MAU THAM KHAO

DANH MUC BOQ TAI LIEU THAM KHAO VE QUY CHE DAN CHU O CO
SO TAI NOI LAM VIEC

1. Quyét dinh ban hanh Quy ché thyc hién dan chi & co so tai noi lam viéc.
2. Quy ché thuc hién dan chi 6 co so tai noi lam viéc.

3. Quyét dinh ban hanh quy ché Hoi nghi nguoi lao dong.

4. Quy ché Hoi nghi ngudi lao dong

5. Quyét dinh ban hanh Quy ché d6i thoai dinh ky tai noi 1am viéc

6. Quy ché Déi thoai dinh ky tai noi lam viéc

7. Huéng dan quy trinh va ndi dung t6 chirc Hoi nghi nguoi lao dong & cong ty
(Danh cho C.ty C6 phan, Cty TNHH, DNTN...... khu vuc ngoai Nha Nudc)

8. Nghi quyét Hoi nghi (Pai biéu) nguoi lao dong.
9. Bién ban Hoi nghi (Pai biéu) ngudi lao dong

10. Bién ban LAy ¥ kién tap thé lao dong vé swra doi, bd sung va ky két méi noi
dung Théa udc lao dong tap thé cua Cong ty tai Hoi nghi Nguoi lao dong.

11. Chuong trinh Hoi nghi (Pai biéu) nguoi lao dong



MAU THAM KHAO

CONG TY..ovvrrerrnennnnen. CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phic

et eee e, RGAY ... . thang......nam 2014

QUYET PINH

Ban hanh Quy ché thwe hién dan chu & co s& tai noi lam viéc

HOQI PONG THANH VIEN (hoic TONG GIAM POC, GIAM POC)

Can cu Bo Luat Lao dong nam 2012;

Can cu Nghi dinh sO 60/2013/ND-CP ngay 19 thang 6 ndm 2013 cua Chinh
phu quy dinh chi tiét Khoan 3 Diéu 63 cua Bo luat Lao dong vé thuc hién Quy ché
dan chu ¢ co so tai noi lam viéc;

Can cr Quyét dinh s ...... /Qb-...... ngay ... thang ... nam 2014 cua Ban
Chi dao (hoac Ban Tb chirc thuc hién Quy ché dan chu, Téng Giam dbc, Giam
dbc) cONg ty ..oovveieeieii vé viéc ban hanh Quy ché dan chu & co so tai noi
lam viéc;

o Xet dé nghi cua Chu tich Hoi dong thanh vién (hoic Tong Giam doc, Giam
doc) va Ban chap hanh Cong doan co sé congty ......... :

QUYET PINH

Piéu 1. Ban hanh kém theo Quyét dinh nay “Quy ché thyuc hién din chu & co
sO tai noi lam viéc” caa cONgty ........ooooiiiiiiiiii
Picu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky.
~ Diéu 3. Cac 6ng (ba): thanh vién Hoi dong thanh vién, Tong Giam doc (Gidm
doc), Chu tich Cong doan, Giam doc cdc cong ty thanh vién (neu c6), phong ban, phan
xuong thude cong ty va tap theé ngudi lao dong cong ty chiu trach nhiém thi hanh
quyét dinh nay./.

Noi nhén: TM. HQI PONG THANH VIEN
- Nhu Biéu 3; (hoic BAN GIAM POC)
e e ; CHU TICH (TONG GIAM POC,
e e ; GIAM D()C)

- BCH CDCS cong ty;

- Lua VP, (ky tén, dong dau)



MAU THAM KHAO

CONG HOA XA HQI CHU NGHIA VIET NAM

[ G4 1 s Poc 1ap — Ty do — Hanh phic
So /Qcbc .., ngay...... thang... ... nam... ...
QUY CHE

THU'C HIEN DAN CHU O CO SO TAI NOI LAM VIEC

(Ban hanh kém theo Quyét dinh s6  ...... /Ob-...... ngay ... thang ... nam 2014

ctia Hoi dong thanh vién (hodc Tong Giam ddc, Giam déc) cong ty ............ )

CHUONG I
NHUNG QUY PINH CHUNG
Piéu 1. Pham vi va doi twong ap dung:

Quy ché nay quy dinh viéc thyc hién dan chu tai cong ty . . . Péi tuong ap dung
cua Quy ché nay 1a Hoi dong quan tri, Tong Giam doc, Giam doc cong ty, Ban
chap hanh cong doan co sé va toan thé nguoi lao dong trong Cty.

Pi¢u 2. Muc dich thuc hién dan chii trong cong ty:

- Nham tao diéu kién dé nguoi lao dong va cac thanh vién trong cong ty duoc
biét, dugc tham gia y kién, duoc giam sat va quyét dinh nhiing van dé c6 lién quan
dén tinh hinh hoat dong SXKD, chap hanh phép luat lao dong, Cong doan, nhiing
ndi dung co lién quan dén quyén, nghia vu, trach nhiém va cac ché do, chinh sach
ctia Nha nuée, cia Cty dbi voi ngudi lao dong.

- Néang cao trach nhiém, nghia vu ctia Tong Giam dbc, Giam ddc cong ty dén
cac thanh vién phu trach cac don vi co sé truc thude ddi véi nguoi lao dong. Tao
diéu kién dé to chirc cong doan cua cong ty hoat dong, dam bao quyén thuc hién
dan chu cua nguoi lao dong trong pham vi to chie theo luét dinh.

- Thiét 1ap mbi quan hé lao dong hai hoa, 6n dinh, phat trién SXKD bén ving,
ngan ngura va han ché tranh chap lao dong trong qua trinh tham gia quan h¢ lao
dong.

Pi¢u 3. Quyén va nghia vu ciia Tong giam ddc, Giam doc cong ty va nguoi
lao dong:

- Tong Giam doc, Giam dbc cong ty va ngudi lao dong trong €ong ty co ngh1a
vu thue hién ding hop dong lao dong, thoa ude lao dong tap thé, chap hanh cac néi
quy, quy ché ctia cong ty va cac quy dinh ctia phap luét lién quan dén quyén, nghia
vu cia nguoi quan ly va nguoi lao dong.



MAU THAM KHAO

- Ngudi lao dong c6 nghia vu chip hanh phap luat lao dong, Cong doan va cac

quy dinh cua cong ty theo luat dinh. Puoc quyén tham gia giam sat viéc thyc hién

cac chinh sach, ché do co lién quan dén quyén, loi ich, hop phép, chinh dang dugc
Nha nudc va cong ty quy dinh d6i voi nguoi lao dong.

Picu 4. Quyén va trach nhiém ciia Cong doan co sé cong ty:

- Cong doan co sd ¢ong ty 1a to chuc dai dién bao vé quyén, loi ich hop phép,
chinh dang cua nguoi lao dong. Co trach nhiém dong vién nguoi lao dong tich cuc
thyc hién chirc trach, nhiém vy dugc phén coéng voi hi€u qua cao, dong thoi to
chtrc cho ngudi lao dong thue hién quyén dugc b1et duoc tham gia, dugc kiém tra
giam sat va dugc quyét dinh nhitng van dé truc tiép lién quan dén ngudi lao dong.

- Chu tich cong doan co s¢ (hodc nguoi do Ban S:hép hanh cong doan uy quyén)
dugc rpb’i du hop H6i dong quan tri,hozflc Pai ho1 dong c6 dong va duoc tham gia y
kién v€ nhiing nd1 dung lién quan dén nguoi lao dong.

Picu 5. To chirc Hi nghi nguoi lao dong trong cong ty:

- Hang nam Hoi dong quan tri, Tong Giam dbc, Giam doc cong ty co trach
nhiém chu tri, phoi hop vé1 Ban chap hanh cong doan co s¢ t6 chirc Hoi nghi
nguoi lao dong. Thoi gian: vao dip tong két ndm trudce va trién khai ké hoach nam
Sau.

- Noi dung cua Hoi nghi nguoi lao dong chu yéu 1a danh gia tinh hinh thuc hién
ké hoach hoat dong SXKD nan trudce, thuc hién cac quy dinh phap luat lao dong,
Cong doan va céac chinh sach, ché d6 co lién quan dén ngudi lao dong, dong thoi
ban giai phap thyuc hién cac chi tiéu ké hoach SXKD d3 dugc Nghi quyét Hoi dong
quan tri, Dai hoi dong cd dong dé ra; viéc thuc hién thoa udc lao dong tap thé, cac
ndi quy, quy ché va nhiing van dé lién quan dén nguoi lao dong.

CHUONG II
NHUNG NQI DUNG CU THE
Piéu 6. Noi dung phai cong khai:

- Céc chinh sach, ché do ctia Nha nudc va cta cong ty lién quan truc tiép dén
nguoi lao dong.

- Nhiém vu va céc chi tiéu ké hoach SXKD trong nam cua cong ty, cua cac
phong ban, xi nghiép, phan xudng, doi, bd phan, to san xuat.

- Céc ndi quy, quy ché cua cong ty gém: Diéu 18 cong ty, ndi quy lao dong, quy
trinh quy pham trong van hanh thiét bi, quy pham an toan v¢ sinh lao dong, phong
chbng chay nd, bao vé moi tru’(mg, Quy dinh vé murc lao dong, dinh mirc khodn,
quy ché tién luong, tién thudng. ..

- Cong khai viéc trich 1p va su dung quy trong cong ty bao gém; Quy khen
thtg:éng, phuc loi, kjnh phj cong doan, bao hiém xa hoi, bép hiém y t€, bao hiém
that nghiép, cac ché do vé bao ho lao dong ... lién quan dén quyen loi nguoi lao
dong....
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Piéu 7. Hinh thirc cong khai:

- Thong bao thong qua cac phong, ban, xi nghiép, phan xuong, doi, bo phan, t6
san xuat (theo tung quy).

- Thong bédo thong qua ban tin ndi bo, truyén thanh no1 bd.

- Thong bao thong qua hop giao ban (dinh ky hang thang) va théng qua d6i
thoai gitra nguoi quan 1y cong ty, Ban chap hanh cong doan cong ty va nguoi lao
dong.

- Théng bao qua Ban chap hanh cong doan cong ty (6 thang 1 1an )

- Thong bao tai Ho1 nghi nguoi lao dong (1 nam)

Piéu 8. N§i dung va hinh thic tham gia y kién cia nguwoi lao dong:
1. Vé ndi dung:

- Nguoi lao dong duoc tham gia v kién vé viéc xay dung va to chac thuc hién
cac ndi quy, quy ché tai diém 1.3, muc 1, phan II ciia Quy ché nay.

- Céac noi dung cua du thao hoac du thdo sura doi, bd sung thdéa udc lao dong tap
thé trude khi ky keét.

- Pugc tham gia cac giai phdp nang cao nang suat lao dong, chat luong san
pham, ha gia thanh, tiét kiém nguyén vat li¢u, an toan lao dong, v¢ sinh lao dong,
bao v¢ moi truong, cai thién di€u kién lam viéc, sdp x€p bo tri lao dong.

- Céc van dé khac lién quan dén quyén va nghia vu ctia ngudi lao dong.
2. Vé hinh thirc tham gia y kién:

Chu yéu thong qua Hoi nghi nguoi lao dong, ddi thoai, qua hoi nghi trién khai
cong tac cua cac phong, ban, don vi, thung thu gép y, hop t6, doi, phan xudng (san
xuat va cong doan).

Piéu 9. Nhirng ndi dung va hinh thirc ngwoi lao dong quyét dinh:
1. Vé ndi dung:

- Ky két hop dong lao dong, cham dirt hop dong lao dong theo quy dinh cua
phap luat lao dong.

- Thong qua thoa udc lao dong tap thé, cac noi dung stra doi, bod sung thda uoc
lao dong tap thé trude khi ky két.

- Thong qua Nghi quyét Hoi nghi nguoi lao dong.
- Céc ndi dung khac theo quy dinh cta phap luat.
2. Hinh thire quyét dinh:

- Béj v6i hop dong lao dong, ngudi lao dong tu quyét dinh nhimg ndi dung thoa
thuan bang van ban.

- Thong qua Nghi quyét bang biéu quyét tai Hoi nghi ngudi lao dong.
- Quyét dinh thoa udc lao dong tap thé thong qua to chic cong doan cong ty.
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Piéu 10. Noi dung va hinh thirc giam sat ciia nguoi lao dong:

1. Nhirng n¢i dung dwgc giam sat:

- Thyc hién Nghi quyét Hoi nghi nguoi lao dong.

- Thyc hién cac ndi quy, quy dinh, quy ché, diéu 1¢ cong ty.

- Thyc hién thoa udc lao dong tap thé.

- Thyc hién hop dong lao dong.

- Thyc hién céc ché do chinh sach dbi Vg’)i nguoi lao dong, viéc thu va st dung
cac loai quy do nguoi lao dong dong gop (ke ca khen thudng, phuc 191).

- Két qua giai quyét khiéu nai, tb cdo va tranh chip lao dong.

- Két qua thi dua khen thuéng hang nam.

2. Hinh thire giam sat:

Thong qua t6 chirc cong doan cong ty hodc qua viéc phan anh, kién nghi, khiéu
nai, to cdo theo quy dinh cua phép luat.

CHUONG III
TO CHUC THUC HIEN

, Pi¢u 11. Nguoi sir dung lao dong co trach nhiém chu tri, phéi hop véi Ban
Chap hanh Cong doan co s& cong ty to chirc thuc hién tot Quy ché nay.

Céc Cong ty thanh vién (néu cd), Ban Gidm déc va Ban Chap hanh Cong
doan co s¢ thanh vién can cit Quy ché nay xay dung Quy ché hoi nghi nguoi lao
dong cho don vi minh.

Piéu 12. Cac 6ng (ba): Chu tich Hoi dong thanh vién, Tong Giam ddc, Giam
déc, Chu tich Cong doan cong ty, Van phong, Giam ddc cac cong ty thanh vién (néu
c6), phong, ban, phan xuéng thudc cong ty va tap thé nguoi lao dong cong ty chiu
trach nhiém thi hanh, t6 chtrc thyc hién Quy ché nay./.

TM. HQI PONG THANH VIEN
(hoiic BAN GIAM POC)
CHU TICH (TONG GIAM POC,
GIAM POC)

(ky tén, dong dau)
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CONG TY..ouuevvveerrnnnnnns CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap — Tu do — Hanh phiic

e e, NEAY .. . thang......nam 2014

QUYET PINH
Ban hanh Quy ché Hoi nghi nguéi lao dong

HOI PONG THANH VIEN (hoic TONG GIAM POC, GIAM POC) CONG
TY coeeeeveneeeeeeeeeerennnnenns

Can cu Bo Luat Lao dong nam 2012;
Can cit Nghj dinh s6 60/2013/ND-CP ngay 19 thang 6 nim 2013 cta Chinh

phu quy dinh chi tiét Khoan 3 Diéu 63 cta B luat Lao dong vé thyuc hién Quy ché
dan chu ¢ co so tai noi lam viéc;

Can ctr Quyét dinh sO ...... /Qb-...... ngay ... thang ... nam 2014 cua Ban
Chi dao (hodc Ban T6 chirc thuc hién Quy ché dan chu, Tong Giam doc, Giam
doc)cong ty ...oovviiiiiiiinnn.n ve vi¢c ban hanh Quy ché€ dan chu ¢ co sé tai noi

lam viéc;
Xét dé nghi ciia Chu tich Hoi dong thanh vién (hodc Tong Giam ddc, Giam
doc) va Ban chap hanh Cong doan co sé congty .........

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay “Quy ché hoi nghi nguoi lao
dong” cia coNgty ..o,

Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky.
~ Diéu 3. Céc 0ng (ba): thanh vién Hoi dong thanh vién, Tong Giam doc (Giam
doc), Chu tich Cong doan, Giam doc cac cong ty thanh vién (n€u c6), phong ban, phan

xuong thude cong ty va tap thé nguoi lao dong cong ty chiu trach nhiém thi hanh
quyét dinh nay./.

Noi nhin: TM. HQI PONG THANH VIEN
- Nhu Diéu 3; (hoiic BAN GIAM POC)

e : CHU TICH (TONG GIAM POC,
e : GIAM POC)

- BCH CDCS cong ty; (ky tén, dong dau)

- Luu VP.



MAU THAM KHAO

QUY CHE HQI NGHI NGUOI LAO PONG
(Ban hanh kém theo Quyét dinh sé ... /OD-...... ngay ... thang ... nam 2014

ctia Hoi ddng thanh vién (hodc Toéng Giam dbc, Giam dbc) cong ty ............ )

CHUONG 1
QUY PINH CHUNG

Piéu 1. Pham vi va dbi twong ap dung

1. Quy ché nay quy dinh viéc thuc hi¢n phat huy quyén lam chu cua cac
thanh vién trong cong ty ................... (goi tat 1a cong ty), bao gdm cac cong ty
thanh vién, don vi phu thudc (néu co), phong ban, phan xuéng ctua cong ty.

2. PBbi tuong ap dung cua Quy ché nay 1a Chu tich Hoi dong thanh vién (hoic
Téng Giam dbc, Giam dbc) hodc nguoi duge Gy quyén hop phép tai cac cong ty
thanh vién, don vi phu thudc (néu c6), phong ban, phan xuong cia cong ty (sau diy
goi chung 1a nguoi st dung lao dong); Ban chép hanh Coéng doan co s& cong ty;
ngudi lao dong lam viée theo hop dong lao dong.

Pi¢u 2. Muc dich xay dung Quy ché hdi nghi ngudi lao dong:

Nhim thyue hién Quy ché dan chi & co s tai noi lam viée, to chic cude hop
do nguoi str dung lao dong chu tri to chtrc hang nam c6 sy tham gia cia Ban Chap
hanh Coéng doan co s& va ngudi lao dong dé trao doi thong tin va thuc hién cac
quyén dan chu cho nguoi lao dong.

Piéu 3. Nguyén tic trién khai hdi nghi nguoi lao dong

1. Nguoi st dung lao dong phai ton trong, bao dam cac quyén dan chua cua
nguoi lao dong tai noi lam vigc; quyén dan chu dugc thuc hién trong khudn khd
phap luat thong qua viéc td chic Hoi nghi nguoi lao dong tai noi lam viéc va cac
quy ché quy dinh caa Cong ty.

2.CONE LYy oo cO trach nhiém xay dung va thuc hién cong
khai, minh bach quy ché Hoi nghi nguoi lao dong tai noi lam viéc nhiam bao dam
quyén va loi ich hop phéap cta ngudi lao dong, ngudi sir dung lao dong.

‘ CHUONG II ‘
NOI DUNG, QUY TRINH TO CHUC HOI NGHI NGUOI LAO PONG

Piéu 4. To chirc hoi nghi nguoi lao dong

1. H61 nghi nguoi lao dong duoc t6 chtre 1 ndm mot 1an, vao quy ........ cua
nam.

2. Ho1 nghi nguoi lao dong dugce td chirc theo hinh thtc hoi nghi tqém thé
(doi voi don vi co dwoi 100 lao dong), hodc theo hinh thirc hoi nghi dai biéu (doi
voi don vi co tw 100 lao dong tro lén).
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Piéu 5. Trach nhiém t6 chirc hi nghi ngudi lao dong

1. Nguoi sir dung lao dong c6 trach nhiém xay dung quy ché, ké hoach to
chure hoi nghi ngudi lao dong, bé tri dia diém, thoi gian, cac dleu kién vat chét can
thiét va t6 chtrc hoi nghi ngudi lao dong. Quy ché, ké hoach t6 chirc hoi nghi ngudi
lao dong dugc ban hanh sau khi tham khao y kién ctia Ban chép hanh Cong doan
co s& va dugc pho bién cong khai dén ngudi lao dong.

2. Ban Chap hanh Céng doan co s& co trach nhiém phéi hop véi nguoi sir
dung lao dong tham gia xay dung va thuc hi¢n Quy ché t6 chirc hdi nghi nguoi lao
dong.

Piéu 6. Thanh phin tham gia hdi nghi nguoi lao dong

1. Thanh phan tham gia hoi nghi toan thé bao gbm toan thé nguoi lao dong
trong cong ty. Truong hop nguoi lao dong khong the roi vi tri san xuat thi nguoi sur
dung lao dong va Ban chap hanh Cong doan co s¢ thdéa thuan thanh phan tham gia
hoi nghi.

2. Thanh phan tham gia hoi nghi dai biéu bao gom:

a) Pai biéu duong nhién bao gdm thanh vién Hoi dong quan tri hoac Hoi
dong thanh vién, Truong ban kiém soat hoic Kiém soat vién; Tong Giam ddc,
Giam dbc, Pho Tong Giam dbc, Pho Giam dbc, Ké toan trudng; Bi thu hodc Pho
Bi thu Péang ty, Bi thu Poan thanh nién (néu c6), Ban Chap hanh Cong doan co s
tai cOng ty;

b) Pai biéu bau 1a nhing nguoi duge hoi nghi ngudi lao dong cap phong,
ban, bo phan, t0, do1 san xuat kinh doanh bau theo quy dinh.

Pi¢u 7. Bau dai biéu tham du hdi nghi dai biéu

1. S6 luong dai biéu bau tdi thiéu duoc quy dinh nhu sau:

a) Dbi v4i don vi ¢o 100 lao dong thi bau it nhat 13 50 dai biéu;

~ b) Doi véi don vi ¢ tir 101 dén dudi 1000 lao dong, ngoai so dai biéu phai

bau ban dau tai Diém a Khoan 1 Di€u nay, cr 100 lao dong thi bau thém it nhat 5
dai biéu;

¢) Béi véi don vi c6 1000 lao dong thi bau it nhat 1a 100 dai biéu;

) Ddi voi don vi ¢6 tir 1001 dén dudi 5000 lao dong, ngoai sO dai biéu phai
bau ban cjéu tai Biém ¢ Khoan 1 Biéu nay, ctr 1000 lao dong thi bau thém it nhat
20 dai biéu;

2. Nguoi str dung lao dong va Ban chap hanh Céng doan co sé théng nhat,
quyét dinh sb luong, co cAu dai biéu duoc bau tham dy hoi nghi dai biéu va phan
bd s6 lugng, co cau dai biéu duge bau twong tmg véi s6 luong va co ciu lao dong
cua tung phong, ban, phan xuong, td, d6i san xuét kinh doanh.

3. Pai biéu tring cur phai dat trén 50% tong s6 phiéu bau hop 1¢; truong hop
phat sinh trong qué trinh bau ctr dugc quy dinh nhu sau:
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a) Truong hop nhidu ngudi cing dat trén 50% tong sé phiéu bau hop 1¢ thi

lay theo thtr tu tir ngudi cd s6 phiéu cao nhat tré xudng cho dén khi du sé dai biéu
duoc phan bd;

b) Truong hop bau 1an thir nhat s ngudi trang ctr chua du sb luong dai biéu
duoc phan bo thi ti€p tuc bau cac lan ti€p theo cho dén khi c6 du s6 dai bicu;

¢) Truong hop nhiéu nguoi cung dat trén 50% tong so phiéu bau hop 1€ va
c6 cung s6 phiéu ma vuot qua so dai biéu duoc phan bo thi t6 chtrc bau tiép dbi voi
nhimg nguoi c6 cing sd phiéu bau nay dé 1ay ngudi co sé phiéu bau cao hon cho
dén khi da s6 dai biéu dugc phan bo.

Piéu 8. Noi dung hdi nghi ngudi lao dong
1. H61 nghi nguoi lao dong thdo luan cac ndi1 dung:

a) Tinh hinh thuyc hi¢én ké hoach san xuat, kinh doanh cua cong ty
................ va nhiing ndi dung tryc ti€p lién quan dén viéc lam cia ngudi lao
dong, loi ich cua cong ty;

b) Két qua kiém tra, giam sat tinh hinh thuc hién hop déng lao dong, thoa
udc lao dong tap thé, ndi quy, cac quy dinh, quy ché ctia cong ty;

¢) Tinh hinh khiéu nai, t6 céo, trang chap lao dong va két qua giai quyét
khi€u nai, t6 cédo, di€u tra tai nan lao dong;

d) Diéu kién 1am viéc va céc bién phap cai thién diéu kién lam viéc;
d) Kién nghi, dé xuét ciia mdi bén;

e) Cac ndi1 dung khac ma hai bén quan tam;

2. Bau thanh vién dai dién cho tap thé lao dong tham gia d6i thoai dinh ky.
3. Thong qua nghi quyét hdi nghi nguoi lao dong.

Picu 9. Quy trinh to chirc Hoi nghi ngudi lao dong

. Bau doan chu tich va thu ky hoi nghi.

. Béo céo tu cach dai biéu tham du hoi nghi.

. Bdo cao cua nguoi st dung lao dong.

. Béo c4o cua t6 chuc dai dién tap thé lao dong tai co so.

. Dai biéu thao luan.

. Bau thanh vién dai dién cho tap thé lao dong tham gia ddi thoai dinh ky.

N N L kW~

. Biéu quyét thong qua nghi quyét hoi nghi nguoi lao dong.

Piéu 10. Pho bién, trién khai, giam sat thuc hién nghi quyét hdi nghi nguoi
lao dong

1. Nguoi su dung lao dong c6 trach nhiém chu tri, phéi hop v6i Ban Chép

hanh Cong doan co sd t6 chirc pho bién két qua va trién khai nghi quyét hoi nghi
ngudi lao dong dén toan thé can bo cong nhan vién va nguoi lao dong trong cong ty.
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2. Ban Chap hanh Cong doan co s¢ o trach nhiém t6 chirc kiém tra, giam sat
tinh hinh thuc hién nghi quyét hoi nghi nguoi lao dong.

3. Pai biéu tham dyu hoi nghi nguoi lao dong co6 trach nhiém phé bién két
qua va nghi quyét hoi nghi nguoi lao dong dén nhitng nguoi lao dong khong tham
du héi nghi nguoi lao dong & cac phong ban, b phan, td, doi san xuét kinh doanh
noi bau minh l1am dai dién tham dy hoi nghi dai biéu.

~ CHUONG III
TO CHUC THUC HIEN

Piéu 11. Nguoi sir dung lao dong co trach nhiém chu tri, ph01 hop vo1 Ban
Chép hanh Cong doan co s& cong ty to chire thuc hién tot Quy ché nay.

Céc Cong ty thanh vién (néu ¢d), Ban Giam dbc va Ban Chap hanh Cong
doan co s¢ thanh vién can cir Quy ché nay xay dung Quy ché hdi nghi nguoi lao
dong cho don vi minh.

Picu 12. Cac 6ng (ba): Chu tich Hoi dong thanh vién, Tong Giam doc, Giam
dbc, Chu tich Cong doan, Van phong, Giam dbc cac cong ty thanh vién (néu co),
phong, ban, phan xudng thudc cong ty va tap thé ngudi lao dong cong ty chiu trach
nhiém thi hanh, t6 chirc thuc hién Quy ché nay./.

TM. HQI PONG THANH VIEN
(hodc BAN GIAM POC)
CHU TICH (TONG GIAM POC,
GIAM POC)

(ky tén, dong dau)
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CONG TY..ouevvunerrnnennnns CONG HOA XA HQOI CHU NGHIA VIET NAM
Déc 1ap — Tu do — Hanh phiic

QUYET PINH

Ban hanh quy ché d6i thoai dinh ky tai noi lam viéc

Can ctr B Luat Lao dong ngay 18 thang 6 nam 2012;

Cén ct Nghi dinh sO 60/2013/ND-CP ngay 19 thang 6 ndm 2013 cua Chinh
phu quy dinh chi tiét Khoan 3 Diéu 63 cua B luat Lao dong vé thuc hién Quy ché
dan chu ¢ co so tai noi lam viéc;

Can cr Quyét dinh s6 ...... /Qb-...... ngay ... thang ... nam 2014 cua Ban
Chi dao (hodc Ban T6 chuc thuc hién Quy ché dan cha, Tong Gidm doc, Giam
doc)cong ty ....oovviiiiiiiinn... vé viéc ban hanh Quy ché dan chu & co sé tai noi

lam viéc;

Xét dé nghi cua Ban Giam ddc

-------------------------------------

QUYET PINH

Piéu 1. Ban hanh kém theo Quyét dinh ndy “Quy ché d6i thoai dinh ky tai
noi lam viéc” cua Cong ty .................

Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky.

Piéu 3. Cac ong (ba): Gidm ddc, Chu tich Cong doan, Giam doc cac Phong
thugc Cong ty ....... chiu trach nhi€m thi hanh quyét dinh nay.

Noi nhin: TM. HQI PONG THANH VIEN
- Nhu Diéu 3; (hoiic BAN GIAM POC)

e : CHU TICH (TONG GIAM POC,
e : GIAM POC)

- BCH CDCS cong ty; (ky tén, dong dau)

- Luu VP.
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QUY CHE
Poi thoai dinh ky tai noi lam viéc
(Ban hanh kém theo Quyét dinh so ... /OD-... ngay .... thang .... nam 20......

CUaCONE LY. oo, )

N CHUONG I
NHUNG QUY PINH CHUNG

Pi¢u 1. Pham vi va d6i twong 4p dung

f?éi twong ap dung cua quy ché nay 1a Gidm déc (nguoi sir dung lao dong);
Ban Chap hanh Cong doan co s&; nguodi lao dong lam viéc theo hgp dong lao dong.

Diéu 2. Quy ché ddi thoai dinh ky tai noi 1am viéc 1 hinh thirc thue hién
quy cheé dan chi & co sé tai noi lam viée

La viéc trao d6i truc tiép gitta nguoi str dung lao dong véi ngudi lao dong
hoidc Ban Chap hanh Cong doan vo1 nguoi su dung lao dong nham chia sé thong

tin, ting cudng su hiéu biét gitta ngudi sir dung lao dong va ngudi lao dong dé bao
dam viéc thuc hién quy ché dan cha & co sé tai noi lam viéc.

Piéu 3. Nguyén tic thwe hién quy ché ddi thoai dinh ky tai noi lam viéc

1. Nguoi str dung lao dong phai ton trong, bao dam cac quén dan chu cua
nguoi lao (,T(f)ng tai noi lam viéc; duoc thuc hién trong khuén kho phép luat thong
qua viéc doi thoai dinh ky tai noi lam vi¢c cua Cong ty................

2.Congty ..oovennnnn phai xay dung va thyc hién cong khai, minh bach quy

ché d6i thoai dinh ky tai noi lam viéc nham bao dam quyén va loi ich hop phap cta
nguoi lao dong, nguoi stir dung lao dong.

_ CHUONG II ‘
NOI DUNG POI THOAI PINH KY TAI NOI LAM VIEC

Piéu 4. Trach nhiém t6 chirc ddi thoai dinh ky tai noi lam viéc

1. Nguoi sur dung lao dong chu tri, phéi hop véi Ban Chép hanh Cong doan co
sO thuc hién doi thoai dinh ky tai noi lam viéc 03 thang mot 1an d€ trao doi, thao luan
cac noi dung:

a. Tinh hinh san xudt, kinh doanh cta nguoi st dung lao dong.

~ b. Viée thyc hién hop ddng lao dong, thoa udc lao dong tap thé, ndi quy, quy

ché va cam két, théa thuan khac tai no1 lam viéc.

c. Diéu kién 1am viéc.

d. Yéu cau cua ngudi lao dong, tap thé lao dong ddi voi nguoi sir dung lao
dong.

e. Yéu cau ctia ngudi sir dung lao dong véi ngudi lao dong, tap thé lao dong.

f. Noi dung khac ma hai bén quan tam.

Khoang céach giita hai 1an d4i thoai dinh ky lién ké t6i da khong qua 90 ngay.
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Thoi gian t6 chire déi,thoeii dinh ky tai Cong ty ................. duoc thuc hién
VA0 ....vtn.n. cua thang cudi moi quy.
Truong hop thoi gian to chirc d6i thoai dinh ky trung vdi thoi gian t6 churc
hoi nghi ngudi lao dong thi don vi khong phai té chure d6i1 thoai dinh ky.
2. Nguoi sir dung lao dong co trach nhiém:

, a) Ban hanh quy ché dbi thoai dinh ky tai noi lam vi¢c sau khi tham khao y
kién cta Ban Chép hanh Cong doan co s6' va pho bién cong khai dén timg nguoi lao
dong dé thuc hién;

b) B tri dia diém, thoi gian va cac diéu kién vat chat can thiét khac bao dam
cho d6i thoai;
c¢) Cur thanh vién dai dién cho bén ngudi st dung lao dong tham gia d6i
thoai;
d) To chirc ddi thoai dinh ky tai noi lam viéc.
3. Ban Chéap hanh Céong doan co sé ¢6 trach nhiém:
‘ a) Tham gia ¥ kién vao quy ché déi thoai dinh ky tai noi lam viéc theo yéu
cau cua nguoi st dung lao dong;
b) T6 chirc bau cac thanh vién dai dién cho bén tap thé lao dong tham gia dbi
thoai tai hoi nghi nguoi lao dong;
¢) Phdi hop v6i nguoi sir dung lao dong to chirc thuc hién ddi thoai dinh ky
tai noi lam vigc.
Picu 5. S6 lwong, thanh phan, tiéu chuin thanh vién tham gia doi thoai
dinh ky tai noi lam viéc
1. Moi bén tham gia di thoai quyét dinh s6 luong thanh vién dai dién cia
minh tham gia doi thoai (moi1 bén phai c6 it nhat 1a 03 nguoi).
2. Thanh phan tham gia d4i thoai gdm:
a) Nguoi sir dung lao dong hodc ngudi dugc ty quyén hop phéap va cac thanh
vién dai dién cho bén nguoi s dung lao dong do ngudi s dung lao dong cu;

~ b)Ban Chép hanh Cong doan co sd va cac thanh vién dai dién cho bén tap

thé ngudi lao dong do hdi nghi nguoi lao dong bau;
Piéu 6. Quy trinh doi thoai dinh ky tai noi lam viéc
1. Chuan bi noi dung, thoi gian, dia diém va thanh phan tham gia d6i thoai:
a) Sau 60 ngay ké tir ngay két thuc 1an dbi thoai trudc lién ké, ngudi st dung

lao dong va Chu tich Cong doan co sd tong hop ndi dung va gui ndi dung yéu cau
ddi thoai cho bén dbi thoai;

b) Trong thoi han 05 ngay 1am viéc ké tir ngdy nhan duoc ndi dung yéu ciu
ddi thoai, nguoi st dung lao dong va Chu tich Cong doan co s& théng nhat noi
dung, thoi gian, dia diém, thanh phan tham gia d4i thoai dinh ky tai noi lam viéc;

¢) Trong thoi han 03 ngay ké tir ngay hai bén théng nhét noi dung, thoi gian,
dia diém, thanh phan tham gia ddi thoai dinh ky tai noi 1am viéc, ngudi sit dung lao
dong ra quyét dinh béng van ban to chirc d6i thoai dinh ky tai noi lam viéc. Quyét
dinh t6 chirc ddi thoai dinh ky tai noi lam viéc phai dugc gui dén Chu tich Cong
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doan co s¢ va cac thanh vién tham gia d6i thoai it nhat 5 ngay 1am viéc trude ngay
to chirc déi thoai;

d) Nguoi str dung lao dong va Chu tich Cong doan co s& phan cong céc
thanh vién tham gia ddi thoai ciia mdi bén chuan bi ndi dung, sb liéu, tai liéu lién
quan cho dbi thoai.

2. Tb chirc ddi thoai:

a) D6i thoai dinh ky tai noi 1am viéc duoc td chuc tai dia diém va thoi gian
d3 thdng nhat. Trudng hop ngudi st dung lao dong thay doi dia diém, thoi gian dbi
thoai thi phai thong bao cho Chu tich Cong doan co s¢ va cac thanh vién nhém 601
thoai dinh ky tai noi lam viéc biét trude it nhat 01 ngay lam viéc trudc ngdy to
chirc dbi thoai ghi trong quyet dinh t6 chtrc ddi thoai dinh ky tai noi lam vigc;

b) Déi thoai dinh ky tai noi 1am viéc chi duoc tién hanh véi sy ¢6 mit it nhat
2/3 s6 thanh vién dai dién cho mdi bén. Truong hop cudc doi thoai khong du 2/3 sb
thanh vién dai dién cho mdi bén, ngudi sir dung lao dong quyét dinh hoan cudc d6i
thoai vao thdi gian sau do, song thoi gian hodn t6i da khéng qua 03 ngay lam viée
ké tir ngay to chire cudc dbi thoai bi hodn;

¢) Trong qua trinh ddi thoai, cic thanh vién tham gia d6i thoai co trach
nhiém cung cép thong tin, s6 liéu, tu liéu, trao doi, thao luan dan chu cac noi dung
ddi thoai.

3. Két thic d6i thoai:

a) Nguoi sur dung lao dong va Chu tich Cong doan co s& 1ap bién ban cudc
d6i thoai. Bién ban cudc ddi thoai ghi rd nhitng ndi dung da théng nhat va cac bién
phap t6 chirc thuc hién; nhitng ndi dung chua théng nhét va thoi gian tién hanh ddi
thoai nhimg ndi dung chua théng nhat hodc mdi bén tién hanh tha tuc giai quyét
tranh chip lao dong theo quy dinh cua phép luit lao dong. Pai dién cta hai bén ky
tén, dong dAu x4c nhan ndi dung bién ban.

Bién ban cudc ddi thoai dinh ky tai noi lam viéc duoc 1ap thanh 04 ban va co
gia tri nhu nhau, mdi bén tham gia ddi thoai gilt mOt ban va hai ban goi vé luu tai
Vian phong Cong doan va Phong Nhan su.

b) Nguoi sir dung lao dong c6 trach nhiém niém yét cong khai bién ban cudc
dbi thoai dinh ky tai noi 1am viéc va ding tai trén hé théng thong tin ndi bo hodc
trang thong tin dién tr cia Cong ty .....

Piéu 7. Pdi thoai khi mot bén c6 yéu ciu

1. Truong hop mot bén ¢ yéu cau to chirc doi thoai thi trong thoi han 10
ngdy lam viéc ké tir ngay nhan duoc nodi dung yéu cau ddi thoai, ngudi sir dung lao
dong c6 trach nhiém chu tri phdi hop véi Ban Chap hanh Cong doan tai co sd to
chirc dbi thoai.

2. S6 lugng, thanh phan tham gia ddi thoai va trach nhiém ctia cac bén trong
t6 chirc doi thoai duge thyc hién tuong tu nhu ddi thoai dinh ky tai noi lam viéc.

- CHUONG III
TO CHU'C THUC HIEN

Piéu 8. Ngudi sir dung lao dong co trach nhiém chu tri, ph01 hop véi Ban
Chip hanh Cong doan co so td chirc thuc hién tot quy ché nay. Céng ty
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..................... van dung quy ché nay dé xay dung quy ché phu hop voi hoat
dong don vi minh.

Piéu 9. Cac ong (ba): Téng Giam ddc, Giam dbc, Ban Chap hanh Cong doan

co s& va nguoi lao dong lam viée trong Cong ty ............. c6 trach nhiém t6 chic
thyc hién quy ché nay.
TM. HOI PONG THANH VIEN
(hoic BAN GIAM POC)
CHU TICH (TONG GIAM POC,
GIAM POC)

(ky tén, dong dau)
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~ HUONG DAN QUY TRINH VA NQI DUNG
TO CHUC HOI NGHI NGUOI LAO PONG O CONG TY
(Danh cho C.ty C6 phan, Cty TNHH, DNTN......khu vuc ngoai Nha Nudc)

Quy trinh, ndi dung t6 chirc Hoi nghi nguoi lao dong gom 3 budérc:

BUOC 1. Cong tac chuan bi trudc khi to chirc Hoi nghi

Hang nam, trudc khi to chire Hoi nghi nguoi lao dong, Giam dbc cong ty
can cha tri hop véi Ban chép hanh CBCS théng nhét trude ké hoach thuc hién va
phan cong chuin bi c4c bao cdo s& trinh bay tai hoi nghi, phan cong chun bi dia
diém, hoi trudng, trang tri, in 4n tai liéu va céac diéu kién co so vat chat khac dé
phuc vu Hoi nghi.

Néu to chirc Hpi nghi dai biéu can tién hanh cac cong viéc sau:

- Phan b6 s6 lugng dai biéu cho timg phong, ban, phan xudng bau chon;

- Chi dao viéc to chic Hoi nghi nguoi lao dong cua phong, ban, phan
xuong;

- Tong hop danh sach dai bleu duoc bau chon cip phong, ban, phan xuong;

- Tong hop ¥ kién dé xuat, kién nghi cua Hoi nghi nguoi lao dong cap
phong, ban, phan xudng..

Khi tong hop can phan loai cac ¥ kién nguoi lao dong va d6i voi cac y kién,
dé Xuat thugc dang ca nhén, riéng 1€ cua Hoi nghi cap phong, ban thi can giai
quyét xong trudc khi to chitc Hoi nghi nguoi lao dong cap cong ty.

BUOC 2. T6 chirc Hoi nghi ngudi lao dong

- HOi nghi nguoi lao dong cap phong, ban, phan xuéng:

Hoi nghi nguoi lao dong cap phong, ban, phan xuong co thé t6 chirc linh
hoat, chu y€u thyc hi¢n 03 nd1 dung sau day:

+ Danh gia két qua thuc hién nhiém vy, cong tac hoac san xudt kinh doanh
cua nam trudc va cac yéu cau, nhiém vu cong tac hodc san xuét, kinh doanh dugc
giao trong nam ké hoach cua don vi.

+ Panh gia viéc thyc hién cac ché dd, chinh sach ddi véi nguoi lao dong
trong pham vi phong, ban, phan xudng; tdp hop y kién, dé xuat, kién nghi cia
ngudi lao dong vé cac bién phap cai tién trong san xuat, cong tic va vé thuc hién
cac ché do, chinh sach ddi véi ngudi lao dong trong don vi.

+ Bau dai biéu du Hoi nghi nguoi lao dong cép cong ty theo sd luong dai
biéu duoc cong ty phan bo.

- Hoi nghi nguéi lao dong cap cong ty c6 02 phan nhu sau:

+ Phdn nghi thivc gom:

1. Tuyén bé 1y do, gidi thiéu dai bicu.

2. Bau Poan chu tich (hodc Chu toa) dé chu tri, diéu hanh hoi nghi.

* Néu bau Poan chu tich thi sb luong Poan Chu tich tur 03 dén 05 nguoi
gém: Giam ddc, Chu tich cong doan cong ty va cac thanh vién khac do Hoi nghi
gidi thiéu va biéu quyét;
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* Néu bau Chu toa Hoi nghi thi $6 luong Chu toa l1a 02 nguoi gé)m: Giam
dbc va Chu tich cong doan cong ty.

3. Poan Chu tich gidi thiéu, biéu quyét vé Thu ky cia Hoi nghi dé ghi bién
ban dién bién ctia Hoi nghi.

4. B4o céo tinh hinh, s luong Dai biéu du Hoi nghi.

+ Phdn ngi dung:

1. Giam doc cong ty bao cdo tom tat danh gia két qua san xuat kinh doanh
nam qua; tinh hinh thyc hién ndi quy, quy ché cua cong ty; viéc thuc hién cac
chinh sach, ché d6 co lién quan dén ngudi lao dong va néu dinh hudng phat trién
san xudt trong thoi gian t6i.

(Khi t6 chtrc Hoi nghi 1an thir hai tré di, can c6 phan nodi dung danh gia viéc
thie hién Nghi quyét caa Hoi nghi ngudi lao dong nam trude).

2. Ban chip hanh Céng doan co sé bao cdo tinh hinh t6 chic Hoi nghi
nguoi lao dong cap phong, ban, phan xuong, doi, t6 san xuat va cac kién nghi cua
nguoi lao dong da tap hop tu hoi nghi cap dudi (hodc kién nghi cua tap thé nguoi
lao dong voi Ban giam dbc cong ty); ¥ klen vé viéc xay dung, stra d6i Thoa udc
lao dong tap thé (néu co) va cac y kién vé ndi quy, quy ché lién quan truc tiép dén
nguoi lao dong.

3. Hoi nghi thao luan.

4. Phan tra 10i thic mic cta ngudi lao dong (néu co) do dai dién Ban giam
ddc, Ban chép hanh Cong doan thyc hién.

5. Ky két Thoa udc lao dong tap thé méi hodc ky sira doi, bo sung Thoa
udc lao dong tap thé (néu co).

6. T6 chuc khen thuong va phat dong thi dua.

/. Thong qua Nghi quyét Hoi nghi nguoi lao dong.

(C6 cdc mau tham khdo: bdo cdo, Nghi quyét Hoi nghi nguoi lao dong)

Bé mac Hoi nghi

BUOC 3. Mot s6 viéc thuc hién sau Hoi nghi nguoi lao dong cap cong ty.

Sau khi c6 Nghi quyét Hoi nghi nguoi lao dong, cin clr vao chiic ning,
nhiém vu ctia mdi bén ma ¢ ké hoach trién khai thuc hién va giam sat vi¢c thuc
hién Nghi quyét Hoi nghi nguoi lao dong.
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CoONgty:.......eene. CONG HOA XA HOQI CHU NGHIA VIET NAM
DPoc 1ap — Tu do — Hanh phic

_ NGHI QUYET
Hoi nghi (Dai biéu) Nguwoi lao dong nam ..............

- Can ct Diéu 14 Nghi dinh 60/2013/ND-CP ngay 19/6/2013 ctia Chinh phu
vé thyc hién quy ché dan chu co s& tai noi lam viéc.

- Can ctr hudng dan sb........ /HD-..... ngay ................ cua ........... vé
thuc hién quy ché dan chu & co s& tai noi lam viée va td chire Hoi nghi HG1 nghi
Nguoi Lao dong nam 20.......

HOm nay, ngay...... thang..... nam....., Hoi nghi (toan thé hoic Dai biéu)
nguoi lao dong Cong ty.................. duge to chirc tai.........oooooiiiiiiii,
voisucoOmatcua................. dai bicu.

Ho1 nghi da nghe cac bao céo c1:1a DPoan C}lﬁ tich trinh bay, Ho1 nghi da tiép
thu cac y kién dong gdp cua cac dai bicu va Quyét nghi:

|. Thong nhat ndi dung cac bao ciao di dwoc trinh bay truéc Hoi nghi.

1. V& nhiém vu san xuat kinh doanh, thuc hién ché d6 chinh sach cho ngudi
lao dong:

-Thong qua bdo cdo tong két hoat dong san xudt kinh doanh Cong ty
nam........... (phan ndi dung s6 liéu)

-Thong bao bao cao két qua tinh hinh cham lo chinh sach, ché do cho cong
nhan lao dong nam.......... (phan ndi dung s6 liéu)

- Thong qua ké hoach san xuét kinh doanh nam. ... .. (phan ndi dung sb liéu)

2. Vé thuc hién quy ché, ndi quy c6 lién quan dén ngudi lao dong:

- Thong qua ndi quy lao dong doanh nghiép (chi néu nhiing diéu di duogc
diéu chinh, b6 sung).C6 hiéu lyc KE T UZAY ..o,

- Thong qua quy ché tién luong cua Cong ty lién quan dén ngudi lao dong
(chi néu nhitng diéu dugc diéu chinh, bd sung). C6 hiéu lyc ké tir ngdy...............

- Thong qua quy ché thuéng cho ngudi lao dong Cong ty (chi néu nhimg
diéu dugc didu chinh bd sung). Quy ché thuong c6 hiéu luc ké tir ngay...............

- Cac quy ché khac (néu co)

3. Thong qua Thoéa uwéc lao dong tap thé cia Cong ty: (Doc toan van néu
la ky két méi, chi néu nhitng diéu khoan diéu chinh, b6 sung néu TULPTT con hiéu
lyc phap luat)

Ty I¢ tan thanh......... %. Hiéu luc thi hanh ké trngay.............cocoeveeinnn..
4. Chi tiéu phat dong thi dua co lién quan dén nguoi lao dong: ’
- Hoan thanh k& hoach san xuat kinh doanh nam........... trong do vuot ke
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+ Pang ky cac danh hiéu thi dua
+ Piang ky sang kién k¥ thuat hodc giai phap cai tién k¥ thuit ting ning sut
lao dong .......... s6 sang kién
Céc chi tiéu khac(néu c6)

II. Trach nhiém ciia Tong (Giam déc), Ban Chap hanh Céng doan co s&
va cong nhan lao dong Cong ty:

1. Trach nhiém ctia Téng Giam dbc, Giam ddc:

- Xay dung quy ché hoi nghi nguoi lao dong va thuc hién ddy du trach
nhiém dd duoc quy dinh theo phap luit lao dong, cac ndi dung cua quy ché thyuc
hién dan chu Cong ty da dugc Ho1 nghi nguoi lao dong nam...... thong qua.

- Pinh ky (thang, quy, 6 thang, ndm) t6 chic hop giita Ban Giam déc Cong
ty voi dai dién nguoi lao dong (BCH CPCS Cong ty) dé danh gia tinh hinh thyc
hién Nghi quyét nguoi lao dong nam.........

- Tao diéu kién (kinh phi, thoi gian, phuong tién lam viéc...) cho t6 chirc
Cong doan co s¢ Cong ty hoat dong. Phdi hop chat ché vai Cong doan co so Cong
ty cham lo doi séng van hoa, thé duc thé thao, nghi ngoi, bdi dudng dao tao ning
cao tay nghé cho ngudi lao dong Cong ty.

- CO trach nhiém giai quyét kip thoi cac tranh chap lao dong c4 nhan, tap thé,
dinh cong xdy ra tai Cong ty dung quy dinh cua phap luat. Nhimg kién nghi cua
Cong doan co s& Cong ty lién quan dén nghia vy, quyén va loi ich cua nguoi lao
dong, Giam doc Cong ty c6 trach nhiém xem xét va ban bac véi Cong doan Cong
ty dé giai quyét va thong bao két qua giai quyét dén cong nhan lao dong Cong ty.

2. Trach nhiém ctia Ban Chap hanh Cong doan co s¢ Cong ty:

- Cong doan co so ¢o trach nhiém phdi hop nguoi sir dung lao dong xay dung
quy ché hoi nghi nguoi lao dong.

- Ban Chép hanh Cong doan co s& Cong ty co trach nhiém phdi hop véi
Giam déc thong bao két qua Hoi nghi Nguoi lao dong va ké hoach trién khai Nghi
quyét Hoi nghi Ngudi lao dong dén cong nhan lao dong, doan vién Cong doan.

- Véan dong, khuyén khich cong nhan lao dong, doan vién Coéng doan tham
gia hoc tap nang cao trinh d¢ tay nghé, van hod, chuyén mon, nghiép vu, chinh tri.
Phdi hop t6 chirc cac hoat dong tuyén truyén phap luat lao dong, ndi quy lao dong,
cac hoat dong van hoa van nghé, thé duc thé thao cho nguoi lao dong....

- T6 chirc phat dong phong trao thi dua nam........ , thuong xuyén don ddc
nhic nho cong nhan lao dong, doan vién Cong doan thuc hién tdt nhiém vu san
xuat, kinh doanh, guong mau chap hanh ndi quy lao dong, thuc hanh tiét kiém,
tang nang suat lao dong xdy dung quan hé lao dong hai hoa 6n dinh tai doanh
nghiép.

- Binh ky (thang, quy, 6 thang, nim) cing Ban Giam déc Cong ty danh gia
tinh hinh thuc hién Nghi quyét Hoi nghi Nguoi lao dong, phong trao thi dua va
thong bao két qua cho ngudi lao dong.

3. Trach nhi€m cta cong nhan lao dong:

- Thyc hién day du Hop dong lao dong di ky két, noi quy lao dong, quy ché
Cong ty da dugc thong qua.
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-Tich cuc tham gia cac phong trao thi dua do Ban Giam déc, Ban Chip
hanh Cong doan Cong ty phat dong.

- Khi ¢6 xay ra tranh chip lao dong (ca nhan, tap thé) nguoi lao dong phai
thue hién ding quy dinh ctia phap luat vé trinh tu giai quyét tranh chap lao dong,
dinh cong. C6 v thirc tiét kiém vt tu, nguyén vat liéu, thoi gian 1am viée... Nguoi
lao dong vi pham lam thiét hai tai san doanh nghiép cé trach nhiém boi thudng
theo quy dinh cua phap luat lao dong.

IV. Trach nhiém va hi€u lwc thi hanh:

- Giam ddc, Ban Chip hanh Cong doan co so va cong nhéan lao dong Cong
ty c6 trach nhiém thuc hién nhirng diéu khoan di duoc Hoi nghi Nguodi lao dong
nam ......... thong qua. Dinh ky 6 thang/lan t6 chirc Hoi nghi danh gia két qua thuc
hién nghi quyét. Trong qua trinh thuc hién c6 phat sinh thi hai bén triéu tap Hoi
nghi dot xuit dé xét bo sung.

- Chi ¢6 Hoi nghi Nguoi lao dong Cong ty méi ¢ quyén sira doi, bd sung
cac chi tiéu da ghi trong nghi quyét nay.

- Nghi quyét Hoi nghi Nguoi lao dong Cong ty....... ¢6 hiéu lyc thi hanh ké
tr ngay...... [o.d.......

TM.BCH CPCS TM.BAN GIAM POC
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Cong ty:............... CONG HOA XA HQI CHU NGHIA VIET NAM
DPoc 1ap — Tu do — Hanh phuc

BIEN BAN
Héi nghi (Pai biéu) Nguoi Lao dong nam ............

HOm nay, vao lac..........gio...... ngay..........thang........ nam ..........tai
L1 11 1

Piachic.....

A- PHAN NGHI THUC:

1- Bau Poan chi tich va thw ky hdi nghi (Hinh thire biéu quyét)

Gom:

ONg (Ba):...oovieeeiii e Chirc vu:...............oo

ONG(BA) ..o, Chirc vu:.............o.oo

ONG (BA): .o ChrC VU: «ooovooeeee

ONG (BA): ..o Chire V...

ONG (BA)....eeeeeee e, ChC VU: oooovoovee

ONG (B

2- B4o c4o tinh hinh dai biéu dw Hi nghi:...................................

B- NOI DUNG CHUONG TRINH

L.ONGBA)....ceeeeee e Pai dién Ban Giam déc
Cong ty bao cao két qua hoat dong san xuat kinh doanh Cong ty ndm .......... , tinh

hinh xay dung va thuc hién cac ndi qui, qui ché ciia Cong ty, nhitng ndi dung stra
d6i, b6 sung cho phu hop véi tinh hinh san xuat, kinh doanh va moé hinh quan 1y
cua Cong ty.

2. 0N (BA)....n e, Dai dién Ban Giam dbc
Cong ty trinh bay phuong hudng, nhiém vu ké hoach hoat dong san xuét- kinh
doanh nam ..........

3.0NG (BA)...neeeeee e Pai dién Ban Chap hanh
Cong doan co s& bao cdo két qua to chirc Hoi nghi Nguoi lao dong nam......... tai
cac Phong, ban, Phan xuong, %, do1 san xudt va cac kién nghi ciia nguoi lao dong,
doan vién Coéng doan (néu co).

4. 0Ng (BA)...oovineieiii i, Pai dién Ban Chap hanh
Cong doan co s& bao céo tinh hinh thyc hién cac ché dd chinh sach lién quan tdi
quyén, loi ich cua nguoi lao dong nam ......... ; viec tham gia xay dung, stra doi

cac ndi qui, qui ché lién quan truc tiép dén quyén loi va nghia vu ngudi lao dong,
tinh hinh thyc hién Thod udc lao dong tap thé, cac kién nghi cua tap thé nguoi lao
dong.

5. ONG (BA)...w e Pai dién Ban Chap hanh
Cong doan co s¢ Cong ty trinh bay ndi dung du thao Thoa udc lao dong tap thé
moi hodc dy thao sira d6i, bd sung Thod ude lao dong tap thé.

6. Phan dai biéu thao luan dong gop ¥ kién:
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(Liét ké y kién tirng nguroi)

7. Ky két Thoa udc lao dong tap thé méi hodc ky sira déi, b6 sung Thod udc
lao dong tap thé (khi da hoan thanh thuong lugng theo luat dinh).
8. Khen thudng, phat dong thi dua:

9. Biéu quyf:t thong qua Nghi quyét Hoi nghi ngudi lao dong: Ty 16......... %
Bién ban két thuc luc........... cung ngay.
Thw ky Dai dién Dai dién

Ban Giam doc cong ty BCH CPCS
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CoONgty:.......eene. CONG HOA XA HQI CHU NGHIA VIET NAM
DPoc 1ap — Tu do — Hanh phic

BIEN BAN
Lay y kién tap thé lao dong vé sira doi, bd sung
va ky két méi ndi dung Théa wére lao dong tip thé ciia
Cong ty tai Hoi nghi Nguwoi lao dong nam.................

1. Thoi gian 0 CRUC &

2. Tong s6 CNVC va lao dong cua doanh nghiép:......... nguoi.

3. Phuong thirc lay y kién:

- Lay ¥ kién ctia toan thé CNLD thong qua chit ky:

- Lay y kién ctia toan thé CNLD thong qua biéu quyét:

4. S6 lugng nguoi dugce lay y y kién:

(Ngoai viéc t6 chirc 1dy ¥ kién tap thé nguoi lao dong, néu c6 to chuc 13y vy kién
cua dai biéu thi ghi rd thanh phan tham du, s6 luong ngudi lay ¥ kién cia ting thanh

5. S6 ngudi tan thanh ndi dung TULPDTT:............ nguoi. Ty l¢:....... .. %

6. S6 ngudi khong tan thanh ndi dung TULDTT:............ nguoi. Ty 1€ :...... %

7. Nhitng diéu khoan khong tan thanh:

(Tai ting diéu, khoan khong tan thanh doanh nghiép ghi 16 ty 18 % khong tan
thanh).:

Xéc nhin cua dai dién BCH Cong doan Nguoi viét bién ban
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CHUONG TRINH
Héi nghi (Pai biéu) Nguwoi Lao dong nim..........
TN Q0N Vi e
Thoi gian tién hanh:......... gio.......... 107
DA QIO ...

A- PHAN NGHI THUC:

1. Tuyén bé 1y do.

2. Gi6i thiéu dai biéu.

3. Bau Chu toa doan, thu ky.

4. Bao céo tinh hinh t6 chirc Hoi nghi Nguoi lao dong tai cAp Phong, Ban, Phan
xuong .....(néu c0) va tinh hinh dai biéu tham dy Hoi nghi Nguoi lao dong hodc Hoi nghi
dai biéu Nguoi lao dong Cong ty.

B- PHAN NOI DUNG: ,
1. Bao c;éo két qua t6 chirc Ho1 nghi Nguoi lao dong tai cap Phong, Ban, Phan

2. Béo céo két qua hoat dong san xuét kinh doanh Cong ty nim qua, tinh hinh xay
dung va thyc hién cac ndi quy, quy ché ciia Cong ty, nhitng ndi dung sira ddi, bd sung
cho pht hop véi tinh hinh san xuat, kinh doanh va mé hinh quan 1y ctiia Cong ty.

3. Thong qua phuong huéng, nhiém vu ké hoach hoat dong san xuat- kinh doanh

4. B4o c4o tinh hinh thuc hién cac ché d6 chinh sach lién quan téi quyén, loi ich
cuia nguoi lao dong ndm qua; viéc tham gia xay dung, sua do6i cac nodi quy, quy ché lién
quan truc tiép dén quyen loi va nghia vu nguoi lao dong, tinh hinh thyc hién Thod udc
lao dong tap thé, cac kién nghi cua tap thé nguoi lao dong.

5. Bao céo két qua viéc tra 101 cac kién nghi, thic méc ciia nguoi lao dong, doan
vién Cong doan Cong ty.

6. Thong qua ndi dung dy thdo Thod udc lao dong tap thé ma&i hodc du thao stra
d6i, bd sung Thoa wdc lao dong tap thé.

7. Phan thao luan dong gop y kién:

8. Ky két Thoa udc lao dong tap thé moi hoic ky sira d6i, bo sung Thoa wdc lao
dong tap thé.

9. Khen thudng.

10.Phat dong thi dua.

11.Biéu quyét thong qua Nghi quyét Hoi nghi nguoi lao dong.

12.Bé mac.

BAN TO CHUC



