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1. Mgc dich:

- V6n bin ndy quy dinh c5c n$i dqng vh trinh tg thr,rc hiQn c6ng t6c b6 nhiQrn vi6n

chf,c quan Iy cua Trudng Trung.ap""gf,O Co" khi xAy dgng nhim d6p ung y6u cAu

cdng t6c va tuAn thu ditng quy dinh hiqn hdnh'

- Giei qry6t t6t m6i quan hO tuong quan gifla b6 tri c6ng tic vd quy hoach, ddo tao,

uoi auong dQi ngfl vi6n chfc d6p irng c6ng t6c str drlng vd qu6n ly doi ngfr vi6rr

chitc.

2. Ph4m vi vh tltii tuong 6P dgng

2.1 Pltonr vi tip dqutg: Quy trinh niry quy dinh vO c6ng t6c b6 nhi6m c6n bQ di6n

Trud'ng quan lY.

2.2 D6i tu.g.ng dp elrlrgt Quy trinh niry duo-c 6p clr,rng cho tohn th6 c6c dcrn vf truc

thu6c Trudng.

3. Cin cri'ph6p ly vn thi liQu tham chi6u

- LuTt vi6n chirc ro ss/2010/QH12 ngdy 15 th6ng 11 n[m 2010;

- Lu6t sira d6i, b6 sung m6t s6 didu cua LuQt c6n bQ, c6ng chirc vd Lu4t vi6n chuc

t5 szlzolglQHl4 ngey 25 thimg 11 ndm 2019;

- V6n bAn hqp nhAt sO 131g/VBHN-BLETBXH ngiy O5l4l2O19 hcry nh6t Th6ng

* ;; Ii"r, 16 EiOu lQ trulng trung cAp do B0 Lao d6ng - Thuong binh vd xa hqi

ban hdnh.

- Nghi dinh s6 ll5lz}zOA{D-CP ngey 25l9l2O2O cua Chinh phu quv dinh v0 tuy@l

dUng, str dr,rng vd qu6n ly vi6n chilc'

- Quy6t dinh s6 828/QD-BXD ngdy 201612018 cua BQ XAy dung v6 viQc ban hdnir

a;;tira "i.re,", 
# 

"rriO- 
lp"i, it chirc, miSn nhiQm, lu6n chuv6n, diAu dqns'

biQt ph6i c6ng chuc, vi6n chric ldnh dao, qufln 11,i t4i cdc co quan hdnh chinh vir don

vi su nghiQp c6ng lap thuQc BQ XAy dung

- euy6t dinh s6 2461QD-TTCN ngay 311.82018 cua Truong Trung c6p nghd Co

ktri xAy dUng ra riq" Uan hdnh Oqy .lre gicri thi6u, bd nhiQm, b6 nhi6m 14i' tu'

chuc, miSn nhiQm, iuAn chuyerr, O-ier. dQng, biet ph6i c6ng chirc, vi6n chric 15nh

d4o qu6n ly taiTruong Trung cAp ngh6 Co khi xAy dqng'

4. Dinh nghia vh tir vi6t tit
4.1 Dlnh ngltiu

- ViAn chil,c qudnfi;ld nguoi dugc b6 nhiqm giff'chuc yU lua: 1y co tho'i h4n' cl-riu

tr6ch nhiQm oi[., na"r., i6 ch,i'c ihuc hien mQt hoflc mQt s6 c6ng viQc trong do"n ,i

vh duo. c huo'ng phr,r c6p chirc vp qu6n l1f '

- ViAn clc{rc lchottg gitt' clruc vLJ qu?n ty.\d nguoi chi thpc hiQn nhiQm vp chuyerr

m6n nghiQp vU theo chu'c danh nghA nghi6p trong do, vi sU nghiQp c6ng 14p'

,1
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- 86 nhi€rz:llr hinh thu'c sip x6p, diOu chinh, bO tri c6ng t5c ho.p l)i d6i v6i c6n b6

cria Trulng nhdm ph6t huy ndng luc vd trinh dd c6ng t6c, nAng cao hi6u qua vA

hiQu suAt c6ng viQc.

- 86 nhi€ru ldn diw,dd vi6c ngudi dirng dAu ccv quan co thAm quyd, lAn dAu ti6n
:,

quyer olph cu c6n bQ, vi6n chirc gift cht'c vp 16nh dpo qu6n ly hoflc q.ry6t dtnh cu'

git chirc vu 15nh d4o m6i cao hon chilc vp dang d6m nhiQm'

4.2 Tir vru tnt

STT Tir vitit t6t Y nghia

1 BCH Ban ChAp hdnh

2 BGH Ban Gi6rn hiQu

3 BM Bi6u rr6u

4 BN BO nhiern

5 HHT Hodn thdnh t6t

6 HT Hodn thdnh

7 HTXS
,!

Hodn thenh xuAt s6c

8 P.TH Phdng T6ng ho. p

9 QT Quy trinh

10

11

VC, NLD Vi6n chf'c, ngubi lao dQng

VCQL Vi6n chri'c quAn l1i

5. Luu db (Xeru trang 6)

6. D{c th (Xem trang 7, trang B)

7. Circ bi6u m6ui hu6ng d6n

I
Jl

x

\

STT

1

TOn bi6u miu/ hu6'ng d6n Mi h6a

GiAy dO xu6t crta cdc don vi BM/QT33/P.TFVO1

2 Td trinh xin chu truong bo nhiem viOn chuc qu6n l;i BN/YQT33 lP.THl02

BM/QT33/P.TH/03a
J Bi6n ban th6ng qua chri truong b6 nhiqm VCQL

4 Nghl .1ry6t ctr[r truong b6 nhiQm VCQL BM/QT33lP.THlo 
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STT TOn bi0u m6u/ hu6'ng d6n M6 h6a

5
Bi6n b6n hop HQi nghf 15nh dpo: c6p uy Chi b0 ... vlr

Trudng, ph6 c6c don vi
BM/QT33/P.TI-VO5

6
Phi6u \ay j,ki6n gi6i thiQu (Tai HOi nghi lsnh dpo

cAp uy Chi b0 ... vd Tru6'ng, pho c6c clcm vi)
BI\4/QT33/P.Tly06

7
Bi0n ban ki6m phiilu gi6'i tliiQu (Tai HQi nghi l6nh

dao cAp uy Chi bg ... vd Tru6'ng, pho c6c don vi)
BN4/QT3 3 lP ;tH/01

8

9

Bi6n bAn hgp I{Qi nghi phdng/ khoa . BM/QT33/P.TFVO8

a*" tA, , t"* (Tai HOi nghi phdng/ khoa . .. ) BM/QT33/P.Tlyog

10
Bi6n b6n ki6m phi6u lev V ki6n (Tai HQi nghi phdng/

khoa ......)
BM/QT33/P.Tlv1o

11
Bi6n b6n ni6m phong phi6u ld1 V kitin gi6i thiQu (Tpi

HQi nghi phong/ khoa .. ...)
BM/QT33/P.TH/11

,3

13

Bi6n ban hgp tai HQi nghi c6n bQ chu ch6t BM/QT33 lP.THll2

Phi6u hV V ki5n tin nhi6m tai HOi nghf c6n bQ chu

chdt
BIWQT33/P.TI-V13

t4
Bi6n bin ki6m phi6u

nghi c5n b6 chu ch6t

ki6nv nhiem tai HQitinldv BrwQT33lP.TWt4

BM/QT33/P.TH/1s15
Bi6n ban ni6m phong phiOu hy S'ki6n tin nhiQm tai

HQi nghi c6n bO chtr ch6t

t6
Bi6n ban FI6i nghi tpp the lanh dpo (ldy phi6u bi6u

qry6t gioi thi6u nhAn sg b6 nhiQm)
BM/QT33 lP.1:w16

t7 Phi6u bi6u quytit tai HQi nghi tpp th6 lSnh dao BM/QT33 lP.Twrl

1B
Bi6n bAn ki6m phi6u bi6u quy6t tai HQi nghi tap th6

16nh dao
BM/QT33/P.TFV1B

BM/QT33lP.Twtgt9 Td trinh de nghi b6 nhiQm vi6n chuc quan ly

20
t"- ,r* 4".'t *t quA ki6m phi6u tai'iic bucvc trong

quy trinh b6 nhiQrn
BM/QT33 lP.Tw20

A



STT TOn bi6u m6u/ hu6'ng d6n Mi h6a

2l BM/QT33 lP.TWLL

22 Nhfln xet, d6nh grit cinbQ tu n6m . '. d6n ndm , BM/QT33 lP.TW22

23 KOt luAn cua Chi bg ...... d6i vo'i d6ng chi . BrwQT33 lP.TT1J23

24 Quy6t dinh b6 nhiQm vi6n chirc quAn ly BM/QT33 IP.TH/24

25

26

So'y5u l1i lich vi6n chirc B1WQT33 lP.Trllzs

,* * i<l*t * s6n, thu nhap phUc vu c6ng l6c cdn

b0
BM/QT33 lP;tw26

)
il

B6n tr,r kiOm di6m c6ng t6c ttr n[il ... d6n ndm ...
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Itru po

TT C6c bu6,'c cdng vi6c Tr6ch nhiQm Thi liQu, bi6u miu YOu cAu Thd'i gian

1

C6c don vf c6

nliu cAu BN
c6n bQ;

P.TH

BM/QT3 3/P.TH/01 ;

BM/QT33/P.TH/02.

Cdn cu nhu cAu
' ,i

il1UC te

Tlieo Kd

hoach

To trinh dd xuAt

b6 nhiQm VCQL

2

/ Chu tru<e
o"et 

]rG
I ta,l, da.

mg b6

/cQL

BCI{ EAng

uY;

BGH.

BM/QT33/P.TH/03;

BM/QT3 3/P.TH/04.

Nghiquy6t:

Bi0n bdn hop

aJ
lgh
)dC

CAp uy Chi
b0;

Tlu0ng, Ph6
c6c don vi c6

nhu cAu.

BM/QT33/P.THiO5;
BM/QT33/P.TH/06;
BM/QT33/P.TH/07.

Phi6u gioi thiQu). ,^
llguoll nllan sll i-
Bi€n bin kiOm
phi6u + Bi6n

b6n hqp

,n vl

4

Do-n vi co

nhu cAu BN

c6n b0

BM/QT33/P.TH/08;
BM/QT33/P.TH/O9;
BM/QT33/P.TH/10;
BM/QT33/P.TH/1 1.

Phi6u lay j ki6n

+ Bi0n bin ki,5rn

phiOu + Bi6n

bAn hgp

LdV !, kien tflp the

VC, NLE

5
Cdn bQ chu

, i.
chot

BM/QT33/P.THt12;
BM/QT33/P.TH/13;
BM/QT3 3/P .THl14;
BM/QT33/P.TH/1s.

Phi0u lAy y ki6n

tin nhiQrn + Bi0n

bAn ki6m phitlu

+ Bi0n bin hgp

LAy y ki
nhiQm t4i I

c6n b0 cl

6n tin
1Qi nghi

ru ch6t

6

BCH Ddng

uy;

Ban Gi6m

hiQu

BM/QT3 3/P.TH/ 16;

BM/QT33/P.THl17;

BM/QT33/P.THi 18.

Phitiu biOu quy6t

nhAn sp + Bi6n

bin ki0m phi6u

+ Bi0n bin hgp

Hqi nehitpp the

i6nh dao trudng

7
Lflp h6 so BN;

ra quy6t dinli BN

C6n b0 BN;

P.TH;

Hi6u tluong

BM/QT33/P.TH/19;
BM/QT33/P.THl20;
BM/QT3 3/P .THl21;
BM/QT33/P.THl22;
BM/QT33/P .THl23.

Hd so BN;

quy0t clinh.

8

COng b6 Quy6t
dinh BN

Ban Gi6m

hiQu
BM/QT33/P.THl24

T6 chirc HQi

nghf

o P.TH EAy du h6 so
Theo qu1'

dinh

r,l

;rl
.i{

\,

.k
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oic re

Bu6'c lz Cicdon vf cdn cir cluy hoach vd nhu cAu VCQL xin chu truo'ng b6 nhiQm

VCQL. Phdng T6ng ho. p tAp ho.p trinh BGH. Truo"ng hgp don vi chua co VCQL,

phdng T6ng ho'p ld do'n vi dO xu6t cht truo'ng.

Bu6'c 2: Tr€n co s6'dA xuAt cba cdc dcrn vi, cdn cir nhu cAu VCQL, BCH DAng uy,

Ban Gi6m hi6u xem x6t phd duyQt chfi truong UO nnigm VCQL cho don vi dO ru6t'

N6u ph6 duy6t cht truong chuy6n bu6c tiOp theo.

Bu'6'c 3: T6 chirc hgp HQi nghi lenh dpo g6m: CAp uy Chi b0 (lenh d4o, chi dao

don vi c6 nhu .4, gN vien chtrc qu6n lf) vd Trudng, pho c6c don vi co nhu cAu

BN dA thdng nnat vC 
"cy "Au 

ti6u chuAn, diAu kiQn, quy trinh vd c5ch ldm dAm bao

y6u cAu v6 c6ng bing, dAn chii, chdt ch6, cdng ldrai, minh bach theo quy dfnh'

- Tr6n co sd 
"o "e,r, 

ti6u chuAn, didu ki6n, c6ch ldrm, quy trinh gi6i thi6u dd th6ng

nh6t ti6n hdnh l6y phi6u gi6'i thiQu ,,g,rdn nhin sp bing phi6u kin, m5i d6ng chi

gioi thi6u 01 ngud'i cho 01 chirc danh trong s6 c6c d6ng chi trong quy hopch hodc

-)'grol thleu oong chi kh6c c6 du ti6u chuAn, di6u ki6n theo quy dfnh.

- Nguy6n tlc lpa chgn: DOng chi nho d4t s6 phi6u cao nh6t trdnSOYo s6 phi6u gio'i

thi6u dugc lua chon (K6t qu6 ki6m phi6u dugc c6ng b6 tai hQi nghi).

Bu6c 4: Tr6n co s6 
"o "du, 

ti6u chuan, didu ki6n, cSch idm, quy trinh gi6i thi6u

thpc t6 ,rgrdn nhAn sq, tO chirc ldy j,ki6n bing phi6u tai hQi nghi vi6n chirc 6 c6c

don vi vd phuong 6n gi6i thiQu nhfln sp cira 15nh dpo tpi buoc : (t(Ct quA ki6m

phi6u khdng dugc c6ng UO tai hQi nghi ndy).

Bu6,c 5: T6 chric HQi nghi c6n bQ chu ch6t Oo tAy y kitin tin nhiQrn bdng phi5u kir"r

vd phuong 6n gi6i thi6u nhan sq t4i bu6c 3+4. (K6t qu6 ki6m phi6u kh6ng c6ng

b6).

- Thdnh phan tharn dp g6m: D6ng iry, Ban Gi6m hiQu, c6n b6 chu ch6t, chu tfch

C6ng dodn, Bi thu Eodn Thanh ni6n'

Bu6'c 6: T6 chu.c H6i nghi tap th6 15nh dpo (g6- E6ng uy vh 15nh dao truong) tl-rAo

luAn, phAn tich k6t quaiAy pnie" ctia cria c6c hQi nghi tai buoc 3+4 vitlGt quA lAy

pt itiriil nhiQm tai bu6c 5; xitcminh, k6t lu6n nhtng v6n dA n6y sinh (n6u co); tpp

ine ia,rt dao th6o lupn vdr bi6u quyet gioi thi6u nhAn su blng phi6u kin'

- Nguy6n tic lua chon: D6ng chi duo. c gioi thiQu dpt tr6n 50% s6 phi6u gioi thiQu

thi dugc lqa chqn.

Bu6'c 7t Cdncu k6t qu6 bi6u q,ry6t gi6'i thiQu nh6n sU cua tap th6 l6nh d*o o buoc

6, phdng T6,9 ho.'p huong dfln nhan su duo. c BN lap h6 so" uo ntriqm vd trinh Hiqu

truong ky quy6t dinh b6 nhiOrn theo quy dfnh'

;l

u
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Bu6'c 8: T6 chu'c cOr-rg bO quyOt dinh theo quy dinh'

C6ng b6 cluyrit dinh bO nhiqm; quin triQt viQc thuc hien chirc !r6ch, nhiOm vu d6i

v6,i ngud.i dugc b0 nhigm; ngud'i duo. c UO nliem ph6t bi6u y ki6n vO viQc thqc l-riQn

nhiem vu 6 cuo'ng vi duoc b0 nhi6m'

- Chii tri: d4i di6n Ban Gi6m hiQu'

- Thdnh phan tham dp: TAp th6 lanh d4o, Tru&ng, pho c6c don vi trgc thuQc' d4i

diQn cAp riy, C6ng dodn, Eohn thanh ni6n'

Bu,6.c 9: Todn bg h6 so b6 nliiQm vi6n chirc quAn iy dugc phdng T6ng hop 1uu tr['

theo quy dinh cua ph6p luAt hiQn henh'


