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TONG LIEN DoAN LAO DQNG

VItTNAM
CQNGHOA xA HQI can NGHiA VJtT NAM .

DQc l~p - Tt}'do - H~nh phuc

Ha N('>i,ngay 07 thang 02 ndm 2017

Can ctr KS hoach s6 521KH-TLDngay 28/11/2016 cua T6ng Lien doan
Lao dong Vi~t Nam vS t6 chirc dai hQi cong doan cac cAptiSn toi Dai hQiXII
Cong doan Vi~t Nam, nhiem ky 2018 - 2023 va Huang dftn s6 26-HDIBTCTW
ngay 18/8/2014 cua Ban T6 chirc Trung uong vS cong tac nhan su cApuy tai dai
hQiDang bQ cac cAptiSn toi dai hQi dai bieu toan quoc Ifin tlur XII cua Dang;
Doan Chu tich Tong Lien doan Lao dQngViet Nam huang dfincong tac nhan sir
Ban chap hanh tai dai hQicong doan cac cAp,nhu sau:

A. YEU cAu xAY Dl/NG BAN CHAp HANH vA TIEU CHuAN, DIEU KI.¢N,
co cAu BAN CHAp HANH

I. Yeu cAu xay dung ban chip hanh:
1. Ban chap hanh cong dean do d?i hQibfiu ra phai dap (engyeu cfiu co

ban linh d?i di~n, bao v~ quySn va lqi ich hgp phap, chinh dang cua doan vien,
cong nhan, vien chuc, lao dQng.

2. X~y dvng ban chAphanh cong doan phai lAychAtluqng, tieu chUfrn,la
chinh; co so luqng va ca cau hgp ly, bao dam sv Hlnhd?o toan di~n a cac cap,
cac dia ban va linh V\l'Cho~t dQngcong doan.

3. cAu t~o ban chAph~nh cfinkSt hgp ~ai hoa ~iua 3 dQtu6i, ca ?Auphai
tren ca so bao dam tieu chuan. Nhii'ngnai can ca cau uy vien ban chap hanh,
nhung khong Iva Ch9ndugc nguai co du tieu chufrn,diSu ki~n thi khong go ep
gi6i thi~u nguai tham gia ban chAphanh.

4. Vi~c gi6i thi~u nhan St;rphai dam bao dan chu, cong khai, d(mg quy
trinh, quy dinh cua DiSu I~Cong doan Vi~tNam, huang dfincua Doan Chu tich
T6ng Lien doan Lao dQngVi~tNam.

II. Tieu chuAn chung cua uy vien ban chip himh:
1. Co ban linh chinh tri vii'ng yang; nhi~t tinh, tam huySt v6i St;rnghi~p

xay dvng t6 chuc cong doan; truang thanh tu tht;rctien phong trao cong nhan va
ho~t dQngcong doan; co tinh thfin d6i m6i, dam nghi, dam lam, dam chiu trach
nhi~m, co uy tin, co phuong phap ho~t dQngva kha nang doan kSt t~p hgp duqc
dong dao doan vien, cong nhan, vien chuc, lao dQng;co tinh thfin dAutranh bao
v~ quySnva 19iich hqp phap, chinh dang cua doan vien, nguai lao dQng.

2. Co nang It;rctham gia xay dt;rngva Cl,lthS hoa, t6 chuc tht;rchi~n t6t cac
nghi quySt cua Dang, chinh sach, phap lu~t cua Nha nu6c vao cong tac cong
doan; co kiSn thuc vS quan ly kinh tS, xii hQi,phap lu~t; co ky nang ho?t dQngva
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nghiep vu cong tac; co kha nang tham gia quyet dinh cac chu tnrong cong tac cua
ban chap hanh cong doan,

3. Co tinh th~n trach nhiem, hoan thanh t6t nhiem vu duoc giao.
4. Co sire khoe de hoan thanh nhiem vu; co dao dire, l6i song lanh manh,

trung thuc, gian di; co tinh th~n d~u tranh chong tham nhiing va lang phi; khong
C\lCb<)ban vi, co hoi; khong lang phi, tham nhiing va bao che cho tham nhfing.
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III. Di~u ki~n tham gia ban ch§p hauh: \ \
Ngiroi tham gia ban chftp hanh ngoai dam bao thea tieu chuan tren, c~n

phai dap irng cac diSu kien sau:
1. Nguoi tham gia l~n d~u: Con du tu6i cong tac de dam nhiem it nhit met

nhiem ky dai h<)icong doan.
2. Nguoi tai cir: Co du thai gian cong tac it nhat phai du 112nhiem ky (30

thang) tra len. Nhfing truang hQ'Pcon thai gian cong tac duai 112nhi~m leY se
do cong doan cip tren va cip uy cling cip xem xet quy~t dinh C\lthS.

3. D6i vai ban chip hanh cong doan co sa khu VVCngoai nha nuac thvc hi~n
thea huang dan s6 1321HD-TLD ngay 07/02/2017 T6ng Lien doan Lao d<)ngVi~t
Nam vS m<)ts6 n<)idung th\l'c hi~n K~ ho~ch s6 521KH-TLD ngay 2811112016vS
t6 chuc d~i h<)icong doan cac cip ti~n t6i D~i h<)iCong doan Vi~t Nam.

IV. CO'cdu ban ch§p hanh cong doan ciic c§p:
1. Ban chftp hanh cong doan cac cip c~n co s6 lUQ'llghQ'Ply, co cftu dam

bao tinh d~i di~n cua doan vien thea cac linh V\l'C,dia ban, de dap ling vi~c lanh
d~o, triSn khai t6 chuc th\l'c hi~n kip thai nghi quy~t cua cac cip cong doan d~n
dong dao doan vien, nguai lao d<)ng.

2. Cong tac chufin bi nhan S\l'th\l'c hi~n thea quy trinh dan chu, cong khai,
dung nguyen t~c, nhung nhit thi~t khong vi co c~u rna lam giam ch~t lUQ'llguy
vien Ban chip hanh.

3. Phin dftu ban chftp hanh cong doan cftp tren tr\l'c ti~p co sa co 3 d<)tu6i:
duai 40 tu6i khong du6i 100/0,tu 40 d~n du6i 50 tu6i (40-50%), con l~i tren 50
tu6i tra len; bao dam tinh k~ thua, phat triSn; ph~n d~u ti l~ nfr tham gia ban
chip hanh d~t khoang 300/0.

Noi nao chua chufin bi nhan S\l'du co c~u thea quy dinh thi ti~n hanh b~u
cu ban chip hanh vai s6 lUQ'llgit han, s6 con l~i se b6 sung trong nhi~m ky d~t
chi tieu co ciu thea quy dinh, nhung s6 lUQ'ngit han khong qua 10% t6ng s6 ban
chip hanh.

B. CONG TAc CHuAN BJ NHA.NsV BAN CHAp HANH
I. Ra soat b8 sung quy ho~ch:
Cae c~p cong doan ti~n hanh ra soat, b6 sung quy ho~ch de chuAnbi ngu6n

nhan S\l'khoa m6i.
II. Thanh lip ti~u ban nhan SIp

1. Ban thuang V\l (ho(lc ban chdp himh a nhiing nai kh6ng co ban thuang
v¥) cong doan cac cip quy~t dinh thanh l~p tiSu ban nhan S\l'd~i h<)i,do d6ng chi

2



chu tich true tiSp lam tnrong tiSu ban; cac pho tich, tnrong ban t6 clnrc, chu
nhiern uy ban kiem tra (niu co) va mQt s6 uy vien ban thirong vu lam thanh vien,

TiSu ban nhan sir co nhiem vu giup ban tlurong vu hoac ban chap hanh
duong nhiern xay dung phuang hu6ng cfiu tao ban chfip hanh khoa rnoi, quy
trinh va kS hoach gioi thieu nhan S\I; trien khai thuc hien quy trinh va kS hoach
gioi .thieu nhan su, l~p danh sach nhan sir du kiSn tham gia ban chap hanh khoa
moi; lam viec voi cfip uy, chinh quyen, co quan chuyen mon, doan thS lien quan
trong cong tac chuan bi nhan sir.

Ban T6 chirc (hoac can b(Jlam cong tac t6 chuc) giup tiSu ban nhan S\l
th\l'c hi~n cac cong vi~c cua tiSu ban.

2. Xay d\lng phuang hu6ng cfiu t~o ban chfip hanh khoa mai, quy trinh va
kS ho~ch giai thi~u nhan S\l.

- Tren ca sa chu~n bi cua tiSu ban nhan S\l, ban thuemg V\l (hoq,cban chap
hanh a nhilng nai khong co ban thuang v¥) hQp dS cho y kiSn vao phuang
hu6ng cfiu t~o ban chfip hanh, quy trinh va kS ho~ch giai thi~u nhan S\l.

- HQi nghi ban chfip hanh thong qua phuang hu6ng cfiu t~o ban chfip hanh
khoa mai, quy trinh va ke ho~ch giai thi~u nhan S\l.

III. Quy trinh giOi thi~u nhan sl! ban ch~p hanh trU'O'c d~i hQi:
1. Ban thuemg V\l (hoq,cban chap hanh a nhilng nai khong co ban thuirng

v¥) tri~u t~p hQi nghi g6m cac d6ng chi uy vien ban chfip hanh, chu tich dftu m6i
t6 chuc cong doan tr\Ic thuQc dS ph6 biSn, quan tri~t chu truang tiSn hanh d~i
hQi, phuang hu6ng cfiu t~o ban chfip hanh khoa mai, kS ho~ch va quy trinh giai
thi~u nhan S\l va lfiy y kiSn giai thi~u cua cac uyvien ban chfip hanh (Idn 1).

Ban thucmg V\l giri phiSu hoi y kiSn, kern thea danh sach ban chfip hanh
duang nhi~m, d~ nghi timg uy vien ban chfip hanh cho y kiSn v~ cac vfin d~ sau:

- Nguy~n vQng ca nhan uy vien ban chfip hanh co tiSp t\lC tham gia hay
khong tham gia ban chfip hanh khoa mai (If do).

- U~ xufity kiSn cua minh v~ cac uyvien ban chfip hanh duang nhi~m tiSp
t\lCtham gia, ho~c khong tiSp t\lCtham gia ban chfip hanh khoa maio

- Giai thi~u nhan S\l'ngoai ban chfip hanh duang nhi~m tham gia Ban chip
hanh khoa maio

2. Liy Y kiSn giai thi~u cua cac cip cong doan.
2.1. Can cu phuang huang ciu t~o ban chip hanh khoa mai, ti~u ban nhan

S\l d\l kiSn phan b6 s6 IUQ'Ilg,ca ciu nhan S\l giai thi~u tham gia ban chip hanh,
trinh ban thuemg V\l (hoq,cban chciphanh a nhilng nai khong co ban thuirng v¥)
thong qua va chi dC;lOcac cip cong doan tiSn hanh giai thi~u nhan S\l. s6 IUQ'Ilg
d~ nghi giai thi~u phiii nhi~u han s6 IUQ'Ilgban chfip hanh mai la 10%.

2.2. T6 chuc hQi nghj can bQ chu ch6t tC;licfip cong doan co ca cfiu dugc
phan b6 d~ liy phiSu giai thi~u nhan S\l.

- Timg cip cong doan co ca ciu dugc phan b6 t6 chuc hQi nghi can bQ
chu ch6t (uy vien ban chap hanh,' uy ban kiim tra; cap truang, cap pho cac aan
vi tr1!Cthu(Jcva tuang auang) giai thi~u nguai tham gia ban chip hanh. U6i vai
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cong doan co sa, nghiep doan thanh phdn hQi nghi can bQ chu ch6t do ban chap
hanh cong doan co sa, nghiep doan quyet dinh,

- Cac hoi nghi l~y y ki~n gioi thieu cua c~p nao do ban thirong vu cong
dean c~p do trieu tap va chu tri.

- NQi dung cac hQi nghi l~y y kien:
+ Quan triet muc dich, yeu c~u, phuong huang c~u tao ban ch~p hanh

khoa moi; hirong d~n ghi phieu, bo phieu gioi thieu; thao luan lam ro cac v~n d@
lien quan diroc hoi nghi d?t ra.

+ Tung d6ng chi dtroc hoi y kien hra chon nguoi du tieu chuan va diSu
kien, phu hop voi co c~u, tieu bieu cho dia phuong, nganh, dan vi d@ghi vao
phi~u thea m~u in s~n. Sau do bo vao phong bi rieng dan kin, bo vao hom phi~u
ho?c gui ti@uban nhan S1)'thea huang d~n.

- Sau khi t~p hgp danh sach gi6i thi~u, ban thuOng V\l c~p tri~u t~p bao
cao xin y ki~n c~p uy dang cling c~p va gui danh sach gi6i thi~u chinh thuc vS
tiSu ban nhan S1)'d~i hQi c~p tren.

- Rieng hQi nghi can bQ co quan Lien doan Lao dQng tinh, thanh ph6,
cong doan nganh trung uang va tuang duang, cong doan t6ng cong ty tr1)'cthuQc
T6ng Lien doan, co th@giao cho Thu truOng co quan va Ban ch~p hanh cong
doan co quan ph6i hgp chu trL D6i tugng l~y phi~u gi6i thi~u tu chuyen vien tra
len. Cac phi~u gi6i thi~u, bien ban hQi nghi duQ'c bo vao phong bi, dan kin gui
ti@uban nhan S1)'d~i hQi.

- Chu y: T6 chuc hQi nghi l~y y ki~n gi6i thi~u la chinh. TruOng hgp cac d6i
tugng l~yy ki~n lam vi~c a nhiSu dia phuang, phan tan, kho t6 chuc hQinghi thi co
thS gui cong van noi ro yeu c~u, kern thea phi~u l~y y ki~n d~n tUng nguai.

3. T6ng hgp k~t qua gi6i thi~u:
- TiSu ban nhan S1)'t6ng hgp bao cao tinh hinh k~t qua gim thi~u nhan S1)',l~p

danh sach nguai duQ'cgi6i thi~u tham gia ban ch~p hanh bao cao ban thuOng V\l.
- T6 chuc hQi nghi ban thuOng V\l dS xern xet bao cao cua ti@uban nhan

S1)'bao cao kSt qua l~y y ki~n cac uy vien ban ch~p hanh, kSt qua gi6i thi~u cua
cac c~p cong doan; thao lu~n va thong qua danh sach nguai duQ'c gi6i thi~u d@
bao cao xin y ki~n chi d~o cua c~p uy, t6 chuc dang d6ng c~p, cong doan c~p
tren tru6c khi l~y Y ki~n ban ch~p hanh l~n 2

4. L~y Y ki~n gi6i thi~u nhan S1)'trong Ban ch~p hanh (Zan 2).
Ban thuOng V\l tri~u t~p hQinghi ban ch~p hanh, d@th1)'chi~n cac cong vi~c:
4.1. Ban thuOng V\l bao cao danh sach va ly do cac uy vien ban ch~p hanh

duang nhi~rn ti~p t\lc tham gia ho~c khong ti~p t\lc tham gia khoa rnm, k~t qua gim
thi~u cua uy vien ban ch~p hanh va cua t6 chuc cac c~p cong doan va danh sach t6ng
hgp nhan S1)'duQ'cgim thi~u. D@nghi cac uy vien ban ch~p hanh 11)'achQn ngum
tham gia ban ch~p hanh, d6ng thai gi6i thi~u ban thuOng V\l, chu tich, pho chu tich.

4.2. Can cu phuang huang c~u ~o ban ch~p hanh khoa t6i, tren co sa danh
sach nhan S\1duQ'cgi6i thi~u, tUnguy vien ban ch~p hanh 11)'achQn,gim thi~u (bling
phiJu) ngum tham gia ban ch~p hanh, b~ thuang V\l, chu tich, pho chu tich.

4



TiSu ban nhan su thu phieu, kiSm phieu va bao cao k@tqua voi h<)inghi.
Can cir s6 IUQ'Ilgdir ki@ncua ban chap hanh, nhfrng d&ng chi dat tren 50% (thea
thte t1!tit cao xuong thdp) t6ng s6 uy vien ban chap hanh dirong nhiem gioi thieu
se diroc dira vao danh sach gioi thieu voi dai h<)i.N@udanh sach chua t?P trung
thi ban chap hanh phai ti@nhanh bo phieu hra chon ti@pcho den khi danh sach
phil hop voi s6 IUQ'Ilgdu ki@n.

5. Sau khi co danh sach gioi thieu chinh thirc (ban chap hanh, ban thuong
v¥, chu tich, ph6 chu tich khoa moi), ban thuong vu ti@nhanh cac viec:
, - Bao ~ao cap uy, t6 clnrc dim~ d6ng cap, cong doan cap tren cho y kien

ve nhan S\l' de hoan chinh tru6c khi tien hanh dC;lih<)i. .
- Hoan chinh bao cao cau t~o ban chftp hanh, bao cao chuftn bi nhan SlJ va

danh sach nhan S\l' dS trinh ra d~i h<)i.D6ng thai hoan chinh h6 sa nhan S\l' duqc
gi6i thi~u; xu ly dfu diSm don thu khi@un~i, t6 cao ... ; dS chuftn bi trinh d~i h9i
khi co yeu cfiu.

7. Trong qua trinh chuAn bi nhan sg ban chap hanh cilng d6ng thai chuAn
bi nhan S\I uy ban kiSm tra khoa m6i (quy trinh giai thi¢u nhdn Slf uy ban kidm
tra nhzr quy trinh giai thi?u nhdn S1! ban chap hcmh).

IV. Cong tac nhan sl}' trong d~i hQi.
1. Ban chap hanh bao cao t~i d~i h9i cac van dS vS nhan Sl,l ban chap hanh

khoa m6i, g6m:
- Phuong huang cau tC;loban chap hanh (s6 IU(1ng,tieu chudn, ca cau) dS

dC;lih9i xem xet, thong qua (lzruy: DC;Zih9i chi thiw lwjn d~ an ban chap himh
kh6a mai, con dJ an ban thuimg v¥ da ban chap hcmh phien thu nhat h9P, thaa
lucJ-.nthong qua).

- Qua trinh chuftn bi nhan sv ban chap hanh va danh sach nhan Sl,l do ban
chap hanh duong nhi~m gi6i thi~u dS dC;lih9i tham khao (khong d9C danh sach
tc;zih9i truang rna chuydn danh sach vJ cac t6 thaa luq,n).

2. D~i h<)ithao IU?nva ti@nhanh lIng cu, dS cu ban chap hanh:
- Chia t6 thao IU?n (phdn cong t6 truOng, t6 ph6, thu kf;).
~ Can cu phuong an cau t~o ban chap hanh khoa m6i duqc d~i h<)ithong

qua, tham khao danh sach nhan sg do ban chap hanh duong nhi~m gi6i thi~u,
timg t6 ti@nhanh dS cu, Ung cu va thilOIU?n,th6ng nhat danh sach dS cu, Ung cu.

- T?p hqp k@tqua gi6i thi~u cua cac t6. N@udanh sach gi6i thi~u phil hqp
v6i s6 IUQ'Ilgd~i h<)i thong qua thi k@tthuc thao lu?n t6. N@udanh sach nhiSu
hon so v6i s6 luqng quy dinh thi cac t6 thao lu?n tiSp dS thu-gQn l~i (chi d6i vai
cac t6 rna nhdn Slf chua tq,ptrung thea s6 IU(1ngac;Zih9i do' thong qua).

3. Doan Chu tich d~i h<)i tbng hqp danh sach nhung nguai Ung cu, va
duqc dS cu vao ban chap hanh dS DC;lih<)ibiSu quy@tthong qua danh sach bfiu cu
(danh sach bdu cu xJp thea thu t1!bang chit cai tiJng Vi?t va phai nhiJu han s6
IU(1ngdU(Jcbdu it nhat 10%). Sau do dC;lih9i bfiu ban chap hanh khoa m6i.

4. Sau khi d~i hQi bfiu duQ'c ban chftp hanh khoa m6i, ban chftp hanh hQP
phien thu nhat (trang thai gian dc;zih9iJ dS thao lu?n dS an ban thuemg V\l, s6
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IUQ'ngpho chu tich va uy ban ki@mtra, ban chap hanh tien hanh b~u ban thuong
vu, chu tich, cac pho chu tich va uy ban kiem tra, chu nhiem uy ban ki@mtra.

5. Viec t6 chirc bAuban chap hanh, ban thirong vu, chu tich, pho chu tich,
uy ban kiSm tra, chu nhiern va pho chu nhiem uy ban kiSm tra thirc hien thea
quy dinh cua Di~u l~ Cong doan Viet Nam khoa XI.

V. CODg tac nhan sl}'san D~i hQi:
1. Ban thuong vu cong doan khoa moi thuc hien quyet djnh phan cong

nhiem vu cho uy vien ban chap hanh thea D~ an nhan sir tnroc va trong qua
trinh t6 chtrc Dai hQi.

2. Truong hQ'Pnhan sir diroc chufin bi cho cac chirc danh chu ch6t (chu
ttch, ph6 chu ttch) khong bung ciTban ch~p hanh ho~c ban thuemg V\l thi ban
thuemg V\ld~ xu~t nhan Sl,l' khac va bao cao xin y kiSn c~p uy dang cilng c~p va
cong doan c~p tren xem xet quySt dinh.

C. TO CHUC THUC Hl¢N
Ban ch~p hanh, ban thuemg V\l cac Lien doan Lao dQng tinh, thanh ph6,

cong doan nganh trung uong va tuong duong, cong doan t6ng cong ty tfl,l'CthuQc
T6ng Lien doan cAntranh thu Sl,l' lanh d~o cua tinh, thanh uy, ban can s\!'dang bQ
(ho~c dang uy t~p doan, t6ng cong ty), C\lthS hoa nQi dung Huang dftn nay cho
phil hQ'Pvai di~u ki~n C\lthS cua dia phuong, nganh minh dS chi d~o, huang dftn
va tiSn hanh cong tac nhan Sl,l' trong qua trinh d~i hQi cong doan cac c~p thea KS
ho~ch cua Doan Chu tich T6ng Lien doan Lao dQng Vi~t Nam.!. rr-
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PRIEU GIOI TRIEu NHAN SV
(Ban Ch~p hanh, Ban Thirong VI,l, Chi! tich, Ph6 Chi! tjch) ,.................................................................. KHOA .

C~ ,.,.. h;:' . . ,. hiean cu tieu c uan , xm gWI t I~U :

sa Ngay/thang/ Chirc vu, dan vi cong tacTT HQva ten
nam sinh Ghi chu

Ghi chu : Ddu cua Ban chdp hanh dong a goc tren, ben trdiphieu.
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