuyén déi vi tri cong tac” 1a viéc ngudi dimg dau co quan, té chire, don vi co
tham quyén quyét dinh diéu dong, bd tri, phan cong lai vi tri cong tac dbi vai vién chire,
nguoi lao dong khong gilr chirc vu 1anh dao, quan ly.

“Chuyén doi vi tri cong tac noi bg” dugc hiéu 1a vién chie, nguoi lao dong duoc
chuyén sang mot vi tri cong tac khac nhung van thudc su quan 1y caa don vi cap Khoa,
Phong hay tuong duong noi minh dang lam viéc.

“Chuyén doi vi tri céng tac sang don vi méi” duoc hiéu 1 vién chtc, nguoi lao
dong duoc chuyén sang mét vi tri cong tac khac khong thude su quan 1y cua don vi cap

Khoa, Phong hay tuong duong noi minh dang lam viéc.
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"Dinh ky chuyén doi vi tri cong tac" 1a viéc nguoi ding dau co quan, t6 chirc, don
vi hang nam xem xé&t, 1én ké hoach, quyét dinh diéu dong, bo tri, phan cong lai vi tri

cong tac ddi véi vién chirc, ngudi lao dong trong thidm quyén phu trach ctia minh.
Piéu 3. Pdi twong ap dung

Vién chuc, nguoi lao dong 1a chuyén vién va tuong duong, khong gitt chirc vu

lanh dao, quan 1y dang cong tac tai Truong Dai hoc Ngoai nglt, DPHQGHN.
Picu 4. Nguyén tic chuyén doi vi tri cong tac

1.Viéc thuc hién dinh ky chuyén d6i vi tri cong tac theo quy dinh nay duogc thuc
hién thuong xuyén, ap dung voi tit ca vién chirc, nguoi lao dong 1a chuyén vién va tuong duong.

2. Chuyén ddi vi tri cong tac phai diing nguyén tic hoan vi, khong anh huéng dén
tang, giam bién ché cua cac don vi trong Trudng.

3. Puoc tién hanh theo ké hoach, duoc cong bd cong khai trong ndi b co quan,
don vi va gin voi trach nhiém cua nguoi ding dau trong co quan, don vi.

4. Chuyén d6i vi tri cong tac vién chirc, nguoi lao déng phai cin ctr vao yéu ciu
cong tac, chi ti€u, két qua thyc hién nhi€ém vu thé hién thong qua $6 luong, chét luong
va tién d6 cua san phém tai vi tri viéc lam dam nhan phu hop vaéi vi tri viée lam du kién
bo tri.

5. Thyce hién cong khai, dan chu, khach quan, cong tam, diing quy trinh, quy dinh.

6. Coi trong cong tac tu tudng, 1am cho vién chic, ngudi lao dong thong sudt vé
tu tuong, théng nhat nhan thie dé tu giac thuc hién; vién chuc, nguoi lao dong phai

nghiém tic chap hanh quyét dinh chuyén doi vi tri cong tac ciia Nha trudng.
Piéu 5. Muc dich

1. Khic phuc tinh trang vién chirc, nguoi lao dong dam nhiém mat linh vuc qua

lau. Han ché tu tuong khép kin, tdm 1y tri tré cta vién chirc, ngudi lao dong.
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2. Tao dong luc cho vién chure, ngudi lao dong thich trng véi nhiéu loai cong viéc,
nhiéu ddi twong quan 1y, nham dao tao vién chirc, ngudi lao dong timg budc nam bat
toan dién cac mang cong viéc thudce chirc nang nhiém vu cua don vi.

3. Thuc hién chu truong dao tao, boi dudng toan dién va st dung c6 hi€u qua vién
chtrc, nguoi lao dong, nang cao chét luong va hiéu qua cong viéc.

4. Dap tmg yéu cau nhiém vy cta don vi va yéu cAu nhiém vu chung ctia toan Trudng.
Piéu 6. Nhirng truong hop chwa thue hién chuyén doi vi tri cong tac

1. Nguoi dang trong thot gian b1 xem xét, xu ly ky luat.

2. Nguoi dang bi kiém tra, xac minh, thanh tra, diéu tra, truy td, xét xr.

3. Nguoi dang diéu tri bénh hiém nghéo dugc co quan y té c6 tham quyén xac
nhén; ngudi dang di hoc tap trung tir 12 thang trd 1€n, ngudi dang biét phai.

4. Phu nir dang trong thoi gian mang thai hodc nudi con nhé dudi 36 thang tudi;
nam giéi dang nudi con nho dudi 36 thang tudi do vo mét hodc trong trudng hop khach
quan khac.

Piéu 7. Hinh thirc chuyén déi vi tri cong tac
1. Vién chuc, ngudi lao dong chuyén doi vi tri cong tac trong cting mot don vi,
gitta cac linh vuc duogc phan cong, theo doi, phu trach, quan 1y.

2. Vién chirc, ngudi lao dong chuyén dbi vi tri cong tac gilta cac don vi trong

Truong Pai hoc Ngoai ngir.

CHUONG I1
Quy trinh thu tuc

Piéu 8. Quy trinh thi tuc thwe hién chuyén doi vi tri cong tac
1. Chuyén d6i vi tri cong tac clia vién chirc, ngudi lao dong giita cac bd phan trong
cung don vi.

a. Budc 1: Truong don vi bao cdo chi uy chi bo, td chuc, phé) bién, quan triét cho
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vién chtrc, nguoi lao dong vé nodi dung, ¥y nghia, muc dich cta viéc dinh ky chuyén doi
vitri cong tac.

b. Budc 2: Xay dung ké hoach va 1ap danh sach vién chirc, nguoi lao dong trong
don vi dang ddm nhi€ém nhiing vi tri, cong viéc can chuyén ddi, thoi han chuyén ddi tinh
dén thoi diém thyc hién.

c. Bu6c 3: Pon vi 1am To trinh dé xuit 1anh dao Nha trudng (qua Bo phan T6
chtrc nhan su, Phong T6 chirc va Thanh tra ) phuong an chuyén di vi tri cong tac.

d. Budc 4: Trudng don vi thong bao phan cong nhiém vu dbi voi vién chic,
nguoi lao dong thudce doi tugng chuyén doi vi tri cong tac trong ndi bd don vi.

2. Chuyén déi vi tri cong tac cua vién chirc, ngudi lao dong gitta cac don vi trong trudng.

2.1. Chuyén do6i vi tri cong tac cua vién chtic, nguoi lao dong gilra cac don vi trong

truong theo yéu cau cong tac ciia Truong Pai hoc Ngoai ngir.

a. Can ¢t nhu cau cong tac cua Truong Pai hoc Ngoai ngir, BO phan Tb chuc
nhan su, Phong T6 chtrc va Thanh tra 13p danh sach vién chure, nguoi lao dong du kién
chuyén d6i vi tri cong tac, bao cao Ban Giam hiéu xin chi truong.

b. Can cu chu truong cua Ban Gidm hi¢u, BO phan T6 chie nhan su, Phong T
chitrc va Thanh tra tién hanh trao d6i vé6i lanh dao don vi, truong bd phan noi vién chic,
nguoi lao dong dang cong tac va lanh dao don vi, truéng by phan noi vién chire, nguoi
lao dong sé& chuyén dén; t6 chic viée gip gd, trao doi yéu cau cong tac véi vién chic,
nguoi lao dong du kién chuyén doi vi tri cong tac.

c. B6 phan T chirc nhan su, Phong T6 chitc va Thanh tra [am T¢ trinh dé nghi
Hiéu truong xem xét, ban hanh quyét dinh chuyén doi vi tri cong tac. T trinh phai néu
rd chu truong ctia Ban Giam hiéu; ¥ kién cta vién chirc, nguoi lao dong duoc chuyén
d6i vi tri cong tac; y kién ctia lanh dao don vi noi vién chirc, nguoi lao dong dang cong
tac va lanh dao don vi noi vién chtrc, nguoi lao dong sé chuyén dén.

2.2. Chuyén dbi vi tri cong tac khi vién chuc, ngudi lao dong giita cac don vi trong

truong cd nguyén vong va don xin chuyén doi.
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a. Vién chirc, nguoi lao dong phai c6 don xin chuyén ddi vi tri cong tac, dugc lanh
dao don vi, trudng bo phan truc tiép quan 1y, 1anh dao don vi, trudng bo phan tiép nhan
vién chirc, nguoi lao dong ddng ¥, giri Phong T chire va Thanh tra. Mau don xin chuyén
dbi vi tri cong tac co trong Phy luc cua Quy dinh nay.

b. BO phan T chiic nhan su, Phong T6 chirc va Thanh tra xin ¥ kién phé duyét cta
Hiéu trudng.

c. Can cr chu trwong va ¥ kién phé duyét cua Hiéu truong, Phong T6 chiic va
Thanh tra ban hanh quyét dinh chuyén doi vi tri cong tac cho vién chirc, nguoi lao dong.

Trudng hop Hiéu truong khong dong ¥ cho vién chite, ngudi lao dong chuyén doi
vi tri cong tac, Phong To chiic va Thanh tra co trach nhiém thong bao lai v6i Truong

don vi va vién churc, nguoi lao dong c¢6 don xin chuyén doi vi tri cong tac biét.
Diéu 9. Che do, chinh sach doi véi vién chire, nguwoi lao dong chuyén doi vi tri cong tac

1. Vién chirc, nguoi lao dong chuyén doi vi tri cong tac dugce huong cac quyén loi
nhu vién chitc, ngudi lao dong cua don vi noi luan chuyén dén (vé thi dua, khen thudng,
nang bac luong trudce thoi han, tham gia cac khoa dao tao, boi dudng, ...).

2. Vién churc, nguoi lao dong chuyén ddi vi tri cong tac duoc quay trd lai lam viéc
& don vi cii khi c6 nguyén vong va phu hop véi nhu cau thyc té cua don vi.

3. Pon vi ¢6 vién chirc, ngudi lao dong chuyén dén cong tac phai chudn bi va tao
moi diéu kién can thiét dé can bo on dinh sinh hoat va yén tam cOng tac.

Pic¢u 10. L trinh thwe hién giai doan 2026-2028

Tir thang 6 ndm 2026 dén thang 12 ndm 2028: chuyén d6i 100% chuyén vién va
tuong duong trong toan Truong. Cu thé:

1. Tu thang 6 dén thang 12 ndm 2026: chuyén dbi 20% (gém ca chuyén giira cac bd
phan trong cuing don vi va chuyén doi sang don vi khac).

2. Thang 1 dén thang 12 nam 2027: chuyén dbi 40%.

3. Thang 1 dén thang 12 nim 2028: chuyén ddi 40%.
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Chwong 111
PIEU KHOAN THI HANH

Piéu 11. Hi¢u lye thi hanh

Quy dinh nay c6 hiéu luc thi hanh ké tir ngay ky va thay thé cho Quy dinh chuyén
doi vi tri cong tac dbi véi vién chue, nguoi lao dong cuia Truong Pai hoc Ngoai ngtr,
PHQGHN ban hanh theo Quyét dinh sé 2009/QD-DHNN ngay 31/10/2017 cua Hiéu

trudng Truong Pai hoc Ngoai ngir.

Pi¢u 12. Trach nhiém thi hanh

1. Trudng cac don vi trong Truong va cac ca nhan co lién quan chiu trach nhiém
thi hanh Quy dinh nay.

2. Phong T6 chtic va Thanh tra phdi hop véi cac don vi trong Truong cé trach
nhiém hudng dan, theo ddi, d6n déc va kiém tra viéc thuc hién Quy dinh nay.

Trong qua trinh thyc hién, néu c6 vuéng mac, can sira doi, bo sung cho phu hop,
cac don vi giri y kién phan hoi vé Phong T chirc va thanh tra dé tong hop bao cao Hiéu

truong xem xét quyét dinh./.

HIEU TRUONG

&
D0 Tuan Minh
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PON XIN CHUYEN POI VI TRi CONG TAC

Kinh gtri: - Ban Giam hi¢u Truong Pai hoc Ngoai ngir,
- Phong T6 chirc va Thanh tra

CONG HOA XA HQI CHU NGHIA VIET NAM

Tentoi1a: ..o Sinh ngay: /.....120..

Trinh d0 chuy€n mON: ..o

Chtrc danh ngh& NEHIEP:  oooovnii e
Ngay bat dau lam viéc theo chitc danh nghé nghiép hién tai: /.....]20.

Don vi cong tac hién nay (Phong, Khoa hay tuong duong): ...........coooiiiiiiiiiiiiiin..

Vitri cONg tAC RIGN ta1: ..ottt e e

ol 120,
Pon vi xin chuyén dén (Phong, Khoa hay twong dwong): .............cocuueeieieeiiieeeiee e

Ngay bat dau lam viéc theo vi tri cong tac hién tai:

T6i 1am don nay kinh dé nghi Hiéu trudong Truong Pai hoc Ngoai ngir chuyén ddi vi

tri cong tac theo nguyén vong cua toi.
Xin chan thanh cdm on.

Ha Noi, ngay  thdng

Y kién ciia Trwéng don vi Y kién ciia Truwéng don vi
dang quan ly noi chuyén dén

Nguwoi lam don

nam 20
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