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TRUNG TAM DICH VU HANH CHINH CONG

QUY TRINH

BO NHIEM, BAI NHIEM

Mai tai lieu: NS-13

Ha Ngi, 15/02/2023




S6 ma ky hiéu: NS-QP-01

QUY TRINH I;Igay c6 hiéu lyc:
z _ - _ rang:
BO NHIEM, BAI NHIEM ¢ ..
Lan ban hanh:
1. PHAN PHOI
Phén phéi Thu nhin tai li¢u 16i thoi
STT Ngay phan phéi = B0 pha . :
&Y phan paol ©p . an Nguoi nhan Nguoi giao Nguoi nhan
nhan
2. PHAN THAY DOI
Ngay sira d6i Vi tri Noi dung sira doi Lén sira Ghi chu
Nguwoi bién soan Nguoi soat xét Nguoi phé duyét

Ho va tén

Chit ky
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Semy?
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I/ MUC PiCH, YEU CAU:

Xay dung cac budc quy trinh bd nhiém cho CNV cong ty.

111/ PHAM VI:

Ap dung cho toan bo hé thdng ciia Cong ty.

II/ PINH NGHIA:

Khong cé.

IV/ NOI DUNG:

Bao dam su 0n dinh, ké thtra va phat trién cua ddi ngii cdn bg, dong thoi nang cao chat luong va

hi€u qua hoat dong ctia DPon vi.

1.

Hoach dinh can b ngudn:

Phong Hanh chinh Nhan su chiu trach nhiém xay dung doi ngii can bo ngudn cho cong ty. Viéc
xay dung ddi ngii cac bd ngudn phai duoc thé hién qua phuong an hang ndm va phuong an diéu
chinh vao thang 6 hang nam.

Viéc hoach dinh can bd nguén bao gém hai hinh thirc 1a nguén cac bdo méi xuét phat tur chién
lwoc mé rong kinh doanh ctia cong ty va xay dung doi ngii can bo thay thé.

Pbi voi cac can bd méi theo chién luge kinh doanh cua cong ty, dugc thuc hién theo quy trinh

tuyén dung ciia cong ty.

D061 vai truong hop can bd ngudn, can phai luu y céc trudong hop sau:

. Xay dung cdn bg nguon thay thé:

Mbi chirc danh quan 1y déu phai c6 mot vi tri nhan vién tiém ning dé thay thé. Mau phiéu thing
chirc thuc hién theo: NS — 13 — BMOI.

Tham quyén phé duyét phiéu thing tién nhu sau:
+ Giam ddc diéu hanh ddi véi cac chic danh quan 1y cip phong.....
+ Truong cac bd phan voi cac chirc danh con lai nhung phai duge TP. nhan sy phé duyét.

Phiéu thang tién do phong nhén sy Iuu 1am chwong trinh dao tao va danh gia

1.2. Xay dwng chwong trinh bé tro cong viéc:

Dbi v6i mdi loai cong viée nhat dinh, phong nhan su phdi hop voi mdi bd phan phai co it nhat
hai ngudi c6 thé thuc hién duoc cong viée dé co thé thay thé khi can thiét.

D61 voi cac vi tri quan trong, néu nhu vi tri d6 vang mat ma cong viéc khong thé giai quyét
duoc thi phai c6 thém nhan sy danh cho vi tri do.
Tiéu chuan bo nhiém

Phai bao dam tiéu chuan chung cta can b theo bang tiéu chuan chirc danh ctia cong ty.
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4.

C6 du hd so ca nhan, 1y lich ké khai ddy du, rd rang theo quy dinh va dugc co quan chirc ning
c¢6 thAm quyén xac minh rd rang.

Co du strc khoé dé hoan thanh nhiém vu duoc giao.

Khong trong thoi gian bi thi hanh ky lut tir khién trach tré 1én.

Thiam quyén bé nhiém:
Céc chic danh Pho giam ddc, Ké toan truong do BGD bo nhiém.
Giam ddc dbi véi cac chire danh Truong bd phan, tro 1y gidm dde bo phan.

Giam ddc diéu hanh ddi vé6i cac chirc danh Trudng cac bd phan cip quan dc, trudng phong, trg
1y truong phong.

Trudng phong nhan sy voi cac chirc danh con lai.

Quy trinh bd nhiém

4.1. Ghi phiéu dé nghi bé nhiém

Phiéu d& nghi b6 nhiém do quan Iy cac cAp hodc phong nhan su tu ghi nhung phai c¢6 chir ky xac
nhan cta ngudi dé nghi va quéan 1y cdp phong ctia b phan do.

Ngudi dé nghi 1ap phiéu theo mau: NS — 13 — BM02.

Phiéu dé nghi phai duoc chuyén cho giam ddc nhan sy xem xét, néu giam déc nhan sy khong
ddng v thi giai thich cho bd phan dé nghi duoc biét, néu dong ¥ thi td chirc viéc thu thap ho so
va danh gid mac do tin nhiém cua nguoi dugc dé nghi bd nhiém.

4.2. Xac dinh mirc tin nhiém.

Nhing ngudi duge tham gia danh gia tin nhiém bao gom: dong nghiép, nhan vién va khach
hang thuong xuyén lién hé vdi nguoi do.

Mau d4nh gia mirc d6 tin nhiém do phong nhén sy lap va td chirc viéc danh gia bao gdm cac ndi
dung nhu sau:

+ Chuyén moén nghi¢p vu.

+ Sy phdi hop.

+ BDao duc, tac phong.

+ Thai d6

+ Tinh than trach nhiém, ky luat.

Phong nhan su chiu trach nhiém t6 chirc viéc danh gia murc tin nhiém va téng hop muc danh gia
theo mau: NS — 13 — BM04.

4.3. Phiéu ddanh gid cdn bé.

Viéc danh gia can bo do quan 1y truc tiép ctia ngudi dugce bd nhiém danh gia theo mau: NS — 13
— BMOS.
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- Dbi véi cap to truong hodc twong duong, trd 1y Truong phong do Trudng phong, quan dbc danh
gia, sau d6 chuyén cho giam déc chuyén mon cé y kién, sau d6 chuyén qua cho phong nhan su.

- Dbi voi cip TP va tuong duong, trg Iy GD do giam ddc chuyén mon danh gia sau d6 chuyén
tryc tiép qua phong nhén su.

- Doi voi cap giam doc chuyén mon, tro Iy gidm doc di€éu hanh do gidm doc diéu hanh danh gia
sau do chuyén qua phong nhan su.

Sau khi nhan duogc bang danh gia cua cac bd phan, giam ddc nhan su tap hop céc loai hd so, ghi
y kién ctua phong nhan sy vao phan y kién trong bang danh gia can bd, sau do chuyén toan bg ho so
danh gid cho nguoi duyét theo tham quyén.
4.4. Trinh duyét
Phong nhan su phai trinh b hd so bo nhiém bao gom:
i. Phiéu d& nghi bd nhiém
ii. Bang tong hop mic tin nhiém va cac bang tin nhiém chi tiét kém theo
iii. Bang danh giad can bo
iv. Phiéu thing chirc
v. Hb so chi tiét c4 nhan
vi. Két qua danh gia cong viéc trong vong 1 nim
vii. Dy thao quyét dinh b6 nhiém
Ngudi co tham quyén phai xem xét cac hd so va so sanh vdi cac ndi dung sau:
- Bang mo ta cong viée cua chirc danh can bb nhiém.
- Phiéu thang chuc

Néu nhu hé so chua phi hop thi giam déc diéu hanh can t6 chic cude hop dé dua ra cac thong
tin chwa pht hop cho giam ddc chuyén mén, giam ddc nhén sy, quan 1y truc tiép cing thao luan.

Néu nhu ngudi ¢ tham quyén khong dong y viée bd nhiém thi can dua ra hudng xur ly va giai
thich cho cac bén lién quan biét.

Néu nguoi c6 thim quyén dong ¥ thi ky quyét dinh bo nhiém va gui cho cac bén lién quan.

4.5. Théng bdo bé nhiém.

- Tét ca cac chirc danh dugc bd nhiém phai dugc thong bao cho cac bo phan dugc biét.

- Céc d6i tuong dugc biét bao gdm: cac dbi tac, nha cung cip, quan 1y cép trén va toan bd nhan
vién cip dudi cua ngudi do, cac dong nghiép.

- Hinh thuc thong bdo bao gém: dang bao, truyén hinh, ban tin ndi b, bang tin, td chuc hop bao,
hop ndi bo cong ty, website cong ty...

V/BIEU MAU KEM THEO:

1. Phiéu thing chirc mi s6: NS — 13 — BMO1
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5: NS — 13 — BM02
5: NS — 13 — BMO03
5: NS — 13 - BM04
5: NS — 13 — BMO05
Quyét dinh b6 nhiém mi sd: NS — 13 — BM06
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHINH CONG Pic 1ap — Tw do — Hanh phiic
S6: ... e, NZAY ... ... thang......nam... ...

PHIEU THANG CHUC

Chtrc vu hién hanh:

Hotén: .ooveeieeeeee, TUO e, Dy doén thoi gian can thay thé la:

Trinh do:

Kinh nghié¢m:

Nhirng nguwoi c6 kha niing thay thé Khi niing dwgc thay thé

Cao
Trung binh
Thap

Ho tén: Ho tén:

Chitrc vu: Chtrc vu hién tai:

Tudi: Tuodi:

Du doan thoi gian can thay thé la:

Du doan thoi gian can thay thé la:

Trinh do: Trinh do:
Kinh nghiém: Kinh nghiém:
Nhitng nhimng c6 thé thay thé | Kha ning duoc thay thé Kha ning duoc thay thé Kha ning duoc thay thé
Cao
Trung binh
Thap
NGUOI LAP TP. NHAN SU GIAM POC PIEU HANH
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic
S6: ... o, NEAY......thdng......nam.......

PHIEU PE XUAT BO NHIEM CAN BQ

Can ctr theo phiéu thiang chirc s6

Y kién phong nhén sy
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Truong hop giam doc dong ¥ chu trudng, cac bd phan cé trach nhiém hoan thanh day du thi tuc

theo quy trinh cta cong ty.

NGUOI PE NGHI PHONG NS GIAM POC PIEU HANH

e DT: 0902251359 / Email: info@dichvucong.vn
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Péoc 1ap — Tu do — Hanh phiic
So: ... e, NEAY ... ... thang......nam... ...

PHIEU PANH GIA CAN BQ

1. Phan danh gia cta quan ly truc tiép:

Ti€u chuan Tron Mirc danh gia .z L
St 4anh gia & V& TTE [ Knd gGi()i Xshe | Diem Ghi chd
1 | Khoi lwong
cong viéc
2 | Tinh than trach
nhi¢m, ky luat
3 | Nang luc lanh
dao, quan ly
4 | Su phbi hop
5 | Thai do
6 | Nghiép vu
chuyén mon
7 | Pham chat ca
nhan
Tong cong C=10 A
Trung binh: B=A/C Danh gia mrc:

Uu diém:
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QUAN LY TRUC TIEP TP. NHAN SU GIAM POC PIEU HANH
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Péc 1ap — Tw do — Hanh phiic
S6: ... e, NEAY......thdng......nam... ...

Ho tén ngudi tu nhan Xét:.........oooiiiiiiiiiin, Bophan:.........oooo
Nam sinh:..........cooiiinin. SN Ve
Chirc danh dang GAm nhi€m:. ... ... e
1. Ty danh gia cong viéc:
TIEU CHUAN MUC DANH GIA ,
STT | PANHGIA [ YEU | 1B | KHA | GIOI | XSAC GHI CHU
1 | Khoi lwong
cong viéc
2 | Tinh than trach
nhiém, ky luat
3 | Nang luc lanh
dao, quan ly
4 | Sy phdi hop
5 | Thai 4o
6 | Nghiép vu
chuyén moén
7 | Pham chat ca
nhan
Tong cong
Trung binh: B=A/C Panh gia mrc:
Uu diém:
Nhuoe diém
NGUOI TU PANH GIA
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic
S6: ... o, NEAY......thdng......nam.......

Ho tén nguoidanh gid:..............oooiiiiiiiiiin Bophan:..........ooii
MSNV:. Chirc danh dang ddm nhi€ém:...............oo
Dura theo quy ché b6 nhiém ciia cong ty téi xin danh gia mic d tin nhiém va cong viéc doi véi:
Anh chi....ooooiiii bophan.................... masONV:.............
M&i quan hé ctia t61 va anh chi trén Ay 1:..........oii e
Nhu sau:
1. Tw danh gia cong viéc:
Mikc danh gia
STT | Noi dung danh gia —; —— . Ghi chu
Yéu | TB | Kha | Giéi | X.sac
1 Khéi lwong cong
viéc
) Tinh than trach
nhi¢m, ky ludt
3 Nang luc 1anh dao,
quan ly
4 | Su phdi hop
5 | Thai do
5 Nghiép vu chuyén
mon
7 | Pham chat c4 nhan
Y kién khac:

T6i xin cam doan toan bd ndi dung danh gia trén day 1a ding theo nhu hiéu biét cta toi va khong bi anh
hwong hay ép buge tir NQUTi khac. Néu cé, téi xin chiu hoan toan trach
nhiém./.

NGUOI PANH GIA
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Péoc 1ap — Tu do — Hanh phiic
So: ... e, NEAY ... ... thang......nam... ...

QUYET DINH
Vv bo nhiém...

GIAM POC CONG TY LUAT LEGALAM

- Can cwr quyét dinh so ... ... .... v/v bo nhiém Tong giam doc, ngay... ... ... .... ;
- Can cu ban churc nang nhiém vu va quyén han cua Tong giam doc so............

- Can cwr quy trinh bo nhiém can bo cua cong ty.

- Xét dé nghi ciia Truéng phong HCNS;

QUYET PINH:
Piéu 1. Nay b6 nhiém Ong (Ba)......(Chirc vu hién giit néu c6), giit chitc  co quan(don vi)
Dieu 2. Cac che d) ciia Ong/ba ......cccueeevueeecnnnens gom

ONG (BA)..ooiiiiieeeieeeeeeeece e chiu trach nhiém thi hanh quyét dinh nay
GIAM POC
Noi nhin:
- Nhuw Diéu 3
- Luu VP

e DT: 0902251359 / Email: info@dichvucong.vn
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Tri, Nam Tw Liém, Ha Noi

\/ DICH VU HANH CHINH CONG VIET NAM

“m‘l Tu van djch vu céng cho doanh nghiép, t6 chirc, cd nhan



DICH VU HANH CHINH CONG VIET NAM

Tu van dich vu cong cho doanh nghiép, té chirc, ca nhan

HE THONG QUY TRINH TRONG DOANH NGHIEP

2. QUY TRINH DANH GIA
HIEU QUA CONG VIEC

0902251359 (%)
info@dichvucongvn (i)
https://dichvuhanhchinhcong.vn/

P402, Tang 4, Thap A, Keangnam, Pham Hung,
Mé Tri, Nam Tur Liém, Ha Noi



TRUNG TAM DICH VU HANH CHINH CONG

QUY TRINH PANH GIA

CONG VIEC NHAN VIEN

Mai tai liéu: NS-14

Ha Noi, 15/02/2023




QUY TRINH DANH 503K hiéu: NS-Qb-01

, n ~ Ngay c6 hiéu lyc:
GIA CONG VIEC  Trang:
N A Stra doi:
NHAN VIEN Lan ban hanh:
1. PHAN PHOI
Phén phéi Thu nhén tai liéu 16i thoi
STT Ngay phén phoi 6 pha
gay phanphol BOp P an Nguoi nhan Nguoi giao Nguoi nhan
nhan
2. PHAN THAY DOI
Ngay sira doi = Vi tri Noi dung sira doi Lan sira Ghi chi
Nguwoi bién soan Nguwoi soat xét Nguwoi phé duyét

Ho va tén

Chir ky
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I/ MUC DPiCH:
- Nham muc dich danh gia hiéu qua cong viéc ctia nhan vién trong thang, lam tiéu chi dé xét

thuong cho CNV, cong ty quy dinh vé viéc danh gia CNV nhu sau:
II/ PHAM VI
- Ap dung cho viéc danh gia cong viéc toan bd CBCNV cong ty trir giam ddc diéu hanh.
111/ PINH NGHIA
- Khong cé.
IV/ NOI DUNG:
Xéc dinh tiéu chi danh gia:
- S0 luong tiéu chi danh gia dbi véi mdi chirc danh 14 tir 3 — 10 tiéu chi.

- Céc tiéu chi danh gia c6 thé duoc thay doi nhung phai duoc ngudi c6 thim quyén phé duyét va
phai duoc trién khai cho cac cp lién quan trude khi 4p dung.

- Bang tiéu chi danh gia cho mdi chitc danh duoc xac dinh theo mau: NS — 14 -BMO1.
- MBai tiéu chi chirc danh phai dugc xac dinh trong sé tuong tmg. Trong s ctiia mdi tiéu chi do

Phong nhén sy, Quan 1y cac bo phan, quan 1y truc tiép lap ra Va phéi duagc giém doc

duyét.
T Dié To -
STT |  Tiéu chi dinh gia rong | piem | Tong Dién giai
sO 1-5 cong
1
Tong cong A=10 B=

Xép loai: C=B/A

1.1. Cdc tiéu chi danh gid két qua céng viéc:

- Viéc danh gia két qua cong viéc thé hién qua hai yéu t6: déanh gia theo chi tiéu, va danh gia theo
linh vuc (cac quy trinh nghi€p vu)

- Két qua cong vi¢c cua mot chirc danh co thé thé hién qua ca hai chi tiéu hodc mdt trong hai chi
tiéu, trong d6 cac cip quan 1y s& cha yéu ap dung theo chi tiéu (quan Iy theo muc tiéu), cac cip
nhan vién sé& chi yéu ap dung theo linh vuc (quan 1y theo qua trinh).

a> Panh gia theo chi tiéu.

- Pénh gia theo chi tiéu 1a viéc ap dat chi tiéu cho mdi chirc danh trong mot thoi gian nhat dinh.
Céc chi tiéu nhu khéi lugng cong viéc, chét luong, tién do, chi s6 khach hang....

Vi du: chi tiéu doanh s trong thang 1a 100 triu, néu thang sau dat 106 triéu, tirc 1a vugt chi tiéu
106 %.

Vi¢c danh gia theo chi tiéu dugc tap hop vao cudi mdi thang.

Mrc dat chi tiéu dugc phan theo bang sau:
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STT Miic d§ hoan thanh Piém Ghi chu

1 A <60 % 1
2 70% >A>= 60% 2
3 80% >A>= T70% 3
4 90% >A>= 80% 4
5 100 % >A>= 90 % 5

b> DPanh gia theo linh viec:

Trong trudng hop khong danh gia dugc theo chi tiéu, cong ty sé tién hanh danh gia theo linh
vuc (chit yéu ap dung vdi cac chirc danh 13 nhan vién).

Vi du theo Iinh vuc g6m céc tiéu chi nhu: chuin bi ban, quy trinh phuc vy, v¢€ sinh.. (4p dung
cho nhéan vién phuc vu).

1.2. Danh gia cac tiéu chi chung:

Céc ti€u chi danh gia chung bao gém: thai do, su phéi hop, thyc hién ndi quy, khac. Céc tiéu chi

nay ap dung cho moi chitc danh cong viéc, ndi dung cu thé nhu sau:

Thai d¢: doi voi cac cong viée tiep xtc voi khach hang thi thai d§ chiém vi tri rat quan trong
trong hiéu quéa cong viéc cia chirc danh do. Thai do thé hién qua sy quan tdm cham soc khach
hang, qua céch thirc giao ti€p, su quan tdm dén cong viéc...

Su phdi hop: Tét ca cac chirc danh déu phai c6 sy phdi hop 1an nhau, nhung trong sé ciia sy
phdi hop co thé khac nhau giita cac chirc danh va cé thé thay d6i theo timg thoi ky. Su phdi hop
thé hién qua: sy khiéu nai cua bd phan khéc, cua dbi tac, cua quan ly ddi voi chirc danh d6 thé
hién qua: su phan hoi, su gitip d&, su cong tac trong cong viéc.

Panh gi4 vé ndi quy: 1a danh gia vé tit ca cac quy dinh trong ndi quy chung ctia cong ty, ndi
quy cua tirng bd phan, qua cac quy ché, qua cac quy dinh vé bao céo, ké hoach...

Céc yéu t6 khong thé quy vé danh gia két qua cong viée, thai do, sy hop tac, ndi quy thi s& duoc
chuyén vao phan céc tiéu chi khac. Néu nhung cic ndi dung dé thudng xuyén xay ra, phong
nhan sy va Quan Iy cac bd phan ¢o trach nhiém dé xuat mot tiéu chi médi cho chirc danh do.

1.3. Céch danh gid két qua theo linh vuc va cdc tiéu chi chung:

Ngoai cac chi tiéu danh gia cong viéc, céac tiéu chi danh gia két qua cong viéc theo linh vuc
hoac theo cac ti€u chi chung dugc thyc hién nhu dudi day.

Viéce vi pham cac ndi quy quy ché hay quy trinh nghiép vu bi tri lam ba murc, cu
thé nhu sau:

STT| Cécmic | Diém trir Ghi chu
1| M 1 1 - A’p du’ng Chf) tat ca cac vi pham thong thudng ngoai trir
cac muc 2 va 3.
2 | Mac 2 -2 - Tiép tuc vi pham nhiing 16i ctia 1an trudc (mirc 1), mic du

da dugc nhic nhd, dao tao nhung van tai pham.

N )
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- Quan ly khong ghi cac sy viéc vao phiéu danh gia hang
ngay theo quy trinh nay.

3 | Muc3 -3

- La truong hop nhan vién bi ra quyét dinh canh céo bang
van ban.

- Lam hu hong tai san cua cong ty, khach hang, ddi tac,
dong nghiép.

- C6 nhitng hanh vi phi dao dirc, thuan phong my tuc, gian
lan

Panh gia diém cla cac tiéu chi:

Stt Tong 50 diem vi Diém Ghi chu
pham/tiéu chi

1 A=0 5

2 A=l 4

3 2>=A>4 3

4 5>=A>7 2

5 A>=7 1

1.4. Diém céng:

Nhan vién c6 nhitng hanh vi giup d&, bao vé... cho khach hang, cho ddng nghiép, cho cong ty
hodc cho cong déng hay céc déi tugng khac lam nang cao vai tro, vi thé cua cong ty hoac vuot
cac murc chi tiéu s& duoc khen thudng bang cac diém cong, cac diém nay s& dugc cong vao
diém danh gia cong viéc hang thang.

DPéi voi truong hgp vuot mure chi tiéu thi mdi 10 % vuot muc duge cong 2 diém.

S6 diém cong tir 1-3/ hanh vi tiy theo loai hanh vi.

S6 diém cong 1a 1 thi quan 1y nha hang, quan 1y bép dugc quyén phé duyét, néu sb diém dé
nghi 1a 2 va 3 thi phai dugc Phong nhéan su phé duyét. S6 diém vuot khung do Trudng bo phan
hodc phong nhan su dé nghi va phai dugc giam doc duyét.

S6 diém cong dugc cong vao tong diém trudce khi chia cho trong s6 (10). Vi du tong diém 1a 43,
diém cong 14 5 thi tong diém 1a 43 + 5 = 48.

Dbi voi cac trudng hop phat sinh diém cong cho nhan vién, nguoi dé nghi phai viét gidy dé nghi
thuong diém cho nhan vién theo miu: NS — 14 -BMO06 va chuyén vé phong nhan su. Gidy dé
nghi phai duoc viét khong qua 5 ngay ké tir ngay phat sinh vu viéc va chdm nhét vao ngay 31
hang thang (néu sau d6 phat sinh hodc méi dé nghi thi chuyén qua thang sau).

Phwong phap danh gia

2.1. Poi véi viée danh gid theo chi tiéu:

Quan 1y cac bd phan chiu trach nhiém 1ap cac bang tong hop cac tiéu chi danh gia va phai dugc
giam ddc duyét, sau d6 chuyén vé phong nhan su téng hop.

\ﬁ/ DICH VU HANH CHINH CONG VIET NAM
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Béng tong hop tiéu chi duoc thé hién qua miu: NS — 14 -BM02.

Quaén 1y cac bo phan phai 1ap bang téng hop dénh gia theo chi tiéu giri vé phong nhan sy cham
nhét 1 ngay 4 thang sau.

2.2. Doi voi viéc danh gid theo linh viec hodc cdc tiéu chi chung:

Péi voi viée danh gia theo linh vuc hodc cac tiéu chi chung, ngay khi phat sinh cac sy viéc lién
quan, quan 1y phai lap bién ban danh gia su viéc theo mau: NS — 14 —-BM03 va chuyén cho nhan
vién lién quan ky nhan. Néu nhan vién khong dong ¥ thi van phai ky vao vao bién ban va ghi y
kién kém theo. Trudong hop nhan vién ban cong viéc phuc vu thi phai ky vao cudi budi nhung
cham nhat 14 dau ca ngay hom sau.

Déi v6i truong hop vi pham nghiém trong thi xir Iy theo quy ché vé ky luat cua cong ty. Doi véi
truong hop nhan vién khong ddng ¥ thi quan 1y phai lam viéc lai v&i nhan vién, néu nhan vién
ddng ¥ thi x4c nhin vao bién ban, néu nhan vién khong dong y thi bao céo cip trén dé xir 1y.
Vao ngay cudi thang, Quan 1y cac bd phan phai tap hop toan bd cac bang danh gia va chuyén vé
phong nhén su.

Phong nhan sy chiu trach nhiém 1ap bang tong hop dénh gia vi pham ndi quy theo mau NS — 14
-BMO04.

Phong nhan sy két hop v6i cac bang danh gia cong viéc va bang tong hop danh gia noi quy dé

lap bang tong hop diém trir nghiép vu, ndi quy theo mau: NS — 14 -BMO05.

Cac bd phan dé xuat di€ém cdng cho nhan vién phai lam giay dé xuat theo mau

2.3. Tong hop déanh gid

Déi voi cac trudong hop nhan vién khong dong ¥ v6i két qua danh gia cta cac quan 1y thi phong
nhan su chiu trach nhiém thu 1y giai quyét.

Phong nhan sy chiu trach nhiém tong hop cic bang danh gia theo chi tiéu, bang danh gia theo
linh vuc, cac bang diém cong theo mau: NS — 14 -BMO07.

Sau d6 chuyén lai cho quan 1y cac bd phan xem, ky nhan, sau d6 chuyén toan bd hd so cho giam
dbc diéu hanh phé duyét.

Sau khi giam ddc didu hanh phé duyét, phong nhan sy nhan két qua danh gia lam can cir tinh
luong cho nhén vién.

V/BIEU MAU KEM THEO

1 Bang tiéu chi danh gia NS — 14 -BMO1
2 Béng tong hop danh gia chi tiéu NS — 14 -BM02
3 Bién ban danh gia cong viéc NS — 14 -BMO03
4 Béng tong hop vi pham ndi quy, nghiép vu NS — 14 -BM04
5 Béng tong diém trir nghiép vu ndi quy NS — 14 -BMO05
6 Gidy dé nghi cong diém NS — 14 -BM06
7 Bang tong hop danh gia cong viée NS — 14 -BMO07
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NS___14___Quy_trinh_danh_gia_cong_viec_nhan_vien.doc
./NS___14___BM06___Giay_de_nghi_cong_diem%5B1%5D%5B1%5D..doc
NS___14___BM05__Bang_tong_hop_diem_tru_nghiep_vu__noi_quy.doc
NS___14___BM04__Bang_tong_hop_vi_pham_noi_quy__quy_che.doc
NS___14___BM03__Bien_ban_danh_gia_cong_viec.doc
NS___14___BM02__Bang_tong_hop_danh_gia_chi_tieu.doc
NS___14___BM01___Bang_tieu_chuan_danh_gia_cong_viec.doc
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NS___14___Quy_trinh_danh_gia_cong_viec_nhan_vien.doc
NS___14___Quy_trinh_danh_gia_cong_viec_nhan_vien.doc

TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHINH CONG Poc 1ap — Tu do — Hanh phiic

So: ... e, NEAY ... ... thang......nam... ...

Churc danh:........ccveevvieeiee, Bophan:.......ccocovveeieiie.
STT Tiéu chuin danh gia Trong | Tong | Tong Dién giai
i) diém | cOng
1-5
1
2
3
Tong cong | C=10 B=
Piém cong: D; A=(B+D)/C
2. Mirc danh gia:
Stt | Mirc diém Két luin Mirc thwdng ning suit
1 A>4.5 Xuat sac 140 %
2 45 >=A>4 Gioi 120 %
3 4 >=A>325 | Khd 100 %
4 325>=A>25 Trung binh | 80 %
5 A<2.5 Yéu 60 %
1. Bang ti€u chi danh gia nay duoc ap dung Kétur....... /....../20023.
2. Bang tiéu chi phai dugc gidi thich, chuyén cho nhan vién x4c nhan trudce khi thuc hién.
Quan ly trye tiép Quan ly Phong NS Giam doc

T6i1 da doc va hiéu hoan toan ban danh gia nay!

STT HOQ TEN MA SO BQ PHAN KY TEN
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TRUNG TAM DICH VU
HANH CHINH CONG

So: ...

CONG HOA XA HQI CHU NGHIA VIET NAM

Poc 1ap — Tw do — Hanh phic

Thang .../2023 Chirc danh................cccccceeuene. Bophdan:......cccccovviiiienin.
ST Chi tiéu danh gia Ponvi | Mirc | Thucté | % | Diém Dién giai
T
1
2
3
4
5
Mirc danh gia:
Stt | Mirc diém Pi¢m
1 |A<60% 1
2 |70% >A>= 60% |2
3 [80% >A>= 70% |3
4 190% >A>= 80% |4
5 [100%>A>= 90% |5
Quin 1y true tiép Quin ly Phong NS Giam dbc
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TRUNG TAM DICH VU

CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Doc 1ap — Tw do — Hanh phiic
S6: e, NEAY ... ... thang......nam... ...
BIEN BAN DANH GIA CONG VIEC
Nguoidanh gid:.........ooooiiii, s 1 % 10 bv 44
Chiicdanh:......coooiiiiiiiiiiiiiiiiiiiiiee Nguoi danh gid ky ten Quén Iy ky tén
Thoi A n o . . Tiéu chuin/quy N Nguoi lién quan | Piém | Tiéu chi
gian Noi dung cong viéc dwoc danh gia trinh lién quan Nguwoi lien quan ky tén triv PG

DICH VU HANH CHINH CONG VIET NAM e DT: 0902251359 | Email: info@dichvucong.vn
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tw do — Hanh phic
So: ... e, NEAY ... ... thang......nam... ...

BANG TONG HQP VI PHAM NOI QUY, QUY CHE
(Danh cho phong nhan su)

STT

Piem

N¢i dung vi pham Nguoi lién quan B0 phén Hinh thire xur ly tric

Tiéu chi
PG

NGUOI LAP PHU TRACH NHAN SU
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHIiNH CONG Poc 1ap — Tw do — Hanh phiic
S6: ... o, NEAY......thdng......nam.......

BANG TONG HQP PIEM TRU NGHIEP VU, NOI QUY

Thang....../2023 Churc danh: Bo phan
Tiéu chi......... Tiéu chi......... Tiéu chi......... Tiu chi......... Tiéu chi.........
STT Ho tén Ma so Téng Pié¢m Téng Pié¢m Téng Pié¢m Téng Diém Téng Piém
diem trir | danhgia | diémtrir | danhgia | diémtrir | danhgia | diémtrir | danhgia | diém trir | danh gia
NGUOI LAP QUAN LY NHAN SU QUAN LY TRUC TIEP QUAN LY CAP PHONG

e DT: 0902251359 / Email: info@dichvucong.vn
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Péoc 1ap — Tu do — Hanh phiic
S6: ... o, NEAY......thang......nam.......
GIAY PE NGHI CONG PIEM

1. Thoi gian |

2. Noi dung sw viéc

3. Phwong 4n xir Iy, gidi quyét:

4. Pé nghi cong diém:

Stt | Ho tén B6 phan Sb diém cong | Dién giai
1

2

3

4

5

5. Y kién két luan:

NGUOI LAP QUAN LY PHONG NHAN SU GIAM POC

e DT: 0902251359 / Email: info@dichvucong.vn
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TRUNG TAM DICH VU

CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tw do — Hanh phuc
e, NEAY ... ... thang......nam... ...
BANG TONG HQP DANH GIA CONG VIEC
Thang....../2023 Chiec danh: Bo phdan
] Trong so / Tiéu chuin danh gia/Piém danh gia (1-5) pidm | Pidm | .
Stt Ho tén Ma so 2.5 2 1.5 2 1 0.5 0.5 con TR | X€p hang
Chitiéu1 | Chitiéu?2 Chi tiéu 3 Thai do Su phéi hop Nbi quy Khéc ong

Piém trung binh = (diém danh gid * trong sé +

NGUOI LAP

QUAN LY NHAN SU

QUAN LY

+ diém cong ) / 10 (s6 heong tiéu chi tuy thudc vao ting chire danh, s6 liéu trong s6 mang tinh minh hoa)

GIAM DOC

o
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HE THONG QUY TRINH TRONG DOANH NGHIEP

3. QUY TRINH DAO TAO

0902251359 (%)
info@dichvucongvn (i)
https://dichvuhanhchinhcong.vn/

P402, Tang 4, Thap A, Keangnam, Pham Hung,
Mé Tri, Nam Tur Liém, Ha Noi



TRUNG TAM DICH VU HANH CHINH CONG

QUY TRINH

PAO TAO HOI NHAP

Ma tai lieu: HS-08

Ha Noi, 15/02/2023




QUY TRINH

S6 ma ky hiéu: NS-QD-01
Ngay c6 hiéu lyc:
Trang:

PAO TAO HOI NHAP g, aii

LAn ban hanh:

1. PHAN PHOI

Phén phéi Thu nhén tai li¢u 18i thoi
STT Ngay phan phdi = B¢ pha . :
8y P P ©p . an Nguoi nhan Nguoi giao Nguoi nhan
nhén
2. PHAN THAY DPOI
Ngay sira doi = Vi tri Noi dung sira doi Lan sira Ghi chi
Nguwoi bién soan Nguoi soat xét Nguwoi phé duyét

Ho va tén

Chir ky

\@/ DICH VU HANH CHINH CONG VIET NAM
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I/ MUC DPiCH:

- Gitp cho nhan vién maé1 nhanh chong hoa nhap véi cong viée va van hod cong ty.

II/ PHAM VI:

- La truong hgp dao tao cho nhan vién méi va thudc truong hop dao tao ndi bo.

- Dbi véi truong hop 1a nhan vién mdi nhung ngoai vi¢c dao tao ndi bd con dugc cu di dao tao &
nude ngoai, hodc ¢ ngoai ...thi thuc hién theo quy trinh dao tao bén ngoai.

11/ PINH NGHIA:

- Khong cé.

IV/ NOI DUNG:

1. Xay dung chwong trinh dao tao theo chirc danh.
Bét ky nhan vién méi ndo ciing trai qua cac khod dao tao bao gdm cac ndi dung:
- DPao tao vé quy ché, co cAu to chirc, lich st hinh thanh, van hoa cong ty....
- Pao tao vé nghi¢p vu chuyén mon
e Chuong trinh dao tao cho timg chtic danh dugc quy dinh theo biéu mau: NS — 08 — BMO1

e Chuong trinh dao tao do TP. dao tao phdi hop véi cac TP cac bd phan xay dung va trinh
giam ddc phé duyét.

e Khi phat sinh cac chic danh céng viéc mdi, sau khi tién hanh phan cong cong viéc, xdy dung
mo ta cong viée thi TP. ddo tao phai xdy dung bang ké hoach dio tao danh cho chirc danh dé.

e Vao thang 6 va 12 hang nam, TP. dao tao ra soat lai toan bd cac ké hoach dao tao chuc danh,
trén co s xem xét cac tri thirc, k¥ ning can phai c6 dé chinh sira lai cac ké hoach dao tao cho
phu hop.

e Chuong trinh dao tao theo chirc danh duoc lap theo biéu mau: NS — 08 — BMO1.

2. Xiy dung chwong trinh dao tao chi tiét.
Chuong trinh ddo tao chi tiét bao gdm hai loai:
- Chuong trinh ddo tao vé cong ty, ndi quy, quy ché

- Pao tao vé nghiép vu.

2.1. Ké hoach dao tao ndi quy

- K& hoach dao tao ndi quy do nhan vién dao tao chiu trach nhiém lap theo mau NS-08-BMO02.

- Trudc khi lap ké hoach, nhan vién dao tao phai xem xét cac ndi dung can dao tao, nguoi can
phai dao tao, lién hé véi nguoi dao tao dé€ xac dinh thoi gian, dia diém dao tao.

- Sau khi thong nhét cac ndi dung, nhan vién dao tao lap ké hoach va trinh Giam ddc dao tao phé
duyét.

e DT:0902251359 / Email: info@dichvucong.vn
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2.2. Ké hoach dao tao nghiép vu.

3.

Quan ly cép truong phong, giam ddc chiju trach nhiém lap ké hoach dao tao chi tiét nghiép vu
theo mau: NS — 08 — BMO03 va gtri vé phong dao tao.

Nhan vién dao tao chiu trdch nhi€ém don doc nguoi 1ap ké hoach nghiép vu lap ké hoach va
chuyén vé phong dao tao, sau d6 chuyén cho giam dbc dao tao xem xét. Néu can trao ddi thém
thi TP. dao tao s€ truc tiép moi nguodi lap ké hoach dé thao luan.

Sau khi thong qua ké hoach dao tao nghiép vu TP. dao tao chuyén lai ké hoach cho nhan vién
dao tao phu trach dao tao thyc hién.

Tién hanh dao tao

2.1. Pao tao vé quy ché, ndi quy:

Nhan vién dao tao chiu trach nhiém t6 chire thuc hién ké hoach dao tao vé quy ché, ndi quy cia
cong ty.

Trong qua trinh dao tao, nhan vién phai ghi nhan, giai quyét cac thac mac cia nhan vién. Bo1
v6i cac ndi dung thac mac ngoai kha nang gidi quyét thi nhan vién dao tao phai bao cdo gidm
doc dao tao giai quyét.

Sau khi ddo tao xong, nhan vién ddo tao 1ap bién ban dao tao theo mau: NS — 08 — BM04.

2.2. Pao tao vé nghiép vu

Trinh tu vé dao tao nghi¢p vu bao gém

4.

Giai thich tom tit tirng nhiém vu trong ban mé ta cong viéc.

Giai thich chi tiét tung nhiém vy trong tam vao How, Why, Standard cu thé.

e Giai thich cac budc can phai thyuc hién.

e (iai thich 1y do tai sao phai thuc hi¢n?

e Giai thich cac yéu cau, tiéu chuin cua timg budc 1a gi?

Lam mau thir cho nhén vién xem.

Cho nhén vién thuc hanh thtr va kiém tra, giai thich.

Giao nhi¢m vu cho ngudi kém cap.

Giao nhiém vu cho nhan vién va huéng dan céc tiéu chuén can dat dugc.

Cudi cung, quan 1y phai lap bién ban dao tao theo mau NS — 08 — BMO04 va giri vé phong dao

tao.

Kiém tra qua trinh dao tao hdi nhap:

Vié¢e kiém tra qua trinh dao tao hdi nhép cia nhan vién bao gom céc hinh thirc nhu sau:

Cho nhéan vién khac danh gia nhan vién mai.

Gtri ban cau hoi ty danh gia cho nhan vién méi.

e
“m‘l Tu van djch vu céng cho doanh nghiép, t6 chirc, cd nhan
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V/ BIEU MAU KEM THEO:

1. Chuong trinh dao tao theo chttc danh mi s6: NS — 08 — BMO1.

2. K& hoach dao tao ndi quy mi sd: NS — 08 — BMO02.

3. K& hoach dao tao nghiép vu mi s6: NS — 08 — BMO03

4. Bién ban dao tao ma s6: NS — 08 — BM04
o L &

e DT:0902251359 / Email: info@dichvucong.vn
e Dia chj: P402, T dng 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tur Liém, Ha Noi
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TRUNG TAM DICH VU
HANH CHINH CONG

So: ...

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap — Tu do — Hanh phuc

CHUONG TRINH PAO TAO THEO CHUC DANH

STT Chuwong trinh dao tao B0 phan dao tao Hinh ::;rc dao Tong thoi gian
NGUOI LAP QUANLY TP. NHAN SU GIAM POC

Tu van dich vu céng cho doanh nghiép, t6 chic, ca nhan

AR  DICH VU HANH CHINH CONG VIET NAM

Mé Tri, Nam Tir Liém, Ha Néi

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chi: P402, Tang 4, Thap A, Keangnam, Pham Hung,




TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHINH CONG Péoc lap — Tw do — Hanh phiic

So: ... e, NEAY ... ... thang......nam... ...

KE HOACH PAO TAO NOQI QUY, QUY CHE

1. No¢i dung:

NGUOI PAO HINH THUC

STT NOI DUNG PAO TAO TAO PAO TAO

THOI GIAN

S6 tay nhén vién

Quy ché luong

Quy ché khen thuéng

Quy dinh danh gia cong viéc

Quy ché ky luat

Quy ché khiéu nai

0NN || |[—

2. Danh sach

STT HQ TEN NHAN VIEN CHU'C DANH BO PHAN GHI CHU

NGUOI LAP QUAN LY TP. NHAN SU GIAM POC

e DPT: 0902251359 / Email: info@dichvucong.vn
e Dia chi: P402, Ting 4, Thdp A, Keangnam, Pham
Hung, Mé Tri, Nam T Liém, Ha Noi
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHIiNH CONG Poc 1ap — Tw do — Hanh phiic

S6: ... o, NEAY......thdng......nam.......

KE HOACH PAO TAO NGHIEP VU

1. Noi dung:

- . NGUOIPAO | HINH THUC A
STT| NOIDUNG PAO TAO TAO PAO TAO THOI GIAN
1
2
3
4
5
6
7
8
9
10
11
12
2. Danh sach
STT| HO TEN NHAN VIEN CHUC DANH BOQ PHAN GHI CHU
NGUOI LAP QUAN LY TP. NHAN SU GIAM POC

O 5 . . . e DT: 0902251359 /| Email: info@dichvucong.vn
i ‘v/ ?ICI:‘:U I-!ANthCI-:INﬁ C??G VIhET MAN ® Dia chi: P402, T ang 4, Thap A, Keangnam, Pham Hing,
“m" u'van dich vu cong cho doanh nghiép, t6 chirc, ca nhan Mé T}"i, Nam T]:[’ Llém’ Hd N.OAZ




TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHIiNH CONG Poc 1ap — Tw do — Hanh phiic

S6: ... o, NEAY......thdng......nam.......

BIEN BAN PAO TAO
1. Noi dung dao tao:
2. Thoi gian, dia diém:

3. Danh sach nhan vién:

STT| HOQ TENNHAN VIEN CHU'C DANH BO PHAN KY TEN

NGUOI PAO TAO QUAN LY PHONG NHAN SU

3 c - - e DT: 0902251359 / Email: info@dichvucong.vn
i ?'c":‘/fu "!ANh"'dc":'Nh'f c9r:e V'hET NAM o Bia chi: P402, Ting 4, Thp A, Keangnam, Pham Hing,
u'van dich vu cong cho doanh nghiép, t6 chirc, ca nhan Mé Tri} Nam T]:t‘ Liém, Ha\ Néi




DICH VU HANH CHINH CONG VIET NAM

Tu van dich vu cong cho doanh nghiép, té chirc, ca nhan

HE THONG QUY TRINH TRONG DOANH NGHIEP

4. QUY TRINH HOACH
DINH NHAN SU

0902251359 (%)
info@dichvucongvn (i)
https://dichvuhanhchinhcong.vn/

P402, Tang 4, Thap A, Keangnam, Pham Hung,
Mé Tri, Nam Tur Liém, Ha Noi



TRUNG TAM DICH VU HANH CHINH CONG
\_'/ DICH VU HANH CHINH CONG VIET NAM

Tu van dich vu c6ng cho doanh nghiép, té chirc, cd nhan

QUY TRINH
HOACH PINH NHAN SU’

Ma tai lieu: NS-18




\ﬁ/ DICH VU HANH CHINH CONG VIET NAM

Cemy? Tur vén dich vu cong cho doanh nghiép, t& chirc, ca nhan

S6 ma ky hiéu: NS-QD-01

QUY TRINH HOACH  Nedy c6 hiéu lyc:
DINH NHAN SU

Trang:
Stra doi:
Lan ban hanh:

1. PHAN PHOI

Phén phoi Thu nhén tai liéu 16i thoi
STT = Ngay phin phdi = B¢ pha . o .
sy P phot 0 pA an Nguoi nhan Nguoi giao Nguoi nhan
nhan
2. PHAN THAY POI
Ngay sira déi = Vi tri Noi dung sira doi Lén sira Ghi chu
Ngwoi bién soan Nguwoi soat xét Nguwoi phé duyét
Ho va tén
Chir ky
I/ MUC DPiCH:

\&/ DICH VU HANH CHINH CONG VIET NAM

Tu van dich vu céng cho doanh nghiép, té chic, cd nhan

Semy?

e DT: 0902251359 /| Email: info@dichvucong.vn
e Dia chi: P402, Tang 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tur Liém, Ha Noi




Hoach dinh nhu cau nhan sy hang nam
Xac dinh nhiing tri thirc, ki ning trong yéu cho chién lugc ciia cong ty

Xay dung ké hoach dao tao hang nam.

1I/ PHAM VI:

Ap dung cho toan bd cong ty.

11/ PINH NGHIA:

Khong c6.

IV/ NOI DUNG:

1.

+

+

Hoach dinh nhu cau nhan sy by phan hang nam:
Nhu cau nhan sy hang nam ctia cong ty xuat phat tir cac yéu to sau:
S6 luong nhan sy nghi viéc du kién do vay can cé nguon nhan lyc bo sung.

Phat sinh cac du an méi hoac md rong hoat dong kinh doanh do vay can thém nhan sy hodc ddi ngii

can bo doi ngti ké can do céc quan 1y duoc diéu chuyén di bd phan khac hodc chtrc danh cao hon.

+

_|_

Vao ngay 15 thang 12 hang nim, Giam dbc cac bo phan phai 1ap ké hoach nhan sy nim ctia bo phan
d6 theo mau: NS- 18 — BMOI.

K& hoach nhan sy ndm phai duoc chuyén cho phong nhan sy xem xét va cho ¥ kién. Néu Giam dbc
nhan sy chua dong y thi thao luan lai véi giam ddc bo phan, néu dong y thi ky nhan va chuyén cho
giam dbc didu hanh xem xét.

Sau khi giam dbc diéu hanh co y kién, giam ddc nhan sur téng hop toan bd cac Kké hoach 1ap thanh Kké
hoach nhan sy nim chung ctia toan cong ty theo mau: NS — 18 — BMO02.
Xay dung k§ niing nhan sy cot 16i:

Muc dich cua viéc xac dinh tri thuce, k¥ nang cdt 161 1a xem xét vi tri vai tro ctia n6 d6i vai chién lugc
clia cong ty va tao thanh ning luc canh tranh c6t 161 ciia cong ty véi cac dbi thu ¢ timg yéu t6 tri
thire, k¥ nang hay khong?

Céc loai tri thtre, k§ nang can phai c6 duoc phan thanh:
Loai thiét yéu dé co6 thé van hanh hoat dong cua cong ty.

Mot trong céc loai & trén lai trd thanh ning luc canh tranh ma cac d6i thi khong c6 hodc khé khin

trong viéc thiét 1ap.

Vao 20-25 thang 12 hang nam, phong nhan sy 1ap lai bang danh gia cac k¥ nang, tri thirc ¢t 161 cta
cong ty trinh giam doc xem xét theo mau: NS — 18 — BM03.

“m‘l Tu van dich vu céng cho doanh nghiép, té chic, cd nhan
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Sau khi giam ddc phé duyét, bang danh gia k¥ ning s& duoc ap dung cho: xac dinh lai ngudn tuyén
dung hay dao tao, ké hoach dao tao. ..

Panh gii ning lye tong hop clia nhan vién:

Dinh ky vao thang 12, dua trén bang danh gia cong viéc hang thang, phong nhan sy téng hop cac

thong tin vé vi pham quy trinh/nghiép vu nhu sau:

Chi sb diém vi pham trén mdi k¥ niang hay quy trinh danh cho timg chtic danh: chi s6 nay duoc tinh
bang tong sd diém trir trong timg thang cua timg quy trinh hay k§ ning cta tit ca cac nhan vién
trong ciing chirc danh/sé nhéan vién cta chiic danh do.

Truong hop chi s6 d6 1a -3 diém tré 1é€n va khong c6 xu hudng giam trong nam thi can xay dung ké
hoach dao tao cho cac chi s6 ¢6 diém am cao.

Ngoai ra, can phan tich xem viéc sip xép cong viéc cua nhan vién dbi véi timg chirc danh c6 phu
hop véi t6 chit, sitc khoé, tinh cach cta nhan vién d6 hay khong. Néu nhu khong phu hop thi phai
1am viéc v&i Quan 1y bd phan do dé sip xép lai cho phu hop.

Bang danh gia ning luc tong hop duoc thuc hién theo biéu mau: NS - 18 — BM04.
Xay dung ké hoach dao tao hang nim:

Viéc xay dung ké hoach dao tao hang nam dugc thuc hién theo biéu mau: NS - 18 — BMO05, do

phong nhan sy lap.

Ngudn dau vao ctia ké hoach dao tao bao gom:

Phat sinh nhu cu dao tao do mo rong san xuét kinh doanh hodc dao tao can bd nguén.
Céc chi s6 chat lugng san pham/dich vu thap.

Chi sé danh gia hiéu qua cong viéc thép.

Xac dinh ngudn nhin sy tuyén méi:

Xac dinh ngudn nhan su nghi viéc do vy dé chuin bi sin cac ngudn phong ngira.

Xéc dinh nguon nhan sy tuyén mdi do mo rong hoat dong kinh doanh hodc do c6 du d&n moi

Ké hoach nhan sy hang nam.

Loai tri thire, ky | Mirc d§ chuan Mirc cia cong ty | Mire ciia cac doi Y kién de xuat,

nang thi canh tranh gidi phap

N
“m" Tu van dich vu céng cho doanh nghiép, té chic, cd nhan
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V/ BIEU MAU KEM THEO

1. Ké hoach nhan sy hang nam mi s6: NS — 18 — BMO1
2. Bang ning luc k¥ ning cot 16 mi s6: NS — 18 — BM02
3. K& hoach dao tao hang nam. mi sd: NS — 18 — BMO03
4. Bang danh gia nang lyc nhan vién hang nam  ma sd: NS — 18 — BM04
5. Béng ngan sach dao tao ma s6: NS — 18 — BMO05
@  0icH vy HANH CHINH CONG VIET NAM e DT: 0902251359 | Email: info@dichvucong.vn
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TRUNG TAM DICH VU HANH CHINH CONG
(A&  DICH VU HANH CHINH CONG VIET NAM

fm‘v Tu vén dich vu céng cho doanh nghiép, t6 chirc, ca nhén

QUY TRINH
QUAN LY CAN BO

Ma tai liéu: .......

Ha Nogi, 15/02/2023




DICH VU HANH CHINH CONG VIET NAM

Yens?

QUAN LY CAN BO

QUY TRINH

S6 ma ky hiéu: NS-QD-01
Ngay c6 hi¢u lyc:

Trang:

Stra doi:

Lan ban hanh:

1. PHAN PHOI

Phén phéi Thu nhén tai liéu 18i thoi
STT Ngay phan phdi = B§ pha . . :
SArP PAoI 0 pA an Ngudi nhan Nguoi giao Nguoi nhan
nhan
2. PHAN THAY POI
Ngay sira doi = Vi tri Noi dung sira doi Lan sira Ghi chi
Nguwoi bién soan Nguwoi soat xét Nguwoi phé duyét
Ho va tén
Chir ky

DICH VU HANH CHiNH CONG VIET NAM

Tu van djch vu céng cho doanh nghiép, t6 chirc, cd nhan
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I. MUC PICH

Nham st dung can bg nhan vién Cong ty mdt cach co6 hiéu qua, ddm bao quyén va nghia vu cua
nguoi lao dong.

IL. LUU PO

Khong dap ung duoc yéu cau cong viéc

) . Dinh
Keé hoach phat trién ban than »| huéng/Hiéu
chinh nghé
nghiép
Chué}n bi Giao/ — > Diéu chinh
Nhan vién didu nhan Theo doi luong
duoc tuyén  }—Mkién lam{—pnhiém vy—»| danh
P A gia
e viee N\ [ Dibat
bu diéu kién dé bat ”
. Khen thuong
C6 thanh tich t6t >
2. | Chuyén loai
Thay d6i Hb > HD
Piéu chinh
Ap dung ché d6 CS —p{ cac ché do
theo HD
) Chuyén cong
Vi tri khong phu hop > thc >
Vi pham ky luat |—| KV luat >
L. ,'/Qué trin};\\
Chua @t nang lyc —> a0 ta0

. . i ~ ~ e DT:0902251359 / Email: info@dichvucong.vn
&  DICH VU HANH CHINH CONG VIETNAM & pja chi: P402, Ting 4, Thip 4, Keangnam, Pham
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MTQT: Quan ly can bg nhan vién

Lan ban hanh/stra déi: 1/1

III. THONG SO TONG HQP
Théng so Mo ta Yéu cau
Pau vao
Nhén vién dugc tuyén C6 du trinh 46 dé dap ung yéu cau

dung

Nhan vién duoc ky Hop dong

cong viéc

Paura
- Nhan vién thoi viéc

- Nhu ciu dao tao

- Nhan vién hét thoi han hop
ddng

- Nhan vién khong dap tng
duoc yéu cau cong viéc hodc vi
pham ky luat muec sa thai

- Nhan vién xin thoi viéc

Nhu céu nang cao trinh d6 cho
Can bd nhan vién dé thuc hién
cong vi¢c

Thong tin day du, chinh xac
Nhéan vién da hoan thanh cac trach
nhiém ca nhan véi Cong ty

Phu hop vo1 cong viée duogc giao va
nang luc cua nhan vién

Diéu kién thuc hién
Nhan luc

- Can bo quan 1y truc tiép

- Co6 trinh d¢ chuyén mon va kha nang
quan 1y t6i thiéu 3 nhan vién tré 1én
- C¢ trinh d§ chuyén mon va kha nang

- Truéng bo phan quan 1y téi thiéu 10 nhéan vién tré 1én,
nim vimg cic quy dinh vé cong tac
TCCB cua Cong ty
- Céan bo phu trach nhan su - Nam viing cac quy dinh vé cong tac
TCCB cua cong ty va cac ché do
chinh sach ctua Nha nudc vé nguoi lao
dong.
- Quy luong
Tai chinh i QuY kh,en thl‘mng Puogc xac dinh hang nam
- Ngan sach dao tao
- Quy phuc loi
SO can bd nhan vién c6 diém
Chi tiéu danh gia: dinh gid hoin thinh K& hoach | _
Chit luong can bo czi nhfim >' 70 diém/tong so can
nhin vien b(,? nhan vién 7 <39
SO0 nhan vién tu thoéi viéc/Tong | —
s6 nhan vién
Qua trinh lién quan - Tuyén dung - Hop dong lao dong
- DPaotao - Yéu cau dao tao
- Xay dung chinh sach nhan | - Chinh sach nhan su
su
- Hanh chinh - Ho so xut nhap canh

N i
e ?
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Théng so

Mo ta

Yéu cau

- STQTLB

- HO so bo nhi€ém, mién nhiém

IV. PHAN POAN VA HOAT PONG

Budée Chuin bi diéu kién lam viéc

STT Hoat djng Sdin phim Ngwoi thue hién | Tai liéu hwong din
) . | Truéng bo pha
Pé  nghi  xép| s P
A s A . : .. | Can by phu trach
1. Nhén va xem xét thong tin | lwong/hudng che do R .
dugc xem xét nhan sy Cong
i ty/Chi nhanh
] D)\ h A TR .7 A
Phé duyét muc luong/ché © n% ' AerA) ?ng Gidm doc.
2. .l .z lvong/hudng ché d | Cong ty/Chi
do de nghi xép R R ,
dugc phé duyét nhénh
‘0 bo auin I¥
Chuén bi phuong tién, moi | 1o Vién €6 cong ‘[(Ij'lell.’rcl ti? e
3. wan DL pRugng e, cu, méi truong lam | oo P HC/STQT/ABC
truong lam viéce . Céc phong ban
viéc thich hop L
chtrc nang
R , e ea Nhan vién duoc Cafl b9 phu trfwh
4. Thong bdo cho nhan vién théne bio nhan sy Cong
& ty/Chi nhanh

Budéce Giao nhan nhiém vu

Stt Hoat dong Sdn phim Nguwoi thwe hién | Tai ligu hwong din
1. Phan cong nhi¢m vu Trudng bd phan
1.04-HD/NS/
Nhan vién duoc HDCV/ABC
giao viéc tryc tiép , R L 1.04-BM/NS/
B N Cén b0 quan ly
2. Giao/nhan viéc hoge qua ban danh truc tiép, nhan HDCV/ABC
T gid hoan thanh cong | . ’ 17.04-BM/NS/
viée va ké hoach | HDCV/ABC
phat trién 03-DM/NS/
HDCV/ABC
, | Cir canbo di cong tic nuse Z; “i‘g Vg dzu‘;‘i Trusng don v 2.04-BM/NS/
" | ngoai (khi ¢6 nhu cau) o ’ HDCV/ABC
ngoai
- To trinh duogc
Xem xét to trinh va lap | duyét Cén b0 phu trach | 45/1999/TT-BTC
4. quyét dinh ctr can bo di cong | - Quyét dinh ctr can | nhan sy Céng 3.04-BM/NS/
tac nudc ngoai bd di cong tac nude | ty/Chi nhanh HDCV/ABC
ngoai
5 Phé duyét quyét dinh cir can | Quyét dinh duoc | Tong Giam ddc
' bo di tdc nudc ngoai phé duy¢t Cong ty
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Vemy?
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Stt Hoat dong Sdn phim Ngwoi thue hién | Tai liéu hwong din
6. T.huc hién cong vi¢c duoc | Cong MVI@C duoc Nhan vien
giao thuc hién
Budc Theo déi va danh gia
Stt Hoat djng Sdin phim Ngwoi thue hién | Tai liéu hwong dén
] Theo doi thuc hién cong Can bd quan ly
T | viée truc tiép
L .. | Nhan vién
- B4o céo cong viéc
’ _ Bio céo di co
2. Béo cao két qua cong viéc , a0 ’cao d} ) cor:g Dai dién doan di
tac nudc ngoai (néu | , ,
\ cong tac nudc
can) <.
ngoai
1.04-BM/NS/
Ban danh gia hoa in b an 1y
" | 6 thang 1 lan L& monch iat i Rt P 17.04-BM/NS/
achp v HDCV/ABC
5.04-BM/NS/
Bao cdo danh gid nhan su ., Can b nhan su HDCV/ABC
4, i Béo cao .
don vi don vi 6.04-BM/NS/
HDCV/ABC
Dé xuat lién quan dén viéc >04-BM/NS/
Y ) HDCV/ABC
5. thuc hién hodc thay do6i | Pé nghi Truong don vi
chinh sach nhan sy (néu co) 6.04-BM/NS/
4 ey HDCV/ABC
6 Gui bao cao nhan su cho Béo cdo nhan su Can b0 nhan su 1.04-HD/NS/
" | don vi nhén sy cip trén i don vi HDCV/ABC
Can bd phu trach
. Bé4o cdo nhan sy toan Cong Béo cdo nhan su nl?;ln QsI:I 4 Crgrclg 6.04-BM/NS/
" | ty/Chi nhanh (dinh ky i i HDCV/AB
y/Chi nhanh (dinh ky) ty/Chi nhanh CV/ABC

Buéc Pinh huéng/Hiéu chinh ké hoach phat trién ban than

Stt Hoat déng Sdin phim Nguwoi thwe hién | Tai ligu hwong din
, ;| Ban ké hoach phat
Xac lap ké hoach phat trién aﬂn ev oael P ?
1 cho timg linh vuc nghé trién nang lyc cot Truong b phan 1.04-HD/NS/
’ e 1 MBS 151 cita can bo nhan &0 phe HDCV/ABC
nghiép .
vien
2. . . Truc bd
2. Trao d61 v61 nhan vién plrlgg/?lién vién ©
, . ) Ban ké hoach phét
Pinh hud hé nghiép | .. ~ Trud b6
3. n Uong nghe nghiep trien ban thin cua roons ©

cho nhan vién

nhan vién

phan/nhan vién
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St

Hoat dong

Sdn phiam

Nguwoi thuc hién

Tai ligu hwéng din

Hiéu chinh ké hoach phat
trién ban than cho nhan vién
theo tung giai doan

Trudng bo
phén/nhan vién

Buéc Diéu chinh lwong

St

Hoat dong

Sdin phim

Nguwoi thuc hién

Tai liéu hwéng dén

Dé nghi diéu chinh

Cén bd phu trach

Nhan va xem xét thong tin .. |nhan sy Cong
lvong dugc xem xét C
ty/Chi nhanh
Dé nghi he | ,
de ;g t duge phe Tong Gidm doc
u .
v Cong  ty/Chi
Phé duyét dé nghi hénh
¢ duyét dé nghi Bién ban hop hoi I;I;n e nhan | 1-04-HDINS/
dong nhan su (néu su:' £ HDCV/ABC
co) )
. \ ¢ 0 nha
Lot v din Quyét dinh diéu gi‘; b0 n tarj Csfi 9.04-BM/NS/
°p quyet &l chinh luong e Y HDCV/ABC
nhanh
. . . | Can bd phu trach
Xem xét quyét dinh didu | Quyét dinh didu | o o PR Tac
chinh luon chinh luon nhan “sw - Cong
g g ty/Chi nhanh
; . Toéng Giam dbc
. ¢t dinh d
Phé duyét quyet dinh QI? éy Zu étm Hoe Cong ty/Chi
P ye nhanh
Can b0 nhan su
Thong béo quyét dinh Cong ty/Chi
nhanh

Budéc Chuyén loai hop déng

két

Stt Hoat déng Sdin phim Nguwoi thwe hién | Tai ligu hwong din
Trudng bo phan
Nhan va xem xét thong tin Ban d’e nghi duge Cafl b0 phu trfwh
xem Xxeét nhan sy Cong
ty/Chi nhanh
. y . Ban dé nghi d
Dong y tiép nhan deé nghi plallef:l dujlétng b quee Trudng bo phan
Thu tuc ky h
dérlll “(;’wcy ho‘;ﬁ Truéng b phan 02-QT/NS/
Thuc hién céc thi tuc ky thiéﬁ - Cén bd phu trich |  HDCV/ABC
hop dong méi Hoo ddne duoe k¢ nhian sy Cong 1.02-HD/NS/
b CONE QUOC XY ty/Chi nhanh HDCV/ABC
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Budc Pidu chinh cac ché d9 theo hop déng

Stt Hoat dong Sdin phim Nguwoi thwe hién | Tai ligu hwong din
Can bd phu trach
. Ban d¢ nghi dugc | nhan sy Cong 1.04-HD/NS/
1. | Nhan thong tin vé g ’ i i
an thong i va xem xet 1+ em xét ty/Chi  nhanh,| HDCV/ABC
truong bo phan
) Ap dung ché d6 chinh sach | Ché do chinh sach | Can bd phu trach
" | theo loai hop dong duoc ap dung nhan sy
Diéu chinh ché do chinh ,
. i . hé d6 chinh sach | Can bd phu trach
3. |s&ch (néu cd) khi chuyén Ché do chinh sich | Cdn b0 phy tric

loai hgp ddng

duoc diéu chinh

nhan su

Budc Ky luat

Stt Hoat dong Sdin phim Nguwoi thwe hién | Tai ligu hwong din
Can b6 phu trach
nhan su Cong 14.04-BM/NS/
. Ban dé nghi dugc | ty/Chi  nhénh, HDCV/ABC
4. Nhan thong t ; ot ) ’
an thong Hi va xem xet 1+ em xét fruéng bo phan|  1.04-HD/NS/
cd duong su vi HDCV/ABC
pham
5 Ho6i dong nhan sy xem xét | ¥ kién cua cac | Hoi dong nhan
" | néu sy viéc nghiém trong thanh vién hoi d@)ng su
Cén bo phu trach
R A n . . 1.04-HD/NS/
6. | Lap ho so Ho6 so ky luat nhan sy Cong
., HDCV/ABC
ty/Chi nhanh
‘1 b6 nha
7. | La ét dinh ky luat Quyét dinh ky luat gai o ta I;csiﬁ 7.04-BM/NS/
. ap quyct dinh Ky lua uyct dinh Ky lua 0’ g y HDCV/ABC
nhanh
e Cén bo phu trach
. ¢ h ky lua T
8. | Xem xét quyét dinh Quyet din , y fuat nhan sy Cong
duogc xem xét .,
ty/Chi nhanh
; . Tong Giam dbc
. ¢t dinh d
9. | Phé duyét quyét dinh Qu?' © . H - quoe Cong ty/Chi
phé duyét ,
nhanh
Can b0y nhan su
10. | Thong bao quyét dinh Cong ty/Chi
nhanh
Bu&c Chuyén cong tac
Stt Hoat dong Sdin phim Nguwoi thwe hién | Tai ligu hwong din
1. Nhan thong tin va xem xét, | Ban dé nghi dugc | Cén b phu trach 1.04-HD/NS/
danh gid kha nang dam | xem xét. nhan sy Cong HDCV/ABC
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Stt Hoat dong Sdn phim Ngwoi thue hién | Tai liéu hwong din
: . . | Ban danh gid nhan | ty/Chi nhanh va
nhiém cua dbi tugng véi Viaér;l a:hugéin EE C-‘gc ltr;‘éin ;2 16.04-BM/NS/
cong tac méi va co ¥ kién ! y Pjcac THONE DO ppev/ABC
phan phén lién quan
) Cut ngudi nhan ban giao | Nguoi nhan ban | Trudng b phén
' cong viée (néu co) giao cong viéc noi chuyén di
Bién ban ba i . .
A 1a . . A Alen in an - glao Nguoi ban giao
3 Tién hanh ban giao cong | cong viéc. vi neudi nhan
' viéc va dung cu lam viéc Bién ban ban giao ban iio : 34-BM/HC/
tai san 8 HDCV/ABC
o . o . | Can bd nha
, | L@p quyét dinh chuyén cong | Quyét dinh chuyén Ci‘; °n ta“/ C‘E 8.04-BM/NS/
| tac cong thc e 4 HDCV/ABC
nhanh
C L . ‘.. | Can b phu trach
X ot ¢t dinh chuyé et h chuyé T
5 C(A)enm t);cz quyét dinh chuyén %Lrllyeté :Im chuyén | .. st Cong
& & ty/Chi nhanh
. ) Tong Giam doc
Co ¢t dinh d .
6. | Phé duyét quyét dinh Qﬁ‘gzu étm Y cong  ty/Chi
P A nhanh
Can b0 nhan su
7. | Thong bao quyét dinh Cong ty/Chi
nhanh
Buéc Khen thudng
Stt Hoat dong | Sdn phim Ngwoi thue hién | Tai liéu hwong din

Khen thuéng cé"tp b6 phan

. , Quyéet dinh khen . o 10.04-BM/NS/
1. Ra quyét dinh khen thudng thurong Trudng bo phan HDCV/ABC
2. Thong bao cho duong su Qu}jét dinh khen Cfl " 126 nhan s
thuong b phan
Gui qu?let dml} cho canAbQ Cén b6 nhin su
3. phu trach nhan sy Cong b6 phan
ty/Chi nhanh TR
Khen thwéng dot xuat cip Cong ty/Chi nhanh
Can bd phu trach 15.04-BM/NS/
] Nhéan thong tin, xem xét va | Ban dé nghi dugc | nhan sy Cong HDCV/ABC
" | coykién xem xét ty/Chi nhanh 1.04-HD/NS/
HDCV/ABC
Thong qua lanh dao chuyén | Ban d& nghi duogc Cafl b0 phu trfwh 1.04-HD/NS/
2 trach (néu can) thong qua nhan sy - Cong HDCV/ABC
ty/Chi nhanh
3. Lap quyét dinh khen thuong | Quyét dinh khen | Can bo nhan sy 10.04-BM/NS/
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Stt Hoat dong Sdn phim Ngwoi thue hién | Tai liéu hwong din
~ hi
thuéng Cong — ty/Chi |y viaBC
nhanh
. . an bo phu trach
Xem xét quyct dinh khen | Quyét dinh khen Cafl b0 phu trflc
4. o thuém nhan sy Cong
8 g ty/Chi nhénh
, é&t dinh  khen | T6 iam  do
Phé duyét quyet dinh khen Qu}jet din er} (zng Gidm do?
5. \ thuéong dugc phé | Cong ty/Chi
thuong R ,
duyét nhanh
Can b0 nhan su
6. | Thong bao quyét dinh Cong ty/Chi
nhanh
Khen thuéng dinh ky cAp Céng ty/Chi nhinh
o Bién ban hop hoi | Hoi dong nhan 1.04-HD/NS/
7. | HO1 dong nha ot 3 o i
01 dong nhan sur xem x¢ dong nhan su su HDCV/ABC
o q . | Canbophutmich | o) NS/
8. | Lap ho so khen thudng Ho so khen thuong | nhan sy  Cong
C HDCV/ABC
ty/Chi nhanh
. ¢ 0 nha
9. | Lap quyét dinh khen thuong | 2t dinh khen giﬁ o ichi | 10-04BMNS)
I B At € | thuong ne Y HDCV/ABC
nhanh
. . Can bd phu trach
Xem xét quyét dinh khen | Quyét dinh khen | o o PhH Hac
10. thuén thuén nhan sy Cong
: : ty/Chi nhanh
Toéng giam dbc
£ . Cong ty/Chi
. t h kh :
Phé duyét quyét dinh khen Qu)je din erj nhanh, Ph6 Tong
11. . thuong dugc phé ., 1 ;
thudng duvét Giam  doc/Pho
v Gidgm dbc chi
nhanh
Can by nhan su
12. | Thong bao quyét dinh Cong ty/Chi
nhanh

Buéc Dé bat

St

Hoat dong

Sdn phiam

Nguwoi thuc hién

Tai ligu hwéng din

Theo cac bude cua qua trinh
bo nhiém can bd

Can bo duge dé bat

HDPQT

Téng Giam ddc
Cong ty

Cén bo phu trach
nhan sy Cong
ty/Chi nhanh

04-QT/LB/
HDCV/ABC
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Budéce Thoi viéc

Str | Hoat dong Sdin pham Nguwoi thwe hién | Tai ligu hwong din
Lap dé nghi thanh 1y hop dong
Kiém tra thong tin thoi viée
va xem xeét:
- Xem xét don xin thoi viéc
va trao d6i véi duong su
- Xem xét nhu ciu st dung Trudng b phan,
’ tiép d6i voi truong hop hét can bo phu trach | 1.04-HD/HDCV/
" | han hop dong nhan sy Cong ABC
- Xem xét d6i tuong thuong ty/Chi nhanh
xuyén khong hoan thanh
nhiém vu
- Xem xét cac cam két ctia
d6i tuong voi Cong ty
Lam dé nghi thanh 1y hop
) dé?ng va Agfri choAcén bd pl}u bé ngPi thanh 1y Truéng bd phan 4.04-BM/NS/
trach nhan sy Cong ty/Chi hop dong HDCV/ABC
nhanh
Xem xét d& nghi thanh 1y bé nglli thanh ly Cé? bo phljl trach
3. hop ddng hop dong dugc xem | nhan su: Cong
i xét ty/Chi nhanh
Phé duyét dé nghi thanh Iy pé nglli thanh ly ) T(;zng Giém‘d(‘)c
4. hop ddng hop dong dugc phé | Cong ty/Chi
i duyét nhanh
s |T ‘héng béo cho duong sy dé Truéng bo phan
ban giao
Ban giao
L Cﬁ; nglrrc‘wi nhén ban giao Nguc‘ri nhén ban Truong bo phan
(néu co) giao
Tién hanh ban giao cong
) viéc néu can (bao gﬁj)m ca hd | Bién ban ban giao Puong su thoi 1.04-HD/NS/
’ so tai liéu va cac moi quan cong viéc viée HDCV/ABC
h¢ cong vu)
3 Tién hanh ban giao dung cu | Gidy x4c nhan ban | Puong sy thoi 12.04-BM/NS/
" | 1am viéc (néu co) giao viée HDCV/ABC
Tt toan cac khoan ng véi
, | Congty (néu co): tai chinh, | Gidy x4c nhan ban | Puong sy thoi 12.04-BM/NS/
' sach thu vién, thé nhan vién, | giao viéc HDCV/ABC
dia chi thu tin dién tu, ...
5. | Ky hop dong chuyén Hop dong chuyén Puong su thoi 05-BM/CD/

\/ DICH VU HANH CHiNH CONG VIET NAM
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St Hoat dong Sdn phim Nguwoi thwe hién | Tai ligu hwong din
nhurgng c6 phicu wu dai nhuong ¢6 phan, s6 | viéc va tai vu
dang ndm giit (néu co) va PR ;g A’p N o j HDCV/ABC
T T cd phan (néu co) don vi
ndp s6 ¢o phan
Can bd nhan su
6 Thong béo cat dia chi thu tin bd phan/Trudng
" | dién tr bd phén, quan tri
mang
Ky quyét dinh thanh 1y hop dong
Lap hd so thoi viée g@)m:
- Dé nghi thanh 1y hop dong
- Pon xin thdi viéc/Quyét N e n Can b nhan sy 1.04-HD/NS/
1. i A HO so thoi viée .
dinh ky luat (néu co) cong ty/CN HDCV/ABC
- Gidy x4c nhan ban giao
A L, 4 , 2. 4 . | Can b0 nhan su
) Lap quyét dinh thanh 1y hgp | Quyét dinh thanh ly Cong ty/Chi 11.04-BM/NS/
' 5 hop d6 HDCV/AB
dong op dong nhanh CV/ABC
Xem xét quyét dinh thanh 1y Quyetkdmh thanh ly Cafl bo phlA.l trach
3. hob ddn hop dong duoc xem | nhan sy Cong
op cong. xét ty/Chi nhanh
X, 4 Tong Giam ddc
. ¢t dinh d
4. Phé duyét quyét dinh Q}ll éy Zu 1ér: Hoe Cong ty/Chi
P v nhanh
Cén by nha
5 E?li)ni :relio cho cac b phan C?)rrllg ?yr/ICiril v
q nhanh
Can by nhan sy
5. | Ban giao hd so ca nhan HO6 so ¢4 nhan Cong ty/Chi
nhanh
V. Ho so
\ Thoi gian [ Mirc do
Y Tén hé so Negwoi lgp glan few | Atwe ap quan
g trong
1 B’an dAanh gid hoan thanh ké hoach Cén b6 nhan vién I?(in khAl ‘nh‘aln Cao
ca nhan vién thoi viéc
2. Bao cao nhan su cua don vi Trudng don vi 10 nam bac biét
.| Can bo phu trach
Béo cao nha toan Cong ty/Ch i j
3. af) cdo nhan sy toan Cong ty/Chi nhan sy Cong ty/Chi 10 nam bac biét
nhanh ]
nhanh
3 i 0 phu trach
4. Bién ban hop héi dong nhan su Cafl bo P 4otac 05 nam Pac biét
nhan sy Cong ty

* Ve

Cemy?
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. Thoi gian 1 Murc do
Y Tén hé so Neguoi lgp gram fiew | e 40 quan
F4174 trong
D ’ h .7 nh,\ A h A A
5. afl gid nhan vien chuyen b Truéng don vi 05 nam Cao
phan
6. To t‘r.inh v/v dé ctr can bo di nude Truong don vi 05 nim Cao
ngoai
7. | DPé nghi ky luat Trudng don vi 05 nam Cao
8. Dé nghj khen thudng Truong don vi 05 nam Cao
0. Dé nghi nang luong Truong don vi 05 nam Cao
. . . Trudng @ 1, nha g
10. | Bé nghi/don chuyén cong tac Vil’;ong o Vi, mhan 05 nam Cao
. j 0 hat
11. | Phibu danh gia can b6 Cdn b0 dugc phd 05 nim Cao
phiéu
2. B.1Aen ban ban giao tai san, cong Nhan vién 05 nim Cao
viéc, ...
Céc quyét dinh nhan su:
- Quyét dinh ctr can bo
di nudc ngoai - Nhan vién hop tac
- Quyét dinh chuyén |qudc té
13. cong tac - Can bd nhan su 05 nam Pac biét
- Quyét dinh nang lwvong |- Can bd nhén sy
- Quyét dinh ky luat - Can b0 nhan su
- Quyét dinh khen |- Can b0 nhan sy
thudng
14. | Ho so thoi viée Truéng don vi, can 05 nim Cao
bo nhan su don vi,
can bo nhan sy Cong
ty/Chi nhanh
15. Quyét dinh thoi viéc Can b0y nhan su 05 nam Cao
Cong ty/Chi nhanh
NGUOI BIEN SOAN PHO BAN ISO TONG GIAM POC
Ho tén
Chir ky
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHINH CONG Péoc 1ap — Tu do — Hanh phiic

So: ... e, NEAY ... ... thang......nam... ...

KE HOACH NHAN SU BO PHAN HANG NAM
I/ TINH HINH CHUNG VE NHAN SU*
II/ DU KIEN NHU CAU PHAT SINH NHAN SU":

1.Piéu dong, bd nhiém

STT | Chitc danh b6 nhi¢m Ngudn Tang/giam Ghi chu

2.Dy kién nghi viéc, thuyén chuyén

STT | Chitc danh nghi viéc | So6 lwong du kién Ghi chii

3.Ting méi do thay doi té chire

S6 lwong Thoi

. £ . A Ghi chu
du kién | gian can

STT | Chirc danh ting ma&i

5 . - " e DT: 0902251359 / Email: info@dichvucong.vn
DICH VU HANH CHINH CONG VIET NAM e Dia chi: P402, Tc”ing 4, Thap A, Keangnam, Pham
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III/ TONG HOP CHI TIEU NHAN SU TRONG NAM

Té S Tang maoi Giam
ong so Ghi cha

can bo Vi tri S6 nguoi Vi tri S6 nguoi

Quy

I

I
v

Ca
nam

IV/ KE HOACH SU DUNG CONG TAC VIEN

Téng sb thoi Tong chi phi

. S6 lwon
Vi tri OMONE | sian sir dung' lwong

Quy

5 . - " e DT: 0902251359 / Email: info@dichvucong.vn
D!(?H_VU I-!ANH CHINI.{ C?NF; YIET NAM o Dja chi: P402, Tang 4, Thap A, Keangnam, Pham
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TRUONG PON VI GIAM POC NHAN SU GIAM POC PIEU HANH
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TRUNG TAM DICH VU
HANH CHINH CONG

So: ...

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap —

Tuw do — Hanh phic

KE HOACH NHAN SU TONG HQP HANG NAM

I/ TINH HINH CHUNG VE NHAN SU":

II/ DU KIEN NHU CAU PHAT SINH NHAN SU"

1.Piéu dong, bé nhiém

STT | Chitc danh bd nhiém Ngudn Tang/giam Ghi chu
2.Duy kién nghi vi¢ce, thuyén chuyén
STT | Chirc danh nghi viéc | S6 lwong dw Kién Ghi chua
3.Ting méi do thay doi to chirc

S6 lugn Thoi
STT | Chirc danh ting méi | o ©ope Ghi chi

du kién | gian can

III/ TONG HOP CHI TIEU NHAN SU TRONG NAM

Quy

Tong so

Tang maoi

can bo Vi tri SO nguoi

Thoi gian cu thé

G, ‘/ DICH VU HANH CHiNH CONG VIET NAM

Tu van djch vu céng cho doanh nghiép, t6 chirc, cd nhan
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IV/ KE HOACH SU DUNG CONG TAC VIEN

Quy Vi tri S6 lwgng ng‘:;i:’;:E; Tﬁl:i ;llng phi
|

I

1

v
Ca nam

V/PE XUAT VE CHINH SACH POI VOI CAN BQ NHAN VIEN

TP. NHAN SU GIAM POC PIEU HANH

5 . ~ N e DT: 0902251359 / Email: info@dichvucong.vn
D!(?I-:_‘:U I-!ANthCI:INﬁ C?TG VIhET RN e Dja chi: P402, T ang 4, Thap A, Keangnam, Pham
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TRUNG TAM DICH VU
HANH CHINH CONG

So: ...

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap — Tw do — Hanh phic

BANG NANG LUC KY NANG COT LOI

. Chirc danh ap . z Mikc ciia cong | Mikc ciia cac doi T S U SR,
Stt Loai tri thue, ky nang dung Murc do chuan ty thii canh tranh Y kién dé xuat, giai phap
TP. NHAN SU GIAM POC PIEU HANH

, DICH VU HANH CHiNH CONG VIET NAM

Tu van dich vu céng cho doanh nghiép, t6 chic, ca nhan

e DT:0902251359 / Email: info@dichvucong.vn
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic
S6: ... vy NEAY......thdng......nam... ...

BANG NGAN SACH PAO TAO HANG NAM

Stt | Khod dao tao Nguoi tham gia | Thoi gian Chi phi Ghi cha

Tong cong
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5. QUY TRINH
KHEN THUGNG
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Sy ? Tu van dich vu céng cho doanh nghiép, 6 chirc, cd nhan

QUY CHE KHEN THUONG

Mai tai liéu: HC-11




DICH VU HANH CHIiNH CONG VIET NAM
‘.W" Tu vén dich vy céng cho doanh nghiép, t6 churc, ca nhan

KHEN THUONG

QUY CHE

S6 ma ky hiéu: NS-QD-01
Ngay c6 hiéu lyc:

Trang:

Sira doi:

Lan ban hanh:

1. PHAN PHOI

STT = Ngay phén phdi

Phan phoi

Thu nhin tai li¢u 16i thoi

B4 phéan
nhén

Nguoi nhan

Nguoi giao Nguoi nhan

2. PHAN THAY DOI

Ngay sira doi = Vi tri Noi dung sira doi Lan sira Ghi chi
Nguwoi bién soan Nguoi soat xét Nguwoi phé duyét

Ho va tén

Chir ky

‘/ DICH VU HANH CHINH CONG VIET NAM

Tu van djch vu céng cho doanh nghiép, t6 chirc, cd nhan
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I/ MUC PiCH, YEU CAU:

Xay dung cac budc quy trinh nghi phép cho CNV cong ty.

111/ PHAM VI:

Ap dung cho toan bd hé thong ciia Cong ty.

I/ PINH NGHIA:

Khong co.

IV/ NOI DUNG:

1.

a>

b>

c>

ad>

e>

Cac hinh thire khen thuwéng:

Thuong 1é 30/4 & 1/5, Ngay quoc khdch, Tét Dwong lich:

Toan bd CBCNV duoc hudng mire thuong bang nhau.

S tién thuong tir 200.000 dong dén 500.000 dong tuy thudc vao két qua kinh doanh cta Cong
ty.

Phong nhén sy ¢6 trach nhiém 14ap to trinh Ban GD vé s6 tién thudng, du toan tién thudng trinh
Ban GP trudc 15 ngay so véi ngay 1é twong tng, 1ap danh sach CBCNV dugc thudng trude 3
ngady so véi ngdy 1& twong tng.

Thuong tham nién:

Tham nién duoc tinh chi tiét toi timg thang (néu tir 15 ngay trd 1én thi tinh du thang, néu dudi
15 ngay thi khong duogc tinh du thang.

Tién thAm nién = s6 thang thAm nién * s6 tién thim nién 1 thang.

Phong nhan sy ¢6 trach nhi¢m 1ap to trinh vé sb tién tham nién ciia 1 thang, du toan tong tién
tham nién trudc 30 ngdy so v6i ngay bat dau nghi tét.

Thurong thang lrong 13 (tét AL):

Puogc tinh = ty 18 % * [tong luong thuc té trong ndm (khong phai luong hop dong) / 12 thang].
Phong nhén sy ¢6 trach nhiém 1ap to trinh vé ty 1& %, du toan tong tién thudong thang luong 13
trude 30 ngay so v6i ngay bat dau nghi tét.

Thwéng chuyén can:

Déi tuong p dung 1a CNV tryc tiép san xuat trén day chuyén.

Diéu kién: Lam du sb ngay theo tong s6 ngay chuyén di thyc hién (khong tinh nhiing ngay phai
1am bu hay diéu dong lam thém).

Thuong tiét kiém nguyén phy liéu:

Bo phan san xuat ma tiét kiém dugc % nguyén phu liéu tiéu hao thi dugc thudng 30 % mirc
nguyén phu liéu tiét kiém duoc.

N
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Hang qui Phong Nhan sy két hop Phong KHKD va b phan san xuét lién quan lap ké hoach
khen thudng trinh GP xem xét va phé duyét.
Thudng dat chdt heong:

Hang thang, Xuong may tong két va Iya chon 1 chuyén dat chét lugng cao nhat trinh Ban Tong
Giam d6c khen thuong.

Miic thuong ap dung 1a: 500.000 dong — 1000.000 dong.
Phong Nhan sy két hop lanh dao lap ké hoach khen thuong trinh GD xem xét va phé duyét.

Thudng nang xudt:

Ning suit ctia bo phén 1a nhiing san pham dat chat lugng do bo phan lam ra (khong phai 1a tong
san phém cua bd phan do).

Ning xuat ciia bd phan dugc tinh chil yéu trén co s& 8 gid 1am viéc hanh chanh, cang it thoi
gian 1am tang ca cang tot.

Mirc thudng niang xuét 1a: 300.000 — 600.000 dong.

Hang thang Phong Nhan su két hop lanh dao 1ap ké hoach khen thuong nhimg 1 don vi ¢6 ning
xuat cao trinh GD xem xét va phé duyét.

Thuong dat doanh thu:

Mbi bo phan vuot doanh thu s& dugc thuong 5 % ph:?ln doanh thu vuot qué theo khoan doanh
thu.

Bo phan khong dat doanh thu thi bi phat 5 % phan doanh thu khong dat vao tong quy lwong.
Thurong sang kién:
Bt ky CBCNV Céng ty c6 sang kién 1am loi cho Cong ty déu dugc khen thudng.

Muc thuong &p dung nhu sau:

+ Lam lgi cho Cong ty duéi 1 triéu dong: 20 % phan lgi dem lai nhung khong thap hon 40.000
dong
+ Lam lgi cho Cong ty tir 1 tridu dong dén 5 triéu: 15 % phan loi dem lai nhung khong thap hon

200.000 dong.

Lam loi cho Céng ty tir 5 triéu dong dén 10 triéu: 10 % phan loi dem lai nhung khong thap hon
700.000 dong.

Lam loi cho Céng ty tir 10 triéu dong dén 50 tridu: 5 % phan loi dem lai nhung khong thap hon
1.000.000 ddng.

Lam lgi cho Cong ty tir 50 tridu dong dén 100 tridu: 3 % phan loi dem lai nhung khong thap hon
2.500.000 dong.

Lam loi cho Cong ty tir 100 triéu dong dén 500 tridu: 1 % phan lgi dem lai nhung khong thap
hon 3.000.000 dong.

N
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Lam loi cho Cong ty trén 500 tridu: 0.5 % phan lgi dem lai nhung khong thip hon 5.000.000
dong.

Céc sang kién khong thé tinh dugce doanh thu thi mirc thudng 1a 200.000 — 1000.000 dong tuy
theo céac truong hop.
Thuong duw an:

CBCNV tham gia vao viéc xay dung, quan ly du an cho Cong ty thanh cong s€ dugc Cong ty
x¢ét thuong.

Mirc thudng ap dung cho tung truong hop gia tri du an nhu sau:

Duéi 10 triéu: 4 % gia tri du 4n nhung khong thap hon 200.000 dong.

Tir 10 triéu ddng dén 50 tridu: 3 % gia tri du 4n nhung khong thdp hon 5.000.000 dong.
Ttr 50 triéu dong dén 100 triéu: 2 % gia tri du an nhung khong thap hon 1.500.000 dong.
Tir 100 triéu dong dén 500 triéu: 1 % gia tri du 4n nhung khéng thip hon 2.000.000 ddng.
Trén 500 triéu: 0.5 % phan loi dem lai nhung khong thap hon 5.000.000 dong.

+ Cac du an khong thé tinh dugc doanh thu thi muc thuong 1a 200.000 — 1000.000 dong tuy theo
cac truong hop.

2.

Quy trinh xét thudémg

a> Pé nghi xét thuong:

Nguoi dé nghi xét thuong co thé 1a quan 1y, nhan vién cac bd phan, phong nhan sy hodc chi
dinh ctia ban giam ddc.

Cin cir xét thudng bao gdm cac cin ctr trén day hodc khong dugc quy dinh nhu trén day nhung
Nguoi dé nghi ghi thong tin theo biéu mau: NS — 11 — BMO1, ddi véi truong hop BGD chi dinh
thi do phong nhan sy ghi.

Gidy dé nghi khen thuéng phai dugc quan 1y truc tiép, quan 1y gian tiép cip phong xac nhan va
ghi y kién, sau d6 chuyén vé phong nhan su xem xét.

b> Phé duyét

c> T6 chirc xét thuong

V/BIEU MAU KEM THEO:

1. Gidy dé nghi khen thuong mi s6: NS — 11 — BMO1
2. Quyét dinh khen thuéng ma s6: NS — 11 — BM02
3. Sb theo ddi khen thudng. ma s6: NS — 11 — BM03

o6 [ &

o
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic

S6: ...
PHIEU PE NGHI KHEN THUONG

Kinh givi: - Gidm doc diéu hanh cong ty
- Phong NS

Pé nghi Ban giam déc xem xét khen thuéng cho:

1. Anh/Chi:ooooovviiiiiiia, BOphan.........o.oooii MSNV....ooooiin,
2. Anh/Chi:........oooooiiiiiii . BOphan...........oooiiii MSNV........
3. Anh/Chitooviiiii BOphan.........c.oooii MSNV....ooooi,
4., Anh/Chi:..oooooiiiiiii BOophan...........ooooiiiii MSNV........
Ly do:

NGUOI PE NGHI QUANLY PHONG NS GIAM POC

e DT: 0902251359 / Email: info@dichvucong.vn
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Péoc 1ap — Tu do — Hanh phiic
So: ... e, NEAY ... ... thang......nam... ...

QUYET DINH
(V/v khen thuong... RN |

GIAM DOC CONG TY CO PHAN........

- Can cw quyét dinh so ...... .... v/v bo nhiém giam doc diéu hanh, ngay... ... ... .... ;
- Can cur ban chirc nang nhiém vu va quyén han cua giam doc diéu hanh so... ... ..... ;

- Cdn cik quy ché khen thuéng ciia cong ty;
- Xét dé nghi ciia Truéng phong NS.

QUYET PINH:

biéeu 1. Khen thuong do6i vaéi cac anh chi nhu sau:

Vtitetetetesteete ettt VA 0N (bA)..eveeieiiieiiieeieeiene c6 trach nhi¢ém thi hanh quyét dinh
nay.
GIAM POC

e DT: 0902251359 / Email: info@dichvucong.vn
o Dia chi: P402, Tang 4, Thap A, Keangnam, Pham Hung,
Me Tri, Nam Tw Liém, Ha Noi
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic

S6: ... e, NZAY ... ... thang......nam... ...

SO THEO DOI KHEN THUONG

. ] . NGUOIPUQC | HINH THUC
NGAY LY DO KHEN THUONG KHEN KHEN
THUONG THUONG

SO QUYET

STT BINH
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6. QUY TRINH NGHI PHEP
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Tu van dich vu céng cho doanh nghiép, té chirc, ca nhén

QUY TRINH
NGHI PHEP, NGHI VIEC RIENG

Mai tai lieu: HC-10
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DICH VU HANH CHIiNH CONG VIET NAM
"n’. Tu vén dich vy céng cho doanh nghiép, t6 churc, ca nhan

NGHI VIEC RIENG

QUY TRINH
NGHI PHEP,

S6 ma ky hiéu: NS-QD-01
Ngay c6 hiéu lyc:

Trang:

Sira doi:

Lan ban hanh:

1. PHAN PHOI

STT = Ngay phén phdi

Phan phoi

Thu nhin tai li¢u 16i thoi

B4 phéan
nhén

Nguoi nhan

Nguoi giao Nguoi nhan

2. PHAN THAY DOI

Ngay sira doi = Vi tri Noi dung sira doi Lan sira Ghi chi
Nguwoi bién soan Nguoi soat xét Nguwoi phé duyét

Ho va tén

Chir ky

\&/ DICH VU HANH CHINH CONG VIET NAM

Tu van djch vu céng cho doanh nghiép, t6 chirc, cd nhan

Semy?
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I/ MUC PiCH, YEU CAU:

Xay dung cac budc quy trinh nghi phép cho CNV cong ty.

1I/ PHAM VI:

Ap dung cho toan bd hé thong ciia Cong ty.

111/ PINH NGHIA:

Khong co.

IV/ NOI DUNG:

1.

Phin loai cac truwdng hop nghi phép:

a> Phép nam.

Mbi ngudi lao dong lam da 1 nim thi dwoc nghi 12 ngdy phép, néu ngudi lao dong lam viéc
khong du 1 nim thi dugc hudng sé ngay phép twong ing véi sb thang 1am viéc (phai tinh du s6
ngay trong thang, vi du 1 thang 25 ngay thi van tinh 13 1 thang).

Khi nghi phép, nhan vién van dugc huong dii lwong co ban, néu cubi nim ma nhéan vién khong
str dung hét sb ngay phép thi s& dugc cong ty thanh todn sd tién luong co ban tuong tng véi sb
ngay phép chua nghi.

b> Nghi bu:

Truong hop nhan vién duoc nghi ngay off hoic ngay 1& nhung van duoc quan ly diéu dong di
lam thi phai viét don xin nghi bu.

Néu 1a nghi bu ngay off hodc ngay 18 thi thoi gian nghi bu khong dugc tinh luong.

c> Nghi huong luong:

Véi truong hop ngudi lao dong c6 mua bao hiém theo hop dong thi s& dugc huong luong do
BHXH chi tra.

d> Nghi khong huong luong:

2.

Quan 1y, nhan vién cac bo phan mudn nghi viéc riéng (khong hudng lwong) thi phai viét gidy
xin phép theo quy trinh dudi day.

Truong hop nghi khong 1y do thi sé bi ky luat theo quy dinh cta cong ty.
Véi truong hop nhan vién bi 6m, bénh thi phai cé gidy xac nhan ciia bac s§ va ndp phiéu cho

phong nhan sy.

Quy trinh nghi phép:

e> Viét yéu cau nghi phép

“m‘l Tu van djch vu céng cho doanh nghiép, t6 chirc, cd nhan
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- Ngudi xin nghi phép viét gidy xin nghi phép theo mau : NS - 10 — BMO1, mau dugc lay tai
phong nhan sy.

- Thot han viét giéy xin phép trude it nhét 2 tuan. Thoi han v6i ngay nghi bu, nghi hudéng luong
va nghi khong hudng luong 12 it nhat trudc 2 ngay.

> Chuyén quan ly duyét

- Nguoi xin nghi phép phai chuyén cho quan Iy xem xét phé duyét.

- Trach nhiém cta nguoi xem xét 1a xem xét linh lam viéc va khéi lugng cong viéc cia bd phan,
cin cir quy ché cua cong ty dé duyét

> Chuyén phong nhan su:

- Ngudi xin nghi phép phai chuyén lai gidy xin nghi phép cho phong nhan su.

- Gidy nghi phép da duoc duyét nhung chua chuyén cho phong nhan sy sé khong duoc tinh toan
ché d6 theo quy dinh cta cong ty.

V/ BIEU MAU KEM THEO:
1. Giay xin nghi phép mi s6: NS — 10 — BMO1
2. Sé theo ddi nghi phép mi sb: NS — 10 — BMO02

o6 L e

e DT: 0902251359 / Email: info@dichvucong.vn
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Péc 1ap — Tw do — Hanh phiic
S6: ... e, NEAY......thdng......nam... ...

PON XIN NGHI PHEP

077 4 7
Hovatén: ......coooiiiiiiieeeeeeee e, Chirc VUi, Pon Vi
Téng thoi gian nghi:.................. ngay, K& tl....veeeeeeeeenn. deN NEAY...ccoiiiiiiiieeeeee e
|36 (T8 4T 1§ SO TSRS

Phép naim [ Nghi bu [ Nghi huong lwong L1 Nghi khong luong [
Y Kién ctia NGUOT QUAN 1Y HIIC HHEP ©...voeeeeeeeeeeeeeee oo
Y Kién cl1a PRONE HONS ... es e
NGUOI XIN PHEP TRUONG BQ PHAN PHONG NS

e DT: 0902251359 / Email: info@dichvucong.vn
® Dia chi: P402, Tang 4, Thap A, Keangnam, Pham Hiing,
Meé Tri, Nam Tw Liem, Ha Noi

\/ DICH VU HANH CHINH CONG VIET NAM

“m‘l Tu van djch vu céng cho doanh nghiép, t6 chirc, cd nhan



TRUNG TAM DICH VU

CONG HOA XA HOQI CHU NGHIA VIET NAM

HANH CHIiNH CONG Poc 1ap — Tw do — Hanh phiic
S6: ... , ngay......thang......nam......
. Pot 1 Dot 2 Dot 3
MS Bo Ngay So Y Tir nga . | s Tir nga |
STT | v Ho tén Chirc danh phan vao ngay | Tirngdy | Téngsd | So ngay délgl Y| Téngsé | Sbngay délgl Y| Téngsé | Sbngay
¢ h A A X X P . Py Py . X P .
phep | deén ngay ngay con lai ngity ngay con lai ngiy ngay con lai
A B C D E F G H I J=G-1 K L M=J-L N O P=M-O

DICH VU HANH CHiNH CONG VIET NAM

Tu van dich vu céng cho doanh nghiép, t6 chic, ca nhan
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7. QUY TRINH XU LY
THONG TIN
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QUY TRINH
XU LY THONG TIN

Mai tai lieu: HC-19
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DICH VU HANH CHIiNH CONG VIET NAM
"n’. Tu vén dich vy céng cho doanh nghiép, t6 churc, ca nhan

XU LY THONG TIN

QUY TRINH

S6 ma ky hiéu: NS-QD-01
Ngay c6 hiéu lyc:

Trang:

Sira doi:

Lan ban hanh:

1. PHAN PHOI

STT = Ngay phén phdi

Phan phoi

Thu nhin tai li¢u 16i thoi

B4 phéan
nhén

Nguoi nhan

Nguoi giao Nguoi nhan

2. PHAN THAY DOI

Ngay sira doi = Vi tri Noi dung sira doi Lan sira Ghi chi
Nguwoi bién soan Nguoi soat xét Nguwoi phé duyét

Ho va tén

Chir ky

I/ MUC PiCH, YEU CAU:

\@/ DICH VU HANH CHINH CONG VIET NAM

Tu van djch vu céng cho doanh nghiép, t6 chirc, cd nhan

Semy?
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- Dbam béo thong tin dugc truyén di chinh x4c, khong bi sai léch.

- Hudng din cu thé cho cac bo phan phuong phap truyén va xir Iy thong tin.

111/ PHAM VI:

Quy trinh nay &p dung cho viéc bao cdo, xtr Iy thong tin/cong viéc hang ngay cua Cong ty, cu
thé gdm cac loai thong tin nhu sau:

- Thong tin tr bén ngoai vao cong ty va thong tin tir cong ty ra ngoai.
- Thong tin truyén dat giita cac bo phan nham giai quyét cong viée theo chirc ning.

- Thoéng tin tr BGD chi dao cho cac b phan.

I/ PINH NGHIA:
- Khong cé.

IV/ NOI DUNG:

1. Nguyén tic truyén dat va xir Iy thong tin.
- Thong tin c6 thé truyén dat qua cac loai hinh nhu: dién thoai, fax, email, truc tiép. ..

- Dbi véi cong viéc quan trong thi nguoi giri thong tin phai dam bao rang ngudi nhan da thuc su
nhan dugc thong tin va phai goi dién hay gap truc tiép hoi xem ho da nhan dugc hay chua? Céc
loai thong tin khi giri thuong phai xac nhan lai bang dién thoai la: giri thu, giri mail.

- Viéc giao nhan giay td phai c6 bang chiing giao nhan thong qua mau s6 cong van...

- Sau khi nhan dugc thong tin phai tién hanh xir Iy thong tin ngay trong vong 30 phiit, truong hop
vi 1y do khan cap thi phai chuyén ngay trong ngdy, khong chuyén qua ngay hém sau.

- Khi nhan dugc thong tin, bd phan nhan bat budc phai co phan hoi thong tin ngay cho bd phan
chuyén giao. Néu khong lam dugc theo thoi han thi phai ¢ phan hdi dé bo phan/ca nhan giao
thong tin sap xép.

2 Phwong phap xir ly véi cac loai thong tin:

2.1. Thong tin tir bén ngoai cong ty.

- Vi thong tin 1a cac cong van, thu tir tir bén ngoai, nhan vién van thu vao s cong van dén theo
mau, sau d6 xac dinh xem thong tin can chuyén dén bo phan nao, chuyén dén bd phan thi phai
yéu cau ngudi nhan ky vao s6 cong vin dén.

- Véi thong tin khac bing dién thoai, truong hop can phai xir 1y thong tin lién quan dén cac bo
phan — ¢ nhan khac, nhan vién vin thu ghi nhan vao so thong tin theo biéu mau. va chuyén
thong tin dén cho nguoi can giai quyét. Viéc chuyén thong tin quan trong phai yéu cau ngudi
nhan ky vao sb giai quyét va xir Iy thong tin theo mau.

- Véi thong tin bang mail.

& 5 . . " e DT: 0902251359 ‘/ Email: info@dichvucong.vn
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e Mail dén: Khi nhan dugc mail, nhan vién ghi nhan néi dung mail vao s cong van dén, in
mail lam hai ban, mot ban luu ho so va 1 ban chuyén cho nguoi nhén, yéu cau nguoi nhan
ky vao s6 cong van den.

e Gé&i mail di: Truong hop phai giri mail cho khach, nhan vién van thu du thao ndi dung, goi
n6i dung du thao cho nguoi can giri xac nhan bang cach ky tén. Sau d6 goi ndi dung theo
yéu cau, in 1 ban mail da gui dé guii lai cho nguoi yéu cau giri mail, copy ban mail da guri,
dich kém ndi dung di xac nhén bang chit ky & trén va luu ho so.

e Truong hop véi mail cia céc ca nhan truc tiép goi ra ngoai khong thong qua van thu thi ca
nhan do truc tiép giai quyét.
2.2. Thong tin tir trong cong ty ra bén ngoai.

- Céc thong tin chuyén tir bén trong ra bén ngoai gém cac loai thong tin do vin thu giri va théng
tin do cac ca nhan, bd phan cia cong ty giri truc tiép ra bén ngoai.

- Théng tin do cac bo phan giri truc tiép ra bén ngoai thi do bd phan d6 quan 1y va kiém soét theo
nguyén tic trén.

- Trudng hop van thu giri ra bén ngoai thi phai tudn thil cac yéu cau sau: phai luu bang ching qua
trinh chuyén giao thong tin ra bén ngoai nhu: phiéu giao cho don vi chuyén phat nhanh. ..

- Toan bo cac ndi dung kiém soat cong van ra bén ngoai cong ty phai ghi chép theo biu mau so
giao cong van di.
2.3. Thong tin tir by phan nay ra b§ phan khac.

- Thong tin ctia b phan bao gdm cac thong tin chuyén ra bén ngoai cong ty, thong tin chuyén qua
van thu, thong tin chuyén dén Giam déc, thong tin chuyén qua cac b phan va ca nhan khac
trong cong ty.

- Khi chuyén thong tin phai duéi dang van ban nhu cong van, thong bao, fax hodc cac biéu mau
thudc cac quy trinh chuyén mon lién quan.
2.4. Thong tin do Giam doc trién khai:

- Dai véi céac thong tin do Ban Gidm doc trién khai, quan 1y cac bg phan co trach nhiém trién khai
day du cho nhan vién.

- Ngay sau khi trién khai, moi nguoi tham gia cudc hop phai ky tén va quan 1y xac nhan vao cudi
bién ban (ghi trong s hop cta phong).
V/BIEU MAU KEM THEO:

1. S6 theo d&i va xir Iy thong tin mi s6: HC — 19 — BMO1

o& L &
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHINH CONG Poc l1ap — Tw do — Hanh phiic

S6: ... e, NEAY......thdng......nam... ...

SO GHI NHAN VA XU LY THONG TIN

Nguoi chuyén | Co quan/don SDT N¢i dung Ngudoi lién

giao vi thong tin quan Thoi gian Theo doi giai quyét

Ngay gio
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HE THONG QUY TRINH TRONG DOANH NGHIEP

8. QUY TRINH NGHI VIEC

0902251359 (%)
info@dichvucongvn (i)
https://dichvuhanhchinhcong.vn/

P402, Tang 4, Thap A, Keangnam, Pham Hung,
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DICH VU HANH CHINH CONG VIET NAM

Tu van dich vu céng cho doanh nghiép, té chirc, cd nhan

QUY PINH NGHI VIEC

Ma tai liéu: NS - 09
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Tur vén dich vu cong cho doanh nghiép, t6 chirc, ca nhan

Sens?

QUY PINH
NGHI VIEC

S6 ma ky hiéu: NS-QD-01
Ngay c6 hiéu lyc:

Trang:

Sira doi:

Lan ban hanh:

1. PHAN PHOI

Phén phéi Thu nhén tai li¢u 18i thoi
STT = Ngay phan phdi = B pha . :
8y P P ©p . an Nguoi nhan Nguoi giao Nguoi nhan
nhén
2. PHAN THAY POI
Ngay sira doi = Vi tri Noi dung sira doi Lan sira Ghi chi
Nguwoi bién soan Nguwoi soat xét Ngwoi phé duyét

Ho va tén

Chir ky

\;ﬁ‘\/ DICH VU HANH CHINH CONG VIET NAM

Tu van dich vu céng cho doanh nghiép, t6 chirc, ca nhan
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I/ MUC PiCH, YEU CAU:

Xay dung cac budc quy trinh nghi viéc ciia CNV cong ty.

Dam bao quyén loi cua cong ty va cua nguoi nghi vigc.

111/ PHAM VI:

Ap dung cho toan bo nhan vién ciia cong ty.

II/ PINH NGHIA:

Khong c6

IV/ NOI DUNG:

1.

Viét don xin nghi viéc

Nguoi xin nghi viéc viét don theo mau NS — 09 - 01. Sau khi viét don xong, nguoi xin viéc
chuyén don cho Quan Iy xem xét theo budc 2.

Mau duoc 14y truc tiép tai khu vuc phong NS.

Nguoi xin nghi viéc phai dam bao ding thdi han bao trude. Néu khong dam bao ding thoi han
béo trude, nguodi xin nghi viéc phai bdi thudong tién luong cho nhitng ngay khong bao trudc va
khéng duoc thuong ning suat va cac khoan thudng cho nhiing thdi gian chwa duoc tinh luong.

Pbi voi cac quy dinh vé nghi viéc khong c6 trong quy trinh ndy hodc cac quy dinh khac cua
cong ty thi thuc hién theo b luat lao dong va cac van ban phap luat lao dong lién quan.

Thoi han bao trude cu thé:

Dbi voi hop dong thir viée 1 thang 1a 3 ngay, 2 thang 1 7 ngay
Hop dong c6 thoi han 1 — 3 nam 1a 30 ngay.

Hop dong vo thoi han 14 45 ngay.

Xem xét cia quan ly.
Tham quyén va trich nhiém xem xét bao gdm: Trudng cac phong ban.

Dbi v6i nhan vién cic bo phan co cip td trudng thi trude khi chuyén cho quan 1y thi phai
chuyén qua cip to truong xac nhan.

Pbi v6i cac quan 1y, nhan vién do Giam dbc truc tiép quan 1y thi sau khi viét don, nguoi xin
nghi viéc chuyén truc tiép cho phong NS theo budc 3.

Quan 1y c¢6 thim quyén xem xét phai xac dinh cc tdm tu nguyén vong ctia nhan vién. Néu vuot
ra ngoai kha ning, thi Quan 1y phdi hop voi phong NS dé xem xét giai quyét. Trudng hop
khong thé giai quyét duoc thi ky xac nhan vao don xin nghi viéc va chuyén tra lai don cho
nguoi xin nghi viéce.

Quan 1y c6 trach nhiém xem xét va tra 101 don cho nguoi xin nghi viéc khong qué 2 ngay lam

viéc.

Xdéc nhan phong nhén su:

“m‘l Tu van dich vu céng cho doanh nghiép, t6 chirc, ca nhan
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Nguoi xin viée chuyén lai don cho Phong NS.

Phong NS c6 trach nhiém trao ddi véi quan ly cac b phan dé xé4c dinh tam tu nguyén vong cla
NV.

Thoi gian giai quyét khong qua 3 ngay ké tir ngay nhan don.

4. Duyét cho nghi viéc:

- Vi trudng hop xac dinh cho nghi viéc, Phong NS chuyén don xin nghi viéc cho GD duyét kém
theo phuong an thay thé.

- Thoi gian chuyén don cho GD khéng qué 4 ngay ké tir khi nhan dugc don.

5. Thanh Iy hop dong:

- Phong NS chiu trach nhiém t6 chirc viéc thanh 1y hop ddng véi CNV.

- Viéc thanh 1y gém cac ndi dung:

+ Hoan thanh cac cong viée can thuc hién trudce khi nghi viée theo bién ban ban giao cong viée.

+ Bién ban ban giao cac cong cu dung cu cho Quan ly bd phan.

+ Bién ban ban giao hd so theo mau dinh kém quy trinh nay.

+ Ban cam két nghi viéc.

6. Quyét dinh cho nghi viéc:

- Sau khi hoan thanh viéc thanh 1y cong viéc, Phong NS lap bién ban thanh ly nghi viéc, thao
quyét dinh nghi viéc trinh GD ky (kém theo céc bién ban thanh 1y).

- Quyét dinh nghi viéc dugc chuyén cho nguoi xin nghi viée, quan 1y bd phan, Phong NS luu 1
ban ( va kém theo cac chimg tir thanh 1y ban chinh) va 1 ban chuyén cho Phong TCKT lam cin
ctr thanh toan cho ngudi nghi viéc (phai kém theo cac bién ban thanh 1y, bang chdm cong, bién
ban danh gia...).

7. Thanh toan cac ché dj con lai.

- Phong TCKT c6 trach nhiém phdi hop Phong NS dé 1ap bang thanh toan cho ngudi xin nghi
viéc va trinh GD duyét. Phong TCKT chi thanh todn cho ngudi nghi viée khi da c6 ddy du ho so
xéac nhan tir Phong NS chuyén sang.

- Phong TCKT tryc tiép lién hé v6i ngudi xin nghi viée dé lam thi tuc thanh toan.

- Ddi véi cac trudng hop nguoi lao dong con thic méc, khiéu nai thi Phong NS ¢6 trach nhiém
giai quyét va giri bao cdo cho GD theo bao cdo hang tuan.

V/ BIEU MAU KEM THEO:

1. Pon xin nghi viée ma s6: NS — 09 — BMO1

2. Bién ban ban giao cong viéc ma s6: NS — 09 — BM02

3. Bién ban giao hd so, tai liéu. mi s6: NS — 09 — BM03

4. Bién ban ban giao tai san cong cu. mé s6: NS — 09 — BM04
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NS__09___BM04___Bien_ban_ban_giao_tai_san__cong_cu.doc
NS__09___BM03___Bien_ban_ban_giao_ho_so__tai_lieu.doc
NS__09___BM02___Bien_ban_ban_giao_cong_viec.doc
NS__09___BM01___Don_xin_nghi_viec.doc

5. Bang cam két nghi viéc. mi s6: NS — 09 — BM05

6. Bién ban thanh ly nghi viéc mi s6: NS — 09 — BM06
7. Quyét dinh nghi viéc ma s6: NS — 09 — BM07
5 [ &
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NS__09___BM07___Quyet_dinh_nghi_viec.doc
./NS__09___BM06___Bien_ban_thanh_ly_nghi_viec%5B1%5D%5B1%5D...doc
./NS__09___BM05___Phieu_cam_ket_khi_nghi_viec%5B1%5D%5B1%5D..doc

TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic
S6: , ngay......thang.....nam... ...
PON XIN NGHI VIEC
Kinh i o ..o
HO VA tEN: oo CRUC VU oo
DIOM VI ettt ettt ettt et ettt ettt e e bt e e e e e aree e
Thot gian da 1am VIEC tal CONZ LY ©eeierieiiieeiieeie ettt ettt stee et e et e e ssaeesneesnneeennes
Thoi han hop dOng 120 AONG MBI TA1:.......eeeeeeeeeeee e,
Giai trinh 1y do mudn chdm dut hop ddng lao dong trurdc thoi han:..........ooce.eveeeeeeeeeeeeeeeenns
Bit dAu chAm dUrt NOP ONE (0 IBAY ..ot e s eeeaees
Y Kién clia ngUOT QUAN LY tIC HEP ©...evveeeeeeeeee et
Y KIEN CUA PRONE NS: ..ottt s e eee e eenaseenaees
Y kién ctia GIAM FOC GHBU BANN ©...voeeeeeeee et
NGUOI XIN PHEP TRUONG BQ PHAN PHONG NS GIAM POC PIEU
HANH
e DT: 0902251359 / Email:
\/ DICH VU HANH CHINH CONG VIETNAM  info@dichvucong.vn
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Péoc lap — Tw do — Hanh phiic
So: ... e, NEAY......thdng......nam......
QUYET PINH
Vv nghi viéc cua CBCNV
GIAM POC
CONG TY LUAT LEGALAM
- Cdn cik quyét dinh so ... v/v bé nhiém gidm doc diéu hanh, ngay...... ... ;

- Can cu quy trinh nghi viéc cua cong ty.
- Cdn cit bd hé so lién quan vé nghi viéc
- Xét dé nghi ciia Truéng phong HCNS;

QUYET DPINH:

Piéu 2. Quyét dinh nay thi hanh ké tir ngay......thang.....nam......pho bién dén Phong TCKT cin
ctr quyét dinh nay dé tinh lwong cho nhn vién theo bang thanh Iy di dugc duyét.

Piéu 3. Cac Ong Chanh Vin phong (Trudng phong Hanh chinh), truong phong t6 chirc, tha
trrOng QoM Vie.woveeeeeeeeeeeeeeeeann. VA ONE (DA, c6 trach nhiém thi hanh quyét

dinh nay.

GIAM DOC

* 3 ‘ - " e DT: 0902251359 ‘/ Email: info@dichvucong.vn
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TRUNG TAM DICH VU CONG HOA XA HOQI CHU NGHIA VIET NAM

HANH CHINH CONG Péoc lap — Tw do — Hanh phiic
So: ... .., NEAy......thang......nam... ...

Hom nay, ngay...../...../2023, tai...c..ccceevreennrennen. chung t6i gdm:

Nguoi ban glao:.....ccceevevieeriiieeiieeeieeeiens Bophan:.......cccoeeveeeinnn. MSNV..coiiieeeeeee
Ngudi nhan ban giao:.......cccoeeevveeeeiiecennenee, Bo phan:.......cccooevveennn. MSNV ..
| 3 G To T T3 T - T TP SRUSSR

Cung ban giao cong viéc voi ndi dung nhu sau:

STT Noi dung cong viéc Tinh hinh thue hién

Ngudi ban giao cam doan ring toan bd ndi dung cong viéc dang thuc hién di dugc ban giao day
du. Bién ban duogc 1ap thanh 03 ban, moi bén gilt mot ban./.

NGUOI BAN GIAO NGUOI NHAN BAN GIAO QUANLY

5 . ~ " e DT: 0902251359 / Email: info@dichvucong.vn
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tu do — Hanh phuc
S6: ... .., NEAy......thang......nam... ...

Hom nay, ngay...../...../2023, tal......ccceevrrreennnnn. chung t6i gdm:

Nguoi ban la0:......ccccvevieerieeieeeieeree e B phén:.......coccvveii. MSNV..oiiiieeeeeee
Nguodi nhan ban giao:.......cccoeecveeeiiieennrenee. Bo phan:.......cccooeieieennnn. MSNV e
| (O o T I - T T USSR

Cung ban giao ho so, tai liéu voi ndi dung nhu sau:

Vi tri d& hd
50, tai licu

Ma ho so,

STT N Tén ho so, tai liéu S6 lwong Tinh trang
tai liéu

Ngudi ban giao cam doan rang toan b cac hd so da duoc ban giao day du. Bién ban duogc lap
thanh 03 ban, moi bén gitt mot ban./.

NGUOI BAN GIAO NGUOI NHAN BAN GIAO QUANLY

e DT: 0902251359 / Email: info@dichvucong.vn
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TRUNG TAM DICH VU CONG HOA XA HOQI CHU NGHIA VIET NAM

HANH CHINH CONG Péoc lap — Tw do — Hanh phiic
So: ... .., NEAy......thang......nam... ...

Hom nay, ngay...../...../2023, tai...c..ccceevreennrennen. chung t6i gdm:

Nguoi ban glao:.....ccceevevieeriiieeiieeeieeeiens Bophan:.......cccoeeveeeinnn. MSNV..coiiieeeeeee
Ngudi nhan ban giao:.......cccoeeevveeeeiiecennenee, Bo phan:.......cccooevveennn. MSNV ..
| 3 G To T T3 T - T TP SRUSSR

Cung ban giao tai san, cong cu vdi ndi dung nhu sau:

Ma tai san, Tén tai san,

A n Don vi S6 lwong Tinh trang
cong cu cOng cu

STT

Nguoi ban giao cam doan rang toan bo céc tai san, cong cu di dugc ban giao day du. Bién ban
dugc 1ap thanh 03 ban, moi bén gilr mot ban./.

NGUOI BAN GIAO NGUOI NHAN BAN GIAO QUAN LY

e DT: 0902251359 / Email: info@dichvucong.vn
® Dia chi: P402, Tang 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tw Liém, Ha Noi

DICH VU HANH CHiNH CONG VIET NAM

Tu van djch vu céng cho doanh nghiép, t6 chirc, cd nhan




TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tu do — Hanh phuc
S6: ... .., NEAy......thang......nam... ...

BAN CAM KET NGHI VIEC

KINR GUT: eviieiiiieiiineiiisetessetessstosstossasossssssnssosnnsons
- Can cit don xin nghi viéc ngay.../.../... di dwoc Gidm doc duyét chdp thudn.

- Can cik Quyét dinh thanh Iy hop dong lao dong da ky.

TOL I T e e
NEAY SINN: .eiiiiiiiiiieeeee e

Sau khi nghi viéc, t6i cam két khong sir dung thong tin ciia Cong ty cho cac ¢ nhén, to
churc bén ngoai gay anh hudng bat lgi dén hoat dong san xuat kinh doanh cua Cong ty.

T61 xin chiu hoan toan trach nhiém vé su cam két néu trén.
KY TEN
Noi gui:

- Nhuwtrén
- Luu

e DT:0902251359 / Email: info@dichvucong.vn
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TRUNG TAM DICH VU

HANH CHINH CONG

1. Két qua ban giao cong viéc:

So:......

2. Két qua ban giao ho so:

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap — Tw do — Hanh phic

3. K&ét qua ban giao tai san, cong cu.
4. Thanh toan ché d:

STT

Khoan thanh toan,
giam trir

S6 lwong

Mirc

Thanh tién

Ghi chu

1

Cac khoén giam trir

1.1

1.2

2

Cac ché do nghi viéc

2.1

2.2

Lwong va cac khoan
phu cap

Ghi cha phan tong
cong

Phan chi tiét theo bang
luong

4

Trach
thuong

nhiém  boi

4.1

4.2

5

Phi dao tao

5.1

5.2

6

Phi lién quan tai sédn

7

Khac

Tong cong

T (5ng

LO: oo

5. Cac ho so ching tir nhan lai:

toan con lai

YOl 27 Lo R TS 10 1 T 4 16 ) RO

R

Cemy?

o
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NGUOI NGHI VIEC QUAN LY PHONG NHAN SU
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Ma tai lieu: HC-01
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S6 ma ky hiéu: NS-QD-01
QUY TRiNH Ngay co hi¢u lyc:

s DICH VU HANH CHINH CONG VIET NAM .
R bicHw : Trang:

Sems? Tur vén dich vu cng cho doanh nghiép, t6 chirc, ¢4 nhan ? ~
SUA CHUA Stra doi:

LAn ban hanh:
1. PHAN PHOI
Phén phéi Thu nhén tai liéu 16i thoi
STT Ngay phén phoi 0 pha
gay phanphot BOp P an Nguoi nhan Nguoi giao Nguoi nhan
nhén
2. PHAN THAY POI
Ngay sira doi = Vi tri Noi dung sira doi Lan sira Ghi chi
Nguwoi bién soan Nguwoi soat xét Nguwoi phé duyét

Ho va tén

Chir ky
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I/ MUC DPiCH:

- Hudng dan cac budce stra chira tai san, may moc.

1I/ PHAM VI:

- Ap dung cho toan thé Can by Cong nhan vién

111/ PINH NGHIA:

- Khong cé.

IV/ NOI DUNG:

1. Viét phiéu yéu cau sira chira:

- Nhu céu stra chita c6 thé phat sinh trong cac trudng hop sau.

+ Do nguoi sir dung phat hién.

+ Do ngudi khac phat hién (phai bao ngay cho ngudi str dung biét).

- Khi c¢6 nhu cau sira chita tai san trang thiét bi, ngudi dé nghi l1ap phiéu yéu ciu stra chita theo
biéu mau: HC - 03 —- BMO1

- Nguyén tic: ngay khi phat hién, nguoi phat hién phai bao cho ngudi st dung ngay lap tuc,
ngudi st dung phai ghi phiéu va thong tin cho phu trach ngay lap tic va khong dugce chuyén
sang ngay hom sau.

2. Duyét cho sira chira.

2.1. Tham quyén duyét sira chia.

Dbi voi trudng hop phat sinh chi phi tir 1.000.000 tré 1én dbi v6i van phong cong ty hodc 3 triéu
tré 1én voi chi nhanh thi do giam déc duyét.

Ddi véi toan bd céac cong viéc khong phat sinh chi phi hodc phat sinh dudi 1 triéu do Trudng
phong HC duyét, nhung tong gia tri khong vuot qua 15 triéu/thang.

D6i v6i chi nhanh, toan bo cac cong viée khong phét sinh chi phi hodc phat sinh duéi 3 triéu do
giam ddc khdi duyét nhung khong qua 15 triéu/thang.

2.2. Nhiém vu cua nguoi duyét:

Noi dung xem xét bao gom: loai tai san hu hong, mirc d6 hong, 1y do hu hong.

Quan 1y xem xét cac ndi dung trong phiéu yéu ciu stra chita, sau d6 sira chita hodc bo sung cac
no6i dung trong phiéu, sau d6 xac nhan vao phiéu va chuyén lai cho nguoi yéu cau.

Chuyén théng tin cho phong HCQT

Ngudi yéu cau chuyén phiéu yéu cau cho nhén vién 1& tan thudc phong HCQT.

Nhan vién 1& tan nhan phiéu, ky vao s6 nhan ctia ngudi giao, sau d6 chuyén thong tin cho nhan
vién k¥ thuat thyc hién, luu thong tin vao may.

*
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4. Xac dinh don vi stra chira:
- Viéc sira chita co thé do k¥ thuat vién ndi bg sura chira hodc do don vi bén ngoai.
- Trudng hop sira chita ndi bo thi chuyén phiéu cho ky thuat vién thyc hién.

- Ddi véi truong hop bat bude phai sira chita ngoai thi phong HCQT tim kiém nha cung cap, t6

chirc ky hop dong dich vu theo quy trinh danh gia nha cung tmg, quy trinh mua hang cta cong

ty.
- Sau khi d3 ky hop ddng, phong HCQT giao phiéu yéu ciu sira chita va ndi dung cong viéc cho

mot k¥ thudt vién dai dién cho cong ty lam viéc v6i nha cung cép dich vu.
5. Kiém tra hién trang.

- KTV phai dén tryc tiép hién truong dé xem xét tinh trang cia tai san, may moc.

- KTV c6 trach nhiém kiém tra xem ndi dung d€ nghi, hi¢n trang cua tai san can sura chita c6 dung

hay khong. Néu khong dung, hay khong du...thi trao dbi truc tiép voi truong bo phan st dung,
stra chita lai noi dung phiéu dé nghi stra chira.

6. Tién hanh siwra chira:

6.1. Néu KTV c6 thé tw sira.

- NV k¥ thuét ty stra theo nghi€p vu ciia minh.

- Sau d6 NV nhan vién k¥ thuat ban giao cho bd phan sir dung, ghi phiéu nghiém thu va c6 chir

ky cua céc bén.

- Dbi véi cac loai may moc, thiét bi con bao hanh thi KTV sé lién hé don vi bao hanh hoidc don vi

bao tri (d4 ky hop dong v&i cong ty) dé tién hanh sira chita. Truong hop néu nhu khong c6 don

vi bao hanh, don vi bdo tri thi nhan vién k¥ thuat s€ lién hé vdi mdt nha cung Gng dé tién hanh

sua chira.

6.2. Néu KTV khéng thé tw sira nhung con thoi han bdo hanh.

- KTV lién h¢ véi don vi bdo hanh dén dé tién hanh stra chira.

- KTV phii tryc tiép gidm sat qua trinh sira chira, sau khi sira xong phai ghi bién ban nghiém thu,
c6 chir ky cua cac bén (ké ca bén bao hanh).

6.3. Néu KTV khéng thé tu sira va khéng con thoi han bdo hanh.

- Budc 1: KTV ghi tinh trang vao trong phiéu sira chira.

- Budc 2. KTV lap phuong an stra chira trinh Truong phong HCQT duyét.

- Budc 3. TP trinh phuong an cho GD duyét (trir trudng hop véi loai stra chita can duyét chi phi

va GD d3 c¢6 uy quyén cho TP). Di v6i cac ndi dung stra chita ma cong ty c6 hop dong sira
chira tir trudc hodc da duge GD phé duyét nha cung cip dich vu sira chita thi khong phai phé
duyét.

- Budc 4. KTV tim kiém nha cung cép, 1ap ho so danh gia va trinh nguoi ¢6 tham quyén duyét.
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- Budc 5: KTV theo doi qua trinh sutra chira.
- Budc 6. KTV phai truc tiép giam sat qua trinh sira chira, sau khi sira xong phai ghi bién ban

nghiém thu, c6 chir ky cia cac bén, bao gdm ca don vi stra chira.

6.4. Truong hop déi véi nhitng tai san va trang thiét bi doi héi phai van hanh sau mét thoi gian
nhat dinh méi xdc dinh dwoc viéc sira chita di hoan chinh hay chuwa thi sau 5 — 10 ngay, bén
sita chita va nhdn vién bdo tri tién hanh Idp bién ban nghiém thu theo biéu mau ciia cong ty.

6.5. Truong hop doi véi hie hong nhe (la nhitng logi huw hong ma c6 thé khdc phuc dwege bang nguon
liee san ¢é) thi ngueoi sit dung chi can bdo cho nhdn vién bao tri siva chita Trong qud trinh thuc
hién, néu thdy vieot qud kha ndng thi nhan vién bao tri yéu cau nguwoi siv dung ldp phiéu yéu
cau sira chita va thuce hién theo quy trinh trén day.

- NV bao tri tryc tiép lién hé don vi dich vu stra chita dé thyc hién cong viéc theo yéu cau.

- Trong khi thuc hién viéc stra chita, nhan vién bao tri phai truc tiép hodc uy quyén cho ngudi
khac truc tiép theo doi qua trinh sira chita.

7. Két thic sira chira.

- KTV c6 trach nhiém thi dﬁy du thong tin vao sO theo dbi sira chira

- KTV lap bién ban nghiém thu theo mau: HC — 03 — BMO02 hoic bién ban nghiép thu d c6 san
ctia nha cung cap.

- KTV phai ghi & 1y do hu héng va phdi hop v6i Truéng phong quy trach nhiém cho nguoi sir
dung néu do 13i ctia nguoi st dung.

V/ BIEU MAU KEM THEO:

1. Phiéu yéu cau stra chita mi s6 : HC — 03 — BMO1
2. Sb theo ddi sira chira ma s6 : HC — 03 — BM02
3. Phiéu nghiém thu mi s6 : HC — 03 — BM03

o6 [ &
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic

S: ... o, NEAY......thdng......nam.......

NGUOT YEU CAUL ..o, BOphan:.....coooi
STT N#i dung sira chira Vi Tri hw hén Ly do hw hén Thoi gian
i 8 : 8 y 8 hoan thanh
NGUOI YEU CAU PHU TRACH BAO TRI DUYET
BQ PHAN
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TRUNG TAM DICH VU
HANH CHINH CONG

So:......

Loai cong viéc: Stra chira: []

CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phic

BIEN BAN NGHIEM THU

Bao tri: [

Bao hanh: [ Lap dat: [

STT

LOAI MAY MOC TAI SAN

BP SU DUNG

NOI DUNG CONG VIEC

KET QUA

NGUOI SUA CHUA/BH/LAP PAT

BQ PHAN BAO TRi

BQ PHAN SU DUNG

Tu van dich vu céng cho doanh nghiép, t6 chirc, cd nhan
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CONG HOA XA HOI CHU NGHIA VIET NAM

Doc 1ap — Tw do — Hanh phic

Ngay

Bo phan/Nguoi yéu cau

Noi dung sira chira

Nguwoi/Pon vi stra

Theo do6i stra chira
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QUY DINH

BAO TRI, BAO HANH

Mai tai liéu: HC-04




QUY PINH

S6 ma ky hiéu: NS-QD-01
Ngay c6 hiéu lyc:
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Lan ban hanh:
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2. PHAN THAY DOI
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Nguoi bién soan Nguoi soat xét Nguoi phé duyét

Ho va tén

Chir ky
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I/ MUC DPiCH:

- Hudng dan cac budce stra chira tai san, may moc.

1I/ PHAM VI:

- Ap dung cho toan bo can bd cong nhan vién Cong ty

111/ PINH NGHIA:

Khong co.

IV/ NOI DUNG:

1.

2.

Viét phiéu yéu céu sira chira:

Nhu ciu sira chita c6 thé phat sinh trong cac trudng hop sau.

Do ngudi st dung phat hién.

Do ngudi khac phat hién (phai bao ngay cho ngudi sir dung biét).

Khi ¢6 nhu cdu sira chita tai san trang thiét bi, ngudi dé nghi l1ap phiéu yéu cau stra chita theo
biéu mau: HC - 04 —- BMO1.

Nguyén tic: ngay khi phat hién, ngudi phat hién phai bao cho nguoi str dung ngay lap tic,
ngudi st dung phai ghi phiéu va thong tin cho phu trach ngay lap tic va khong dugce chuyén
sang ngay hom sau.

Duyét cho sira chira.

2.1. Tham quyén duyét sira chia.

Dbi voi trudng hop phat sinh chi phi tir 1.000.000 trd 1én d6i véi vin phong cong ty hodc 3 tridu
tré 1én voi chi nhanh thi do giam déc duyét.

Ddi voi toan bd cac cong viéc khong phat sinh chi phi hoac phat sinh dudi 1 triéu do Trudng
phong HC duyét, nhung tong gia tri khong vuot qua 15 triéu/thang.

D6i v6i chi nhanh, toan b cac cong viéc khong phat sinh chi phi hodc phat sinh dudi 3 triéu do
giam ddc khdi duyét nhung khong qua 15 triéu/thang.

2.2. Nhiém vu cua nguoi duyét:

3.

Noi dung xem xét bao gom: loai tai san hu hong, mirc d6 hong, 1y do hu hong.

Quan 1y xem xét cac ndi dung trong phidu yéu cau sira chita, sau do6 sira chita hodc bd sung cac
no6i dung trong phiéu, sau d6 xac nhan vao phiéu va chuyén lai cho nguoi yéu cau.

Chuyén théng tin cho phong HCQT

Ngudi yéu cau chuyén phiéu yéu cau cho nhén vién 1& tan thudc phong HCQT.

Nhan vién 1& tin nhan phiéu, ky vao s6 nhan ctia nguoi giao, sau d6 chuyén thong tin cho nhan
vién k¥ thuat thyc hién, luu thong tin vao may.
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4. Xac dinh don vi stra chira:

- Viéc sira chita co thé do k¥ thuat vién ndi bg sura chira hodc do don vi bén ngoai.

- Trudng hop sira chita ndi bo thi chuyén phiéu cho ky thuat vién thyc hién.

- Ddi voi truong hop bt budce phai sira chita ngoai thi phong HCQT tim kiém nha cung cap, t6
chirc ky hop ddng dich vu theo quy trinh danh gia nha cung tmg, quy trinh mua hang ciia cong
ty.

- Sau khi di ky hop ddng, phong HCQT giao phiéu yéu cau sira chita va ndi dung cong viéc cho
mot k¥ thudt vién dai dién cho cong ty lam viéc v6i nha cung cép dich vu.

5. Kiém tra hién trang.

- KTV phai dén tryc tiép hién truong dé xem xét tinh trang cia tai san, may moc.

- KTV c¢6 trach nhiém kiém tra xem noi dung dé nghi, hién trang cua tai san can sira chita c6 dung
hay khong. Néu khong dung, hay khong du...thi trao ddi truc tiép véi truong bo phan sir dung,
stra chita lai noi dung phiéu dé nghi stra chira.

6. Tién hanh siwra chira:

6.1. Néu KTV c6 thé tu sira.

- NV k¥ thuét ty stra theo nghi€p vu ciia minh.

- Sau d6 NV nhéan vién k¥ thuat ban giao cho b phan st dung, ghi phiéu nghi¢m thu va c6 chix
ky cua céc bén.

- Dbi véi cac loai may moc, thiét bi con bao hanh thi KTV sé lién hé don vi bao hanh hoidc don vi
bao tri (d4 ky hop dong v&i cong ty) dé tién hanh sira chita. Truong hop néu nhu khong c6 don
vi bao hanh, don vi bdo tri thi nhan vién k¥ thuat s€ lién hé vdi mdt nha cung Gng dé tién hanh
sua chira.

6.2. Néu KTV khéng thé tw sira nhung con thoi han bdo hanh.

- KTV lién hé véi don vi bao hanh dén dé tién hanh sta chita.

- KTV phai truc tiép giam sat qua trinh stra chira, sau khi stra xong phai ghi bién ban nghiém thu,
c6 chit ky cta cac bén (ké ca bén bao hanh).

6.3. Néu KTV khéng thé tir sira va khong con thoi han bdo hanh.

- Budc 1: KTV ghi tinh trang vao trong phiéu sira chira.

- Budc 2. KTV lap phuong an stra chira trinh Truong phong HCQT duyét.

- Budc 3. TP trinh phuong an cho GD duyét (trir trudng hop véi loai stra chita can duyét chi phi
va GD d3 c¢6 uy quyén cho TP). Di v6i cac ndi dung stra chita ma cong ty c6 hop dong sira
chira tir trudc hodc da duge GD phé duyét nha cung cip dich vu sira chita thi khong phai phé
duyét.

- Budc 4. KTV tim kiém nha cung cép, 1ap ho so danh gia va trinh nguoi ¢6 tham quyén duyét.
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- Budc 5: KTV theo doi qua trinh sutra chira.
- Budc 6. KTV phai truc tiép giam sat qua trinh sira chira, sau khi sira xong phai ghi bién ban

nghiém thu, c6 chir ky cia cac bén, bao gdm ca don vi stra chira.

6.4. Truong hop doi véi nhitng tai san va trang thiét bi doi hoi phdi van hanh sau mét thoi gian
nhat dinh méi xdc dinh dwoc viéc sira chita da hoan chinh hay chuwa thi sau 5 — 10 ngay, bén
sita chita va nhdn vién bdo tri tién hanh Idp bién ban nghiém thu theo biéu mau ciia cong ty.

6.5. Truong hop doi véi hie hong nhe (la nhing loai hie hong ma cé thé khdic phuc dwoc bang nguon
liee san ¢) thi nguweoi sir dung chi can bdo cho nhdn vién bao tri sira chita Trong qud trinh thic
hién, néu thday vieot qud kha nang thi nhan vién bdo tri yéu cau nguwoi sir dung Idp phiéu yéu
cau sira chita va thuce hién theo quy trinh trén day.

- NV bao tri tryc tiép lién hé don vi dich vu stra chita dé thyc hién cong viéc theo yéu cau.

- Trong khi thuc hién viéc sira chira, nhin vién bao tri phai truc tiép hodc uy quyén cho ngudi
khac truc tiép theo doi qua trinh sira chita.

7. Két thic sira chira.

- KTV c¢6 trach nhiém thi ddy di thong tin vao sb theo ddi stra chira

- KTV lap bién ban nghiém thu theo mau: HC — 04 — BM02 hoic bién ban nghiép thu da c6 san
ctia nha cung cap.

- KTV phai ghi 18 1y do hu hong va phéi hop véi Trudong phong quy trach nhiém cho ngudi st
dung néu do 13i ctia nguoi st dung.

V/ BIEU MAU KEM THEO:

1. Phiéu yéu cau stra chita mi s6 : HC — 04 — BMO1
2. Sb theo ddi sira chira ma s6 : HC — 04 — BM02
3. Phiéu nghiém thu mi s6 : HC — 04 — BM03

o6 [ &
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TRUNG TAM DICH VU

CONG HOA XA HOI CHU NGHIA VIET NAM

HANH CHiNH CONG Poc 1ap — Tw do — Hanh phiic
So:...... ngay......thang......nam... ...
KE HOACH BAO TRI
A il Thang C o
STT| Tén may moc, tai san 1 5 3 5 6 - 3 9 10 11 D Ghi chu
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TRUNG TAM DICH VU CONG HOA XA HOQI CHU NGHIA VIET NAM

HANH CHINH CONG Péoc 1ap — Tu do — Hanh phiic
So: ... e, NEAY ... ... thang......nam... ...
PHUONG AN SUA CHUA
Can ¢t vao phiéu dé nghi stra chita $6 .........ooovvivieeeiieeiinnnn.,
CﬁaDo:nvi: ................................................. P
Teénthi€t bi:. ... ... . Masothietbi:.................
NOT ST AUNE: . . . e e e
Mo ta hu

Pé nghi cung cip vat tw - phu tung thay thé:

STT Tén vat tu, thiét bi Hiéu/loai B;Zzhv'l S6 lwong DPon gia | Thanh tién
NGUOI LAP TRUONG PHONG HCQT GIAM POC

- . . - " e DT: 0902251359 / Email: info@dichvucong.vn
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic
So:...... e, NEAY......thang ......nam... ...

BAO CAO SL DUNG CU BAO TRI HANG THANG

STT Tén dung cu Quy cach Pon vi |SL diu ky| SL hw héng | S6 bd sung | SL cudi ky Giai trinh
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic

So:...... v, NEAY......thang......nam... ...

DANH SACH NHA CUNG CAP BQ PHAN KY THUAT

TEN NHA

; ﬂ NGUOI LIEN
CUNG CAP

HE DTDD GHI CHU

STT DICH VU PIACHI  PIEN THOA
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic
S6: ... v, NEAY......thang......nam......

CAC SU CO THUONG GAP & CACH XU LY

TN thilt DIz ..o
MO TA HIEN ~ A CACH KHAC .
STT TUONG NGUYEN NHAN PHUC GHI CHU
NGUOI LAP
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TRUNG TAM DICH VU

CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHiNH CONG Poc 1ap — Tw do — Hanh phiic
S6: ... , ngay......thang......nam... ...
PHIEU LY LICH MAY

Tén thiét bj: PP Ma sé.., .................... Noisudung:.......oovvvvvviniennnnnn.
Nude san Xuat:......o.oevvveiiiiiininiannnn.. Congsuat ................. Ngay dua vao st dung:.................
MOGCL: .. bbb et
ThOng S0 K thUAL: ..o s
IMIA SO TAT SAMI. ..ttt ettt ettt et e s h e et eehe e et eeht e e bt e e ab e e bt e eh bt e bt e e ab e e bt e eabe e e nb e e e e bbeeeeanbebeenaeas
Phu tung kém theo:

STT Tén phu ting Quy cach S6 lwong Ghi chu

STT ]l,ig;‘g Noi dung bio trisira | Trong ké Ngoai ké Nguwoi Nguoi Ghi chi

nﬁmg chira hoach hoach thuc hién | kiém tra

\ : R/ DICH VU HANH CHINH CONG VIET NAM

Tu van dich vu céng cho doanh nghiép, t6 chic, cd nhan

Hiing, Mé Tri, Nam Tir Liém, Ha Néi
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HE THONG QUY TRINH TRONG DOANH NGHIEP

10. QUY TRINH BAO TR
BAO HANH

0902251359 (%)
info@dichvucongvn (i)
https://dichvuhanhchinhcong.vn/

P402, Tang 4, Thap A, Keangnam, Pham Hung,
Mé Tri, Nam Tur Liém, Ha Noi
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QUY TRINH

THU VIEC, HOC VIEN

Mai tai liéu: NS -03




DICH VU HANH CHIiNH CONG VIET NAM
‘.W" Tu vén dich vy céng cho doanh nghiép, t6 churc, ca nhan

QUY TRINH THU
VIEC, HQOC VIEN

S6 ma ky hiéu: NS-QD-01
Ngay c6 hiéu lyc:

Trang:

Sira doi:

Lan ban hanh:

1. PHAN PHOI

STT = Ngay phén phdi

Phan phoi

Thu nhin tai li¢u 16i thoi

B4 phéan
nhén

Nguoi nhan

Nguoi giao Nguoi nhan

2. PHAN THAY DOI

Ngay sira doi = Vi tri Noi dung sira doi Lan sira Ghi chi
Nguwoi bién soan Nguwoi soat xét Ngwoi phé duyét

Ho va tén

Chir ky

Semy?

‘/ DICH VU HANH CHINH CONG VIET NAM
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I/ MUC DPiCH:

Lua chon dugc cac nhan vién phu hop theo chién luge, ké hoach tuyén dung cua cong ty.

1I/ PHAM VI:

Ap dung cho toan bo cong ty.

111/ PINH NGHIA:

- Khong cé.

IV/ NQI DUNG:

1. Ky hop ddng thir viéc

- Sau khi d3 guri thong bao tuyén dung cho tmg vién, chdm nhat sau 2 ngay thi nhan vién nhan sy
phai goi dién cho ung vién dé xac nhan thong tin va moi ing vién dén cong ty dé 1am thu tuc ky
hop dong thir viée.

- Trudng hop tng vién ddng ¥, phong nhan sy thao quyét dinh tiép nhan theo mau: NS — 03 —
BMOI trinh GD ky.

- Khi Gmg vién dén, nhan vién nhan sy can giai thich cac diéu khoan hop dong thtr viéc cho tng
vién biét, trudng hop tng vién dong y thi nhan vién nhan sy to chirc ky hop dong thir viéc,
chuyén lai cho ing vién mot ban chinh va luu mot ban.

- Nhan vién nhan sy lap ké hoach chuén bj thir viéc theo mau: NS — 03 — BM02 va chuyén lai cho
g vién, sau dé copy cac bang giri cho: quan 1y truc tiép, quan 1y gian tiép, bd phan bao vé va
lwu mot ban (kém theo quyét dinh tiép nhan).

- Ddi véi cac trudng hop ky hop dong chinh thitc ngay ma khong qua thir viéc thi phong nhan sy
t6 chire thuc hién hop déng chinh thrc ngay. Tuy nhién trong trudng hop nay van can cac cong
viéc: hoc ndi quy, chuyén moén, hop gidi thiéu, giao viéc, giao tai san cong cu...theo quy trinh
dao tao hoi nhép.

2. Chuén bj thir vigc:

Céan cur hop dong thtr viéc va chuong trinh thir viéc, nhan vién nhan sy phoi hop véi cac bo phan

khac thuc hién nhu sau:

Chuan bi cac cong cu phuong tién cho nhan vién maoi.

Phéi hop voi quan 1y clia nhan vién dé chuan bi chuong trinh thir viéc, dao tao. Bo phan quan 1y
nhan vién phai lap chwong trinh thir viéc trudc theo mau: NS — 03 — BMO03.

Chuan bi cac n6i dung huan luyén ndi quy, quy ché.

Gi6i thiéu nhan su:

Phong nhéan sy phai to chtrc budi hop gidi thiéu nhan sy méi cho nhan vién mai. Thanh phan
tham gia gdbm cd: nhan vién mdi, phong nhan sy, cac nhan vién lién quan, quan ly truc tiép.

Trong budi hop gidi thi€u thyc hién cac cong viéc theo trinh ty nhu sau:

\/ DICH VU HANH CHINH CONG VIET NAM
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NS___03___BM03___Ke_hoach_chuan_bi_thu_viec.doc
NS___03___BM02___Hop_dong_thu_viec.doc
NS___03___BM01___Quyet_dinh_tiep_nhan_nhan_vien.doc
NS___03___BM01___Quyet_dinh_tiep_nhan_nhan_vien.doc

+ o+ o+ o+

Néu 1y do budi hop.

Cong bd quyét dinh tiép nhan.

Gioi thidu vé tng vién méi.

Gi6i thiéu vé cac ca nhan lién quan va chuc danh, cong viéc tom tat.

Ban giao khu vure 1am viéc va cdc cong cu can thiét.

Phong NS phéi hop trudng bd phan t chirc ban giao cac cong cu, ban ghé lam viéc cho nhan
su moi.

Viéc ban giao phai duoc lap theo mau: NS — 03 — BM04 va chuyén vé phong nhéan sy luu 01
ban.

Hoc vé ndi quy, quy ché:

Sau khi duoc ban giao day du cac cong cy, nhan sy méi duge hoc vé cac ndi quy, quy ché theo
quy dinh cua cong ty.

Nhén vién méi phai trai qua viéc hoc vé cac quy ché theo chuwong trinh dao tao danh cho chimg
danh tuong ung theo quy trinh dao tao hoi nhap.

Qua trinh dao tao gdm c6: nhan vién nhan sy hudng dan cac loai quy ché, nhan vién tu doc, sau
d6 nhan vién nhan sy giai thich cac ndi dung trong quy ché va t6 chirc ky bién ban dao tao.

Giao viéc:

Sau khi hoc v€ ndi quy, nhan vién nhan sy chuyén bang mo ta cong vi¢c cho nhan vién méi,
nhan vién moi ¢o6 trach nhiém chuyén cho quan 1y truc tiép.

Quan 1y tryc tiép chiu trach nhiém giai thich cac ndi dung trong bang mé ta cong viéc, sau d6 ky
nhén va chuyén trd lai nhan vién. Nhan vién c6 trach nhiém tra lai bang mo ta cho phong nhan
su (co day du chir ky) it nhat 3 ngay lam viéc tinh tir ngdy nhan duoc.

Sau khi giai thich ban mé ta cong viée, quan 1y truc tiép gui chwong trinh thir viéc cho nhan
vién ky nhan (mdt ban phai chuyén cho quan 1y gian tiép) va giai thich cac ndi dung trong bang
giao viéc. Bién ban giao viéc thyuc hién theo biéu mau: NS — 03 — BMO5.

Quan ly truc tiép chiu trach nhiém huin luyén nghi€p vu cho nhan vién theo ké hoach dao tao
chuyén mon danh cho chtrc danh d6

Danh gia thir viéc
Téi da trudc khi hét thoi han thir viée 5 ngay (di v6i thoi gian thir viée 1 thang), 15 ngay (v6i

thoi gian thir viéc 2 thang), quan 1y truc tiép c6 trach nhiém nhéan xét két qua thir viée phiéu
danh gia nhan vién méi theo mau: NS — 03 — BMO06.

Bién ban nhan xét phai c6 chit ky cta quan 1y gian tiép va quan 1y cdp Phong/Ban sau do
chuyén vé Phong NS.

Néu hét thoi han thtr viéc ma Bo phan st dung khong c6 nhan xét thir viée thi coi nhu B phan
d6 da chip nhan nguoi thr viée vao lam viéc chinh thirc.

“m‘l Tu van djch vu céng cho doanh nghiép, t6 chirc, cd nhan
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NS___03___BM06___Bang_danh_gia_ket_qua_thu_viec.doc
NS___03___BM05___Chuong_trinh_thu_viec.doc
NS___03___BM04___Bien_ban_ban_giao_cong_cu_tai_san.doc

- DAi v6i cac trudng hgp khong dat yéu cau, Phong NS moi ngudi lao dong 1én dé giai thich noi
dung danh gia va thong bao chdm dut hop dong thir viéc, huéng dan thu tuc thanh toan luong
thir viéc cho tng vién.

8. Ky hop dong tuyén dung.

- Phong NS théng béo cho Truéng bd phan dé moi ngudi lao dong ky két hop dong lao dong
chinh thtrc theo quy dinh ctia nha nuéc, theo mau NS — 03 — BM07

- Phong NS tién hanh lam céc thu tuc dé tién hanh ky hop ddng lao dong chinh thirc v6i tng vién.

V/ BIEU MAU KEM THEO:

1. Quyét dinh tiép nhan CBCNV mi s6: NS — 03 — BMO1
2. Hop dong thir viéc ma s6: NS — 03 — BM02
3. K& hoach chuén bi thir viéc ma s6: NS — 03 — BM03
4. Bién ban giao cong cy, tai san ma s6: NS — 03 — BM04
5. Chuong trinh thtr viéc mi s6: NS — 03 — BMO05
6. Bién ban danh gia thir viéc ma s6: NS — 03 — BM06
7. Hop dong lao dong mi s6: NS — 03 — BM07

o6 L e
* e DT: 0902251359 |/ Email: info@dichvucong.vn

\@/ DICH VU HANH CHINH CONG VIET NAM

“m’l Tu van djch vu céng cho doanh nghiép, t6 chirc, cd nhan

e Dia chj: P402, T d‘ng 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tur Liém, Ha Noi


NS___03___BM07___Hop_dong_lao_dong.doc

TRUNG TAM DICH VU CONG HOA XA HOI CHU NGHIA VIET NAM

HANH CHINH CONG Péoc 1ap — Tu do — Hanh phiic
So: ... ey NEAY ... ... thang......nam... ...
QUYET PINH
Ve viéc tiep nhdn can b nhan vién
GIAM POC
CONG TY LUAT LEGALAM
- Can cir quyét dinh $6 .......... v/v bé nhiém giam doc diéu hanh, ngay... ... ... ;

- Can cir ban chirc nang nhiém vu va quyén han cua giam doc diéu hanh so... ... .....
- Can cw quy trinh tuyén dung cua cong ty.

- Xét dé nghi ciia Truong phong NS;
QUYET PINH:

PIEU 1. Tiép nhan anh/chi............... vao lam viéc tai ....... , ké tur NEAY .vvvnvrennnnn
PIEU 2. Anl/ chi ... lam viéc dudi sy quan 1y va phan cong ctia Trudng (don vi) ......

’ PIEU 3. Anh/ chi .............. ... dugc huong luong va cac khoan phu cap cin ctr theo
quyét dinh s0 ... ngay ... cua Ho1i dong quan tri vé viéc ....: mirc luong ..., bac ..., hé so luong
... (ngach ..., bac ...), duogc tinh ké tir ngay ...

PIEU 4. Lanh dao Phong T6 chitc — Hanh chanh, Trudng (don vi) ....., cac don vi chirc

nang li€n quan va anh/ chi ............... chiu trach nhiém thi hanh quyét dinh nay.
Noi nhin: GIAM POC
- Nhu diéu 4;
- Luu: TC-HC.

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia ch~i: P402, T cfng 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tw Liém, Ha Ngi
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic
S6: ... o, NEAY......thdng.....nam... ...
HOQP PONG THU VIEC
Hom nay, Ngay ............thdng ........... nam .......... chiing t6i gom :

1. BENA : CONGTY ....

Dia chi : Dién thoai:

Do Ong la dai dién.

2. BENB:ONG/BA oot Sinh ndm ..........cccooeeee..

CMND S © o.ovoeeeeeeeeeeeeeeniveene a0 CA IR /TP oo CAP NGAY e
TRIPOTG TFU QT © v eovieeees e et et et et ee e ee eet et et et vee tee tes een et et bt et see tes 2en 2en san ees be bee tee 2ee een een eae ane o

DUA CRITICT LAC .o oo e e e e e e e e e e e e et e e et e et e et e et e e ee e aee s

Cung thoa thuan nhu sau :

PIEU 1: Bén A déng ychobén Bthirviéctai: ......oooooiiiiiiiii Bén A (dia chi nhu
trén) trong thoi gian @ ..........oooviiiiiiiiiiiin, thang .

PIEU 2: Thoi gian lam viée tir: 7 gio 30 dén 16 gid 30 hang ngay ( dugc nghi trua 1 tiéng — bao gdm ca
gio an com trud ), néu Bén A c¢6 nhu cau ting ca bén B sin sang dap tng trir trudng hop bén B bi beanh,
dm dau ( c6 chimg nhén cia co quan y té).

Bén B duogc huong luong theo thoi gian hodc theo san pham, Bén A dam bao luong cia Bén B khong
thip hon 75 % luong trung binh ctia cong nhan chinh thic ¢ loai cong viéc twong ing. Thoi gian nhan

lwong 14 tir : ngay 15 dén ngay 20 cua thang ké tiép .

PIEU 3: Trong thoi gian thur viéc Bén B ¢6 trach nhiém nghiém chinh thuc hién theo ndi qui lao dong

va qui dinh ctia Bén A, néu Bén B vi pham thi bén B s€ bi xur Iy theo qui dinh ctia Bén A.

PIEU 4 : Hop dong thir viée co gia tri ké tir ngay ky . Khi hét thoi gian thir viéc, néu Bén B dap ung

duoc céc yéu ciu ctia Bén A thi Bén A s& chinh thirc tuyén dung Bén B vao lam viéc tai Bén A, truong

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia ch~i: P402, T cfng 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tw Liém, Ha Ngi
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hop Bén B khong dap tng theo yéu cau ctia Bén A thi quan hé giita hai bén theo hop dong nay s& chim

dat, Bén B c¢6 trach nhiém trd luong thur viéc dﬁy du cho bén B.

PAI DIEN BEN A PAI DIEN BEN B

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia ch~t’: P402, T cfng 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tw Liém, Ha Ngi
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TRUNG TAM DICH VU
HANH CHINH CONG

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap — Tw do — Hanh phuic

So:......

e, NEAY ... ... thang......nam... ...

KE HOACH CHUAN BI THU VIEC

Can ctr quyét dinh tiép nhan sé................. NZAY..eoveerrenen. cta giam ddc diéu hanh cong ty

Hop gid¢i thiéu nhan sw maéi
Thoi gian hop

Thanh phan

bia diém

Nguoi chuan bi

Nguoi chu tri

Ban giao cong cu, ban ghé:
Thoi gian

bia diém

Nguoi ban giao:

Thaoi gian hoc quy ché

Thoi gian hoc:
Nguoi day:

(chi tiét theo ké hoach dao tao ndi quy, quy ché cta cong ty).

4.

5.

Noi nhan:

Giao viéc:

Thoi gian giao viéc
Nguoi giao vige
Tai dia diém

Cacluuy:

NGUOI LAP

TRUONG PHONG NHAN SU'

\/ DICH VU HANH CHINH CONG VIET NAM

“m‘l Tu van djch vu céng cho doanh nghiép, t6 chirc, cd nhan

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chj: P402, Tang 4, Thap A, Keangnam, Pham
Hung, Meé Tri, Nam Tw Liém, Ha Noi



TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic

S6: ... o, NEAY......thdng.....nam... ...

- Can cu: quyet dinh tiép nhdn s6... ... ........... ciia gidm doc diéu hanh cong ty ngady.............
- Can cir dé xuat cua Truong bo phan
- Phong NS tién hanh ban giao cdc céng cu, tai san cho nhdn vién nhu sau:

STT | Loai tai san Ponvi | SO lwgng | Tinh trang
1 | May vi tinh
2 | Line dién thoai
3 | Miéyin
4 | May tinh c& nhan
5 | Pong phuc
6 | VPP....
7
8
9

- Hai bén d4 ban giao day du cac loai cong cu, tai san theo sd luong trén.
- Bién ban dugc lap vao luc........ g0, NZAY...eevennnnn.. tai.

PHONG NS QUANLY NGUOI NHAN

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chi: P402, Tang 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tw Liém, Ha Noi
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TRUNG TAM DICH VU

CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHINH CONG

Péc 1ap — Tu do — Hanh phiic

So:...... e, NEAY ... ... thang......nam... ...

CHUONG TRINH THU VIEC

HoOten & oo Chtc vu:
BOphan : ... Thoi gian thir viéce: tr ngay. . ...dén ngay....
Nguoi QUan 1§ truc tP ¢ ....oevee e, Chirc vu @ oo
A.YEU CAU.

1. Danh muc cong viée dam Nhiém trong thdi gian thir viéc.

Ti ; A
A i , i KET QUA
STT CONG VIEC TRACH NHIEM Tltg/il;IG CAN DAT PUQC

2. Bai thu hoach (Yéu cau viét bdi thu hoach nhé lién quan dén chuyén mén dam nhiém).
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B. XAC NHAN :

PHONG QUAN LY CAP QUAN LY TRUC NHAN VIEN THU VIEC

NGUON TIEP PUA RA CHUONG | CHAP NHAN THU'C HIEN
NHAN LUC TRINH THU VIEC CHUONG TRINH
Ngay / / Ngay / / Ngay / /

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chNi: P402, Tang 4, Thap A, Keangnam, Pham
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TRUNG TAM DICH VU CONG HOA XA HOQI CHU NGHIA VIET NAM

HANH CHINH CONG Péc 1ap — Tw do — Hanh phiic
S6: ... oo, NEAY......thdng.....nam... ...

HQP PONG LAO PONG
Chiing t6i, mét bén 1a Ong/Ba: Qudc tich:
Chuc vu:
Pai dién cho: bién thoai:
bia chi:
Va mét bén 1a Ong/Ba: Qudc tich:
Sinh ngay....... thang..... ndm...... tai.
Nghé nghiép:
bia chi thuong tra:
S6 CMTND: cép ngay...../...../...... tai
S s6 lao dong (néu co)................. cap ngay........ feviid ... tal

Théa thudn ky két hop dong lao dong va cam két lam diing nhitng diéu khodn sau ddy:

PIEU 1: THOI HAN VA CONG VIEC HQP PONG

- Loai hop dong lao dong:

- Ttr ngay/thang/nam dén ngay/thdng/nim

- Thtr viéce tir ngdy/thang/nam dén ngay/thang/nam

- Pia diém lam viéc:

- Chtrc danh chuyén mon: Chtrc vu (néu cd):
- Cong viéc phai lam :

PILU 2: CHE PQ LAM VIEC

- Thoi gio 1am viée

- Pugc cap phat nhimng dung cu lam viéc gdm:

PIEU 3: NGHIA VU VA QUYEN LOI CUA NGUOI LAO PONG
1. Quyén loi:

- Phuong tién di lai.lam viéc :

- Mirc lwong chinh hodc tién cong:

e DT: 0902251359 / Email: info@dichvucong.vn
® Dja chi: P402, T. ang 4, Thap A, Keangnam, Pham
Hung, Meé Tri, Nam Tw Liém, Ha Noi
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- Hinh thtrc tra luong:

- Phu cép gbém:

- Puogc tra luong vao céc ngay....... hang thang.

- Tién thudng:

- Ché d6 nang luong:

- Pugc trang bi bao h lao dong gém:

- Ché d6 nghi ngoi (nghi hang tuan, phép nam, 18 tét...):

- Bao hiém xa hoi va bao hiém y té :

- Ché d6 dao tao : dugc cong ty dao tao vé ky ning ban hang, cong dung — cach sir dung san phdm cua

cong ty, phuong phap lam viéc trong thoi gian tir ngay thang nim dén ngay thang nam... Tong gia
tri dao tao 13 hai triéu nam trim ngay dong.

- Nhitng thda thuén khéc :

2. Nghia vu:

- Hoan thanh nhiing cong viéc di cam két trong hop dong lao dong.

- Chap hanh Iénh diéu hanh san xuat-kinh doanh, ndi quy ky luat lao dong, an toan lao dong....

- B6i thuong vi pham va vat chat

- Boi trudng chi phi dao tao cho cong ty tinh theo thoi diém bdi trudng néu lam viée cho cong ty khong
du 2 nam.

PIEU 4: NGHIA VU VA QUYEN HAN CUA NGUOI SU DUNG LAO PONG

1. Nghia vu:

- Bao dam viéc 1am va thuc hién day du nhimg diéu di cam két trong hop dong lao dong.

- Thanh toan day du, dung thoi han cac ché d6 va quyén loi cho ngudi lao dong theo hop dong lao dong,
thoa udc lao dong tap thé (néu co).

2. Quyén han:

- Piéu hanh ngudi lao dong hoan thanh cong viée theo hgp dong (bd tri, didu chuyén, tam ngig viéc)
- Tam hodn, chim dit hop dong lao dong, ky luat ngudi lao dong theo quy dinh ctia phap ludt, théa ude
lao dong tap thé (néu cd) va ndi quy lao dong cua doanh nghiép.

PIEU 5: PIEU KHOAN THI HANH

- Nhitng van d& vé lao dong khong ghi trong hop dong lao dong nay thi ap dung qui dinh cia thoa wdc
tap thé, truong hop chua c6 théa wdc tap thé thi ap dung quy dinh cua phép luat lao dong.

e DT: 0902251359 / Email: info@dichvucong.vn
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- Hop ddng lao dong dugc 1am thanh 02 ban co gia tri ngang nhau, mdi bén giit mot ban va c6 hiéu luc
tir ngdy ..thang nam... Khi hai bén ky két phu luc hop ddng lao dong thi ndi dung cua phu luc hop dong
lao dong ciing co gia tri nhu cac ndi dung ciia ban hop dong lao dong nay.
Hop dong nay lam tai.... ngdy.... thang.... nim.....
NGUOI LAO PONG NGUOI SUDUNG LAO PONG
(Ky tén) (Ky tén, déng ddu)

$ 3 ‘ - " e DT: 0902251359 / Email: info@dichvucong.vn
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic
S: ... o, NEAY......thdng......nam.......

PHIEU PANH GIA QUA TRINH THU VIEC

HO VA 11 NV: oot MasONV: e,
NOT G RIEN NAY: oeiiiiiieeiiie e ettt eerae e e ettt e e etaee e sbaeeesbeeesaseeesasseesnseeennseeas
S6 dién thoai DD: ..., Diénthoai NR: ......coooviiie,
Trinh 0 ChUYEN MON: ......oeiiiiiiieeee e e e e ee e aaeeenes
Pon vi cONG tac: ..ovvveiiiieiieee e Chuc danh: .....c.ooooiiiiiiie,
Thoi gian thu viéc tai Cong ty: tiw ngay ...... /o /200 ... den ... /e /200 ...
Thoi gian tdp sw tai Cong ty: tirngay ...... [ /200 ... den ... [ /200 ...

I/ NHAN VIEN TU PANH GIA

1. Két qua cong viéc

Nhan vién ky tén:
II/ PHAN PANH GIA CUA QUAN LY
1. Két qua céng viéc:

STT Noi dung cong viéc Trong s6 | Két qua | Tong diém Dién giai

e DT: 0902251359 / Email: info@dichvucong.vn
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Toéng cong: Murc danh gia:

2. Pham chéit ca nhan

e DT: 0902251359 / Email: info@dichvucong.vn
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IV/ Y KIEN CUA GIAM bOC

TRUONG PHONG GIAM DOC PTNL GIAM POC
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HE THONG QUY TRINH TRONG DOANH NGHIEP

12. QUY TRINH THUC TAP

0902251359 (%)
info@dichvucongvn (i)
https://dichvuhanhchinhcong.vn/

P402, Tang 4, Thap A, Keangnam, Pham Hung,
Mé Tri, Nam Tur Liém, Ha Noi



(A%~ DICH VU HANH CHINH CONG VIET NAM

Tuw van djch vu céng cho doanh nghiép, té churc, ca nhan

QUY DINH THUC TAP

Mai tai liéu: NS - 04

. neav...__ _thano. _nam . .




DICH VU HANH CHINH CONG VIET NAM

Tu vén dich vy cong cho doanh nghigp, t6 chic, cé nhan

o
Sems?

QUY DINH
THU'C TAP

S6 ma ky hiéu: NS-QD-01
Ngay c6 hiéu lyc:

Trang:

Sira doi:

Lan ban hanh:

1. PHAN PHOI

Phén phéi Thu nhén tai li¢u 18i thoi
STT = Ngay phan phdi = B pha . :
8y P P ©p . an Nguoi nhan Nguoi giao Nguoi nhan
nhén
2. PHAN THAY POI
Ngay sira doi = Vi tri Noi dung sira doi Lan sira Ghi chi
Nguwoi bién soan Nguwoi soat xét Ngwoi phé duyét

Ho va tén

Chir ky

\;ﬁ‘\/ DICH VU HANH CHINH CONG VIET NAM

Tu van dich vu céng cho doanh nghiép, t6 chirc, ca nhan

Seny”
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I/ MUC PICH:
- Lua chon tim kiém céc tmg vién tiém ning cho cong ty.

- Khéng tién hanh Iya chon nhung dé tai ctia sinh vién phi hop véi muyc tidu ciia cong ty.

II/ PHAM VI:

- Céc truong hop dé nghi giup d& thyuc tip tai cong ty ngoai muc dich trén s& khong dugc chap
nhan.

11/ PINH NGHIA:

- Khong cé.

IV/ NOI DUNG:

1. Xac dinh nhu ciu.
Nhu cau thyc tip ciia cong ty co thé phat sinh trong cac truong hop sau:

- Cong ty can doi ngli quan tri vién tap su hodc nhan vién duoc lya chon tir cac sinh vién ti€ém
nang, do vay bd phan nhan sy da tim kiém sinh vién vao thyc tap tai cong ty.

- Do cac bd phan hay phong nhan sy dé xuat hodc sinh vién tu dé xuat nhung véi diéu kién dé tai
ctia sinh vién phai co ¥ nghia thiét thuc cho hoat dong ctia cong ty.

- Dbi véi trudng hop dé xuat xin thuc tap thi sinh vién phai mang gidy giéi thiéu cua truong va dé
cuong thuc tap chuyén cho bd phan mudn thue tap xac nhan, sau do chuyén vé phong nhan sy
lam thu tuc.

2. Phé duyét

- Pon dé nhung bat budc phai c6 chit ky cua sinh vién va phai duoc giam ddc nhan sy phé duyét.

- Sinh vién bat budc phai nghi dugc thuc tap co thé do sinh vién hodc cac bd phén bén trong cong
ty dé xuat co gidy gi6i thiéu thuc tap cta trudng hoc.

- Sinh vién phai ndp cac gidy to sau ddy cho cong ty:

3. Ky bién ban thoa thuan

- Tiép nhan Pon xin thyc tap va Gidy gidi thiéu ctia nha truong.

-  Hudng dan sinh vién c6 nhu cau thuc tap hoan thanh cac thu tuc can thiét, ho so thuc tap g@)m:
So yéu 1y lich ¢6 xac nhan cua cong an dia phuong.
Ban sao ho khau, CMND, 02 anh 3x4.
Pé cuong thuc tap (chi tiét).

- Nhan vién tuyén dung lién hé va mang dé cuong thyc tap cho truéng bd phan/phong ban khac
xem c6 thé tiép nhan thyc tap sinh vao thyuc tap véi dé tai thuc tap nay khong. Néu chép nhan,
NV. Tuyén dung s& lam thu tuc tiép & budc sau.

e DT: 0902251359 /| Email: info@dichvucong.vn
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+

+

Hudng dan dién vao miu Thuc tap sinh, Ban cam két thuc tap va chuyén cho Truong bd phan
/phong ban tiép nhan ky x4c nhan vao mau Thuec tap sinh.

GDNS ky duyét d(‘Sng ¥ vao mau Thuc tap sinh cho sinh vién vao thyc tap tai Cong ty.

Chuong trinh thue tap

Chuong trinh thyc tap phai dugc Quan ly bd phan cho thuc tdp phé duyét va chuyén vé phong
nhan su theo doi.

Gioi thiéu

Trudng bd phén chiu trach nhiém td chirc budi hop gidi thi€u sinh vién thyc tap.

Budi hop phai c6 sy ¢ mit clia tat ca cac can bd tham gia hudng din theo chuong trinh thuc
tap.

Hoc quy dinh, quy ché:

Nhan vién thyuc tap phai dugc hoc vé toan bd nodi quy, quy ché cong ty theo quy dinh dao tao hdi
nhap trir nhitng quy dinh lién quan dén ché d¢, chinh sach ctia nguoi lao dong.

Kém cap huwong dan

Truong bd phan / 1anh dao don vi tiép nhan sinh vién thyc tap, bd tri ngudi hudng dan thyuc tap sinh
theo nodi dung dé cwong d phac thao ban dau.

Lanh dao/truéng bd phan tiép nhan thyc tap sinh va bd tri nhan vién huéng dan thyc tap.
In va céap thé tén cho thuc tap sinh lac 16 gio cung ngay.

Luu ho so thuc tap vao file va cap nhat vao s6 theo ddi sinh vién thuc tap tai Cong ty.
Panh gia:

Viéc dénh gia két qua thuc tap bao gém hai ndi dung nhu sau:

Panh gia dé tai, luan van: 1a viéc danh gia két qua ctia dé tai so voi muc tiéu da dé ra.

Danh gia cong viéc chung. La danh gia toan b hiéu qua hoat dong cua thyc tap sinh bao gdom:

két qua cong viéc, thai do, thuc hién noi quy, kién thirc, t6 chit, sy hoa nhap...

Trudng bd phan / lanh dao don vi ¢6 trach nhiém xem xét lai ndi dung hodc iy quyén cho nhan
vién phu trach hudng dan xem lai bai Bao cdo hay Luan vin tdt nghiép. Truong bd phan / 1anh
dao don vi ghi nhan xét vé qué trinh thyc tip cua thuc tap sinh va ky tén vao bai Bdo cao thuc
tap hoac Luan van tbt nghiép.

Ngodi ra, truong bd phan ghi y kién danh gia sinh vién tip sy theo mau: NS — TT — 02 va
chuyén vé phong nhan sy.

Nhan vién tuyén dung tiép nhan bai Béo cdo thuc tap hodc Luan vin tét nghiép (02 ban), sau d6
trinh GDNS nhén xét, ky tén. Sau dé tra lai cho thuc tap sinh.

Thuec tap sinh mang Luan van dén Phong Hanh Chinh déng dau.

\/ DICH VU HANH CHINH CONG VIET NAM
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- Thyc tap sinh phai tra lai thyc tap sinh ban chinh va luu tai Phong Nhan Sy ban sao. Déng thoi
thu lai thé tén cua thyc tap sinh.

V/ BIEU MAU KEM THEO:

1. Gidy dé nghi thyc tap mi s6: NS — 04 — BMO1
2 Quyét dinh tiép nhan thyc tap mi s6: NS — 04 — BM02
3. Chuong trinh thyc tap ma sb: NS — 04 — BM03
4. Bang cam két thyuc tap ma s6: NS — 04 — BM04
5. Panh gia két qua thyc tap hang thang mi s6: NS — 04 — BMO05
6. Bang danh gia két qua d¢é tai thyc tap. mi s6: NS — 04 — BM06
7. Bang nhan xét qua trinh thuc tap mé s6: NS — 04 — BM07

o6 [ &
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NS___04___BM07___Bang_danh_gia_ket_qua_thuc_tap.doc
NS___04___BM06___Bang_danh_gia_ket_qua_de_tai_thuc_tap.doc
NS___04___BM05___Bang_danh_gia_ket_qua_thuc_tap_hang_thang.doc
NS___04___BM04___Bang_cam_ket_thuc_tap.doc
NS___04___BM03___Chuong_trinh_thuc_tap.doc
NS___04___BM02___Quyet_dinh_tiep_nhan_thuc_tap.doc
NS___04___BM01___Giay_de_nghi_thuc_tap.doc

TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic
S6: ... o, NEAY......thdng.....nam... ...

Y Kién €18 TIUGNE DO PRAN ...t eeea e
Y KIEN CUA PRONE NSttt e et ee e e e e st s e s e seeseeeeeaeeeeaseenaees
NGUOI PE NGHI TRUONG BQ PHAN PHONG NS
& 5 . . " e DT: 0902251359 ‘/ Email: info@dichvucong.vn
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TRUNG TAM DICH VU CONG HOA XA HOI CHU NGHIA VIET NAM
HANH CHINH CONG Poc 1ap — Tw do — Hanh phuic
So: ... e, NEAY ... ... thang......nam... ...
CHUONG TRINH THUC TAP
1. Hop gidi thi¢u
2. Hoc ndi quy, quy ché
3. Chuong trinh chi tiét
STT NOI DUNG CONG VIEC THOI GIAN | NGUOI HUONG DAN
4. Thoi gian hoan thanh dé tai:
SINH VIEN THUC TAP QUAN LY BQ PHAN PHONG NHAN SU

DICH VU HANH CHiNH CONG VIET NAM

Tu van djch vu céng cho doanh nghiép, t6 chirc, cd nhan
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Péoc 1ap — Tu do — Hanh phiic
So: ... e, NEAY ... ... thang......nam... ...

T6i xin cam két tuan thu moi quy dinh ctia cong ty, tuan theo diing theo chuong trinh
thuc tap da duoc duyét va bao vé moi bi méat cua cong ty ma téi dugc tiép can.

Néu toi thue hién sai, toi xin hoan toan chiu trach nhiém theo dang nhu cic quy dinh ctia
cong ty va quy dinh cta phap luat.

NGUOI LAM DON

e DT: 0902251359 / Email: info@dichvucong.vn
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHIiNH CONG Poc 1ap — Tu do — Hanh phiic

So: ... o, NEAY......thdng......nam.......

QUYET PINH
(Vé viéc tiép nhan thuec tap)

GIAM POC CONG TY CO PHAN........

- Can cu quyét dinh so ...... .... v/v bo nhiém giam doc diéu hanh, ngay............. ;
- Can cir ban chirc nang nhiém vu va quyén han cua giam doc diéu hanh so...........

- Cdn cik quy ché thyc tdp ciia cong ty.

- Xét dé nghi ciia Truéng phong NS;

QUYET PINH:
Dicu 1. PONE ¥ cho anh:/Chie.e.uueeeceeceercreecrerenscsesessesssesesessesesessessssenes
Nam sinh:.................... 171 EORURUR 1a SV trudng:.......ccoeevveeirenenne.
Puoc thuc tap tai cong ty tir .................. AeN.e.
Diéu 2. Quyét dinh nay thi hanh ké tir ngay.........ceoeeve...... thang......... nam........... pho bién dén
Piéu 3. Cac Ong Chanh Vin phong (Truéng phong Hanh chinh ) , truéng phong t6 chic, thi truong don
Vit eiteettesteee s va ong (ba).....ccoeceeevcieeiniieeee, ¢6 trach nhiém thi hanh quyét dinh
nay.

TL.GIAM DPOC DIEU HANH

oy 5 . . . e DT: 0902251359 ‘/ Email: info@dichvucong.vn
\@/ ?ICI-:‘:U I-!ANthCI:IN’H C?:‘,G VIET NAGI o Dia chi: P402, Tang 4, Thap A, Keangnam, Pham Hung,
“m" u'van dich vu cong cho doanh nghiép, t6 chirc, ca nhan Mé T]/’l" Nam Tl,‘f Llém’ Hd Nél



TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic
S: ... o, NEAY......thdng......nam.......

PHIEU DANH GIA KET QUA THUC TAP
Thang ..../2023
HO VA tEn SINN VIEN: ..eevvvveiiiiciiieeceeeee e MEASONV: e,
B0 PRAN thUC TAD: 1.eeieiieeii et et ettt et et e b et e et e e ae e e b e e tteenbe e bt e enbeeseeenbean

1. Két qua cong viéc:

Stt Noi dung cong viéc Trong s6 | Kétqua | Tong diém Dién giai
Téng cong: Mirc danh gia:

2. Tri thire, ky nang

NGUOI PANH GIA

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia ch~t’: P402, T cfng 4, Thap A, Keangnam, Pham
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHINH CONG Poc 1ap — Tu do — Hanh phiic

So: ... e, NEAY ... ... thang......nam... ...

PHIEU PANH GIA KET QUA PE TAI THUC TAP

HO VA tEn SINK VIEN: ..evvvvviiiiiiiiiieeeee e ME SO NV: oo,
B0 PRAN thUC TAD: c.eeieiie ettt ettt ettt et e st e et ettt e e tt e e beenteeenbeenteeenbeennes
No6i dung de tai:
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TRUONG BQ PHAN PHONG NHAN SU

e DT: 0902251359 / Email: info@dichvucong.vn
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TRUNG TAM DICH VU CONG HOA XA HOI CHU NGHIA VIET NAM

HANH CHINH CONG Péoc 1ap — Tu do — Hanh phiic
So: ... e, NEAY ... ... thang......nam... ...

PHIEU PANH GIA KET QUA THUC TAP

Ho va tén sinh vién: Y BT A £
B0 PRAN tRWE TAP: ceevriiiiiiniiiininniinnicnnisssisnsisssissssssssiossssssssessssssssosssssssssssssssssossssssssessssssssosssssssssssssssssssssssssssss
No6i dung de tai:

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chj: P402, Tang 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tw Liém, Ha Nogi
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5. Tinh ky ludt, tinh than trach nhiém

TRUONG BQ PHAN PHONG NHAN SU GIAM POC

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chj: P402, Tang 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tw Liém, Ha Nogi
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HE THONG QUY TRINH TRONG DOANH NGHIEP

13. QUY TRINH
TUYEN DUNG

0902251359 (%)
info@dichvucongvn (i)
https://dichvuhanhchinhcong.vn/

P402, Tang 4, Thap A, Keangnam, Pham Hung,
Mé Tri, Nam Tur Liém, Ha Noi
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Tu van dich vu céng cho doanh nghiép, té chiic, ca nhan

QUY TRINH TUYEN DUNG

Ma tai liéu: NS-01

Ha Noi, 15/02/2023




(&R,  DICH VY HANH CHINH CONG VIET NAM

f\‘n'l Tu véin dich vu cdng cho doanh nghiép, t6 chirc, cd nhin

QUY TRINH
TUYEN DUNG

S6 ma ky hiéu: NS-QbP-01
Ngay c¢6 hiéu lyc:

Trang:

Stra doi:

Lan ban hanh:

1. PHAN PHOI

Phén phéi Thu nhén tai liéu 16i thoi
STT Ngay phan phéi . B0 pha . . :
s P P ©P . an Ngudi nhan Nguoi giao Nguodi nhan
nhan
2. PHAN THAY DPOI
Ngay sira d6i = Vi tri Noi dung sira doi Lén sira Ghi chua
Nguoi bién soan Nguoi soat xét Nguoi phé duyét
Ho va tén
Chir ky

(A2~  DICH VU HANH CHINH CONG VIET NAM

Tu van dich vu céng cho doanh nghiép, t6 chirc, ca nhan

Seny”

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chj: P402, Tang 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tw Liém, Ha Noi
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1. MUC PICH:

Quy trinh nay qui dinh cac budc tién hanh tuyén dung, sap xép bo sung ngudn nhan luc

cho Cong ty.

2. PHAM VI AP DUNG

Qui trinh 4p dung d6i vé6i tuyén dung: Hop dong ngan han.

3. TAI LIEU VIEN DAN:
Khong

4. PINH NGHIA:
Khong

5. NOI DUNG QUY TRINH:

5.1. So d6 tuyén dung:

Tai li¢u, mAu biéu lién
Trach nhiém Noi dung o quan
Phu trach don vi BM-TC-01-01
Yéu cau tuyén dung [ S
Giam dbc Cong ty
(U I\
T v
Trudong phong To chirc Thong bdo
tim nguoi
Trudng phong T chire Nhan hd so, xem xét
Iva chon
Truéng phong T6 chirc .
|
v
Phu tréch Pon vi Kiém tra tryc tiép BMLTC-01.02
Truong phong T chirc l v
Giam dbc - K&t
q Chép nhan N
Trudng phong To chirc b tA
|
Y o DT: 0902251359 | Email: info@dichvucon
* 5 . ~ ~ : ) : g. VA
\@/ DICH VU HANH CHINH CONG VIET NAM e Dia chi: P402, |Tang 4, Thap A, Keangnam, Pham

ey ?

Tu van dich vu céng cho doanh nghiép, t6 chirc, ca nhan

Hiing, Mé Tri, Nan

W Tour Liem, Ha Noi
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Trudng phong T chire
o Thtr viéc BM-TC-01-03
Pon vi stir dung
. v
Pon vi st dung
Trudng phong T chirc
Giam ddc Cong ty
Giam dbc Cong ty

Ky hop dong

5.2. Nhu ciu tuyén dung

5.2.1. Can ctr tuyén dung
- Can cr vao nhu cau phat trién san xuat cia Cong ty.
- Can clr yéu cau cong viéc

5.2.2. Céac don vi khi c6 nhu cau tuyén dung can ghi vao biéu miu BM-TC-01-01 chuyén cho
Phong Té chirc xem xét va trinh giam ddc Cong ty phé duyét.

5.2.3. Trong yéu cau can néu rd:
- Yéu cau cin tuyén:
- S nguoi:
- Trinh d6 chuyén mon :
- Ngoai ngir:

- Yéu cau ve nang lyc:

5.3. Thong bao tim ngudi

5.3.1. Cian ctr vao nhu cau tuyén dung di dugc phé duyét, Truong phong To chirc thong bao
dé tim nguoi.

5.3.2. Hinh thure thong bao c6 thé thong qua cac trung tdm gidi thi€u viée lam, qua céc can bg,
nhan vién Cong ty, hoac cac hinh thirc khac.

5.3.3. Thong bao can néu rd ngudi xin viéc phai ndp hod so bao gébm: So yéu Iy lich co xéac
nhan cua dia phuong, anh dong dau giap lai cac van bang, don xin viéc, gidy kham sirc
khoe, gidy khai sinh. Gidy x4c nhan than nhan vé tiéu st ban than .HO so dugc gui truc
tiép vé& Phong T6 chirc Cong ty.

5.4. Nhan ho so xem xét lyra chon

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chNi.' P402, T d‘ng 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tir Liém, Ha Ngi
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5.4.1. Khi nhan hd so can kiém tra mirc 46 ddy du theo yéu cau, So yéu 1y lich va vin bang
phai c6 chir ky, dau cta co quan c6 thim quyén (khéng nhan céc loai ho so bang ban
photd, khong qua cong ching).

5.4.2. H6 so duoc lua chon theo tiéu chuén tir cao dén thép. Dua trén co sé tiéu chuin b?mg
cap hoc vi (Loai gi6i-Kh4, trung binh....)

5.4.3. Can cu danh sach lga chon, chon ra nhitng hé so ¢6 du tiéu chuan dé kiém tra.

5.5. Kiém tra truc tiép.

5.5.1. Phong T6 chirc thong bao cho nhimng hd so duge lya chon va hen ngay téi phong van
truc tiép.

5.5.2. Trude khi phong van can doi chiéu anh trong ho so véi con nguoi cu thé.

5.5.3. Phong van tryc tiép dé danh gia chuyén moén nghé nghiép, dao dirc, tur cach va cac
thong tin khac.

5.5.4. Nhom phong van dua ra y kién két luan cu thé theo biéu BM-TC-01-02.

5.5.5. Phong T chtrc 1ap danh sach nhitng ngudi duoc lya chon trinh giam déc Cong ty

5.6. Thong bao

5.6.1. Can cir danh sach da dugc Giam ddc phé duyét, Phong To chirc giri théng béo cho
nhitng nguoi dugce chon.

5.6.2. Thong bao c6 thé truc tiép hodc gian tiép qua buu dién.

5.7. Thir viéc, danh gia két qua

5.7.1. Nguoi dugc nhan s€ dugc phan cong thir viée tai Pon vi ¢c6 nhu cau. Phu trach Pon vi
st dung c6 trach nhiém dao tao va huéng dan nguoi thir viée cac kién thic can thiét dé
lam viéc.

5.7.2. Thoi gian thtr viéc thong thuong 1a 30 ngay dbi véi lao dong ki thuat cao va 20 ngay
d6i v6i lao dong phd thong. Tuy timg trudng hop cu thé thoi gian thir viée ¢ thé dai
hon nhung khong qué 90 ngay.

5.7.3. Sau thoi gian thtr viée, phu trach Pon vi huéng dan nguoi thir viéc 1am danh gia két qua
thir viéc theo biéu mau BM-TC-01-03.

5.7.4. Phy trach Pon vi st dung néu ¥ kién dénh gia va ghi r6 két ludn c6 nhan hay khong
nhan nguoi thir viéc. Bao cdo nay dugce chuyén cho Trudng phong To chirc va Gidm
dbc dé co quyét dinh cubi cung.

5.8. Ky hop dong lao dong

5.8.1. Khi giam ddc Cong ty dd duyét dong y sir dung. Phong T6 chirc chuan bi hop dong lao
dong theo mau quy dinh cia Cong ty, trinh giam ddc ky.

6. HO SO

H6 so gom co:

- Yéu cau tuyén dung

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chNi.' P402, Tang 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tir Liém, Ha Ngi
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- Két qua tuyén dung
- Danh gia két qua thir viéc
Céc ho so nay do Phong T chtre Iuu giit thoi gian 2 nam.
7. PHU LUC
7.1.  Yéu cau tuyén dung: BM-TC-01-01
7.2.  Két qua tuyén dung: BM-TC-01-02
7.3.  Danh gia két qua thir viéc: BM-TC-01-03

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chj: P402, Tang 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tir Liém, Ha Noi
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHINH CONG Péoc 1ap — Tu do — Hanh phiic

So: ... e, NEAY ... ... thang......nam... ...

QUYET PINH
Ve viéc thanh lap Hoi dong tuyén dung ..... .....

GIAM POC PIEU HANH CONG TY CO PHAN........

- Can cit quyét dinh s6 ......... v/v bé nhiém giam doc diéu hanh, ngay... ... ... ;

- Cdn cik ban chire ndng nhiém vu va quyén han cia gidm déc diéu hanh so...... .....
- Can cir quy trinh tuyén dung ciia cong ty.

- Xét d@é nghi ciia Truéng phong HCNS

QUYET PINH:
Piéu 1. Thanh lap Hoi dong tuyén dung ....., dé.................... gdém cac thanh vién co tén
sau day:
R Nhi€m VU......oooiiiiii
e nhifmvu.............ooo

Piéu 2. Cac ity vién khong thwong trwe cua Hoi dong gdm: Trudng, Pho cac Phong, Ban va
mot s6 chuyén gia dugec moi (c6 thu moi va danh sdch kém theo quyét dinh nay).

Piéu 3. Hoi dong tuyén dung c6 nhiém vu to chirc tuyén dung theo dung cac thu tuc va qui
dinh cta cong ty.

Piéu 4. Truong phong HCNS, trudng cac don vi lién quan va cac ong, ba c6 tén trén chiu
trach nhi¢m thi hanh quyét dinh nay.

Noi nhgn: GIAM POC PIEU HANH
- Nhu diéu 4,
- Luu: TC-HC.

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chi: P402, T cfng 4, Thap A, Keangnam, Pham Hung, Meé
Tri, Nam Tw Liém, Ha Noi
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TRUNG TAM DICH VU

CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHIiNH CONG Poc 1ap — Tw do — Hanh phic
So:...... ey NEAY......thadng......nam... ...
KE HOACH TUYEN DUNG NHAN SU CONG TY ABC
(o nam 2023)
STT| Vitrituyindung | Bomvi | SL Ly do tuyén Du lkién miic Thoi gian dy kién tuyén Hinh thiic diing | H@i dbng tuyén | Dy trit kinh phi
wong Nhin HS Test PV tuyén dung tuyén dung
GIAM POC TRUONG PHONG NHAN SU NGUOI LAP

/3%~ DICH VU HANH CHIiNH CONG VIET NAM

Tu van dich vu céng cho doanh nghiép, t6 chic, ca nhan

e DT: 0902251359 / Email: info@dichvucong.vn
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic
S6: ... ., NEAY......thdng.....nam... ...
THU MOI

Trude hét, Cong ty xin trin trong cam on Anh/Chi di tham gia vao chuong trinh tuyén dung

cua Cong ty ching toi.

Chung toi xin tran trong kinh moi Anh/Chi dén tham gia kiém tra vé kién thirc chuyén mén
tai cong ty chiing to61 véi ndi dung nhu sau:

Rat mong Anh/Chi thu xép thoi gian tham gia. Truong hgp Anh/Chi khong thé thu xép dugc
tho1 gian, xin vui long lién hé lai chiing t61 theo s6 dién thoai/dia chi trén dé x4c nhan lai.

Tran trong kinh chao!

TP.NHAN SU

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chf: P402, chng 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tw Liém, Ha Ngi
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHIiNH CONG Poc 1ap — Tw do — Hanh phiic
S6: ... ., NEAY......thdng.....nam... ...

BAN TU KHAI CUA UNG VIEN

Vitridw tuyén :..........cooeeeeeoveneeieeaee e e MA SO v e
MG SO UNG VIGTL oo e ieviee e e e e et e et e et et et een ee e eee eee vee tee vee vee vee aee ae e

1. Théong tin ca nhan:

Ho va tén MSNV
Vi tr g tuyén B0 phan
S6 CMND Ngay cap
Ngay sinh Gioi tinh
Noi sinh Ton gido

bia chi thuong tra

bia chi hién nay

bién thoai DT di dong

2. Trinh d¢ hoc van:

2.1. QUA TRINH HOQC TAP

Tén trwong Chuyén nganh Thoi gian Xép loai

Tiéu hoc

PTCS

PTTH

TC 1

TC2

Cb1

Cb2

bH 1

bH 2

Trén DH

O 5 . . . e DT: 0902251359 / Email: info@dichvucong.vn
"/ DICH ¥i HANH EHIN CONG ViGN NAM e Dia chi: P402, Tc”ing 4, Thap A, Keangnam, Pham

“ o 4 Tu van dich vu céng cho doanh nghiép, t6 chic, ca nhan N X s T rea N as
L Hung, Mé Tri, Nam Tw Liém, Ha Noi




2..1. Ngoai ngir

Tiéng

Anh [ ] Nhat [ ] Hoa [ ] Khic [
Loai bing A B C A B C A B C A B C
2.3. Tin hoc
Ms.Word [] Ms. Access [_] Ms.Excel [ | Ms.PPoint [ ] Corel [ ]

Photoshop [ ]

Khéc []

2.2.3. Chuyén mén khdac (li¢t ké ca nhiing khoa dang hoc)

STT

Vin bang

Chuyén nganh

Thoi gian dao tao Xép loai

3. Nghé nghiép:

3.1. Muc tiéu nghé nghiép:

Muc tiéu nghé nghiép

eEs?

Y/ DICH VU HANH CHINH CONG VIET NAM

Tu van dich vu céng cho doanh nghiép, t6 chic, ca nhan
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Mirc lwong dé nghi (thtr viéc)

Mtrc lvong chinh thirc (sau khi thir viéc)

Mrc lwong mong mudn ( khi da phat huy hét kha ning)

Ngay c6 thé bat dau 1am viéc tai cong ty

3.2 Kinh nghiém cong tac:

Tén Cong ty:

Thoi gian lam viée:: Tiurngay thang nam dénngay thang nim
bia chi:

Pién thoai: Email:

Nganh nghé san xuat kinh doanh:

Thoi gian | Chuc vu M0 ta cong vige Muc luong

Ly do théi viéc:

Nguoi co thé tham tra: bién thoai:

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chj: P402, Tang 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tw Liém, Ha Noi
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Tén Cong ty:

Thoi gian lam viée::

Tiurngay thang nam

dénngay thang nim

bia chi:

bién thoai:

Email:

Nganh nghé san xuat kinh doanh:

Thoi gian | Chtc vu

Mo t4 cong viéc

Miic luong

Ly do théi viéc:

Nguoi c6 thé tham tra:

bién thoai:

Tén Cong ty:

Thoi gian lam viée::

Tiurngay thang nam

dénngay thang nim

bia chi:

Pién thoai:

Email:

Nganh nghé san xuat kinh doanh:

Thoi gian | Chuc vu

M0 ta cong vige

Muc luong

ey’

DICH VU HANH CHiNH CONG VIET NAM

Tu van dich vu céng cho doanh nghiép, t6 chic, ca nhan

e DT: 0902251359 / Email: info@dichvucong.vn
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Ly do thoi viéc:

Nguoi co thé tham tra: bién thoai:

Tén Cong ty:

Thoi gian lam viéc:: Turngay thang nam dén ngay thang nam
bia chi:

bién thoai: Email:

Nganh nghé san xuat kinh doanh:

Thoi gian | Chure vu M0 ta cong viéc Mirc luong

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chj: P402, Tang 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tw Liém, Ha Noi
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Ly do thoi vige:

Nguoi co thé tham tra: Pién thoai:

3.3. TU PANH GIA NANG LUC VA PHAM CHAT CUA BAN THAN

Pham chat c4a nhan

Ning khiéu

Ky nang

3.4. Cac hiép hoi chuyén mon hay doan thé c6 tham gia:

STT Tén cic H.Hdi , D.Thé Nhiém vu Thoi gian tham gia

Tén ngudi co thé lién lac trong trudng hop khan cap:

5 . - " e DT: 0902251359 / Email: info@dichvucong.vn
v DICH VU HANH CHINH CONG VIET NAM e Dia chi: P402, Tc”ing 4, Thap A, Keangnam, Pham
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bia chi:

bién thoai:

T6i cam doan nhitng thong tin trén day la day du va chinh xac.

T6i chép nhan viéc thim tra voi nhimg thong tin ca nhan, qua trinh lam viéc can thiét cho qua trinh
tuyén dung.

Trong trudng hop dugc tuyén dung, toi hiéu rang nhiing thong tin gian l1an hodc sai 1éch do t6i cung
cap hodc trong cic cudc phong van c6 thé 1a cin ctr dé chim dut hop dong tuyén dung. Téi ciing

hiéu ring t6i s& phai tudn thu cac quy tic va ché do do doanh nghiép quy dinh.

KY TEN

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chj: P402, Tang 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tw Liém, Ha Nogi
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TRUNG TAM DICH VU CONG HOA XA HOQI CHU NGHIA VIET NAM
HANH CHINH CONG Péoc 1ap — Tu do — Hanh phiic

So: ... e, NEAY ... ... thang......nam... ...

THONG BAO

(V/v néi dung lam bai kiém tra)

Trudc hét Cong ty xin trin trong cam on Anh/Chj di tham gia vao chuong trinh tuyén dung cta
cong ty chung toi.

Sau khi kiém tra kién thic chuyén mén, k§ ning va phong van, Cong ty thong bao: Anh/Chj
khong tring tuyén vao vi tri: ....................

Truong hop Anh/Chi mudn nhén lai hd so, xin vui long lién hé Chi .............. , Phong NS. Néu
Anh/Chi khéng 14y lai ho so, ching toi s& chuyén ho so Anh/Chi vao ho so luu (ing vién tiém
nang).

Tran trong kinh chao!

TP.NHAN SU

* 2 . N " e DT: 0902251 359‘ /" Email: info@dichvucong.vn ;
\@/ D!(?H.Vl) I-!ANH CHINI-'! C?NF; VIET NAM o Dia chi: P402, Tang 4, Thap A, Keangnam, Pham Hung, Mé
ey ? Tu van dich vu céng cho doanh nghiép, t6 chirc, cd nhan TI"i, Nam Tir Liém, Ha Néi



TRUNG TAM DICH VU
HANH CHINH CONG

So:......

CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phic

DANH SACH KET QUA LAM BAI KIEM TRA

Chike danh dir tuyén: Ma 56 iing vién:
o G. . Trinh £ . X .
STT Ho tén MSUV Tinh N.Sinh dé Ket qua Dien giai
TRUONG PHONG HCNS LAP BIEU

ER  DICH VU HANH CHINH CONG VIET NAM

“m" Tu van dich vu céng cho doanh nghiép, t6 chic, ca nhan
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TRUNG TAM DICH VU

CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tw do — Hanh phic
So: ... , ngay......thang......nam... ...
DANH SACH UNG VIEN THAM DU PHONG VAN

Chtrc danh du tuyép: Mi s6 ung vién:
Thoi gian phong van:

A G. . Trinh Tén N Chuyén mén | Ngoai Vi Kinh Pién Thoi gian Piém
STT Ho tén MSUV' | fijpn | N-Sinh dé trupng | CNgANH khic ngit | tinh | nghiém thoai P.V P.V

TRUONG PHONG NS LAP BIEU

DICH VU HANH CHINH CONG VIET NAM

Tu van dich vu céng cho doanh nghiép, t6 chic, ca nhan
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHINH CONG Péoc 1ap — Tu do — Hanh phiic

S6: ... e, NEAY ... ... thang......nam... ...

BAN CAU HOI PHONG VAN

Nguoi phong VAN:........oooveieiiieeiiieiiee Thoi gian:.......coooviiiiiiiie e,
Nguoi duoc phong VAN . ..........oeevueeeiieeeinn.... Namsinh:..........ooo
Vitri XIn VIEC ..ottt K&t QUAT. ..o

A/PONG CO XIN VIEC VA QUAN TAM PEN CONG VIEC:

Vi sao anh chi ndop don vao chuc vu nay?

Anh chij c6 nhan xét gi vé Cong ty ching t6i?

Diéu gi thich tha nhit trong cong viéc ma anh chi mudn xin [am?

Diéu gi khién anh chi cam thay dugc kich thich nhat trong cong viéc?

Theo anh chi cong viéc ndy c6 yéu cau doi hoi gi?

Anh chi du dinh s& t6 chirc viéc thuc hién cong viéc nhu thé nao?

Nhing quyén hanh, s6 liéu nao anh chi mudn c6 tai sao?

Anh chj thiy mirc luong bao nhiéu 1a hop 1y véi cong viée cta anh chi vi sa0?

Céc chinh sach nha nudc c6 anh huong nhu thé nao dén cong viéc anh chi can tuyén?

WA A WD =

B/ PAO TAO VA GIAO DUC:

Anh chij tham gia vio céc t6 chirc hodc hoat dong nao cua sinh vién hay trogn xa hoi?
Piém trung binh cua anh chi khi hoc dai hoc, hoac 16p chuyén nganh?

Anh chj thich hay khong thich mén nao nhét tai sao?

Pénh gia chung ctia anh chij vé hoat dong dio tao chuyén nganh?

Anh chi trang trai hoc phi ctia minh bang cach nao?

Nnh v =

C/ CONG VIEC CU:

1. Mirc luong khéi dau va mirc lvong hién nay cia anh chi 13 bao nhiéu? Vui long giai

thich?

Téng thu nhap hién nay cta anh chi 1a bao nhiéu?

Vi sao anh chi lai bo cong viéc cii?

4. Anh chi c6 nhan xét gi vé Cong ty cii clia anh chi? Nhiing diém manh va diém yéu? Diéu
gi anh chi khong thich va thich cong ty ci?

w

D/ KIEN THU'C KINH NGHIEM TRONG CONG VIEC:

1. Hay ké cho chiing t6i nghe vé nhiing noi cac anh chi di 1am viéc, tén cong viéc, thoi
gian, ndi dung, chuc vu.

Anh chj dat dugc nhitng giai thudng nao lién quan dén cong viéc.

Anh chi Anh chi co thé 1am nhitng coéng viéc ndo & Cong ty chung toi.

Nhirng kinh nghi¢m cii giup gi cho cong viéc mai?

Hay ké vé nhimng thanh cong 16n nhat trong cong viéc cta anh chi?

Nk W
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6. Anh chi c6 thuong xuyén hoan thanh cong viéc véi chat lugng va thoi gian diing han
khong?

7. Anh chi du dinh s& 1am nhitng viéc gi trong nhitng ngay dau tién lam viéc trong doanh
nghiép?

8. Ngoai ra héi tiéu chuan cho cong viéc 1 gi? Tiéu chuan nao la quan trong nhat.

9. Lam thé nao dé thyc hién mot cong viéc cu thé?

10. Xtr Iy mot tinh hudng cy thé?

E/ KHA NANG HOA DONG VA GIAO TIEP:

Hay ké vé 1anh dao va dong nghiép cii cta anh chi?

Anh chj thdy ring 1am viéc mot minh hay theo nhom s& thich hop, hiéu qua hon?
Anh chj giai quyét xung d6t nhu thé nao?

Quan hé cua anh chi va nguoi hang x6m nhu thé nao?

Anh chi c¢6 thé cam thiy khé khan khi tiép xtic voi nguoi méi quén khong?

Tinh huéng?

Tinh hubng?

Nouvhs L=

F/ TU NHAN XET BAN THAN, Y THU'C TRACH NHIEM VA CAU TIEN:

Anh chi vui 10ng nhan xét vé ban than ctia anh chi?

Nhiing wu thé cta anh chi so véi img vién khac? Pau 1a diém manh va yéu cua anh chi?
Nhiing diéu anh chi mudn ké cho chung t6i biét vé anh chi?

Ban bé danh gia anh chi nhu thé nao?

Du dinh cua anh chi trong tuong lai?

U'dc mudn 16n nhat trong nghé nghiép ctia anh chi 1a gi?

Piéu gi anh hudng 16n dén su tién bo nghé nghiép cia anh chi?

Theo anh chi nha quan tri can c6 nhitng phim chit gi?

Néu duoc nhan vao 1am trong doanh nghiép, anh chi c6 mong doi hic dé nghi gi véi
doanh nghiép?

A e o e

G/QUAN PIEM SO THiCH CHUNG:

Diéu gi 1am anh chi khé chiu nhét trong cudc song hién nay?

Nhirng thoi quen va s¢ thich cua anh chi 1a gi?

Néu anh chj tuyén nhén vién, anh chi thdy nhan vién phai c6 tiéu chuin gi?

Anh chj kich thich, dong vién nhan vién dudi quyén nhu thé nao?

Hay ké mot thét bai va cach anh chi vuot qua that bai do.

Diéu gi thuong lam anh chi phai ludng ly nhat?

Bai hoc kinh nghi¢p quy bau nhéit ma anh chi da hoc dugc?

Anh chi ¢6 nhan xét gi v tinh hinh kinh t, chinh tri, x3 hoi hién nay?

Anh chi c6 nhan xét gi vé nhan vat X trong mot cau chuyén vé thoi sy méi dit ra?

XN R W=

XIN CAM ON ANH CHI.
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic
S6: ... ., NEAY......thdng.....nam... ...
THU MOI
V/v tham dw phong van
) 4 7 e

Cong ty thong bao: Anh/Chj dat két qua tbt trong ky kiém tra kién thirc chuyén mén vira qua.
Chung t6i xin tran trong kinh méi Anh/Chi dén tham gia phong vén tai cong ty chung t6i voi

ndi dung nhu sau:

Rat mong Anh/Chi thu xép thoi gian tham gia. Truong hgp Anh/Chi khong thé thu xép dugc
thoi gian, xin vui long 1ién hé lai chung t6i theo s6 dién thoai/dia chi trén dé xac nhan lai.

Tran trong kinh chao!

TP.NHAN SU

* 2 . N " e DT: 0902251359 / Email: info@dichvucong.vn
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TRUNG TAM DICH VU
HANH CHIiNH CONG

So:......

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap — Tw do — Hanh phuc

e, NEAY ... ... thang......nam

D ) Vi tri phong VAN . ......oooeiiie e
Hotén:i oo Nam sinh:............... Qué quan:............covuenns
Cacyéutd | Nhitng nét dic trung thé | Tam quan trong tinh | Diém cua ting | Mirc d6
can danh gia | hién kha ning tng vién | bang diém (1-5) vién (1-5) dap tmg
1 2 3 4 5=3*4

1. Kién thirc
dao tao:

- Van hoa:

- Chuyén
mon:

- Ngoai
ngi:

- Vi tinh:

2. Ky nang:

- Tham
nién:

- Thanh
tich:

- Ky nang
giao tiép

- Ky nang
phan tich,
ra quyét

dinh

G, ‘/ DICH VU HANH CHiNH CONG VIET NAM

“m" Tu van djch vu céng cho doanh nghiép, t6 chirc, cd nhan
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3. Phim
chit cd
nhdn:

- Kha ning
161 kéo,
thuyét
phuc:

- Phong
cach
(hanh vi,
cu chi,
n6i nang):

- Linh hoat,
thdo vat

- Diém dam
chinh
chén:

- Cé tham
vong, ciu
tién:

- Co tinh
than trach
nhiém:

- Tu tin,
qua quyét:

- Ngoai
hinh,
trang

phuc:
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- Pic diém
ca nhan
khéac can
thiét cho

cong viéc

4. Kinh

nghiém

5. Hinh
thire va to

chit

Nhan thi viéc  [] Tra hd so[]
Thoi gian bat dau nhan viéc

Thot gian thu viée

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chi: P402, Tang 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tuw Liém, Ha Noi

G, ‘/ DICH VU HANH CHiNH CONG VIET NAM

“m" Tu van djch vu céng cho doanh nghiép, t6 chirc, cd nhan




Murc luong thir viée

Murc luong thod thuan sau thur viéce

TRUONG BP TRUONG PHONG NS GIAM POC
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tu do — Hanh phiic
So: ... o, NEAY......thdng......nam.......

THU MOI

Sau khi kiém tra kién thirc chuyén mén, ky niang, Cong ty thong bao: Anh/Chi di tring tuyén
VA0 VI T e ettt ———————————————————————————
Chung t6i xin tran trong moi Anh/Chi dén cong ty chung toi dé thao luan vé cong viée, gio

lam viéc, cac quy dinh cta cong ty, cac cong viéc lién quan...

Trudng hop anh/chi khong thé thu xép duoc thoi gian, xin vui 1ong lién hé lai chung toi theo
sb dién thoai/dia chi trén d€ x4c nhan lai.

Tran trong kinh chao!

TP.NHAN SU
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic

So: ... e, NEAY ... ... thang......nam... ...
TO TRINH
Viv: Bé sung nhan sy dot xudt

Kinh givi: GIAM POC CONG TY/PHONG NHAN SU

- Can ctr theo nhu cau thyc té phat sinh cong viéc;

- Cin cir theo Qui trinh tuyén dung cta cong ty, Phong/Ban/Pon vi:.................. dé nghi tuyén dung dot xuét cac vi tri sau:
Vi tri tuyé M0 ta tém tit cong viée Mire Pé xuit can by | T/gian
STT itrituyén | o t | (at cong vi¢ lwong ¢xuat can bo | 1/g1a Ly do bo sung
dung Tiéu chuan wng vién . PV chuyén mén | can NS
du kién
GIAM POC PHONG NHAN SU PHU TRACH NGUOI PE XUAT
(Duyét) (Xac nhan nhu cau) (Nguoi dé xuat) (Ky, ghi ro ho tén)
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HE THONG QUY TRINH TRONG DOANH NGHIEP

14. QUY TRINH XU LY
KI LUAT

0902251359 (%)
info@dichvucongvn (i)
https://dichvuhanhchinhcong.vn/

P402, Tang 4, Thap A, Keangnam, Pham Hung,
Mé Tri, Nam Tur Liém, Ha Noi



DICH VU HANH CHiNH CONG VIET NAM

Tu van dich vu cong cho doanh nghiép, té churc, cd nhan

QUY CHE KY LUAT

Ma tai lieu: HC-01

Ha Noi, 15/02/2023




DICH VU HANH CHIiNH CONG VIET NAM

rosm e QUY CHE KY LUAT  Trang:

Yens?

Turvéin dich vy cng cho doanh nghiép, t6 chic, ca nhay

S6 ma ky hiéu: NS-QD-01
Ngay c6 hiéu lyc:

Stra ddi:
LAn ban hanh:

1. PHAN PHOI

Phén phéi Thu nhén tai li¢u 18i thoi
STT Ngay phan phdi = B¢ pha . :
8y P P ©p . an Nguoi nhan Nguoi giao Nguoi nhan
nhén
2. PHAN THAY DPOI
Ngay sira doi = Vi tri Noi dung sira doi Lan sira Ghi chi
Nguwoi bién soan Nguoi soat xét Nguwoi phé duyét

Ho va tén

Chir ky

DICH VU HANH CHiNH CONG VIET NAM

Tu van djch vu céng cho doanh nghiép, t6 chirc, cd nhan
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I/ MUC PiCH, YEU CAU:

Xéc dinh céc bién phap ky luat trong cong ty.
Xéc dinh trinh ty cac budc xur Iy ky luat CNV trong cong ty.

1I/ PHAM VI:

Ap dung cho toan bd cac don vi trong cong ty.

111/ PINH NGHIA:

Khong co.

IV/ NOI DUNG:

1.

Céc hinh thire ky luat
Céong ty ¢ thé dp dung cdc hinh thire ky ludt sau doi véi nguoi lao dong:
Khién trach bang 101 noi; hodc bang vin ban;

Kéo dai thoi han nang luong khong qua 06 thang hodc chuyén sang 1am cong viéc khac c6 mirc
lwong thap hon trong thoi han ti da 06 thang hodc khéu trir tién lwong hodc cach chirc;

Sa thai.

Dbi voi cac hanh vi gdy thiét hai cho Cong ty tir 500.000 dong trd 1én, gay anh hudng dén uy tin

ctia Cong ty, gay anh hudng 16n dén hoat dong ctia Cong ty déu bi 4p dung mét trong cac hinh thirc
ky luat néi trén. Tuy nhién, viéc ap dung hinh thirc nao s& duoc cin cir trén ting truong hop cu thé.

Ngoai cac truong hop trén, nguoi lao dong s€ bi ap dung cac hinh thuc ky luat theo cac quy dinh

sau:

1.1. Khién trdach bang 101 néi

KHIEN TRACH BANG LOI NOI duoc ap dung khi nguoi lao dong c6 it nhdt mot trong céc

hanh vi sau:

Pi lam tré hodc vé sém hon thoi gian quy dinh ciia Cong ty ma khong dugc sy dong y cla
ngudi c6 tham quyén;

Khong nghi giai lao ding thoi gian quy dinh hodc nghi gidi lao dai hon thoi gian quy dinh ma
khong dugc sy dong ¥ ctia ngudi co tham quyén;

Nghi cho myc dich hdi hop khong theo yéu ciu ciia cong viée hodc tu ¥ kéo dai thoi gian hoi
hop;

Ngu trong gio lam viéc;
Ro1 vi tri [am vige trong gid lam viée ma khong c6 1y do chinh dang.

Khong thyc hién cong viéc theo diing quy trinh cua Cong ty nhung khong gay ra thi¢t hai tryc
tiép vé vat chat va khong 1am anh huong dén khach hang;

Khong gitr sach sé cho lam viéc cia minh;
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Khong giir gin hinh thirc ca nhan trong gio' 1am viée, khong mic dong phuc theo ding quy dinh
cua cong ty;

Sur dung, chiém dung thoi gian ctia Cong ty cho nhing cong viéc va muc dich riéng;

Khong tat tat ca cac cong tac dién va céac may moc, thiét bi hoat dong ba‘ing dién, may vi tinh,
méy in ... trong pham vi quan 1y ctia minh khi hét gio 1am viéc;

Khong thuong xuyén v¢ sinh may moc, thiét bi noi lam viéc ngay sau khi vao lam viéc va trudc
khi ra ve;

Hut thuoc ¢ khu vuc cam, an ¢ ngoai khu céng tin;
C6 hanh vi x1r sy khong dling myc tai noi lam viéc;

Khong thyc hién day da cac thu tuc can thiét khi mang tai san ctia Cong ty ra ngoai;

1.2. Khién trdach bdng vin ban;

KHIEN TRACH BANG VAN BAN dugc 4p dung khi ngudi lao dong thudc it nhat mot trong

cac truong hop sau:

Trong vong 01 thang, vi pham tir 03 hanh vi trd 1én hodc 03 lan try 1én d6i v6i mot hanh vi
duoc liét ké trong phan Khién trach bang 101 néi.

C6 y 1am cham cong viéc duoc giao hodc ngung viéc;
Nghi 6m, nghi viéc riéng, nghi thai san khong theo quy dinh cta Cong ty;

Vi pham thoi gian yéu cau théng bao trude khi xin nghi phép nim lam cho Cong ty bi dong
trong viéc diéu ngudi khac thay thé;

Khong tuan thu quy trinh cong nghé gay hu hong may moc, thiét bi.

Khong tuan tha cac quy dinh vé an toan lao dong va vé sinh lao dong;

Khéng thuc hién dung quy dinh vé phong chdy, chita chay.

Str dung céc dd vat hoac phuong tién danh riéng cho khéch;

Str dung, chiém dung tién bac, tai san cta Cong ty cho nhitng cong vi¢c va muc dich riéng;
Khong hoan thanh ké hoach da dit ra;

Cung cép hodc sur dung cac thong tin trong pham vi quan ly cua minh vao muc dich c4 nhéan;
Phan phat trai phép cac van ban in hodc viét tay ctia bén ngoai vao trong Cong ty;

Khong bao cdo day du sy mat mat, hu hai tai san ciia Cong ty di ¢d y hodc do xao lang cong
viéc

V6 y lam hu hong may méc, thiét bi gay thiét hai cho Cong ty;

Choi c& bac hodc ¢6 bt ky dang nao cua choi co bac;

Khong tuan thu cac van dé vé an ninh ctia Cong ty;

Che dau 18i ctia nhan vién cap dudi;

Lap sai bang danh gia hang thang;

\/ DICH VU HANH CHINH CONG VIET NAM

“m‘l Tu van djch vu céng cho doanh nghiép, t6 chirc, cd nhan

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chi: P402, Tang 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tur Liém, Ha N¢i



1.3. Kéo dai thoi han ndng lwong khéng qud 06 thang hodc chuyén sang lam cong viée khdc cé mike

liwong thap hon trong thoi han t6i da 06 thang hodc khdu triv tién lrong hodc cdch chire;

Kéo dai thoi han nang luong khong qua 06 thang hodc chuyén sang lam cong viéc khac co mirc

lwong thap hon trong thoi han t6i da 06 thang hodc khau trir tién luong hodc cach chic dugc ap
dung khi ngudi lao dong thudc it nhat mot trong cac trudng hop sau:

Nguoi lao dong da bi khién trach bang vin ban ma tai pham trong thoi han 03 thang ké tir thoi
diém bi khién trach;
Cong ty yéu cau lam thém gid theo diing quy dinh trong Quy ché nhung khong thyc hién;

Khong thyuc hién cong viée theo ding quy trinh ctia Cong ty va gay ra thiét hai truc tiép vé vat
chit hogc 1am anh huong dén khach hang;

Khong phéi hop cong viéc voi nhan vién/bd phan co lién quan;
Khong hoan thanh t6i 30% cong viéc dugc giao;
C6 thai 46 chéng ddi hoic khong tudn theo yéu ciu dung ddn cua cip trén;

Loi kéo, giup d& nhitng ngudi lao dong khac chdng dbi hoic khong tudn theo yéu cau dang din
clia cp trén;

Poi tién thudng, c6 hanh vi gian 14n tién tip hoic khong ndp vao quy tién tip;

Pe doa déng nghi¢p hoac cép trén. Khiéu khich, xui giuc danh nhau hodc danh nhau, cai nhau
tai noi lam viéc;

Phat biéu sai hodc c6 ac y vé nhan vién khac, vé Cong ty hodc dich vu ctia Cong ty;

Truy cap vao mang may tinh hoac may tinh luu trit thong tin ma khong dugc phép;

Thuc hi¢n cac thay ddi khong dugc phép vé nodi dung trén mang may tinh, bao gém viéc x0a
hoic thay ddi dir liéu;

Lam sai I¢ch cac ching tr, hd so hodc tai liéu cua Cong ty;

Tu tién st dung may moc, thiét bi lam viéc khi chua dugc huan luyén va chua dugc chung nhan
c6 di ndng lyc van hanh céc loai may moc, thiét bi do.

Mang nhitng chit d& chay, cht nd, vii khi tho so, vii khi bat hop phap vao Cong ty hodc cat trix,
sir dung cac loai ruou, bia, dugc pham bat hop phép trong khu vic Cong ty;

Dan, stra d61 hodc thao g& cac van ban trén ban thong bdo cho nhan vién ma khéng duoc su cho
phép ctia ngudi c6 tham quyen;

An cap, pha hoai tai san cta cong ty, cua khach hang, cia nhan vién khac;

Dé nghi nhan hoic ting bat ky vat gi dé dbi lai viéc dé bat, diéu kién lam viéc tot hon, thuong
cao hon;

Cao, stra, tay, x6a thé nhan vién hoac st dung thé ciia Nguoi lao dong khac;

Nguoi lao dong vi pham s& duoc tu dong phuc hdi tré lai vi tri cong tac cii/mic luvong cii néu

khong tai vi pham ky luat sau 6 thang ké tir ngay c6 quyét dinh thi hanh ky luat c¢6 hiéu luc. Truong
hop cong viée cii khong con hodc khong thé b tri cong viéc cii thi hai bén s& thoa thuin dé giai
quyét trén co so bao dam quyén loi vé mit phuc loi cho Nguoi lao dong theo hop dong lao dong da
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ky két. Néu nguoi lao dong da c6 nhitng tién bo tich cuc trong viée sira chita sai pham ciia minh sau
khi da chép hanh ky ludt dugc 3 thang vaco y kién dé nghi cua Truong bd phén, Ban Giam ddc thi
Giam Ddc 6 thé ra quyét dinh rat ngan thoi han ky luét.

Khi ¢6 quyét dinh vé viéc hity bo hodc giam bot thoi han thi hanh ky lut ctia bién phap ky luat

nay, Giam doc s& ban hanh mot quyét dinh bang vin ban va nhan vién Hanh chinh - Nhan sy sé& sap
xép cho nguoi lao dong duoc nhén tr¢ lai cong viée da dam trach trude khi bi ky luat hoac bo tri
mdt cong viéc nao khac twong duong phu hop véi nang luc cua Nguoi lao dong.

1.4. Sa thai.

SA THAI duoc ap dung khi ngudi lao dong thudc it nhat mot trong cac truong hop sau:

Nguoi lao dong bi xir 1y ky luat kéo dai thoi han nang luong, chuyén lam cong viéc khéc... ma
tai pham trong thoi gian chua x6a ky ludt hodc bi xtr 1y ky luat cach chirc ma tai pham,;

Co y gid mao céc loai giay to nhu ho so xin vi¢c, ho so ca nhan gay hdu qua nghiém trong;

Sao chép, 13y tai liéu, hodc nhitng thong tin bao mat, 1dy hang trong kho, sir dung, 13y thiét bi,
chia khéa Cong ty khong ndm trong pham vi quan 1y clia minh;

C6 hanh dong phé hoai, gdy ton that cho hoat dong kinh doanh ctia Cong ty;
Tiét 16 bi mat hoat dong ciia Cong ty;

Tiét 10 hoac str dung bat hop phap bat ctr thong tin mat vé san xuét, kinh doanh, tai chinh, nhan
su, bi quyét cong nghé hodc thong tin lién quan dén hoat dong kinh doanh trong thoi gian tai
chtre hodc thoi gian sau nay, ngoai trir nhitng trudng hop do yéu ciu cong viée cua Ngudi lao
dong do;

Truc tiép hodc gian tiép canh tranh véi Cong ty dudi bat ky hinh thirc ndo véi tu cach 1a nhan
vién, giam dbc, nha tu van, ngudi cho vay hodc 1a dai 1y cho bat ky ¢4 nhan hoic t6 chirc nao
hoat dong kinh doanh trong cling nganh, nghé véi Cong ty;

Lam thém ngoai gid ddi voi nhimg cong ty hodc nganh nghé c6 thé lam phuong hai hodc anh
huong dén quyén loi kinh té ciia Cong ty;

Nhan thu lao, hoa hé)ng, giam gia, qua cép, giai tri, tién tra nude, hodc wu dii, hodc khoan thanh
toan nao ma c6 thé khién cho Nguoi lao dong nay bi rang budc phai lam viée cho bét ky bén thir
ba nao dang 1am an hoic mong muén lam in véi Cong ty hodc yéu cau c6 mot nguodn loi riéng
trong cong vi¢c lam an;

Tac dong hodc gy anh huong dé Cong ty lam an voi bat ky mbi quan hé riéng nao cua Ngudi
lao dong d6 hodc voi bat ky doanh nghiép nao ma trong d6 Ngudi lao dong hodc ddi tac déu
dang tham gia;

Str dung khong hop phép hoic tiét 16 nhitng bi mat lién quan dén dit liéu tién luong, thong tin
tai chinh, chién luoc tiép thi, cac du an va kién nghi dang cho dugc giai quyét, hd so ca nhan va
bang lwong va céc trao ddi gitra nhitng ngudi co lién quan dén Cong ty ngay ca khi Nguoi lao
dong d6 khong nhan duoc bat ky loi ich nao tir viée tiét 16 nhimng thong tin do;

Nguoi lao dong tu ¥ bo viée 5 ngdy cong don trong mot thang hodc 20 ngdy cong don trong mot
nim ma khong c6 1y do chinh déang. Cac truong hop duoc coi 13 1y do chinh dang bao gdm: bi
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2.

thién tai, hoa hoan, ban than, than nhan bi dm c6 x4c nhan cua co s& y té duoc thanh 1ap hop
phap

Nguyén tic, trinh tu, thim quyén xir ly ky luit lao dong

2.1. Nguyén tic

Mbi hanh vi vi pham ky luét lao dong chi bi xir Iy bang mét hinh thirc ky luat. Khi mot N guoi
lao dong dong thoi co nhidu hanh vi vi pham ky luat lao dong, thi chi 4p dung hinh thirc ky luat
cao nhit twong tng voi hanh vi vi pham ning nhat.

Khi xem xét hinh thtrc ky luat d6i vi nguoi lao dong phai xem xét va ly y kién ciia nguoi lao
dong do.

Cong ty s& khong xur 1y ky luat lao dong dbi voi Nguoi lao dong trong khi mic bénh tim than
hodc mot bénh 1am mat kha ning nhén thirc hodc kha ning diéu khién hanh vi ciia minh (khi c6
xac nhan ciia Bénh vién/phong kham y té hop phap).

Thoi han xir Iy mot vu vi pham ky luat lao dong t6i da 13 3 thang ké tir ngay xay ra hodc phat
hién vi pham. Trong mét s6 truong hop dic biét (nhu vi pham lién quan dén tai chinh, tai san,
tiét 16 bi mat cong nghé, kinh doanh ctia Cong ty) do Giam ddc quyét dinh, thoi han nay c6 thé
kéo dai dén 6 thang.

2.2. Trinh tu:

Toan bd cac hanh vi vi pham ndi qui va qui dinh ctia Cong ty déu phai lap bién ban theo biéu
mau mi s6 : NS — 12 — BMO1. Nguoi 1ap bién ban c6 trach nhiém ghi day du rd rang ndi dung
vi pham, yéu ciu cac bén lién quan ky tén. Trong truong hop nguoi vi pham khong ky tén thi
ghi 10 1y do vao bién ban.

Bién ban vi pham duogc chuyén cho Truong Bo phan ctia nguoi vi pham cho y kién xir Iy. Nguoi
vi pham c¢6 trach nhiém viét ban tu kiém cé4 nhén theo biéu mau: NS — 12 — BMO02 va chuyén
ban tu kiém ca nhan cho Truong bd phan.

Truong hop mtrc d¢ vi pham chi & khién trach miéng, Truong bd phan nhéc nho nguoi vi pham,
déng thoi gido duc CNV truc thude dé tranh sai 1am 1ap lai. Sau do chuyén bién ban vi pham va
bién ban ty kiém c4 nhan cho Phong Nhan sy luu.

Truong hop xét thdy mirc vi pham trén muc khién trach miéng, Truéng bo phan triéu tap cudc
hop xem xét ky luat. Thanh phan cudc hop gom Trudng bd phan, nguoi vi pham, ngudi lam
chimg. ... Trén co so phan tich hanh vi, nguyén nhan gbc ciia sai pham, thiét hai xay ra. Cudc
hop nghe ¥ kién ctia ngudi lam ching, ngudi vi pham, sau d6 téng két xem xét mirc do vi pham,
1ap bién ban cudc hop theo biéu mau: NS — 12 — BMO03.

Truéng bd phan chuyén bién ban vi pham, ban ty kiém diém c4 nhan, bién ban hop xem xét ky
ludt cho Truong phong Nhan su, Truong phong Nhan sy cé trach nhiém xét xét toan bd noi
dung sy viéc, 13y ¥ kién ctia nguoi vi pham, nguoi 1am ching. Trén co sé d6 dé xuat hinh thirc
xir Iy vi pham trinh Giam déc cong ty xem xét va ra quyét dinh xt 1y.

Truong hop xét thdy hanh vi vi pham ¢ murc sa thai thi Truong phong Nhan sy triéu taip cudc
hop xem xét ky luat cta cong ty. Thanh phan tham dy cudc hop gom: Gidam déc cong ty,
Truéng phong Nhan sy, Trudng bo phén, nguoi vi pham, nguoi lam chimg, nhan vién nhan su
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(thu ky cudc hop).... Trén co s phan tich hanh vi, nguyén nhan gbc cta sai pham, thiét hai xay
ra. Cudc hop nghe y kién ciia ngudi 1am ching, ngudi vi pham, sau d6 tong két xem xét muc
d6 vi pham, 1ap bién ban cudc hop theo biéu mau: NS — 12 — BM03. Bién ban cudc hop 1a co s&
dé Phong Nhén sy 1ap quyét dinh trinh Gidam ddc ky theo miu: NS — 12 — BM04

- Trudéng phong Nhan sy cung Trudng bd phan cd trach nhiém nghién ctru, phan tich nguyén
nhan gdc ctia hanh vi vi pham nham dwa ra hanh dong phong ngira cho nhiing 1an sau.

- Phong Nhan sy c6 trach nhiém chuyén quyét dinh xtr Iy dén nguoi vi pham khong qué hai ngay
ké tir ngay ra quyét dinh.

- Phong nhan su chiu trach nhiém theo ddi k¥ luat theo mau: NS — 12 — BMO0S

2.3. Tham quyén xvr 1y ky ludt lao déng
Truwong hop Nguwoi xir ly ky luat
= Khién trach bang 10i n6i Nguoi quan 1y tryc tiép ciia Nguoi lao dong
Ngudi quan 1y truc tiép ciia Ngudi lao dong / Nhan
= Khién trich bang vin ban vién Nhan su

= Kéo dai thoi han nang lvong khong qua
06 thang hoic chuyén sang lam cong viéc
khac c6 mirc lvong thap hon trong thoi han
t6i da 06 thang hodc khau trir tién lwong
hoac cach chirc

= Sathai Gidm doc

Giam doc - Giam doc cé thé uy quyén cho Tro ly
Giam doc hoac nhan vién Nhan su

3. Cac bién phap ap dung kém theo

Ngoai cac hinh thue ky luat néi trén, nguoi lao dong co thé bi tam dinh chi cong tac hodc phai boi
thuong thi¢t hai theo cac quy dinh sau:

3.1. Tam dinh chi cong tdac

Dbi v6i nhitng vi pham c6 tinh chat phirc tap, néu xét thdy dé Nguoi lao dong tiép tuc lam viée s&
gdy kho khin cho viéc xac minh, Giam ddc c6 quyén tam dinh chi cong tac ciia Nguoi lao dong.
Thot han tam dinh chi cong viée tdi da dén 15 ngay, trong truong hgp dac biét thi duge kéo dai dén
3 thang

3.2. Boi thwong thiét hai
3.2.1. Pham vi va mirc do trach nhiém khi xay ra thiét hai vat chat

(a) Nguoi lao dong lam hu hong dung cu, thiét bi hodc c¢6 hanh vi khac gay thiét hai cho tai san cta
Cong ty thi phai bdi thuong vé nhing thiét hai ma minh di gy ra.

(b) Nguoi lao dong lam mét dung cu, thiét bi hodc cac tai san khac do Cong ty giao hoac tiéu hao
vat tu/nguyén lidu quéa dinh muc cho phép thi tuy trudng hop phai bdi thudng thiét hai mot phan
hoic toan bo theo thoi gia thi truong trir truong hop bét kha khang theo quy dinh ctia phap luat thi
khong phai boi thuong.
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(c) Néu gy thiét hai khong nghiém trong (c6 mirc thiét hai dudi 5 triéu dong) do so sut thi phai
boi thuong thiét hai t6i da 1a 3 thang lwong va bi khau trir dan vao luong téi da dén 30% tién luong
hang thang. Trong truong hop gay thiét hai nghiém trong din dén viéc sa thai thi Nguoi lao dong
phai bdi thuong ngay khoan thiét hai. Khoan boi thudng thiét hai s& duge trir vao khoan trg cap thoi
viéc hodc bat ky khoan nao khac ma Cong ty chua thanh toan hét cho Ngudi lao dong. Néu van
khong thanh toan hét khoan boi thuong thiét hai thi Nguoi lao dong phai c6 nghia vu tra hét sb con
lai ngay khi chinh thure ro1 Cong ty.

(d) Khong ai trong Cong ty dugc quyén mién trir trach nhiém ddi véi trudng hop giy thiét hai vat
chat dbi voi tai san Cong ty trir trudng hop co quyét dinh khac cua Giam déc.

3.2.2. Thii tuc, phirong phdp, tham quyén danh gic mirc do thiét hai vt chat

Thu tuc

- Khi c6 thiét hai vat chét xay ra, nguoi gay ra thi€t hai hodc nguodi phat hién phai cé nghia vu
thong bao ngay cho Trudng bd phan biét.

- Trudng bod phan sau khi danh gia tinh hinh s& dong thoi thong bao cho nhan vién hanh chinh —
nhan su biét va gilr nguyén hién trang dé 1ap bién ban vé viéc

- Nguoi lao dong gay ra thiét hai vat chat voi chit ky cua ngudi gay ra thiét hai va/hoic ngudi
phat hién ra thiét hai vat chét do.

- Trong thoi gian chd nhan vién hanh chinh — nhan sy ¢6 ¥ kién, Ngudi lao dong gay thiét hai va
nhirng ngudi ¢ trach nhiém phai khic phuc thiét hai dé bao dam cong viéc kinh doanh cua
Cong ty khong bi anh hudng.

Phwong phap

Viéc xem xét, quyét dinh boi thudng thiét hai s& can ctr vao 16i va murc d6 thiét hai thuc té.

Thim quyén danh gia

- Chi c6 Giam dbc méi c6 tham quyén sau cing trong viéc danh gia mirc do thiét hai vat chat ma
Nguoi lao dong di gy ra. Trong truong hop Nguoi lao dong khong nhat tri véi viée danh gia
ctia Giam ddc thi mac do boi thuong sé& duoc danh gia nhu sau:

-  Muc do boi thuong thiét hai s& dugc danh gia dua trén gia tri ban dau theo céc chung tr mua
vao cua tai san bi thiét hai trir di gia tri da duoc khéu hao theo quy dinh cua Nha nudc cho téi
thoi diém xdy ra thiét hai. Néu sau thoi gian khau hao gia tri tai san con lai bang 0 thi mirc do
boi thudng s& duoc danh gid dua trén gia thi trudng clia tai san vao thoi diém xay ra thiét hai.

V/ BIEU MAU KEM THEO:

1. Bién ban vi pham ma sb: NS — 12 — BMO1
2. Ban ty kiém c4 nhan mi s6: NS — 12 — BM02
3. Bién ban hop xem xét ky luat ma s6: NS — 12 — BM03
4. Quyét dinh ky luat mi s6: NS — 12 — BM04
5. Sb theo ddi ky luat ma s6: NS — 12 — BM05
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic
S: ... o, NEAY......thdng......nam.......
BIEN BAN VI PHAM
Hom nay vao luc ............ [0 (o S phut, ngay.........thang......... NaAM......oovvvneennnn,

Chuing toi gdom:

1. Hoténngudi 1ap bi€n ban:. ... ... e

Bién ban dugc 1ap va doc lai cho moi nguoi déu nghe.

PHU TRACH BP NGUOI VI PHAM NGUOI LAM CHUNG NGUOI LAP BB
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHINH CONG Péoc lap — Tu do — Hanh phiic

Nay t6i tur kiém ban than voi nhiing sy viée xay ra nhu sau:
Trinh bay su viéc xdy ra:

Ghi chii: C6 ba hinh thire ky luat chinh NGUOI VIET KIEM PIEM
- Khién trach bang van ban;
- Chuyén lam céng tac khéc cé mikc leong thap
hon khong qud sau thang;
- Sa thai.
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic
S: ... o, NEAY......thdng......nam.......

BIEN BAN HOP
XEM XET XU LY KY LUAT

TN B0 PRaN: .o e
Tién hanh hop kiém diém va dé nghi hinh thtc ky luat Anh/Chi:

Thoi gian hop:............. [oa (o T NEAY....ooviveeannnnn. thang................ nam

L 410 0 0110 o 410 ) o R
Thanh Phan tham AU ...,
Hoi nghi nhét tri bau thu k¥ ghi bién ban 1a Anh/Chit.............iiiiii i,

Noi dung cudc hop bao gom:

1 — Chu tri cudc hop doc bién ban sy viéc va tom ttalt nndi dung sy viéc xay ra.

2 — Nguoi sai pham ty doc bién ban tu kiém c4 nhan.

3 — Y kién dong gbp cua thanh vién trong cudc hop:

Chu tri cudc hop tom tit y kién phat biéu ctia cac thanh vién cudc hop va biéu quyét dé nghi hinh thic ky
luat d6i v6i ngudi sai pham.:

CHU TRI CUQC HOQP THU KY GHI BIEN BAN
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Péoc 1ap — Tu do — Hanh phiic
So: ... e, NEAY ... ... thang......nam... ...
QUYET DINH
(Ve viéc xur Iy ky lugt)
GIAM bOC
CONG TY LUAT LEGALAM
- Can cir quyét dinh s6 .......... v/v bé nhiém gidm déc diéu hanh, ngay... ... ... ;
- Cdn cik ban chike ndng nhiém vu va quyén han cia giam doc diéu hanh so..... ...
- Cdn cik quy ché ky ludt ciia cong ty.
- Xét d@é nghi ciia Truéng phong NS;
QUYET PINH:
PIEU 1.Thi hanh ky luat (hi hinh thuc ky luat)
L0 Yo 2 7 PSSR PPSPPR
R T8 08T 2SR
QUE QUAN......eeeiiiiiieeiieeeeee e 1300 0 |- USSR
Don Vi CONG tAC NICN NAY ...cc.iiiiiii et et e ettt e e e s e e st e e sneeeneeenneeenns
Nghé nghiép.......coveeveeeeeeeeeeeen. DAC THONEZ. ..ot
IMIUEC [UEOMIE ..ottt e et e e e tb e e e e eab e e e e eabaee e aabeeesasseeeensaeeesnsseeeenssaeeeansaeeeasnseens
Pham CAC KNUYEt GIEIM..........vveieeeeieeeeeeeeeeee et
PIEU 2. Quyét dinh nay thi hanh ké tir ngay............. thang....... nam......... phd bién dén
PIEU 3. Cac Ong Chanh Vin phong (Truéng phong Nhan sy ) , truong phong t6 chire, thi tru’ong
AON Vieiiiiiiiieeieeeeee e vaong (ba).....cccceeeveveeeeeninnen, c6 trach nhiém thi hanh quyét
dinh nay.
GIAM POC
5 . . . e DT: 0902251359 / Email: info@dichvucong.vn
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic

S: ... o, NEAY......thdng......nam.......

SO THEO DOI KY LUAT

Hinh thire Ca nhan Thoi gian

Xt 1Y lién quan | thir thach Theo doi

Stt S6 quyét dinh Ngay
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Tu van dich vu cong cho doanh nghiép, té chirc, ca nhan

HE THONG QUY TRINH TRONG DOANH NGHIEP

15. QUY TRINH XU LY
KHIEU NAI, T0 CAO

0902251359 (%)
info@dichvucongvn (i)
https://dichvuhanhchinhcong.vn/

P402, Tang 4, Thap A, Keangnam, Pham Hung,
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QUY TRINH XU LY
KHIEU NAIL TO CAO

Ma tai liéu: HS - 20




\,ﬁ‘y DICH VU HANH CHINH CONG VIET NAM

Semg? U van dich vy cong cho doanh nghiép, t6 chiic, c nhan

S6 ma ky hiéu: NS-QD-01

QUY TRINH XU LY  Neiycohiéu lyc:

Trang:

KHIEU NAIL TO CAO s déi

LAn ban hanh:

1. PHAN PHOI

Phén phéi Thu nhén tai li¢u 18i thoi
STT Ngay phan phdi = B¢ pha - :
8y P P ©p . an Nguoi nhan Nguoi giao Nguoi nhan
nhén
2. PHAN THAY DPOI
Ngay sira doi = Vi tri Noi dung sira doi Lan sira Ghi chi
Nguwoi bién soan Nguoi soat xét Nguwoi phé duyét

Ho va tén

Chir ky
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I/ MUC PiCH, YEU CAU:

Xac dinh cach thirc xir 1y cac khiéu nai cia CNV cong ty.

I/ PINH NGHIA:

Nguoi khién nai, to cdo goi chung la nguoi khiéu nai

111/ PHAM VI:

Ap dung cho toan bd cac don vi trong cong ty.

IV/ NOI DUNG:

1.

Thim quyén

Pon vi nao ra quyét dinh thi don vi d6 chiu trach nhiém giai quyét khiéu nai ctia nhan vién dau
tién.

Truong hop ngudi cé trach nhiém khong giai quyét thi giri khiéu nai 1én cap tiép theo. Tham
quyén giai quyét cap cao nhat d6i v6i cac khdi chuyén mon 13 giam ddc cia bo phan do.

Néu cap giam ddc chuyén moén cac bo phan khong giai quyét thi giri phiéu khiéu nai dén phong
nhan su.

Giam ddc cong ty 12 nguoi co tham quyén cudi ciing trong viée giai quyét khiéu nai cta cong ty.
Déi véi truong hop ngudi td cio thi td cao thém 1 bac so voi khiéu nai, cu thé 14 1én cap quan 1y
gian tiép, TP. nhan su, TP. diéu hanh, Giam ddc, ban kiém soat. ..

Trinh tu gidi quyét khiéu nai.

a. Viét don:

Nguoi mudn khiéu nai phai giri don dé nghi theo mau: NS — 20 — BMO1 cho cép c6 thim quyén
phé duyét.

b. Nhan don.

Nguoi nhan don phai xem xét noi dung don, néu khong diing tham quyén giai quyét thi giai
thich va huéng dan cho ngudi khiéu nai biét.

Néu diang tham quyén thi kiém tra cac loai tai liéu, hd so kém theo, néu dang theo quy dinh thi
viét gidy bién nhan ho so theo mau: NS — 20 — BM02.

Sau khi tiép nguoi khiéu nai xong, ngudi tiép nhan phai ghi day di noi dung vao so theo doi
khiéu nai theo mau: NS — 20 — BMO03.

c. Trd loi thoi gian gidi quyét

Sau’ khi xem xét toan bd ndi dung, ngudi nhan don phai tra 101 thoi gian giai quyét cho ngudi
khiéu nai biet

Truong hop bo phan d6 tu giai quyét duoc thi thoi gian tra 16i khong qua 5 ngay.

Truong hop bo phan d6 khong thé tu giai quyét duoc thi thoi gian tra 101 khong qua 10 ngay.
d. Xir Iy khiéu nai
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- Ngudi c6 tham quyén xir 1y khiéu nai phai c6 trach nhiém giai quyét theo thoi han giai quyét
trén day.

- Trong truong hop can phai c6 hoi dong dé giai quyét khiéu nai thi phai 1ap bién ban cudc hop
hoi dong theo mau: NS — 20 — BM04.

e. Ra quyét dinh xit Iy

- Viéc xtr 1y khiéu nai c6 thé théng qua thong tin tryc tiép, thong tin bang van ban hodc ra quyét
dinh xtr ly.

- Trudng hop ra quyét dinh xir 1y thi thyc hién theo mau: NS — 20 — BMO05
£ Khiéu nai vuot cdp.

- Khi nhéan dugc khiéu nai vugt cap thi nguoi nhan dugc khiéu nai phai giai thich cho nguoi
khiéu nai dung cac thu tuc, quy trinh trén day.

- Néu sau thoi han giai quyét ma nguoi c6 tham quyén khong giai quyét hodc ngudi khiéu nai
khong dong ¥ v6i cach giai quyét thi ¢ thé khiéu nai 1én cap tiép theo.

V/ BIEU MAU KEM THEO

1. Pon dé nghi mi s6: NS — 20 — BMO1

2. Giay bién nhan h6 so khiéu nai, té cdo  mai s6: NS — 20 — BM02

3. S6 theo ddi xur 1y khiéu nai, t6 céo mi s: NS — 20 — BM03

4. Bién ban hop xir Iy khiéu nai, t6 cdo mi s6: NS — 20 — BM04

5. Quyét dinh xur 1y khiéu nai mi s6: NS — 20 — BMO05
o6 L &
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic
S: ... o, NEAY......thdng......nam.......
GIAY DE NGHI
V/v khiéu nai, t6 cdo...........
NGUOT A8 NIt Bo phan:........ccccoe.... MSNVi e,
S6 CMND: ..o, do cong an tinh..................... CAP, NEAY ..o,

......................................................................................................................
............................................................................................................
...................................................................................
............................................................................................................................................
............................................................................................................................................

............................................................................................................................................

............................................................................................................................................

NGUOI PE NGHI
(Ky, ghi 16 ho tén)
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic
S: ... , ngay......thang.....nam... ...
GIAY BIEN NHAN
CAC TAI LIEU NGUOI KHIEU NAI - TO CAO CUNG CAP
T e e (tén dia diém tiép nhan).
Da nhan cla ONE DAz...cceviiiiiiecieeee e e e e e
Dia chi thuONG trl.....eiiiiece e e
Céc tai ligu sau day
1- Don khiéu nai d& ngay.........ccoeeveeeeeeeeeeeeeeees CO SO trang..........ovvevveveennn. .
2- Quyét dinh bi khiéu nai sé............. NZAY..coveevreeerrreeaanns c6 sb trang
3= TaE LU KNAC SOM .o

Gidy bién nhan dugc lap thanh 2 ban, mdi bén giit 1 ban.

NGUOI GIAO Ngudi nhan
(Ky, ghi ré ho tén) (Ky, ghi 16 ho tén)
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic
S6: ... ey NEAY......thdng......nam... ...
SO THEO DOI KHIEU NAI
STT | HQ TENNGUOIKHIEU | NGAYTHU | NOIDUNG VU | CACH GIAI NGAY THEO DOI
NAI LY VIEC QUYET
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Péoc 1ap — Tu do — Hanh phiic
So: ... e, NEAY ... ... thang......nam... ...

V0. e
Hom nay, vao hoi............... gio, ngay................. thang.......... nam
ALt e e e e e e e e e e e e —————————taaaeteeter e —————
CRUNE TOT GO et e et ee s eeeeean
1, 0N (DA):ueiiiiiieeiiieeiieeiee e ChUc VU..cveeeiieeeieeee e
2,0Ng (DA):uuiiiiiiieeeeiie e ChUcC VU....vveieciieeeeeeeee e
D& XAC TN VU VIBC Tureveeeeeeeeeeeeee e s s s s e e s s s s et eseesseseeeeeee e,

1, ONg (DA):uiiiiiiiiieeieeeecee e ChUc VU...c.oveeeiieeiieeieeeeeeee e .

2,0Ng (DA):uuiiiiiiiieeeiie e ChUrc VU....eeeieieiieeeeeeeee .

Noi dung budi lam viéc.

Ngudi chu tri tom tat nd1 dung khiéu nai/td cdo va viéc xdc minh:...........ccceeueeee.

Sau khi nghe ndi dung, cac bén trinh bay nhur sau:..........cccceveeiiiiiiieeieeiieen.

Buoi lam viée két thic hoi ......... gio, ngay........ thang............. nam , da doc lai, moi nguoi

cung nghe théng nhat ky tén.

NGUOI PUQC MOI NGUOI CHU TRi NGUOI LAP BIEN BAN
(ky, ghi ré ho tén) (ky, ghi ré ho tén) (ky, ghi ré ho tén)
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic
S: ... o, NEAY......thdng......nam.......
QUYET PINH

(Vé viéc xu Iy khiéu nai, t6 cdo)

GIAM POC CONG TY LUAT LEGALAM

- Can cw quyét dinh so ... ... .... v/v bo nhiém giam doc diéu hanh, ngay... ... ... .... ;
- Can cu ban churc nang nhiém vu va quyén han cua giam doc diéu hanh so... ... .....

- Can cw quy trinh xu ly khiéu nai, to cao cua cong ty.

- Xét dé nghi ciia Truéng phong NS;

QUYET PINH:
Piéu 1. Noi dung xir Iy
Piéu 2. Quyét dinh nay thi hanh ké tir ngdy .....thang.....NAM..........cc.co......... pho bién dén.............

Piéu 3. Cac Ong Chanh Vin phong (Truéng phong Hanh chinh ) , truéng phong to chirc, thu
treong don Vie..o.ceeeveeeeenieeenieeenne. va ong (ba).....ccocevveevreeeeieees c6 trach nhiém thi hanh quyét
dinh nay.

GIAM POC
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