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QUY TRiNH THlfc HIEN CONG VIlJ:C

I. Quy trinh ghii qny~t ch~ d{>chinh sach d8i v6'i ngU'CriIao d{>ng
1. Ch~ d{>8m dau, thai san, con 8m
+ Biroc 1: Ngiroi lao d9ng cung c~p nhfrng gi~y to' c~n thiet dS lam chS d9.
a) ChS d9 6m dau
- Giay ra vien : 0 1 ban (ban goc)
- Gidy chirng nhan nghi viec huang BHXH : 01 ban (ban g6c)
- Giay chtrng nhan ph~u thuat (neu co): 01 ban (photo co cong chimg)
b) ChS d9 thai sari
* Truong hop sinh con
- Gidy ra vien: 01 ban (photo co cong chirng)
- Gi~y clnrng sinh: 02 ban (photo co cong clurng)
- Giay chirng nhan ph~u thuat (nSu co): 01 ban (photo co cong chirng)
* Truong hop d?t yang tranh thai
- Gi~y chimg nhan nghi viec huang BHXH: 01 ban (ban goc)
c) ChS d9 nghi du6ng sire sau thai san: Ngiroi lao dong co nhu c~u nghi thi

bao can b9 phu trach dS l~p danh sach giri BHXH thanh toano
d) ChS d9 con 6m
- Giay ra vien : 01 ban (ban g6c)
- Giay khai sinh cua con: 01 ban (ban sao hoac ban photo co cong chirng)
+ Buoc 2: Can b9 phu trach l~p danh sach dS xu~t thanh toan che d9 giri Bao

r •

. hiem Xa hoi,

+ Buoc 3: H6 sa duoc BHXH duyet giri vS lai don vi dS thanh toan cho
nguoi lao d9ng.

2. Ch~ d{>thfii vi~c, huu tri va nghi ch~ 'd{>01 I~n
a) Ch~ d{>thdi vi~c:
+ Buoc 1: Ngiroi lao dong co nhu c~u muon nghi thai viec thi giri don xin

nghi thai viec theo nguyen vong trinh Lanh dao Cong ty phe duyet (theo m~u).
+ Biroc 2: Dan diroc chuyen dSn can b9 phu trach dS lam chS d9 huang nghi

thai viec, chot s6 BHXH va Phong TCKT thu h6i cong no cua nguoi lao dong
nghi thai viec (neu co).

+ Buoc 3: Ban giao s6 BHXH cho nguoi lao dong,
b) Ch~ d{>hiru tri, nghi ch~ d{>1 I~n:
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+ Biroc 1: Can bQ phu trach l~p thong bao tnroc thai gian nghi 06 thang giri
ngiroi lao dong va don vi noi nguoi lao dong dang cong tac dS biSt thong tin dS
chuAn bi nghi chS dQ.

+ Buoc 2: TiSp tuc l~p thong bao tnroc thai gian nghi 03 thang giri ngiroi lao
- dong va don vi noi cong tac dS s~p xSp cho ngiroi lao dong tarn nghi viec huang

nguyen hrong dS cho hirong chS dQ.
+ Biroc 3: Can bQ phu trach lam cac thu tuc, chot s6 BHXH chuyen ban giao

cho nguoi lao dong,
3. Nghi phep thuong nien
+ Buoc 1: Ngiroi lao dong lam don dS nghi nghi phep trinh P.TCHC va Lanh

dao Cong ty phe duyet (theo m~u).
+ Biroc 2: Can bQ phu trach tiSp nhan va l~p thu tuc gi~y nghi phep din cir

theo nam cong tac ngiroi lao dQng, trinh Lanh dao Cong ty ky.
+ Biroc 3: Giao gi~y nghi phep cho nguoi lao dQng dS nghi phep tlurong

nien,
II. Quy trinh v~ cong tac nhan sl}'

1. Trmrng hop ky k~t HDLD mo'i
+ Buoc 1: TiSp nhan h6 sa lao dQng moi tir Giam d6c Cong ty phe chuan
+ Biroc 2: Trinh Giam d6c Cong ty ky thong bao kY kSt !-IDLE>moi
+ Biroc 3: Thong bao den nguoi lao dong duoc tuyen dung biet va phong,

don vi tiSp nhan nguoi lao dong thir viec.
2. Truong hop ky ti~p HDLD (ngiroi lao dong ky !-IDLE>tir 1 nam tro len)
+ Buoc 1: Tnroc khi !-IDLE>hSt han, Phong TCHC thong bao dSn ngiroi lao

dQng va phong, don vi noi nguoi lao dong dang lam viec diroc biSt dS lam thu tuc
ky tiSp hQ'P d6ng (m~u thong bao).

+ Buoc 2: Cac phong, don vi t6 chirc hop nhan xet, danh gia qua trinh cong
" tac cua ngiroi lao dQng. Cac phong, cac don vi giri h6 sa cho Phong TCHC dS l~p
, thu tuc, h6 sa gom :

- Don xin ky tiSp HQ'P d6ng lao dQng (kern theo m~u).
- Ban tu kiem diem ca nhan.
- Bien ban hop xet (kern theo m~u).
+ Biroc 3: Sau khi tiSp nhan h6 sa ky tiSp !-IDLE>, Phong TCHC trinh Giam

d6c Cong ty phe duyet
+Biroc 4: Thao !-IDLE> cho Giam d6c va ngiroi lao dong cung ky. Luu

H£>LE>vao h6 sa theo dung quy dinh
III. Quy trinh b8 nhiem

1. Quy trinh b8 nhiem cac chirc danh Truong, ph6 phong; Trurrng, ph6
cac don vi true thuQc

+ Biroc 1: Giam d6c va t~p thS lanh dao Cong ty dS xuat phirong an nhan sir.
Can cir vao nguon nhan sir da: quy hoach hoac gioi thieu nr cac phong, don vi noi
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vien clnrc dang cong taco Ban giam d6c Cong ty thao luan, lua chon nhan su, Mot
clnrc vu co thS gioi thieu hon 1 nguoi dS hra chon.

+ Biroc 2: Phong T6 chirc - Hanh chinh chu tri l~y phieu tin nhiem bang hinh
thirc bo phieu kin tai phong, don vi noi co vien chirc du kiSn b6 nhiern dang cong

- taco
+ Buoc 3: T6 chirc hop l~y '1 kien cua cac can bo chu ch6t dS trao d6i, thao

luan vS yeu cau, tieu chuan vien clurc duoc b6 nhiem; thong bao danh sach duoc
Ban giam doc Cong ty gioi thieu; tom t~t 1'1 lich, danh gia uu khuyet diem, du
kiSn phan cong cong taco Can b<)chu ch6t tiSn hanh bo phieu tin nhiern.

+ Biroc 4: Sau khi co kSt qua kiSm phieu, Phong TCHC tong hQ'P trinh Cap
uy co '1 kiSn bang van ban vS nhan su diroc dS nghi b6 nhiem.

.' Buoc 5: Ban giam d6c hopthao luan, nhan xet, danh gia va cho '1 kiSn biSu
quyet,

+ Biroc 6: Giarn d6c ra Quyet dinh b6 nhiem,
2. Quy trinh bB nhiem l~i

+ Biroc 1: Tnroc khi hSt thai han b6 nhiem 30 ngay, vien chirc lanh dao,
quan 1'1 lam ban kiSm diSm nhan xet, danh gia viec thuc hien nhiern vu, chirc
trach trong thai han gifr chirc vu bao cao Giam doc Cong ty;

+ Buoc 2: Phong T6 chirc - Hanh chinh chu tri viec tiSn hanh l~y phieu tin
nhiem bang hinh thirc bo phieu kin tai phong, don vi noi co vi en chirc quan 1'1 b6
nhiern lai dang cong taco

+ Buoc 3: T6 chirc hop l~y '1 kiSn cua cac can b<) chu ch6t gom Ban giam
doc, tnrong pho phong, tnrong cac don vi dS thao luan danh gia trong thai gian
gifr chirc vu cua vien chirc quan 1'1 duoc b6 nhiern lai va tiSn hanh bo phieu tin
nhiern Iai,

+ Buoc 4: Phong T6 chirc - Hanh chinh trinh c~p uy co '1 kiSn bang van ban
vS nhan sir diroc dS nghi b6 nhiem lai,

+ Biroc 5: Ban giam d6c Cong ty hop thao luan, nhan xet, danh gia va cho '1
kiSn biSu quyet,

+ Biroc 6: Giam d6c ra Quyet dinh b6 nhiem lai.
IV. Quy trinh nang IU'O'ngthuirng xuyen, chuyen ngach cho CNVC-LD

+ Buoc 1: Vao thang 4 hang nam, Phong TCHC t?P hQ'P danh sach CNVC-
LD dSn han nang Iuong, chuyen ngach Iuong trong narn giri cac phong, don vi d6i
chiSu.

+ Btroc 2: Phong TCHC chot danh sach nang hrong, chuyen ngach Iuong
hang nam, d6ng thai ra soat cac tnrong hQ'P CNVC-LD vi pham lao dong dS dS
xu~t cu thS.

+ Buoc 3: Hoi dong nang hrong thuong xuyen hop xet va thong nh~t cac
tnrong hQ'Pdiroc nang hrong, chuyen ngach hrong.

+ Buoc 4: Phong TCHC soan thao quyet dinh nang luong trinh Giam d6c
Cong ty ky.
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V. Quy trinh khen thmrng, ky lu~t CNVC-LD
1. Khen thmmg
a) Khen thmmg ca nhfin, t~p th~ hang nam
+ Biroc 1: Vao thang 11 hang nam, Phong TCHC ra thong bao dSn cac

phong, don vi vS xet thi dua khen thirong .
+ Biroc 2: Cac phong, don vi t6 chirc hop binh xet thi dua khen thuong cho

CNVC-LD tai don vi, giri bien ban hop va danh sach khen thirong vS Phong
TCHC dS t6ng hop (can cir theo quy chS khen thirong va ban dang ky thi dua d&u .
nam dS binh xet),

+ Buoc 3: Phong TCHC tham muu thanh lap HQi d6ng thi dua khen thuong,
+ Biroc 4:TiSn hanh hop HQi d6ng thi dua khen thuong, thanh phan gem:

Giam d6c, cac tnrong pho phong.jnrong don vi, dai dien cong doan Cong ty.
+ Buoc 5: Can cir bien ban hop va danh sach khen thirong da:diroc HQi d6ng

thong qua. Phong TCHC t6ng hop lam to trinh trinh Giam d6c phe duyet.
+ Buoc 6: Phong TCHC trinh h6 sa thi dua khen thuong Cong ty len Sa Tai

nguyen va Moi tnrong phe duyet.
Sau khi co quyet dinh phe duyet cua Sa Tai nguyen va Moi tnrong, Phong

TCHC phoi hop voi Phong Tai chinh - KS toan lam thu tuc khen thuong cho
CNVC-LD.

b. Khen thmrng ca nhan, t~p th~ d9t xu it
+ Buoc 1: TiSp nhan dS xuat khen thtrong ca nhan, t~p thS da:diroc Giam d6c

Cong ty phe duyet,
+ Biroc 2: Phong TCHC phoi hop voi phong Tai chinh - KS toan lam cac thu

tuc khen thuong va trinh Giam d6c Cong ty ky quyet dinh,
+ Biroc 3: Phong TCHC giri Quyet dinh khen thuong dSn ca nhan, t~p thS

duoc khen thirong.
2. Ky lu~t:
+ Buoc 1: Phong TCHC tiSp nhan Bien ban CNVC-LD vi pham ky luat.
+ Buoc 2: Phong TCHC phci hop Cong doan Cong ty, Thanh tra nhan dan va

cac ben lien quan th~m tra, xac minh.
+ Biroc 3: Phong TCHC bao cao voi Gi~m d6c Cong ty va xin y kiSn thanh

l~p HQi dong ky luat.
+ Buoc 4: TiSn hanh hop HQi d6ng ky luat,
+ Buoc 5: Can cir bien ban hop HQi dong, Phong TC-HC lam thong bao hoac

quyet dinh trinh Giam d6c ky.
+ Biroc 6: Phong TC-HC sao giri thong bao hoac Quyet dinh ky luat CNVC-

LD dSn cac phong, don vi tnrc thuoc Cong ty. Luu vao h6 sa CNVC-LD.
VI. Quy trinh cong tac van thu, IU'utrfr

1. Quy trinh ti~p nh~n van ban d~n
+ Biroc 1: TiSp nhan van ban tir cac co quan ben ngoai co quan va dong d~u

"Cong van dSn"
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+ Biroc 2: Trinh van ban dSn cho Giam d6c Cong ty but phe y kiSn chi dao,
+ Buoc 3: Can cir y kiSn butphe cua Giam d6c Cong ty, Nhan vien van thu

sao luu va sao chuyen cho cac phong, don vi thirc hien.
2. Quy trlnh ti~p nh~n van ban di
+ Buoc 1: TiSp nhan van ban di
• BQ phan van thu tiep nhan van ban di do cac phong nghiep vu da trinh

Lanh dao Cong ty ky .
• BQ phan van thu kiSm tra thS thirc, kY thuat trinh bay van ban. NSu phat

hien sai sot, van thu se bao cho phong, don vi soan thao van ban kip thai chinh
sua.

+ Biroc 2: Nhan vien van thu vao s6, ghi s6, ngay thang nam.
+ Biroc 3: Phat hanh va luu van ban di.

VII. Quy trlnh trong vi~c trang b] cfing Cl}, dung cu, may m6c thi~t b] phuc
Vl} cho van phong lam vi~c tai cac phong, don vi tr1}'cthuQc, mua s~m bao hQ
lao dQng cho nguo'i lao dQng

1. Mua s~m bao hQ lao dQng
+ Biroc 1: Thang 4 hang nam, Phong TCHC thong bao cho cac phong, don vi

l~p danh sach dS xufit trang bi bao hQ lao dQng theo dung Quy trinh BHLD da
diroc ban hanh,

+ Biroc 2: Phong TCHC tong hop, phoi hop Phong TCKT dS xuat va trinh
Giam d6c Cong ty phe duyet.

+ Buoc 3: Mua s~m va cfip phat cho cac phong, don vi.
+ Biroc 4: Hoan thien cac thu tuc thanh toano
2. Mua s~m va sua chira nho may m6c thi~t b] van phong lam vi~c t~i cac

phong, don vi true thuQc Cong ty
+ Btroc 1: TiSp nhan dS xufit cua cac phong, don vi da diroc Giam d6c Cong

.! ty phe duyet.
+ Buoc 2: Phong TCHC tiSn hanh mua s~m va sua chtra nho theo dS xuat,

Ngoai ra, tuy theo diSu dien cac don vi co thS tu mua sam theo nhu c~u.
+ Buoc 3: Hoan thien thu tuc thanh toano ,

VITI. Quy trlnh tho tuc hB so c~p phep d~u nBi vao h~ thBng thoat nurrc do
th] tren dia ban thanh phB

1. I>Bivo; cong trlnh xiiy d1}'ng
a) Thanh phAn hB so:
-,Don dS nghi dfiu n6i: Ghi ra ngay, ho ten ngiroi lam don, co dfiu cua don vi

chu dau tu, BQL.
- H6 so thiet kS dfiu n6i:

• Ph~n thuySt minh:
+ vi tri dfiu n6i
+ LUll hrong dfiu n6i
+ Bien phap dfiu n6i
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+ Ch~t hrong mroc thai
• Phftn ban ve:

+ ThS hien chi tiSt d~u n6i
+ Mat bang d~u n6i kern quyet dinh phe duyet
+ Chieu dai doan c~n d~u n6i, pham vi thi cong
+ Cat doc cong d~u noi, c~t ngang cong d~u n6i
+ ThS hien d~y du cac cao trinh

- Danh gia tac dong moi tnrong kern theo QD phe duyet hoac thong bao
- Bang tinh luu hrong mroc, phirong phap tinh
- Bien phap t6 chirc thi cong

• Ph~n thuySt minh:
+ Phuong phap thi cong
+ Cac bien phap an toan lao dong, an toan giao thong

• Ph~n ban ve:
+ Sa d6 t6 chirc thi cong, ki thuat thi cong
+ ThS hien vi tri, kich thuoc rao, CQC tieu, day an toan, bien bao, den

tin hieu
+ ThS hien kSt c~u hoan tra

• Bang tiSn do thi cong
- Gi~y phep xay dung kern theo ban ve tong thS mat bang thoat mroc
* Ghi chu:
+ H6 So'gom 3 bQ bo vao 3 t~p h6 So'khac nhau.
+ T~t ca cac gi~y to phap ly lien quan phai cong chirng
+ H6 So' thiet kS d~u n6i; Bien phap t6 chirc thi cong; Bang tinh toan luu

hrong mroc phai co chfr ky va d~u cua don vi tu van thiet kS.
+Gi~y chirng chi hanh nghe cua ngiroi ve thiSt kS ban ve va gi~y phep kinh

doanh cua don vi tu v~n thiet kS.
b) sA luong hB so': 03 bQ
c) Thiri gian giai quyet:

* DAi v&i trU'itng hO'p c~p rmri: 13 ngay lam viec, kS tir khi nhan diroc h6 So'
hop l~, cu thS nhu sau: .'

- Thai gian xu ly tai Cong ty TN va XLNT: 02 ngay;

- Thai gian chuyen h6 so tir Cong ty 1N va XLNT sang SaXay dung: 0,5 ngay;

- Thai gian xu ly tai Sa Xay dung (bao g6m ca thai gian chuyen kSt qua sang
Sa Giao thong van tai): 05 ngay;

- Thai gian xu ly tai Sa Giao thong van tai (bao gom ca thai gian chuyen kSt
qua sang Sa Xay dung): 05 ngay.

- Thai gian tra kSt qua nr Sa Xay dung v~ Cong ty 1N va XLNT: 0,5 ngay.

* DAi v&i trU'ftng hO'p gia han: 09 ngay lam viec, kS tir khi nhan duoc h6 So'
hop l~, cu thS nhu sau:
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- Thai gian xu ly tai Cong ty TN va XLNT: 02 ngay;

- Thai gian chuyen h6 sa illCong ty IN va XLNT sang So' Xay dung: 0,5ngay;

- Thai gian xu ly tai So' Xay dung (bao gom ca thai gian chuyen kSt qua sang
_ So' Giao thong van tai): 03 ngay;

- Thai gian xu ly tai So' Giao thong van tai (bao gom ca thai gian chuyen kSt
qua sang So' Xay dung): 03 ngay.

- Thai gian tra kSt qua illSo' Xay dung sang Cong ty IN va XLNT: 0,5 ngay,
d) SO'd8 khai quat quy trinh giiii quyet:

T6 chile, 1 BPTNva TKQ 2 Phong chuyen 3 BPTNvar-----+ -----+ ----.cong dan ~--- cua Cong ty .•--- man Cty .•- --- TKQ cua Sa
8 7 4 Xay dung

~
5 I 6I

I

BPTNva
TKQ cua Sa
Giao thong

Van tai

* Ghi chu:
Duong chuyen h6 sa:, .
Duong nhan ket qua: +

e) Trinh t\f giiii quy~t h8 so':

+ Biroc 1: T6 chirc, cong dan dSn tai b9 phan "TiSp nhan va tra kSt qua" cua
Cong ty dS huang d~n thu tuc va n9P don.

+ Buoc 2: B9 phan "TiSp nhan va tra kSt qua" cua Cong ty kiem tra va viet
gi~y bien nhan h6 sa xin d~u n6i cua t6 chirc, cong dan va chuyen cho phong
chuyen mon cua Cong ty xu ly.

t
+ Buoc 3: Phong chuyen mon Cong ty kiem tra hien tnrong va dS xu~t van

ban chuyen giri cho b9 phan TN va TKQ So' xay dung xem xet.

+ Buoc 4: B9 phan TN va TKQ So' xay dung kiSm tra, xem xet va co van ban
tra kSt qua cho Cong ty. .

+ Biroc 5: Phong chuyen mon cua Cong ty nhan kSt qua cua So' Xay dung va
dS xu~t van ban giri cho b9 phan TN va TKQ So' Giao thong van tai xem xet.

+ Buoc 6: B9 phan TN va TKQ So' Giao thong van tai kiSm tra, xem xet va
co van ban tra kSt qua cho Cong ty.

+ Buoc 7: Phong chuyen mon cua Cong ty nhan kSt qua cua b9 phan TN va
TKQ So' Giao thong v~n tai va chuyen kSt qua cho b9 phan TN va TKQ Cong ty.

+ Biroc 8: B9 phan TN va TKQ Cong ty tra gi~y phep thi cong d~u n6i hoac
van ban thoa thuan d~u n6i cho t6 clnrc, ca nhan.
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2. DBi tU'Q'ngla nha 0' rieng Ie
a) Thanh ph~n h8 so':

- Don do chu d~u tir - BQL du an hoac cong dan dirng ten (theo m~u).
- Sa d6 vi tri (thS hien cu thS vi tri d~u n6i, h6 ga xu Iy mroc tnroc khi thai ra

.• h~ thong thoat mroc thanh pho).
b) Thiri gian giiii quyet:
La os ngay lam viec (khong tinh thai gian cac tnrong hop phai trinh xin y .

kien cua co quan co tham quyen), Truong hop gia han gi~y phep, thai gian giai
quyet la 03 ngay lam viec (nhan h6 sa t~t ca cac ngay lam viec trong tuan).

c) SO' d8 khai quat quy trinh giiii quy~t

*

T6 chirc, cong 1 T6 ti~p nhan h6 sa 2 Phong chuyen•d§.n ~--------- va tra k~t qua ~-------- mon Cty
8 7

~
3 I 6I

I
I

Phong chuyen
monSaGTVT

Ghi chu: .,.
trong chuyen : • 4 I 5I

I
I

irong nhan --------.
Lanh dao Sa

GTVT
, ..,. A x .

D
D

d) Trmh tt}'grai quyet ho SO' •

+ Buoc 1: T6 chirc, cong dan den tai T6 "tiep nhan h6 sa va tra k@tqua"
Cong ty dS huang d~n thu tuc va n9P don.

+ Buoc 2: T6 "ti@pnhan h6 sa va tra k@tqua" Cong ty kiSm tra chuyen cho
t phong chuyen mon cua Cong ty xu ly va lap van ban thoa thuan d~u n6i trinh
, Lanh dao Cong ty ky (1,5 ngay).

+ Buoc 3: Phong chuyen mon Cong ty trinh van ban thoa thuan d~u n6i cho
phong chuyen mon Sa GTVT (0,5 ngay). ,',

+ Biroc 4: Phong chuyen mon Sa GTVT kiSm tra va dS xu~t gi~y phep thi
cong cho Lanh dao Sa GTVT ky (02 ngay).

+ Buoc 5: Phong chuyen mon Sa GTVT chuyen tra gi~y phep thi cong cho
phong chuyen mon Cong ty va T6 "tiep nhan h6 sa va tra k@tqua" (0,5 ngay),

+ Buoc 6: T6 tiep nhan h6 sa va tra k@tqua tra giay phep thi cong cho t6
chirc, ca nhan va thu l~ phi (0,5 ngay),

TRUONGPHONG
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