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DPANG UY _QUY TRINH M3 hiéu: QT-XDPb.11
PHUONG B6 nhiém lai can bd Lan ban hanh: | 01
HONG AN Ngay ban hanh: | 08/4/2026
MUC LUC
1. MUC PiCH.
2. PHAM VI.
3. TAILIEU VIEN DAN.
4. PINH NGHIA/ VIET TAT.
5. NOI DUNG QUY TRINH.
6. BIEU MAU.
7. HO SO LUU.
Trach nhiém Soan thio Xem xét Phé duyét
Ho va tén Tran Thi Tam Lé Van Mich | /_@ Viét Hung

Chir ky
Churc vu Truong BXDD Pho Bi thu Thuong Bi thu DBang uy,
tryc Pang uy Chu tich HBND
phuong
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PANG UY QUY TRINH M3 hiéu: QT-XDDb.11
PHUONG B0 nhiém lai can b Lan ban hanh: | 01
HONG AN Ngay ban hanh: | 08/4/2026
SUA POI TAI LIEU
Yéu cau Trang/ Phan Lan Noi
stra doi/ lién quan viéc M5 ta ndi dung sira doi ban hanh/ bangh?nh
b6 sung sira doi sira doi
PHAN PHOI TAI LIEU
Noi nhén Ban | Tai Noi nhan Bin | Tai
‘ s0 | lieu ‘ s0 | liéu
Ban luu 00 Chi nhiém UBKT bU 04 | O
Bi thu Pang uy 01 | O | Chanh Van phong 05 | U
Pho Bi thu Thuong truc 02 | OJ | Van phong Dang uy 06 | O
Trudng Ban Xay dung Pang | 03 Té duy tri ISO 07

X Pon vi, ca nhan dugc phan ph01 tai liéu ban gidy (ban cimg).
O Pon vi, ca nhan duoc phan phéi tai liéu ban dién tir (ban mém).
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DAN(; UY
PHUONG
HONG AN

QUY TRINH M3 hiéu: QT-XDDb.11

B6 nhiém lai can b Lan ban hanh: | 01

Ngay ban hanh: | 08/4/2026

1. MUC PiCH:

Quy dinh trinh ty, ndi dung va trdch nhiém cta cac don vi, c4 nhan lién quan
trong vi¢c b6 nhiém lai, gidi thi¢u can bd tai cur dién Ban Thuong vu Pang uy
phuong quan 1y tai cac don vi thudc phudong Hong An.

2. PHAM VI:

Quy trinh ndy 4p dung trong bd nhiém lai, giéi thidu can bo tai ctr dién Ban
Thuong vu Pang uy phudng quan 1y tai cac don vi thudc phudng Hong An.

Ban Xay dung DPang Pang ty 1a dau mdi thuc hién quy trinh nay.
3. TAI LIEU VIEN DAN:

STT N:;; I;Znhl‘lg‘:lh Noi dung tai lidu
Quy dinh ciia Ban Thuong vu Thanh uy vé phan cip
1 145-QDP/TU, ngay | quan Iy can bd va quy hoach, bd nhiém, gidi thiéu Gng
30/12/2025 cu, tam dinh chi cong tac, cho thoi gilr chure vy, tir chirc,
mién nhiém ddi vi can bd
Quy dinh ctua Ban Thuong vu Thanh uy vé khung tiéu
chuan chirc danh can bo lanh dao, quan ly dién Ban
) 71-Qb/TU, ngay Thuong vu Thanh uy quan lyphan cap quan 1y can bo va
17/11/2025 quy hoach, b6 nhi€m, gidi thiéu ung cir, tam dinh chi
cong tac, cho thoéi gilt chire vu, tir chitc, mién nhiém doi
vO1 can bd
Quy dinh cua Ban Thuong vu Thanh uy vé danh muc vi
72-QB/TU, ngy tri’chﬁ:c danh, phém chL'rc,danh, ch@c vu lﬁr}h dao cua hé
3 17/11/202 5’ thong chinh tri thanh pho khung ti€u chuin chuc danh
can bo lanh dao, quan ly dién Ban Thuong vu Thanh uy
quéan ly
4 275-Qb/DU, ngay | Quy dinh cua Ban Thuong vu Pang uy phuong vé phan

19/9/2025

cip quan 1y can bd va bd nhiém, gidi thiéu can bo tmg ctr

4. PINH NGHIA/ VIET TAT:

- B6 nhiém lai: 1a viéc nguoi ding dau co quan c6 thim quyén ra quyét dinh cho
phép cong chirc, vién chtc 1anh dao, quan 1y tiép tuc gilt chirc vy dang dam
nhiém khi hét thoi han bd nhiém theo quy dinh cta phép luat.

- bU: Dang uy
- BTVDU: Ban Thuong vu Dang uy
- TTBU: Thuong truc Bang uy

- BXDD: Ban Xay dung Dang

- BNL: B6 nhiém lai
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DPANG UY _QUY TRINH M3 hiéu: QT-XDDb.11

PHUONG B0 nhiém lai can b Lan ban hanh: | 01

HONG AN Ngay ban hanh: | 08/4/2026
5.NOI DUNG QUY TRINH

5.1. Luu db quy trinh:

Buée Noi dung, trinh tw cong viéc Don vi, can han T.h o MAu biéu. Két qua
thuc hién gian
/2 ngay
@ (toi
TIEAP thiéu
NHAN Az , . trud
HO Co quan c6 nhu cau bo nhi¢m Cac don vi truc rlrrldz 20 o
SO lai can b hoan thién va nép ho thudc phuong gay To trinh dé xuat nhu
. : ¢ ¢ truoc A AL 1A 1A .
- ngay hét cau can bo nhiém lai
Lanh dao BXDD £a. cén bo
thoi han
bo
nhiém
theo quy
dinh)
@

THU Lap hd so bio cio TTPU Linh dao BXDD _ | Tong hop Danh sach
LY cho chii trwong - 05 ngay | du dicu kién bo nhiém
HO TTPU lai
SO

@ | - To trinh ctia BXDP vé
BAO Lanh dao BXDD f]lﬁ‘iléfn“g‘i‘g xem xétbo
CAO TTDU xem xét cho chi - 05 ngay | Théne béo chil truon

XIN CHU truong TTPU | DONE a0 SN UThg
cua TTPU ve viéc bod

TRUONG oA R SN
nhiém lai doi véi can bo
- T& trinh, bién ban kiem
phiéu tin nhiém gidi

® A4 , thi€u nhan sy

THAM — B);Ir??iéfac :: - Hb so nhén su. )
DINH Thém dinh, téng hop, au a 05 ngdy | - Cac van ban xin ¥ kién
NHAN hoan thién hd so' va vin ban tra 10i clia cac
: TTbU .
SU co quan, don vi.
- Van ban tham dinh bao
cao TThU
\ - To trinh cia BXDP vé
vié€c b6 nhiém lai doi voi
© o o Lanh dao BXDD cnbo
XET xem xét, quyet dinh - : 02 ngay | - Phiéubiéu quyés, bien
DUYET ban kiém phiéu
TTBU, BTVDU - Thong béo Két lugn,
Quyeét dinh b6 nhiém
lai
y
® A A
< BXDb, VPBU - HO so nhéan su
KET s 1.2 o
THUC N N P . --- Vingdy | - Céc van ban phat sinh
HO Ban hanh; Luu ho so'bo nhi¢m lai Céc don vi truc khi thyc hién quy trinh
30 thudc phuong. b6 nhiém lai can bd
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DPANG UY _QUY TRINH M3 hiéu: QT-XDDb.11
PHUONG B0 nhiém lai can b Lan ban hanh: | 01
HONG AN Ngay ban hanh: | 08/4/2026

5.1.2. M6 ta quy trinh:
Buéc @ TIEP NHAN HO SO

- Co quan c6 nhu cdu bd nhiém lai can bd hoan thién ho so va ndp tai Ban Xay
dung Pang. Lanh dao BXDP tra 10i viéc tiép nhan hd so ngay trong ngay.

- HO so bao cdo gom co: To trinh d€ xuat nhu cau can bé nhiém lai can bg va
cac van ban lién quan kém theo.

Buwéc @ THU LY HO SO

- Chuyén vién BXDP tong hop danh sach du diéu kién bo nhiém lai, thiét 1ap hd
so bao cao lanh dao BXDD trong thoi gian khong qua 05 ngay lam viéc.

- Lanh dao BXDPD nghién ciru hd so va tai liéu lién quan:

1. Yéu cau bo sung, di€u chinh cac thong tin, tai liu (n€u cod), tra ho so veé
chuyén vién BXDD hoan thién.

2. Béo cao Thuong truc Dang ty xét duyét néu khong bd sung, diéu chinh hd so.
Buéc @ BAO CAO HO SO:

- Trudng BXDD béo cao Thuong trie Pang ty xin ¥ kién 1anh dao chu truong.

- Thuong truc Pang ty xem xét, cho ¥ kién chu truong trong thoi gian khong
qua 03 ngay lam viéc ké tir ngdy Truéng BXDD bio cdo hd so:

1. Yéu cau bd sung, diéu chinh céc thong tin, tai liéu (néu co), tra hd so vé
BXDD hoan thién.

2. Phé duyét néu khong bo sung, diéu chinh hd so.

- Thudng truc Pang Gy nhét tri: uy quyén cho ldnh dao Ban Xy dung Pang
thong bao chu truong TTDBU vé viéc bo nhiém lai can bd

Buéc @ THAM PINH NHAN SU"

- Lanh dao BXDP huéng dan cac don vi to chirc cac hoi nghi 1y phiéu tin
nhiém gi6i thiéu bd nhiém lai & co quan, don vi va ldp hd so bd nhiém lai ddi
v6i can bo dé tham dinh nhan su.

- Ban X4y dung Pang phdi hop véi cac co quan lién quan thidm dinh nhan sy
theo chtrc nang, nhiém vu dugc giao. Truong hop cén bd bado dam tiéu chuén,
diéu kién theo quy dinh thiét 1ap To trinh béo cdo Thuong truc Pang uy, Ban
Thuong vu Pang uy xét duyét. Truong hop can bd khong bao dam tiéu chudn,
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DPANG UY _QUY TRINH M3 hiéu: QT-XDDb.11
PHUONG B0 nhiém lai can b Lan ban hanh: | 01
HONG AN Ngay ban hanh: | 08/4/2026

diéu kién theo quy dinh bao cdo Thudng truc Pang iy, Ban Thudng vu Pang uy
cho y kién chi dao.

Buéc ® XET DUYET

- Thuong truc Pang uy phudng xét duyét ting trudng hop, trudng hop nao nhat
tri: 1anh dao BXDP hoan thién hd so can bd, du thao Thong bao két luan, Quyét
dinh cua TTPU, BTVDU vé viéc bd nhiém lai ddi véi can bo, trinh ky trong
thoi gian 01 ngay ké tir khi TTPU, BTVDU quyét dinh.

Buéc ® KET THUC HO SO
- Vin thu in, dong déu, luu trit theo quy dinh.

- Lanh dao BXDD tiép nhan hd so chiu trach nhiém phéan phdi Quyét dinh hoic
Thong bao téi don vi c6 dé xuat bd nhiém can bo trong thoi gian khong quéa 03
ngay lam viéc ké tir ngdy Quyét dinh hodc Thong bao dugc ban hanh dé thyc hién
viéc bo nhiém hodc giéi thiéu tng cir theo quy dinh.

- Ban X4y dung dang luu trit hd so bd nhiém can bd theo quy dinh.

6. BIEU MAU

TT M3 hiéu Tén biéu miu

01 | BM.BXDD.11.01 M.au’TO’ ‘Ermh cua co quan, don vi ¢6 nhu cau bé nhi€ém
lai can bo

Mau Théng bao chu truong ctia TTPU vé bd nhiém lai

02 | BM.BXDD.11.02 | , 7 .
can bo

Mau To trinh cta co quan, don vi vé viéc gioi thiéu

03 | BM.BXDD.11.03 nhan su bé nhiém lai

Mau Bién ban kiém phiéu cac hoi nghi thuc hién quy
04 | BM.BXDD.11.04 | trinh lay phi€u tin nhi€ém gidi thi¢u nhan sy bé nhi¢m
lai

Mau phiéu dinh huéng gidi thiéu/gidi thidu/ biéu quyét

05 | BM.BXDD.11.05 nhan sy bé nhiém lai

06 | BM.BXDD.11.06 | Mau Thong bao Két luan ctia TTPU phudng

7. HO SO LUU

TT Hb so luu Noi luu

01 1. TG trinh va Bién ban kiém phiéu & cac budc, bang tong BXDDb,
hop két qua ki€ém phi€u ¢ cdc budc Pho Trudng

00 Hb so nhén suy: BXDD phu
- So yéu 1y lich 2C theo quy dinh hién hanh. trach cong
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PANG UY _QUY TRINH M3 hiéu: QT-XDPb.11
PHUONG B0 nhiém lai can b Lan ban hanh: | 01
HONG AN Ngay ban hanh: | 08/4/2026

- Panh gia, nhan xét 03 nim gan nhat cua cap uy, to chire tac can bo

dang, tap thé 1anh dao co quan, don vi, clia cap co tham
quyén theo phan cap quan 1y can bo.

- Banh gi4, nhan xét cua chi bo co s hodc dang uy co so
noi cong tac.

- Nhén xét ctia cip uy noi cu tra d6i voi ban than va gia
dinh can bo.

- Ban tu nhan xét, danh gia 03 nam gﬁn nhét cta c4 nhan.
- Két luan vé tiéu chuan chinh tri cta cip c6 thim quyén.
- Ban ké khai tai san, thu nhép.

- Ban sao cac vin bang, chimg chi vé trinh d6 chuyén mén,
nghi¢p vy, 1y luan chinh tri... (c6 xac nhan cua co quan
quan ly can b hodc co quan co thém quyén)

- Gidy kham strc khoé (do co sd y té co tham quyen cap).

03

Céc To trinh xin chu truong, To trinh vé viéc bo nhiém lai
can bg; cac van ban tham gia y kién t}}am dmh nhan su;
Thong bao Két luan cia TTDU; Quyét dinh bo nhiém lai
can bd

Ho so heu tai BXDD, thoi gian leu: ldu dai
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DPANG UY _QUY TRINH M3 hiéu: QT-XDDb.11
PHUONG B0 nhiém lai can b Lan ban hanh: | 01
HONG AN Ngay ban hanh: | 08/4/2026

BM.BXDD.11.01

COQUANQUANLY CAPTREN e
CO QUAN/PON VI
%

’ .., Ngay ... thang ... nam 20...
S6 -TTr...

TO TRINH
ve viéc xin chi trwong bo nhiém lai

Kinh giti: (Thuong truc cip ty/Téap thé 1anh dao co quan, don vi)

Can cir Quy dinh sb ...... -Qb/PU, ngdy ..... cia Ban Thuong vu Pang uy vé
phan cap quan 1y can bd va bod nhiém, gidi thiéu can bd Gng cir. Pé dam bao cong tac
lanh dao chi dao thyc hién nhiém vu cua.... trong thoi gian ti. (Co quan, don vi) dé
xuat Thuong truc Quin uy xem xét vé viée bd nhiém lai ddi véi:

- Ngay sinh:...

- Ngay vao Dang: ....

- Trinh d6:

+ Chuyén moén: ....

+ Ly luan chinh tri: ...

- Chuc vy hién nay: .....

- Két qua danh gia 03 nim gan nhat:

Can cfr Quy dinh s6 04- QD/QU ngay 30/12/2022 cua Ban Thuong vu Quan uy
vé phan cdp quan 1y can bd va bo nhiém, gisi thleu can bd ung cu, (Co quan, don V1)
bao cdo xin chu truong ctia Thuong tryc Pang uy vé viéc bo nhiém lai chie vy.... dbi
v6i dong chi... /.

LANH PAO CO QUAN/PON VI
Noi nhéan:
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DPANG UY _QUY TRINH M3 hiéu: QT-XDDb.11
PHUONG B0 nhiém lai can b Lan ban hanh: | 01
HONG AN Ngay ban hanh: | 08/4/2026

BM.BXDD. 11.02

CO QUANQUANLY CAPTREN e
CO QUAN/PON VI
*k

’ ., ngay ... thang ... nam 20...
S6 -TB/...

THONG BAO
chi truong ciia Thuong truc Pang uy vé viéc bo nhiém lai

Ngay ..., Thuong tryc cap uy/tap thé lanh dao co quan, don vi hop vé cong tic can
bo. Pong chi ...... , (bi thu cap ty hoic thu truong co quan, don vi) chu tri hoi nghi.

Sau khi nghe bao cao va thao luan vé de Xuit ciia ban xay dung bang/ban to
chie/bo phan tham muu, giap viée vé cong tac to chiic can bd tai TO trinh sb...., ngay
...... , Thudng truc cap ty/tap thé lanh dao co quan, don vi da théng nhét két luan nhu sau:

1. Pong ¥ chu truong dé Phong (ban) ...... thuc hién quy trinh ldy phiéu tin nhiém
gi6i thiéu nhan sy bo nhiém lai chiic danh ..

2. Giao ban xay dung Dang/ban t6 chuc/bo phén tham muu, gitp viéc vé cong tac to
chirc can bd tham muu trién khai ~quy trinh nhan sy theo quy dinh; téng hop, bao céo
Thuodng truc Pang uy xem xét, quyét dinh theo thim quyén.

LANH PAO CAP UY/THU TRUONG
Joi nhén: CO QUAN/PON VI
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DPANG UY _QUY TRINH M3 hiéu: QT-XDDb.11
PHUONG B0 nhiém lai can b Lan ban hanh: | 01
HONG AN Ngay ban hanh: | 08/4/2026

BM.BXDD.11.03

COQUANQUANLYCAPTREN ...
CO QUAN/PON VI
%

Hai Phong, ngay ... thang ... nam ........
So -TTr/......

TO TRINH
veé viéc bo nhiém lai doi véi can b

Kinh giti: (Ban Thuong vu cap y/Tap thé lanh dao co quan, don vi)

Can ctr Thong bao sb ... , ngay ..... cua Ban Xay dung Dang vé chu truong bd nhiém lai
chuc ...... , ..(Pon vi)... da tién hanh quy trinh 13y phiéu tin nhiém bd nhiém lai chure danh
.. theo dting Quy dinh s6 ...-QD/PU, ngdy ....... cua Ban Thuong vu Dang uy vé phan cap

quan Iy can bd va bo nhiém, gl(n thiéu can bo ung cir,két qua cu thé nhu sau:

* Két qua tin nhi¢m

- Két qua tin nhi¢m bd nhiém lai chirc danh .................:

+ Tai Hoi nghi ....,.... tin nhiém dong y b6 nhiém lai chirc danh..... d6i voi dong chi...., ty 18
... %.

+ Tai Hoi nghi ....,.... tin nhiém dong y b6 nhiém lai chirc danh..... d6i véi dong chi...., ty 18
... %.

+ Tai Hoi nghi ....,.... tin nhiém dong y b6 nhiém lai chirc danh..... d6i véi dong chi...., ty 18
... %.

* Trich yéu 1y lich can b

- Ho va tén:

- Ngay sinh:...

- Ngay vao Dang: ....

- Trinh d6:

+ Chuyén mon: ....

+ Ly luan chinh tri: ...

- Chuc vy hién nay: .....

* Tém tit qua trinh cong tic

- Tu thang ....

- Tu thang .

* Nhan xét, danh gia

Pong chi ......... c6 1ap truong tu tudng chinh tri vitng vang, dao duc 16i séng tot; duoc dao
tao co ban, nang luc lanh dao, quan ly tdt; am hiéu sau tinh hinh cac mat cOng tac cua quan;
am hiéu luat phap; c6 kién thirc toan dién vé& ....... ..... C6 tin nhi€ém cao trong .... luén hoan
thanh xuét sac nhiém vy dugc giao; trong quy hoach can bo chire danh ....; lich sir chinh trj va

chinh tri hién nay cua ban than va gia dinh khong vi pham theo quy dmh cua bBang.
Cin cr vao nhu cau cong tic can b cua truong. .... va tidu chuan, diéu kién, nang luc, uy tin
ctia dong chi....., (don vi) kinh trinh Thuong truc Quan uy xem xét, quyét dinh viéc bd nhiém
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DPANG UY _QUY TRINH M3 hiéu: QT-XDDb.11
PHUONG B0 nhiém lai can b Lan ban hanh: | 01
HONG AN Ngay ban hanh: | 08/4/2026

lai chtrc vu..... doi voi dong chi....../.

Noi nhén: LANH PAO CO QUAN/PON VI
BM.BXDD.11.04
CO QUAN QUAN LY CAP TREN
CO QUAN/PON VI
* Hai Phong, ngay ... thang ... nam ........
S6 -TTr/......

BIEN BAN
Kiém phiéu gi¢i thi¢u/biéu quyét nhan nhan sy bo nhiém lai chic vu.....
(Tai Héi nghi ...cdp wy/tdp thé lanh dao co quan, don vi)

Ngay ....... , Ban Kiém phiéu cta Hoi nghi ...cdp ty/tap thé 1anh dao co quan, don vi
gdm ... dong chi, do dong chi .... 1am Truéng Ban, di tién hanh kiém phiéu biéu quyét vé
cong tac can bg.

Két qua cy thé nhu sau:

- Tong sb triéu tap: .... dong chi

- Tong sb ¢ mit: .... ddng chi

- Tong s6 phiéu phét ra: ..... phiéu

- Tong sb phiéu thu vé: ..... phiéu

- Toéng s6 phiéu hop 18: ..... phiéu

- Tong s6 phiéu khong hop 1¢: ..... phiéu

Két qua sb phiéu biéu quyét gidi thiéu tinh trén sé dai biéu tridu tap, cu thé nhu sau:

Chirc vu, don Noi dung biéu 6 phié Y TA
STT | Ho va tén e v @ prauns SOphicu | o180
vi cong tac quyét dongy
1 ol %

Bién ban dugc 1ap thanh ...ban, gtri ... va luu hd so can bd theo quy dinh.
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DPANG UY _QUY TRINH M3 hiéu: QT-XDDb.11

PHUONG B0 nhiém lai can b Lan ban hanh: | 01

HONG AN Ngay ban hanh: | 08/4/2026
TRUONG BAN KIEM PHIEU CHU TQA HOQI NGHI

BM.BXDD. 11.05

CO QUAN QUAN LY CAP TREN
CO QUAN/PON VI
%

Hai Phong, ngay ... thang ... nam ........
So -TTr/......

MAU PHIEU TiN NHIEM/ BIEU QUYET
Gi6i thiéu nhan sy bo nhiém lai/ tai cir chire vu......

(1ai HOT NG, )

Can cu tiéu chuan, diéu kién, dé nghi dong chi cho y kién doi véi nhan sy dé nghi bo
nhiém lai (gidi thi€u tai cir) chue vu...... do1 voi dong chi co tén dudi day::

STT Ho va tén Chikc vu, don Pong y Khéng dong y
vi cong tac

NG}J’(‘H GHI PHIEU
(Co thé ky hodc khong ky tén)
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DPANG UY _QUY TRINH M3 hiéu: QT-XDDb.11
PHUONG B0 nhiém lai can b Lan ban hanh: | 01
HONG AN Ngay ban hanh: | 08/4/2026

BM.BXDD. 11.06

COQUANQUANLYCAPTREN ...
CO QUAN/PON VI
%

S6 -TTr/......

' o THONG BAO ‘
KET LUAN CUA THUONG TRUC DANG UY PHUONG
ve cong tac can bo

Ngay ..., ban thuong vu cip uy/tap thé lanh dao co quan, don vi hop vé cong tic can
bd. Pong chi ...., (bi thu cap Gy hodc thu trudng co quan, don vi) cha tri hoi nghi.

Sau khi nghe bao céo va thao luin vé dé xuét cta ban xdy dung Pang/ban t6 chirc/bd
phan tham muru, gitp viéc vé cong téc to chirc can b tai T trinh s6 ..., ngdy ....., Ban Thudng
vu cap uy/tap thé lanh dao co quan, don vi da thdng nhat két luan nhu sau:

1. Pong ¥ b6 nhiém lai dong chi ...... giit chtrc vu/ting ctr chire vu. ..

2. Giao ban xdy dung Pang/ban t chirc/bd phan tham muu, giup viéc vé cong tac to
chure can b trién khai cac bude tiép theo ciia cong tac can bo theo quy dinh.

LANH PAO CAP UY/THU TRUONG CO
Noi nhén: QUAN/PON VI
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