TONG LIEN POAN LAO BDONG VIET NAM  CONG HOA XA HQI CHU NGHIA VIET NAM
LIEN POAN LAO PONG TiNH NGHE AN Péc 1ap - Tw do - Hanh phc

S6:38 /HD -LPLD Nghé An, ngay22thang 11 ndam 2021

] HUONG DAN
To chirc Hoi nghi canbg cdng chiic, vién chic, ngwoilao dong nam 2022

Thuc hién quy ché dan chu tai co quan, don vi, doanh nghiép, Lién doanLao dong
tinh Nghé An hudng dan noi dung td chic hdi nghi cén bd cong chic, vién chuc, hoi
nghi nguoi lao dong nam 2022 nhu sau:

1. Péi twgng va hinh thic té chic:

- C4c co quan hanh chinh, sy nghiép, cac co quan xa, phuong, thi tran té chac hoi
nghi can bo cdng chirc, vién chuc.

- C4c Cong ty, Doanh nghiép, Hop tac xa c6 sir dung lao dong té chic hoi nghi
nguoi lao dong va to chirc d6i thoai theo dinh ky.

2. Van ban ap dung.

- Péi Vi co quan hanh chinh s nghiép, cdc don vi cong ldp, cdc co quan xa,
phuong, thi trdn: T chic hoi nghi cén bo, cdng chic, vién chic theo quy dinh tai Nghi
dinh 04/2015/ND - CP ngay 9/1/2015 ban hanh quy ché thuc hién dan chu trong hoat
dong cua co quan; thong tu s6 01/2016/TT - BNV ngay 13/01/2016 cua Bo Noi vu.

- CacCongty, doanh nghiép, Hop tac xa co thué muwon, sir dung lao dong theo
hop déng lao dong: T6 chic hdi nghi ngudi lao dong theo huéng dan cua Nghi dinh
145/2020/ND - CP ngay 14 thang 12 niam 2020 caa Chinh pha quy dinh chi tiét khoan
3 diéu 63 cua Bo lut lao dong vé thuc hién dan chu o co so tai noi lam viée, Huéng dan
$6 41/HD-TLD ngay 11/11/2021 cua Poan Chu tich Tong Lién doan Lao dong Viét
Nam hudng din cong doan tham gia d6i thoai va thuc hién quy ché dan chu co sé tai
noi lam viéc.

- Péi véi cac bénh vién ngoai cong Idp noi di co td chie cong doan co s, van
dung theo huéng dan cua Bo, Nganh Trung wong. Néu chua c6 hudng dan Bo, Nganh
Trung wong thi ap dung quy dinh tai Nghi dinh 145/2020/ND - CP ngay 14 thang 12
nam 2020 cua Chinh phi va Hudng dan s6 41/HD-TLD ngay 11/11/2021 ctia Poan Chu
tich Tong Lién doan Lao dong Viét Nam hudng dan cong doan tham gia di thoai va
thuc hién quy ché dan chua co sé tai noi lam viéc.

3. Bién phap té chic thuc hién:
3.1. Cong doan nganh, Lién doan Lao déng cap huyén.



- Tham muu voé1 Ban chi dao thuc hién Quy ché dan chu cua huyén, thanh, thi;
lanh dao S& dé ban hanh Ké hoach chi dao hoi nghi dan chi dau nam.

- Trién khai bd hd so mau (cé bo ho so mau kem theo) dén Cong doan co sé va
chi dao cac don vi thuc hién nghiém tac.

- Ban hanh huéng dan cong doan co'sd thuc hién cac nhiém vu trong cong tac to
chtc hoi nghi can bd cong chie, hoi nghi nguoi lao dong, d6i thoai tai doanh nghiép (co
bdang hwéng dan kém theo).

- Cir can bo tryc tiép hudng dan noi dung, chuong trinh trude khi tién hanh hoi
nghi.

- Chi dao, huéng dan co s& kién toan Ban Thanh tra nhan dan tai cac co quan
hanh chinh su nghiép (néu hét nhiém ky). Huéng dan Ban Thanh tra nhan dan xay dung
ké hoach hoat dong nam 2021 theo dtng quy dinh tai Nghi dinh 159/2016/ND-CP va
Hudéng dan sé 1271/HD - TLD ngay 7/8/2017 ctia Tong Lién doan Lao dong Viét Nam.

- Huéng dan cong doantai cac doanh nghiép dé xuét chi doanh nghiép xay dung
va ban hanh quy ché dan chi & co sé trong dé c6 quy dinh vé viéc ddi thoai dinh ky tai
noi lam viéc cua doanh nghiép (néu chua c6); hoac ra soét stra d6i, bo sung nhitng noi
dung khéng pht hop (¢ mdu Quy ché co sé tai Doanh nghiép g kém theo).

- Bdi véi doanh nghiép chwa thanh lap cong doan, khi nhan dwoc yéu cau cua
ngudi lao dong, phai ctr nguoi dai dién ctia Ban chap hanh cong doan cap minh vao lam
Viéc Vi ngudi str dung lao dong dé trao @i, thdng nhat ké hoach phdi hop xay dung
quy ché dan chu, t6 chtrc d6i thoai va hoi nghi nguoi lao dong.

- Tap hop hd so hoi nghi can bo cong chirc,vién chic, hoi nghi nguoi lao dong
sau khi céc don vi, doanh nghiép t6 chuc.

3.2. Cong doan co so.

3.2.1. Cong doan co so tai cac co quan hanhchinh s nghiép

- Phéi hop vai chuyén mén xay dung ké hoach té chic hdi nghi tir cac phong,
ban, phan xuéng. Phan cdng chuan bi ndi dung theo quy dinh.

- Chi dao hoat dong cua Ban Thanh tra nhén dén tai cac co quan hanh chinh su
nghiép theo Hudng dan sé 1271/HD - TLD ngay 7/8/2017 cua Tong lién doan Lao dong
Viét Nam.

- Tong két phong trao thi dua 2021, phat dong cac phong trao thi dua 2022.

- Hd so Hoi nghi dan chu Cong doan co s& can luu giit: Vian ban chi dao viéc to
chuc hoi nghi; Chuong trinh Hoi nghi; Bao céo két qua thuc hién nhiém vu chuyén mon,
trién khai nhiém vu nim tiép theo; quy ché hoat dong co quan trong nim qua; Béo céo
tong ket phong trao thi dua; Bao cao cong khai tai chinh; Bao cao Ban thanh tra nhéan



dan; Bao cao téng hop két qua hoi nghi cua céac to, phong, ban; Bién ban hoi nghi; Nghi
quyet hoi nghi.

- Két thiic Hoi nghi, cong doan co s& can tap hop hd so hoi nghi thanh 03 b.
Trong do, 01 bd giri cong doan cap trén truc tiep, 01 bd gui Thu trudng co quan, 01 bd
do cong doan co s truc tiép quan Iy .

3.2.2. Cong doan co so tai cac doanhnghiép

- Phéi hop véi giam ddc doanhnghiép xay dung ké hoach to chirc hoi nghi tir céc
t6 d6i, phong, ban, phan xuwong. Phan cong chuan bindi dung theo quy dinh tai Hudng
dan s6 41/HD-TLP ngay 11/11/2021.

- Cong doan co sé tai doanh nghiép dé xuat chi doanh nghiép xay dung va ban
hanh quy ché dan chu & co'so trong do ¢6 quy dinh vé viéc dbi thoai dinh ky tai noi lam
viéc ctiadoanh nghiép (Néu chura ban hanh quy ché); hoic ra soat sira doi, bo sung nhing
noi dung khdng phi hop; phéi hop t6 chicc hoi nghi nguoi lao dong (c6 mau Quy ché
gui kém theo).

- B6i v6i doanh nghiép nha nuéc chi dao hoat dong cua Ban Thanh tra nhan dan
theo Hudng dan sé 1271/HD - TLD ngay 7/8/2017 cua Tong lién doan Lao dong Viét
Nam.

- Hb sohoi nghi can leu giit; Van ban chi dao viéc té chirc hoi nghi; Chuong trinh
Hoi nghi; Béo céo két qua hoat dong nam 2021; phwong hudng, nhiém vu ké hoach nam
2022; tinh hinh thuc hién cac che d6 chinh sach lién quan t6i quyén, loi ich ctia ngudi
lao dong; Cong khai tai chinh vé viéc trich, lap va str dung quy khen thuong, quy phic
lot; trichndp kinh ph1 congdoan, bao hlem x3 hoi, bao hiém y té, bao hiém that nghlep
(cac ndi dung nguoi lao dong duoc biét can thle:‘[w cong khai tai ho1 nghi); Bao cao tong
két phong trao thi dua; Thoa udce lao dong tap thé; Noi quy lao dong; Bao cdo tong hop
két qua hoi nghi cua cac td, phong, ban; Bién ban hdi nghi; Nghi quyét hdi nghi.

4. Thei gian té chirc va giri bao cao:

a. Thei gian té chuec:

- H6i nghi can b cdng chirc: hoan thanh truedc ngay 31/12/2021.

- Hoi nghi nguoi lao dong: dwoc to chirc phi hop véi dic diém san xuat kinh
doanh cua doanh nghiép, ¢am bao quy dinh 1 nam t6 chuc 1 lan.

b. B4océo két qua:

- Y&u cau cac don vi bdo céo két qua chi dao t6 chic hoi nghi dan chu vé Lién
doan lao dong tinh, qua Ban Chinh sach phép luat & Quan hé lao dong trudc ngay
15/01/2022.

- B4o c4o sé lieu hoi nghi ngudi lao dong, tinh hinh d6i thoai tai doanh nghiép
theo dinh ky hang quy.

Luu y: Bao céo két quad té chizc hgi nghitheo biéu sé ligu kém theo.
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Trén day 1a nhitng ndi dung can quan tam trong cdng tac to chac hdi nghi cén bo
cdng chic, hoi nghi nguoi lao dong, Lién doan Lao dong tinh huéng dan dé cac cong
doannganh, Lién doan Lao dong huyén, thanh, thi va cac co sé nghién ctu, t6 chuc thuc
hién. Trong qua trinh to chic thyc hién c6 gi vuéng mac thi phan anh vé Lién doan Lao
dong tinh (qua Ban Chinh sach phap ludt & Quan hé lao déng) dé duoc huéng dan kip
thoi.

Noi nhgn: TM. BAN THUONG VU

- Ban chi dao TH QCDCCS tinh (Dé béo c4o); O CHUTICH
- Cén bo, chuyén vién LDLD tinh (Dé chi dao);
- LBLD huyén, thanh, thi; Cong doan nganh;

- CBCS Cong ty mia duong Nghé An

-Luu VT, CSPL & QHLD.




LIEN DPOAN LAO BONG TINH NGHE AN
LDLD/CDN.....ccceeevuuurenerinnas

,ngay

thang

nam202...

Bang tong hep s6 ligu kétqua thuc hign Quy ché dan chii 6 co'sé
6 thang dau nam 202.... hoac nam202....

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

PON SO TYLE | GHI
TT NOI DUNGCHI TIEU VI LUONG | (%)SO | CHU
TINH VOl
TONG
SO
I | Tuyén truyén, tap huin vé QCDC & co'sé
1 | S616p tap huan Lép
2 | S6 nguoi tham dy tap huan Ngudi
1 Xay dwng quy che dan chua ¢ co sé¢
1 | Tong sé donvi thude doi tugng xay dung quy ché dan| Pon vi
chudcoso
2 S0 don vi da xay dung quy ché dan chu o co so Pon vi
Trong do:
2.1 | Co quan hanh chinh, don vi sy nghi¢p cong lap Don vi
2.2 | Doanh nghiép nha nuéc Don vi
2.3 | Doanh nghiép FDI Don vi
2.4 | Loai hinh khac Pon vi
Il | To chic Hai nghi CBCCVC
1 | Tong sé coquan, donvi thudc doditwongto chic Hoi nghi | Pon vi
CBCCVC
2 | SO coquan, don vi da to chic Hoi nghi CBCCVC Pon vi
Trong do:
2.1 | Co quan hanh chinh nha nuéc Don vi
2.2 | Bonvi sunghiép conglap Don vi
IV | To chire doi thoai tai noilam viéc
1 | Tong sé doanh nghiép c6 CDCS thudc d6i tuong thuc | Pon vi
hién ddi thoai
2 | sé doanh nghiép c6 CDCS da td chire d6i thoai dinhky | Pon vi
Trong do:
2.1 | S6 CDCS doanh nghiép nha nuéc DPon vi
2.2 | SO CDBCS doanh nghi¢p FDI Pon vi
2.3 | S6 CDCS loai hinh doanh nghiép khac Pon vi
3 S6 doanh nghiép ¢6 CBCS dato chire doithoaikhicoyéu| Cudc
cau ctia mot hoac cac bén
Trong do:
3.1 | SO CDBCS doanh nghié¢p nha nuéc Cuoc
3.2 | So CDCS doanh nghiép FDI Cuoc
3.3 | S6 CDCS loai hinh doanh nghiép khac Cuoc




4 S6 doanh nghiép c6 CDCS da to chire doi thoaikhicovu| Cudc
Viéc
4.1 | S6CPCS doanh nghiép nha nuéc Cudc
4.2 | SO CDCS doanh nghi¢p FDI Cuoc
4.3 | S5 CDCS loai hinh doanh nghiép khac Cudc
5 Tong s6 doanh nghiép chua c6 t6 chiic cong doan coto | Cudc
chirc ddi thoai
Trong do:
5.1 | S6 doanh nghiép to chirc d6i thoai dinh ky Cudc
5.2 | S0 doanh nghiép t6 chirc d6i thoai khi cd yéucau ciamot | Cudc
hoac cac bén
5.3 | S6 doanh nghiépto chirc d6i thoai khi c6 vu viéc Cudc
V | To chirc H§i nghi NLD
1 | Téng s6 doanh nghiép thudc ddi twong té chie HNNLD | Pon vi
Trong do:
1.1 | s doanh nghiép di t6 chitc HN NLD Don vi
1.2 | 4 doanh nghiép co CDCS da td chirc HN NLD bon vi
Trong do:
1.2.1 | S6 CPCS doanh nghiép nha nuéc Pon vi
1.2.2 | S6 CDCS doanh nghi¢p FDI Pon vi
1.2.3 | S6 CBCS loai hinh doanh nghiép khac Pon vi
VI Ban Thanh tranhan dan
1 | S6 co quan hanh chinh, don vi su nghiép cong lIap da| Pon vi
thanh 1ap Ban Thanh tranhan dan
2 | S6 doanh nghiép nha nudc da thanh 1ap Ban Thanh tra| Pon vi
nhan dan
VIl | Cong tac kiém tra, giam sat thuc hién QCDC & co s&
(Cong doan chi tri hoiac thamgia)
1 | Tong so doankiém tra, giam sat Poan
2 Tong so donvi dugc kiém tra, giam sat Pon vi
TM. BAN THUONG VU

(kb tén, déng dau)

PE CUONG BAO CAO VA CAC VAN BAN
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CAN CO TAI HOI NGHI CBCCVC,NGUOILAO PONG

( Danh cho cac co quan hanh chinh, sy nghiép,
Cac co quan x4, phwong, thj tran )



Quy trinh, thanh phan chuan bj té chiic
Hoi nghi dan cha tai cac co quan hanh chinh, sw nghiép,

Cac co quan x4, phwong, thi tran

Thi tu Ndi dung Thanh phan Chu tri

Buéc 1 | Hop tr bi dé thong nhat | Nguoi dimg dau, Bi thu cap ty, | Nguoi dimg dau
Chfl trwong; Thong qua | Chu tich cong doan, Trudng céc | co quan, don vi
ke hOf;lCh to chuc hpl phbng’ ban
nghi; phan cong chuan
bi cac du thao bao cao;

Phan cbng du thao stra
ddi céc loai quy ché.
Yéu cau cac phong, ban
chuan bi céc béo céo dé
to chic hoi nghi tai cac
to.

Buéc 2 | Ly y kién can bo cha | Nguoi dimg dau, cép phéd cua | Nguoi dimg dau
chbt gop y vao céac du | ngudi dtimg dau, Ban chip hanh | co quan, don vi
thao béo céo cua co|cong doan, Bi thu cép ty, Chu | phdi hop voi
quan, don vi; gop Y vao | tich Hoi Cuu chién binh (néu | cong doan
du thao stra d6i ndi quy, | c6), Bi thy Poan Thanh nién
quy ché Congsan HO Chi Minh (néu co),

Trudng ban Thanh tra nhan dan,
Truéng ban nit cong hoac cén
b0 phu trach ban nit cong
trudng cac phong, ban

Buéc 3 | Tién hanh hoi nghi tai | Can bo, Cong chuc, Vién chac , | Trudng céc
cac phong ban dé danh | nguoi lao dong tai cac phong, | phong, ban phéi
gia viéc thuc hién dan | ban hop Vit
chu tai cac phong ban, truong cong

két qua hoat dong céc
phong ban, dinh hudng
ndi dung va cac chi tiéu
nam t6i; Dé xuit khen
thuong cho tap thé, ca
nhan trong phong, ban
va dang ky thi dua trong
nam tdi; GOp y vao cac

doan cac to




duthao bao cao, noiquy,
quy ché ctia don vi

Budc 4

Téng hop cécy kién gop
y.kién nghi dé& xuat teor
cac phong, ban.

Hoan chinh céc loai van

ban, bao céo trinh bay tai
hoi nghi.

Chuan bi cong tac thi
dua khen thuong.

Céc b6 phan, ca nhan duoc giao

Nguoi dung dau
va chu tich cong
doan

Budc 5

T chac hai nghi

Toan b can bd, cong chic, vién
chirc, nguoi lao dong tai don vi

Nguoi dimg dau
va chu tich cong
doan co quan

Budc 6

Hoan chinh hd so hdi
nghi; Ban hanh nghi
quyét hoi nghi.

Nguoi dimg dau
va chu tich cong
doan co quan

MAU MA KET ( tham khao)

Tén Ponvi..............

HOQI NGHI CAN BQ, CONG CHUC

NAM 2022




TEN PON VI

CHUONG TRINH
HQI NGHI CAN BQ CONG CHUC

Thoi gjan: khai mac ....... go ... phtt, ngay ...... thang ....... nam ............

Dia diem: ..o
T Noi dung Phan cong thuc hi¢n
1 | Ondinh 6 chirc, diém danh, giéi thiéu chi tr, the ky hoi nghi | Ban t0 chiic

2 | Khai mac hoi nghi Chu tri hoi nghi

3 | Bao caotongkét nam .............. , trién khai nhiém vunam ...... Chu tri ho1 nghi

4 | Bao cdo tong két phong trao thi dua nam ........... Chu tri hoi nghi

5 | Béo cao cong khai tai chinh Ké toan

6 Béo c4o tong két hoat dong Ban thanh tra nhan dan Ban thanh tra nhén

dan
7 | Bao cég tong hgp ¥ kién d‘()ng, g6p vao cac loai bao céo, ndiquy | Chu tri hdi nghi
quy phé; cac kién nghi, déxuat cua doan vién.

8 | Y kien thao luan Chu tri hoi nghi

9 | Gid trinh ctia Thu trudng co quan

10 | Y kien phéat biéu cua dai bicu cap trén Chu tri hoi nghi

11 | Bau ban thanh tra nhan dan (néu hét nhiém ky) Ban bau cur

12 | Cong doan co quan phat dong cac phong trao Cong doan co quan
13 | Cong bo cac quyét dinh khen thudng Ban t6 chiic

14 | Ban kiém phicu cong bo bién ban kiém phicu bau Ban TTND | Trudng ban Bau ctr
15 | Thong qua du thdo nghi quyét hoi nghi ......... To thu ky

16 | Bitu quyét nghi quyét hoi nghi ............. Thu trudng co quan
17 | Tong két, bé mac hoi nghi Thu trudéng co quan

BAN TO CHUC HOQI NGHI
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.................................................... CONG HOA XA HOI CHU NGHIA VIET NAM

............................................. Poclap - Twdo - Hanh phiic
S6:  /BC-CQ Nghé An, ngay thdng nam 2020
( bdao caomdu)
BAO CAO

Két qua thuc hi¢n nhi¢ém vu chuyén mon,
quy ché hoat dong co' quan nam 2021,
trién khai nhiém vu nam 20212

A. PANH GIA KET QUA THU'C HIEN NHIEM VU NAM 2021
I. KET QUA THU'C HIEN NHIEM VU NAM 2021
banh gia khai quat két qua dat dugc cua duon vi nam 2020 trén tat ca céc linh vuc.
II. KET QUA HOAT PONG CU THE CUA CAC PHONG, BAN:
1.Phong A.....ccovvveeen
- Két qua dat duoc:
- Han ché:
2. Phong B......ccccoevnnn.
- Két qua dat duoc:
- Han ché:
3. Danh gia su diéu hanh cia dﬁng chi Tha truwdéng co quan
- Uu diém
- Han ché
III. PANH GIA KET QUA THUC HIEN NGHI QUYET HOQI NGHI CBCCVC, NGUOI
LAO PONG NAM 2021:
1. Uu diém
2. Han ché
IV. PANH GIA VIEC THU'C HIEN QUY CHE CUA PON VI:
1. Uu diém:
2. Han ché
V. PANH GIA VIEC QUAN LY TAI CHINH VA TAI SAN
1. Uu diém
+ V& cong tac quan 1y tai chinh:
+ V& quan 1y tai san:
2. Han ché:
B.NHIEM VU TRONG TAM NAM 2022
I. NOI DUNG , CHI TIEU VA GIAI PHAP THU'C HIEN
II. CHI TIEU, NHIEM VU CU THE CUA TO CHUYEN MON
III. TO CHU'C THU'C HIEN:
THU TRUONG CO QUAN
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[0 5160 JP TN CONG HOA XA HOQI CHU NGHIA VIET NAM
BAN THANH TRA NHAN DAN DPéc lap — Tu do — Hanh phic

Nghé An, ngay thang nam ....

o BAO CAO
Tong ket hoat dong ctia Ban thanh tra nhan dan nam 2021,
nhi€ém vu cong tic nam 2022

Can ¢t ké hoach hoat dong cia Ban TTND nam 2021 dudi su chi dao cua Ban
Chép hanh Coéng doan co quan, sy quan tdm cta Tha trudng co quan, CBCCVC va
nguoi lao dong, Ban Thanh tra nhan dan da thyc hién nhiém vu ctia minh va dat dugc
mot s6 két qua sau:

I. PAC PIEM TINH HINH:

1. KET QUA HOAT PONG:
1. Giam sat viec thuc hién chu truong, chinh sach ctia Bang va phép luat cia Nha nudce:
2. Giam sat viéc thuc hi€n Nghi quyét Ho1 nghi vién chie, nguoi lao dong nam 2021.
3. Giam sat viéc st dung kinh phi hoat dong tir ngudn ngan sach nha nudc, sir dung céc
quy, chap hanh ché do quan Iy tai chinh, tai san, cac két luan kiém tra:
4. Gidm sat viéc thyc hién cac ché do, chinh sach d6ivéi CBCCVC, ngudi lao dong :
5. Gidm sat viéc thuc hién no1 quy, quy ché ctia co quan:
6. Va cac noi dung khac tuy dac diém cua timg don vi
7. Xt Iy don thu, khiéu nai, t6 céo
8. Xurly kién nghi cua vién chirc, nguoi lao dong vé céc ché d¢ chinh sach
III. PANH GIA CHUNG, KIEN NGHI BE XUAT
IV. PHUONG HUONG NHIEM VU NAM 2022

Noi nhan: BAN THANH TRA NHAN DAN
- Thu trudéng co quan; TRUONG BAN

-  BCH Coéng doan;

- CBCCVC, NLPb;

- LuuBan TIND.
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................. CONG HOA XA HOI CHU NGHIA VIETNAM
CONG POAN CO QUAN Doclap - Tu do - Hanh phuc

Sé6: /BC-CBCQ NghéAn, ngay  thang nam..........

BAO CAO
Tong két phong trao thi dua nam 2021,
trién khai ké hoach thi dua nam 2022

I. Panh gia két qua phong trao thi dua Cap trén phat dong va don vi da trién
khai

IL. Han ché, nguyén nhin

1. Han ché

2. Nguyén nhan ciia han ché

II1. Bai hoc kinh nghiém.

IV. Két qua thi dua khen thwéng chuyén mén, Cong doan nim 2021

1. Chuyén mén

2. Cong doan

V. No¢i dung phat dong thi dua nam 2022

Noi nhan: TM. BAN CHAP HANH
- BCH CD co quan CHU TICH

- Lién doan Lao dong huyén....
- Luu VP cong doan
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TONG HQP Y KIEN TU HQI NGHI CBCCVC, NGUOI LAO PONG
CAC PHONG, BAN NAM 2022

1. B4o c4o tong két niim 2021, nhiém vu nim 2022:

C6 bao nhiéu ¥ kién gop y? Gop ¥ vao nhiing ndi dung cu thé nao?
2.B4o cio tong két hoat ddng ciia Ban thanh tra nhan din nim 2021, nhiém vu nim
2022:

C6 bao nhiéu y kién gop ¥? Gop ¥ vao nhing ndi dung cu thé nao?
3.Bao cao tong két phong trao thi dua nim 2021

C6 bao nhiéu y kién gop y? Gop ¥ vao nhimg ndi dung cu thé nao?
4.B4&o cao cong khai tai chinh nam 2022

C6 bao nhiéu y kién gop ¥? Gop y vao nhiing ndi dung cu thé nao?
5.Go6py vao hé thong ciac Quy ché ciia co quan:

Dé nghi sirad6indi dung gi, stra d6inhu thé nao?

6. Nhirng kién nghi dé xuit tir cac to:
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CONG HOA XA HOQI CHU NGHIA VIET NAM
.............................................. Poc 1ap - Tu do - Hanh phic

BIEN BAN
Hoi nghi CBCCVC, ngudilao dong nam 2022

HOom nay, vao hdi .... gio ...0 phit, ngay ... thing ..... nam ...., Co quan
....................... tien hanh hoi nghi Can bo, céng churc, vién chie, ngudoi lao dong nam

- Tong so: ...... dong chi
- Tong s6 du hop: ....... ddng chi, ving ....... coly do
- Thanh phan du hoi nghi: toan thé vién chirc, ngudi lao dong
- Chu tri hoi nghi: ddng chi Nguyén Van A - Thil truong co quan
dong chi: Nguyén Vin C - Chi tich cong doan co quan
- Thu ky hoi nghi: dong chi: Nguyén Thi X - UVBCHCP CQ
- Pai biéu tham du: Plc ............. -
NOI DUNG VA CHUONG TRINH LAM VIEC CUA HQOI NGHI
I. On dinh t6 chirc, diém danh, gi¢i thi¢u chii tri va thu ky hdi nghi
II. Khai mac hgi nghi: (d/c Tha truédng co quan)

I1. Dong chi ............... thong qua du thao bao cao hoat dong chuyén mén nam
....... va trién khai nhiém vu chuyén mén nam.......... (C6 bao cao riéng)

IV. Pong chi ............. thong qua bao cao tong két phong trao thi dua nam ........ va
phat dong thi dua nam .......... (Cbobao cao riéng)

V. POng chi ....eevemnenne. thong qua bao cao tai chinh cia co quan nam ........

VI. Pong chi ......... thong qua du thio bao cao hoat dong Ban thanh tra nhan dan
nam ......... , trién khai nhiém vu nam ......... (Cé bao cao riéng)

VII. Pong chi ............ thong qua bao cao tong hop y kién gopy sira d6i cac loai quy

ché co quan ciia cac t6 va hoi nghi cét can (Co bao céo riéng)

VIII. Théo luin:

1. Déng chi................ (Chu tri hdi nghi). quan triét cac nd1 dung thdo luan

2. Y kién dongchi..........

2.Y kién ddngchi...........

IX. Phat biéu chi dao Hdi nghi ciia Lanh dao cong doan cip trén

X. Bau Ban thanh tra nhan dan nhiém Ky t6i ................

Két qua: 3 déngchi .................. tring ctr vao Ban thanh tra nhan dan nhiém ky .................
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XI. Pong chi ........ thong qua cac quyét dinh khen thuéng nam..........

X1, PONg chi cucevevevvnee. thii treéng co quan giai trinh va két luan hdi nghi
XIV. Dong chi .............. Théong qua dv thio Nghi quyét

- Chu tri diéu hanh biéu quyét Nghi quyét Hoi nghi nam ................

XV. Pong chi ............. thii trudéng co quan biéu quyét Nghi quyét va bé mac hji
nghi

- 100% giao vién, ngudi lao dong thdng nhat biéu quyét no1 dung trong Nghi quyét Hoi
nghi vién chtrc, nguoi lao dong nam hoc ......... Hoinghi két thuc .....gio ......... phut cung
ngay

CHU TRI CHU TRI
THU TRUONG CO QUAN CHU TICH CONG POAN CO QUAN
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..................................... CONG HOA XA HOQI CHU NGHIA VIET NAM
Doclap - Tw do - Hanh phuc

NGHI QUYET _
HQI NGHI DAN CHU NAM 2022

Thuc hién Nghi dinh 04/ND-CP ngay 09 thang 01 niam 2015 cua Chinh pha vé “thuc
hién dan chu trong hoat dong co quan hanh chinh nha nuoc va don vi sy nghiép cong
lap”, dugc su déng y cualLanh dao va Chi b0 .......cvvvveiviieeneiinnne.
Hom nay ngay .....thang ......... nam......... , chuyén mon phdi hop voi Cong doan Co quan
............. t6 chuc Hoi nghi CBCCVC, nguoi lao dong ndm ..............Du va chi dao hoi
nghi c6 cac dong chi trong Lanh dao, ..........
Hoi nghi da théng qua du thao bao cdo két qua hoat dong co quan nim ........ , trién khai
nhiém vy cong tdc nam .............. : B4o c4o tong két phong trao thi dua; Bao cdo cong
khai tai chinh; Bao cdo tong két hoat dong ctia Ban thanh tra nhan dan; Tong hop ¥ kién
dong gop vao cac quy ché; cac dé xuat, kién nghi ctia doan vién.
Sau qua trinh thao luan, trao ddi ctia cac dai biu, Hoi nghi théng nhét quyét nghi:
1. Thong qua du thao bao cao két qua hoat dong co quan nam ....., trién khai nhiém vu
congtac nam .....; Bao céo tong két phong trio thi dua; Bdo c4o congkhai tai chinh; Béo
c4o tong két hoat dong cua Ban thanh tra nhan dan; Tong hop ¥ kién cua vién chiic,
nguoi lao dong dong gop vao quy ché co quan.
2. Trén co s nhi€ém vu chinh tri chung va chuong trinh cong tac ctua co quan, Ho1 nghi
tap trung chi dao thuc hién thang loi mot sé chi tiéu, nhiém vucua ... .......... nam...........
nhu sau:

(Néu ngdn gon cac chitiéu cu thé).
3. Ho1 nghi kéu goi toan thé vién chue, nguoi lao dong trong don vi doan két, nhat tri,
chung strc, dong long, phat huy thuan loi, khac phuc kho khin, phan dau hoan thanh va
hoan thanh xuét sic céac chi tiéu, nhiém vu ma Hoi nghi da dé ra, gop phﬁn xay dung
Truong ....cooeevvvennnnne. ngay cang l6n manh.
Noi nhn: TM. CHU TRI HQI NGHI
- Lién doan Lao dong huyén.... (B/c) THU TRUONG CO QUAN
- Lanh dao (B/c);

- Céac phong ban (T/h);
-LuuVT,Cb
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PE CUONG BAO CAO VA CAC VAN BAN
CAN CO TAI HOI NGHI NGUOI LAO PONG

( Danh cho cac Cong ty, doanh nghi€p ngoaicong 1ap )
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Quy trinh, thanh phan chuan bj té chiic

Hoi nghi dan chu tai cac Cong ty, doanh nghié€p ngoai cong lap

Thir tw

N@i dung

Thanh phan

Chu tri

Buoc 1

Cong tac chudn bi chung
- Lap ké hoach to churc hoi nghi

- Du thao cac van ban trinh hoi
nghi

Pai dién ban chip
hanh cong doan co
8@, dai dién lanh dao

don vi, va dai dién
mot sé t6, doi
phong, ban

Lanh dao va Chu
tich cong doan don
Vi

Budc 2

T6 chirc hoi nghi nguoi lao
dong tai cac t6 chuyén mon
dé danh gia viéc thuc hién dan
chu tai phong ban, két qua
hoat dong céc to, doi, phong
ban, dinh hudng ndi dung va
cac chi tiéu nam tGi; DE xuét
khen thuang cho tap thé, ca
nhan va dang ky thi dua trong
nam tdi; GOpy vao cac du
thao béo céo, noi quy, quy ché
cua don vi

Toan bd nguoi lao
dong tai céc to, doi,
phong ban

Lanh dao va to
truong cong doan tai
cac t6, doi, phong
ban

Bu6c 4 | Tong hop y kién dong gop vao Dai dign Lanh dao
cac loai bao cao, ,quy ché; cac va dai dién ban chap
kién nghi, dé xuat cta ngudi hanh coéng doan don
lao dong. Vi

Bu6c 5 | T6 chiic hoi nghi nguoi lao Toan bo nguoi lao | Pai dién Lanh dao
dong cap doanh nghiép dong tai donvi hoic | va dai dién ban chap

dai biéu duoc bau tir | hanh cong doan don
cac t6, doi, phong| vi
ban

Budc 6 | T6 chic thue hién nghi quyét | Toan bd ngudi lao | Lanh dao don vi ¢6

hdi nghi nguoi lao dong

dong tai don vi

trach nhiém thuc
hién. Cong doan
giam sat
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Maket hgi nghi

Congdoan théng nhét véiNSDLD vé mau, ndi dung maket t6 chirc hdinghi, nén co
ndidung sau:

Logo CDVN Logo DN
Téndoanhnghi€p...................
HOINGHI
NGUOILAO DPONGNAM.......
Dia diém, ngay....... thang......nam.....
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CHUONG TRINH
HOI NGHI LAO PONG NAM 2022

Thoi gian: khai mac ....... go ... phtt, ngay ...... thang ....... nam ............

Pia diém; .......coooovevvvveenn,

TT Noi dung Phan cong thue hi¢n

1 | Ondinh 0 chirc, diém danh, gioi thiéu chu tr, thu ky hoi nghi Ban 6 chiic

2 | Khai mac hdi nghi Chu tri ho1 nghi

3 Két qua hoat dong trong nam, ké hoach nam t6i; tinh hinh thuc hién Chu tri hoi nghi
cac ché dg chinh sach lién quan té1 quyén, loi ich ctia nguoi lao dong.

Cong khai tai chinh vé viéc trich, lp va su dung quy khen thudng, quy Ké todn
phic loi; trich ndp kinh phi cong doan, bao hiém xd hoi, bao hlem y 6,

4 | bao hiém thit nghiép... (cac ndi dung nguoi lao dong dugc biét can thiét
cong khai tai hoi nghi).

5 | Bao c4o tong két phong trao thi dua nim ........... Chu tich cong doan
T‘Enh hinh thyc hién thoa udce lao dong tap thé (néu da co thoa ’uc'rc), hop | Chu tri hoi nghi
dong lao dong, ndi quy lao dong. Tinh hinh thuc hién quy ché dan chu,

6 | doi thoai , tinh hinh thuc hién Nghi quyét hoi nghi nguoi lao dong nam
trude va ket qua gidi quyét cac kién nghi cta tap thé lao dong sau cac cudc
d6i thoai.

7 Bdo cao tong hop y kién dong g6p vao cac quy ché; cac kien nghi, | Chi tri hoi nghi
dé xudt ctia gido vién, nguoi ko dong.

8 | Y kien thdo ludn Chu tri ho1 nghi

9 | Gidi trinh cua Nguoi dimg dau

10 | Y kién phat bicu ctia dai bicu cap trén Chu tri ho1 nghi

1| K két Thoa udc lao dong tap thé (néu co). Ngudi dimg dau va

Chu tich cong doan

1 Bau hoac thong qua két qua bau thanh vién t6 doi thoai bén phia| Chua tich cong doan
NLD

13 Cong doan co quan phat dong céac phong trao thi dua Ban chap hanh cong

doan

14 | Cong bo cac quyet dinh khen thuong( néu co) Ban t6 chiic

15 | Thong qua dy thao nghi quyét hoi nghi To thu ky

16 | Biéu quyet nghi quyet hoi nghi Neuoi dimg dau

17 | Tong két, bé mac hdi nghi Nguoi dimg dau

BAN TO CHUC HOQI NGHI
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.................................................... CONG HOA XA HOI CHU NGHIA VIET NAM
............................................. Poclap - Tw do - Hanh phic

S6:  /BC-CQ Nghé An, ngay thang nam 2020

BAO CAO
Két qua thwe hién nhiém vu ,
quy ché hoat déng don vi nam 2021,
trién khai nhiém vu nim 2022

A. PANH GIA KET QUA THU'C HIEN NHIEM VU NAM 2021
I. KET QUA THU'C HIEN NHIEM VU NAM 2021
II. KET QUA HOAT PONG CU THE CUA CAC TO CHUYEN MON:
1. To, ddi, phong ....eceveeereceenne
- Két qua dat duoc:
- Han ché:
2. Té, doi, phong ..........ceeee.
- Két qua dat duoc:
- Han ché:
3. Danh gia sy diéu hanh ciia dong chi Lanh dao
-Uu diem
- Han ché
III. PANH GIA KET QUA THUC HIEN NGHI QUYET HQI NGHI NGUOI LAO
PONG NAM 2021
1. Uu diém
2. Han ché
IV. PANH GIA VIEC THUC HIEN NOI QUY, QUY CHE CUA PON VI:
1. Uu diém:
2. Han ché
V. TINH HINH THU'C HIEN CAC CHE PO CHINH SACH LIEN QUAN PEN QUYEN,
LOI ICH CUA NGUOI LAO PONG TRONG NAM TRUOC
VI. PANH GIA VIEC THU'C HIEN THOA UOC LAO PONG TAP THE
B.NHIEM VU TRONG TAM NAM 2022
I. NOI DUNG, GIAI PHAP THU'C HIEN NHIEM VU CHUNG:
II. CHI TIEU, NHIEM VU CU THE CUA TO , POL...
III. PHUONG HUONG, NHIEM VU TRONG NAM TOI; KE HOACH THUC HIEN
CAC CHE PQ CHINH SACH LIEN QUAN PEN QUYEN, LOQI iCH CUA NGUOI LAO
PONG TRONG NAM TOI
IV. TO CHUC THU'C HIEN:
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........................ CONG HOA XA HOI CHU NGHIA VIETNAM
CONG DOAN ..... Doclap - Tu do - Hanh phuc

Sé6: /BC-CBCQ NghéAn, ngay  thang nam..........

o BAO CAO
Tong két phong trao thi dua nam 2021,
trién khai ké hoach thi dua nim 2022

I. Panh gia két qua phong trao thi dua Cap trén phat dong va don vi da trién
khai

IL. Han ché, nguyén nhin

1. Han ché

2. Nguyén nhan ciia han ché

II1. Bai hoc kinh nghiém.

IV. Két qua thi dua khen thwéng chuyén mon, Cong doan nim 2020

1. Chuyén mén

2. Cong doan

V. No¢i dung phat dong thi dua nam 2021

Noi nhan: TM. BAN CHAP HANH
-BCHCD ... CHU TICH

- Lién doan Lao dong huyén....
- Luu VP cong doan
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TONG HOQP Y KIEN TU HQI NGHI NGUOI LAO PONG
CAC TO, POI, PHONG NAM 2022

1. B4o cao tong két nim 2021, nhiém vu nim 2022:

2.B4o cdo thue hién Théa wéc lao dong tap thé, Ndi quy.....nim 2021, nhiém vu nim
2022:
3.B#o cao tong két phong trao thi dua nim 2021
4.Béo cao tai chinhnim2021

5.Go6pYy vao hé thong cac Quy ché, Nji quy lao dong, Théa wéc lao ddng tip thé ciia
don vi:
Pé nghi sirad6indi dung gi, stra d6inhu thé nao
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TEN DOANH NGHIEP CONG HOA XA HQI CHU NGHIA VIET NAM
Poclap - Tu do - Hanh phic

BIEN BAN
POI THOAI PINH KY/THEO YEU CAU/KHI CO VU VIEC TAI NOI LAM VIEC
LAN THU.........NAM 20........

Can ctr Bo luat Lao dong nam 2019; Nghi dinh sb 145/2020/ND-CP ngay
14/12/2020 ctia Chinh phi1 quy dinh chi tiét va hudng dan thi hanh mét s diéu
cua B luat Lao dong vé diéu kién lao dong va quan hé lao dong;

Can ctr Quyét dinh s6:.../QD-, ngdy .../.../... ciia Giam dbc Congty .... vé

viéc ban hanh Quy ché dan chi & co'so tai noi lam viée;

Vao lic ... gio... phit, ngdy ... thang ...nam 20 ..., tai (dia diém t6 chic
i thoai)... Congty ... ¢4 t6 chuc dbi thoai ... lAn thir ... ndm ...

Thanh phan tham du:
1. Pai dién Ban Giam déc cong ty:

ONG/BA: ..o s ChUIC VU oo,
2. Dai dién tap thé nguoi lao dong:

ONG/BA: ..o * CAUC VU e,
3. Dai dién Cong doan cap trén (NEU CO): v.vvvrvrvrvrrereiereerreneenae,

ONG/BA: ... " ChUC VU v,
4. Thu ky hoi nghi:

ONG/BA: ..o * CAUC VU +eveeeeeeeee e,

Phin I. N§i dung dbi thoai (ghi rd nhimg ndi dung duoc tong hop tir ¥
kién ctia nguoi lao dong dé xuit ddi thoai).

Phan Il. Dién bién cudc d6i thoai (¥ kién thao luan cua cac dai biéu
tham duy ddi thoai).

Phan III. Két qua ddi thoai (cac ndi dung thong nhit, giai phap, thoi
gian thyc hién va hoan thanh; ndi dung chwa thong nhét, dé xuét bién phap giai
quyét).

Budi dbi thoai két thuc vao Iuc ... gio .......phat, cling ngay.

Bién ban dugc doc lai cho cac bén tham du cung nghe, thong nht ky tén
va duoc lap thanh ... ban va c6 gia tri nhu nhau, mo6i bén tham gia doithoai giir

mot ban, mot ban luu tai cong ty. Bién ban dugc cong khai dén toan thé nguoi
lao dong bict, thuc hi¢n./.

THU KY DAI DIEN TAP THE GIAM BDOC
NGUOI LAO DONG
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TEN DOANH NGHIEP CONG HOA XA HOQI CHU NGHIA VIET NAM
Poclap - Tu do - Hanh phuc

NGHI QUYET
HOQI NGHINGUOI LAO PONG NAM 202...

Can cu B luat Lao dong nam 2019; Nghi dinh s6 145/2020/ND-CP ngay
14/12/2020 cua Chinh phu quy dinh chi tiét va huéng dan thi hanh mot s6 dicu cua
B0 luat Lao dong vé di€u ki¢n lao dong va quan hé¢ lao dong;

Can ctr Quyét dinh s6:.../QD-, ngdy .../.../... ciia Giam dbc Congty............

vé viéc ban hanh Quy ché dan chi & co so tai noi lam viée;

Vao Iuc ... gio ... phat, ngdy ... thang ... nam 20 ..., tai (dia diém t0 chirc hoi
nghi) ... Congty ... da t6 chirc Hoi nghi ngudi lao dong nam ...

Thanh phan tham dy hdi nghi gdm:

1. Pai dién Ban Giam doc.

2. Pai dién Ban Chéap hanh CDCS.

3. Pai biéu khach mdi: Cong doan cép trén (néu co).

4. Va sy cd mit cta ... dai biéu, dai dién cho céc phong, ban, phan xuong, 0,
doi trong Cong ty.

HOI NGHI NGUOILAO PONG CONG TY...NAM...
QUYET NGHI

1. Nhét tri thong qua Bao cédo thuc hién nhiém vu san xuét, kinh doanh cta
Cong ty nam ...; phuong hudng, nhiém vu, ké hoach san xuit, kinh doanh nam...

2. Nhét tri thong qua Bao cdo tinh hinh hoat dong Cong doan co s nam... va
phuong hudng hoat dong nam .

3. Ho1 nghi nguoi lao dong Cong ty dabicu quyet nhét tri véi ndi dung da thao
luan, thong nhat tai Hoi nghi; cac ndi dung (stra d6i: ndi quy, quy ché cua cong ty)
hozc (du thao moi TULDTT...); két qua bau thanh vién tham gia d6i thoai, bau ban
thanh tra nhan dan (néu ¢6) va cac ndi dung khéac c6 lién quan truc tiép dén quyén
va nghia vu cua ngu’0’1 lao dong.

4. Hoi nghi giao Ban Giam dbc va Ban Chap hanh CDCS Congty tiép thu day
du cac v kién dong gop cua dai biéu tham du; c6 trach nhiém trién khai va to chic
thuc hién day du Nghi quyet Hoi nghi nguoi lao dong da thong qua.

5. Hoi nghi kéu goi toan thé doan vién, nguoi lao dong phat huy tinh than
trach nhiém ctia minh, huéng tng tich cuc cac hoat dong, phong trao thi dua do Ban
Giam ddc, Ban Chap hanh CDCS phat dong gop phan thyuc hién thang loi Nghi quyét
Hoi nghi nguoi lao dong ndm .

Nghi quyet Hoi nghi ngu’cn lao dong nam 202... dugc HO1 nghi thdong qua va
cé hidu luc ké tir ngay ky./.

THU KY DAI DIEN TAP THE GIAM bOC
NGUO'I LAO BONG
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TEN DOANH NGHIEP CONG HOA XA HOI CHU NGHIA VIET NAM
Poclap - Tu do - Hanh phic

BIEN BAN .
HQI NGHINGUOI LAO PONG NAM 202...

Can ctr Bo luat Lao dong nam 2019; Nghi dinh sé 145/2020/ND-CP ngay
14/12/2020 cua Chinh phu quy dinh chi tiét va huéng dan thi hanh mét s6 diéu cua
B0 luat Lao dong vé di€u kién lao dong va quan hé lao dong;

Can ctr Quyét dinh sb:.. ./QP - , ngdy .../.../...ciaGiam dbc Congty....... vé
viéc ban hanh Quy che dan chu ¢ co s tai noi lam viéc;

Vao lic ... gio ... ngdy ... thang ... ndm ... tai Cong ty to chirc Hoi nghi ngudi
lao dong nam...

Thanh phﬁn:... (sé doan vién)/... (sé lao dong), dai di¢n cho cac phong, ban,
phan xuong, t6, doi san xuat trong Cong ty tham du.

A. PHAN NGHI THUC

1. Chao cd (khuyén khich).

2. Tuyén bd Iy do, giéi thiéu dai biéu.

3. Bau chu tri hoi nghi; chu tri lén diéu hanh hoi nghi.

B. NOI DUNG (chu tri hoinghi diéu hanh)

1. Pai dién Ban Giam dbc bao cdo tinh hinh san xuét, kinh doanh; thuc hién
Hop ddng lao dong, ndi quy lao dong, nhitng ndi dung cdng khai cho doan vién
ngudi lao dong biét dé giam sat; thuc hién ché do chinh sach dbi véi ngudi lao dong
trong nam. ..; phuong hudng, nhiém vu, ké hoach san xuat, kinh doanh nam ...; tiép
thu va giai trinh céc kién nghi, dé xuat ctia nguoi lao dong.

2. Pai dién Ban Chép hanh CBCS bao c4o hoat dong Cong doan, cong tac
phdi hop v6i Ban gidm ddc thuc hien TULDTT, chim lo, bao vé quyén va loi ich
hop phap chinh dang cho nguodi lao ddng; nhitng ndi dung nguoi lao dong dugc tham
gia v kién, quyét dinh va kiém tra, giam sat; tong hop ¥ kién, kién nghi, dé xuat cua
nguoi lao dong.

3. Dai biéu thao luan: (ghi y kién phdt biéu tirng nguoi).

4. Bau thanh vién tham gia ddithoai (néu co).

5. Béau Ban Thanh tra nhan dan d6ivéi doanh nghiép nha nude (néu co).
6. Phatbiéu ctalinh dao (néu co).

7. Khen thudng, phat dong thi dua, ky giao udc thi dua (néu co)

8. Biéu quyét thong qua Nghi quyét hoi nghi nguoi lao dong hodc nhitng ndi
dung chinh cua Bién ban hdi nghi.

Hoi nghi két thuc vao hdi ... cling ngay.

THU KY CHU TRi HQI NGHI



TEN DOANH NGHIEP CONG HOA XA HOQI CHU NGHIA VIET NAM
Poclap - Tw do - Hanh phuc

...... ngay thang nam202...

_QUYET PINH
Ban hanh Quy ché dan chu & co sé tai noi lam viéc

GIAM POC CONG TY ...

Can ctr BO luat Lao dong nam 2019;

Céan ctir Nghi dinh s6 145/2020/ND- CP ngay 14/12/2020 cua Chinh phu quy
dinh chi tiét va hudng dan thi hanh mot s6 diéu cua Bo luat Lao dong vé diéu kién
lao dong va quan h¢ lao dong;

Can ctr Didu 16 (Quy ché hoat dong) ciia Cong ty...;
Xét dénghi cla........cocvovvevenen.,

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché dan chil ¢ co s tai noi
lam viéc cuia Congty ...

Picu 2. Quyét dinh nay co hiéu luc ké tir ngay ky.

Diél} 3. Ban Giam d6c; Ban Chép hanh Congdoan coso; cac donvi truc thudc
va toan thé nguoi lao dong lam viéc tai Congty chiu trach nhi€ém thi hanh quyét dinh
nay./.

GIAM bOC
Noi nhdn: i p
- BanGD Cty; (ky tén, dong dau)
- BCH CbCS Cty;

- Cong doan cip trén tryc tiép;
- Luu: VT, CBCS.



TEN DOANH NGHIEP CONG HOA XA HQI CHU NGHIA VIETINAM3
Poclap- Twdo - Hanh phic

i . Quy pm‘z ]
DAN CHU O CO SO TAI NOI LAM VIEC

(Kém theo Quyét dinh sé e /OD- L ngay ... thang ... nam 202....
cua Giamdoc Congty ............ )

Chuong I
NHUNG QUY DPINH CHUNG

Pi¢u 1. Pham vi 4p dung

Quy ché nay quy dinh vé quyén va trach nhiém cuangudi str dung lao dong (NSDLD),
nguoi lao dong (NLD) va t6 chire dai dién nguoi lao dong & co'sé trong viée thuc hién Quy
ché dan chi & co s¢ tai noi 1am viéec (QCDC) ctia Cong ty ...

Piéu 2. Poi twong ap dung

1. Nguoi lao dong dang 1am viée theo hop dong lao dong tai Cong ty.

2. Hoi dong quan tri, Ban Giam d6c Congty.

3. Ban Chip hanh Céng doan co s& Cong ty (viét tit BCH CDCS).
Piéu 3. Nguyén tic thwe hién

1. Thién chi, hop tac, trung thuc, binh déng, cong khai va minh bach;

2. Tén trong quyén va loi ich hop phép ctia NLD, NSDLD va céc td chirc, c4 nhan

khéc co lien quan;

3. T chuc thuc hién QCDC khong dugc tréi phap luat va dao dirc xa hoi.
Pi¢u 4. Nhirng hanh vi camkhi thue hién QCDC

1. Xam pham an ninh qudc gia, trat tu an toan xa hoi, loi ich ctia nha nudc;

2. Xam pham quyén va loi ichhop phép cua NSDLD va NLD;

3. Tru dép, phan biét d6i xir v6i nguoi tham gia dbi thoai, nguoi khiéu nai, t céo.

Chuong Il
NOIDUNG QUY CHE DAN CHU O CO SO TAI NOI LAM VIEC

Muc 1
NOQI DUNG NSDLP CONG KHAI,
NLDP THAM GIA Y KIEN, QUYET PINH, KIEM TRA, GIAM SAT



Pi¢u 5. Noi dung NSDLP phii cong khai Mau 03
1. Tinh hinh san xuét, kinh doanh ctia NSDLD;
2. Noi quy lao dong, thang lwong, bang lwong, dinh mic lao dong, ndi quy, quy ché
va cac van ban quy dinh khac cia NSDLD lién quan dén quyén loi, nghia vu va trach nhiém
cua NLD;

3. Céc thoa udc lao dong tap thé ma NSDLD tham gia (thda udc cap doanh nghiép,
thda udc nganh, thoa uéc nhom doanh nghi¢p);

4. Vige trich 1ap, st dung quy khen thudng, quy phuc loi va cac quy do NLD dong
gop (néu co);

5. Vigc trich ndp kinh phi cong doan, BHXH, BHYT, BHTN;

6. Tinh hinh thuc hién cong téc thi dua, khen thudng, ky luat, giai quyét khiéu nai,
td cdo lién quan dén quyén, nghia vu va lgi ichcua NLD;

7. No1 dung khac theo quy dinh cua phap luat.

Piéu 6. Hinh thitc cong khai

1. Niém yét cong khai tai noi lam viéc;
2. Thong bdo tai cac cudc hop, cac cudc ddi thoai, hoi nghi NLD;
3. Thong bao bang van ban cho BCH CDCS dé thong bao dén doan vién, NLD;
4, Thong bao trén hé thdng thong tin ndi bo;
5. Dang trén trang thong tin nd1 bo ctiia doanh nghiép;
6. Hinh thirc khac ma phép luat khong cam.
Picu 7. Noi dung NLP dwoc tham gia y kién
1. Xay dung, stra doi, bo sung ndi quy, quy ché va cac vin ban quy dinh khac cua
NSDLD lién quan dén quyén, nghia vu va lgi ich ciia NLD;
2. Xay dung, stra d6i, bo sung thang lwong, bang luong, dinh muc lao dong; dé xuat
ndi dung thuong lugng tap thé;
3. Pé xuét, thuc hién giai phép tiét kiém chi phi, ndng cao ning suat lao dong, cai
thién diéu kién 1am viéc, bao vé moi trudng, phong chéng chay no;
4. Noi dung khac lién quan dén quyén, nghia vu va loi ich cua NLD theo quy dinh

cua phéap luat.

Pi¢u 8. Hinh thirc lay y kién
Lay ¥ kién truc tiép NLD;
Liy ¥ kién thong qua BCH CDCS;
Liy ¥ kién tai Hoi nghi NLD; di thoai tai noi lam viéc;
Phat phiéu hoi, giri du thao van ban ¢é NLD tham gia v kién;
Hinh thirc khac ma phép luat khong cam.

ok b PE



Piéu 9. Nhirng ndi dung, hinh thirc NLD dwoc quyét dinh Mau 03

1. Giao két, stra d6i, bo sung, chdm dat HDLD theo quy dinh ctia phap Iuat;
2. Gia nhéap hodac khong gia nhap CBCS;
3. Tham gia hodc khong tham gia dinh cong theo quy dinh cua phép luat;
4, Biéu quyét ndi dung thuong lwong tap thé da dat duoc dé ky két TULDTT theo
quy dinh cua phap luat;
5. NoO1 dung khac theo quy dinh cua phap luat hoac theo thda thuan cua cac bén;
6. Hinh thirc quyét dinh ctia NLD thyuc hién theo quy dinh ctia phap luat.
Piéu 10. Noi dung, hinh thirc NLD dwoc kiém tra, giam sat
1. Viéc thuc hién hop dong lao dong va TULDTT;
2. Viéc thuc hién ndi quy lao dong, quy ché va céc vin ban quy dinh khac cia NSDLD
lién quan dén quyén, nghia vu va loi ichcua NLD;
3. Vigc sur dung quy khen thuéng, quy phuc loi, cac quy do NLD dong gop;
4, Vige trich nop kinh phi cong doan, BHXH, BHYT, BHTN cua NSDLD;
5. Vige thuc hién cong tac thi dua, khen thuong, ky luat, giai quyét khiéu nai, t6 céo
lién quan dén quyén, nghia vu va loi ichctia NLD;
6. Hinh thtrc kiém tra, gidm sat ctia NLD thuc hién theo quy dinh ctia phap luit (thdng

qua kiém tra, giam sat cuia CDCS; Hoi nghi NLD hang nam; cong khai, dan chu; hoat dong
ddi thoai tai noi lam viéc...).

7. NLD duogc quyén giam sat cac ndi dung theo khoan 6, Diéu nay (trir ndi dung thudc
bi mat cong nghé, bi mat kinh doanh dugc quy dinh trong Noi quy lao dong cua Cong ty).
Muc 2

TO CHUC HOI NGHI NGUOILAO PONG
Piéu 11. T6 chirc Hdi nghi NLD

1. Hoi nghi NLD do NSDLP va BCH CDCS t6 chirc hang nim nham tong két, danh
gia, cong khai két qua hoat dong san xuét kinh doanh, hoat dong CDCS, chia sé, trao doi
théng tin va thuc hién cac quyén dan chu ctia NLD, NSDLD trong Cong ty.

2. Thoi gian, hinh thirc, quy mé t6 chic

a) Thoi gian: Hoi nghi NLD dugc to chire it nhat 1 nim mdt lan, vao quy L.
b) Hinh thire, quy md to chire: Hoi nghi truc tiép hodc hdi nghi tryc tuyén, hoi nghi
toan thé hodc hoi nghi dai biéu (tuy vao dic diém san xuét, kinh doanh, t6 chirc lao dong
dang lam viéc tai doanh nghiép, NSDLD va BCH CDCS théng nhit quyét dinh hinh thuc,
quy md t6 chirc hoi nghi cho phu hop).

3. Thanh phan tham du:
a) Péi voi hoinghi toan thé: La toan thé NLD trong Cong ty.
b) Dbi v6i hoi nghi dai bieu: NSDLD thong nhat véi BCH CDCS phan bo s6 luong,



co cAu pht hop, d6ng déu cho cac bo phan. Can cir vao s lwong phéan bo, chqiagonglioan
chon cur dai dién NLD tham gia H31 nghi.
c) Dai biéu duong nhién bao gém: Ho1 déng quan tri; Ban Gidm ddc; Ban kiém soét;
Ké toan truong, Truong phong nhan sy; BCH CDCS; dai dién cép uy dang, dai di¢n cac )
chtrc chinh tri - x3 hoi (néu co); ban thanh tra nhan dan (néu c6); dai dién BCH cong doan
cap trén (noi chua c6 CDCS).

4. Noi dung hoi nghi

Ho1 nghi tap trung béo cdo, thdo luan cac ndi dung sau:

a) Tinh hinh san xuét kinh doanh cia NSDLD;
b) Viéc thuc hién HDLD, TULDTT, ndi quy, quy ché va cam két, théa thuan khac
tai noi lam viéc;
c) Piéu kién 1am viéc; moi truong lam viée;
d) Kién nghi (yéu cau) cua NLD, CDCS d6iv6i NSDLD;
d) Kién nghi (yéu cau) ciia NSDLD véi NLD va CDCS;
e) No1 dung khac ma hai bén quan tam.

5. Cong tac chuan bi hoi nghi

a) Trude thoi gian du kién t6 chic hoi nghi NLD 15 ngdy, Gidam dbc Congty chu td
triéu tp cudc hop chuin bi hdi nghi, tham gia cudc hop gdm: Gidm dbc, Chu tich CDCS,
dai dién cac b phan c6 lién quan.

b) Noi dung cudc hop chuan bi théng nhat ké hoach, ndi dung, thoi gian, dia diém;
sb lugng, co cau phan bo dai biéu (néu 1a hoi nghi dai biéu), phan cong nhiém vu cu thé cho
cac thanh vién.

C) Phan cong trach nhi¢ém

- NSDLBD chuén bi: Bao céo tinh hinh san xuat kinh doanh ctia doanh nghiép, viéc
thyuc hién hop dong lao dong, thda udc lao dongtap thé, ndi quy, quy ché cOng ty, dicu kién
lam viéc, an toan vé sinh lao dong, két qua giai quyét nhitng kién nghi cua NLD, thyc hién
nghi quyét hoi nghi NLD lan trude.

- BCH CPCS chuan bi: Bao céo tong két phong trao thi dua, hoat dong cua CDCS,
tong hop kién nghi dé xuit ctia NLD, cong tac chim lo bao vé quyén, loi ich hop phéap chinh
déng cua doan vién, NLD.

- NSDLPD va Chu tich CDCS thdng nhat cac ndi dung cong khai, ndi dung lay ¥ kién
biéu quyét tai hoi nghi, stra d6i, bd sung ndi quy, quy ché, TULDTT ctia Cong ty...

6. Chuong trinh hdi nghi

Hoinghi NLD Céng ty chi to chirc khi ¢6 it nhat 70%/ tong s6 dai bicu triéu tap tham
dy. Chuong trinh hoi nghi dién ra cy thé nhu sau:

a) Chao cd (khuyén khich)
b) Bau chil tri hoi nghi, ctr thu ky hoi nghi (biéu quyét gio tay).



c) Thong qua Chuong trinh Hoi nghi. Mau 03

d) Dai dién céc bén trinh bay cac bao c4o tai diém c, khoan 5, Diéu aay-
d) Pai biéu thao luan, kién nghi dé xuét.
e) NSDLD giai dap thic mac; ban giai phap dam bao viée lam, thu nhép, cai thién va

nang cao doi song vat chat, tinh than cho NLD; nang cao hiéu qua san xuat kinh doanh ctia
doanh nghi€p, cai tién di€u kién lam vigc...

f) Phét biéu cua linh dao (néu c6).
9) Ky két, sira d6i, bo sung TULDTT (néu c6).
h) Bau thanh vién tham gia d6i thoai bén dai dién NLD (néu co).
i) Béau Ban Thanh tra nhan dan d6ivéi doanh nghiép nha nudc (néu co).
) T6 chirc khen thudng, phat dong thi dua, ky giao udc thi dua (néu co).
k) Thong qua Nghi quyét hoi nghi.
7. Pho bién, trién khai, giam sat thyc hién Nghi quyét hoi nghi.
a) NSDLB phdi hop véi BCH CDCS t6 chitc phd bién ndi dung Nghi quyét hoi nghi
dén toan thé NLD trong Cong ty.
b) BCH CDCS c¢6 trach nhiém td chirc kiém tra, giam sat viéc thuc hién Nghi quyét
hoi nghi.
c) Dinh ky 6 thang mot lan, NSDLD phdi hop vi CDCS 6 chirc danh gia két qua

thyc hién Nghi quyét hoi nghi; két qua thuc hién, kién nghi ctua NLD.

Muc 3
TO CHUC POI THOAI TAINOI LAM VIEC

Picu 12. Poi thoai tai noi lam viéc

Péi thoai tai noi lam viée 13 viée chia sé thong tin, tham khao, thdo luan, trao doi v
kién gitta NSDLD v&i NLD hodc BCH CPCS vé nhing van dé lién quan dén quyén, loi ich
va moi quan tAm ctia cic bén tai noi lam viéc nham ting cuong sy hiéu biét, hop téc, cing
nd lyc hudng t6i gidi phap cac bén cing c6 loi.

Piéu 13. Nguyén tic di thoai tai noi lam viée

1. Thién chi, hop tac, trung thuc, binh drflng, cong khai va minh bach;

2. Tén trong quyén va loi ich hop phap ctia NLD, NSDLD va cac to chiic, c4 nhan
khéc co lien quan;

3. T chire dbithoai tai noi lim viéc khong duogc trai phap luit va dao dire xa hoi.

4, Két qua d6i thoai dugc cong bd cong khai, kip thoi dén toan thé NLD trong cong

ty biét, thuc hién.
Picu 14. T6 chirc doi thoai dinh ky
1. NSDLDB c¢6 trach nhiém phdi hgp véi BCH CDCS 6 chirc ddi thoai dinh ky tai noi



lam vige. Mau 03

a) SO lwong, thanh phan tham gia d6i thoai ctia mdi bén nhu sau:

- Bén NSDLD: Nguoi dai dién theo phap luat ctia Cong ty hoic ngudi duoc ty quyén
bang vin ban, trudng phong nhén s, ké toan trudéng Cong ty (do NSDLD chon ctr va ra
quyét dinh bang vin ban vé viéc chon ctr tham gia ddi thoai).

- Bén NLD: Chu tich, pho Chu tich, uy vién BCH CDCS, dai di¢n NLD ¢ mot s bd
phan (dam bao theo diém a, Khoan 2, Piéu 38, Nghi dinh sé 145/2020/ND-CP).

- Thu ky: Do NSDLD va BCH CDCS thong nhét chon ctr, thu ky Hoi nghi d6i thoai
khong thudc thanh phan tham gia ddi thoai ctia 2 bén. Thu ky ¢ nhiém vu chuan tai liéu,
ghi chép trung thuc, day du ndi dung d6i thoai vao bién ban dbi thoai.

NSDLD c¢6 trach nhiém chuan bi diéu kién vat chét can thiét va bd tri dia diém cho
viée t0 chirc d6i thoai.

b) S6 1an dbithoai: It nhat 01 ndm mot lan
c) Thoi gian t6 chirc d6i thoai:

Vao quy I hang nam. Khi c6 viéc dot xuat (bat kha khang) phai thay doi thoi gian 0
chtrc d6i thoai, NSDLD va CDCS phai théng nhit viéc tam hoan (thay doi thoi gian t6 chic
d6i thoai) nhung khong qua 15 ngay lam viéc ké tir ngdy to chirc cudc dbithoai bi hodn cac
bén phai to chic dbi thoa.

d) Pia diém: Tai Cong ty.

d) Noi dung dbi thoai:

dl) Noi dung ddithoai bét budc theo quy dinh tai diém ¢ khoan 2 Diéu 63 ctia B luat
Lao dong.

d2) Ngoai ndi dung quy dinh tai diém ¢ khoan 2 Diéu 63 cta BO luat Lao dong, cac
bén lya chon mdt hodc mot s6 nodi dung sau day dé tién hanh ddi thoai:

d2.1) Tinh hinh san xuét, kinh doanh ctia NSDLD;

d2.1) Vigc thyc hién hop déng lao dong, TULDTT, ndiquy lao dong, quy ché va cam
két, thoa thuan khéc tai noi lam viéc;

d2.2) biéu kién lam viéc;

d2.3) Yéu cau cta NLD, t6 chirc dai dién NLD d6ivéi NSDLD;

d2.4) Yéu cau cuia NSDLD d6i v6i NLD, t6 chirc dai dién NLD;

d2.5) Noi dung khac ma mot hoac cac bén quan tam.

e) Trach nhi€m cua cac bén:

NSDLD c¢6 trach nhiém:

e.l) Cur dai dién bén NSDLD tham gia ddithoai tai noi lam viéc theo quy dinh;

e.2) Bé tri dia diém, thoi gian va cac diéu kién vat chit can thiét khac dé t6 chic ddi
thoai tai noi lam viéc;

e.3) B4o céo tinh hinh thuc hién doi thoai va QCDC véi co quan quan Iy nha nudc vé
lao dong khi dugc yéu cau.

BCH CDCS c¢6 trach nhiém:



e.l) Ctr thanh vién dai dién tham gia ddi thoai theo quy dinh; Mau 03

e.2) Tham gia ¥ kién voi NSDLP vé ndi dung QCDC;

e.3) Lay y kién NLD, tong hop va chuan bi ndi dung dé nghi dbi thoa;

e.4) Tham gia ddi thoai vdi NSDLD theo quy dinh tai khoan 2 Diéu 63 cua Bo luit
Lao dong va quy ché nay.

g) Cach thuc t6 chie ddi thoai:

Céng tac chudn bi

Cham nhat 05 ngay lam viéc trudc ngay to chirc ddi thoai, CDCS giri ndi dung ddi
thoai cho NSDLD va nguoc lai (ndi dung yéu cau doi thoai can cir két qua lay v kién, kién
nghi ctia NLD va tinh hinh san xuat kinh doanh ciia doanh nghiép, viéc lay ¥ kién co thé
thyc hién thong qua cudc hop CPCS va cac to truong Cong doan hoac ldy y kién truc tiép
tir NLD & céc b phan san xuét kinh doanh tiy vao dic thu ctia co sé va sé luong NLD).

Trong thoi han 05 ngay lim viéc ké tir ngay nhan dugc ndi dung doi thoai, hai bén
thong nhat ndi dung, thoi gian, dia diém, thanh phan tham gia d6ithoai dinh ky va NSDLD
ban hanh Quyét dinh (ké hoach) biang vin ban vé viéc t6 chirc ddi thoai (néu 16 chuong
trinh, thoi gian, dia diém, ndi dung, thanh phan tham du ). Quyét dinh t6 chirc d6i thoai phai
duoc giri dén Chu tich CDCS trudce ngay d6i thoai.

NSDLP va Chu tich CDCS phan cong cac thanh vién tham gia d6ithoai cia mdi bén
chuén bi ndi dung, tai liéu lién quan cho budi déi thoai.

T6 chire doi thoai

Poi thoai dinh ky tai noi 1am viéc duoc tién hanh véi sy cd mat trén 70% trd 1én so
thanh vién dai dién cho mdi bén. Truong hop Hoi nghi d6i thoai khong du trén 70% s6 thanh
vién dai dién cho mdi bén, NSDLD quyét dinh hoan cudc doi thoai vao thoi gian sau d6 va
cac bén phai t6 chirc d6i thoai vao thoi gian do hai bén thong nhat (tlly vao tinh hinh san
xuét kinh doanh va diéu kién thyc té ctia cdng ty).

Chuong trinh buéi doi thoai

- Nguoi dai dién theo phéap ludt ctia Cong ty hodc ngudi duge iy quyén bang vin ban
va Chi tich CDCS dong chi tri, ctr thu ky ghi bién ban ddi thoai.
Tuyén b Iy do, gi6i thiéu dai biéu.
Thong qua béo céo két qua thuc hién ndi dung ddi thoai 1an trudc.
Dai dién mbi bén trinh bay ndi dung dé xuét d6i thoai.
NSDLP va Chu tich CDCS diéu hanh thao lun, tra 101 thong nhit timg ndi dung
ddi thoai ciia mdi bén.

- Thbng nhit céc bén, két luan timg ndi dung dbi thoai.

- Thoéng qua bién ban ddi thoai. Noi dung bién ban dbi thoai phai thé hién céc noi
dung chinh nhu sau:

+ Nhitng ndi dung tai budi ddi thoai ma hai bén théng nhét, cong khai cho NLD



biét va t6 chure thuc hién. Mau 03

+ Nhitng noi dung tai budi dbi thoai ma hai bén chua thong nhit, s&-+iép-tue-d@ xuat
vao ky ddi thoai tiép theo.

+ Nhitng vin dé phat sinh (néu cd) ngoai ndi dung ddi thoai ma hai bén da théng
nhét, chua théng nhit.

Trong qua trinh ddi thoai, cac thanh vién tham gia ddi thoai ¢ trach nhiém phéan
tich, gidi trinh, phan bién, cung cép thong tin, s6 liéu, tu lidu, trao doi, thao luan trén tinh
than xay dung, doan két, dan chu, cong khai, minh bach, ton trong.

Két thiic doi thogi

- Pai dién cac bén ky tén xac nhan ndi1 dung bién ban.

- Bién ban cudc dbi thoai dinh ky tai noi lam viéc duoc lap thanh 04 ban, mdi bén
tham gia d6i thoai gitt mot ban, 01 ban niém yét (thdng bao) trong ndi bdo Cong ty, 01 ban
luu Van phong Cong ty.

- Cong khai két qua ndi dung dbi thoai cho NLD biét va t6 chirc thuc hién.

Piéu 15. T6 chirc d6i thoai khi c6 yéu cau ciia mdt hodic cac bén

Nbi dung thuc hién theo Diéu 40, Nghi dinh sé 145/2020/ND-CP ctia Chinh phu.
Piéu 16. T6 chirc ddi thoai khi ¢é vu viée

Nbi dung thuc hién theo Diéu 41, Nghi dinh s6 145/2020/ND-CP ctia Chinh phu.

Chuong IV
PIEU KHOAN THI HANH

Pi¢u 17. Trach nhiém thi hanh

1. Cin ctt Bo luat Lao dong nam 2019; Nghi dinh s& 145/2020/NB- CP ngay
14/12/2020 ctia Chinh phii quy dinh chi tiét va huong dan thi hanh mot s diéu cua Bo luat
Lao dong vé diéu kién lao dong va quan hé lao dong va Quy ché nay, cic phong, ban, don
vi truc thudc va toan thé doan vién, NLD trong Cong ty nghiém tic thuc hién, ning cao ¥
thirc trach nhiém, phat huy quyén dan chil tai noi lam viéc, gop phan bao vé quyén va loi
ich hop phép chinh dang cua minh, dong thoi xay dung quan hé lao dong hai hoa, 6n dinh
va tién b trong doanh nghiép.

2. Trudng céac don vi truc thudc Cong ty co trach nhiém phdi hop véi BCH CDCS phd
bién ndi dung ctia Quy ché dén toan thé doan vién, NLD trong Cong ty biét va thuc hién.
Trong qua trinh thuc hién néu c6 vuéng mic phét sinh, Ban Giam déc va BCH CDCS s&
xem xét stra d6i, bo sung cho phu hop./.

GIAM POC
(Ky tén, dong dau)



Mau 03
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