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1. Pon vi va ca nhan c¢6 lién quan phai nghién ctru va thuc hién ding céc ndi dung
cua quy trinh nay.

2. NoOi1 dung trong quy trinh nay c6 hiéu luc thi hanh nhu su chi dao cia Hiéu
truong truong Cao dang K thuat Cong nghiép.

3. Tai liéu duoc in 02 ban, luu tai Bo phan dam bao chét luong va don vi soan
thao. Nha trudng cung cip file mém (Tai liéu dudi dang file PDF; Biéu mau dudi dang
file Word hoic Excel) trén mang noi b va gui qua Email cua cac don vi, dé can b,
vién chirc sur dung.
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1. CO SO THU'C HIEN

1.1. Muc dich va pham vi ap dung

1.1.1. Muc dich

Quy trinh ndy quy dinh céng tac quy hoach va bd nhiém can bd; trinh ty va tha
tuc quy hoach va b6 nhiém can by quan 1y cac don vi (Truong, Pho, cua cac Phong,
Khoa, Trung tdm) trong Nha truong.

1.1.2. Pham vi dp dung

Quy trinh nay duoc 4p dung cho toan thé cac don vi truc thudc Nha trudng

1.2. Van ban ap dung

- Thong tu 28/2017/TT-BLDTBXH ngay 15/12/2017 quy dinh hé théng bao dam
chat lugng cua co s6 GDNN;

- Huéng dan S6 15-HD/BTCTW ngay 05/11/2012 cta Ban t6 chic Trung wong
v€ cong tac quy hoach cén bd lanh dao, quan 1y theo tinh than Nghi quyét so6 42-
NQ/TW ngay 30/11/2004 cta Bo Chinh tri (khoa IX) va Két luan s6 24-KL/TW ngay
05/6/2012 cuia B§ Chinh tri.

- Hudng din s6 06-HD/BTCTW ngay 24/02/2017 Stra d6i, bé sung mot sd noi
dung vé cong tac quy hoach can by lanh dao, quan ly néu tai Hudéng dan s6 15-
HD/BTCTW, ngay 05/11/2012 cua Ban T6 chuc Trung wong.

- Quyét dinh s6 2965/QD-BCT ngay 14/04/2020 cia Bo truong Bo Cong
Thuong, quy dinh chirc ndng, nhiém vy, quyén han va co cau té chirc cua Truong Cao
dang K¥ thuat Cong nghiép;

2. PINH NGHIA VA CAC TU VIET TAT

2.1. Dinh nghia

Quy hoach can b 1anh dao, quan ly cac don vi la cong tac phat hién sém nguén
can b tré co duc, cé tai, co trien vong vé kha nang lanh dao, quan ly, dua vao quy
hoach dé c6 ké hoach dao tao, boi dudng, tao nguon cac chirc danh lIanh dao, quan ly,
dap ung nhiém vu chinh tri trudc mat va lau dai cta ting co quan, don vi.

2.2. Cac tir viét tit

QT: Quy trinh BGH Ban Giam hiéu

QD: quyét dinh TCHC-QT: T6 chirc Hanh chinh-Quan tri
BM: Biéu mau DPT: Pao tao

BB: Bién ban CBQL: Can bd quan ly

QH: Quy hoach bV: don vi
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3.LUUDPO

. . n B¢ phan/don vi thwe | B phan/don A m
TT Budc cong viéc T s Biéu mau
hién vi phoi hop
[Du’ kién va lap danh}
1 sach quy hoach Phong TCHC-QT | BV
T6 chic h01 nghi xin o Phong
2 { y kién J BGH, Can bo TCHC-QT
\ BM.01-
Phé duyet danh sach Phong
° { quy hoach J bU, BGH TCHC-QT QT'OZC/?TFCHC'
Theo doi, b01 dudng,
4 Danh gia nhan xét Cac Chi bg, cac bon | Phong
hang nam vi TCHC-QT
\ 4
Tong hop, bao céo .
5 Phong TCHC-QT bv
Luu ho so .
6 Phong TCHC-QT bv
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4.PAC TA

A an - Bo phian/don | Bd phian/don | Két qua dat Han hoan 2
TT | Budc cong viéc Pac ta vi thwe hién | viphéi hop dwoc thanh Biéu mau
, - Lap bang du kién quy hoach -
Du kién valap | Tham do y kién cua cac don vi . \ & ,
1 |danhsichquy | ve danh sach. - Tong hop ket 'FI)'E:OI—rI]g-QT PV Bsnigfcﬁlen liEig) €1
hoach qué 14y ¥ kién v& danh séch quy hoz
quy hoach
T6 chtic hoi T6 chuc cac hoi nghi lay y kién .~ | Phong
2 nghi xin ¥ kién | dua vao quy hoach BGEL Camlely TCHC-QT
Phé duyét danh | Pang iy, BGH thong nhat danh Phong Danh sach quy . BM-TCHCQT-
. sdch quy hoach | sdch quy hoach 20, LB TCHC-QT hoach U= € 02-01
Theo doi, boi Cu di dao tao, boi dudng nang KH Dao tao boi TI:I thang 4
4 dudng, Danh cao trinh dg, Thyc hién binh Céc Chi b9, Phong dudng, Qb cirdi | dén thang 7
gid nhan xét x¢ét, danh gia cac bBon vi TCHC-QT hoc tap, BB danh
hang nam gia, nhan xét
Bién ban tong
: Téng hop két qua dao tao boi X 5 k‘é‘.[ IAEED Théang 8
Tong hop, bao o A2 Phong tao, boi dudng,
5 . dudng, danh gia nhan xét hang bV . A
cao y N TCHC-QT danh gia, nhan
nam. Lap bao céo e 1A Lk
xét, 1ap béo cdo
trinh BGH
‘ Thyc hign luu toan b cc van | o - il
6 | Luuhoso ban lién quan: DS Quy hoach, g bV Ho6 so day du ~ ong
.2 e e TCHC'QT phe duyet DS
bon, BB kiém phiéu, phiéu;
quy hoach
5. CAC CONG CU, BIEU MAU, LUU TRU
TT | Tén ho so / Phu luc (PL) Mai 56 Thoi gian lwu triv B6 phan luu trir
1 | Danh sach quy hoach BM.01-QT.02/TCHC-QT Vinh vién Phong TCHC-QT
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