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56: 80/QD-THTC Thanh Cao, ngdy 13 thdng 03 ndm 2024

QUYET DINH
Vd viQc Ban hinh quy trinh giii quy6t c6ng viQc nQi bQ nIm 2024

HIEU TRUONG TRTIONG TIEU HQC THANH CAO

Cdn ca chuc ndng, quyin hqn cila HiQu tradng duqc quy dinh tqi Th6ng
ta 28/2020/TT-BGDDT ngdy 04/9/2020 cfia BQ GD&ET ban hdnh Eiiu l€
tradng Tidu hqc;

Cdn ca kd hoqch tti SOTXA-THTC ngdy 19/2/2024 cila tradng Ti6u hpc
Thanh Cao vi Ki| hoqch thryc hiQn c6ng tdc cdi cdch hdnh chinh ndm 2024;

ThUc hiQn k€ hosch nhiQm vqt ndm hpc 2023-2024.

Cdn c* tinh hinh thwc td cila nhi tradng,

QUYET DINH:
Didu 1. Ban henh quy trinh gi6i quytit c6ng viQc nQi bQ ndm 2024 cin

trulng Ti6u hgc Thanh Cao, g6m c6c quy trinh (Ciquy trinh chi ttiit kdm theo)

Di6u 2: Quy6t dfnh ndy c6 hiQu.lgc k6 tu ngdy ky.
Di6u 3: Cilc t6, bO ph0n, c6c d6ng chi CBGVNV nhd trudng c6 li6n quan

chiu tr6ch nhiQm thi hdnh qrytlt dinh ndy./.

Noi nhQn:
- Nhu di6u 3;

- Website;
- Luu VP.
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QUY
A^

T CONG VIEC NQI BQ

c HANH cnixn;
(Ban hdnh kdm th tii totgo-THTc nsdy 13/s/2024

cita tradng Tidu hpc Thanh Cao)

QUY TRiNH 1

xAv DttNG euy rRiNH ro cHUc cuec Hep Her DoNG sU ru4nn
HANG THANG TAI TNIIONC.

I. Mgc tlich:

Quy dinh chi titit trinh tg, thtr tpc viQc t6 chirc cuQc hgp HQi ddng su

pham hdng thdngtpi trudng; gihi quytit c6c c6ng viQc thuQc chric ndng, nhiQm

vp, quy6n hpn theo quy dfnh cria ph6p luft.
II. Ph4m vi 6p dgng:
Ap dpng triiSn khai hgp HQi d6ng su phpm hdng thdngtpi truong;
Ap dpng eOi vOi tln cdc6n bQ, vi6n chric, ngudi lao dQng trudng Ti6u hgc

Thanh Cao.

III. NQi dung quy trinh gi6i quy6t c6ng viQc

1. CIn cri phip Iy:
- Ei6u lQ trudrng Ti0u hgc do BO GD&DT ban henh

- Quy dinh vA gihmhgp, n6ng cao ch6t lugng cuQc hgp

2. C6c thi IiQu phgc vg gi6i quy6t c6ng viQc

- 86o cito ciaPh6 HiQu tru&ng (Bin g6c)

- K6 hopch tritin khai c6ng t6c hdng thdng(Bin g6c)

- Bi6n b6n hgp vd th6ng b6o ktit lu6n cuQc hgp (BAn g6c).

3. 56 lugng: 01 b9

4. Thdi gian xfr l;i c6ng viQc: 01 tu6n

5. NQi dung xir lf cdng viQc:

Trinh
tg c6c
bu'6c
thyc
hi6n

NQi dung c6ng viQc Tr6ch nhiQm thr;c hiQn Thli gian
thgc hiQn

Bu6c 1 C6ne t6c chuAn bi:
- LQp b6o c6o t6ng ho. p k6t
qu6 c6ns tdc thins^

Ph6 HT
C6c bO phdn 1i6n quan

Tru6c ngiry 20
hdne thdns.

- Tdng hqrp, d6nh gi6, b6
suns B6o c6o cta c6c t6

Ph6 HT
C6c t6 tru&ns

Tru6c ngiry 2l
hdne thitns,

LUC



trudng.
- Hqp BGH (hoac Ban li6n
tich)

HT HP, BLT Tru6c cuQc

hoo 01 nsdy

- Chu6n bi co so vft chdt, dia
di6m hop, tii 1i0u (n6u c6)

B0 phfln Vdn phdng Tru6c cuQc

hop 01 ngdy

BuOc 2 Tri6n khai thuc hi€n
- Ki6m tra thdnh phdn dU hqp C6c pho HT 5',

- Eanh gi6 c6ng viQc thang theo

86o c6o t6ne hqp
HT 25-30',

- Tri6n khai c6c nhiQm W tgng
t6m c6ne tac thane toi

HT 25-30',

- Th6o lufn, d6ng gop b6
suns f ki6n.

CBGVNV t5-20'

- Ket ludn, f ki6n chi dao HT s-10'
- Th6ng qua NQ hoflc ra TB
k6t lu6n.

Ihu ky a)
J

Bu6c 3 Sau cu0c hop
Ban hdnh vdn b6n chfnh thirc
sau k6t ludn

B0 phfln Vdn phdng Sau HQi nghi
01 neery

Thgc hiQn sy chi dpo n6u
trons ktit 1u0n

C6c pho HT, c6c t6
trucrng, cdnhdn

Theo d6i, d6n d6c thlrc hiQn,

luu hd so

C6c Pho HT, t6 tru&ng,

D6nh gi|k}t quf, t6ng hsp
b6o c6o ki,hop th6ng sau

T6 trucrng, Ph6 HT



xAv DTING e rHrEN cAc LoAr nAo cAo
liNn v1lc r N, cA xuAN PHU rnAcn.

I. Mgc dich

Quy dfnh chi titit trinh tg thu tpc hodn thiQn c6c lopi b6o cilo linh v.uc thuQc

b0 phQn, cd nhln phlr tr6ch; gihi quytit c6c c6ng viQc thuQc chric ndng, nhiQm vp,

quy6n hqn theo quy dinh cuaph6p lupt.

II. Ph4m vi 6p dgng
Ap dUrrg v6i c6c loai b6o c6o do b0 phftr, c6 nh6n dugc phan c6ng php tr6ch.

Ap dgng AOi vOi t6t ch c6n bQ, vi6n chric, ngudi lao dQng trucmg TirSu hgc
Thanh Cao.

III. NQi dung quy trinh gi6i quy5t c6ng viQc

1,. Cin crfr ph6p If: Nghf dinh30l2020lI{D-CP ngdy 051312020 cria Chinh
phu vA C6ng t6c v6n thu.

2. C6c tii IiQu phgc vg gi6i quy6t c6ng viQc

- B5o c6o t6ng hqrp (bin g6c)

3. Sd lugng: 01 b9

4. Thdi gian xfr ly c6ng viQc: 05 ngdy

5. Quy trinh xfr If c6ng viQc

Trinh
tg cdc
bufc
thpc
hi6n

NQi dung c6ng viQc Tr6ch nhiQm thgc hiQn Thli gian
thqc hi6n

Bu6c I C6ng t6c chu6n bi:
- Chuy6n c6c v6n bdn ldnh
dpo giao, x6c dinh mpc dfch
y6u c,il ctra b6o c6o xu6ng
c6ct6, cdc cdnhAn.

C6 nhdn php tr6ch;
C6c bQ phQn, c6 nh6n li6n

quan

Tru6c 05 ngdy
ph6i hodn
thdnh BC

- Thu thpp s6 liQu
C6 nh6n php tr6ch;

C6c bQ phfln, c6 nhdn 1i6n
quan

Tru6c 04 ngdy
phii hoan
thanh BC

- T6ng hgp, phdn tich s6 li6u
C6 nhdn php tr6ch;

C6c bQ phfln, c6 nh6n li6n
quan

Trudc 03 ngdy
phii hodn
thanh BC

Buoc 2 Tri6n khai thuc hi6n
- Xdy,dpg dy th6o d6 cucrng
chi ti6t

C6 nh6n phu tr6ch Tru6c 02 ngiry
ph6i hodn

thdnh



- DuyQt Lenh dpo php trdch C6 nhAn phu trdch Tru6c 02 ngiry
ph6i hodn

thdnh

- 86 sung, hodn chinh b6o

c6o

C6 nhAn phg trdch Trudc 02 ngiry
ph6i hodn

thdnh

Bu6c 3 Hoirn thi6n vln bin b6o c6o

- Ley cht ky l6nh dpo, 16y s6

BC, d6ng d6u, luu vdn thu
C6 nhAn phr,r tr6ch;

Vdn thu
Trudc 0l ngdy

ph6i hoan
thinh

- NQp b6o c6o theo quy dinh C6 nhAn php tr6ch;
Vdn thu

Thli gian theo
quv dinh

- Lrru H6 so c6ng viQc C6 nhAn php tr6ch;
Vdn thu
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I. Mgc tlich

oANu GIA THI DUA

Quy dinh chi titit trinh t.u tht tgc c6ng tdc ddnh gi6 thi dua dinh 1c!; gi6i
,,,

quy6t c6c c6ng vi6c thuQc chric ndng, nhiQm vp, quy6n hpn theo quy dinh cria phSp

lupt.

II. Ph4m vi 6p dgng
Ap dgng trii5n ktrai d6nh gi6 cdc dqt thi dua trong ndm hgc.

Ap dpng AOi vOi tdt chc6n bQ, vi6n chric, ngudi lao dQng trudrng Titiu hoc

Thanh Cao.

III. NQi dung quy trinh giii quy6t c6ng viQc

L. CIn ctl ph6p lf :

LuQt Thi dua, khen thudng ngey 2611112003, LuQt sria ddi, bd sung mQt

sO eiAu cria Luft Thi dua, khen thucmg ngay ArclzOOs vd ngdy 16llll20l3;
Cdn cir Nghi dinh s6 gIl2OITIND-CP ngdy 3ll7l2ol7 cria Chfnh phri quy

dinh chi ti6t thi hdnh mQt s6 di6u cua LuQt thi dua, khen thucmg

2. C6c tii IiQu phgc vg giii qry6t c6ng viQc

+ HO so d6nh gilthidua cira cdnhdn,tO @an gOc)

+ Bi6n b6n hgp t6, Lien tich, HQi d6ng nhd truong (b6n g6c)
+ T6ng hgp thi dua (b6n gtic)

3. 55 lugng: 01 bQ

4, Thli gian xfr lf c6ng viQc: 03 ngdy

5. NQi dung Quy trinh
Trinh
tq c6c
bufc
thgc
hi6n

NQi dung c6ng viQc Tr6ch nhiQm thgc hiQn Thdi gian
thgc hiQn

Bu6c 1 C6ng t6c chu6n bi:

- ChuytSn cdc vdnbin chi
tlao d6nh gi6 thi dua

BGH; Vdn thu, cdc t6
Tru6c 03 ngiy

dilnh gi|thi
dua

- Nghi0n criu, chuAn bi d6nh

si6
Cdc t6, bQ phpn, c6 nhdn

li6n quan

Trudc 02 ngiry
phii hodn
thdnh BC

Buoc 2 Tri6n khai thuc hi6n

C6 nhdn tg <l6nh gi6, chdm
di6m thi dua

C6 nh6n
Trudc 04 ngiry

ph6i hoan
thdnh



TO d6nh gi6 thi dua
f6 truo'ng; C62c6 nh6n

tlong t6

Tru6c 03 ngdy
phii hodn

thdnh

Li6n tich
C6c thdnh vi6n trong Li6n

tich

Trudc 02 ngiry
ph6i hoan

thdnh

HQi d6ng
C6c thanh vi6n trong

I IDSP

Tru6c 01 ngiy
ph6i hodn

thdnh

Bu6c 3 Hohn thi0n d6nh ei6 thi dua

Khen thu&ng
HiQu trudng; I(6 to6n- Thu
quv

Luu H6 so thi dua Vdn thu


