UBND THANH PHO HA NOI
TRUONG CAO PANG CONG NGHE CAO HA NOI
Tay M& - Nam Tir Liém — Ha Noi
HRANDI HIGH TECH DT: 024. 3765 3568 Email: contact@hht.edu.vn
Fax: 024, 3765 3627 Web:  www.hht.edu.vn

QUI TRINH
QUY HOACH CAN BO
Mi hoa : QT.25

Ban hanh lan 101
Hiéu luc tir ngay : 05/03/2025

Nguwoi soan thio Nguoi kiém tra Mduyet

i

|RUONG

- - — 5 = / ”
Hovatén | NGUYEN THAO ANH PHAM THI THANH HA| PHAM XUAN KHANH

LTL danh CHUYEN VIEN TRUONG PHONG HIEU TRUONG

Tai liéu nay dwge phin phoi dén cice chive danh/don vi sau:

| Chure danh/don vi Chure danh/don vi

1 Hi¢u truong Phong TCHC
] Pai dién lanh dao Céc don vi trong trudng




Quy trinh
HHT

HANOI HIGH TECH

QUY HOACH CAN BO

Ma hod: QT25

Ban hanh lan:

01

Higu lye tir ngay: 05/03/2025

Trang/tfmg 50 trang: 1/4

1. Muc dich va pham vi ap dung

MUC PICH

a. Muc dich: Quy trinh nay nham hudng dan trinh tu, ndi dung td chire thuc hién thu tuc
quy hoach can bg do Hiéu truong Trudng Cao ding Cong nghé cao Ha Ngi quan Iy nhim

trién khai thuce hién cho ding voi chu truong cua Dang, phap ludt cua Nha nude.

b. Pham vi ap dung: Ap dung ddi véi cac don vi thude Truong Cao dang Cong nghé cao

Ha Noi
2. Pinh nghia va tir viét tit
a. Dinh nghia

- Quy hoach can b0 quan ly la cong tac phat hién som ngudn can bd c6 duire, ¢o tai, co

trién vong vé kha nang lanh dao, quan ly, dua vao quy hoach dé co ké hoach dao tao, boi
dudng, tao ngudn céc chirc danh lanh dao, quan ly, dap tng nhiém vu chinh trj truée mit
va lau dai cua Truong Cao déng Cong nghé¢ cao Ha Noi.

b. Tir viét tit:
- HT: Hiéu truong

- PTCHC:Phong T chirec Hanh Chinh

- VC: Vién chuic
3. Luu db
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Quy trinh

Ma hoa: QT25

H QUY HOACH CAN BO Ban hanh lan: 01
HeNCLHIE e sH Hiéu lyc tir ngay: 05/03/2025
Trang/tong so trang: 2/4
4. Dic ta
STT | Tén Néi dung B By | Kétqua| Han Biéu
bude phan/ | phéan/ dat hoan mau
cong Nguoi | Nguoi duge thanh
viée thue phoi
hién hop
thue
hi¢n
i £ Phon bun :
| X& | Xay dungkéhoachra | if | Gidm | Ké
dung ke | so4t, bd sung quy hoach; hiéu hoach BM.25.01
hoach
Phong TCHC trinh lanh | Ban Phono '
» | . |deophéduyétkéhoach |Giam | L% | Ké
Phe bo sung quy hoach hiéu hoach
duyét
R& soiit Tong hop két qua danh Bds ol
av | gid vién chie, rd sodt rﬁcsoit True
a danh sach quy hoach \ L S )
dung n o ax vz | Phong | Cac va khi hop .
- ‘ hién cé; dé xuat nhan su | -, - . . BM.25.02
5> | phuong ot lai, dua ra khéi quy [CHC | donvi | phuong | BGH
s hoacﬁ, phuong én bd an quy lan 1
hoach hoach
sung
Danh
Hoi ‘ sach
nghi Thao luan, biéu quyét Ban quy | BM.25.03
Ban du’a ra khoi quy hoach; G‘iém Phong | hoach Theo ké | BM.25.04
4 | Giam thong nhat danh sach gitr hidu TCHC | saura hoach BM.25.05
hi¢u lai va co cau bo sung i sodt; co BM.25.06
(lan 1) cau bo
sung
Uoi | Don Vi (Bilthu' chi bo + 1 Danh
:‘)ll. | lanh dao) t6 chirc hop sach
ilf’;i lanh dao don vi, ra soat, | Cac Phong | nhén sy BM.25.06
5 | oo dop | théng nhét danhsich | donvi | TCHC | dé xudt BM.25.08
A0 9O nhan sur du didu kién ldy ¥
Vi N | A
i dua ra lay y kién kién
H(?)li' Danh
nghi . s Scl
i Céc don vi quan trigt sach
N iy’ g o i BM.25.07
v}lle'n tiéu chudn, to chure lay Céc Phong | nhén sy BM.25.09
6 | ™ | phiéu gidi thiéunhan sy | donvi | TCHC | dat HNE 55 T
ngeal quy hoach =50% o
lao phiéu
d@ng L{'ié‘i
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HHT

HANOI HIGH TECH

| Quy trinh

QUY HOACH CAN BQ

Ma hoa: QT23

Ban hanh lan: 01

Hiéu luc tir ngay: 05/03/2025

Trang/tong so trang: 3/4

STT| Tén Noi dung B) By |Kétquia| Han Biéu
budc phin/ | phin/ dat hoan miu
cong Nguwoi | Nguoi duoe thanh
vige thue phoi

hié¢n hop
thue
hién
thi¢u
Hoi ’ , Céc 211‘;11‘
nghi Lay y kién gidi thiéu : donvi; |, BM.25.11
B A % Phong nhan su
7 can bd | nhan su quy hqach cap TCHC Ban dat i BM.25.12
chu truong (bo phicu kin) Giam =50 BM.25.13
chot hi¢u St
phiéu
Hoi Danh
nghi Ban Giam hi¢u thao Phong | sach
Ban ludn, bo phicu thong qua g?;n TCHC; | nhansy | Sau g?\g;g}g
8 | Giam | danh sach nhan su bo hisy Cac denghi |budeS |00 ¢
hi¢u sung quy hoach : donvi | phé o
(lan 2) duyét
H{.)fl o 5 Phong TCHC tong hop . - Ho s Sau
thién ho kit aua. hodn thicn ha Phong | Cac quy
9 €t qua, hoan thi¢n ho so TCHC |4 ; hoacl BGH
SOAUWY | rinh phé duyét onvh oA 1 jan 2
hoach ' day du
Il)i:fl Phong TCHC chinh soan
U a= ) - A . .o N A
thao Quyét dinh danh | Hiéu Phong | Quyét -
10 gﬂ]}}:l sach quy hoach dé Hiéu | truong | TCHC | dinh PHLIDAS
Q‘H truong ky ban hanh
Phong TCHC gui thong
IE]OIII% gdo, ) quﬁre'; d‘}’n}; phé Phong | Céc
11 |bdokét |duyét danh sich quy|-epe | gon vi
qua hoach téi cac don vi, ca
nhan
s | Phong TCHC luu hé so | Phong A
h
12 igru ? quy hoach TCHC Hoso
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Quy trinh Ma hoa: QT25
HHT QUY HOACH CAN BQ Ban hanh lin: 01

HANOI HIGH TECH Hiéu lye tir ngay: 05/03/2025

Trang/tong so trang: 4/4

5.Céc cong cu/Biéu miu/Huéng din

‘ Stt Tén bi¢u miu/hd so Mai hiéu
I [Ké hoach BM.25.01
5 Béo céo ra soat, dé xuét quy hoach can bd BM.25.02
3 Bién ban kiém phiéu hoi nghi ban giam hiéu (lan 1) BM.25.03
4  Danh sach quy hoach sau ra soat BM.25.04
5 Bién ban hoi nghi ban giam hiéu (lan 1) BM.25.05
6  Phiéu biéu quyét hoi nghi ban giam hiéu (lan 1) BM.25.06
7 Bién ban hoi nghi tap thé lanh dao don vi va hoi nghi tap BM.25.07

thé can bo, vién chire, nguoi LD
8  Danh sach nhan sy du diéu kién dua ra léy y kién tai don BM.25.08
9  [Phiéu ¢i¢i thiéu Tai HOi nghi Cdn bd vién chirc BM.25.09
10 Bién ban kiém phiéu hoi nghi tap thé can bg, vién chic, BM.25.10
nguoi lao dong
Il Bién ban hoi nghi cén bo chu chot BM.25.11
12 Bién ban kiém phiéu hoi nghi ¢an bd chu chot BM.25.12
13 [Phiéu biéu quyét hoi nghi can bd chi chot BM.25.13
14 |Bién ban hoi nghi ban giam hiéu (lan 2) BM.25.14
15 [Bién ban kiém phiéu hoi nghi ban gidm hi¢u (lin 2) BM.25.15
16 |Phiéu biéu quyét hoi nghi ban giam hiéu (lan 2) BM.25.16
17 QDb quy hoach cic don vi BM.25.17
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