UBND TINH HA TINH CONG HOA XA HOI CHU NGHIA VIET NAM

SO THONG TIN VA TRUYEN THONG Déc 1ap — Tu do — Hanh phic
S6: 15 /QD-STTTT Ha Tinh, ngay 25 thang 01 ndm 2022
QUYET PINH

Ban hanh Quy dinh khung tiéu chi danh gia, xép loai hang thang aéi véi
can b, cong chirc, lao dong Sé Thong tin va Truyen thong Ha Tinh

GIAM DPOC SO THONG TIN VA TRUYEN THONG

Can cir Ludt Can bg, cong chirc ngay 13/11/2008;

Can cit Ludt sira doi, bé sung mot so diéu cia Ludt Can b, cong chirc va
Luat Vién chuwrc ngay 25/11/2019;

Can cir Nghi dinh s6 90/2020/NP-CP ngay 13/8/2020 ciia Chinh phii vé
ddnh gid, xép logi chdt lrong, cdn bd, cong chirc, vién chirc;

Can civ Quyét dinh sé 15/2017/0D-UBND ngay 20/4/2017 ciia UBND
tinh vé viéc ban hanh Quy dinh chirc ndng, nhiém vu, quyén han va co cdu té
chirc 86 Théng tin va Truyén thong;

Theo dé nghi ciia Chdnh Vin phong S6.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy dinh khung tiéu chi danh
gia, xép loai hang thang d6i véi can bo, cong chirc, lao dong S¢ Thong tin va
Truyén théng Ha Tinh.

Piéu 2. Quyét dinh ndy c6 hiéu luc va trién khai thuc hién ké tir ban hanh.

Piéu 3. Chanh Vian phong S&; Thu truong cac phong, don vi truc thude
S¢ va can bg, cong chuc, lao dong S¢ Thong tin va Truyén thong chiu trach
nhiém thi hanh Quyét dinh nay./.

Noi nhgn: GIAM DbOC
- S& Noi vu;
- Nhu Piéu 3;
- Lanh dao So;
- BCH Cong doan so;
- Luu: VT, VP,

Pau Tung Lam



~ UBND TINH HA TINH CONG HOA XA HOI CHU NGHIA VIET NAM
SO THONG TIN VA TRUYEN THONG Déc 1ap — Tu do — Hanh phic

QUY PINH
Khung tiéu chi danh gia, xép loai hang thang doi véi
can bg, cong chirc, lao dong Sé Thong tin va Truyen thong Ha Tinh

Chuwong I
QUY DINH CHUNG

Picu 1. Pham vi, ddi twong ap dung

1. Pham vi thue hién: Quy dinh ti€u chi danh gia, xép loai hang théng doi
voi can bg, cong chure, lao dong (sau day goi tat la Quy dinh) ap dung doi voi So
Thong tin va Truyén thong.

2. Déi tugng ap dung: Can by, cong chirc, nguoi lao dong S¢ Thong tin va
Truyén thong. Khuyén khich Trung tim CNTT-TT &p dung quy dinh nay d¢
danh gia can bd trong don vi.

Piéu 2. Muc dich

1. Tiéu chi danh gia, xép loai hang thang cua can bo, cong chirc, lao dong
S¢ Thong tin va Truyén thong 14 cin ctr dé binh xét khen thudng hang thang; 1a
can cir dé danh gia, xép loai thi dua hiang nim; dong thoi 1a co s& dé bé tri, sir
dung, quy hoach, dé bat, dao tao, boi dudng va thuc hién chinh sach ddi véi can
bo, cong chure, lao dong theo quy dinh va theo yéu cau nhiém vu cua co quan.

2. Panh gia xép loai hang thang déi voi can bo, cong chirc, lao dong nham
phat huy vai trd, trach nhiém ctia nguoi ding dau trong cong tac lanh dao, quan
ly, siét chat ky luat, ky cuong, chudn hoa, xay dung phong cach lam viéc chuyén
nghiép; nang cao y thirc trach nhiém, tinh tu giac trong thuc thi cong vu cta can
b0, cong churc, lao dong; tao mdi trudng sang tao, ddi méi, phat trién, nang cao
chét lugng, hiéu qua hoat dong cua co quan.

Diéu 3. Yéu cau

1. Van phong s&, Thanh tra sé, cac phong (sau day goi chung 1a cac phong
chuyén mon) phai chi dao xay dung ké hoach cong tac theo lich tirng thang, tirng
quy phan cong cu thé nguoi (chu tri, tham muu, phdi hop), ndi dung cong viee
duoc giao, tién do thyuc hién.

2. Viéc danh gia, xép loai hang thang ddi voi can bo, cong chirc, lao dong
phai thuc hién theo nguyén tic tap trung dan chu, chinh xéac, khach quan, cong
bang, dung thuc chat va dung trinh ty quy dinh. Phai thuc hién danh gid da
chiéu, lién tuc, luong hoa duoc két qua thuc hién nhiém vu cua ting can bd,
cong chirc, lao dong gin voi két qua cong tac cua timg bo phén, tung phong
chuyén mén (trén co s& phan tich vé tong khéi luong va tinh chat, mac do cia
cong vige).
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3. Lay két qua hoan thanh nhi¢m vu va két qua thuc hién cac ti€u chuan
khung nang luc vi tri viéc lam cua can bg, cong chirc, lao dong lam thude do chu
yéu trong danh gia, xép loai.

Piéu 4. Nguyén tic danh gia

1. Thu truéng cac phong chuyén mon tryc tiép 1anh dao, giao nhiém vu,
d6ng thoi 1a ngudi thuc hién nhan xét, danh gid, xép loai. Giam ddc So 1a nguoi
dung dau co quan quyét dinh viéc xép loai, danh gia can b, cong chirc, lao
dong theo phan cip quan 1y va chiu trach nhiém vé quyét dinh ctia minh.

2. Viéc déanh gia, Xép loai phai can ctr vao chuce trach, nhi¢ém vy dugc giao
va két qua thyc hi¢n nhiém vy. Viéc danh gid can lam rd vu diém, khuyét di€m,
ton tai, han ché v€ pham chat, nang lyc, trinh dd cua can bd, cong chire, lao dong.

3. Bdo dam dan chu, khach quan, chinh xac, cong khai, minh bach.

4. Viéc danh gia, Xép loai can bg, cong chirc 1anh dao, quan 1y phai dua vao
két qua hoat dong ctia phong chuyén mon, co quan dugc giao 1anh dao, quan ly.

5. Truong hop can bg, cong chire, lao dong khong hoan thanh nhiém vu
do yéu t6 khach quan, bat kha khang thi dugc xem xét trong qué trinh danh gia,
xep loai.

Chuong I1 )
NHUNG QUY PINH CU THE

Piéu 5. ThAm quyén danh gia

1. Gidm doc, Pho Gidm doc s& danh gia, xép loai hang thang doi voi
Truong, phé phong va twong duong. C6 thé uy quyén Chanh Van phong S¢
tham muu thuc hjén viéc danh gia, tuy phi,én phai dugc su thong nhat cia Giam
doc, Phd Giam doc s¢ trude khi cong bo két qua danh gia.

2. Giam dbc So thyc hién viée danh gia, xép loai hang thang ddi vei cac
Pho Giam doc So¢ (trude khi danh gid, xép loai c6 thé tham khao y kién cta 1anh
dao cac phong chuyén mon, don vi dugc giao phu trach).

3. Truéng cac phong chuyén moén: Panh gia, xép loai hang thang ddi vai
can b, cong chirc, lao dong thuoc phong chuyén mon do minh phu trach. Banh
gia viéc phoi hop thuc hién nhi€ém vu gitra cac phong.

4. Can bo, cong chtc, lao dong tu danh gia, xép loai hang thang ddi vai
ban than.

Piéu 6. Tiéu chi danh gia, xép loai (Thang diém 100)

1. Y thic t6 chuc ky luat, pham chit dao dirc 161 séng (t6i da 20 diém)

- Y thirc t6 chirc ky luat; phém chét dao duc, 16i séng, tac phong, 1é 16i
lam viéc chuan muc (toi da 6 diém).
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- Poan két, thuc hién nguyén tic tap trung dan chu trong co quan (téi da 5
diém).

- Thyc hién hién nghiém quy tic Gmg xir trong cac hoat dong ctia co quan
(toi da 3 diem).

- Thyc hién nghiém quy dinh van hoa cong sé, dao dirc cong vu cua can
b0, cong churc, lao dong (toi da 6 diém).

2. Két qua thuc hién chitrc trach nhiém vu dugc giao (t(’)i da 65 diém)
a) Nang luc va k¥ ning (toi da 20 di¢m)

- Pbi vai lanh dao quan ly (Giam ddc, cac Pho Giam dbc, lanh dao céc
phong, don vi thudc so):

+ Chu dong nghién ctru, cap nhat kip thoi céc kién thic phap luat va
chuyén moén nghi¢p vy; tham muu d?ly du, c6 chat lugng cac van ban phuc vu
cong tac chi dao, diéu hanh cua co quan, phong chuyén mén theo chi dao cua
lanh dao cap trén va ké hoach cong tac.

+ Tham gia xay dung ké hoach cong tac cia co quan, phong chuyén mon
theo linh vuc dugc phan cong va ké hoach cong tac ciia ca nhan cu thé v€ noi
dung cong vi¢c, tién do thuc hién.

+ Tham muu t6 chirc, chu tri diéu hanh cac cudc hop, phién hop, hdi nghi,
héi thao.... chat luong, hiéu qua.

+ Chi dao, diéu hanh, kiém soat viéc thuc hién nhiém vu cia co quan,
phong chuyén mon dam bao kip thoi, khong bo so6t nhiém vu. Gidi quyét cong
viéc dung quy trinh, quy dinh.

+ Trién khai, phan céng nhiém vu va diéu phdi cong viéc cho cip dudi
linh hoat, c6 chi dao, dinh huéng, huéng dan...

+ Bao quat, theo di, kiém tra, d6n ddc viéc thyc hién nhiém vu cua can
b, cong chue, lao dong trong co' quan, phong chuyén mén va giai quyét kip thoi
nhitng khé khan vudng méc theo thim quyén.

+ Co nang lyuc tap hop can bg, cong chirc, lao dong trong co quan, phong
chuyén mén doan két, théng nhat. Phoi hop, tao 1ap moi quan hé t6t v4i cac ca
nhén, t6 chic co lién quan trong chi dao, trién khai thuc hién nhiém vu.

+ Thuc hién hiéu qua viéc tiét kiém thoi gian, vat tu, tai san vin phong
pham, trang thi€t bi cua co quan trong di€u hanh va xir Iy cong viéc.

+ Cac van ban ban hanh thudc linh vuc tham muu, phu trach dam bao
ding thé thuc, quy trinh, thu tuc, khong co6 sai sot, bao dam chat lugng, dung
tién do.

- Béi véi cong chrc:

+ Cha dong nghién ciru, cap nhat kip thoi cac kién thirc phap luat va
chuyén mén nghiép vu dé tham muru, t6 chirc thuc hién cong viéc ¢é chat luong,
hiéu qua.
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+ Xay dung ké hoach cong tac cta ca nhan cu thé nd1 dung cong viéc, tién
do thuc hién.

+ Tham muu chuin bi nd1 dung, tai li€u, bao céo.... phuc vu cac cudc hop,
phi€n hop, ho1 nghi hiéu qua.

+ Trién khai, huéng dan, don doc, kiém tra cac don vi, c nhan lién quan
trong thyc hién nhi¢m vu thudc linh vuc tham muu dat hi€u qua.

+ Béo c4o kip thoi, chinh xac véi lanh dao vé tinh hinh, két qua thuc hién
nhi¢m vu dugc giao. Chu dong tham muu, dé xuat phuong an, cach thuc xur 1y,
giai quyet cong viéc.

+ Thiét 1ap ho so cong viéc day du theo ndi dung cong viéc dugc phan
cong; luu trir, quan ly ho so, tai liéu bao ddm ding nguyén tac.

+ Chu dong giai quyét cong viéc va phdi hop tot v6i cac ca nhan, don vi
c6 lién quan giai quyét cong viét dat chat luong, hiéu qua.

+ Su dung thanh thao cac phan mem ung dung cong ngh¢ thong tin dap
ung yéu cau quan ly, diéu hanh, giai quyét cong viéc. Thuc hién hiéu qua viéc
tiét kiém thoi gian, vat tu, tai san van phong pham, trang thiét bi ctia co quan
trong tham muu va xur ly cong viéc.

+ Cac van ban ban hanh thudc linh vuc t}}am muu dam bé,o ding thé thuc,
quy trinh, thu tuc, khong c6 sai sot, bao dam chat luong, ding tién do.

+ Thuc hién tdt cac nhiém vu khac do lanh dao phong giao.

- Pi voi lao dong (Nguoi lam cong viée theo quy dinh tai Piéu 1, Nghi
dinh 68/2000/ND-CP cta Chinh phua; Nghi dinh 161/2018/ND-CP cua Chinh
phu).

+ Chu dong nghién ctru, cap nhat kip thot kip thot cac kién thtrc phap luat
va chuyén mén nghiép vu dé tham muu, t0 chtic thuc hién cong viée c6 chit
lugng, hiéu qua.

+ Xay dung ké hoach cong tac cua ca nhan cu thé noi dung cong viéc, tién
do thuc hién.

~+ C tinh than trach nhiém, thai do phuc vu nhan dan, tinh than hop tac
véi dong nghiép.

+ Thuc hjén hi€u qua viéc tiét kiém thoi gian, vat tu, tai san van phong
pham, trang thi€t bi cua co quan trong thuc hi€n nhiém vu.

+ Thuc hién tét cac nhiém vu khac do lanh dao phong giao.

b) Két qua thuc hién chuc trach, nhi’ém vu du’o’g giao theo ké hoach cong
tac duoc duyét va cac nhi€ém vu dot xuat (toi da 45 dieém)

- Hoan thanh tir 90% dén 100% cong viéc theo ké hoach, lich cong tac
dam bao tién do, chat lugng: 41-45 di€ém.
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- Ho§1n thanh }1‘1 80% dén dudi ?O% cong viéc theo ké hoach, lich cong tac
dam bao tién do, chat luogng: 36-40 diém.

- Ho;‘m thanh :[l‘I 70% dén dudi 80% cong viéc theo ké hoach, lich cong tac
dam bao tién do, chat lugng: 31-35 diém.

- Ho§1n thanh ’tir 60% dén dudi ZO% cong viéc theo ké hoach, lich cong tac
dam bao tién do, chat lugng: 25-30 diém.

- Hoan thanh dudi 60% cong viéc: Dudi 25 diém
3. Piém thudng (t6i da 15 diém)

- Céc phong, don vi tham muu ban hanh cic vin ban dbi véi Thuong truc
Tinh ay, Ban Thuong vu Tinh ty, Ban Chap hanh Pang b tinh; Hoi dong nhan
dan tinh dugc cong thém 10 diém cho mdi thanh vién trong phong ban va 15
diém cho can bo chu tri thuc hién.

- Céc phong, don vi tham muu UBND tinh ban hanh van ban chi dao thuc
hién nhiém vu nganh (Quyét dinh QPPL/Quyét dinh phé duyét Pé an/Ké hoach
hoat dong linh vuc nganh hang nam, giai doan/Cong vin chi dao trién khai, thuc
hién cac ndi dung nganh Thong tin va Truyén thong trén dia ban tinh) duoc cong
thém 2 diém cho mdi thanh vién trong phong ban va 5 diém cho can bd chi tri
thuc hién.

- Cac phong, don vi chu tri tham muu td churc tot cac budi HOoi Thao/Hoi
nghi/Buéi lam viéc ¢6 tir 3 co quan, don vi ngoai sé tham gia trd 1€n dugc cong
thém 3 diém cho mdi thanh vién trong phong ban va 5 diém cho can bd chi tri
thuc hién.

- Can bg, cong chirc, nguoi lao dong co két qua dat loai gioi trd 1én trong
ky kiém tra, sat hach vé chuyén mon, nghiép vu do co quan quan ly hodc cap co
thim quyén t6 chirc duoc cong thém 5 diém.

- Can by, cong chuc, nguoi lao dong khi dugc Ban giam dbc So tuyén
duong tai buoi giao ban hang thang duoc cong thém 5 diém.

- B6i voi cén bd, cong chirc, nguodi lao dong co6 sang kién kinh nghiém
duoc dua vao stir dung trong thuc tién dugc cong thém 5 diem.

- Ddi voi can bo, cong chure, nguoi lao dong tham muu ban hanh van ban
(t6i thiéu 15 van ban) trong phong, don vi (tinh trén hé thong quan Iy hd so cong
viéc TD), ngudi nhiéu nhat dugc cong thém 5 diém, ngudi nhiéu tht 2 duoc
cong thém 2 diém.

4. Diém trur

- Cac phong, don vi trién khai phdi hop chua dat (theo danh gia cua
phong, don vi chu tri) thi doi voi moi ndi dung phoi hop duge danh gia chua dat
thi Lanh dao phong trur 2 di€m, can b chu tri dugc giao phoi hop trur 4 di€ém.
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- P6i v6i mdi vin ban phé binh, nhic nhd cua Tinh uy/UBND tinh/So
nganh... thi cac thanh vién phong, don vi lién quan trr 5 diém, Lanh dao phong
trir 15 diém.

- Béi véi phong, don vi khi chdm hoan thanh nhiém vu trén phﬁn mém
Chi dao diéu hanh cua UBND tinh (vanbanchidao.hatinh.gov.vn) thi can bg chu
tri b1 trir 10 diém, Lanh dao phong bi trir 15 diém.

- P6i v6i phong, don vi con dé xay ra 15i trén van ban tham muu lanh dao
phong bi trir 5 di€m, cdn bg xtr 1y chinh bi trir 3 diém.

- P6i v6i phong, don vi khi bi Ban giam dbc S& phé binh tai budi giao ban
hang thang thi Lanh dao phong bi trir 5 diém, thanh vién trong phong bi trir 3
diém.

- D(A')iv vOi can bg, cong chue, nguoi lao dong khi bi Ban giam dbc S¢ phé
binh tai budi giao ban hang thang thi bi trir 3 di€ém, Lanh dao phong bi trur 2
diém.

- DOi v6i can bd bi nhic nhé vi pham ky ludt ky cuong hanh chinh tai Hoi
nghi giao ban hang thang thi bi trtr 10 diém.

- Pbi vai phong, don vi cham guri bao céo két qua hoat d@ng thang vé Vin
phong S¢ trude ngay 28 hang thang, Lanh dao phong bi trr 5 diém, can b chu
tri b1 trir 3 diem.

- P6i véi can bd vi pham trat ty an toan giao thdng co vin ban cia luc
lugng chure nang thi bi trir 10 di€ém.

Picu 7. Mirc xép loai

1. Hoan thanh xuét sic nhiém vu (xép loai A): Dat tir 90 dén 100 diém.
2. Hoan thanh t&t nhiém vu (xép loai B): bat tir 70 dén duéi 90 diém.
3. Hoan thanh nhiém vu (xép loai C): Pat tir 50 dén du6i 70 diém.

4. Khong hoan thanh nhiém vu (xép loai D): Dudi 50 diém.

Pi¢u 8. Mot s6 trudong hop cu thé trong danh gia, xép loai

1. Pdi voi can bo, cong chirc, lao dong co6 thoi gian nghi viéc tur 12/22
ngay lam viéc trd 1én trong thdng danh gia vi Iy do 6m dau... thi mac x€p loai
cua thang to1 da 1a hoan thanh nhiém vu (x€p loai C).

2. Béi véi trudong hop can bo, cong chirc duge cu di dao tao, bdi dudng
(h¢ khong tap trung) ma thoi gian lam viée thuc té trong thang chua dat trén
50% s0 ngay lam viéc cua thang thi van thyc hién danh gia nhung mirc xép loai
t61 da 12 hoan thanh nhiém vu (xép loai C).

3. Pbi v6i can bd chiu trach nhiém chinh trong xur ly cong viéc trong
thang khi c6 van ban phé binh cua co quan céap trén (BO Thong tin va Truyen
thong, Tinh uy, HDND tinh, UBND tinh) thi mic xép loai cua thang ti da la
hoan thanh nhi€ém vu (xép loai C); Lanh dao cua phong dé bi ha 1 bac Xép loai
trong thang.
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4. Pbi voi can bd chiu trach nhiém chinh trong xur ly cong viéc trong
thang khi chdm xtr 1y cong viéc trén hé thong chi dao diéu hanh cia UBND tinh
(vanbanchidgo.hatinh.gov.vn) thi mirc x€p loai cua thang t6i da la hoan thanh
nhi¢m vu (x€p loai C); Lanh dao ctia phong d6 bi ha 1 bac xép loai trong thang.

5. Trudng hop xép loai & muc khac do Giam déc s& xem xét, danh gia va
quyét dinh.

Pi¢u 9. Quy trinh danh gia, xép loai

1. Budc 1: Can bo, cong chirc, lao dong ty kiém diém, nhan muc xép loai
(trudc ngay 26 hang thang).

2. Budc 2: Cac phong va tuong duong t6 chirc nhan xét, danh gia xép loai
can bg, cong chure, lao dong (trude ngay 27 hang thang).

3. Budc 3: Gui két qua dén bd phan tong hop Vian phong so (trudc ngiy
28 hang thang).

4. Budc 4: Van phong so tong hop trinh Giam déc so xem Xet, quyét dinh
danh gia, xep loai can b, cong chirc, lao dong (trudc ngay cudi cung ctia thang).

5. Budc 4: Cong khai két danh gia, Xép loai can bg, cong chuc, lao dong
(sau budi giao ban thang).

Luuy: Yéu cau cac phong thuc hién ing dung phan mém cong nghé trong
quan ly, 1ap ke hoach cong tac, giao viéc, gan voi thue hién quy trinh danh gia,
x€p loai can bo, cong churc, lao dong.

Cac Vép dé khiéu nai vé céng tac dér}h gia, Xép loai s& do Giam ddc s&
xem xét, quyét dinh theo quy dinh vé€ phan cap quan 1y can bo.

Picu 10. H6 so danh gia, xép loai

1. Phiéu d4nh gid, chAm diém xép loai ctia c4 nhan (c6 miu kém theo).

2. Bién ban hop thong nhét danh gia, xép loai ctia phong chuyén mon.

3. Danh sach tong hop két qua danh gia, xép loai d6i voi can bo, cong
chuc, lao dong.

Pi¢u 11. Str dung két qua danh gia, xép loai hang thang dé danh gia
xép loai doi v6i can b, cong chire, lao dong hang nam.

Khi xem xét danh gia, xép loai can bg, cong chirc, lao dong hang nim cac
phong chuyén mén can cu cac van ban hi€n hanh cua Trung wong, cua tmh quy

dinh vé danh gia, xép loai can bd, cong chirc, lao dong gin voi két qua tong hop
danh gia, xép loai hang thang (12 thang trong nim).

o Chuwong 111
TO CHUC THUC HIEN

Piéu 12. Linh dao sé, Thi trudng cac phong chuy@n mon
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Chi dao, quan triét, kiém tra, gidm sat viéc t6 chuc trién khai thyc hién
nghiém Quy dinh nay va chiu trach nhiém toan dién vé két qua danh gia, xép
loai can bg, cong chirc, lao dong thudc tham quyen quan 1y.

Piéu 13. Can bd, cong chirc, lao dong

1. Thyc hién nghiém cac quy dinh vé danh gia, xép loai cong chie, lao
dong. Phan anh kip thoi viéc trién khai thyc hién danh gid, xép loai tai céc
phong chuyén mon chua ding hodc chua nghiém tic véi 1anh dao Sé.

2. Puoc quyen bao luu y kién vé két qua danh gia, xép loai hang thang
cua minh va c6 quyén phan anh voi lanh dao S¢ trong trudng hop khong dong y
v6i quyét dinh mic xép loai (‘101 voi ban thdn minh, nhung phai chap hanh két
luan, nhan xét, danh gia ctia cAp c6 tham quyeén.

DPiéu 14. Piéu khoan thi hanh

1. Lanh dao cac phong, don vi va can bg, cong chirc, lao dong thudc So
Thong tin va Truyén thong cd trach nhi€ém trién khai, t6 chirc thuc hién Quy
dinh nay ké tir ngay c6 hi¢u lyuc.

2. Trong qua trinh to chirc thuc hién, néu c6 van dé vudéng mac Thu
truong cac phong chuyén mon kip thoi tong ‘hop, bao cao lanh dao So (qua Vin
phong so) dé kip thoi xem xét, diéu chinh, bd sung cho phu hop./.

SO THONG TIN VA TRUYEN THONG
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Phuy luc 01 (Phiéu danh gia danh cho lanh dao, quan 1y)

SO THONG TIN VA TRUYEN THONG ~ CONG HOA XA HQI CHU NGHIA VIET NAM
5711 Y TR Poc lap — Tu do — Hanh phuc

PHIEU PANH GIA, XEP LOAI HANG THANG

Thang.......... /120......
| 5 (oI 72 IR 1S5 o S
CRIUIC VU .ottt ee ettt e ae e e anenes
Piém ca A
2z Ton tai, han
TT Noi dung danh gia Diém toi da | nhén tw cl.l é', :
chim
| | Y thirc t6 chire ky luat, pham chét dao 20
dirc 16i song
1 | Y thicc to chirc ky ludt; phdm chat dao 6
duc, 161 song, tac phong, 1& 16i lam viéc
chuin muc
2 | Poan két, thyc hién nguyén tic tip trung 5
dan chu trong co quan
3 | Thuc hién hién nghiém quy tic Gmg xur 3

trong cac hoat dong ctia co quan

4 | Thyuc hi¢n nghiém quy dinh van héa cong 6
s0, dao dlirc cong vu cua can bd, cong
chuec, lao dong

Il | Két qua thuc hién chirc trach nhiém vu 65
dwgc giao

1 | Nang lyc va k¥ nang 20

1.1 | Chu dong nghién ctru, cdp nhat kip thoi 3

cac kién thuc phap luat va chuyén mon
nghi€ép vy; tham muu déy du, c6 chat
luong cac van ban phuc vu cong tac chi
dao, diéu hanh cia co quan, phong
chuyén mon theo chi dao ctua 1anh dao
cap trén va ké hoach cong tac

1.2 | Tham gia xay dung ké hoach cong tac 3
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cua co quan, phong chuyén mon theo linh
vuce duoc phan cong va ké hoach cong tac
ctia c4 nhan cu thé vé ndi dung cong viéc,
tién do thyuc hién

1.3

Tham muu td chire, chu tri diéu hanh céc
cudc hop, phién hop, hoi nghi, hdi thao....
chat lwong, hiéu qua

14

Chi dao, diéu hanh, kiém soat viéc thuc
hién nhiém vu cua co quan, phong
chuyén moén dam bao kip thoi, khong bo
sot nhiém vu. Giai quyét cong viéc ding
quy trinh, quy dinh

1.5

Trién khai, phan cong nhiém vu va diéu
phdi cong viée cho cap duéi linh hoat, c¢6
chi dao, dinh huéng, hudng dan...

1.6

Bao quat, theo doi, kiém tra, dén ddc viée
thuc hi€n nhiém vu cua can bg, cong
chuc, lao dong trong co quan, phong
chuyén mon va giai quyét kip thoi nhitng
kho khin vudng mic theo tham quyén

1.7

Co6 nang lyc tap hop can bd, cong chirc,
lao dong trong co quan, phong chuyén
mon doan két, théng nhat. Phdi hop, tao
lap mbi quan hé tot v6i cac ca nhan, to
chirc ¢6 lién quan trong chi dao, trién
khai thuc hién nhiém vu

1.8

Thuc hién hiéu qua viée tiét kiém thoi
gian, vat tu, tai san van phong phém,
trang thiét bi ctia co quan trong diéu hanh
va xu ly cong viéc

1.9

Cac van ban ban hanh thudc linh vuc
tham muu, phu trach ddm bao ding thé
thtrc, quy trinh, tha tuc, khong c6 sai sot,
bao dam chat lugng, ding tién do

Két qua thuc hién chuc trach, nhi€ém vu
duoc giao theo ké hoach cong tac dugc
duyét va cac nhiém vu dot Xuét

45
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2.1 | Hoan thanh tir 90% dén 100% cong viéc 45
theo ké hoach, lich cong tac dam bao tién
do, chét lugng
2.2 | Hoan thanh tir 80% dén dudi 90% cong 40
viéc theo ké hoach, lich cong tac dam bao
tién do, chat luong
2.3 | Hoan thanh tir 70% dén dudi 80% cong 35
viéc theo ké hoach, lich cong tac dam bao
tién do, chat lugng
2.4 | Hoan thanh tir 60% dén dudi 70% cong 30
viéc theo ké hoach, lich cong tac dam bao
tién do, chat luong
2.5 | Hoan thanh dudi 60% cong viéc 25
11l | Piém thuéng 15
1 | No6i dung thudng 1
2 | NoOi dung thuong 2
IV | Piém trir 100
1 | Noidung tru 1
2 | NoOi dung trur 2
Tong diém 100

Ca nhan tw xép loai (Pdnh dau X va mét trong 04 6 twong 1img)

[0 Hoan thanh xut sic nhiém vu (loai A)

0 Hoan thanh t6t nhiém vu (loai B)
[1 Hoan thanh nhiém vu (loai C)
[ Khong hoan thanh nhiém vu (loai D)

Nguoi te danh gia
(Ky va ghi ro ho tén)
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Nhin xét danh gia, xép loai ciia Lanh dao dwogc giao danh gia

LANH PAO PUQC GIAO
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Phuy lyc 02 (Phiéu danh gia danh cho cong chirc)

SO THONG TIN VA TRUYEN THONG ~ CONG HOA XA HQI CHU NGHIA VIET NAM
5111 Y TR Poc lap — Tu do — Hanh phuc

PHIEU PANH GIA, XEP LOAI HANG THANG

Thang.......... /120......
|3 (o2 1R 1S3 o S PPOTRR
CRIUIC VU .ottt ee ettt e ae e e anenes
X Piém ca 3
bieém toi Ton tai, h
TT NoOi dung danh gia rem tot nhan ty on alz w
da P cheé
cham
| | Y thire t6 chirc ky luat, pham chét dao 20
dirc 16i song
1 | Y thic to chirc ky luat; pham chat dao duec, 6
16i sdng, tac phong, 1& 161 lam viéc chuan
muyc
2 | Poan két, thuc hién nguyén tic tap trung 5
dan chu trong co quan
3 | Thuc hién hién nghiém quy tic Gng xur 3
trong cac hoat dong cua co quan
4 | Thyc hién nghiém quy dinh van hoa cong 6
s0, dao dic cong vu cua can bd, cong
chuec, lao dong
Il | Két qua thuc hién chirc trach nhiém vu 65
dwgc giao
1 | Nang lyc va k¥ nang 20
1.1 | Chu dong nghién ctru, cdp nhat kip thoi 2
céc kién thirc phap luat va chuyén mén
nghiép vu dé tham muru, to chirc thuc hién
cong viéc co chat lugng, hi€u qua
1.2 | Xay dung ké hoach cong tic clia c4 nhin 2
cu thé ndi dung cong viéc, tién d6 thuc
hién
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1.3

Tham muu chuén bi ndi dung, tai li€u, bao
cdo.... phuc vu cac cudc hop, phién hop,
hdi nghi hi¢u qua

14

Trién khai, huéng dan, don dbc, kiém tra
cac don vi, cd nhan li€n quan trong thuc
hién nhi€ém vu thudc linh vuc tham muu
dat hi€u qua

1.5

Bao céo kip thoi, chinh xac vdi lanh dao vé
tinh hinh, két qua thyc hién nhiém vu dugc
giao. Chu dong tham muu, dé xuit phuong
an, cach thuc xtr ly, giai quyét cong viée

1.6

Thiét 1ap hd so cong viée day du theo ndi
dung cong viéc dugc phan cong; luu trir,
quan 1y hd so, tai liéu bao dam ding
nguyeén tic, quy dinh

1.7

Chu dong giai quyét cong viéc va phdi hop
tdt v6i cac ca nhan, don vi co lién quan
giai quyét cong viét dat chit lugng, hiéu
qua

1.8

Str dung thanh thao cac phdn mém, ung
dung cong nghé thong tin dap Gng yéu cau
quan ly, diéu hanh, giai quyét cong viéc.
Thuc hién hidu qua viée tiét kiém thoi
gian, vat tu, tai san vin phong pham, trang
thiét bi ctia co quan trong tham muu va xur
1y cong viéc

1.9

Cac van ban ban hanh thudc linh vuc tham
muu dam bao dang thé thirc, quy trinh, thi
tuc, khong co sai sot, bdo dam chét luong,
dung tién do

1.10

Thue hién tdt cac nhiém vu khac do lanh
dao phong giao

Két qua thuc hién chirc trach, nhi€ém vy
duogc giao theo ké hoach cong tac dugc
duyét va cac nhiém vu dot Xudt

2.1

Hoan thanh tir 90% dén 100% cong viéc
theo ké hoach, lich cong tac dam bdo tién

45
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do, chét lugng
2.2 | Hoan thanh tir 80% dén dudi 90% cong 40
viéc theo ké hoach, lich cong tac dam bao
tién do, chat lugng
2.3 | Hoan thanh tr 70% dén dudi 80% cong 35
viéc theo ké hoach, lich cong tac dam bao
tién do, chat luong
2.4 | Hoan thanh tr 60% dén dudi 70% cong 30
viéc theo ké hoach, lich cong tac dam bao
tién do, chat lugng
2.5 | Hoan thanh du6i 60% cong viéc 25
11l | Piém thuéng 15
1 | Noi dung thudng 1
2 | Noi dung thuong 2
IV | Piém trir 100
1 | No6idung trur 1
2 | NoOi dung trur 2
Téng diém 100

C4 nhan tw xép loai (Pdnh diu X va mét trong 04 6 twong irng)
[0 Hoan thanh xuit sic nhiém vu (loai A)
[0 Hoan thanh tét nhiém vu (loai B)

[J Hoan thanh nhiém vu (loai C)

[ Khong hoan thanh nhiém vu (loai D)

Nguoi tu danh gia
(Ky va ghi ro ho tén)
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Nhén xét danh gia, xép loai ciia Truéng phong

TRUONG PHONG (PON VI)
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Phu luc 03 (Phiéu danh gia danh cho lao dong hop dong)

SO THONG TIN VA TRUYEN THONG ~ CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap — Tu do — Hanh phuc

PHIEU PANH GIA, XEP LOAI HANG THANG

TT

Noi dung danh gia

Piém toi da

Piém ca
nhan ty
cham

Ton tai, han
che

Y thirc to chire ky ludt, pham chét dao
dirc 16i song

20

Y thic t6 chirc ky luat; phém chit dao
duc, 161 song, tac phong, 1& 16i lam viéc
chuin muc

Poan két, thyc hién nguyén tic tip trung
dan chu trong co quan

Thuc hién hién nghiém quy tic Gmg xur
trong cac hoat dong ctia co quan

Thyc hién nghiém quy dinh van hoa cong
s0, dao dirc cong vu cua can bd, cong
chuec, lao dong

Két qua thwe hién chikc trach nhiém vu
dwgc giao

65

Nang lyc va ky ning

20

1.1

Cha dong nghién ctru, cap nhat kip thoi
kip thoi cac kién thuc phap luat va
chuyén mon nghiép vu dé tham muu, to
chuc thuc hién cong viéc cod chét luong,
hi¢u qua

1.2

Xay dung ke hoach cong tac cua ca nhan
cu thé ndi dung cong viéc, tién do thuc
hién
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1.3

C6 tinh than trach nhiém, thai d6 phuc vu
nhan dan, tinh thin hop tic véi dong
nghiép

14

Thuc hién hiéu qua viéc tiét kiem thoi
gian, vat tu, tai san vin phong pham,
trang thiét bi ciia co quan trong thuc hién
nhiém vu

1.5

Thuc hién tét cac nhiém vu khac do lanh
dao phong giao

Két qua thuc hién chic trach, nhiém vu
dugc giao theo ké hoach cong tac duoc
duyét va cac nhi¢m vu dot xuét

45

2.1

Hoan thanh tir 90% dén 100% cong viéc
theo ké hoach, lich cong tac dam bao tién
do, chét luong

45

2.2

Hoan thanh tir 80% dén dudi 90% cong
viéc theo ké hoach, lich cong tac dam bao
tién do, chat luong

40

2.3

Hoan thanh tir 70% dén dudi 80% cong
viéc theo ké hoach, lich cong tac dam bao
tién d0, chat luong

35

2.4

Hoan thanh tir 60% dén dudi 70% cong
viéc theo ké hoach, lich cong tac dam bao
tién do, chat luong

30

2.5

Hoan thanh dudi 60% cong viéce

25

Piém thwong

15

Noi dung thudng 1

Noi dung thuong 2

DPiém trw

100

Noi dung trur 1

Noi dung trir 2
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Tong diém 100

Ca nhan tw xép loai (Pdnh diu X va mét trong 04 6 twong irng)
[0 Hoan thanh xuit sic nhiém vu (loai A)

[0 Hoan thanh t6t nhiém vu (loai B)

[J Hoan thanh nhiém vu (loai C)

[1 Khong hoan thanh nhiém vu (loai D)

Nguoi tu danh gia
(Ky va ghi ro ho tén)

Nhin xét danh gia, xép loai ciia Truéng phong

TRUONG PHONG (PON VI)
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