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HUONGDAN
Cong tac nhan st,r ban chip hanh tl,li cll,lihQi cong doan cac cip
ti~n tOi fll,li hQiXII Cong doan Vi~t Nam nhi~m ky 2018-2023

Can cir KS hoach s6 521KH-TLDngay 28/11/2016 cua T8ng Lien doan
Lao dQngVi~t Nam vS t8 chirc dai hQicong dean cac cAptiSn tooDai hQiXII
Cong doan Vi~t Nam, nhiem ky 2018 - 2023 va Hirong dan s6 26-HDIBTCTW
ngay 18/8/2014 cua Ban T6 chirc Trung uong vS cong tac nhan S\IcApuy tai d:;ti
hQiDang bQcac cAptiSn toi dai hQi dai biSu toan quoc Ik thir XII cua Dang;
Doan Chu tich Tong Lien doan Lao dQngVi~t Nam hirong dftncong tae nhan S\I
Ban chAphanh t:;tid:;tihQieong doan cae eip, nhu sau:

A. YEU cAu xAY Dl/NG BAN CHAp HANH vA TIEU cHuAN, DIEU KI:E;N,
co cAU BAN CHAP HANH

I. Yeu cAu xay dt,rng ban chip hanh:
1. Ban chAphanh eong doan do d:;tihQib§.ura phai dap Ung yeu e§.uco

ban nnh d:;tidi~n, bao v~ quYSnva Iqi ieh hqp phap, ehinh dang eua doan vien,
eong nhan, vien ehue, lao dQng.

2. X~y d\Illg ban chAphanh eong doan phai lAychAtluqng, tieu ehuan,la
ehinh; co so luqng va co eau hqp Iy, bao dam S\Ilimh d:;totoan di~n a cae cap,
cae dia ban va nnh ¥\Ie ho:;ttdQngeong doan.

3. cAu t:;toban chApha,nhcAnkSt hqp ~ai hoa ~iua 3 dQtu6i, co ?Auphai
tren co sa bao dam tieu ehuan. Nhiing noi can co eau uy vien ban chap hanh,
nhung khong l\Ia eh9n duqe nguai co du tieu ehuAn,diSu ki~n thi khong go ep
giai thi~u nguai tham gia ban chAphanh.

4. Vi~e giai thi~u nhan S\Iphai dam bao dan ehu, eong khai, dUngquy
trinh, quy dinh eua DiSu I~Cong doan Vi~tNam, hu6ng dan eua Doan Chu tieh
T6ng Lien doan Lao dQngVi~tNam.

II. Tieu chuin chung cua uy vien ban chip hanh:
1. Co ban Hnh ehinh tri viing yang; nhi~t tinh, tam huySt vai S\Inghi~p

xay d\Ing t6 ehue eong doan; tru6ng thanh til th\Ie ti6n phong trao eong nhan va
ho:;ttdQngeong doan; co tinh thAnd6i mai, dam nghi, dam lam, dam ehiu traeh
nhi~m, co uy tin, co phuang phap ho:;ttdQngva kha nang doan k@tt~p hqp duge
dong dao doan vien, eong nhan, vien ehue, lao dQng;co tinh th§.ndAutranh bao
v~quySnva Iqi ieh hqp phap, ehinh dang ella doan vien, nguai lao dQng.

2. Co nang [\Ie tham gia xay d\Illgva e\l thS hoa, t6 ehue th\Ie hi~n t6t cae
nghi quySt ella Dang, ehinh saeh, phap lu~t eua Nha nuae vao eong tae eong
doan; co kiSn thue vS quan Iy kinh tS, xii hQi,phap lu~t; co kY nang ho:;ttdQngva



nghiep V\I cong tac; co kha nang tham gia quyet dinh cac chu tnrong cong tic cua
ban chftp hanh cong doan,

3. Co tinh thAn trach nhiem, hoan thanh t6t nhiem vu duoc giao.
4. Co sire khoe dS hom thanh nhiem vu; co dao dire, 16i s6ng lanh manh,

trung thuc, gian di; co tinh thAn dftu tranh chong tham nhiing va lang phi; khong
C\lCb9 ban vi, co h9i; khong lang phi, tham nhfing va bao che cho tham nhiing.

III. f)i~u ki~n tham gia ban chip hanh:
Ngiroi tham ~ia ban chdp hanh ngoai dam bao thea tieu chuan tren, ck

phai dap img cac dieu kien sau:
1. Ngiroi tham gia Ik dAu:Con du tu6i cong tac dS dam nhiem it nhftt m9t

nhiern ky dai h9i cong doan,
2. Nguci tai cir: Co du thai gian cong tac it nhAtphai du 1/2 nhiem ky (30

thang) trc len. Nhiing truang hqp con thai gian cong tac duai 1/2 nhi~m ky se
do cong doan cftp tren va cftp uy cling cdp xem xet quy@tdinh C\lthS.

3. Bf,i vm ban chdp hanh cong dom co sa khu V\fCngoai nha nuac th\fc hi~n
thea huang dfuI sf, 1321HD-TLB ngay 07/0212017 Tfmg Lien dom Lao d9ng Vi~t
Nam vS m9t sf, n9i dung th\fChi~n K@hOl;lChs6 521KH-TLB ngay 28/1112016 vS
t6 chuc dl;lih9i cong dom cac cdp ti@ntm Bl;Iih9i Cong dom Vi~t Nam.

IV. CO'ciu ban chip hanh cong doan cae cip:
1. Ban chdp hanh cong doan cac cApck co sf, luqng hqp Iy, co cdu dam

b~~~~~a~vi~~ock~~,~ab~~~~~~
dl;lO,triSn khai t6 chuc th\fc hi~n kip thai nghi quy@tcua cac cdp cong doan d@n
dong dao doan vien, nguai lao d9ng.

2. Cong tac chu&nbi nhan S\fth\fc hi~n thea quy trinh dan chu, cong khai,
dung nguyen t~c, nhung nhdt thi@tkhong vi co cftu rna lam giam chdt luqng uy
vien Ban chftp hanh.

3. Phdn dAuban chAphanh cong dom cdp tren tf\fCtiSp co sa co 3 d9 tu6i:
duai 40 tu6i khong duai 10%, til 40 d@nduai 50 tu6i (40-50%), con Il;Iitren 50
tu6i tra len; bao dam tinh kS thila, phat triSn; phdn dftu tl l~ ml tham gia ban
chftp hmh dl;ltkhoang 300/0.

Noi nao chua chu&n bi nhan S\f du co cdu thea quy dinh thi ti@nhanh bAu
cu ban chAp hanh vai sf, luqng it han, s6 con ll;lise b6 sung trong nhi~m ky dl;lt
chi tieu co cdu thea quy dinh, nhung s6 luqng it han khong qua 100/0t6ng s6 ban
chdp hanh.

B. CONG TAc CHuAN BI NHAN Sl/ BAN CHAp HANH
I. Ra soat bi';sung quy ho,",ch:
Cac dip cong doan tiSn hanh ra soat, b6 sung quy hOl;lchdS chu&ubi nguan

nhiin S\fkhoa maL
II. Thanh l~p ti~u ban nhlin sl}':
1. Ban thuang V\l (hoij.c ban chap himh a nhilng nai khong co ban (hU'ang

v¥) cong doan cac cftp quy@tdinh thanh l~p tiSu ban nhan S\fdl;lih9i, do dang chi
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chu tich true tiSp lam twang ti@uban; cac pho tich, twang ban t6 chirc, chu
nhiem uy ban kiem tra (niu co) va mQts6 uy vien ban thuong vu lam thanh vien.

Ti@uban nhan S\Ico nhiem vu giup ban thuong vu hoac ban ch~p hanh
duong nhiem xay dung phuong huang c~u tao ban ch~p hanh khoa moi, quy
trinh va kS hoach gioi thieu nhan S\I;trien khai thuc hien quy trinh va kS hoach
gioi thieu nhan S\I,I~pdanh sach nhan S\Idu kiSn tham gia ban ch~p hanh khoa
moi; lam viec voi c~puy, chinh quyen, co quan chuyen mon, doan th@lien quan
trong cong tac chu§.nbi nhan su,

Ban T6 chirc (hoac can b9 lam cong tac t6 chuc) giup ti@uban nhan S\I
thuc hien cac cong viec cua ti@uban.

2. Xay d\Illg phuang huang c~u t~o ban ch~phanh khoa mai, quy trinh va
kSho~chgiai thi~u nhan S\I.

- Tren cO"sa chu§.nbi ctia ti@uban nhan S\I,ban thuOngVl,l(hoi)cban chap
hanh a nhfmg nai kh6ng co ban thuang v¥) hQp d@cho y kiSn VaGphuang
huang ciu t~o ban ch~phanh, quy trinh va kSho~ch giai thi~u nhan S\I.

- HQinghi ban chip hanh thong qua phuang huang ciu t~o ban chip hanh
khoa mai, quy trinh va kSho~ch giai thi~u nhan S\I.

III. Quy trinh giOi thi~unhan SI! ban ch~phanh trlflYc d~ihQi:
1.Ban thuOngVl,l(hoi)cban chap hanh a nhfmg nai kh6ng co ban thuang

v¥) tri~u t~p hQinghi g6m cac d6ng chi uy vien ban ch~phanh, chti tich dftum6i
t6 chuc cong doan trgc thuQc d@ph6 biSn, qulin tri~t chu truang tiSn hanh d~i
hQi,phmmg huang ciu t~o ban chip hanh khoa mai, kS ho~ch va quy trinh giffi
thi~unhan S\Iva biyy kiSn giai thi~u ctia cac uy vien ban chip hanh (Idn 1).

Ban thUOngVl,lgui phiSu hoi y kiSn, kern theo danh sach ban ch~p hanh
duang nhi~m, d~ nghi timg uy vien ban ch~phanh cho y kiSn vS cac vlin dS sau:

- Nguy~n vQngca nhan uy vien ban chip hanh co tiSp tl,lCtham gia hay
khong tham gia ban ch~phanh khoa mai (Iy do).

- D~xu~t y kiSn cua minh v~ cac uy vien ban ch~phanh duang nhi~mtiSp
tl,lCtham gia, ho~c khong tiSp tl,lCtham gia ban chip hanh khoa maio

- Giai thi~u nhan S\Ingoai ban ch~phanh duang nhi~mtham gia Ban ch~p
hanh khoa maio

2. L~y Y kiSn giai thi~u cua cac c~pcong doan.
2.1. Can cu phuang huang c~u t~o ban ch~phanh khoa mai, ti@uban nhan

S\Id\I kiSn phan b6 s6 luqng, cO"c~u nhan S\Igiai thi~u tham gia ban ch~phanh,
trinh ban thuOngVl,l(hoi)cban chap hanh a nhfmg nai kh6ng co ban thuang v¥)
thong qua va chi d~o cac c~p cong doan tiSn hanh giai thi~u nhan S\I.S6 luqng
d~nghj giai thi~u phi'linhi~u han s6 luqng ban chip hanh mai la 10%.

2.2. T6 chuc hQinghj can bQchu ch6t t~i cip cong doan co cO"ciu duQ'c
phan b6 d~ liy phiSu gi6i thi~unhan S\I.

- Tung c~p cong dO!lllco cO"c~u duQ'cphan b6 t6 chuc hQinghj can bQ
chti ch6t (uy vien ban chap hcmh;uy ban kiim tra; cap truang, cap pho cac aan
vi trtfCthu9Cva tuang auang) giai thi~u nguai tham gia ban ch~p hanh. D6i vai
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cong doan co sa, nghiep doan thanh phfut hQi nghi can bQ chu ch6t do ban ch§p
hanh cong doan co sa, nghiep doan quyet dinh.

- Cac hQi nghi I§y y ki~n gioi thieu cua cAp nao do ban thuong V\I cong
doan cApdo trieu t~p va chu trl,

- NQi dung cac hQinghi I§y y kien:
+ Quan triet muc dich, yeu c&u, phuong huang c§u tao ban ch§p hanh

khoa moi; huang dfut ghi phieu, bo phi~u gioi thieu; thao lu~n lam ro cac vk d@
lien quan duoc hQinghi d?t ra.

+ Tirng d6ng chi duoc hoi y ki~n lua chon ngiroi du tieu chuAn va di@u
kien, phu hop voi co c&u, tieu biSu cho dia phtrong, nganh, dan vi dS ghi vao
phi~u theo m~u in s~n. Sau do bo vao phong bi rieng dan kin, bo vao hom phiSu
ho?c glri ti@uban nhan s\!,theo huang dfut.

_ Sau khi t~p hqp danh sach gi&i thi~u, ban thuOng v1,lc&p tri~u t~p bao
cao xin y ki~n c&puy dang cung c&pva gui danh sach gi&i thi~u chinh thuc v@
ti@uban nhan s\!,d;;tihQi c&ptren.

- Rieng hQi nghi can bQ co quan Lien doan Lao dQng tinh, thanh ph6,
cong doan nganh trung uang va tuang duang, eong doan t6ng eong ty 1r\l'cthuQc
Tfmg Lien doan, co th@giao cho Thu truiJng co quan va Ban chAp hanh cong
doan co quan ph6i hqp chti trl. f)6i tuqng lAyphi~u gi&i thi~u tu chuyen vien ira
len. Cac phiSu gi&i thi~u, bien bim hQi nghi duqc bo vao phong bi, dan kin gui
ti@uban nhan s\!,d;;tihQi.

_Chu y: T6 chuc hQinghi I&yy ki~n gim thi~u la chinh. TruOng hqp cae d6i
tuqng I&yY ki~n lam vi~c a nhi@udia phuang, phan tan, kh6 t6 chuc hQinghi thi co
th@gui cong van noi ro yeu d.u, kern theo phi~u lAyy ki~n d~n timg nguai.

3. T6ng hqp k~t qua gi&i thi~u:
- Ti@uban nhan s\!,t6ng hqp bao cao tinh hinh k~t qua gim thi~u nhan s\!"I~p

danh sach ngum duqc gi&ithi~u tham gia ban chAphanh bao cao ban thuOng V\I.
_ T6 chuc hQi nghi ban thuOng V\I d@xem xet bao cao cua ti@uban nhan

s\!'bao cao k~t qua lAyy kiSn cac uy vien ban chftp hanh, kSt qua gim thi~u cua
cac c&pcong doan; thao lu~ va thong qua danh sach nguai duqc gi&i thi~u d@
bao cao xin y ki~n chi d;;tocua cAp uy, t6 chuc dang d6ng c&p, cong doan c&p
tren tru&c khi lAyY ki~n ban ch&phanh lfut 2

4. L&YY ki~n gi&i thi~u nhan s\!'trong Ban ch&phanh (Zan2).
Ban thuOng V\I tri~u ~p hQinghi ban ch&phanh, d@th\!'chi~n cac cong vi~c:
4.1. Ban thuOng V\I bao cao danh sach va Iy do cac uy vien ban ch&phanh

duang nhi~m ti~p tl,lctham gia ho?c khong tiSp tl,lctham gia khoa mm, k~t qua gim
thi~u ctia uy vien ban chAphanh va ctia t6 chuc cac cftp cong doan va danh sach t6ng
hqp nhan s\!' duqc gim thi~u. f)@nghi cac uy vien ban chAp hanh I\!,achQn ngum
tham gia ban chAphanh, d6ng thai gim thi~u ban thuOng V\I, chu tich, ph6 chti tich.

4.2. Can Cll phuang huang cAut;;toban chftp hanh khoa t&i,iren co sa danh
sach nhan s\!'duqc gim thi~u, timg uy vien ban ch&phanh I\!,achQn,gim thi~u (b&ng
phiiu) ngum tham gia ban ch&phanh, ban thuOngV\I, chti tich, pho chti tich.

I
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TiSu ban nhan su thu phieu, kiem phieu va bao cao k€t qua vci hQi nghi,
Can cir s6 hrong dtr kien cua ban chftp hanh, nhiing dang chi d?t tren 50% (thea
thu tlf tir caa xuong thJp) t6ng s6 uy vien ban chftp hanh duong nhiem gioi thieu
se duoc dua vao danh sach gioi thieu voi dai hQi. NSu danh sach chua t?P trung
thi ban chAp hanh phai tiSn hanh bo phieu Iua chon tiSp cho dSn khi danh sach
phil hop voi s6 hrong du kien.

5. Sau khi co danh sach gioi thieu chinh thirc (ban chdp hanh, ban thutmg
V!l, chit tich, pho chit tjch khod mai), ban thuong V\I tiSn hanh cac viec:
, - Bao ~ao cApuy, t6 chirc dan~ dang cftp, cong doan cAp tren cho y kiSn

ve nhan S\l de hoan chinh truac khi tien hanh d?i hQi.
- Hoan chinh bao cao cAut?o ban chAphanh, bao cao chuftn bi nhan S\l va

danh sach nhan S\l dS trinh ra d?i hQi. Dang thm hoan chinh ha sa nhan S\l duQ'c
giai thi~u; xu Iy dUt diSm dan thu khiSu n?i, t6 cao ... ; dS chuftn bi trinh d?i hQi
khi co yeu d.u.

7. Trong qua trinh chuftn bi nhan S\l ban chAp hanh cilng dang thai chufut
bi nhan S\l uy ban kiSm tra khoa mai (quy trinh giai thi?u nhan S,! ity ban kiirn
tra nhu quy trinh giai thi?u nhan Slf ban chJp hanh).

IV. Cong tae nhan sl! trong d~i hl)i.
1. Ban chAp hanh bao cao t?i d?i hQi cac van dS vS nhan S\l ban chAphanh

khoa mai, gam:
- Phuang huang cau t?O ban chap hanh (s6 /u(1ng,lieu chuJn, ca cJu) dS

d?i hQi xem xet, thong qua (luu y: Dr;lih9i chi thaa lu~n d€ an ban chJp hanh
khoa rnai, con d€ an ban thuirng V!l da ban chJp hanh phien thu nhJt h9P, thiw
/u~n thong qua).

- Qua trinh chuftn bi nhan S\l ban chap hanh va danh sach nhan S\l do ban
chap hanh duang nhi~m giai thi~u dS d?i hQi tham khao (khong d(Jcdanh sach
tr;lih9i truirng rnachuy€n danh sach v€ cae t6 thaa /u~n).

2. D?i hQi thao IU?nva tiSn hanh Ung cu, dS cu ban chap hanh:
- Chi a t6 thao IU?n (phan cong t6 truirng, t6pho, thu leY).
- Can cu phuang an cAu t?O ban chAp hanh khoa mai duQ'c d?i hQi thong

qua, tham khao danh sach nhan S\l do ban chAp hanh duang nhi~m giai thi~u,
timg t6 tiSn hanh dS cu, Ung cu va thao IU?n,th6ng nhftt danh sach dS cu, Ung cu.

- T?p hqp kSt qua giai thi~u cua cac t6. NSu danh sach gio; thi~u phil hqp
vai s6 lugng d?i hQi thong qua thi kSt thuc thao IU?n t6. NSu danh sach nhiSu
han so vai s6 IUQ'ngquy dinh thi cac t6 thao iU?n tiSp dS thu gQn l?i (chi d6i vai
cac t6 rnanhan S,!chua t~p trung thea s6 IU(1ngdr;lih9i da thong qua).

3. Doan Chu tich d?i hQi t6ng hqp danh sach nhiing nguai Ung cu, va
duQ'CdS cu vao ban chAphanh dS D?i hQi biSu quySt thong qua danh sach bAucu
(danh sach bdu cu xip thea thu t'! bimg chi1cai tiing Vi¢tva phiIi nhi€u han s6
/u(1ngdu(ycbdu it nhJt 10%). Sau do d?i hQibAuban chap hanh khoa mai.

4. Sau khi d?i hQi bAu duQ'cban chAp hanh khoa mai, ban chap hanh hQp
phien thu nhAt (trang thili gian dr;lih9i) dS thao lu?n dS an ban thuOng V\I, s6
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hrong ph6 chu tich va uy ban kiem tra, ban chap hanh ti~n hanh bdu ban thuong
vu, chu tich, cac ph6 chu tich va uy ban kiern tra, chu nhiem uy ban ki~m tra.

5. Vi~c t6 clnrc bdu ban chap hanh, ban thirong V\I, chu tich, ph6 chu tich,
uy ban kiem tra, chu nhiem va ph6 chu nhiem uy ban kiern tra thuc hien theo
quy dinh cua DiSu l~Cong doan Vi~tNam kh6a XI.

V. Cong hie nhan sl! sau D~i hQi:
1. Ban thuong vu cong doan kh6a moi thirc hien quyet dinh phan cong

nhiem V\I cho uy vien ban chap hanh thea DS an nhan S1,( tnroc va trong qua
trinh t6 chirc Dai hoi.

2. Truong hop nhan S1,( duoc chufin bi cho cac chirc danh chu ch6t (chit
tich, pho chit tich) khong trung cir ban chap hanh hoac ban thuong V\I thi ban
thuang V\I dS xuat nhan S1,( khac va bao cao xin y ki~n cap uy dang cung cap va
cong doan cap tren xem xet quy~tdinh.

C. TO CHUC THUC HIJi:N
Ban chap hanh, ban thuang V\I cac Lien doan Lao dong tinh, thanh ph6,

cong doan nganh trung uong va tuong duong, cong doan t6ng cong ty trl,fcthuoc
T6ng Lien doan cdn tranh thu S1,( limhd~ocua tinh, thanh uy, ban can S1,( dang bo
(ho~c dang uy t~p doan, t6ng cong ty), C\l th~ hoa noi dung Huang dfulnay cho
phil hgp vai diSu ki~n C\l thS cua dia phuong, nganh minh dS chi d~o, huang d~n
va ti~n hanh cong tac nhan S1,( trong qua trinh d~i hoi cong doan cac cap thea K~
ho~chcua Doan Chu tich T6ng Lien doan Lao dong Vi~tNam.l. ,_"...-

Noi~b~n:
- Ban T6 ch(rcTW; Ban Dan v~ TW (B/c);
- Ban Tuyen giao TV (Blc);
- Viin phong TW; Van phong Chinh phil (B/c);
- Uy vi<~nDolm Chil tich TLD (C/d);
- cae LDLD tinh, thimh ph6; CD ngiinh TW vii
tuong duong; CD T6ng c6ng ty ttvc thu(lc"fLD (T1h);
- Cac Ban, don vi trvc thuQc TLD;
- Luu: VT, Ban ToC TL~

'-"

TM. DoAN CHU TICH
Pllt¥ .' ~. . CH THU'oNG TRl/C
,;:-::/~;~:/--'~---~~'C}__

Tr§n Thanh Hai

6



PRIEU GICn TRIEu NHAN SV
(Ban Chap hanh, Ban Thuong VII, CM tich, Ph6 Chi! tich) ,
........... . KHOA ..

C- '" h A • • ,. h"an cu tieu c uan , xm gioi t ieu :

sa Ngay/thang/ Clnrc VI}, dan vi cong tacTT HQ va ten
nam sinh Ghi chu

Ghi chu : od« eua Ban Chdp hanh dong agoc tren, ben trai phieu.



T6NG LIEN DoAN LAO DONG
VIl;:TNAM

CONG HOP..xA HOI CHU NGH!A VIET NAM
DQc l~p - Tv do - Hanh phuc

--------------------------------------------
LIEN DoAN LAO DONG TiNH, TP
(CD NGANH) .

, ha -..........., ngay tang nam .

..............................................................

BIEN BAN LAy PHIEU GIGI THIl;:U
..........................................................................................................
..........................................................................................................

Ngay Thang Nam , ..

da hQP·..················································· .
..................................................................................................................

...........................................................................................................................

.................................
Chu toa :D/c .
Moi du : -D/c .

-D/c .
..........................................................................................

T6ng sa : d/c

Co m~t du hop: dlc

sf, phieu phat ra: phieu.
sa phieu thu v~: phieu. (Tung phiiu dong vao phong bi, dim kin).
sa phong bi phieu tren duoc niem phong gui ,

do d6ng chi: true ti~p nhan.

Bien ban nay lam thanh: ban, ···········
..................................................................................................................

NGUOI NHAN BI PHI~U CHU TOA HOI NGHl


