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       1.Muc dich

       Quy dinh noi dung, yeu cau va trinh tu cac buoc binh xet thi dua khen thudng
hang nam cua Quy Dich vu Vien thong cong ich Viet Nam.

       2.Pham vi ap dung

       -Ap dung trong binh xet cac hinh thirc khen thuong hang nam cho cac ca nhan.
don vi thuoc Quy.

       -Thuong true Hoi dong Thi dua Khen thuong, cac ca nhan don vi true thuoc
Quy chiu trach nhiem to chirc thuc hien quy trinh nay.

       3.Tai lieu lien quan

       -Luat Thi dua Khen thuang s6 15/2003/QH11;

       -Luat Thi dua Khen thuong sua doi 2013;

       -Nghi dinh s6 42/2010/NB-CP ngay 15/04/2010 quy dinh chi tiet thi hanh mot
so dieu cua Luat thi dua, Khen thuang va Luat sua doi, bo sung mot so dieu cua Luat
Thi dua, Khen thuong;

       -Thong tu s6 09/2018/TT-BTTTT ngay 29/6/2018 cua Bo Thong tin va Truyen

thong huong dan cong tac thi dua, khen thuong trong nganh Thong tin va Truyen thong

       -Quy che Thi dua khen thuang cua Quy Dich vu Vien thong cong ich Viet
Nam ban hanh kern theo Quyet dinh so 297/QD-VTF ngay 08/5/2017. "

       4.Thuat ngu' va ky hieu

       -BTTTT: Bo Thong tin va Truyen Thong

       -Quy: Quy Dich vu vien thong cong ich Viet Nam.

       -Ban TC-KT: Ban Tai chinh - Ke toan;

       -Ban TC-HC: Ban To chuc - Hanh Chinh

       -Ban KSNB: Ban Kiem soat Noi bo

       -Ban KHNV: Ban Ke hoach - Nghiep vu

       -Ca nhan, don vi: Cac ca nhan, don vi thuoc Quy va cac ca nhan, don vi co lien quan;

       -TD-KT: Thi dua-Khen thuang;

       5.Boi canh cua Ban To chiic - Hanh chinh

       5.1.Boi canh ben ngoai

       La mot dan vi thuoc Quy, Ban TCHC co chung boi canh trong tong the boi
canh cua Quy da dugc phan tich tai So tay chat lugng. Tuy nhien, Ban TCHC con co
nh&ng net dac thii sau:

       Ban TCHC co moi lien he chat che voi cac dan vi thuoc Quy. la dan vi co chuc
nang tham mini giup liinh dao to chiic va dieu hanh cong viec, dong thai la trung tarn
thong tin phuc vu lanh dao. Ban TCHC chii yeu tham muu ve mat to chuc, dieu hanh
cong viec lanh dao, chi dao cua lanh dao, noi each khac. la to chuc su lam viec giup
lanh dao.

       Ngoai ra, Ban TCHC co quan he cong tac voi don vi, ca quan ngang Cuc/Vu dc
kip thai nam bat thong tin can thiet giup lanh dao Quy to chiic chi dao diing cac quy
djnh, nhiem vu giao cho Quy ciia Bo Thong tin va Truyen thong, Chinh phu. Thii
tuong Chinh phu va cac ca quan nha nuoc cap tren.

       5.2.Boi canh ben trong
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       5.2.1.Ve co cau, to chuc, bien che

       -Xhuan loi: Ban TCHC gom 14 can bo. vien chiic Trong do co 01 lanh dao va
chuyen vien kiem nhiem ihyc hien cong tac ihj dua khcn thuong. Lanh dao Ban TCIIC
la Xhudng true ciia Hoi d6ng Ihi dua khcn thuong true liep tham muu cong tac thi dua
khen thuong, giup vice cho Lanh dao Quy to chuc. phat dong cac phong trao thi dua
ciia Quy, hoac huong irng cac phong trao thi dua ciia Nha nude. Bo TXXX phat dong.

       Mat khac, la co quan tham iiiuu giup lanh dao to chuc va dieu hanh cong viec.
dong thai la trung lam thong tin phuc vu lanh dao nen Ban co the thu thap nhieu thong
tin danh gia ket qua lam vice, ket qua thi dua mot each chinh xac, da chieu.

       -Kho khan: so lugng can bo, vien chiic tai mot so bo phan con thicu bien che.
can bo chuyen trach vc cong tac thi dua can chuyen tarn, sang tao xay dung cac phong
trao thi dua thiet thuc trong tarn phuc vu cong tac chung ciia Quy. Sir ph6i hop giua
Ban TCHC vai cac Ban TCKT ve viec xac nguon kinh phi cho thi dua khen thuong

cua Quy kho khan.

       Chuong trinh VTCI thucrng chia giai doan khien cho cong lac chung ciia Quy
gian doan, anh hudng chung den cong tac thi dua. khen thuong cua Quy

       5.2.2.Ve chuc nang, nhiem vu

       Ban TCHC la don vj thuoc Quy, co chuc nang tham muu, giiip Giam doc Quy
thuc hien cong tac to chirc can bo; thi dua khen thutmg: thuc hien cong tac hanh chinh.
quan tri. van thu. luu trii' long hop, theo doi, don doc cac dan vj thuoc Quy thuc hien
chuang trinh. ke hoach cong tac cua Quy; cai each hanh chinh (gom ca cai each hanh
chinh va trien khai chuan hoa chat luong hanh chinh). kiem soat thu tuc hanh chinh; to
chuc trien khai thuc hien giai quyet thu tuc hanh chinh thuoc tham quyen giai quyct
cua Quy, tiep nhan, xir ly phan anh, kien nghj ciia ca nhan, to chuc ve quy dinh hanh
chinh theo quy dinh cua phap luat va lam dau moi phoi hgp vai cac co quan. don vj
lien quan phuc vu hoat dong ciia Quy.

       5.2.3 Tri thuc ciia Ban TCHC

       Doi ngu can bp, vien chuc co pham chat chinh trj vung vang. co nang luc chuyen
mon dap ling dugc yeu cau chi dao tap trung, quyet liet va ngay cang cao ciia lanh dao
Quy. Bp phan chuyen vien dugc tuyen chpn, dap ung ca ve trinh do va pham chat dao
due. Do vay, chat luong tham muu. tong hop. tham gia xay dung cac chuong trinh cong
tac Ion cua Quy lien quan den chiic nang nhiem vu ciia Ban TCIIC da dugc nang len;
bien tap. thu thap xu ly thong tin, dam bao kip thai, diing phap luat va dung tham quyen.
Bp phan phuc vu trung thuc, tan tuy, trach nhiem vai cong viec dugc giao.

       5.3 Nhu cau mong doi ciia cac ben quan tarn

       Lanh dao Quy yeu cau va mong dpi Ban TCHC trong cong tac thi dua khen
thuong ngay cang dupe nang cao ve chat lugng; viec tham mu'u xay dung, trien khai.
don doc phong trao thi dua hieu qua ihi el Ihyc thuc day dupe linh than lam viec sang
tao ciia can bp. chuyen vien ciia Quy. theo dung chi dao cua Nha nude. Bp XT IT.

       Thuc hien danh gia trung thuc. khach quan dua trcn ca sa thanh ticli thuc te.

       Cac dan vj thuoc Quy va cac dan vj lien quan thuoc B6 TTTT mong dpi Ban
XCHC trong qua trinh lam viec phoi hgp kip thai dam bao dung lien dp.

       Nguai dan. doanh nghiep mong dpi Ban XCHC nhanh chong kip thai tiep nhan.
thong tin chinh xac. thong tin tuyen truyen. ghi nhan diing chinh xac cac thong tin. ket
qua lien quan den cong tac thi dua, khen thuong.
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6. Noi dung quy trinh

6.1 Luu do:

Trach nhiem Trinh ty cong viec
Mo ta/Mau bieu

   Giam doc
Thuang true Hoi

  dong TD-KT

Phat dong ihi dua 6.2.1

Cac ca nhan, dan vi Dang ky thi dua

Thuang true Hoi
  d6ng TD-KT

      6.2.2

BM-TCHC-05-01

Thirtrng trirc Hoi
  d6ng~TB-KT

Theo doi, tong hop 6.2.3

Hirong dan long ket binh
       xct TD-KT

Cac ca nhan, dan vi

s
6.2.4

Bao cao danh gia lhanh
      tich Ihi dua

      6.2.5

BM-TCHC-05-02

  Thirong true Hoi

    d6ng TD-KT
(Chuyen vien chuyen

   trach TD-KT)

      Soan tbao:

Van ban de nghi KT
Dir thao QuySt dinh KT

  Thuang true Hoi

    ddng TD-KT
(Chuyen vien chuyen

   trach TO-KT)

Trinh cap Iren xem xet khen

    thurcrng cap cao han

Thirdng true Hoi
  d6ng TD-KT

I To chi'rc tang thirong

Chuyen vien chuycn
   trach TD-KT

Luu ho scr

6.2.8

6.2.10

6.2.1 1
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    6.2 Mo Id quy trinh:

    6.2.1Phat dong thi dua:

    Tren cct scr cac quy dinh cua Quy ve cong lac TD-KT. cac yeu cau cong tac Irong

tarn cua cac Quy. Bo TT&TT, Nha nuoc; Cun cu y kicn chj dao cua Giam doc.
Thuang true Hoi dong thi dua khen thuong scan thao van ban phap dong phong trao
thi dua ciia Quy cho cac ca nhan, do'n vi co lien quan.

    6.2.2Dang ky thi dua:

    Can cu noi dung, yeu cau va thai han quy dinh, cac ca nhan. don vi tien hanh dang
ky thi dua gui toi Thuang true Hoi dong Thi dua Khen thuang truac ngay 15/2 hang

nam.

    6.2.3Thco d5i, tong hop:

    Thuang true Hoi dong Thi dua Khen thuang va chuyen vien chuyen trach co trach
nhiem tong hop. theo doi cac ca nhan. don vj co dang ky danh hieu TD-KT.

    6.2.4Huong din t6ng kit, binh xet Tfi-KT:

    Cuoi ky thi dua (cuoi nam), Thuong true Hoi dong Thi dua Khen thirang co trach
nhiem huang dan cho cac ca nhan, dan vi co lien quan tien hanh so' ket, tong kct \a
binh xet TD-KT.

    6.2.5Cao cao danh gia thanh tich thi dua:

    Cac do'n vi tien hanh so1 ket, tong ket va tien hanh binh xet TD-KT. lap ho so1 de
nghi hinh thuc TD-KT gui toi Thirang true Hoi dong Thi dua Khen thuong. Ho so' de
nghi khen thucrng cua cac ca nhan. don vi gom:

    + Bao cao thanh tich cua ca nhan, dan vi:

    + Bao cao thanh tich torn tat kem theo bang, bieu thco mau quy dinh;

    + Cac tai lieu khac theo yeu cau khac.

    6.2.6Tong hop, trinh Hoi dong TD-KT:

    Thucmg true Hoi dong Thi dua Khen thuang long hop danh sach de nghi hinh ihuc
TD-KT tvr cac dan vi, trinh Hoi dong TD-KT Quy xem xet. quyet djnh.

    6.2.7Xet de nghi khen thuong:

    Can cu tren ticu chuan va bao cao thanh tich. Hoi dong TD-KT hop. binh xet TD-
KT, bieu quyet hinh thrc khen thucrng cac ca nhan va do'n \j dupe Quy khen thuong

hay de nghi cap tren khen thucrng.

    6.2.8Dy thao van ban, quyet dinh khen thuong:

    Tren co so ket qua xem xet ciia Hoi dong TD-KT va ket luan cua Chu tich Hoi
dong TD-KT Quy. Thirang true Hoi dong TD-KT, Chuyen vien chuyen trach dugc
phan cong soan thao: Van ban de nghj khen thuong va du thao Quyet dinh khen

thuong trinh Giam doc Quy phe duyet.

    6.2.9Phe duyet:

    Can cir tren dc xuat cua Hoi dong TD-KT, Lanh dao Quy phe duyet tang thuong
cac do'n vi, ca nhan dat thanh tich.

    6.2.JO Trinh cap tren xem xet khen thuong cap cao hon:

    Can cu huang dan ciia ca quan cap tren, tren co1 so ket qua de xuat cua Hoi dong

TD-KT; Thuang true Hoi dong TD-KT lap Ho so trinh i.anh dao Quy trinh cap tren
(Nha nuoc. Bo TTTT) phe duyet tang thucVng cac don vi. ca nhan dat thanh lich thco
tieu chuan.
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Quy trinh thi dua klien Ihucmg QT- TCHC-05 Lan ban hanh: 01

       6.2.11To chiic tang thirong:

    Can cii Quy che TD-KT, Thircrng true Hoi dong TD-KT 16 chile khen thucrng cho
ca nhan, 16 chiic dal cac danh hieu thi dua.

       6.2.12Lu-u ho so': (time hien theo phan 7 cua quy Irlnh nay),

       7. Ho so' luu:

       8. Xac dinh mot so rui ro chinh

       Cac rui ro chinh co the xay ra va Men phap doi pho rui ro khi thuc hien quy

trinh nay:

9. Danh gia kit qua

9.1 Cac chi tieu can

Chi tieu danh gia

Noi dung phong trao thi dua
khong phii hop vai trong
tam cong tac nam hoac

khong theo huong dan ciia

thirc hien quy trinh (Tich hop KPI)

danh gia

                     Ket qua thirc hien

Dat yeu cau

Tren 95% noi dung phong trao
thi dua phii hap vai trong tain
cong tac nam hoac thco huong

dan cua cap tren

               7

Khong dat yeu cau

Co tren 5% noi dung phong trao I
thi dua khdng phu hap voi trong I
tarn cong lac nam hoac khong J

theo hucmg dan cua cap tren\

1

2

3

TenVanbanluu

Hoso1thanhtoan

Cachosokhenthuang

Quyetdinh

Thoigian

Quydinhhienhanh
theoquydinhciia
LuatKetoanhoac
loida01namdoi

vaiHSkhenthuang,
saudochuyenLuu

trfttheoquydinh

Trachnhicmluu

BanTaichinhKeloan

Bophanthiduakhen
thuo'ng

Vanthir

STT

1

2

Riiirochinhco
thexayra

Noidungphong
traothiduakhong
phuhopvoitrpng
tarncongtacnam

hoackhongtheo
huangdanciia

captren

Viectochuc,

khenthuang
charn

Tanxuatxuathien

Thuong
xuyen

Thinh
thoaiig

X

Hiem
khi

X

Mii'cdoanhhuong

Cao Vila

X

X

Thap
Bienphap

doiphoriiiro

-Thuangxuyen

capnhat,theo

doicacnhiem

vutrongtam
congtac.hu'crng

danthiduacua

captren
-TangCLrong

phoihopgiu'a
cacbantrong

viecthuchiento

chuckhen

thuang

-Quydinhro

viecsuadung

Quyihidua
khenihuang
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j Viec to chu'c, khen thuxVng

'. cham

Tren 95% so Iruung hop dung

thai gian quy dinh

Co tren 5% so truong hop khong '

dung thai gian quy dinh'

     9.2.Thoi gian danh gia cac chi tieu tai Muc 9.1

     Thuc hien danh gia sau khi ket thuc nhiem vu hang nam.

     9.3.Danh gia sir thda man ciia khach hang

     I lep nhan y kien phan hoi tit can bo, vien chuc. ngirai lao dong duoc giao nhiem
vu Ihi dua khcn thirong cua dan vj ve ket qua cong tac thi dua khen thuang lit do dtinh
gia su Ihoa man ciia khach hang (noi bo va ben ngoai).

     9.4.Phan tich ket qua danh gia

     Tren ca so ket qua thuc hien cac chi tieu can danh gia neu lai muc 9.1 va ket qua
danh gia su thoa man cua khach hang. Ban TCHC se phan tich cac noi dung sau day:

     -Cac ket qua dau ra ciia qui trinh da hoach dinh co dat duoc khong?

     -Cac bicn phap doi pho riii ro da mang lai hieu qua nhu mong dpi chua?

     -De xuat nhu cau cai tien qui trinh va He thong quan ly chat luong?

     -Muc tieu chat luong lien quan co dat duac khong?

     10. Phu luc:

     -BM-TCHC-05-01: Ban dang ky TD-KT;

     -BM-TCHC-05-02: Mau bao cao thanh tich ca nhan;

     -BM-TCHC-05-03: Bien ban hop Hoi dong TD-KT;



BM - TCHC - 05-01

QUT DICH VU VIEN THONG CONG HOA XA H0I CHU NGHIA VIET NA M
  CONG ICH VIETNAMDoc lap - Tudo - Hanh phiic
  DONVI~:!

                         - Hoi dong Thi dua Khen thucmg Quy

    Can cir noi dung phat dong phong trao thi dua nam cua Hoi dong Thi dua
Khen thucrng Quy Djch vu vien thong cong ich Viet Nam; Tren co* so muc lieu, ke
hoach cong tac, Toi ladang ky thi dua namnhu sau:

    I. Noi dung thi dua

    1. Hoan thanh tot cdc cong tac chuyen mon:

2. Cdc cong tac khac:

II. Cac bien phap to chiic trien khai thuc hien

2- Dat danh hieu

 Truong don viCa nhan dang ky

(Ky, ghi ro ho ten)(Ky, ghi ro ho ten)



BM-TC1IC-05-02

BO THONG TIN VA TRl J YEN THONG C0NG HOA XA HOI CHU NGHIA VIET NAM
  QUY DICH VIJ VIEN THONGDoc lap - Tu do - Hanh phiic

CONG ICH VIET NAM

Ha Noi, ngay thdng nam 20

BAO CAO THANH TICH THI BUA

De nghi khen fhuong

I. So lu'O'c tieu sir:

1.Hovaten: Bi danh:

3.Dan toe: Ton giao:

II. Nhung thanh tich dat duoc:

1. Kct qua thirc hien nhiem vu chuyen mon:

2.Cong tac nghien cuu khoa hoc. cai tier) khoa hoc ky thuat:

3.Cac mat cong lac khac:

4.Ket qua cong lac hoc lap. nghien cii'u nang cao trinh do. nang luc cong lac:

5.Y thuc chap hanh phap luat Nha nude va noi quy. quy che co1 quan:

III.Ket qua khen thuong:

2.Ilinh thii'c khen thucmg (Lict ke):

IV.Oe nghj khen thuong:



     Tir nhung thanh tfch cong tac dat ctugc uhii da neu tren, so sanli vai nhung quy
dinh ve tieu chuan thi dua Idien thuang cua Nha nuac, cua Bo Thong tin va Truyen
thong; Kinh de nghixern xet tang thuangcho toi.

     Xin trail trong cam on./

NGlTOl BAO CAO THANH TICH GIAM BOC XAC NHAN, DE NGHI
       (Ky, ghi ro ho va ten)(Ky, dong ddu)

XAC NHAN COA CAP TRlNH KHEN THU'O'NG
              (Ky, dongddu)
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BO TIIONG TIN VA TRI JYEN THONG CONG HOA XA HOI CHU NGH1A VIET NAM
  QUY DICH VU VIEN THONG Doc lap - Tu do - Hanh phuc

     CONG JCH VIET NAM@:::

       BIEN BAN HOP H0I DONG THI DUA - KHEN THUONG
                Ve viec xet, de nghi khen thuong( 1)

      Hoi dong Thi dua - Khen thuong ...(2) ... lien hanh hop xet. de nghi (3)...

trinh Hoi dong Thi dua - Khen thurong nganh Thong tin va Truyen thong xem xet. trinh
Bo trirong Bo Thong tin va Truyen thong khen thuong cho cac tap the, ca nhan co
thanh lich xuat sac(nam, dot xuat. theo dot, theo chuyen de)

      Chti tri cuoc hop: D/c, Chii tjch Hoi dong TDKT.

      Cac thanh vien Hoi dong TDKT ca sa co thanh vien tham du (vang dong

chi), gom cac dong chi:

      1.D/cchuc vu:Chu tjch Hoi d(Sng TDKT;

      2.D/cchuc vu:Pho Chu tjch Hoi dong TDKT;

      3.D/cchuc vu:Uy vien;

      4.D/cchuc vu:Uy vien. thu ky Hoi dong.

      Sau khi nghe Chii tich Hoi dong quan triet ve tieu chuan, dieu kien va torn tat
thanh tich cua tap the, ca nhan de nghi khen thuong; Hoi dong da thao luan. phan tich.
danh gia thanh tich cua cac tap the. ca nhan. Hoi dong Thi dua - Khen thuong ..(2)...

da bieu quyct (hoac bo phieu kin), ket qua nhat tri%, dc nghj (3)... trinh Bo
trucrng Bo Thong tin va Truyen thong khen thuong cho cac tap the, ca nhan co ten sau:

  THU'KYCHIJ TICH H0I DONG

(ky, ghi ro ho ten)(ky, ghi rd ho ten)

Ghi chu:

(1> Ghi ro logi hinh khcn lliwrng thco thanh lich, thai dot hoac iheo chuycn Jc..

(2)Ten co' quan, don vi cfe nghi;

(3)Thu li'uo'ng co cjiiun. don vi dc ni^hi.

sir Tencanhan/tapthe Hinhthuckhenthuong


