
QUYTRINH 
Xu Iy kiT hl~t cong chlfe Ma s6: QT-TCCB-07 B() Nt)I Vf) CO' quall B{i N{H vI} 

1. Nhimg nguai co lien quan phai aQc, hidu va thl!c hi¢n theo aung n¢i dung cua 
qui ainh nay. 

2. N¢i dung trong qui ainh nay co hi¢u Il!c nhu s~r chi aqlO cua LZinh ago B¢. 

3. M6i aan vi chi aU<;Jc phdn ph6i duy nhdt 01 ban (co aong ddu B¢ N¢i V~l), cac 
ban sao co rna s6 khac vai ban g6c phai aU<;Jc logi b6 ngay, tuy¢t a6i khong aU<;Jc 
St'r d~mg. 
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Quy trinh xii' Iy kY lu~t cong chuc Mii sB: QT-TCCB-07 
Coo quan BQ NQi Vl} 

BANG THEO DOl THAY DOl TAl LI~U 

TT vi tri sua d6i NQi dung 

-

Xem xet 
(V\l truang) 

-

1 

2 

3 

Tai li~u tham ehi€u 

BiSu m~u 

Thai gian 

. 

- Lu~t Can bQ, eong ehue; 
- Nghi dinh s6 34/2011/ND-CP 
ngay 17/5/2011 eua Chinh phu 
quy dinh v~ xu 1;' ky lu~t d6i 
v&i eong ehue 

- Tieu ehu~n Vi~t Nam TCVN 
9001 :2008 

Thay d6i biSu m~u 

Thay d6i thai gian 

" ."", 

., 
.. .." ,,~ 

NgaY'cb~n,hflllh: J.lf!,{,l.!2J)!'i-- L§n Sll'a dBi: Of Trang: ell /1L;­



Quy trinh xii' If kY lu~t cong chuc Mil sB:QT-TCCB-07 
Coo quan BQ NQi vI}. 

1. MVC DICH: 

- Cong khai, minh b~ch dS cong chilc trong cO' quan Bl) biSt d~y du quy 
trinh, thu t\lC va th6ng nh~t cac bu&c xu 1y ky 1u~t cong chilc cO' quan Bl) Nl)i V\l. 

- Nang cao y thilc trcich nhi~m d6i v&i cong chuc him cong tac can bl). 
- Cai cach thu 1\lc hanh chinh trong cong tac can bl) cua cO' quan Bl). 

2. PH~ VI, DOl TU<JNG Ap DVNG: 

Quy trinh ap d\lng cho cong chuc, vien chuc, nhan vien hqp d6ng thul)c cO' 
quan B9 N9i VlJ. 

3. TAl Ll¢U THAM CHIEU: 

1- Bl) Lu~t Lao dl)ng;
 
2- Lu~t Can bl), cong chilc;
 
3- Nghi dinh s6 34/ND-CP ngay 17/5/2011 cua Chinh phu quy dinh v~ xu 1y
 

ky lu~t d6i v&i cong chilc;
 
4- Tieu chu~n Vi~t Nam TCVN ISO 9001:2008;
 
5- sf> tay ch~t Im;mg.
 

4. NOI DUNG QUY TRINH: 

Ngay ban hanh: ,,~t{II'i/ PiJ/2-- Lftn sua dBi: O} Trang: (}LI/4 



Quy trinh xif ly ky lu~t ding chac Ma sB: QT-TCCB-07 
Coo quan Be} Ne}i V1} 

5. BIEU MAu KEM THEO: 

1- Ban tlJ kiSm diSm ca nhan 
2- Bien ban h9P kiSm diSm 

(£)6i vai dan vi kh6ng co b9 ph~n 
c!u thanh, ho~c d6i vai be> ph~n c!u thanh) 

{ 
3- Bien bim h9P kiSm diSm 

(Clia dan vi co b9 ph~n c!u thanh) 
4- Bien ban xet ky lu~t 

(LOC;li c6ng chuc dang him vi~c) 

5- Bien ban xet ky lu~t 

(LOC;li c6ng chuc b6 vi~c) 

6- Bien ban xet ky lu~t 

(LoC;li c6ng chuc dang bi giam gift) 
7- QuySt dinh thi hanh ky lu~t 

BM-O lITCCB-07
 
BM-02/TCCB-07
 

BM-03/TCCB-07 

BM-04/TCCB-07 

BM-05/TCCB-07 

BM-06/TCCB-07 

BM-07/TCCB-07 

Ngay ban hanh:~rl,iI,.20/~ LAn sifa d6i: ()·f Trang: (}:;r 11 



BQNQIVlJ [BlED MAUj 
v., T8 chfrc can bQ Ban t .... ki~m di~m ca nhan 

BM-OllTCCB-07 

CQNG HOA XA HQI CHU NGIDA VI~T NAM 
Doc Uip - Tu do - Hanh phiic 

Ha N(ji, ngay..... thimg. .... nam..... 

BAN TV KIEM DIEM cA NHAN 

Kinh gui: 

Ten t6i la:
 
Hi~n dang c6ng tac t(;li:
 
Dff lam vi~c tiI ngay.....thang.....nam....
 
Trinh d9:
 
C6ng vi~c duqc phan c6ng:, ,
 
M ' I h'~lttn huang:.........M-a so ~ ng(;lCh:........H~ ~ m glan h'
uc uang . tt so:......Th'" uang: . 
T6i co ph(;lm cac sai lftm khuySt diSm sau day (Ghi ra rimg khuyit diim): 

(Nhfmg khuyit didm tren ddy da gay tac hgi cho don vi, Br) nhu thi nao, ghi C1;l tM) 

T6i dff duqc ph6 biSn diSu l~ vS ky lu~t lao d9ng cua ca quan va cac quy dinh cua 
B9, t6i nh~n th~y: 

Sai l~m khuySt diSm cua t6i va xin chiu hinh thuc ky lu~t (ghi ra hinh thuc leY lugt tv 

nhgn): 

T6i xin hila ill nay vS sau se quySt tam sua chua nhung sai lftm khuySt di~m va 
kh6ng tai ph(;lm. 

NgmJi vi~t ki~m di~m 
(leY va ghi ra h9 ten) 

BM-OllTCCB-07 Ngay ban hanh:1¥/I2.(ZCfZ-- Trang: f-"fIALt 



BQ NQI VV [BlED MAil] 
V\l T8 chfrc can bQ Bien ban hQp ki~m di~m 

BM-02/TCCB-07 
CQNG HOA XA HQI CHU NGHIA VI~T NAM 

Doc Hip - Ttl' do - Hanh phuc 

Hd N(H, ngdy. .... thimg. .... nam..... 

BIEN BAN HQP KIEM DIEM 
(D8i v6'i do'n vi khong co bQ ph~n c§u thanh, ho~c dtH v6'i bQ ph~n c§u thanh) 

H " 'h' nam- 2011 ' Ol. gICY.,. th "h" . om nay, ngay t ang vao t~l1 uqc . 
Dii tiSn hfmh hqp kiSm diSm d6ng chi: 
Cu(>c hqp co m~t.. ....ngmJi, v~ng m~t.. ....ngmJi (trong s6 co m(jt ho(jc wing m(jt, niu la 
truirng, pho d071 vi, cong doan can ghi ro ten vao bien bim)
 

Thu truemg dan vi: chu tri cu(>c hqp (ghi ro h9, ten, chuc V1;l)
 

Thu ky cu(>c hqp (ghi ro h9, ten, chuc V1;l)
 

NQI DUNG cUOc HQP 

1.	 NgmJi chu tri tuyen b61y do cu(>c hqp: 
2.	 Duang Sl,l triOO bay ban t\X kiSm diSm: 
3. Mqi nguai hoi duang SlJ nhfrng v~n dS chua r5 va duang Sl,l tra lai. 
4. Nhilng nguai d\X hqp phat biSu y kiSn phan tich sai l~m khuySt diSm cua 

duang sv, dS nghi hiOO thuc ky lu~t (neu ro hinh thuc kY lutjt ho(jc chua din mirc kY 
lutjt). 

5.	 Nguai chu tri cu(>c hqp kSt lu~ y kiSn (neu ro hinh thuc kY lutjt ho(jc chua din 
muc kY lutjt). 

6.	 YkiSn tiSp thu cua duang Sl,l va duang Sl,l tv dS nghi hiOO thuc ky lu~t. 

Cu(>c hqp kSt thuc vao h6i.....gia.....ngay.....thang......nam..... 

ThO' ky	 Cho trl cUQc hQp 
(kY, ghi ro hr), ten)	 (kY, ghi ro hr), ten) 

- Bien bim nay dung d~ h9P toan th~ c6ng chuc cua don vi.
 
- Khi h9P xet xu' k5' lu~t ph:'!.i co m~t cua ducmg Sll. TrU'Crng hQ"p v~ng m~it ph:'!.i co ly do chinh
 
dang.
 
- N~u duong Sll v~ng m~t 02 l~n khi dii dUQ"c tri~u t~p thi HQi d6ng k5' lu~t v~n h9P xem xet va
 
ki~n nghi hinh thuc k5' lu~t (xem Khoim 1,Di~u 19, ND s6 34/20111ND-CP).
 

BM-02/TCCB-07 Ngay ban hanh:.lqlU!c.lCli. Trang: O~'141-

" 



[BlEU MAUjB<) N<)I VlJ 
VI}. T6 chfrc can bQ Bien ban hQp ki~m di~m 

BM-03/TCCB-07 
C<)NG HOA XA H<)I CHU NGHiA VI~T NAM 

Doc Hip - Tlf do - Hanh phuc 

U'	 l\T~' , h' ~ na lVQ1, ngay..... t ang. .... nam..... 

BIEN BAN HOP KIEM DIEM 
(Clla dO'n vi co bQ ph~n c~u thanh) 

H "- 'hang' ~ 2011 vao' h ~ . . "	 thUQC"­om nay, ngay t nam Ol. gw t~l. .. 
Da ti~n h~mh hQp ki~m di~m d6ng chi: 
CUQc hQp co m~t.. ....nguai, v~ng m~t......nguai (trong s6 co mgt hogc viing mgt, niu la 
truong, ph6 d01l vj, cong doan cdn ghi ro ten VGO bien bim)
 
Thu tru6ng dan vi: chu tri cUQc hQP (ghi ro hQ, ten, chuc V1J)
 

Thanh ph~n tham gia: ..
 
Thu ky cUQc hQp (ghi ro hQ, ten, chuc V1J)
 

N<)I DUNG CUQC HQP 

1.	 Nguai chu tri tuyen b6 Iy do cUQc hQp: 
2.	 Nhfrng nguai d\X hQp phat bi~u y ki~n phan dch sai I~m khuySt di~m cua 

duang s\x, dS nghi hinh thuc ky Iu~t (neu ro hinh thuc frY lwjt hogc chua din muc frY 
lwjt). 

3.	 Nguai chu tri CUQC hQp kSt lu~ y ki~n (neu ro hinh thuc frY lu(it hogc chua din 
muc frY lu(it). 

CUQC hQp kSt thuc vao h6i .....gia.....ngay.....thang......nam..... 

ThO' ky	 Chll tri cUQc hQp 
("Y,	 ghi ro hQ, ten) ("Y, ghi ro hQ, ten) 

- Bien bim mlY dung d~ hQP tofm th~ c6ng chuc cua don vi.
 
- Khi hQp xet xu' ky lu?t phili co m?t cua duong SI)'. Truo'ng hqp v~ng m?t phili co Iy do chinh
 
dang.
 
- N~u duO'ng S\!' v~ng m?t 02 I~n khi dii duQ'c tri~u t?P thi H9i d6ng ky lu~t vfin hQp xem xet va
 
ki~n nghi hinh thuc ky lu?t (xem Khocm 1,Di~u 19, ND s6 34/2011/ND-CP).
 

BM-02/TCCB-07 Ngay ban hanh:~'f/ /,t/ 20r 2- Trang: 06/ ·ft 



BGNGIVU tRIEU MAU]
V1}	 T& chfrc ca~ b(} Bien ban hQp kY lu~t 

(Cong chtfc dang lam vi~c) 

BM-04/TCCB-07 
C(>NG HOA xA H(>I CHiJ NGHiA vrE:T NAM 

Doc Hlp - Ttl' do - Hanh phuc 

Ha N(Ji, ngay..... thang.....nam..... 

BIEN BAN HQP KY LU~T 
(Cong chu'c dang lam vi~c) 

HQi d6ng ky 1u~t dan vi:	 g6m co: 

1.	 Chu tich HQi d6ng 1a nguai dUng dftu ho~c d.p pho cO' quan qm'm 1y cong 
chuc, 

2.	 MQt Uy vien HD 1a d~i di~n BCH Cong doan cO' quan qm'm 1y cong chuc. 
3.	 MQt Uy vien HD 1a d~i di~n ella dan vi co cong chuc bi xem xet ky 1u~it. 
4.	 MQt Uy vien HD 1a nguai tn,rc tiSp quan 1y hanh chfnh va chuyen mon, 

nghi~p V\l cua cong chuc bi xem xet xu 1y ky 1u~t. 

5.	 MQt Uy vien kiem Thu ky HD 1a nguai ph\! tnich bQ ph~ tham mUll v~ cong 
tac t6 chuc, can bQ cua cO' quan, t6 chuc, dan vi co cong chuc bi ky 1u~t. 

HQp xet ky 1u~t Ong (ba): . 
.	 A ,

Dan VI cong tac: ; ;	 . 
A 

AM ' 1 lyn h M-a so ng~ch:........Hy so:...... 0'1 glan h'uang: ..........
 uc uang h' A liang:.........' A Th'" 

Da vi ph~m ky 1u~t lao d9ng (ghi tom tizt, ro rcmg, cac khuyit tliim cua tluong sv ma Chu 

tich H(ji tl6ng kY lugt kit lugn): 

Sau khi nghe y kiSn phit bi~u va trao d6i, thao lu~n ella thanh vien HDKT va 
y kiSn cua duO'ng S\!. 

HQi d6ng ky 1u~t b6 phiSu kin, kiSn nghi ap d\lng hinh thuc ky 1u~t 
Ong (ba): b&ng hinh thuc ky 1u~t: v6i sf> phiSu: .. 

ThU' ky	 ChiI tich H(}i dang 

(kY,	 ghi ro hQ, ten) (kY, ghi ro hQ, ten) 

BM-03/TCCB-07 Ngay ban hanh: iif/A"J..!J.Cfi- Trang: '0:f{ jLf 



~IEUMAUjB<) N<)I VTj 
Vu T6 chuc can bo Bien bim hQp kY lu~t.	 . 

(Cong chfrc bo vi~c) 

BM-05/TCCB-07 
CONG HOA XA HOI CHU NGHiA VIET NAM. .	 .
 

Doc Hip - Ttr do - Hanh phiIc 

Hil Nt5i, ngily. .... thcing. ....nam..... 

BIEN BAN HQP KY LU~T 
(Cong chuc bo vi~c) 

HQi d6ng ky lu~t dan vi:	 g6m c6: 
1. Chu tich HQi d6ng lel nguai dUng d~u ho~c c~p ph6 co quan qmin ly cong 
chile, 
2.	 MQt -oy vien HD lel d~i di~n BCH Cong doeln co quan quan ly cong chilc. 
3.	 MQt -oy vien HU lel d~i di~n cua dan vi c6 cong chilc bi xem xet ky lu~t. 
4.	 MQt -oy vien HU lel nguai t11JC tiSp quan ly helnh chinh vel chuyen mon, 

nghi~p V1l cua cong chilc bi xem xet xu ly ky lu~t. 

5.	 MQt -oy vien kiem Thu ky HD lel nguai ph\l tnich bQ ph~ tham mUll vS cong 
tac t6 chilc, can bQ cua co quan, t6 chilc, don vi c6 cong chilc bi ky lu~t. 

H9P xet ky lu~t Ong (bel): . 
n . A , van vI cong tac: . 
Milc luang hi~n hu6ng: Mil s6 ng~ch: H~ s6: Thai gian huang: .. 
Ong (bel): dil tl! y b6 vi~c, BQ dil 02 l~n gui gi~y bao g9i tr6 l~i tiSp tl;lc lelm 
vi~c: 

- L~n thil nh~t: S6 gi~y g9i: ngely thang nam . 
- L~n thil hai: S6 gi~y g9i: ngely thang nam . 

USn nay dil qua ngely qui dinh, HQi d6ng ky lu~t lao dQng nh~t tri dS nghi thu 
tru6ng co quan giao d\lc thi helnh ky lu~t bUQc thoi vi~c v~ng m?t Ong (bel): .. 

Thtr ky	 Chti tich HDKL 

(leY,	 ghi ro h9, ten) (leY, ghi ro h9, ten) 

BM-04/TCCB-07 Ngay ban hanh: JitrfM.!ZDIt- Trang: OlfM't 



IBIEUMAUj 
BQNQIVV Bien ban xCi kjr lu~t 

VI}. T8 chifc can bq (Cong chifc dang bi b~t giam) 

BM-06/TCCB-07 

CQNG HOA xA HOI CHU NGHiA VI:¢T NAM 
Doc Hip - Ttl' do - Hanh phuc 

Ha N9i, ngay..... thang. ....nam..... 

BIEN BAN XET KY LU~T 
(Cong chifc dang hi b~t giam) 

HQi d6ng ky lu?t dan vi:	 g6m co: 
1. Chu tich HQi d6ng lit nguai dUng d~u ho?c cAp pho ca quan qmin ly cong 
chilc, 
2.	 MQt Dy vien HD lit d~i di~n BCH Cong doim ca quan qmin ly cong chilc. 
3.	 MQt Dy vien HD lit d~i di~n cua dan vi co cong chilc bi xem xet ky lu?t. 
4.	 MQt Dy vien HD lit nguai trvc tiSp qmin ly hitnh chinh vit chuyen mon, 

nghi~p Vl,l cua cong chilc bi xem xet xu ly ky lu?t. 
5.	 MQt Dy vien kiem Thu ky HD lel nguai phV tnich bQ ph?n tham muu vS cong 

hie t6 chilc, can bQ cua ca quan, t6 chilc, dan vi co cong chilc bi ky lu?t. 

H9P xet kY lu?t Ong (bit):	 . 
I:'\ .~ ,van V! cong tac: . 
Milc luang hi~n hucmg: Ma s6 ng~ch: H~ s6: Thai gian huemg: . 
Ong (bit): dang bi b~t giam til' luc: gia phut, ngity thang mlm . 
Ly do bi b~t: . 

HQi d6ng ky lu?t lao dQng dan vi n~At tri dS nghi HQi d6ng ky lu?t BQ thi 
h ' h k'y 1 ~ " h'nh1 t uc: h' vang~ m~t~ ong~ (b')a: .an u~t Val 

Thrr kY	 Chu tich HDKL 

(ky, ghi ro h9, ten)	 (kY, ghi ro h9, ten) 

BM-OS/TCCB-07 Ngay ban hanh:.iqIf.{/~o/z- Trang: tYil.t(q 



BDNDIVU ~IEUMAUj 
Vl,l T8 chfrc ca~ bQ Quy~t dinh 

V~ vi~c ky lu~t d&i v6'i ong (ba) . 

BM-07/TCCB-07 
BO NOI Vl) CONG HoA XA HQI CHU NGHIA Vl¢T NAM 

Doc Hip - Til do - Hanh phuc 
sf>: /QD-BNV 

Hit N(ji, ngity...... thimg. ..... nam..... 

QUYETDINH 
V~ vi~c thi hanh ky lu~t d&i v6'i ong (ba) . 

BQ TRUONG BQ NQI Vl) 

- Can cu Nghi diOO sf>: .....cua ChiOO phu quy diOO chuc nang, OOi~m V\l, 
quy~n h<:ln va co c~u t6 chuc cua BQ NQi vv; 

- Can cu Nghi dinh sf> 34/2011/ND-CP ngay 17/5/2011 cua ChiOO phu quy 
diOO v~ xu ly ky lu~t df>i v6'i cong chuc; 

- Can cu bien ban cua HQi d6ng kY lu~t co quan BQ ngay... .thang....nam... 

QUYETDINH: 

Di~u 1. Thi haOO ky lu~t ong (ba).......dan vi cong tac hi~n nay.......b~ng hiOO 
thuc ky lu~t.. .......vi co haOO vi..... 

Di~u 2. Thai gian thi hanh ky lu~t.. ...thang tiOO tiT khi QuySt diOO co hi~u 
hJc. 

QuySt dinh co hi~u ll)'c k~ ill ngay kyo 

Di~u 3. Chanh Van phong, V\l truemg V\l T6 chuc can bQ, thu truemg dan 
vi.. ·· ...va ong (ba) chiu trach nhi~m thi hanh QuySt diOO nay.!. 

Nui nh~n: BQTRUONG
 
- Nhu Di~u 3;
 
- Luu VT, TCCB.
 

BM-06/TCCB-07 Ngay ban hanh: .i'i(Nf./,1.012­ Trang:4oN4 
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Quy trinh xu ly kY lu~t cong chfrc Mft s8:QT-TCCB-07 
Coo quan BQ NQi Vl}. 

QUY TRlNHXULY KY LU~T CONG CHUC BO NOI VlJ 

TT NQi dung cae bU'O'c cong vi~c 

. 
Trach nhi~m Tili li~u tham khao ThO'i gian Ket qua cong vi~c 

I 2 3 4 5 6 

1 Nh?n thong tin ve SlJ vi~c thong 
qua cac kenh: Don thu; cong van; 
y ki~n chi d?o cua Hinh d?o B9 v@ 
vi~c sai ph?ill cua cong chuc 

Chuyen vien Quy trinh xu 1y cong van di va 
d~n: Don thu; cong van; y ki~n 
chi d?o cua 1anh d?o 

2 DQC va nghien CUu ho sa Chuyen vien - Lu?t CBCC; 
- Nghi dinh s6 34/ND-CP ngay 
17/5/2011 

03 ngay De ~uat hu6ng giai 
quyet 

3 Xem xet de xuat Chuyen vien 02 ngay Y kien chi d?o cua 
V\l truoog 

4 Xac minh: 
- N~u cful bao cao hinh thuc xu 1y; 
- N~u khong c~n bao cao k~t thuc 
h6 sa; 

Chuyen vien 30 ngay DlJ thao bao cao 

Ngay ban hanh:4/.1i/2'Vi2- L~n sua d6i: Of Trang: .111-fLf 
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Quy trinh xii' ly kY lu~t cong chlfc Ma s8:QT-TCCB-07 
Coo quan Bq Nqi VI} 

QUY TRINH XU'LY KY LU~T CONG CmJC BO NOI Vl} 

TT Nqi dung cac bmyc cong vi~c Trach nhi~m Tai li~u tham khao Thiri gian K~t qua cong vi~c 

6 

Ky bao cao trinh 
Lanh d~o B9 

Y kien chi d~o 

DV thao quyet 
dinh thanh l~p HQi 
d6ng ky 1u~t 

I 2 3 4 5 

5 Xem xet: 
- Nh~t tri thea d~ XJ.l~t: Ky bao cao 
trinh Liinh d~o BQ; 
- Khong nh~t tri, quay l?i bu6c 4. 

V\l tru6ng Xem xet l~i ket qua xac minh, 
ap dvng thea 1u~t d!nh 

02 ngay 

6 Cho y kien chi d~o: 

- Nh~t tri d~ xu~t cua V\l T6 chuc 
can b9, ti~n hanh cac bu6c ti~p thea 
quy trinh; V\l T6 chuc can bQ d~ 
thao quyet dinh thanh l~p HQi dong 
ky lu~t; 

- Khong nh~t tri v6i d~ xu~t cua V\l 
T6 chuc can bQ, quay l~i bu6c 5. 

Lanh d?o BQ Quy trinh ky 05 ngay 

7 So~n dV thao quyet diM thanh l~p 

HQi d6ng kY 1u~t 
Chuyen vien 02 ngay 

8 Xem xet, sua chua, ky duy~t V\l truemg 01 ngay Ky bao cao trinh 
Liinh d~o BQ 

9 Ky quyet dinh thanh l~p HQi dong 
ky lu~t 

Lanh d~o BQ 03 ngay Quyet dinh thanh 
l~p HQi d6ng kY 
1u~t 

Ngayban hanh: .1Li!l;:Ji.. CIl- Lin sua d6i: Dr Trang;1J..{ /1lf 
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Quy trinh xu Iy kjr lu~t cong chuc Mii sB: QT-TCCB-07 
CO' quan BQ NQi Vl} 

QUY TRiNH XU LY KY LU~T CONG CmJC BO NOI \TV 

TT NQi dung cae bucYc cong vi~c Trach nhi~m Tai li~u tham khao Thiri gian Ket qua cong vi~c 

1 2 
. 

3 4 5 6 

1 Nh~n thong tin ve SlJ vi~c thong 
qua cac kenh: Dan thu; cong van; 
y ki~n chi d~a cua lanh d~a B9 vS 
vi~c sai ph~m cua cong chuc 

Chuyen vien Quy trinh xu ly cong van di va 
d~n: Dan thu; cong van; y ki~n 
chi d~a cua lanh d~a 

2 DQC va nghien cuu ho sa Chuyen vien - Lu~t CBCC; 
- Nghi dinh s6 341NE>-CP ngay 
17/5/2011 

03 ngay De ~uat huang giai 
quyet 

3 Xem xet de xuat Chuyen vien 02 ngay Y kien chi d~a cua 
Vv twang 

4 Xac minh: 
- N~u c~n baa caa hinh thuc xu ly; 
- N~u khong c~ baa caa k~t thuc 
h6 sa; 

Chuyen vien 30 ngay DlJ thaa baa caa 
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Quy trinh xu ly kY lu~t cong chfrc Mil sB: QT-TCCB-07 
Coo quan BQ NQi V\I 

QUYTIDNHXULYKYLU~TC6NGCHUCBONOIVV
 

TT NQi dung cae btr6'c cong vi~c Trach nhi~m Tai li~u tham khao ThiYi gian Ket qua cong vi~c 

1 2 . 3 4 5 6 

10 Thong bao y kien ctia Lanh d?o Bl) 
t6i thti twang dan vi chti quan dS 
yeu c~u duang S\l viSt ban kiSm 
diSm 

Chuyen vien 01 ngay Ban kiem diem ca 
nhan ctia duang S\l 

11 Duang S\l viet ban tv kiem die!U 
va nh~ hinh thuc kY lu?t, chuan bi 
trinh bay tru6c cul)c h9P ctia dan 
Vl 

Duang S\l Bieu mfiu so 01 
BM-O l/TCCB-07 

12 H9P Hl)i dong ky lu?t Chti tich Hl)i 
d6ng ky lu?t 

Trong thai h?n 05 ngay Hl)i 
d6ng ky lu?t phai co van ban 
gui V\l T6 chuc can bl); Di~u 
15 Nghi dinh s6 34/2011/NE>­
CP 

01 ngay - Bien ban cul)c h9P; 
- Hinh thuc kY lu?t; 
- KiSm diSm duang 
suo. , 
- PhiSu d~ xu~t hinh 
thuc ky 1u?t. 

13 Viet bflO cao trinh Lanh d?o Bl) Chuyen vien 02 ngay D\l thao quyet dinh 
ky lu?t 

14 Xem xet, ky duy~t trinh Lanh d?o 
Bl) (nSu nh~t tri, V\l truang kY) 

V\l twang Quy trinh kY 02 ngay D\l thao quyet dinh 
trinh Lanh d?o Bl) ky 
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Quy trlnh xU- If k.Y lu~t cong chu-c Mfi s8:QT-TCCB-07 
Coo quan BQ NQi VI} 

QUY TRINH XU LV KY LU4T CONG CHUC B(> N(>I Vl) 

TT NQi dung cae bU'O'c cong vi~c 

. 
Trach nhi~m Titi li~u tham khao Th<ri gian K~t qua cong vi~c 

6 

- Quyet diM ky 1u~t; 

-Y ki@n chi Q';lo 
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. , 

I 2 3 4 5 

15 Lanh d';lo BQ kY quyet dinh: C6 2 
tfUemg hgp: 
- D6ng y ky quy@t dinh; 
- Khong nh~t tri, quay l';li buO'c 8 
ho~c 9 tuy theo y ki@n chi Q';lO cua 
Lfulh Q';lO Be> 

Lanh d';lo BQ Quy trinh ky 05 ngay 

16 LUll h6 sa, chuyen quyet dinh theo 
chi d';lo cua VVtruemg 

Van thuBQ, 
Van thuVv 

01 ngay LUll h6 sg';'::;-:::~,7~ 
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