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1. Muc dich va pham vi ap dung
1.1. Myc dich: Xay dung, thyc hién va duy tri quy trinh nay nhiam muc dich gitp
cho viéc quy hoach, bd nhiém nhén sy dam bao tinh chu dong, khach quan, dung
nguoi va ding vi tri can thiét.
2. Pham vi dap dung: Quy trinh nay ap dung khi quy hoach can b trong cac bo
phan va lanh daoTruong Cao dang CN Cao su.
2. Pinh nghia va tir viét tit
2.1. Dinh nghia: Khong c6 dinh nghia
2.2. Tir viét tat:
= PTCHC: Phong T6 chtrc Hanh chinh
= BT: Bi thu
= BCH: Ban chip hanh
= BTV: Ban thuong vu dang uy
= HT: Hiéu truong
= CNCSVN: Cong nghi¢p Cao su Viét Nam
= BM: Biéu mau
= QT: Quy trinh
3. Lwu db (xem trang 3)
4. Pac ta quy trinh (Xem trang 4-6)
5. Biéu mau (xem trang 7)

STT Tén biéu miu/ hwéng din M4 hoa
1 | K¢ hoach quy hoach BM-QT.09-TCHC-01
2 | Bién ban hop BM-QT.09-TCHC-02
3 | Danh sach quy hoach BM-QT.09-TCHC-03
4 | Quyét dinh Quy hoach can bd BM-QT.09-TCHC-04
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4. Mo ta:

n B¢ phan/
Bo < A o s
STT Tén budc Noi dung phan/nguoi ngwol Ho so'lién Ha;: \h(}:an Biéu miu
thue hien phoi h.({p quan than
: : thuc hién
1 | Xac dinh yéu cau | Can cu quy dinh cua cap trén: xac dinh | PTCHC
co ciu, sb lugng, tiéu chuan, diéu kién,
dbi twong, d6 tudi, ty 18 theo quy dinh.
2 |Xay dung ké| . o BGH, BTV, |PTCHC | Danh sach Pau nhiém BM-QT.09-
hoach Xay dung ké hoach quy hoach can bo ra soat ky TCHC-01
3 | Phé duyét Phé duyét ké hoach BGH _IT_YCI:OI_rIIg
4 |Ban hanh ké ’ o BGH Phong | Danh sach
hoach, trién khai | Ban hanh ké hoach vé trién khai cong TCHC | rasoat BM-QT.09-
cbng tac quy | tac quy hoach can bo TCHC-01
hoach
5 | Hoi nghi tap thé | -Xem xét ké hoach trién khai cong tac | BCH dang Phong Ké hoach, | DAu nhiém
lanh dao don vi | quy hoach, phuong an ngudn nhan su | yy, BGH TCHC |danhsach |ky BM-QT.09-TCHC-
(lan 1) trude khi lay y kién tai hdi nghi ngudn nhan 02;
-Tép thé lanh dao don vi (BGH, BCH) Su BM-QT.09-TCHC-
hop thao luan, phén tich thong qua ké ' 03
hoach, danh s&ch
6 | Hoi nghi cin bd | - Gi6i thigu danh sach nhan sy dy kién | BCH dang | Phong | Danhsich | Dau nhiém BM-QT.09-TCHC-
chi chot don vi dua vao nguon quy hoach, bo phleu kin | 4y, BGH, TCHC ngu@)n nhan | ky '02
gidi thiéu quy hoach (sé phleu cong bo Trudéng pho su dy kién BM-QT.09-TCHC-
tai hoi nghl két qua bo phleu khong | cac don vi, quy hoach '03
cong bo) CT, PCT




B¢ phan/

Bo e A ‘A X
STT Tén budc Noi dung phan/nguoi ngwr 01 | Ho so lien Han\hoan Biéu miu
thuwe hién phoi hg’p guan thanh
: : thwe hién
- Nhan sy duoc lga chon dua vao gidi | cong doan,
thiéu & budc sau phai dat 30% tro lén so | BT, PBT
v6i tong sd nguoi co mit doan TN
7 | Hoi nghi tap thé | - Lﬁiy phiéu kin vé danh sach nhén su du | BCH déang Phong Danh sach | DAu nhiém
lanh dao don vi | kién dua vao quy hoach. Hoi nghi tién | yy, BGH, TCHC | ngudnnhan | ky
(mé6 rong) hanh khi c6 2/3 s6 nguoi triéu tap co | Trugng cac su du kién
mat. Cac thanh vién bo phi€u kin gidi | don vi, Bi quy hoach BM-QT.09-TCHC-
thi¢u quy hoach (so phiéu cong bo tai | thy doan, 02
hoi nghi, két qua bé phiéu khéng cong | cha tich BM-QT.09-TCHC-
bo) Cong doan 03
- Nhan sy dugc lga chon dua vao gidi
thiéu ¢ budc sau phai dat 50% tro 1€n so
v4i tong sd nguoi co mit
8 | Hoi nghi tip thé | -Tap thé lanh dao don vi ra soat, tong | BCH  PU,| PTCHC |Biénban, | Piu nhiém
linh dao (1An 2) | hop, thao luén va biéu qyyét gidi thiéu | BGH danh sach ky '
nhan sy bang phi€u kin dé dua vao danh can bd quy
sach dé nghi phé duyét quy hoach hoach

- Mdi chirc danh quy hoach khong qua 3
nguoi, 1 nguoi quy hoach khong qua 3
chuc danh va khong quy hoach 1 nguoi
cho 1 chtic danh

- Nhén sy dugc lya chon phai dat trén
50% trd 1én so véi tong s6 ngudi c6 mat,
truong hop 2 ngudi bang nhau thi do
ngudi dimg dau xem xét quyét dinh

BM-QT.09-TCHC-
02

BM-QT.09-TCHC-
03




B¢ phan/

Bo nguoi | HOsolién | Han hoan
STT Tén budc Noi dung phan/nguoi S Cs Bi€éu mau
oA phoi hop guan thanh
thuc hién A
: : thwe hién
9 | Phé duyét quy PTCHC | Quyét dinh | DAu nhiém
hoach - i &t di & 5 A :
4 Pl:CHC trinh HT ra quyet dinh Phe phé duy¢t ky BM-QT.09-TCHC-
duyét quy hoach cac chic danh trudong HT quy hoach, 04
quan ly danh sach
quy hoach
10 | Luu trir ho so . O
- PTCHC luu try h so PTCHC Ho so quy

hoach




TAPDOAN CONG NGHIEP CAOSU VN CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG CAO PANG CN CAO SU Péc 1ap - Tu do - Hanh phiic
SO e /KH-CDBCS Binh Phuoc, ngay  thang  nam 20
KE HOACH

Trién khai cong tac quy hoach can bd, nhi¢m ky ..;
ra soat, bo sung quy hoach can bg, nhiém Ky ..

Thuc hién Cong vin sé ./HDQTCSVN-TCNS ngay .. Hoi dong quén tri Tap doan
Cong nghiép Cao su Viét nam vé cong tac quy hoach can b, Ban Thudng vu Dang uy
Truong Cao dang CN Cao su thong nhit xay dung Ké hoach trién khai céng tac quy hoach
can bo, cu thé nhu sau:

I. MUC PiCH, YEU CAU

II. NOI DUNG

II1. QUY TRINH VA THOI GIAN THU'C HIEN
IV. TO CHUC THUC HIEN

Noi nhén : HIEU TRUONG



TAP POAN CONG NGHIEP CAO SU VN
TRUONG CAO DANG CN CAO SU
***
TRiICH BIEN BAN HOP ...
Vé viéc ra soat, bo sung quy hoach cac chirc danh quan ly
giai doan .. va quy hoach chirc danh quan ly giai doan ..
( Buoc .. ra sodt .., budc .. quy hoach ..)

- Thoi gian: ..h.. gio 00 phut, ngay ...
- Pia diém: Phong Al.

- Thanh phan: ..
- Chu toa: b/c .. Bi thu dang uy, Hi¢u trudong
- Thu ky: B/c ... TP T6 chitc Hanh chinh

NOI DUNG:

Pong chi .. bi thu dang uy — Hi€u truong thong bao két qua két qua bo phiéu tai cudc
hop cén bd chil chét vé ra soat bo sung quy hoach can bo giai doan .. va giai doan ..

Hoi nghi tién hanh bo phiéu biéu quyét két qua nhu sau:

I Ra sodt, bé sung quy hoach cdn by dién Tip doan qudn ly giai doan ...

1. Két qua bé phiéu nhw sau: S6 phiéu dong y Ia

Hoi nghi théng nhat ../.. = 100% Giit nguyén nhu quy hoach da duoc Tap doan phé
duyét

2. Chirc danh .. +0ng .. -

1. Phong ..

* Biéu quyét, thong nhat: ...

II. Két luan: ..

Chu tga Thu ky



TAP BOAN CONG NGHIEP CAO SU VIET NAM
TRUONG CAO PANG CN CAO SU

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

DANH SACH QUY HOACH CAC CHUC DANH QUAN LY
TRUONG CAO PANG CONG NGHIEP CAO SU - GIAI POAN ..

(Kém theo Quyét dinh sé /OP-CDBCS, ngay thang nam 20
cua Ddang uy Truong Cao dang CN Cao su)
A oA nam | Chirc danh Chire Qué Ngay vao Trinh d9 Tr,mhAdQ Y lflen o
St Ho va tén sinh hién tai danh uan Pin chuy&n mén Iy lugn tap the
o quy hoach g g y chinh tri lanh dao
I. Phong ...

* Truwéng phong

1




DANG BO UY BAN NHAN DAN PHUONG PANG CONG SAN VIET NAM
PANG UY TRUONG CP CN CAO SU

SO e, -Qb/PU Binh Phuéc, ngdy — thing  ndm 20..

QUYET PINH
Ve viéc ra soat, bo sung quy hoach cac chirc danh can bo quan ly
giai doan .. va giai doan ..

Bi THU PANG UY TRUONG CAO PANG CN CAO SU
- -Canci Piéu 1é Pang Cong san Viét Nam va cdc quy dinh, huéng dan thi hanh
Diéu lé Dang;
- Quy dinh sé6 66-OB/PU ciia Ban Thuong vu Pdng iy nha truong quy dinh vé
“Quan ly can b cua Truong CDCN Cao su (nay la truong Cao dang CN Cao su)"';

- Can cir Ké hoach s6 ..-KH/PU, ngady .. thdng .. nam 20.. ciia BTV Pang iy vé
viéc ra soat quy hoach cdc chirc danh cua cdc chi bo triec thugc, don vi chuyén mon truc
thugc, cac doan thé va cua Ban chdp hanh dang uy nhiém ky .., nhiém ky ..;

- Can cik két qua cdc cudce hop thwc hién quy trinh ra sodt, bé sung quy hoach
can bo giai doan .. va giai doan ..,

- Theo dé nghi ciia Thuong triwc Ddng 1.

QUYET PINH
Piéu 1. Phé duyét ...
Diéu 2. ...
Diéu 3. ..../.
TM. BAN THUONG VU
Noi nhan: Bi thw
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