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tr. Mgc dich:

Quy dinh trinh tr;, nQi dung tO chf'c thUc hiqn x6t nfing luong thubng xuydn

va *Ang luu-ng tru6c thdi hpn, php cAp t\6m niOn vuo-t khung cho vi6n chi,c vlr

ngud'i 1ao ddng ctra Trud'ng Trung c6p ngh6 Co khi x6y dgng' DAm b6o co sp qudin

fi;ilafi rrra"g ,rrrat 
"iat 

.h! 
"uu 

nrrd trudng trong viQc thsc hiQn c6c ch5 cle,

.rri"r, s6ch tidn lr*g d6i voi vi6n chirc vd ngud'i lao dQng mOt c6ch kip thoi, dan

chtr, kh6ch quan vd c6ng bing. DOng thoi d6ng vion vi6n chuc vd nguo'i lao d6ng

trong trud'ng 
"6119 

hien, phan dAu hodn thdnh *rAt t8. nhiQm vp cdng viQc duoc

giao.

2. Ph4m vi vh adi tug'ng 6P dgng

2.1. Phgnt vi iip cllutg: Quy trinh ndy 6p dung cho viQc x6t nAng luong thuo'ng

xuy6n, n6ng iuong tru6c tho'i h4n, phu cap tham ni6n vugt khung cho vi6n chuc,

ngud,i lao d6ng thu6c Tr.udng Trung cap ngh6 co khi xay dr,rng.

2.2. D6i tu'g.ng dp dqtngAp dpng AOi vO'i tdt cd,vi6n chirc, ngud'i lao dQng (hqp

d$ng lao dOng theo quy dinh tai Nghi dinh s6 6B/2000ND-CP vd Nghf dinh

l6tl2ol8a{D-cP) cua Trudng Trung c6p ngh6 co khi x6y dqng'

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

- Nghi dinh s6 2OAlzOO alD-cP ngay l4ll2l2oo4 cba chinh phu v0 cne aq

ti6n luong OOi vO'i c6n bQ, c6ng chirc, vi6n chi;c vd luc lugng vfl trang;

- Nghi dfnh s6 6B/2000NE-CP ngdy lT ll!l2oo0 ctra chinh phu va thuc hi€rr

,frO OO t"q; aOng mQt s6 loai c6ng viQc trong c0 quan hdnh chinh nhir nu6c' don vi

sp nghiQp;

- Nghi dinh s6 |611201BA{D-CP ngey 2gltllzol8 cira Chinh phtr sua d6i, b6

,rr,rg -9f ,o ou, dinh v0 tuy6n dung c6ng chirc, vi6n chfc, nAng ngach c6ng chfi'c,

th6ng hang vi6n chuc vd thpc nien cne d0 hqp d6ng mQt s6 1o4i c6ng vi6c trong co

quanhdnh chinh nhDr nu6'c, don vi sU nghiQp c6ng lQp;

- Th6ng tu s6 08/2013/TT-BNV ngay 3ll7l2ol3 c'iaBo NOi v,.r vd Huong dan

tnuc fiiOn 
"fiA 

OO nAng bflc luo-ng thud'ng xuy6n vd ndng bAc luong tru6c thoi han

AOivOic6nbQ,c6ngchilc,vi6nchircvdngudilaod6ng;

- Th6ng tu sO O3I1OZIITT-BNV ngdy 291612021 cua Bn Nni vu ud vi6c sua

d6i, bO ,rrrf .nC dQ nAng b4c luong thudng.xuy6n, nAng bdc luolg tru6'c thoi ha1

vd chti d0 phU cAp thAm-riOn vuqt i.hrng AOi vO'i c5n bQ, c6ng chric' vi6n chf'c va

nguoi lao d6ng;

-Quy6tdinlrs61139/QD-BXDngdyl6lsl2ol8cfiaBQXAyd,:9'Yc,i?:,u,].'
hdr-rh o* .r,1a n6ng b6c luong thud'ng xuy6n, r-rang b4c luo'ng tru6c thd'i han d6i vo'i

c6n bQ, c6ng chirc, vi6n chirc, ngudi lao dQng thuQc BQ XAy dung'
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4. Dinh nghia vh tir viet tit
4.1 Dlnh nglda

Xdt ndng lao'ng: Ld chinh s6ch ddnh cho nh6m d6i tuo;rg c6n bQ, c6ng chirc,

vi6n chri'c, ngud'i lao clQng khi d6p ri'ng du di6u kiQn uA Ua. luong, ngach, thd'i gian

c6ng tdc,... duo. c ndng luong khi chua dugc huong bfc luong cao nh6t.

4.2 T* vftt tiit

STT rn'virit tit Y nghia

1 BGH Ban GiSm hiQu

2 BM Bi6u mAu

a
J VC,NLD Vi6n chirc vd ngudi lao dQng

4 DS Danh sSch

5

2
7

8

HDL HQi d6ng luong

NLTTH NAng luong tru6c thoi h4n

NLTX NAng luong thudng xuY6n

P.TC-KT Phdng Tdi chinh - K5 to6n

:
10

P.TH Phdng T6ng hqp

PCTNVK Php c6p th6m ni6n vucYt ldrung

11 QD quyat dfntr

5. Lu'u db (Xenc trang 5, trang 6)

6. D3c tA (Xent trang 7)

7. Circ bi6u m6u/ hu6'ng din:

((

U

YI

TOn bi6u m6u/ hu6ng d6n

BM/QT39/P.TI{O1Th6ng b6o n6ng luong

BiwQT3g lP.TT1/02

BM/QT39/P.TH/03Danh s6ch dO nghi kdm theo Th6ng b6o



4

TCn bi6u m6u/ hu6'ng d6n

BM/QT39 lP .TT1l04
Do'n xin nAng luong

BM/QT39/P.TIVO5BAng t6ng hgP danh s6ch d0 nghf

BM/QT39/P.TFV06Bi6n b6n hqp HDL

BM/QT39/P.TH/07
Quydt dinh nAng luo-ng thuong xuy6n

BM/QT39/P.TI-Vo8
Quy6t dinh nAng luong trudc thoi h4n

BM/QT39/P.Tpo9
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TT Cfc bu6'c cdng viQc
Trfch
nhiQm

Tili liQu, bi6u mAu Y6u cAu Thd'i gian

1

P.TH;

BGH

BM/QT39/P.TH/oi

BM/QT39/P.TH/02

BM/QT39iP.TH/03

ThOng

b6o kdm

DS

DAu th6ng
.:

dau tieu
" x.

cua mol

quy

Th6rig b6o dgt x6t

nAng luong

2 HEL
Phd

duyQt

01 ngdy

sau khi

trinh ky

a
J

C6c don vi
truc thu6c;

VC,NLD

Rh so6t

vh bdo

lai P.TH

Theo
Th6ng bao

Tri0n khai th6ng b6o vd

dOi cnieu rd so6t DS

4

t

VC,NLD BM/QT39/P.TH/04
Eon theo

mau

Truoc khi

hop xet

VC,NLD ldm don xin
x6t nAng luong

5 P.TH BM/QT39/P.TH/os

-DS
t6ng

lrqp;

- Dcm

xin NL

Tru6c khi

hgp xdt

Ti6p nhfln, ki6m tra, d6i

chi6u, t6ng hgp DS vd

dA xu6t hqp HDL

6 P.TH
DAy du

hd so

Tluoc tho'i

gian hop

xdt 05

l1gay talll

vi0c

Chuydn h6 so hqP xdt

cho HDL

7
HOi d6ne

ltrong
BM/QT39/P.TH/06

Bi6n b6n

hqp HDL

Trudc l5

cira th6ng

thir 2 cua

qui

Hgp xet nAng lucrng
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TT Cfc bu6'c cdng viQc
Tr{ch
nhiQm

Thi liQu, bi6u mfiu YOu cflu Thd'i gian

8
Phong T6ng

hqp

Tli6ng
b6o c6ug
khai, du
thio QD

Ngay sau

khi hop
HDI,

Th6ng b6o

k6t qu6, d

cdng khai

r th6oQD

9 PhO duyQt I-iiQu trucrng BM/QT39/P.THio7
PhC

duyQt

Sau 05

ngiLy ldni

viQc sau

thdng b6o
, l.
Ket qlta

10

P.TH;

HiQu truong
BM/QT39/P.TH/O8

To trinh;

86o c6o

s6luo-ng

Truoc

1s/l 1

hdng ndn'i

86o c6o kC

trinli gui HJ

t qui vi To
DL cAp tr6n

11
Phong T0ng

hqp

Viro s6

theo d6i

luong

Theo quy

dinhT.rru trt h6 so
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DA,C TA

Bu6,c 1: TuAn dau ti6n cua th6ng thfi ztrong tirng quy, phdng TOng hgp so4n thao

th6ng b6o nAng luong va 14p danh s6ch VC,NLD du diAu ki6n, ti6u chuAn d6n ky

x6t NLTX, pcrNVK trinh BGH ph6 duyQt gui d6n c6c don vi trpc thuQc. D6i voi

NLTTH thi th6ng b6o vdo tuAn dAu ti6n cria quy IV'

Bu6c 2tBanGi6m hiQu ph6 duyqt th6ng b6o va danh s6ch.

Bu6,c 3: C6n cir vdo th6ng b5o vd danh s6ch d5 dugc pho duyQt, c6c don vi truc

thuQc tri6n khai cho vc,NLD trong dcrn vi aoi ctriou, rd so6t xem c6c c6 nh6n co

t6n trong danh s6ch NLTX, NLTTH, PCTNIVK dA dirng vd day du chua d0 t6^g

hop b5o lai phong T6ng h-o. P.

Bu6'c 4: VC,NLD co t6n trong danh s6ch ldm ban ki6m di6m NLTX, PCTNVI('

dcyn xin NLTTH c6 x6c nhan cira Trudng don vi, nQp vA phdng T6ng hgp kdm theo

c6c thdnh tich (n5u c6).

Bu6,c 5: Sau khi cfc don vf trgc thuQc gui hd so. Phdng T6ng hqp ti6p nh0n, ki.6m

tra, d6i chi6u, rd so6t h6 so d6 nghi crta c6c don vi trpc thu6c. co ttSch nhiQrn t6ng

hop, ph6n lopi danh s6ch thdnh 03 loai: NLTX, NLTTH, PCTNIVK' ChuAn bi dAV

dt'h6 so, tdi iio, OOrrg thdi de xrrAt rr6i HQi d6ng luong t6 chuc hgp'

Bu6c 6: Tru6c thcri gian hQp x6t nAng luong 05 ngdy ldm vioc, P'TH c6 tr6ch

nhi6m chuy6n todn bQ h6 so cho HDL xem x6t, nghion criu tru6c khi hop'

Bu6'c 7: Tru6c ngey 15 cua th6ng tht 2 m5i quy, HQi d6ng luong hqp x6t nAng

luo-ng. C6n ci, viro c6c v6n b6n vdlru6ng ddn, 
"i"thdnh 

vi6n trong h6i d6ng dua ra

nh4n x6t, d6nh gi6. chu tich HDL dua ra k6t 1u4n cu6i ctrng'

Bu6'c 8: Can cri vho bi6n b6n hop cta IIEL, phdng T6ng hqp th6ng b6o c6ng khai

k€t qua hop x6t nAng luong uu au th6o Quyat ai"n vd titip nhpn ii ki6n khi6u nai

i"Or'.J1. XOr, .O f.niZ, nAi, phdng T6ng ho. p ki6m tralat th6ng tin, b6o c5o lai Hoi

55;;1";rs d6;;rer, oi6, chinh. Trudng hqp kh6ng kh6ng c6 khit5u npi chuv6n

buoc ti5p theo'

Bu6'c 9: HiQu tru&ng lc.i ban henh quy6t dinh NLTX, NLTTH, PCTNVK d6i vo'i

vi6n chirc thuQc Trubng qu6n lY'

Bu6'c 10: Phong T6ng ho. p c6 tr6ch nhiQm so?n th6o c6ng v6n b5o c6o' td trinh

trinh HiQu truoig ky ;O 
"gf.i 

gO XAy dung x6t vd ra q'y6t dhh NLT1' NLTTII'

tCixvr d6i voi c6c vi6n chilc quan ly thuQc diQn B0 quan 1y hoflc pho duyOt

danh s6ch NLTTH d6i vdi c6c VCif-p thuQc di6n Trudng qu6n ly (Cd danh sdclt

kdm theo); t6ng ho. p, b5o c6o lucrng theo quy dinh'

Rud'c 11: Phdng T6ng hcr,p luu trfi toan bn hO so vd luong theo quy dinh'
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