
--- -~~--- ~--

BO GIAO DVC vA uAo T~O
TRUNG TAM HO TRQ DAo T~O

vA CUNG UNG NHAN r.trc

S6: 30/QD-HTDTCUNL

CQNG HoA XA HQI CHU NGHiA VI~T NAM
DQc l~p - T1}'do - H~nh phuc

Ha N9i, ngay ;f)thimg ~ nam 2018

QUYETDINH
Ban hanh Quy ch~ lam vi~c

ciia Trung tam HB trQ' dao t~o va Cung .rng nhan IV'c

GIAM DOC TRUNG TAM HO TRQ DAo T~O v A CUNG UNG NHAN LlfC

Can cir Quyet dinh s6 955/QD-BGDDT ngay 17 thang 02 nam 2009 cua
BQ tnrong BQ Giao ducva Dao tao vS viec t6 chirc lai Trung Him Lao dong -
Huang nghiep thanh Trung tam H6 tro dao tao va Cung ling nhan lire;

Can cir Quyet dinh s6 1244/QD-BGDDT ngay 02 thang 4 nam 2018 cua
BQ tnrong BQ Giao due va Dao tao vS viec ban hanh Quy che t6 clurc va hoat
dong cua Trung tam H6 tro dao tao va Cung ling nhan lire;

Xet dS nghi cua Chanh Van phong,

QUYETDINH:

Di~u 1. Ban hanh kern theo Quyet dinh nay Quy ch~ lam viec cua Trung tam
H6 tro dao tao va Cung ling nhan lire.

Di~u 2. Quyet dinh nay co hieu hrc nr ngay ky.

Quyet dinh nay thay th~ cho Quyet dinh s6 06/QD- HTDTCUNL ngay
5/3/2013 cua Giam d6c Trung tam H6 tro dao tao va Cung ling nhan luc vS viec
ban hanh Quy ch~ lam viec cua Trung tam H6 tro dao tao va Cung ung nhan luc.

Di~u 3. Cac ong (ba) Chanh Van phong, Truong cac phong thuoc Trung
tam va toan thS cong chirc, vien clnrc, nguoi lao dong cua Trung tam H6 tro dao
tao va Cung ling nhan lire chiu trach nhiem thi hanh Quyet dinh nay.

No'i nh~n:
- TTNguy~n Van Phuc (d~ b/e);
- Nhir DiSu 3;
- Website TT;
- Luu: VT, VP.

THU TRUONG DON VI

_t



BO GrAo Dl)C v A BAo TAO
TRUNG TAM HO TRO DAo TAO

vA CUNG UNG NHAN r.uc'

CQNG HoA xA HQI CHi) NGHIA VI~T NAM
DQc I~p - T,! do - Hanh phuc

QUYCHE
Lam vi~c cua Trung tam H8 trQ' dao tao va CU!1~.rng nhan ll}'c

(Ban hanh. theo Quyit dinh s6 30/Q£J-HT£JTCUNL ngay JJJ thang ~ nam 2018
cua Gidm d6c Trung tam H6 tr(Y£Jao t(lOva Cung ung nhdn luc)

Churrng I
NHlJNG QUY f)INH CHUNG

f)i~u 1. Pham vi di~u chinh va d6i tU'Q'ngap dung

1. Quy chS nay quy dinh nguyen t~c lam viec; trach nhiem, pham vi giai
quyet cong viec; quy trinh, each thirc giai quyet cong viec cua Trung tam H6 tro
dao tao va Cung ung nhan lire (sau day goi t~t la Trung tam).

2. Quy chS nay ap dung d6i voi Van phong, cac Phong thuoc Trung tam
(sau day goi chung la don vi) va cac cong chirc, vien chirc, lao dong hQ'Pdong
thuoc Trung tam.

f)i~u 2. Nguyen t~c lam vi~c

1. Trung tam lam viec theo che d9 thu tnrong, bao dam nguyen t~c t~p
trung dan chu, dS cao trach nhiern cua nguoi dung dfiu. MQi hoat dong cua
Trung tam tuan thu cac quy dinh cua phap luat va Quy chS lam viec cua Trung
tam. Cong chirc, vien chirc, ngiroi lao dong thuoc Trung tam giai quyet cong
viec dung trinh tir, thu tuc, pham vi nhiern vu va th~m quyen duoc giao, khong
19i dung danh nghia don vi dS lam viec ca nhan.

2. M6i viec chi giao mot don vi, ca nhan chu tri giai quyet va chiu trach
nhiem chinh; nguoi dung dfiu don vi phai chiu trach nhiem chinh vS cong viec
diroc giao cua don vi.

3. Trinh nr, thu tuc va thai han giai quyet cong viec phai bao dam tuan thu
theo dung quy dinh cua phap luat, chirong trinh, kS hoach, lich lam viec va Quy
chS lam viec cua Trung Him, tnr tnrong hQ'Pd9t xuat hoac yeu cau khac cua c~p
co th~m quyen.

4. Lanh dao Trung tam, ngiroi dirng dfiu cac don vi phai bao dam phat huy
nang I\1C va sa tnrong cua vien chirc, lao dong hQ'Pdong (sau day goi chung la vien
clnrc); dS cao trach nhiem trong phoi hQ'Pcong tac, trao d6i thong tin giai quyet cong
viec va trong moi hoat dong theo clnrc nang, nhiem vu, quyen han duoc phap luat
quy dinh va bao dam dan chu, ra rang, minh bach va hieu qua trong moi hoat dong;
xay dung moi tnrong lam viec van hoa.

• 5. Cong chirc, vien clnrc khong nr Y cung c~p thong tin vS cac v~n dS dang
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nghien ciru, dang thao luan, dang xem xet giai quyet hoac cac v~n dS khong thuoc
th§.mquyen cung cap thong tin cua minh. Khi tham gia y kien hoac phat ngon phai
phai dam bao tap trung vao nhiem vu chuyen mon va theo dung quy djnh cua
phaplu~t.

6. Luu tnr, bao mat cac h6 sa, quan ly con d~u, tai lieu, van ban di, van
ban dSn theo dung quy dinh cua phap lu~tvS hru trfr tai lieu, bao v~ bi mat Nha mroc,

Churmg II
TRAcH NHI:¢M, PH~M VI GIA.I QUYET CONG VI:¢C

Di~u 3. Nhfrng cfmg vi~c cfin thao lu~n t~p th~ lanh dao Trung Him
trurrc khi Giam dBc quyet djnh

1. KShoach trien khai thirc hien cac chu tnrong, chinh sach cua Bang, Nha mroc.

2. Chien hroc, quy hoach, kS hoach phat trien; chuang trinh, kS hoach
cong tac; bao cao tong kSt cong tac nam cua Trung tam.

3. Cong tac t6 chirc va nhan su cua Trung tam.

4. Nhirng v~n dS khac ma Giam d6c thay c~n thiet thao luan t~p thS tnroc
khi quyet dinh,

Di~u 4. Trach nhiem, pham vi giai quyet cong vi~c cua Giam dBc

1. Chi dao, dieu hanh Trung tam thuc hien chirc nang, nhiern vu va quyen
han theo quy dinh cua B9 Giao due va Dao tao va cac van ban phap luat khac co
lien quan.

2. Chiu trach nhiem tnroc B9 tnrong B9 Giao due va Dao tao vS toan b9
cong viec thuoc trach nhiem va tham quyen, kS ca khi d:1 phan cong hoac uy
nhiem cho cac Pho Giam d6c.

3. Phan cong cong viec cho cac Pho Giam doc; uy quyen cho nguoi dung
d~u cac don vi thuc hien mot s6 cong viec cu thS theo quy dinh cua phap luat;
chu dong phoi hop voi cac co quan, don vi xu Iy cac v~n dS co lien quan den
nhiem vu cua Trung tam hoac do B9 tnrong phan congo

4. Tnrc tiep chi dao, dieu hanh mot s6 don vi; quyet dinh clurc nang,
nhiem vu, kS hoach cong tac cua cac don vi thuoc Trung tam.

S. Can cir vao diSu kien cu thS khi triSn khai cong viec, Giam d6c co thS
tnrc tiep giai quyet mot s6 viec d:1phan cong cho Pho Giam d6c hoac diSu chinh
Iai su phan cong cong tac gitra cac Pho Giam d6c; quyet dinh cac v~n dS con co
y kiSn khac nhau gifra cac Pho Giam d6c.

6. Quan ly va t6 chirc su dung co hieu qua tai san, phuong tien lam viec
cua Trung tam va cac nguon hrc tai chinh, ngan sach cua Trung tam.

7. Ky cac van ban thuoc th§.m quyen cua Giam doc.
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I>i~u 5. Trach nhiem, pham vi ghii quy~t cong vi~c ciia Ph6 Ghim dBc

1. Cac Pho Giam d6c chi dao, kiSm tra, don d6c mot s6 don vi, cong viec
theo phan cong cua Giam d6c; su dung quyen han cua Giam d6c, nhan danh
Giam d6c giai quyet cac cong viec thuoc Iinh V\fC duoc phan cong va chiu trach
nhiem tnroc Giam d6c,-tnroc phap luat v€ nhtrng quyet dinh cua minh; xin '1 kiSn
Giam d6c dS xu 1'1cac v~n d€ virot qua th~m quyen.

2. Pho Giani doc khong giai quyet cac viec ma Giam d6c khong phan
cong hoac uy quyen, Bao cao kSt qua thuc hien nhiem vu duoc giao voi Giam doc.

I>i~u 6. Trach nhiern, pharn vi ghii quyet cong vi~c cua ngmri dung
d~u cac don vi thuQc Trung tam

1. Chiu trach nhiem tnroc Giam d6c va truce phap luat v€ toan bQ hoat
dong cua don vi theo chirc nang, nhiem vu diroc giao; thirc hien d~y du chS dQ
thong tin, bao cao theo quy dinh cua Trung tam.

2. Chu dong, tich cue trong viec d€ xuat, xay dung kS hoach cong tac cua
don vi va t6 chirc thirc hien nhiem vu cua don vi; t6 chirc triSn khai, don doc va
kiSm tra vien chirc trong don vi thirc hien kS hoach cong taco

3. Khong nr y chuyen cong viec thuoc nhiem vu, th~m quyen cua don vi
minh sang don vi khac hoac giai quyet cong viec khong thuoc nhiem vu, th~m
quyen cua don vi minh.

4. Nhirng viec phat sinh vuot qua th~m quyen: Phai kip thai bao cao Giam
d6c hoac Pho Giam d6c phu trach cho '1 kien chi dao dS giai quyet.

5. Phan cong nhiem vu cho vien chirc trong don vi giai quyet cong viec
theo cac Iinh V\fC cong tac cua don vi. Khi vien chirc vang mat, phai b6 tri ngiroi
thay thS dS bao dam cong viec diroc tiSn hanh lien tuc, dung tiSn dQ.

6. Quan ly vien chirc va quan 1'1tai san cua don vi theo quy dinh va theo
siruy quyen cua Giam d6c; thuc hien nghiemtuc nQiquy, quy chSlam viec cua Trungtam.

7. DV hop giao ban va cac cuoc hop khac do Lanh dao Trung tam trieu
tap, neu vang mat phai bao cao nguoi chu tri cuoc hop, T6 chirc va phan cong
vien chirc thuc hien cac ket luan cua Lanh dao Trung tam tai cuoc hQPlien quan
dSn linh V\fC do don vi phu trach.

8. Nguoi dimg d~u cac don vi khi giai quyet cac v~n d€ thuoc chirc nang,
nhiem vu cua don vi co lien quan dSn chirc nang, nhiem vu cua don vi khac phai
trao d6i '1 kiSn voi nguoi dung d~u don vi do. Ngiroi dung d~u don vi duoc hoi
'1 kiSn co trach nhiem tra loi va chiu trach nhiem v€ noi dung tra loi.

9. Thirc hien cac nhiem vu khac do Lanh dao Trung tam giao.

I>i~u 7. Trach nhiem, pham vi thuc hi~n nhiem vu ciia vien chirc

1. Chap hanh su chi dao, phan cong nhiem vu cua nguoi dirng d~u don vi va,
cap tren.
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2. Chu dong, tich qIC trong viec dS xuat, xay dung kS hoach chi tiSt viec
thuc hien nhiem vu diroc giao dam bao ch~t hrong va dung thai han yeu c~u;
chiu trach nhiem tnroc nguoi dung d~u don vi vS cong viec diroc giao va chiu
trach nhiern tnroc phap luat khi thi hanh nhiem vu,

3. Truong hop Lanh dao Trung tam yeu c~u lam viec true tiSp voi vien
clnrc thi ngiroi do phai co trach nhiem chuan bi d~y du hE>so, tai lieu dS bao cao
theo yeu cau. Tnroc va sau khi lam viec, vien chirc co trach nhiem bao cao kip
thai voi nguoi dung d~u don vi.

4. Chu dong phoi hop cong tac, trao d6i y kien vS cac v~n dS co lien quan,
cung c~p thong tin hoac thao luan trong don vi, nhom cong tac trong qua trinh
thuc hien cong viec cu thS. Truong hop can thiet, vien clnrc co quyen dS nghi
nguoi dirng d~u don vi phan cong them nguoi dS phoi hop thuc hien nhiem vu,

Churrng III
QUY TRINH vA CACH THirC GIA.I QUYET CONG Vl¢C

Di~u 8. Quy trinh ghii quy~t cong vi~c

1. Giam d6c, Pho Giam d6c xem xet, xu ly cong viec tren co sa hE>so, tai
lieu trinh cua nguoi dung d~u cac don vi theo kS hoach cong tac, theo nhiem vu
giao cua Lanh dao Trung tam hoac dS xuat cua don vi. Lanh dao Trung tam xu
ly hE>so trinh cua cac don vi khong qua 05 ngay lam viec, tnr cac cong viec phai
xin y kiSn t~p thS lanh dao Trung tam hoac c~p uy.

2. Nguoi dirng d~u cac don vi xem xet, xu ly cong viec tren co sa hE>so,
tai lieu do vien chirc bao cao theo kS hoach cong tac, theo nhiem vu giao hoac
theo dS xu~t cua vien chirc; thirong xuyen don doc, trao d6i, huang d~n vien
clnrc trong viec triSn khai thirc hien cong viec.

3. Can cir kS hoach cong tac, nhiem vu duoc giao hoac cong viec do vien
chirc dS xu~t duoc nguoi dirng d~u don vi va Lanh dao Trung tam phe duyet,
vien chirc xay dung tiSn trinh thuc hien cong viec, triSn khai thirc hien nhiem
vu, hoan thien hE>so, tai lieu bao cao ngiroi dung d~u don vi ..

Di~u 9. Cach thtrc ghii quyet cong vi~c ciia Lanh dao Trung tam

1. Giam d6c thanh l~p cac t6 cong tac phoi hop dS chi dao d6i voi mot s6
v~n dS plnrc tap, quan trong lien quan den nhiSu co quan, don vi khac va doi hoi
phai xu ly trong thai gian dai.

2. Giam d6c, Pho Giam d6c phu trach linh vue cong tac h9P voi cac
chuyen gia, chu tri dS an, du an, nhiem vu va dai dien cac don vi co lien quan dS
nghe y kiSn tir van, tham muu tnroc khi quyet dinh giai quyet nhtrng v~n dS
quan trong, c~n thiSt .

3. Cac each thirc giai quyet cong viec khac theo quy dinh tai Quy chS nay
nhir: chi dao true tiep d6i voi cac v~n dS thuoc th~m quyen khi thay can thiet; di•
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cong tac va xu Iy cong viec tai co sa; tiSp cong dan, tiep khach va cac each thirc
giai quyet khac ngoai quy dinh tai quy chS nay do Giam d6c quyet dinh.

Di~u 10. Quan Iy van ban, h6 so, tai li~u giri di va giri d~n

1. T~t ca cac van ban giri dSn Trung tam dSu phai qua van thu vao s6 dang
ky, phan loai, trinh Lanh dao Trung tam cho y kiSn va chuyen dSn noi thirc hien,
Van ban dSn co d~u chi cac mire d9 kh~n phai diroc trinh va chuyen giao ngay
sau khi nhan. Viec chuyen giao van ban phai bao dam chinh xac va gifr gin bi
mat noi dung van ban theo quy dinh.

2. Van ban di duoc hoan thanh thu t\1Cvan thu va chuyen phat ngay trong
ngay, cham nh~t la trong bu6i sang cua ngay lam viec tiSp theo.

3. Dir thao cac van ban, dS an, du an, nhiern V\1trinh Lanh dao B9 Giao
d\1Cva Dao tao ban hanh hoac tnroc khi trinh B9 tnrong ky trinh cap co th~m
quyen thuc hien theo quy dinh cua B9 tnrong. H6 sa trinh phai giri qua Van
phong dS giri trinh.

4. Vien chirc co trach nhiem lap h6 sa cong viec, quan ly h6 sa, tai lieu va
thuc hien chS d9 bao mat theo quy dinh chung cua Nha nuoc; co trach nhiern n9P
hru h6 sa, tai lieu cho Van phong theo dung quy dinh.

5. Vien chirc khi chuyen cong tac hoac nghi huu phai ban giao d~y du h6
sa, tai lieu, tai san cho ngiroi diroc phan cong tiep nhan, N9i dung ban giao phai
diroc thS hien bang van ban, co sir chirng kien cua ngiroi dirng d~u don vi.
Truong h<JPnguoi ban giao la nguoi dung d~u don vi, nguoi clnrng kiSn la
Chanh Van phong.

Di~u 11. Cong hie chuan b] hQi ngh], hQi thao va hop

1. Dan vi chu tri co trach nhiem xay dung kS hoach t6 chirc, soan gi~y
moi hQP, du toan kinh phi va xay dung bao cao hoi nghi, hoi thao trinh Lanh dao
Trung tam phe duyet.

2. Van phong co trach nhiem giri gi~y moi theo danh sach cua don vi chu,
tri cung cap.

3. Cac don vi chu tri phoi h<JPvoi Van phong trong viec in ~n cac tai lieu
hQP,hoi nghi, hoi thao.

4. Van phong b6 tri phong hQPtai Trung tam theo Lich cong tac tuan; cac
CU9Chop ngoai Trung tam do don vi chu tri chu~n bi, kinh phi t6 chirc theo quy
dinh cua Quy chS chi tieu noi b9 cua Trung tam hoac theo dinh rmrc da diroc
Lanh dao Trung tam phe duyet.

5. Dan vi chu tri chiu trach nhiern cir thu ky ghi bien ban va soan thao
thong bao y kien kSt luan cua Lanh dao Trung tam tai CU9ChQP, hoi nghi (neu
can) trinh Lanh dao Trung tam ky ban hanh,

6. Nguoi diroc phan cong chu tri hoi nghi, hoi thao, CU9Chop phai bao cao
kSt qua h9i nghi, h9i thao, CU9Chop voi Lanh dao tnrc tiep.
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7. Viec tham gia hoi nghi, hoi thao, cuoc hQP do c:1p tren trieu t~p thirc
hien theo quy dinh cua co quan c:1ptren. Nguoi dung d~u don vi co lien quan
chuftn bi d~y du tai li~u cho Lanh dao Trung Him di hop.

Di~u 12. Di cong tac

1. Di c6ng tac trong mroc

a) Do Lanh dao BQ yeu c~u hoac gi:1ymoi cua co quan, don vi khac

Thuc hien theo yeu c~u cua Lanh dao BQ hoac cua co quan, don vi moi,
Khi k@tthuc chuang trinh c6ng tac, cham nhat sau 05 ngay lam viec, nguoi diroc
cir di cong tac phai bao cao bang van ban giri Giam d6c vS ket qua chuang trinh
cong tac, nhirng van dS co lien quan d@nTrung tam (do ca sa dS nghi hoac theo
k@tluan cua tnrong doan),

b) Do Lanh dao Trung tam phan cong

Nguoi duoc cir di c6ng tac phai co Quyet dinh cua Lanh dao Trung tam
cir di c6ng taco Tuy theo yeu c~u cu thS cua chuyen cong tac, nguoi di cong tac
chuftn bi k@hoach, chuang trinh, noi dung bao cao Lanh dao Trung tam. K@t
thuc chuyen di, phai bao cao bang van ban k@tqua chuang trinh chuyen cong
tac, dS xu:1t giai phap thuc hien grri Lanh dao Trung tam hoac bao cao tai cuoc
hop giao ban thang cua Trung tam.

c) Thirc hien dich vu

Cac ca nhan, don vi di khai thac, thirc hien dich vu thuc hien theo k@
hoach da bao cao Lanh dao Trung tam. Tnrong hop dQt xu:1t phai bao cao Lanh
dao true tiep. K@tthuc chuyen cong tac, phai bao cao k@tqua chuyen c6ng tac
voi Lanh dao tnrc ti@phoac bao cao tai cUQChQP giao ban thang cua Trung tam.
Tuy theo yeu cau, nguoi di cong tac co thS dS nghi Lanh dao Trung tam ky
Quyet dinh cir di cong tac hoac gi:1ygioi thieu d@nlien he cong taco

2. Di cong tac mroc ngoai

Tuy theo yeu c~u cu thS, Giam doc quyet dinh viec di c6ng tac mroc ngoai
cua vien chirc.

Di~u 13. Ti~p khach

1. Ti@pkhach trong mroc

a) Khi Lanh dao Trung tam co k@hoach lam viec voi khach la Lanh dao
co quan c:1ptren, cac doan dai biSu va khach moi, Van phong chu tri, phoi hop
voi cac don vi lien quan chuftn bi noi dung va thirc hien c6ng tac IS tan.

b) Khi Lanh dao Trung tam tiep khach d@ntham xa giao hoac lam viec
kh6ng chinh thirc, Van phong chuftn bi viec don tiep theo yeu c~u cua Lanh dao.

2. Ti@pkhach mroc ngoai

a) NQi dung lam viec cua khach mroc ngoai lien quan den nhiem vu cua
don inao thi don vi do chu tri chuftn bi chuang trinh, noi dung lam viec, Van
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phong chu tri cong tac IS tan; neu lien quan den nhiem V1)cua nhi~u don vi thi
Van phong chu tri, phoi hop voi cac don vi thuc hien.

b) D6i voi khach do Lanh dao BQ phan cong Trung tam don tiep, don vi
chu tri nQi dung co trach nhiem lien h~ voi co quan d~ nghi tiep, bao cao Lanh
dao Trung tam tnroc it nhat 01 ngay lam viec; d6i voi khach do Lanh dao Trung
tam chu tri don tiep, don vi chu tri noi dung bao cao Lanh dao Trung tam truce
it nh~t 02 ngay lam viec.

f)i~u 14. Trach nhiem bao cao

1. Pho Giam doc bao cao Giam d6c

a) Tinh hinh thuc hien nhirng cong viec thuoc linh V\fCduoc phan cong
phu trach, nhtrng viec vuot qua th~m quyen giai quyet va nhimg viec c<lnxin y
kiSn Giam doc,

b) NQi dung va kSt qua cac hQi nghi, hQi thao, cuoc hQP duoc Giam d6c
uy quyen tham du hoac chi dao,

c) Nhirng v~n d~ moi nay sinh, v~n d~ dot xu~t hoac nhtrng v~n d~ phirc
tap, nhay earn phat sinh trong qua trinh triSn khai cong viec.

2. Cac don vi bao cao Lanh dao Trung tam

Ngiroi dirng d<ludon vi phai thuc hien d<lydu chS dQ thong tin, bao cao
Lanh dao Trung tam theo quy dinh. Khi co v~n d~ phat sinh virot qua th~m
quyen quan ly cua don vi hoac van d~ phirc tap, nhay earn, nguoi dung d<ludon
vi phai bao cao Lanh dao Trung tam dS xu ly kip thai.

f)i~u 15. Hinh thirc thong tin qua tlnr di~n tfr (email)

Tang cuong trao d6i thong tin, giri xin y kiSn gop y qua thu dien nr. Cong
chirc, vien chirc su dung tai khoan email da duoc BQ Giao due va Dao tao c~p dS
thong tin, trao d6i cong viec va co trach nhiem thuong xuyen kiSm tra email dS
kip thai xu Iy cong vice.

f)i~u 16. Giai quy~t nghi phep, nghi vi~c rieng cua cong clnrc, vien chirc

1. Nghi phep, nghi viec rieng huang nguyen hrong, nghi mot ngay khong
huangluong

a) Nghi phep nam theo quy dinh tai Di~u 111, Di~u 112 BQ Luat Lao
dong; nghi viec rieng huang nguyen hrong theo quy dinh tai khoan 1 Di~u 116
BQ luat Lao dong; nghi khong huang hrong mot ngay theo quy dinh tai khoan 2
Di~u 116 BQ luat Lao dong.

b) Thu t1)Cxin nghi: vien clnrc phai co don d~ nghi va duoc nguoi dung
d<ludon vi va Lanh dao Trung tam phu trach dong y. D6i voi tnrong hop nghi
mot ngay khong huang hrong theo quy dinh tai diem a cua khoan nay, vien clnrc
phai thong bao cho nguoi dung d<ludon vi va Lanh dao Trung tam phu trach
bang hinh thirc giri tin nhan, email, dien thoai,
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2. Nghi d(>txu~t

Viec nghi d(>txu~t khong duoc qua mot ngay va phai tinh trong s6 ngay
nghi phep nam. Khi nghi d(>txuat, vien chirc phai bao cao ngiroi dirng d~u don
vi va Lanh dao Trung tam phu trach bang hinh tlnrc giri tin nhan, email, dien thoai.

3. Nghi viec khong huang hrong

Vien chirc nghi viec khong huang hrong phai co don, co y ki~n cua nguoi
dung d~u don vi, bao cao Giam d6c xem xet, quyet dinh.

4. Nghi 6m

Vien chirc nghi viec do 6m dau phai bao nguoi dung d~u don vi va Lanh
dao Trung tam phu trach bang hinh tlnrc giri tin nhan, email.di~ntho:;ti.Ch~ d(>
nghi 6m thuc hien theo quy dinh cua B(>luat Lao dong va Luat Bao hiSm xa hoi.

Chuong IV
TRAcH NHItM THI HA.NH,

Di~u 17. Trach nhiem ciia cfmg chirc, vien clnrc

1. Cong chirc, vien clnrc co trach nhiem thuc hien nghiem tuc cac quy
dinh tai Quy ch~ nay. Cac ca nhan vi pham Quy ch~ se bi xem xet, xu Iy ky luat
theo quy dinh.

2. Trong qua trinh thuc hien, n~u phat sinh kho khan, virong mac bao cao
Giam d6c dS xem xet, diSu chinh, b6 sung.

Di~u 18. Trach nhiem ciia ngU'O'idrrng dfiu cac don vi
1. Nguoi dirng d~u cac don vi co trach nhiern t6 chirc triSn khai thirc hien

nghiem tuc cac quy dinh cua Quy ch~ nay trong don vi; theo doi, danh gia
thtrong xuyen viec thuc hien Quy ch~ cua vien chirc trong don vi, lam can cir dS
danh gia, phan loai vien chirc, binh xet thi dua hang nam.

2. Giao Chanh Van phong trien khai, don d6c thuc hien Quy ch~ nay va
bao cao Giam d6c dinh ky hoac d(>txuat tinh hinh thuc hien.

~="=!::::::T~RUaNG DON VJ

Trfin Cong Phong
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