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SUA POI TAI LIEU

Yéu csilu Trang/ Phéan ) Lan N3

stra doi/ lién quan viéc M6 ta ngi dung sira doi ban hanh/ say

2 . 2 Ze . R ban hanh
b0 sung stra doi stra doi
PHAN PHOI TAI LIEU

Noi nhin Ban Tai

) ) liu
Ban luu 00
Bo phan T6 chic — Kiém tra LDLD thanh phd 01
Chu tich Cong doan phuong 02 []
T duy tri ISO 03

X Pon vi, ¢4 nhan dugc phan ph01 tai liéu ban gidy (ban cing).
O Pon vi, ca nhan duoc phan phdi tai liéu ban dién tir (ban mém).




1. MUC PiCH
Quy dinh cach thuec, trinh ty thyc hién td chirc thanh lap Cong doan co s0.
2. PHAM VI, POI TUQNG

Quy trinh ap dung cho viéc t6 chirc thanh 1ap Cong doan co sé trén dia ban
phuong Hong An, phuong An Duong, phudng An Hai, phuong An Phong.

Cong doan phuong Hong An 13 ddu méi thuc hién quy trinh nay.

3. TAI LIEU VIEN DAN

S6, Ky hiéu
STT y Noi dung tai lidu
Ngay ban hanh

|| S650/2024/QH15
ngay 27/11/2024

Quyét dinh s6
2. 2399/QD-TLD,
ngdy 25/12/2024

Luat Cong doan Viét Nam

Vé viéc ban hanh Piéu 18 Cong doan Viét Nam
(khoa XIII)

Huéng dan sb
3. 38/HD-TLD ngay
27/12/2024

Hudng dan thi hanh Piéu 1¢ Cong doan Viét Nam
(khoa XIII)

Huéng dan sb
4. | 44/Qb-LDLD ngay
19/8/2025

4. PINH NGHIA/ VIET TAT

Ban Chép hanh Lién doan Lao dong thanh phd Hai
Phong huéng dan thanh 1ap Cong doan co sé

Cum tur, N
Chir viét tit Dién gidi nghia
TLD Téng Lién doan
LDLD Lién doan Lao dong
Cbp Cong doan phuong
BCH Ban Chap hanh
BTV Ban Thuong vu
UBKT Uy ban Kiém tra
CbCS Cong doan co so




5.NOI DUNG QUY TRINH

a. Luu do

. ) . Thoi Biéu
TT Trinh tw Trach nhiém gian miu
Tiép can, tuyén truyén, van Céan bd Cong doan M 04
B1 dong NLD gia nhép cong phuong phu trach au v
doan. dia ban
|
Mau 06
NPTUT U _ _ Mau 07
B2 Lap ho so dé nghi Pon vi doanh nghiép
v |
Tiép nhan Can bd Cong doan | 1am viéc | hodc
B3 A \ A A Mau 09
ho so phuong dugc phan cong
R
LDLD thanh
B4 phd xem xét L‘DLD p 15 ngay
cong nhan thanh pho lam viéc
Tb chirc hoi nghi
B5 cong bd Cong doan phuong




b. Dién gidi lwu do
Nhitng noi nguoi lao dong khong du kha nang 1ap ban van dong, Cong doan
phuong cé trach nhiém:

Buéc I: Truc tiép tuyén truyén, van dong nguoi lao dong gia nhap t6 chuc
Cong doan.

Budc 2: Huéng dan don vi thyc hién cac thu tuc dé nghi Lién doan Lao
d6ng Thanh phd xem xét, quyét dinh két nap doan vién, thanh lap cong doan cép
co s0, chi dinh Ban Chap hanh; Ban Thuong vu, Uy ban kiém tra (néu ¢d) va cac
chte danh Phé chu tich, Cht nhiém Uy ban kiém tra (néu du diéu kién).

* Ho so dé nghi gom co:

- Cong van dé nghi thanh 13p cong doan cép co so; dé nghi chi dinh ban
chap hanh, iy ban kiém tra va cac chtrc danh trong ban chap hanh, oy ban kiém tra
cong doan cua lanh dao don vi (Mdu 07).

- Pon gia nhap Cong doan Viét Nam cta ngudi lao dong (Mdu 04a_Don cd
nhdn hodc Mau 04b_ Pon tdp thé nguoi lao ddng).

- Danh sach trich ngang 1y lich ban chap hanh, @iy ban kiém tra (néu du diéu
kién) va cac chtic danh trong ban chap hanh, oy ban kiém tra cong doan (Mau 06).

- Ban photo: Gidy chiing nhan dang ky doanh nghiép hoidc Gidy chimg nhan
dang ky hoat dong chi nhanh, vin phong dai dién (d6ng dau treo ctia don vi & goc
trén bén trai).

Buéc 3: Cong doan phuong tiép nhan hd so ciia don vi doanh nghiép dé
nghi thanh 1ap CDCS.

- Tham muu T& trinh (Mdu 08 hodc Mdu 09) trinh Thudng tryc Lién doan
Lao dong Thanh phd (qua B phan To chire - Kiém tra).

Buoc 4: Cong doan cap trén xem xét cong nhan cong doan co sd

Trong vong 15 ngay lam viéc, cong doan cap trén tham dinh ho so va ra
quyét dinh cong nhan Cong doan co s& néu du diéu ki¢n.

Néu ho so chua hop 1¢, cong doan cap trén hudng dan bo sung.

Buée 5: T6 chuc hoi nghi cong bd thanh 1ap cong doan co s

Cong doan phuong xay dung ké hoach, bao cdo LDLD thanh phd, Pang uy
phuong t6 chtrc hoi nghi cong bd quyét dinh thanh 1ap céng doan co so.

Sau khi dugc cong nhan, Cong doan co so tién hanh khéc dau va trién khai
cac hoat dong theo ké hoach d3 dé ra.



DANH MUC TAI LIEU

TT | Ky hiéu Néi dung miu viin ban
1 Mau 04a | Pon gia nhap Cong doan danh cho c4 nhan
2 Mau 06 | Mau danh sach trich ngang BCH, BTV, UBKT va céc chirc danh
3 Mau 07 Vin ban dé nghi thanh 13p, chi dinh Ban Chép hanh CBCS
4 Miu 0% Mau T& trinh cta T6 cong tac trinh Thudng truc LDLD thanh

pho vé cong tac to chirc, can bd




Mau 04a
CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phiic

Hai Phong, ngay .... thang .... nam 20..

PON XIN GIA NHAP CONG POAN

Kinh giri : Ban Thwong vu Lién doan Lao dong thanh phé Hai Phong

ToOIten1a  © .

Sinhngay :......... thang ......... nam ............

Dan tdc : Kinh

Hién ngu tai e
Nghé nghiép e e e
Lam viéc tai b phan (TO SAN XUAL) & ....ovvnieneee e
Phong, Ban (Phan Xxuong) @ ..o,
Ten dAon Vi i CONG LY «vvviiiii i e
Dia Chic

Sau khi hoc tap Diéu 1é Cong doan Viét Nam, t61 hoan toan tan thanh va tu
nguyén lam don nay giri dén Lién doan Lao dong thanh phé Hai Phong dé xin
duoc két nap vao T6 chic Cong doan Viét Nam.

Tb6i htra sau khi duogc két nap, toi s€ thuc hién dﬁy da nhiém vu cua nguoi
Doan vién Cong doan va dong doan phi hang thang.

Kinh mong dugc chap thuan ctua To chitc Cong doan.

Tran trong cam on.
NGUOI VIET PON
(ky tén va ghi ro ho tén)



Mau 06
SCONGTY oo, CONG HOA XA HQI CHU NGHIA VIET NAM

Poc lap - Tw do - Hanh phuc

DANH SACH TRiCH NGANG
BAN CHAP HANH LAM THOI CONG POAN CO SO CONG TY ..ovvvnvnevnenannnn

Chire
Chire vu
NAM TRINH vu BCH | Dia Pién thoai
SINH 1510 chuyén | CDCS | chi : ‘
. A 4 A mon a
STT | HOQ VA TEN Dan | Ton Lam
: toc giao thoi

Ghi
chu

Hoc Chuyén | Chinh

Nam | Nir P A
van mon tri

weer, DAY ... thang ... nam 20...
CHU DOANH NGHIEP
(ky tén va dong dau)




Mau 07
Tén don Vi: ........................... CONG H()A XA HQI CHI"J NGHIiA VIET NAM
Doc lap - Tu do — Hanh Phic

V/v xin thanh 13p Cong doan co s6 Hai Phong, ngay ... thang .. nam 20...

Kinh giri : LIEN POAN LAO PONG THANH PHO HAI PHONG

Ching t61 : Cong ty TNHH ...

Tru SO ChIN & .
Gidy phép dang ky kinh doanh 6 : ...........cooeiiiiiiiiii e
S6 lao AONE hi€N CO & oot e

Nay dé nghi Lién doan Lao dong thanh phé Hai Phong chap thuan cho doanh
nghiép ching t61 dugc thanh 1ap Cong doan co s¢ (CDCS) theo luat dinh. Chung toi
xin du kién Ban chap hanh 1am thoi CDCS gom :

1) o - Chu tich
2 ) - Pho chu tich
) el - Uy vién BCH

(Dinh kem danh sach trich ngang)

Tran trong cam on./.

TM. CONGTY vuvveneenennnnn



Mau 08

LIEN DPOAN LAO PONG TP. HAI PHONG CONG HOA XA HQI CHU NGHIA VIET NAM
CONG POAN PHUONG HONG AN Poc lap - Tw do - Hanh phic
So: ..../CP Hong An, ngady ... thang .... nam 20....

V/v d& nghi thanh 1ap Céng doan co s

Kinh giri:  Lién doan Lao dong thanh phd Hai Phong.

Thuc hién ké hoach chi dao ciia Lién doan Lao dong thanh phd Hai Phong va
Chuong trinh cong tac nidm ..... cia Cong doan phuong Hong An vé viéc thanh 1ap
Cong doan co so, phat trién doan vién.

Thoi gian qua, Cong doan phudng Hong An d t6 chirc tuyén truyén, van dong
cac don vi, doanh nghiép trén dia ban dang dugc giao quan 1y va theo doi cac Cong
doan co so dé thuc hién cong tac thanh lap Cong doan co sé. Pén nay Cong doan

phuong Hong An ‘dﬁ nhan dugc ...... hé so cta cac don vi, doanh nghiép dé nghi
thanh 1ap CDCS gom :
L e e
e
(C6 hé so kém theo)

Cong doan phuong Hong An kinh dé nghi Lién doan Lao dong thanh phd
xem xét thanh 14p Cong doan co s& cho ... don vi trén dé dam bao quyén loi cho
nguoi lao dong./.

Noi nhén: TM. BAN THUONG VU
- Nhu kinh gtri;
- Luu: VPCD.





