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Dai hd1 ¢cong doan cac cép la mot trong nhirng nhi¢m
vu quan trong trong qua trinh td chirc hoat dong cua to
chirc cong doan. Qua cac ky dai héi cho thay viéc to chirc
trlen khait thuc hién trudc, trong va saw'dai hoi cong doan,

néu chuan bi khong ky sé dan dén co nhimg sai sot nhat
dinh. Co nhiéu nguyen nhan, nhung chu yéu do cong tac

nghién ciru h¢ thong hoa, luu trir cac tai liéu, tu liéu trong
h¢ thong to chire cong doan chua dugc tot. Dé khic phuc
. di¢u do, trén co sd cudn sach “Nhing diéu can biét vé dai
hoi cong doan cac cdp”(xuat ban 1511 dau nam 2001), Ban
' To chirc Tong Lién doan va Nha xuat ban Lao dong phoi
hop bo sung va chinh stra mét s6 ndi dung cho phu hop voi
nhitng quy dinh mdi cia Diéu 1é Cong doan Viét Nam
khoa X va cic quy dinh hién hanh ctia Tong Lién doan Lao
dong Viet Nam.
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T Cuén sach cung cap nhimg hiéu biét co ban vé dai hoi
i cong doan cac cap, cac budc tién hanh dai hoi, nhirng kinh
nghiém, tinh huong thuong xay ra va cach giai quyét. Hy
vong rang cuon: “Nhitng diéu cin biét vé dat hoi cong
,I dodan cdc cdp” tai ban lan nay s& gitip cac cap cong doan
g chuan bj va to chuc thanh cong dai ho1 cong doan theo
B dung muc dich, yéu cau cua Ké hoach Dat hdi cong doan

cac cap tién toi Dai hdi XI Cong doan Vict Nam va quy I. NHUNG HIEU BIET CHUNG
dinh cua Diéu 1é Cong doan Viét Nam. NOi dung cuon
sach gom bon phan:

Phén I: Nhitng hiéu biét chung.
Phain 11: Nhing van dé chuan bi cho dai hdi.

Cau 1: Dai héi cong doan la gi?
Dai hoi 1a hdi nghi lon, co tinh dinh ky ciia mét to chirc
dé ban va quy¢ét dinh nhitng vin dé quan trong.

Dai hdi cong doan la mot hot nghi €O tim quan trong

Phan III: Quy trinh va nhimng tinh hudng xay ra trong véi quy mo 16n, ¢é tinh dinh ky cta td chirc cong doan,
dai hot. | duge 16 chirc theo nguyen tac, the 18 riéng, co tinh nghi 1€
Phén 1V: Nhimg van dé sau dai hoi. cao. Dai ho1 la co quan lanh dao cao nhal cua cdng doan

moi cap, la d:p sinh hoat chinh tri dan chu, rong rdi clia can
bo. doan vién cong doan nham xem Xxét, thao luan, danh
oid hoat dong cong doan cap minh trong nhi¢m ky da qua,
tr d6 dinh ra phuong huong. nhiém vu ciia nhiém Ky tiép

theo. Dong thot lhong I'lhdl y chi, hanh dong, dam bao cho

o o . 5 viée 1o chirc thuc hi¢n tot nhirng nhiém vu ma dai hd di
Xin tran trong gioi thiéu cudn sach vai ban doc. dat ra. &

Mic du ching to1 da rat co gang, nhung chac chan
cudn sach chua the dap Ung duoc diy du yéu cau cua can
b cong doan cac cdp. Rat mong nhén dugc sur dong gop y
kién ctia cac dong chi va cac ban dé cudn sach duoc hoan

thién hon.

Cau 2: Dai hoi cﬁng doan cac cﬁp c6 nhi¢m vu gi?
Dicu 9. Khoan 1. Dicu I¢ Cong doan Viét Nam Khoa X
quy dinh nhi¢m vu cua dai hoi cong doan cdc cap nhu sau:
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- Thao luan, thong qua cac bdo cdo cua ban chap hanh;
quyét dinh phuong hudng. nhiém vu cta cong doan nhicm
Ky tot.

- Tham gia xay dung van ki¢n cta dai hd1 cong doan
cap trén.

- Bau ban chap hanh cong doan mdi va bau dai biéu di
du dai hoi cong doan cap tren.




- Fhong qua Diéu I¢ Cong doan Viét Nam (dbi voi Dai
hot Cong doan toan quoc).

Ciu 3: Hji nghj toan thé, hdi nghi dai biéu duoc to
chirc trong truong hop nao? Nhi¢m vu cua hoi nghi
toan thé, hdi nghi dai bleu" .

.- Nhitng no1 xct thay can thlet va dugc ban chap hanh
cong doan cap trén truc tiép. dong y (bdng vin ban) thi
ban chap hanh ¢ cap do dugc triéu tp hoi nghi dai bicu
hoéc hoi nghi toan thé, trong céc trudong hgp sau day:

= Nhitng noi méi to chue dai ho1 hodc thot gian ]\ct
thac nhiém ky con trén 12 lhang d6i vai cong doan cap
trén va trén 6 thang d6i voi cong doan co 50 (tinh dén thoi
dlem td chirc dai hoi cong doan cip trén truc ticp).

- Nhirng noi da hét nhlem ky dai ho1 ma khong thé lo
chirc dai hot dugc do bién dong vé co cdu 16 chire, co cau
san xuat kinh doanh hodc mat doan két ndoi bd ma chua
dU'GC giai quyct dirt diém.

- Héi nghi toan thé, hi ngh; dai biéu co nhi¢m vu:

- Kiém diém viéc thuc hién nghi quyet dai hoi: bo sung
phuong hudng nhiém vy va chuong trinh hoat dong cua
cong doan.

- - Tham gia xdy dung van kién dai ho1 cong doan ci‘ip
trén.

. - B6 sung kién toan ban chip hanh va biu dai blCU di

du dai hoi hodc hoi nghi dai biéu cong dodn cap trén
(neu cd).

Cau 4: Thé nao la dal hoi (h¢i nghi) toan the" Dai
hoi (hoi nghi) dai blcu"

1. Dai hoi (hoi nghi) toan thé:

La dai hoi (hot nght) cua tat ca doan vién cong doan
(trr doan vién dang bi truy ctru trach nhiém hinh sy hogc
dang trong thoi gian chap hanh cic hinh phat clia toa an)
duoc 16 chitc & cong doan co sd, nghiép doan, ¢ong doan
co s thanh vién. cong doan by phén, nghiép doan bo phén
6 dugi 150 doan vien. Truong hop cé tir 150 doan vién
trg leén, néu doan vién y€u cau dai hor toan thé do cong
doan cép trén xem xét quy¢t dinh.

2. Dai hoi (hoi nghj) dai biéu:

La dai hoi (hoi nghi) gdbm nhimng dai biéu wu 4, dai dién
cho can b9, doan vién cong doan dugc dai héi hodc hot nghi
cong doan cac cap bau ra.

Cac truong hop sau day 10 chirc dai hoi (hon nghi)
dai biéu:

- Cac cOng doan cap trén co so.

- Cong doan co so, nghi¢p doan, cong doan co so
thanh vién, cong doan bd phan va nghi¢p doan by phén ¢
tr 150 doan vién trg 1én. Truong hop ¢6 dudi 150 doan
vién nhung hoat dong phan tan, hru dong, kho khan trong
viéc 10 chuce dai hdi (hoi nght) toan thé thi c6 the to churc
dai héi (hdr nghi) dai bleu khi dugc cong doan cap trén
truc tiép dong V. '

3. Truong hop khong thé t6 chirc dwoc th nghi dai
biéu, hji nghi torm ﬂre

Cong doan cap trén truc tlcp cho phép td chire hoi nghi

T4 cong doan. 10 nghi¢p doan moi nim mot lan to

ban chdp hanh mo rong dé bau dai bicu di du dai hoi. hoi
nghi cong doan cap trén. SO luong, thanh phan du hdi nghi
ban chap hanh m& rong do ban chip hanh tri¢u tap hoi
nghi quyét dinh. Nguos duoc bau di du dai hoi. hi nghi
cong doan cap trén phai la dai biéu ¢d mit du hoi nghi.
Ban chdp hanh cép tri¢u tap hoi nghi mo rong cO trach
nhlém bao céo tu cach dai biéu trudc hoi nghi (khong biéu
quyet tu cach dai biéu). "

Cau 5: Nhigm ky dai hgi cong doan cac cap duoe
xac dinh nhu thé nao? Co quan nio co quyén triéu tap
dai hoi, hoi nghi cong doan?

Tai Diéu 9, khoan 2, Pi¢u 1¢ Cong doan Vi¢t Nam
(Khoa X) va Muc 6.1, diém a, Huong dan s 703/11D-T1.D
ngay 06/05/2009, huong dan thi hanh Dicu 1¢ Cong doan
Viét Nam quy dinh nhiém ky dai hoi cong doan cac cap
nhu sau:
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1. Dai héi cong doan co sé, nghiép doan, cong doan
co s¢ thanh vién, cong doan bg phan, nghiép doan bo
phtm 5 nam 2 lan.

Nhitng cong doan co SO‘ duge 16 chirc dat hot theo
nhi¢m ky 5 nam | lan phai dugc cong doan cap trén truc
tiép dong y khi ¢c6 mdt trong hai diéu kién sau:

| ~+ Cong doan co s0 ¢o tur 3.000 doan vién tro 1én.

. -+ Coéng doan co sd ¢o tr 1.000 doan vicn tro Icn va
cd tr 5 cong doan cu SO thanh vién tré 1¢n, hoat dong
phan tan trén dia ban nhu,u tinh, thanh pho.

chire hdi nghi toan thé¢ dé 1Ong két hoat dong clia 10 cong
doan va biu (0 trudong. 1O pho cong doan. Trong trudng
hop trung vai dip dai hot (hot nghi) cong doan co so thi
0 cong doan 6 chirc hot nghi toan thé dé thyc hi¢n
nhiém vu do CDCS giao va bau dai biéu du dai hoi (hoi
nghi) cua CDCS (m.u la dai hoi. hoi nghi dai bicu).

2. Dai hoi cong doan cap trén co sé: 5 nam 1 lan.

3. Truong hop duwgc 16 chite dai hgi som hodc mudn
hon thoi gian quy dinh: d

Dai hdi'cong doan cAc Cdp ¢ thé triéu tdp som hodc
muon hon, nhung khong qua 12 thang d6i vGi cong doan
cap trén va 6 thang vo1 cong doan co sd, néu duge cong
doan Lap trén dong y. Riéng doi voi Dai hoi Cong doan
toan qudc thi do Ban (;‘hap hanh Tong Lién doan Lao dong
Viét Nam quyét dinh.

4. Dai héi bat thuon g 0 cic cip cong doan:
Dai hot bat thuong cua cap nao do ban chap hanh cap
do quyét dinh triéu tap. sau khi ¢ y kién dong y biang van

ban cua cong doan cap trén trre tiép, khi ¢o mot trong cac
dicu kicn sau:

- C6 thay doi co ban Ve nhncm VU S0 VOl nghl quyét dai
hoi dé ra va dugc ban chap hanh biéu quy¢ét tan lhanh

- Khi khuyét trén 50% so uy vién ban chép hdnh,

- Noi bd mat doan két nghiém trong hodc cd 2/3 (hal
phan ba) s0 uy vién ban chap hanh bi 16 chuc cong doan xu
lv ky ludt tir hinh thirc canh cao tro fén.




Dai biéu du dai hoi bdt thuomg gom uy vién ban chap
hanh duong nhiém. dai biéu di du dai hoi cong doan cap
d6 dau nhiém ky dang 1a doan vién cua don vi va du tu
cach dai bicu.

5. Co quan co quyén triéu tip dai hji, hpi nghi cong
doan: Quyén triéu tap dai hoi nhiém ky cua cong doan cap

nao do ban chap hanh cong doan cép do quyét dinh theo
quy dinh cua Diéu I¢ Cong doan Vit Nam.

Cau 6: Hgi nghi cong doan khic véi dai hQi cong
doan ¢ nhimng diém gi? -

Cac nghi le nguyeén terc thanh phan hoi nghi cong
doan co ban giong nhu dai hdi cong doan, nhung c6 mot
sd diém khac nhau d6 la:

L Dai hoi , Hoi nghi

| 1 Theo nhlem ky [. Khong theo nhi¢m Ky.

2. Thao luan thong qua cac | 2. Kiém dlem viéc thyc hicn
bao cdo cua ban chip hanh; | nghi quyét dai h¢i. bd sung
quyc.t dinh phuong hudng, | phuong hudng nhi¢m vu va
nhiém vu cong doan nhiém | chuong trinh hoat dong cua
ky tGi. _ cong doan.

| 3. Bau ban chép hanh cong | 3. B sung kién toan ban

doan moi. chép hanh (néu co).
Cau 7: Nhi¢m ky dai hdi khi chia tach, sap nhap va

khi, ¢6 sy thay d6i vé mé hinh t6 chic dwoc tinh nhu

the nao?
- Pdi véi 10 chirc cong doan do chia tach thi dugc ké
thira nhiém ky trude lac chia tach to chuc.
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- Doi vai to chuc cong doan khi sap nhap, hqp nhat
neu gilr nguyén tén goi cua to chirc cong doan nao thi

tiép tuc k¢ thira nhiém ky .cia to chuc cong doan dé, néu
c6 1én goi mai thi nhiém ky thir nhat dugc tinh tir khi ¢d
{Cn gol mUl

- Dm vOi cong doan co s& dugc nang cap thanh cOng
doan cap trén co so thi tinh theo nhiém Ky lan thu nhat cua
cong doan cap trén co s¢ (khong ké thura nhlf;m Ky cua
cohg doan cap co s& doi vdi cong doan cap trén co' sG).

Cau 8: Truong hop nao thi dugc kéo dai hoac rut
ngin thoi gian cia nhiém ky dai hi? -

Nhirng noi da dén nhiém ky dai hoi nhung gﬁp cac
truomg hop sau day, co thé kéo dai thoi gian nhiém ky
dai hoi: |

- C6 bién dong vé td chirc hodc vé san xuat ki;nh doanh
voi diéu kién qua kho khan (sap nhap, chia tach glal thé,
cho thué doanh nghlcp ).

- Co van dé vé noi bd hoadc can b{‘) lanh dao bj td cao,
dang trong qua trinh lam cac thu tuc kiém diém, lam rd
dung sal. . '

- Cong doan cdc cép da hét nhiém Ky, chua hét nhiém
ky. noi ¢6 BCH cong doan 1dm thoi ¢é thé dugce phép kéo
dai hodc t0 chirc dai hdi som cho phu hop dan véi tién do
dai hor nliém ky chung cua hé théng cong doan.

Cac truong hop trén phai bao cao xin y kién cong doan

cap trén truc tiép xem xét quyét dinh (co thé cho md hdi
nghi dai biéu hoic hol nghg ban chap hanh). Thoi gian kéo
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el -

dai hodc dai hoi som khong vuot qua quy dinh cua Dicu 1¢
Cong doan Vi¢t Nam (cong doan cap trén co so khong qua
12 thang, cong doan cap co so khong qua 06 thang).

Ciu 9: So luong dai bicu tham du dai hji (hoi
nghi) toan thé, dai hi (hi nghi) dai bicu, hoi nghi ban
chap hanh nhu thé nao méi ¢6 gla tri?

~ Piéu 11, Piéu 1é¢ Cong doan Viét Nam (Khoa X) quy
dinh: “Dai hoi, hoi nghi toan thé. hot nghi dat biéu. hoi
nghi ban chap hanh cong doan cac cap phai co it nhat hai

han ba (2/3) tong so dai biéu dugc tricu tap. dén du mdi
co gla tr1”.

u. NH["JNG VAN DE CHUAN BI CHO DAl HOI

~ Ciau 10: Nhimg cin cir xdy dung ké hoach 6
chm: dai hoi cong doan la gi? -
~ Vigc xay dung ké hoach to chic dai hoi can dua trén
nhirng ¢an cur co ban sau day;
- Céc chu truong, chi thi._. nghi quyét cia Dang v¢ dai
h01 cong doan.
- Diéu 1¢ Cong doan Viét Nam hi¢n hanh.

- Céc van ban chi dao, huong dan vé dai hoi cua cong
doan cap trén; Nghi quyct cua ban chip hanh cong doan
cap minh.

Ket hop v6i tinh hinh thuc t€ vé 16 chirc va hoat dong
cong doan & timg dia phuong, nganh. don vi minh dé Xay
dl,rng ké hoach t6 chuc dai hot cho phu hop.
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Cau 11: Co s& dé xac dinh muc tiéu, yéu cau dai hi
cong doan cac cap?

- Xac dinh muc tiéu, yéu cau cta dai hoi 1a mot noi
dung quan trong khong nhirng trong dai h¢1 ma con cho ca
nhi¢m ky. Muc ticu cua dai hoi bao gom muc ticu truoce
mat va muc tiéu lau dai.

- Tuy theo nhiém vu ctia timg cap ma dat ra cac muc
ticu cho phu hop. Xac dinh muc tiéu dat héi 1a xac dinh cai
dich can vuon téi dé phan diu thyc h1¢n cho bang dugc
trong nhi¢m ky

- Cac cap cong doan can bam sat vao tinh hlnh chinh
tr1, kinh te xa ho1 cua: dat nuoc, nghi quyet dai hdi Dang
bd cac cap, nghi quyét clia cong doan cap trén, yeu cau vé
doi mai t6 chire, hoat dong cong doan ¢ tung cép; dong
thoi can cr vao két qua ‘dat dugc va nhimg ton tai trong
viéc thuc hién nghi quyét dai hoi nhiém ky vira qua, dac
diém cu thé cua tung nganh, dia phuong, don V] ma xac
dinh muc tiéu, yéu cau dai hdi cho sat vai thuc tién.

Cau 12: Cé bao nhiéu loal vin ban can chuan bj
cho dai hoi? |

Trong qua trinh chuan b1 dai hd can soan thao cac loai
van ban c¢o ban sau day: | |

. Ké hoach dai hoi cdng doan cip minh va huéng din
dai hdi cong doan cap dudi.

2. Bao cao hoat dong cong doan nhiém ky qua va
phuong huong nhi¢m ky t41.

3. Bo cdo kiém diém cua ban chap hanh.




. ; 4. Bao cao thdm tra tu cach dai biéu (néu la dai hoi dai
bicu).
5. Quy ché dai hoi.
6. Chuong trinh dai hoi.
7. Chuong trinh diéu hanh ctia doan chu tich dai hoi.
8. Phat biéu khai mac dai hoi:
9. Dé 4n nhan sy ban chap hanh.
- 10. Du thao nghi quyét dai hot.
~11. Bai phat biéu khai mac. bé mac dai héi.
"' .Céau 13: Dé cwong bio cio cita ban chap hanh trinh
dai hoi can de cap dén nhimg ndi dung co ban nao?
‘ Béo cdo cia ban chap hanh trinh ra dai hé1 la van kien

quan trong cua dai hay, ban chap hanh cong doan cac cap

¢O trach nhi¢ém chuén bi ky trinh ra dai hoi. Bé cuong cua
bao cao can tip trung vao nhimg ndt dung co ban sau day:

Phan thir nhat

-~ PHONG TRAO CONG NHAN VIEN CHUC
LAO PONG VA HOAT PONG CONG DOAN

I. TINH HINH PHONG TRAO CONG NHAN, VIEN
CHUC, LAO DONG

- Khai quat tinh hinh, dac diém cua dom vi lién quan
dén phong trao cong nhan, vién chic, lao dong.

‘2. Khuyét diém ton tai va nguyén nhan.
2.1. Khuyét diém, ton tai
2.2. Nguy¢n nhan _
- Nguyén nhéin chu quan
- Nguyén nhan khach quan
" 3. Bai hoc kinh nghi¢m:
T thuc tién phong trao cong nhan, vién chue, lao

dong va hoat dong cong doan & nganh, dia phuong, don vi
rit ra bai hoc kinh nghiém.

Phan thir hai
PHUONG HUONG NHIEM KY TOl

L MUC TIEU HOAT DONG CONG POAN
Il. NHONG NHIEM VU CHU YEU CUA CONG POAN
NH[EM KY TOI

1. Nhiém vu trung tam (hoac trong tam hang dau):

Pai dién cham lo, bao vé quyén, lgi ich hop phap, chinh
‘ddng cua cong nhén, vién chirc, lao dong; tdng cuong kiém
tra giam sat thuc hién ché do chinh sach, phap luat lao

.dong, day manh hoat dong xa hou.
2. Xay dung t6 chirc cong doan virng manh.
5 Cong tac phat trién doan vién, xay dung to chirc cong
doan tip trung vao cac ndi dung:
- Phat trién doan vién cong doan.
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- Danh gia thyc trang phong trao cOng nhan, vién chure,
lao dong, nhat 13 nhimng van dé ¢ lién quan dén wc;c lam,
tién luong. dan chu...

+ Nhitng mat manh.
+ Nhirng mat yéu. 'har:i'ché.
+ Bat hoc kinh nghi¢m.
Il IIOAT DONG CONG DOAN
- 1. Két qua thue hién ngh; quyét dai hdi.

[.1. Cong doan vai Vlﬁ;C tham gia quan ly, to chl.rc Cac
phong trao. - o

- Cong tac phoi hop thuc hién dan chu & co séf td chir
hoi nghi can bd cong chirc (dat hdi CNVC, hoi nghi NLD),
giam sat thuc hién ché d§ chinh sach do6i véi NLD.

- Két qua 1o chirc phong trao thi dua.
- Phong trao hoc’ tap, rén luyén nang cao trmh dé
chuyén moén, nghiép vu. -

[.2. Cong tac tuyén tr‘uyen giao dyc, xay dung dQl ngi;
gidi thiéu doan vién wu ti cho t6 chirc Dang.

1.3. Cham lo doi song tinh than, vat chét cho doan vién
v 16 chirc cac hoat dong xi hoi.

1.4. Cong tac kiém tra, nir cong, tai chinh cong doan.

1.5. Cong tac xay dung to chirc cong doan, phat trién
doan vién, xay dung cong doan virng manh;

1.6. Hoat dong ciia ban chap hanh cong doan trong
nhi¢m ky vira qua.
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- Xay dung 16 chirc cong doan vimg manh.

- Xay dung ddi ngii va dao tao boi dudng can bd cong
doan...

Coi trong viéc doi méi ndi dung, phuong thirc va ning
cao chat lugng hoat dong cua CDCS, cong tac klem tra
thuc hign Dicu I¢ Cong doan Vi¢t Nam va nghi quyét cua
cic cap cong doan.

3. Cong tac tuyén truyen gido duc va td chirc cac
hoat dong khac. |

- Tuyén, truyén. pho-bicn chu lrU(mg cua Dang, chinh
sach, phap luat cua Nha nuoc, nghi quyét ctiia cong doan cd
licn quan dén doan vién va CNLD.

- Véan dong doan vién va CNLD chap hanh chinh sach,

phap luat Nha nudc, ndi quy, quy ché, cua co quan, doanh
nghi¢p; tham gia cac phong, trao thi dua co hi€u qua.

- Van dong doan vién va CNLD tham gia cac hoat
dong xa hoi, ho trg nhau trong cdng viéc, gitp dd’nhau khi
kho Khan. tham gia cac hoat dong van hoa, TDTT.

- Tham gia xdy dung Dang va gioi thi¢u, boi dudmg doan
vién cong doan uu tu cho Dang bo6i dudng, két nap vao Dang.

i MOT SO CHi TIEU CHU YEU CAN PHAN DAU
THUC HIEN

IV. NHUNG GIAI PHAP CO BAN TRONG TO CHUC VA
LHOAT DONG CONG DOAN TRONG THOI GIAN TG

V. CONG TAC CHI DAO, TO CHUC THUC HIEN.

2 - NDCBVEH -
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17 Phé bién quan trigt céc myc tiéu, nghi quyét dai hoi
dén toan thé doan vicn.

2. Xay dung ké hoach to chitc, trién khai thuc hién.

3. So két, tong két rut kinh nghiém.

Ciu 14: Chuin bj dai hdi va to chirc dai hi cong
doan 13 trach nhi¢ém cua ar? T6 chiic phan cong nhuw
thé nao?

1. Chuéan bj dai hé1 va td chirc dal héi cong doan la
trach nhiém cta tap thé ban chap hanh cong doan cap triéu
tap dai hoi. Ban chap hanh cong doan khoa duong nhi¢m
chiu trach nhiém trudc dai hdi vé toan bd cong viee chuan
bi cho dai hoi, xdy dung chuong trinh nghi su cua dai ho
va td chic dai hi.

2. Dé dai hoi dat dugc muyc tiéu, y€u cau dé ra, ban
chap hanh cong doan cap trigu tap dai hoi can phan cong
trach nhiém cu thé cho moi uy vién ban chap hanh, ban
thuong vu (néu co) dé chuan bi cdc ndi dung cong vidc
lién quan dén dai hoi.

- 3. Ban thuong vu cap triéu tap dai h¢i co trach nhiém
glup ban chap hanh toan bo cong viéc chuan bi cho dai
hqn Dm voi cong doan cap tren va CDCS ¢6 dong doan
vién, can thanh lap cac tleu ‘ban giip vice dé trién Khai cac
cong viéc cua dal h01 gOm: tiéu ban no1 dung, tiéu ban
nhan sy, tiéu ban té chirc phuc vy, ticu ban tuyén truyén.
Céac tiéu ban nay c6 nhiém vu chuan bi cho dai hodi cong
doan cip minh.
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a) Tiéu ban nji dung:

- Chu tri xay dung dy thao bao céo két qua hoat dong
cong doan nhi¢m ky qua; phuong huong nhiém vu nhlcm

Ky to1; bao cao kiém dlcm ctia ban chap hanh cong doan
cling cap.

- Hudng dan cong doan cap dudi ndi dung cl;mén b1 va
xay dung cac bdo cao phuc vu dai hot, hdi nghi ccmg doan
cap duoi.

- Cha tri chuan bi an dung lay y kién tham gla tat dai
hoi cong doan cap dudi vao cac du thdo bdo cao cia cong

doan cap minh; tiép thu y kién tham gia va hoan thlen du
thao cac bao cao trude khi trinh dai hi.

- Chuén bj cac van ban vé qui ché dai hdi: chuong
trinh dai hdi; chuong trinh diéu hanh cua ban td chic va
doan chu tich dai hoi; phat bleu khai mac, bé mac, va du
thao nghi quyét dai hoi.

b) Tiéu ban nhin sur:

- Chu tri xdy dung dé an chuan bi nhan su ban chap

hanh; nhan su uy ban kiém tra; nhan sy bu dai biéu dy dai
hot cong doan cap trén.

- Chu tri xay dung perO‘ng an trinh ban chap hanh vé
cO cau so lu'o*ng thanh phan dai biéu du dai hoi cong doan |

cung cap; so lugng va co cau dai biéu phan b cho tirng
don vi1 truc thudc.

- Hudng ‘dan, chi dao cong doan cap dudi vé chuan bj

nhan sir dé bau cir tai dai hoi, hoi nghj cong doan cap dudi.
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- Tlep nhan ho so cia cong doan cép dudi vé két qua
bau ctr dai biéu du dai hoi; nghién ctru, dy thao bao cao
tham tra tu cach dai biéu (dai hdi, hgi nghi dai biéu).

- Chuan bi du thao vin ban, tai li¢u phuc vu cong tac
bau cu (bau ban chap hanh, bau dai biéu du dai hoi. hoi
nghl cong doan cap trén).

- Chuan bj tai li¢u phuc \?u bau ctr tai hol nghi ban chap

hanh 1an thir nhat (bau ban thuong vu va cac chirc danh
chu chét trong ban chap hanh; bau uy ban kiém tra va chu

nhiém uy ban kiém tra).

¢) Tiéu ban t6 chire, phuc vu:

- Chu tri chudn bj dia diém, co s& vat chat (trang tri hos
truong, ban ghe am thanh, anh sang, thung phi¢u, phuong
tién: phuc vu kiém phiéu...) dap ung yéu cau phuc vu qua
trmh dién ra dai hoi cong doan cung cap.

- Nghién ctru, dé xuét vé so lugng, thanh phan dai biéu
khach mot; phat hanh vin ban tri¢u tap dai biéu chinh thic.

glay moi dai biéu tham du dai hoi.

- Tép hop, in an, chuin bj cac loai tai liéu phat hanh tai
dal hou.

.~ Chuan bj cong tac phuc vu dai bleu dai hot nhu ché do an
uong, nghi ngoi, phuong tién dx lai, thudc men (néu cd)...

- d) Tiéu ban tuyén truyén:
. Chu tri xdy dung ké hoach tuyén truyén (trude, trong

va sau dai hdi); xay dung dé cuong tuyén lruycn muc dich.
nhiém vy, y nghia ctia dai hoi.
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- Hudémg din cong doan cap dudi td chirc cac phong
trao thi dua chao mung dai hot cong doan cung cap va dai
hdt cong doan cap trén (néu co); to chirc cac hoat dong van
hoa van nghe, thé thao, cac cudc thi...

- Thuc hién cac hinh thirc tuyCn truyen vé dai hoi theo
ké hoach; blcu duong cac guong tap thé va ca nhan dién
hinh tién tién, ¢ thanh tich xuat sic trong phong trao
CNVCLD va hoat dong cong doan...

Cau 15: De chuan bi cho dai hgi cong doan cap
minh, bo phan giup vie¢c can tham muu cho ban chap
hanh, ban thuong vu nhu'ng van dé gi?

Bo phan giup vi¢e can tham muu cho ban thuong vy
nhirng van dé sau:

|- Xay dung ké hoach dai hor cong doan cap minh va
hudéng dan, chi dao dai h()!f cong doan cap dudi.

2- Thanh lap cac tidu ban chuan bi phuc vu cho dai hdi.

~ 3- Chuan bj d¢ an nhan sy ban chap hanh cong doan
cap minh, nhan sy dai bi¢u di du dai ho1 cong doan
cap trén.

~ 4-Du kién phan b dai biéu cho dai h§1 cong doan
cap duoi.

5- Chuén bi du thao bao cao tham tra tu cach dai biéu.
6- Du kién chuong trinh nghi su dai hoi.

7- Xay dung du thao quy ché dai hoi.

8- Du kién doan chu tich, doan thu ky dai hoi.
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' 9- Dy kién ban biu cir (t biu cir).
'10- Chuan bj thung phiéu, phiéu bau, bién ban bau cu

ban chap hanh, dai biéu di du dai hdi cong doan cap trén
(néu co).

Cau 16: Trach nhiém cua cang doan cap trén true
tlep dm vé1 dai th cong doan cap duoi nhur thé nao?

Cong doan cap trén dugc phan cap chi dao truc ticp.
toan dlcn cong doan cap nao thi c6 trach nhiém chi dao dai
hoi cong doan cap do, cu thé 1a:

- To chirc chi dao dai hoi diém dé rat kinh nghiém;
phan cong can bo theo do, hudng dan, gitip cong doan cap
dudi chudn bi va tién hanh dai hoi.

- Ddi véi cac don vi dang c6 kho khan trong san Xuat
kinh doanh, dang trong qua trinh sap xep t6 chure, don vi
méi dai ho lan dau, noi dang co van dc vé ndi bd, ban
thuorng vu cong doan cap trén truc tiép can dic biét quan
tam chi dao, phan c6ng nhitng cdn by cé ndng luc va
kinh nghiém, theo doi, giup d& cong doan cap dudi 10

thuc té ‘khong phai cong doan nao ciing co cap uy Dang
dong cap (vi du: mot s6 cong doan doanh nghiép ngoai nha
nudc, nghi¢p doan...). Vi vay.

1. O nhing not co cap uy Ding dong cdp, cong doan
chii dpng dé xuiit véi cap. uy ding linh dao dai hg: cong
doan voi cac nfi dung sau:

- Ban hanh chi thi cta Dang trong viéc lanh dao dal th
cong doan.

- Kiém tra cong tac chuan bj dai hoi chng doan.
- Lanh dao cua cong tac chuan bj nhan sy ban chap

hanh dam bao dan chu, dung quy trinh, dung tiéu chuan,
tranh bic¢u hién g0 ép hodc budng long, tha noi.

- Chi dao chinh quyen phdi hop va tao diéu kién ve CO
s, vat chat can thlcl dc dai hoi cong doan dat két qua tot.

2. Qua trinh ch udn bi dai hji, ban clmp hanh cong
doan C(m phoi hop voi thu truong don Vi, chmh quyen
cing cdp nhamg van dé sau:

chuc dai hoi.

“Cau 17: Trach nhi¢m ciia cong doan trong viée chi
dong dé xuit véi cap uy Pang lanh dao dai hQi cong
doan nhwr the nao? Sy phm hop giira ban chap hanh

cong doan va chinh quyén gom nhimg van de gi?

Nguyén tic chung la cdng doan dat dudi sy lanh dao
cia Dang. Cong doan va chinh quyen cung ¢6 muc ticu
chung vi viéc lam, doi song cua ngudi lao dong. vi su tién
bd va phat trién ciia doanh nghiép, co quan, don vi. Trong
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nganh dia phuong, don vi, doanh nghiCp va giai dap. glai
quyét nhimg kién nghi, nhimg van dé lién quan ma dai bicu

dai hot dat ra.

Ciéu 18: Dé chuan bi dai hoi cong doan cap minh,
ban chap hanh can tien hanh nhimg cong viée gi de chi
dao cong doan cap dudi va xin y kién cong doan cap

tren"

Dé chuan b ddl hoi ¢ong doan cap minh, ban
chap hanh can tién hanh lap ké hoach chi dao dai hoi
cong doan cap dudi va xin y kién chi dao cua cong

doan cap trén.

“'= Lap ké hoach t6 churc chi dao dai hi 1a cong viée dau
tlén quan trong trong cong tac chi dao dai hoi. Két qua v a
sir thanh cong cua dai hdi cong doan cac cap phu thudc rat
nhiéu vao cong tac xdy dung va chi dao thuc hi¢n ké
hoach Ké hoach chi dao dai hoi can phai néu r0 nhirng
vige cAn lam, noi dung, cac budc tién hanh, thdi gian hoan
thanh. Phan cong nhiém vu cu thé cho tirng uy vién ban
thuong vy, uy vien ban chap hanh. Thong thudng mot ban
ke hoach chi dao dai hdi cong doan gbm co cac no1 dung
co ban sau:

+ Xac dinh muc dich, yén cau cua dai hoi.

-+ Xac dinh ndi dung cla dai hdi.

+ Xac dinh thor gian to chuc dai hoi cong doan cap
mmh va xay dung tién do cu thé 16 chure dai hodi cong doan

cap duat.
+ Cong tac chi dao dat hm
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- Ban thuong vu cong doan, trudc het la chu tlch cong
doan chu dong phdi hop véi chinh quyén dong cap, thil
truéng co quan, don vi, chu doanh nghlep, nguol s dung
lao dong dé tao diéu kién tot nhat vé co so, vat chat thot
gian, dia diém to chirc dai hdi.

- Chuan bi ndi dung dai hdi cho sat thye, phu hqp VOl
dia phuong, nganh va don vi minh.

- Moi dai dién chinh quyén, don vi, doanh nghi¢p trinh
bay vai dai hot vé nhiém vu chinh tri, kinh t€ - x3 ho1 ¢
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- Cung voi viée chi dao thuc hién ké hoach dai hot

cong doan, ban chap hanh can bao cao, xin y kién chi dao
cua cap uy dang cung cap (ncu ¢6), v kién chi dao cua
cong doan cap trén tryc tcp ve cong tac chuan bi dai hoi
c¢ong doan cap minh va ké hoach chi dao dai hoi cong, doan

cap dudi.

- Ban bac thdng nhat véi chinh quycn thu truong
co quan, don vi, chu doanh nghi¢p, nguoi su dung lao
dong vé thoi gian, dia diém va su glup dd vé vat chat

cho dai hot. | ¢

Cau 19: Chuong trinh nghi su’ cia dai hdi cong
doan gom nhing van deé gi?
.. Chuong trinh ngh; sw dai hoi g(’;m cdac ngi dung chu
yéu sau.:
1. Chao co. o
2. TuyCn bd ly do, gioi _._t.h:'iéu'dai biéu.
3. Biu doan ch tich. doan thu ky. ban tham tra tr cach

-

dai bi¢u (néu la dai hdi dai bicu).

4. Dién van khai mac:

5. Théng qua chuong trinh, quy ché lam viéc cua dai hoi.

6. Bao cao 1ong két hoat dong cong doan trong nhi¢m Ky
va phuong hudng nhi¢m ky ton.

7. Bao céo kiém diém két qua hoat dong cua ban chép
hanh duong nhi¢m (néu cé bado cao riéng).

8. Bao cao thim tra tu cach dai biéu (néu 1a dai hoi
dai bi€u).
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9. Da biéu thao luan bao cio, phuong hudng cua cong
doan cip minh va bdo cao ciia cong doan cap trén (néu co).

10. Phat biéu cua da bicu cong doan cap trén. dai di¢n
cap uy dang, chinh quyén, chuy¢n mon.

11. Thao luan dé an nhan su ban chap hanh cong doan
khoa méi va chuan bj nhan s bau cur ban chap hanh. bau
cu‘ dai bicu di du dai hoi cong doan cap trén (néu co).

~12.Baubanbauca.
*13. Tién hanh bau cu, c'('?ng b cac két qua bau cur.
- 14. Ban chap hanh méi ra mat dai hoi.
.. 15. Thong qua nghi quyét dai hoi.
*16. Dién vin bé mac.

17. Bé mac (chao co).

~ Ciu 20: Pé xay dung de an nhan sy ban chap hanh

tal dai hgi cong doan cac cap, cin dua vao nhirng cin
clr nao?

Cidn cur dé xay dung dé an nhan su dai hoi cong do:in:

- Cian cr vao phuong hudng nhiém vu cua 16 chuc
cong doan nhiém Ky 161; dic diém, tinh hinh. co cau to

chuc cong doan va nhitng nhiém vu cong tac trong tam:

nhitng chi ticu can phan dau thyc hién, dé xac dinh so
lugng, co cau nhan sy ban chap hanh.

- Can cir vao tiéu chuan can bd cong doan va dic dicm
d(}l ngli can bg cong doan hién c6 dé lua chon gidi thi¢u
nhan su ban chap hanh cong doan. Di¢u quan trong nhat
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"+ Xac dinh doi tugng lay y klen Débi tuong lay y
kién tuy thudc & trng noi, tiung (,ap cong doan ma xem

X6t cho phu hop, d¢ trinh ra ban chap hanh, ban thuong

vu quyét dinh.

+ Xay dung ké hoach chuan bi nhén sy, khao sat tinh
hinh nhan sy, nghién ciru xay dung dé an co cau ban

chap hanh khoa méi trinh ban chap hanh duong nhi¢m.

+ Lién hé vdi cap uy Dang, chinh quycp, Cdc ¢o quan

chuyén moén ¢é lién quan tf’bng cong tac chuan by nhan su.

+ Tién hanh viéc gi¢i thiéu nhan sy theo quy trinh
gml thiéu nhan su. Tong hop bao cdo tinh hinh chuan bi

nhdn sy, xdy dyng danh sach nhan su du kién giol thicu
‘tham gia ban chap hanh khod mdi trinh ban chiap hanh

- duong nhiém.

2. Tién hanh gici thi‘e"u nhan sw theo quy trinh sau.

a. Hop ban thudng vy, ban chap hanh dé quan trict

chu truong chi dao dai hdi; mot sé dinh huong chinh ve
‘nhén sy ban chap hanh, ban thuong vy, céc chuc danh
chu chét.. (so luong, tiéu chuan, co cau...); thong qua ké
“hoach va ddi tuong lay phiéu gioi thiéu ban chap hanh.
fiban thudmg vy, chit tich, phd cha tich khoa méi.

b To chirc cac hoi nghl lay phiéu gidi thiéu:

- Guri phiéu hoi y kién den timg uy vién ban chap hanh

ve vi¢c khoa ta1 dong chi thp tuc tham gia hay khong tham

gla ban chap hanh (ly do). Lay y kién gioi thiéu danh sach

‘ban chap hanh, khoa t6i (ai tiép tuc tham gia, ai khong nén
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trong c¢dng tac chuan bi nhan sy 1a xay dung ticu chuan
coi trong chit luong ban chap hanh,

- Trong qua trinh chuin bj dé an nhan sy ban chap
hanh, nhit 13 can bd cha chdt & mdi cap cong doan, can
can cu vao dinh hudng cong tac can bd, sy phan cong, bo
tri can b cua cong doan cdp tren va dam bao sy lanh dao
ctia cap uy Pang (néu cO) v v¢ cong tac can bg.

‘Céu 21: Quy trinh chuan bi nhan sy nhu thé nao?

Quy trinh chudn bj nhan su la cach thirc va cic budc
thue hién cong tac chuan bj nhdn sy. Viéc xéac dinh céc
bude thuc hién cong tac nhan sy tuy thugc vao chat luong
va yéu cau vé cong tic nhan sy cu thé & timg cap, tu'ng
nganh, timg don vi. Trong qua trinh chuan bj nhan SU, can
thuc hién nhitng cong v:cc co ban sau: -

1. Ban chap hanh, ban thicong vu cap tri¢u; tgp dai
hoi thanh Idp tiéu ban nhan su. 4

- Thanh phan: chi uch cong doan (truong ticu ban), -
cac pho chu tich cong doan (pho truong tieu ban) va mot
sO can bd khac trong ban chap hanh. ban thl.rcmg vu. Dai
voi cong doan cap tinh, nganh TW, thuong co cau truong
ban 10 chirc (1a uy vién thudmg truc).

- Nhiém vu: giap ban chap hanh, ban thucmg vur ¢Ong
tac chuén bj nhén sy, cu thé: o

+ X4y dung tiéu chuén cho timg chire danh: uy vién ban
chap hanh, uy vién ban thuong vy, chu tich, phé chu t;ch
mot cach dan chu.

tham gia, ly do) va gioi thi¢u ngudi ngoai danh sach ban
chap hanh duorng nhi¢m.
- Gui yéu cau gioi thi¢u ban chap hanh dén cac cap
cong doan c¢6 co cau dé ucn hanh gi6i thi€u ngudi ung cu
vao ban chap hanh. Tiung cap cong doin (¢6 co ciu dugce
phan bd) t0 chirc hdi nghi-can bo chu chét (ban chap hanh,
uy ban kiém tra, chu tich, pho chu tich cong doan cac don
vi true thude...) gidi thiéu ngudi cua co quan minh tham
gia nhan su ban chap hanh khoa mai.

o
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- Noi dung cac hor nghi lay v kién.
+ Quan triét myc dich, yeu cau, cha truong va nhimg
dinh hudng 16m vé nhan- sy ban chap hanh nhiém ky téi.

+ Hudng dan ghi phleu gigi thi¢u. Nguoi dugce xin y
kién lva chon nguoi du ticu chuan, phu hgp voi co cau,
ticu bICU cho dia phuornﬂ.. don vi d¢ ghi vao phiéu theo
mau in san. Phiéu gidi thiéu¥cia timg ngudi bé vao phong
bi riéng dan kin, gu Tiéu ban nhan sy hodc bo vao hom

pthU tal ho1 nghy.

- Phieong phdp 16 chikc Idy ¥ kién:

+ T6 chire hoi nghi lay v kién gidi thi¢u la chinh.
Truong thp dac bict do dm tuong lay ¥ kién & phan tan,

kho t0 chire hoi nghi, thi co thé giri thu néi o yéu cau kem
theo phiéu lay y kién dén tirg ngudi.

+ Riéng hoi nghi & co quan LDLD tmh thanh pho,
cong doan nganh Trung uong, cong doan tong cong ty,
giao cho thd truong co quan va ban chap hanh coéng doan
co quan phoi hop chi tri. Phic¢u gioi thiéu, sau khi thu,
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dugc niém phong vao mat phong bi lon, kém theo bién ban
hoi nghi, giri vé ticu ban nhan su dai hoi cap minh.

~ + Céc hoi nghj lay y kién gidi thi¢u cia cap nao do ban
thu'cmg vu cong doan cap dd triéu tap va chu tri. Sau khi
tap hop danh sach gioi thi¢u, ban thuong vy cip tridu tap
bao cdo xin y kién cap uy cung cap va gui danh sach chinh
thire vé tiéu ban nhan sy dai hoi cong doan cap trén.

c. Hop tiéu ban nhén su dai hot tong hop két qua gidi
thiéu ngudi tham gia ban chap hanh.

- d. Hop ban thudng vu (hodc ban chap hanh doi VOl
céng doan co s¢ khong co ban thuong vu) dé nghe ticu
ban nhan su bao cdo két qua gigi thiéu, danh sach trich
ngang ngudi dugce gidi thiéu; nghe bao cao danh sach uy
vién ban chap hanh duong nhiém xin thoi tham gia ban
chdp hanh khoa tdi; thong qua danh sach gidi thi¢u d¢
bao, cao ban chap hanh; quyet dinh tri¢u tap hoi nghi ban
chap hanh.

 Khi ¢6 két qua gidi thiéu lan mot, ban chap hanh, ban
thitbng vu ¢o trach I’lhlf;m bao cao cap uy cung cap (néu
cQ) va cong doan cap trén truc tiép dé Xin y kién chi dao
trudce khi hop ban chap hanh gidi thiéu lan hai.

d. Hop ban chap hanh giai quyét nhimg néi dung sau:
"~ Ban thuong vu (hodc dong chi chu tich, doi vdi cong
doan co s khong co ban thuong vu) bao cao két qua gioi
thiéu cua cac cap cong doan; bao cao danh sach va ly do

cac dong chi uy vién ban chap hanh duong nhiém khong
tai cir ban chap hanh khoa tdi.
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- Trén co so danh sach gidi thigu va s6 lugng ban chap
hanh khoa tdi. ban chip hanh tiép tuc thao luan va bo
phi¢u lua chon. -

- Phuong phap bo phicu: cung cdp cho mdi uy vién ban
Lhdp hanh m¢t danh sach nguoi duge gidi thi¢u lam can cir
dé moi uy vién ban chap hanh viét phiéu gidi thiéu.

- Néu danh sach tap hop sau kiém phiéu phu hgp voi
50 lugng du kién. thi do chinh la danh sach ma ban chap
hanh gidi thiéu ra dai hoi. Néu danh sach sau kiém phleu
chua tap trung thi ban chap hanh phai tiéri hanh bo phleu
lua chon tiép lan hai. lan ba...

- Tai hoi nghi ban chap hanh lan nay, c6 the Xin y
kién ban chap hanh gidi thiéu ban thuong vy, chu tich,
pho chu tich.

Khi c6 danh sach chinh thirc ngudi tham gia img cir va
dé clr vao ban chap hanh khoa -mdi (sau gidi thiéu lan
cudi), dac biét la danh sach' g161 thigu ban thuong vy, chu
tich. phé chu tich, ban thu‘(mg vu cong doan cap tri¢u tap
dai hot bao cao vai ban thucmg vu Dang uy cung cap va
cong doan céap trén truc tiép dé cho y kién chi dao bing
van ban. ' |

¢. Khi da co danh Sach g101 thi€u chinh thirc ban chap
hanh khoa mdi. tiéu ban nhéan sy, ban chép hanh, ban
thudng vu co trach nhiém hoan chinh bao cao, dé an nhan
su ban chap hanh dé trinh ra dai hoi. Déng thoi phai hoan
chinh ho so trich ngang tlrng nguol trong danh sach; xem
xét, xu ly dirt diém don thu khiéu nai, to céo (néu co)...dé
sdn sang trinh ra dai hoi khi dai hoi yéu cau.
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" Thuc hién quy trinh trén, ta c6 dugc danh sach du kién

‘ban chép hanh khoa méi gi¢i thi¢u ra dai hoi. Danh sach

ndy chi dé phuc vu cho cong tac lanh dao dinh hudmg nhan
sy ma khong thay thé cho viéc umg ctr, dé cur cua cac dai

biéu tai dai hoi.
Cau 22: Xac dinh so luong, co cau ban chap hanh

<ong doan nhu thé nao?

- Xac dinh sb lugng, co cau ban chap hanh cong doan

-¢an thuce hién qua hai phuong phap sau:

1 Phuong phdp xdc dinh ban dau:

- Cén cur vao SO luorng doan vién, cong nhan vién chuec.
“lao dong, so lugng diu mdi chi dao. tinh chat va pham vi
‘hoat dong... (pham vi rdng, phén tan luu dong) va can cu
phucmg huéng nhiém vy cong tac, yéu céu lanh dao. chi
dao phong trao trong nhiém ky tdi, két hop tinh hinh thyuc
‘1€ vé s0 luong, chat luong d(;n ngii can by cong doan dé tir
do du kién s6 lugng ban chap hanh.

. - Céan cur vao tiéu chuan uy vién ban chap hanh cong

doan lay tiéu chuan can bo lam co s¢ trong vige gial qu\fcl
mm quan h¢ gitra sO lugng va co cau ban chap hanh. coi
ucu chuan la goc va co tinh chat quyct dinh; khong vi co

“cau ma xem nhe hodc ha thap tiéu chuan.

~ Trén co s& cac can cir trén dé dua ra dy Kién so lugng
ban chap hanh khoa ti.

- 2. Phuwong phap xdc dmh cu thé:

 Tur két qua ctia phuong phap xac dinh ban dau. tién
hanh ra soat doi ngii can bd cong doan hién ¢o va can cu
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vao ticu chuan uy vién ban chap hanh, déi chiéu véi sb
lugng, co cau da du kién thco phuong phap xac dinh ban
dau dé xem xét, ting giam s6 lugng, dicu chinh co cau cho

phu hop.

Ciau 23: Ciin cir dé xay dung tiéu chuin uy vién ban
chip hanh cong doan cac cap?

- Khi xay dung tiéu chuan uy vién ban chap hanh cong
doan cac cap, can cén cur vao.tinh hinh to chirc, nhiem vu
hoat dong cong doan, dic diém cyl thé,cta cap minh va
hudng dan ciia Tong Lién doan dé xay dung tiéu chuin uy
vién ban chap hanh cong doan cap minh.

- Nhirng can cur Chu‘ngl-dé‘xay dung tiéu chuan uy vién
ban chap hanh:

+ Co6 ban linh chmh tri virng vang; nhiét tmh tam
huyét vai su nghiép xay dumg to chirc cdng doan; ¢é uy tin
va kha nang doan két tap pr dugc dong dao doan vién,
cong nhan vién chue, lao dong; c6 tinh than dau tranh béo
vé quyén va lgi ich hgp phép, chinh déng cia doan vién,
cong nhén vién chirc, lao déng.

+ Co nang lyc, trinh d¢ tham gia xay dung va to
chirc thyc hién tot cac nghi.quyét cia Pang, chinh sach,
phap luat.cia Nha nudc vao cac linh vuc hoat dong cong
doan; c6 kién thuc vé quan ly kinh té, xa ho1, phap luat;
cd ky ndng hoat dong cong doan va nghiép vu cong tac
cong doan.

+ C6 sic khoe, dao duc, 16i séng lanh manh, trung
thuc, gian di; khong cuc bd ban vi, co hdi; khong lang phi,
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tham nhiing va bao che cho tham nhiing, kicn quyét chong
tham nhiing va 1ang phi.

Cau 24: So lwgng dai biéu dai hdi cong doan cac
cap duge quy dinh nhu the nao?

S lugng dai biéu chinh thirc du dai hoi dugc quy dinh
tai Muc 6, diém 6.5 Huong din thi hanh Dicu 1¢ Cong
- doan Viet Nam, s6 703/HD-TLD, ngay 06/5/2009 cu thé:

Cin cir vao so luong doan vién, SO ]Lr(mg cong doan
- ¢o s@, nghi¢p doan va tinh hinh cu the cua don vi, ban

- chap hanh cong doan cap triéu tap quyét dinh sO luong
~ dai biéu chinh thic dy dai hdi hodc hoi nghi dai biéu theo

. quy dinh nhu sau:

- Dai hoi cong doan co sd, cong doan co s¢ thanh

vién va nghiép doan: khong qué 150 dat biéu; Cong doan
¢co s& ¢6 tir 5.000 doan vién trd 1én khong qua 200 dai

biéu. |
- - Dai hdi cong doan cp trén truc tiép co s&: khong qua
'200 dai biéu.

- Pai h¢i cong doan tinh, thanh pho va coéng doan
| nganh trung wong tryc thugc Tong Lién doan co:

+ Dudi 80.000 doan vién: khong qua 250 dai biéu.

 + Tir 80.000 doan vién dén dudi 100.000 doan vién:
khong qua 300 dai bicu.

+ Tir 100.000 doan vién dén 300.000 doan vién: khong

~ qua 400 dai biéu.

+ Trén 300.000 doan vién: khéng qua 500 dai biéu.
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- Dai1 hdi cong doan tong cong ty trure thudc Tong Lién
doan: khong qua 250 dai biéu.

- 86 lugng dai t;w-u Pai hoi Cong doan toan quoc do
Ban’Chép hanh Tong Lién doan Lao dong Viét Nam
quy¢t dinh.

Trudng hop dic biét, néu cﬁp tang thém dai biéu chinh
thirc thi phat duge cong doan cép trén truc tlép dong y. S6

dai biéu tang thém khong vuot qua mudi phan trdm (10%)
SO VOt quy dinh trén.

Cau 25: Dai biéu chinh thirc ciia dal h{i cong doan
cac cap gom nhirng thanh phan nao?

Pai biéu chinh thirc cua dai héi cong doén’"céc cép
gom: ' .

- Dai biéu la cac uy vién ban chap hanh ducmg nhiém

cua cap triéu tap dai h(;n trong nhiém Ky c6 tham du tir
50% s6 ky hop ban chap hanh trd 1én. -

- Pai bi¢u do dai. hot hodc héi nghi dai biéu, th ngh
toan thé cong doan cap dudi bau lén. -

- Pai biéu do ban chap hanh coéng doan cap triéu tap

chi dinh voi so lugng khong qué ba phan tram (3%) tong
so dai biéu chinh thirc duqc tri€u tap.

Cau 26: Dai biéu dm;rc bau di dy dai hoi cong doan

cip trén can phai dam bao nhirng tiéa chuin va diéu
kién gi ?

- Tiéeu chuan:

+ La can by, doan vién uu tu cua don vi.
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+ C6 kha nang dai dién cho CNVCLD va doan vién

111. QUY TRINH VA NHUNG TINH HUONG
THUONG XAY RA TRONG DAl HQI

cua don vi dé tham gia dong gop, xdy dung nghi quyét cua
dai hoi cong doan cap trén va truyén dat dugc tinh than

nghl quyét cua dai hdi cong doan cap trén cho can bo, doan
vién cong doan tai don vi.

- Diéu kién: |
+ Phai 1a dai biéu chinh thic cia dai hoi (hdi nghi)

~ ¢cong doan cap dudi, duge dai hoi (hot nghi) cong doan cap
dum biu di du dai hoi (hdi nghi) cong doan cap tren.

oy Khong trong thoi gian chap hanh cac hinh thire ky
luat tir khién trach trg 1én, (theo quy dinh cua Bo luat Lao
d‘Qng) va tir hinh thirc canh céo trd 1én (ky luat dang, chinh
quyén, cong doan va cac doan thé)

~ + Dang sinh hoat cong doan tai noi dugc phan bod dai
biéu du dai hdi cong doan cﬁp trén.

Cau 27: Nhitng noi dugc hai cong doan cap trén

(trgrc tiep chi dao va phoi hop chi dao) phén bo dai bicu
di dur dai hdi thi bau dai biéu di dw nhu thé nao?

- Nhimg noi dugce hai cong doan cap trén (truc ticp chi
dao va ph01 hop chi dao) phan bd dai biéu di du dai hoi, thi
dai hoi noi do6 cén cir sO lugng, €O cau dai bicu dugc phén

bo de bau hai doan dai biéu.

36

Cau 28: Ngoal chuo*ng trinh nghg sir chung cua dal
héi cong doan, can phai thiét ke chmmg trinh dieu
hanh cua Doan chu tich dai hoi nhw thé nao?

- Ngoai chuong trinh nghi sy chung cua dai hot cong
doan (nhu da néu ¢ cau 19) con can phai thiét ké chuong
trinh diéu hanh cua doan chu tich tai dai th

- Chuong trinh ndy dugc phat cho cac thanh vién doan
chu tich dai hoi va nhirng bo phan ca nhan lién quan.

(Tham khao ¢ Phu luc | vé Chirong trinh dzeu hanh
dai hoi cong doan cap trén co so).

Cau 29: Cach trang tri dai hgi (hoi nghy) cong doan

tai hoi truong nhw thé nao? Tiéu dé cia dai hoi (hfi
nghi) cong doan cac cap"

Dai hoi (hoi nghi) cong doan céc cép thong nhat hinh
thirc trang tri va ti¢u d¢ nhur sau:

Phia trai hoi truong (tir dudi nhin 1én) la co To
quoc tugng hodc anh Bac Hé, dat dudi cank sao vang
25 dén 30 cm. Phan chinh gitra, bén phai hdi trudng la

dong chu tiéu dé dai hoi. Huy hiéu Cong doan Viét
Nam dat trén va chinh gira dong chir tiéu dé dai hoi

(cach 25 dén 30 cm).
Ticu Fdé dai hoi (hoi nghi) cong doan cac cap dugc
thong nhéat nhu sau:
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1. Cap Tong Lién doan: Dai hoi Cong doan Viét Nam
lan tha.......ngay..... thang.... ndm.........

2. Cap cong doan nganh Trung wong: Dai ho1 Cong
doan....... Vi€t Nam lan tha.... ngay...... thang..... ndm......

3. Cap LDLD tinh, thanh pho: Dai hoi Cong doan tinh
(thanh pho)....... Lan tha...... ngay.... thang..... nam........

4. Cap quén, huyén, thj x4, thanh pho thudc tinh: Dai
hi Cong doan...... lan thir..... ngay..... thang...... ndm.......

5. Cap cong doan nganh dia phuong: Dai hoi Cong
doan nganh...... tinh...... lan thu...... ngay..... thang......

6. Cép cong doan téng cong ty: Dai hoi Cong doan
Tong cong ty....... lan thur..... ngdy..... thang......nam.......

7. Cong doan giao duc quan, huyen, thi xa, thanh pho:
Dal ho Cong doan Giao duc...... lan thi...... ngay
thang

lllllllll

8. Cong doan cac khu che xuat, khu cong nghiép tap

trung Dal th Cong doan cac KCN........ lan thu..... ngay...
thang .......

9. Cap cong doan co s@&, cong doan co s& thanh vién:

Dal h6i Dai biéu (toan the) cong doan co so...... lan thir...
ngay.... thang... ndm.......

Cau 30: Poan cha tich, doan thw ky dai hji do ai

bau ra? Thé thirc biu nhw thé nao?

Doan chu tich, doan thl.r ky dai hé1 cdng doan cap nao,

do ddl hoi cong doan cap d6 bau ra. Dai héi toan thé cap
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CDCS c6 it dai biéu (dum 10 dal biéu) thi khong nhat thiét
phai bau doan chu tich dai hoi ma nén biu 1 ngudi diéu
hanh dai hoi (nén bau cha tich cong doan duorng nhiém).

Thé thirc bau Ban chap hanh cong doan cap triéu tap
dai hoi dy kién sd lugng. co cau, thanh phan va danh sach
doan chu tich, doan thu ky dai hoi dé dai hoi (hoi ngh;)
thao luan. Truong hop cé v kién khong tan thanh vé mét
hay nhicu thanh vién trong danh sach gidi thigu doan chu
tich, doan thu ky dai hdi thi dai1 hdi co quyén gidi thiéu
ngudi khac bo sung. Vige bau doan chu tich, doan thu Ky
thue hién bang biéu quyét gio tay tai dai hot va phai dugc
da sb dai biéu tan thanh (co thé biéu quyét thong qua mot
lan ca tap thé hodc bicu quyét thong qua timg nguoi).

‘Cau 31: Doan chi tich dai hoi cé quyén han, nhiém
vu gi? Nhiém vu cia doan thw ky dai hoi?

Ngay sau khi dugc dai hoi bau, doan chu tich va doan
thu ky dai hoi c6 cac quyén han va nhi€ém vu sau: =+

1. Doan chu tich dai hji:

- Dleu hanh cong viéc cua dai héi, lam Vlf;C theo
nguyén tic tap trung dan chu, quyét dinh theo da so.

- Phan cong thanh vién diéu hanh cong viéc cua dai th
theo chuong trinh, quy che lam viéc da dugc dai th biéu
quy(.t thong qua: chuan bi ndi dung dé dai hoi thao luén,
biéu quyét; lanh dao dicu hanh cdc hoat dong cua dai hot.

- Diéu hanh viéc {rng cu. dé ctr quyét dinh cho rut hodc
khong cho rat doi véi cac truong hgp cho rit khoi danh
sach dé cur. Trudng hop dai hoi toan thé cip CDCS chi bau
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01 nguon diéu hanh dai hm thi ngudi diéu hanh phai xin y
kién dai hoi.
- Nhan bién ban két qua bau cir va phiéu bau da niém
_phong tir ban bau cir d€ ban giao cho ban chap hanh cong
doan khoa ma.

- Chi dinh tri€u tap vién ky hop thur nhat cia ban chap

if:hanh khoa mai sau khi cong bd két qua bau cir ban chap
_ hanh c6ng doan.

2. Doan thw ky dai hoi:

~ . - Ghi bién ban tdng hop y kién thao ludn, dy thao vin

ban két luan, nghi quyét cua dai hou.

- Quan ly va phat hanh tai liéu ¢6 lién quan dén dai hoi
theo sir chi dao cua doan chu tich dai hoi.

- - Thu nhén, bao quan va gri dén ban chap hanh khoa
moi day du ho so, van kién chinh thue cua dai hoi.

- Cung cap cac tai ligu (thu, dién chic mung dai hoi

.cha cac tap thé, don vi, ca nhan) co lién quan dén dai hoi

cho doan chu tich dai hoi.

- Truong doan thu ky Chiu trach nhi¢m trudc doan chu
tlch dai hdi ve nhiém vu cia doan thu ky, phan céng nhi¢m

vu cu thé cho céc thanh vién.

. Cau 32: Dai biéu moi c6 duge tham gia doan chu

tich dai hi khong?

" Cac thanh vién cta doan chu tich da1 hot 1a nhimg dai

biu chinh thirc cua dai hoi. Néu thay can thiét ¢6 thé moi
_' d;:u biéu 1a khach mdi cia dai hdi tham gia doan chu tich
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nhung vadi tu ciach la thanh vién danh du, khong truc tiép
tham gia diéu hanh dai hoi. SO lugng thanh vién danh du
tham gia doan chu tich khong qua mot phan nam (1/5) tong
s thanh vién doan chu tich dai hot.

Cau 33: Tai sao phdl ¢6 bao cdo tham tra tr cach
dai bicu trong dai hdi cong doan cac cap? Noi dung bao
cao tham tra tu cach dai bicu 1a gi? Dai hji toan thé cé
biu ban tham tra tw cach dai biéu khong?

Tai Dicu 9, Khoan 4, Dic¢u 1¢é Cong doan Viét Nam
khoa X quy dinh: Doi voi dai hoi dai biéu “Dai biéu du
dai hoi phai dugc dai hoi biéu quyét cong nhén tu cach
dai biéu”. |

D¢ giup cho dai h01 cO day du thong tin ve sO lugng,
chét lugng, co ciu dai bidu, truoc khi biéu quyét cong nhan
(r cach dai bidu tai dat hoi can phal ¢6 bao cao thim tra tu
cach dai bicu trong dai héi. Dai biéu du dai h¢i dugc cong
nhan da tu cach dai bicu khi ¢6 trén 50% sO dai biéu chinh

thirc ¢6 mat tai dai ho1 biéu quyét nhat tri bing glo tay.

Bao cao tham tra tu céach dai biéu bao gom cac ndi
dung sau:

1. Tong sé dai bfeu, th(mh phin co ciu dai biéu
dai hot: '

- Tdng sb dai bicu tri¢u tap chinh thirc:
Trong do:
+ Dai biéu bau:.... nguoi (bang...%);

+ Dai biéu ban chap hanh duong nhi¢m:.... ngudi
(banguuﬁﬁL
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* + Pai biéu chi d;nh ..... ngudi (bing...%);

- Thanh phan co cau dai biéu:

+ Pai biéu khu vuc hanh chinh su nghiép;

+ Dai biéu khu virc san xuat kinh doanh;

+ Dai biéu la can b cong doan:

+ Pai biéu la Anh hung, Chién si thi dua:

~ + Dai biéu la can bd quan ly, khoa hoc ky thudt;

+ Pai biéu la cong nhan truc tiép san xuat:

+ Pali biéu la nir: |

+ Pai biéu la dang vién;

+ Pai biéu la dan tdc it ngudi;
'+ Dai biéu c6 trinh do trung hoc co so;

+ Dai biéu ¢6 trinh do trung hoc phé thong;

+ Pai biéu c¢é trinh do cao dang, dai1 hoc;

+ DPai biéu ¢ trinh do t@rén dai1 hoc;

+ Pai biéu ¢ tham nién hoat ddng cong doan:

+ Dai biéu it tuodi nhat, dai biéu cao tudi nhat;
"+ Tudi binh quan cua dai biéu du dai hi.

- Tfing sO .qai biéu c6 mit tai thoi diém khai mac dai

_ ._h(")j: ...nguot (bang.......%)..

2. Xwe ly cua ban chap hanh cong doan vé dgi biéu

khong du tw cach trong qua trinh tri¢u tqp dai hoi:

- - S6 dai biéu khong trleu tap do cong doan cap duoi

bau khong ding nguyén tic, quy dinh cia Diéu 1¢ Céng

doan Viét Nam::.... ngudi (bang...%).
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- Sb dai biéu la uy vién ban chap hanh khong tncu tap
do trong nhi¢m ky khong: tham dy trén 50% so ky hop ban
chap hanh :.... nguoi (bang .%);

3. Pon thu khiéu ngi, to cdo co lién quan dén dai
biéu tham duw dai hji (néu co).

long so don thu khiéu nai, t6 céo c6 lién quan dén dai
biéu (néu co):

- Pon cua tap thé:
- Pon cua ¢4 nhan:
- Bon khong ky tén: o
4. Két lud@n ciia ban tham tra tw cdch dgi biéu vé xem
xét gidi quyét don thu khiéu ngi, 16 cdo:

Ban tham tra tu cach:dai biéu khang dinh s6 dai biéu
du tu cach, khong du tu cach, lam co sé dé doan chu tich
dai hoi diéu hanh thao luan va lay biéu quyét cong nhan tu
cach dai biéu. -

5. Dai hot toan thé, khong biu Ban thim tra tw cdch

dai biéu. Ban chap hanh cong doan cap triéu tap dai hoi
bao cao trude dai hoi vé sb lrong va tu cach doan vién

L L

tham du dai hoi dé dai hoi biéu quyét thong qua.

Cau 34: Ban thim tra tu cach dai biéu do al bau
ra? Thé thirc bau? -

Ban thiam tra tu cach dai biéu dai hoi cong doan cap
nao, do dai hoi cong doan cap do bau ra. Thanh wen ctia

ban tham tra tu cach dai bleu phai 1a dai biéu chinh thirc
cua dat hdu.
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‘Ban chap hanh cong doan cap triéu 1ap dai ho1 co nhicm
vu du kién vé s6 luong, co cau, thanh phan va danh sach ban
tham tra tu cach dai biéu tir cac dai biéu chinh thic cua dai
hi. Ban To chirc dai hoi trinh danh sach ban tham tra tu cich
dai biéu do ban chap hanh chuan bj dé dai hot thao luan.
Truong hop co y kién khong tan thanh vé mot hay nhicu
thanh vién trong danh sach du klcn ban tham tra tr cach dai
bidu dai hoi thi dai hoi co quycn gi0i thi¢u nguoi khac bo

Sing va thong qua bang biéu’ quy¢t gio tay (cO thé biéu quydt
mot 14n ca tap thé hodc biéu quyct ting ngurol).

Cau 35: Nhiém vu cua ban tham tra tu cach dai

-_"blcu"

Ban thim tra tu cach dai biéu dai hdi cong doan c¢o
nhlcm VU sau. |

“- Nghién ciru cac ta llcu vé dai biéu do BCH cap ricu
tap dai hoi cung cap. Can cit vao tiéu chuan dai bxcu va cac
nguyen tic dé xem xét tu cach dai bicu (bao gom ca dai

biéu ban chap hanh duong nhiém. dai biéu bau va dai bicu
chi dinh). Tong hop, phan tich va bao cao vé tinh hinh dai

biéu (can co su phdi hop cua ban to chire dai hoi).
- Xem xét cac don thu khiéu nai, td cao c6 lién quan

.. dén dai biéu giri dén trudc ngay dai hoi khat mac 10 ngay.

Céac don thu gtri sau khong giai quyét trong dai hdi ma
chuyen ban chap hanh khoa mdi hodc co quan cd tham

quyén giat quyet

- B4o cao két qua viéc tham tra tu cach dai blcu va két
ludn vi¢c xem xé€t cac don thu dé doan chu tich diéu hanh
dai ho1 thao luan va quyét dinh bang bi¢u quyét gio tay.
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Cau 36: Nhimg trueong h0'p nao thugc tham quyen
cia ban chap hanh cap tri¢u tap dai hoi dugc quyen
xem xét quyét dinh tu cach. dai biéu dir dai hdi?

Nhiing truong hop sau day do ban chap hanh cong
doan cap tri¢u tip dai hot xem xct, quyét dinh tu cach dai
biéu trude khi bao cao dai hoi:

- Dai bicu do dai héi (hodc hdi nghi) cap dudi bau 1én
khong dung nguycn tac, thé 1¢ bau ctr. Uy vién ban chép
hanh (cap tri¢u tap da hoi) trong nhi¢m ky khong tham dy

trén 50% s6 ky hop ban chap hanh.

- Dai biéu dugc bau, dai biéu duong nhién va dai biéu
chi dinh nhung dang trong thoi gian chap hanh ky luét tir
hinh thirc khién trach theo quy.dinh cta B¢ luat Lao dong
va hinh thirc canh cao doi véi cac trudng hop khac (ky luat
cua Dang, chinh quyén, cong doan va cac doan thé) trd 1én.

Cau 37: Trong dai h()r neu phat hién co dai biéu
bi ky luat thi ai chiu trach nhi¢m xir ly va xir ly nhw
thé nao? .

- Trong dai hdi, ban thdm tra tu cach dai biéu nghien
ctru va tong hgp bao cao két qua tham tra tu cach dai biéu.

- Doan chu tich dai hg1 chu tri, xem xet va lay biéu
quyét vé tu cach dai biéu tai dai hoi.

- Néu dai biéu c6 quyet dinh ky ludt nhung da dugc
cham dirt hicu luc cua quvct dinh ky luét thi da biéu d6
van du tu cach dai biéu; néu dang trong thoi gian chap
hanh ky ludt, can cin cr vao tinh hinh cta don vj, muc do
vi pham, tinh chat khuyct diém (nghiém trong, it nghiém
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_'trong hay khong nghi€ém trong) sy thanh khan va qua trinh

phén diu sira chira cua dai biéu d6 dé dai hoi xem xét,
quyét dinh tu cach dai bicu.

Cau 38: Viéc bau dai biéu di dw dai hgi cong
doan cap trén thwc hi¢n theo nguyen tac nao? Co
duge bau dal biéu duy khuyet khong? ai la nguoi
quyét dinh so lrgng dai bieu du khuyét? Cach bau

Tdal biéu dy khuyét?

~ DPai biéu di du dai hoi cong doan cap trén phai dugc
Tdal héi hodc hdi nghi cong doan bau cir theo nguycn tac bo
phleu kin. Ngudi trung cu phai dat qua 1/2 (mot phan hai)

| s0 Vi s6 phiéu bau.

DPai hd1 hoac hd1 nghi c6 thé bau dai biéu du khuyét dé

thay thé dai biéu chinh thuc khi dai biéu chinh thirc khong
c6 dieu ki¢n di dur dai hot. Vige thay dai biéu chinh thirc
bang dai biéu du khuyeét phal dugc thong bao truoc khi
"khal mac dai hoi va khong c6 su thay doi vé dai biéu trong
suot qua trinh dién ra dai th S6 lugng dai biéu du khuyet

"‘_do dai h1 hodc hd1 nghi quyet dinh.

Cach bau dai bicu dur khuyét: C6 thé bau riéng dai biéu

dur khuyet hoic xin y kién dai hoi hodc hdi nghi (bang biéu
_quyét gio tay) lay dai biéu dy khuyét 13 nguol cO SO phleu
~qua mot phan hai (172) lién ké véi nguoi co $O phleu thap
nhat d4 tring cir dai biéu chinh thuec. Néu chua du s6 lugng

‘dai biéu du khuyet theo quyet dinh cua dai hot hodc hdi
nghi thi viéc o ti€p tuc bau nira hay khong do dai hoi hoic
hdi nghi quyet dinh.
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phleu

“Cau 42: Ban bau cir do ai biu ra? Thé thirc bau?

- Ban bdu ctr cua dai hoi hodc hdi nghi cong doan cap

nao thi do dai ho1 hodc héi nghi cong doan cap do bau ra
béng biéu quyét gio tay. Ban bau cir gom nhitng dai biéu
chinh thire trong dai hdi hodc hoi nghi va khong co tcn

trong’danh sach bau cur.
- - Poan chu tich dai hm hodc hoi nghi gioil thicu ban

“ biu cir dé dai hoi hodc ho1. nght thong qua bang biéu quyet

gio tay (co thé biéu quyét thong qua mét lan ca tap thé
~hedc thong qua tung nguot). Truong hop cOy kién khong
tan thanh vé mdt hay nhiéu thanh vién trong ban bau cir do

doan chu tich gidi thi¢u, thi dai hot hodc ho1 nghi ¢o quyen
glm thiéu nguot khac bo sung va thong qua bang bicu

quyet g1 tay.
~Cau 43: Ban bau cir dal hdi hodc hoi nghi co nhirng

;,nhlgm vu gi?

'Ban bau ctr dai hoi hodc hdi nghi co nhimg nhi¢m vu

"-Sall :

1. Phé bién nguyen tic, thé 1é bau cu, huong dan
.cach thirc bo phiéu, phat phleu thu phiéu. Kiém tra

thung phiéu trudc Khi bo phiéu va niém phong thung

2. Kiém phiéu: Ban bau cu khong phai dém so phiéu
bau trudc dai hoi. Pé dam bao viéc kiém phiéu dugc khoa
hoc, chinh xac, khong nhim 14n, truéng ban bau cu can
phan cong nhicm vu cy thé cho cac thanh vién trong ban

bau ctr theo nhom, co ngum tong hop két qua. Trong thoi
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Cau 39: Mot dai bleu di duw dai hoi nhung b; phat
hién va ket luian khong di tw cach thi dom vi ¢6 duge cir
thay thé bang mét dai bleu dur khuyét khong?

Trong truong hop d(m vi c6 dai bicéu di du dai hm bi
két luan khong du tu cach dai biéu, thi don vi d6 dugc cu
dai biéu du khuyét thay thé, nhung phai dugc su dong y
cua ban chap hanh cong doan cap tricu tap. bai bleu du
khuyét du dai hot thay thé dai biéu chinh thirc dugc cong

doan cap trén tridu tip dai hoi quyét dmh trudc khi khai
mac dai hoi.

Ciu 40: Pai biéu dy khuyét dugc thay thé "t-rong
nhirng treong hop nao?

Dai bicu du khuyét dugc thay thé dai biéu chinh thirc
trong cac truong hop khuyét dai bi€u chinh thirc sau day:

- Dai biéu chinh thic ¢6 ly do chinh dang va c6 don
xin rut khoi danh sach dai biéu di du dai hou.

- Pai bleu chinh thitc¢ vi ly do chinh dang, nhu'ng

khong thé viét don xin rat khoi danh sach dai biéu di du
dai hoi (vi du: dang cap ciru, do thién tai, bio, lii...)

- Pugc cong doan cip trén dong y thay thé dai biéu
chinh thirc d3 c6 két luan khong du tr cach dai biéu

Ciu 41: Ai la nguwoi dwge quyén ing cir, dé cur dé
bau dai biéu di du dal th hodc hoi nghj cong doan
cap trén?

Ngudi ing cu, de ctr dé bau dai biéu di dy dai hoi hoac
hoi nghi cong doan cap trén phai la dai biéu chinh thic cta
dat ho1 hodc hot nghi cong doan cap dudi.
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eian kiém phicu, cac thanh vién trong ban kiém phleu
khong dugc roi khoi vi tri lam viée. Néu kiém phiéu bang
may vi tinh, ban bau ctr dugc quycn trung dung mot so ky
thuat vi¢n khong phal la dai biéu cua dai hoi. Ngoai ban
bau cur, ky thudt vién va dai dién cta cong doan cap trén
dén giam sat viée kiém phiéu, khong ai dugc dén nm ban

bau ctr dang kiém phlcu

3. Lap bién ban kiém phleu cong bd két qua bau cu,
két qua trung c.

4. Ni¢ém phong SO phtw da kiém: barf giao toan bd bién

ban kiém phi#u, so phleu da niém phong cho doan chua tich
dai h01

Cau 44: Ai la ngum dugc quyen wng cwr vao ban
chap hanh cong doan_cac cap? Thé thirc rng cir nhw
thé nao? |

- Tat ca doan vién cong docm a dai biéu hoic khong la
dai biéu dai hoi deu co quyén ung cir vao ban chap hanh
cong doan cac cap.

- Thé thic img ot vao ban chap hanh cong doan cac cap:
+ Nguoi ing cu la dai biéu chinh thue cua dai hot co
thé viét don xin tmg cir hodc truc tiép tmg cir tai dai hoi.

+ Ngudni tmg ctr khong phai 13 dai biéu chinh thire clia
dai hoi thi phai ¢6 don va nhan xét cua ban chap hanh cong

doan co s not cong tac, so yéu ly lich ¢6 xac nhén cta cap
¢ tham quyen girt cho doan chu tich dai hoi.

Thor gian img cu K& tir kl}i c6 thong bao triép tap dai
hoi dén khi dai hoi thong qua lan cudi danh sach bau cur.
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Cau 45: Ai la nguoi co quycn dé cir vao ban chap
hanh cong doan cac cap? Néu ngudi duge dé cir khong
phai la dai biéu dai hgi thi trach nhi¢m ciia nguoi gioi

thi¢u phai lam gi?

I. Nguoi co quyé"n dé cir vao ban chip hanh céng
doan cdc cap: |
- - Ban chap hanh cong doan cap triéu tap dai hoi ¢
‘quyén dé clr can bd, doan vién cong doan tham gia vao
-ban chap hanh khoa mdi va cung cap ly lich trich ngang
- timg nguol.

- C4c dai biéu chinh thuc cta dai hoi co quyén dé cu
can bd, doan vién la dai biéu hodc khong phai la dai biéu
dai hoi vao ban chap hanh khoa mdi.

2. Trwong hop nguoi dwoc dé cie khong phai la dai

biéu chinh thirc cia dai fidi, thi ngudi gioi thi¢u cé trach
nhiém cung cap cho dai hdi so yéu ly lich ngudi ma minh
gidi thiu, co nhan x¢t cua cong doan co s& noi nguol do
' cong thc va nhat thict phal ducrc su dong ¥ ctia nguoi dugce

~'gidi thiéu.

Cau 46: Cong viéc wng cu, dé cir ngudi vao danh
_ sach biu ban chip hanh céng doan nhi¢m ky méi dugc
tién hanh theo trinh tu nao?

Viéc tmg cir, dé clr ngudi vao danh sach bau ban chap
~hanh nhiém ky mai phai tuan thu theo trinh ty sau:

- Doan chu tich dai hi bao cdo trudc dai hoi vé ticu
chuan, co cAu, sb lugng ban chip hanh can bau dé dai hoi
“thao ludn va biéu quyét (bang hinh thirc gio tay).
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- C4c dai bidu chinh thirc cua dai héi ing cu, de cr vao
ban chép hanh. '

- Ban Chdp hanh céﬁg‘.gioén cép tri¢u tap dai h{‘)’i dé cir
nguot tham gia vao ban chdp hanh cong doan khoa mai.

- Doan c¢ha tich dai hoi tong hop danh sach ung cir, dé
ctr dé dai hdi thao luan, bo sung hodc nhirng nguoi dugc dé

ctr ¢o y kién xin rut (ncu ¢6). Doi véi nhirng dai hdi ¢6 quy

mo lon, ¢o co ciu so lucmg ban chap hanh dong thi c6 thé
to chirc thao luan, gi61 thigu nhan sy tham gia bau cu ban
chap hanh theo 6.

- Doan chu tich hoi )’/ vé danh sach ung ct, de cu, Xin
bo sung va quyét dinh viéc cho rut hojc khong cho rt dm

voi cac trudmg hop xin rit khéi danh sach bau cir; quyét
dinh va trinh danh sach bau cir trude dai hoi.

- Pai hdi biéu quyet (glo tay) thong qua danh sach bau
ctr (rng cir va dé cir) dé bau vao ban chap hanh khoa mai.

Truong hop dac biét, néu y kién cua doan chu tich dai
hoi khong duge da so6 dat biéu chap nhén, thl phai thyc
hién theo y kién cta da so dai biéu dai hoi.

Cau 47: Nguyen tac bau cir ban chap hanh cong
doan cac cap va viéc thiét ké phiéu bau? Tt

- Viéc bau ctr ban chap hanh cong doan cac cap dugce
thuc hién theo nguyén tic bo phiéu kin. '

- Phlcu bau cir ban chap hanh cong doan cac cap xem
phu luc s6 4.

Danh sach bau cir dugc in trong phiéu bau. Phiéu bau
cu phai ghi rd ho tén, chirc vy, don vi cong tac; xép theo

thu' fu bang chir cai tieng viét (A, B, C...) cho toan danh
sach bau hoic xep theo thir tu bang chir cai tiéng viét (A.
B, C...) theo khéi cdng tac dé dai biéu dé lya chon. Trong
truong hop bau s0 lugng it va duoc dai hoi nhét tri co thé
dung phleu bau viét tay. Céc loal phiéu bau phai co dau
ctia ban chap hanh cong doan cap triéu tap dai hdi dong &
goc trdi phia treén. Phiéu bau trong dai hoi cong doan bd
phan dung diu cua ban chap hanh cong doan co s¢ hoic
ban chap hanh cdng doan co s¢ thanh vién.

‘Ciu 48: Phiéu bau nao du*qc coi 1a hop l¢, khong
hop 167

1. Phiéu bau khong hgp I¢ gom nhitng truong hop
Sdu:

- Phiéu gach hét tén trong danh sach bau ¢ phiéu in

san, hodc khong ghi tén a1 o ph:eu viét tay (trir truomg hop
phleu chi bau 1 nguoi).

- Phiéu bau thira s6 lucmg da duoc dai hoi biéu quyét
théng qua. -

- Phiéu bau ghi tén ngudi ngoai danh sach bau cir da
du'qc dai hd1 thong qua.

- Phiéu ¢6 danh dau riéng hoac ding ti hai mau muc
tro 1€n.

. - Phiéu khéng dong d4u cua ban chap hanh cong doan
theo quy dinh.

2. Phiéu bau hgp I¢:
" ' - Phiéu khong nam & myc 1.

02

- Truong hop danh sach bau chi c6 1 ngudi thi viéc
gach tén (& phi€u in sin) 1a hop I€.

- Phiéu bau thiéu sb lugng da dugce dai hdi biéu quyét.
3. Mt sé truwong hop luu y khi kiém phiéu:

- Truong hop phiéu in sdn néu chi gach ho, hoic tén |
dém (khong gach tén), hoac gach chirc vu duge tinh la
phleu khong gach.

- Truong hop phiéu in san néu chi gach phia dud ho, tén
(khong gach chinh gitra) dugc tinh la phleu khong gach.

Cau 49 Ngum trung cir ban chap hanh cong doan
phai dam bao dleu kién nao"

Cén cir vao quy dinh cua Piéu 11 Diéu 1é Céng doan
Viét Nam khoa X, ngudi tring cir vao ban chp hanh cong
doan cac cap phal dat’ qua mot phan hai (1/2) so véi so
phiéu bau (s6 phiéu thu vé).

Cau 50: Nhlmg tinh huong nao thwong x3y ra
trong bau cir can xir ly?

Trong bau o thudng Xay ra mot sO tinh hudng doi hoi
phai hruy xir ly nhu:

1. Truong hop 5O ngum c6 sO phiéu bau qua mot phan
hai (1/2) nhiéu hon sé lurgng uy vién ban chap hanh da
duoc dai hoi bicu quyet thi ngum triing cu duoc lay theo

thir tu tu ngum cO sO phleu cao dén nguoi c6 so phiéu thép
hon cho dén khi du s0O luong.
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2. Trucmg hop c6 nhiéu ngudi co SO phiéu bau ngang
nhau va déu qua mot phan hal (1/2) 1ong sO phlLU bdu
nhung chi lay mot hoiic mot SO nguo cho du 6 lugng um
bau thi phai xin y klcn dai hdi quyét dinh bau tiép trong so
nhung ngudri ¢6 s6 phiéu ngang nhau d(. chon nguoi ¢o s0
phiéu cao hon (truong hop nay khong can phai dat qua mot
phan hai so voi sd phiéu bau). Truomg hop bau lan thir hai
ma s6 phiéu van ngang nhau thi vi¢c ¢6 bau nira hay khong
do dai hoi quyét dinh.

3. Truong hop s6 nguorl co s6 phiéu qua mot phan hai
(172) it hon sO luong Lan bau, thi dai hdi thao luan va quyct
dinh bau tiép cho du s& luong ban chap hanh hoac khong
bau nira ma lay so luong da tring clr (it hon sO lugng uy
vién ban chap hanh ma dai hoi da quyét dinh).

* Vi du vé cdch tinh 1y I¢ trang cii:
Téng s6 phiéu phat ra: 100 phiéu

Tong s6 phiéu thu vé: 100 phiéu (ké ca hop I¢ va
khong hop 1€)

Trong d6: - SO phiéu bau hop 1&: 98 phicu
' - S phiéu bau khong hop 1¢: 02 phicu
 Két qua kiém phiéu bau dé cir vién A la: 50 phicu
(hop 1¢)
K&t qua kiém phiéu bau dé cur vién B la: 51 phicu
(hop I¢)
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-Cau 53: Khi nao dai hgi cong doan co so dugc bau
chi tich trye tiép tai dai hi?

Theo Diéu 12, Khoan 1, Diéu ¢ Cong doan Vict Nam
khoa X, thi dai hoi cong doan co so va nghiép doan dugc
bau truc ucp cha tich cong doan co s¢, chu tich m_lmp
doan trong sd uy vién ban chap hanh khi ¢6 qua mot phan
hat (1/2) so dai bleu du dai h()l yéu cau va dugc su dong y
cua cong doan cap trén truc tip.

Cau 54: Trong qua trinh dai hdi, khi nao ban chap
hanh cong doan khoa cii hét trach nhiém?

. Trong qua trinh da1 hoi, ban chap hanh cong doan khoa
cii, voi tu cach la cap tridu tdp dai hdi, co trach nhi¢m
chuan bj dai hoi va tao mol diéu kién dé doan chu tich dai
hoi diéu hanh dai hdi dugc thudn lgi theco quy dinh va
chuong trinh da dé ra. Chi khi dai hoi bau dugc ban chap
hanh khoa mai1 va ban chap hanh khoa mdi ra mat dai hoi
thi ban chap hanh khoa cit méi hét trach nhiém.

IV. NHUNG VAN DE SAU PAI HOI

Ciu 55: Sau khi dai hoi bau dwgc ban chap hanh
cong doan khoa méi, cong viéc tiep theo la gi?
Cong viéce tiép theo sau Khi dai hoi bau dugc ban Chdp

hanh cong doan khoa mai 1a: Triéu tap ky hop thu nhat cua
ban chap hanh dé bau co quan thuong truc (Poan chu tich
d6i voi Tong Lién doan lao dong Viét Nam, ban thuong vu
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Xem xél trung cu hay khéng frung cu:

- D¢ cir vién A: 50/100 = 50% (bing 1/2 so voi tong
sd phicu bau: phiéu hO'p I¢ va phiéu khong hop 1¢) =>
Khong trung cu.

- Dé ctrvien B: 5 1/100_': 51% =>Trung cu

Cau 51: Khi tién hanh bau cir, dai biéu phat hién
phiéu bau in sai ho hoiic tén dém ciia mjt nguoi trong
darth sach bau ban chap hanh di dwoc thong qua thi
xir Iy nhu thé nao? d

Trong truong hop khi phat hi¢n phiéu bau in sai ho
hodc tén dém cua mot ngudi trong danh sach bau cir ban
chap hanh da dugc dai hoi thong qua, doan chu tich dai hoi
phai xin 10i dai hoi va nhanh chong hdi y dé quyet dinh
huy bo toan bod so phiéu da phat hanh cho dai biéu;-chi dao
ban bau cir va ban to chirc dai hot cho in lai phleu bau.
Trong thot gian chuan bi pthU bau, doan chu tlch dai hot
¢6 thé tiép tuc cho dai biéu tham ludn hoic diéu chinh
chuong trinh dai hg1 cho phu hop. '

Ciu 52: Néu da bau dén hai 1in ma van chua di s6
luong ban chap hanh do dai hdi quyet dinh thi xir ly
nhu thé nao? -

Trong lrufmg hgp bﬁu lan thir hai nhung van chua du
s6 lugng ban chap hanh do dai hdi quyét dinh, thi doan chu
tich xin y kién dai hoi biéu quyét lai s6 lugng ban chép
hanh theo so lugng ban chap hanh da tring ctr qua hal lan
bau (khong nén bau lan thur ba).

315

dbi véi cong doan cac cap). bau chu tich, pho chu tich, uy
ban kiém tra va chi nhiém uy ban kiém tra.

Do mdi duge dai hoi-bau, ban chap hanh khoa moi
chua ¢o co quan thuong truc dé diéu hanh va to chuc
hoat dong. vi vy, ngay sau khi cong bd két qua bau cir
ban chap hanh. doan chi tich dai hdi chi dinh mot dong
chi trong ban chip hanh khoa mgi lam tri¢u tdp vién dé
tri¢u 1ap ky hop thu nhit cua ban chap hanh (nén chi
dinh doéng chi chu tich hodc mot dong chi trong ban
thuong vu cdng doan khoa cu. néu teing cir vao ban
chap hanh khoa mai). Triéu tap vién c6 nhiém vu diéu
hanh hoi nghi ban chap hanh dé bau doan chu tich hoi
nghi hodc chu tri hoi nghl Truong hop dai ho1r ¢ong
doan co s&, nghiép doan bau tryc tiép chd tich, thi chu
tich 1a nguoi tricu tap ya chu tri hdi nghi ban chap hanh.

Cau 56: Phien hop thir nhat cia ban chiap hanh
cong doan khoa méi duge tién hanh nhw thé nao?

Ky hop thir nhat cua ban chap hanh can dugc tién hanh
trong thoi gian daihoi. Truong hop cham lat cling khong
qua 15 ngay k¢ tr ngay b¢ mac dat hou.

1ot nghi lan thir nhat cua ban chap hanh cong doan céc
cap tién hanh nhu sau:

1. Biu doan chii tich hodic chi tri hpi nghi ban chip
hanh:

- Dong chi tri¢u tp vién khai mac hot nghi va dé nghi
ban chap hanh cu ngum chu tri (néu ban chap hanh cé
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dudi 13 nguodi), cir doan chu tich hot nghi (néu ban Lhdp
hanh ¢6 tir 15 nguoi tro lén) va thu ky hQi nghi bang bicu

quyét gio tay. Truong hop dai hdi cong doan co so. nghicp
doan bau tryc tiép chu tich, thi chu tich 1a ngudi triCu tap

va cha tri hd1 ngh.

- Ngudi chu tri hodc doan chu tich bao cao dé¢ hoi nghi

théng qua chuong trinh lam vicc va dlLU hanh hoi nghi.
Hot nght ban chap hanh thao luén va quy &t dinh so lugng.
CO cdu cua co quan thudmg truc (Poan chu tich doi Vol
Tong Lién doan Lao dong Viét Nam, ban thuong vu doi
vOi cong doan cac cap) va uy ban kiém tra. Viéc bau cu
phai tién hanh theo ding nguyén tic va thé 1¢ nhu bau ban

chap hanh.

2. Trinh nr biu.

- Biu Poan Chu tich (dbi vdi Ban Chap hanh Tong Lién
doan Lao dong Vit Nam), ban thuong vu (ddi vai ban chip
hanh cong doan céc cap) trong soO uy vién ban chap hanh.

- Bau chu tich, pho chu tich trong sO uy vién Doan Chu
tich (d6i voi Ban Chdp hanh Tong Lién doan Lao ddng
Viét Nam). trong so uy vién ban thuong vu (doi voi ban

chap hanh cong doan cac cép).

- Bau uy ban kiém tra.

- BAu chu nhiém uy ban kiém tra trong sO cac uy vién
ay ban kiém tra. '

Doan Chu tich, ban thuong vu, chu tich, pho chu tich.

uy ban kiém tra. chi nhiém uy ban kiém tra co trach nhi¢m
diéu hanh cong viéc ngay sau khi dugc bau; chu tich cong
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56 lugng uy vién ban chap hanh cOng doan cap do. bao
gom chu tich, cac pho cha tich va mdt s6 uy vieén).

- Ban chap hanh c¢o dudi 09 ay vién khong du dicu
kién dé bau co quan thuong truc ma chi bau chu tich, pho
chu tich.

~Céu 59: Uy ban kiém tra do ai bau? So lwong uy
vién uy ban kiém tra do ai quyet dinh va trén co so quy
dinh nao?

Uy ban klem tra cong doan cap nao do ban chap hanh
cong doan cap do bau ra va phai dugc cong doan cap trén

truc tiép cong nhan.

'S6 luong uy vién uy ban kiém tra do ban chip hanh

cong doan cung cap quyct dinh trén co s& quy dinh cua
Doan chu tich Tong Lién doan Lao dong Vict Nam tal
diém 21.2, Muc 21, Phan V, Huéng dan s6 703/HD-TLD

ngay 06/5/2009, huong din thi hanh Diéu 1¢ Cong doan
Viét Nam (khoa X). Cu thé nhur sau:

- Uy ban Kiém tra cua Tong Lién doan Lao dong
Vigt Nam khong qua 13 uy vién.

- Uy ban ](lClTl tra cia LDLD tinh, thanh pho, cong
doan nganh trung uong, cong doan tong cong ty truc thudc
Tong Lién doan: khong qua 9 uy vién.

- Uy ban kiém tra cia cong doan cap trén co s&: khong
qua 7 uy vién. _

- Uy ban kiém tra cong doan co sO, nghi¢p doan:
khong qua 5 uy vién.
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doan. chi nhiém uy ban kiém tra duoc ky cac van ban theo
chirc danh khi duge bau va nhan ban giao tir doan chi tich,

ban thuomg vu. uy ban ki¢m tra khoa trudc trong thot han
15 ngay.

Cau 57: Chi tich va phé chii tich do ai biu ra? Hai
chire danh nay bau chung mot phicu c6 du*q‘c khong?

Chu tich va pho chu tich cong doan cip nao thi do ban
chap hanh cong doan cip do bau ra trong sO uy vién co

quan thuong truc cong doan cap d6 (Poap Chu tich, ban

thudmg vu). Khong bau dong thai hai chic danh chu tich
va pho chu tich trong ciing mdt phicu bau.

Ri¢ng chu tich cong doan co s& va nghiép doan c:(') thé
do dai hdi cong doan co s¢ va nghiép doan bau tryc tiép
trong sO uy vién ban chap hanh khoa moai do dai hoi bau ra,

theco quy dinh tai Diéu 12, Khoan 1, Dicu l¢ Cong doan
Vi¢t Nam (khoa X).

Cau 58: Co quan thuong truc (Poan Chu tlch ban
thuong vy) cua ban chap hanh cong doan cac cap do ai

bau? So lwgng uy vién ban thuwong vu do ai quyet dmh
va trén co s quy dinh nao?

- Co quan thuong tryc cua cong doan cap nao do ban
chap hanh cong doan cap do bau ra.

- S6 lugng uy vién ban thuong vy do ban chap hanh
cong doan cung cap quyét dinh trén co s& quy dijnh cia
Doan chu tich long Lién doan Lao dong Viét Nam tar
Diéu 13, Muc 1, Diéu 1¢ Cong doan Viét Nam khoa X (s6
uy vién ban terO'ng vu nhiéu nhat khdng qua mot phan ba
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Cong doan co s0, nghi¢p doan c6 dudt 30 doan vién thi
cu 1 uy vién ban chap hanh lam nhiém vu kiém tra.

Theo Dicu 36, Khoan 2, Diéu 1& Cong doan Viét Nam
(khoa X). thanh phan uy vién uy ban kiém tra cong doan
cac cap o0m: mét s6 uy vién trong ban chap hanh cung
cap va mot sd uy vién ngoal ban chdp hanh; s6 uy vién
trong ban chap hanh cung cap khong dugc vugt qua mot
phan ba (1/3) tong s6 uy vién uy ban kiém tra.

Cau 60: Phé chi nhiém uy ban kiém tra do ai bau?
Viéce bau cur thyre hién the0 nguyén tic nao?

- Pho chi nhiém. uy ban kiém tra cap nao do uy ban
kiém tra cAp do baura.

- Vigc bau ctr phd chu nhlem uy ban kiém tra cong
doan cac cap theo nguyen tac bo phiéu kin.

Cau 61: Sau khi bau bzm chap hanh, ban thurong vu,
chu tich, pho cha tich, uy ban kiém tra, chu nhu;m, pho
chi nhiém uy ban klem tra can c6 diéu kién gl dé cac co
quan va cac chirc danh nay dam bao tinh h¢p phap?

Dé dam bao day du tinh hop phap doi vdi cac chuc
danh sau khi bau ct, cong doan cap trén tryc tiép phai ra
quyét dinh cong nhan két qua bau cu. V1 vay, sau dai hoy,
ban thuong vu khod mai cac cap cong doan can sém bao
cao 1én cong doan cap trén truc tiép cac vin ban sau:

1. B4o cao tom tat bién ban dai hoi; s6 lrgng dai biéu

tri¢u tap, 56 lurong dai biCu cO6 mat; nhirng ndi dung chinh

ctia dai hdr da quyét dinh.
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Cau 62: Nhirng can bg, doan vién nao khﬁng:ca cau
vao uy ban kiém tra cong doan?

Phan V. Muc 21, diém 21.3, Hudng dan thi hanh Diéu
I¢ Cong doan Viét Nam quy dinh: * khong co ciu nhimg
can bo, doan vicn la trudng, pho ban, phong tai chinh cong
doan; ké toan trudmg, cha tai khoan hodc nguol dugc uy

quyén chi tai khoan cua cong doan cung cap tham gia uy
ban kiém tra ™

2. Cong vin dé nghi cong nhan két qua bau cir ban
chap hanh, ban thuong vy, chu tich, phé chu tich, uy ban
kiém tra, cht nhiém va phé chu nhi¢m uy ban kiém tra.

3. Bién ban dai ho biu ban chap hanh, bién ban hoi

nghj ban chap hanh bau ban thudmg vu. chu tich, phé chu
tich, uy ban kiém tra, chii nhiém uy ban kiém tra. bién
ban hdi nghi uy ban ki¢m tra bau pho chi nhiém uy ban

klcm tra.

4. Danh sach trich ngang ban chap hanh, uy ban kiém
tra cong doan goém: ho va tén, tudi, gioi tinh, chire vu, don
vi cdng tac, dan toc, trinh do (chinh tri, hoc van, chuyén

mon nghi¢p vu).

Cau 63: Nhtmg treong hop nao lpf vién ban chap
hanh thoi tham gia ban chap hanh cong doan cac cap
va vncc bau bo sung uy viéen ban chap hanh cac cap khi

| khuyet" Thé thirc tién hanh nhu thé nao?

* Truwong hop dwong nhién théi tham gia bmc' clu'fp
hanh:

- Do uy chuyén cong tac ra khoi nganh, dia phucmg,

dé nghi, cong doan cap trén truc ticp co trach nhicm xem
xét va ra quyet dinh c6ng nhan. Ncu ¢6 khiéu nai vé bau

ctt, uy ban kiém tra cua cong doan cap trén truc tiep kiém
tra va bao cao ban thuong vu cong doan cung cap xem X6t
quyét dinh.

Truomg hop sau dai hot ncu phat hién thay co6 su vi
pham ve ticu chuan nguyén tic, thu tuc bau cir thi cong
doan cap trén ra vin ban huy két qua bau cu cua dai hoi
hodc cua ban chip hanh cap dudi, chi dao tién hanh bau ctr
lai; néu thay c6 mot hodc mot sO chuc danh d3 dugc bau
nhung khong dam bao nguyen tac hodc tiéu chuan quy
dinh thi cong doan cap trén cd quyen khong ¢ong nhan maot
hodc mdt sé chirc danh do (theo diém 8.5, Hudng dan thi

Trong thot han 15 ngay ké tr ngay nhan dugc van ban l

hanh Diéu 1é Cong doan Viét Nam).
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don vi dang tham gia ban chap hanh.

- Do nghi viéc theo quyét dinh hoac ¢6 thong bao nghi
cong tac de nghi huu hodc ¢6 quyét dinh thdi viéc cua cap

c6 tham quyén.
- Bi ky luat cach chic uy vién ban chap hanh. -.
- Bi chét hodc mat tich theo tuyén b cua toa an.
* Truong hop ban chip hanh cong doan phai xem

xét va lam thi tuc dé nghi cong doan cap trén quyét dinh
cho thoi tham gia ban clmp hanh:

- Uy vién ban chép hanh la can bd cong doan chuyén

trach chuyén cong tac khong con lam chuyén trach cong
doan.
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- Uy vién ban chap hanh cong doan co don tu nguycen
xin thoi tham gia ban chap hanh va dugc tap thé ban chap

hanh dong y.

Céc truong hop nay, ban chap hanh cong doan cing
cap phai xem x¢ét tip tuc hodc khong txcp tuc tham gia ban
chap hanh va lam van ban (co tan ligu, ho SO kem theo) dé
nghi cong doan cap trén xem Xxét dé co quyét dinh cho thoi

ban chap hanh cong doan.

Khi khuyet uy vién ban chap hanh & cap nao thi hoi
nghi dai biéu, hot nghi toan thé hodc hoi nghi ban chap

hanh cong doan cap d6 bau bd sung. S6 lugng uy vién ban
chap hanh khuyét can bau bo sung trong nhi¢m ky dai hoi
khong vuot qua mot phan ba (1/3) sO lugng uy vién ban

chap hanh do dai hoi quyét dinh.

 Thé thirc tién hanh tién hanh bau bé sung gci';m'

+ Cdng van dé nghi, trong d6 bao cao rd so lugng uy

vién ban chap hanh do dai hoi nhiém ky quyét dinh, sO
lugng uy vién ban chap hanh khuyét, danh sach cu thé, Iy

do, so6 lugng uy vién ban chap hanh dé nghj bo sung, quy
trinh gioi thiéu nhén sy da tién hanh, nhan sy cu thé dugc

gidi thi€u bau bo sung.
.+ Danh sach trich ngang va so yéu ly lich nhan sy dugc

gicri thi€éu bau bo sung.
‘Sau khi dugc cong doan cip trén tryc tlcp dong v
(bing van ban) viéc bau bo sung uy vién ban chap hanh do

- hdi nghi ban chap hanh hoac hoi nghi dai biéu, hoi nghi
toan thé cong doan cap do tién hanh theo ding nguyén tac,
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thé 1¢ bau cir nhu bau ban chap hanh. Két qua bau cir phai
duge ban chap hanh bao cao (bang van ban kem theo bién

ban bau ctt) Ién cong doan cap trén truc tiép dé lam co so
ra quyct dinh ¢dng nhan.

Liru y: Khi bao cao xin y kién cong doan cap trén tryc
ticp vé vice bau bo sung uy vién BCH, truong hop nhén sy
da ro rang, co thé xin y kién dong thoi ca s lugng va nhan

su cu thé. Truong hop chua chuan bi dugce nhan sy, c6 thé
xin y kién thanh 2 budc:

Buée 1: Xin y kién vé so lugng uy vién ban chap hanh
dé nghi bau bo sung;

Biroc 2: Sau khi cap trén dong y vé sb luc;mg thi tién
hanh quy trinh gio thlcu nhan sy va bdo céo xin y kién
cong doan cap trén vé nhan su cu thé da chuan bi. Néu
nhan sy dugc gioi thigu li€n quan dén phén cap quan ly

can bd cua cap uy, phai xin y kién clia cap uy trudc khi
trinh 1¢n cong doan cap trcn

Cau 64: So lugng uy vien ban chap hanh hi¢n ¢6 va
so lwgng uy vién ban- chap hanh méi bé sung virgt qua

s6 lwong uy vién ban chap hanh ma dai hji da quyét
dinh co dwgc khong?

Dugc, néu du hai diéu kién sau:
- S6 Iuong uy vién ban chap hanh hién c6 va s6 lugng

iy vién ban chap hanh médi b sung khong vugt qual0%

so voi quy dinh ciia Doan Chu tich Téng Lién doan Lao
dong Vict Nam.

- Phai dugc sy dong y cia cong doan cap trén truc tiép.
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Cau 65: Khi mgt uy vién ban chap hanh tu ng‘uy‘é‘.n.
xin th6i tham gia ban chap hanh cong doan thi gial
quyét nhur thé nao? | | |

Vi ly do nao do, mdt uy vién ban chap him? cong doan
khong co diéu kién tiép tuc tham gia' hoat dqng cua b:;n
chip hanh c6 don ty nguyén Xin thol tl:amﬂ~ gla ba‘n Chf’}’
hanh cong doan, truong hop nay Dicu I¢ Conﬂg dctahn Vit
Nam va Huong dan thi hanh Diéu 1¢ (;6ng doan V,'F_t Nal}‘l
chua co quy dinh cu thé, nhung ¢o th¢ van dung gial quycl
nhur sau: |

Ban thuong vu hodc chu tich (doi véi noi khong c6 ban
thuong vu) trinh hoi nght ban chap hanh ?oFgannﬂ cung
cép don xin thoi tham gia ban chap hén;h va yhklcn cua bm}
thuong vu, ban chap hanh xem xét, chap 1l}uanr. Neu dmgn,
ban chap hanh théng qua, ban thuong vu bfao cao bang van
ban 1én cOng doan cap trén tryc ticp xem x¢t chuan'y.

‘Cau 66: Vily do nao do, da qua thoi gian h?at d(‘}ng
ctia ban chdp hanh cong doan lam th(‘)’i‘(12 thang),‘m:
khong td chirc duge dai hi, thi giai quyf:t nhu the nao:

Tai diém 4.3, Huong dan thi hanh Dicu 1¢ Cong doan
Viét Nam quy dinh:

o

- Giai th¢ ban chap hanh lam thoi ci, chi dinh ban

chap hanh lam thoi mai.

Ciu 67: Ban nir ¢cdng ciac cap cong doan do ai
ra quyét dinh thanh 1ap? So lwong thanh vién, co
cau ban nir cong cap trén co s¢ géom nhirng thanh
phan nao?

Ban nir cong cap co s va cip trén tryc tiép co so la
ban nir cong quén ching, do ban chap hanh cong doan
cung cap quyé€t dinh thanh 1ap va chi dinh thanh vién
trong ban nit c¢ong. Ban chiap hanh cong doan cap doé
phan cong mot nir uy vién thudng vu hodc uy vién ban
chap hanh phu trach cong tac nit cong, hoic truc tiép
lam trudng ban nir céng (doi vai cong doan co s& c¢o
dudi 10 nir doan vién thi phan cong mot dong chi trong
ban chap hanh phu trach cong tac nir cong, khong thanh
ldp ban nir céng quan ching). o

SO lugng thanh vién ban nit cong quan ‘c_himg cac
cap cong doan khong qua 7 ngudi. Co ciu ban nir
cOng quan chiing cap trén co sé gom dai dién cac ban
nir cong cip co so va can bg cong doan (nir) chuyén
trach cﬁp trén co s¢ (theo quy dinh tai diém 19.1,

Muc 19, Phan IV, Huéng dan thi hanh Diéu 1é Céong
Thoi gian hoat dong cua ban chap him.h cong doég doan Vi¢t Nam). -
lam thoi khong qua 12 thang. Néu qua thot han .c:hua to |
chirc dugc dai hoi thi cong doan cap trén trirc ticp xem
xét quyét dinh:

- Cho kéo dai thém khong qua 6 thang.

Cau 68: Cac tai liéu dai hoi dwge luu triv thé nao?
Cac tai li¢u dai héi bao gom:

- Cac ta1 héu, van ban lién quan dén qua trinh chuan

bl dai hoi;
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- Céc tai liéu, van ban lién quan dén qua trinh tifn PHAN PHU LUC
hanh dai hoi nhu: hd so dai biéu, béo cdo cua ban thim -
tra tu cach dai biéu, ho S"h“ii“ su dal hf’f’ }fa"ab;aoi Pl PHY LUC 1: Miu tham Khio vé Chwong trinh didu
Y tri ja ban chap han oa trudc trinh ra dai nhot, : L As oy A . & N
L?eglﬁgncél; hoi bién bin biu cir, phiéu bu ctr (da dugc L’;';g_)d@' not (dung cho dai hoi cong doan cap trén
+ 5 ' ’ L kid 6 ai liéu vé bo ' |
niém phong ngay sau khi kim phiéu), tar lic o N
SHiS, 65 iéu 18, nghi quyétcia i * DAI qu{ggﬁg :)?)TNH — LAN
Sau dai hoi, cac tai liéu trén phai dugc sap xép, phan Al HO THU' .........................
o ‘ ] -~ ’ . . A - téC Vflll ---------
loai, ndp vao luru trir theo ding quy dinh vé cong | o |
th?r, luuptri':'r ctia td chuc coéng doan (ban hanh kem ﬂ\'leO Ngay.l/..../QO... ceeed o..../20... (thOigian 1,5 ng:iy)
Quyét dll’lh Sé 1406/QD-TLB va 1497/QD:TLD& CuUng Thoti N&i d‘.un o Ngudi gidi Ngwdi
ngay 23/6/2005 ciia Doan Chu tich Tong Lién doan Lao | gian ) o1 cu g | thigu | thyc hi¢n
dong Vi€t Nam). Ngay..../..../20.... (ngay lam vi¢c thir nhit) |
PHAN DIEU HANH CUA BAN TO CHUC DAI HOI
7h30- | Don tiép dai bida, Ban t5 Doi van |
8h00 | védn ngh¢ chao mimg chuc PH nghé
(néu co) |
- Chao ¢o |
- Tuyén bo ly do, gioi
thiéu dai biéu
- Bau Poan Chu tich, ‘ |
8h00- { Thu ky daj hdi Ban td
8h30 | - Bau Ban t_hém tra tu chuc DH
cach dai biéu (DHPB)
| - Méi Doan chu tich, a
Thu ky 1én lam viéc;
moi | |
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T Ban thim tra TCDB 1én |
nhdn tai liéu vé dai
biéu.
r__I-’HAN BIEU HANH CUA DOAN CHU TICH DAI HQI
_r8};30'; - Dién van khai mac Eong ck\l;an Déng chi
Dai hol odlg Lé Van A
11h30 D
- Thong qua Chuong r Dﬁl:lg chi
trinh DH va Quy ché Hoang
bH Van D
- Pai dién BCH cong
d:)fm klléa ...... ?ao Ca0 | ya ng chi D3 ngﬁchi
tong kelihoat c??ng .. Hoang Van | Nguyén
cong doan Nhicm lfy D Vin B
qua va phuong huong
Nhiém ky tot
- Dai dié,n BCH (?6ng' Dong chi Dong chi
doan k}_lpa....:. Bao cao Nguyén TrAn Van
kiém dl‘énm CLEa BCH Van B C
CD Nhiém Ky...
Giai lao.....phuf
4 2 A Df’in chi
-Bao cao két qua ‘thﬁm bong chi truﬁrﬁg ban
tra tu cach dai bieu Tran Van ham tra
(bHDB) C TCDB
_Thao lun va biéu * Déng:chi
quyét tu cach dai bi€u Nguyén
Van B
70
|- Dai biéu thao luan,
thong qua dé an nhan
: ¥ . Df‘m chi A ,
- Ung cir, dé cir nhan Nguﬁén D?ng_ch1
su BCH Féng d?;én | Van B Leé Van A
| khoa mai: dai biéu du
dai hoi (hoi nghi) cong
doan cép trén
- Thfo luan, cPét (?iéu D/ec Lé
quyét) danh sach bau Van A
cu i
- B4u ban bau cir Déng chi Ding C{‘li
. 7 Tran Vian
Lé Van A
C
| Giai lao (chuan bi phzeu bdu cir)
15h00 | - Ban bau cir tb chirc Dong__chl Ban bau
| 6h00- bau cur Nguyén cu
Vin B
- D.ai hoi tiép tuc thao D/c Chu
ludn cac bao cao Manh D
| - Cong bd két quabau | D/cChu | Truong
cur Manh D ban bau cu
| -JBanuchép hanh cong
doan kh:z{a mol ra .mat Dor}g Chl, Dai dién
- Phat biéu cua dai | Hoang Van BCH méi
| dién BCH cong doan | D
khoa mon
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- Dai héi thao luan Bo | ’
cao tong két nhi¢m ky Déng chi Déng chi
qua; phuong huong Nguyén Chu Manh
nhiémrkjf to1 va Béo Vin B B ‘
cao ki¢m diém cua
BCH
11 1311%%- Nghi trua
- Dai hoi tlcp tuc thao | |
ludn bao cao tong két Déng chi
13h30- | nhi¢m ky qua; phuong Chu Manh
15h00 | huéng nhiém ky 16i va 5
Bao cao ki€m diém
cua BCH
- Phat bicu cua dai -Dai diégn |
dién cap uy; \ ., | cap uy L
- Phat biéu cua lanh goﬁg;ﬂhl -Lanh dao
dao chuyén mén; VgnyB C.moén
- Phat biéu cua cong -CD cap
doan cép trén. [ trén
- Tiép thu va dap tir
phat biéu cua cac dong | ) :
chi lanh dao Dang, E;I:/gaih;
chuyen mon, cong o
doan cap trén |
- Trinh bay Dé 4n nhan
su BCH CD khoa ma, Déng chi Pong chi
nhan su dai biéu du dai L& Van A Nguyén
hd1 (hor nghi) cong Vin B
doan cap trén. ]
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- Coéng bd Quyét dinh | | ]
cx.}a Doan chu tich bH D 611 o chi
vé viéc chi dinh tricu Hoang
tap vicn ky hop thu Van D
nhat BCH cong doan .
khoa mm | -
16h00- | - Tom tat két qua ngay s :
16h30 | lam viéc thir nhat; két gzgﬁgd\l;an Dong chi
thic ngay lam Vlec thir D Le V{m A
nhat ;
| N;,‘ay..../...'./20 . (ngay lam vi¢c thar 2)
- Thong bao kct -qua ky
| hop thir nhdt BCH Déne chi
Th30- cong, doan khda mon ChugManh Déhg chi
- 8h00 | (néu d3 th BCH) B ‘ Lé Vin A
- Tém 1at Chuo*ng trinh o
lam viéc ngay’Ier hai
- Thao {uan tham gla | Dén chi
8h00- | vao van kle_:n' dai hoi DPong chi | Ho aﬁ
10h30 | cdng doari cAp trén LeVanA | .0 g
(n¢u co) | _ ) | |
- Thao luén, tham gla y Déng chi Déng chi
kién bd sung, sira doi Hoéng Van Trin Vin
Diéu 1é CDVN (néu '
, D C
CO) X
Giai lao.....phut |
- Thao luan, thong qua D/c
mat sd chi tiéu chi yéu Nguyén
trong Nhiém ky tdi Vin B
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' .. CRAZ Y
- Béo cdo dy thao nghi | Pong chi ). 01y o PHU LUC 2: Mau so yéu ly lich.
quyét dai hoi | Nguyén Thu ky
Van B

han lan tha ' dng chi | .
-1 ]*{ao lu?n, thong qua | ggzgh/‘l:'u:h . Nam sinh:
o nghi quyct 0 | - Qué quan:

SO YEU LY LICH

- Ho va tén:

| _ ' — — - T'ru quan:
- Dién van bé mac Pong chi Déng chi - Dan tdc:
- | Chu Manh Lé Van A . - Thanh phan ban than:
1101*;130% _ D _ - Trinh d¢ gido duc phd thong:
- Chao Co két thuc Dong chi - Trinh d§ chuyén mon, ky thuét, nghiép vu:
" Lé Van A - Trinh d0 chinh tri:

- Nam tham gia cach mang:

- Nam tuyén dung (vao lam viéc tai co quan, don vi,
doanh nhi€p):

- Ngay vao Dang Cong san Viét Nam: chinh thirc:

Tom tat nhirng cong tac chinh

lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll

lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll

- KRen thuOng: ..o e
- Ky UL e

Xac nhan cua co s¢ noi cong tac
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—— oL e e A _—1_——_ _l

PHd LUC 3: Miu phiéu bau cir PHU LUC 4: Cac méau Bién ban kiém phiéu.

PAI HOI CONG DOAN DAL HQI CONG DOAN . CONG HOA XA HOI CHU NGHIA VIET NAM
e ‘Déc 13p - Ty do - Hanh phiic

(Dau BCHCD)

llllllllllllllllllllllll

¢(Dau BCHCD)

; . _ BIEN BAN KIEM PHIEU
PHIEU BAU CU Bau cir Ban Chap hanh Cong doan............... khoa..........

Chirc vu va don vi cong tac doan................. bau vao Ban bau cir dé t6 chirc bau cu
——————— 1  Ban Chap hanh Cong doan ...... eeeerrae————— khoa...............

gom:

- Pong chi...... Tn[éng ban va.................... uj’/ vién (O
danh sach kém theo). . '

| Ban bau cir da thu‘c Bl(:n day du nhlem vu cua mmh
. | . vanhat tri lap bién ban nhu sau:

| L - Tong so dai biéu chmh thirc dugc trigu tap vé dy
I } l Dai hoi la....... dai biéu

- Tong s6 dai biéu chmh thirc ¢6 mat dy Dai hoi........
dai biéu '

- Dai héi da nhét tri danh sach biu cir gom..........
_ . | dong chi (c6 danh sach kém theo). Trong do:
' | S . - UNE Ceeeeeeeeeeee e, dong chi

76




“DECt.civieriiiiieieiiiirrininie dong chi DAI HOI CONG DOAN  (ONG HOA XA HOI CHU NGHIA VIET NAM
- Téng sb phiéu Ban bau cir phat ra......... phicu. jrree Doc lap - Ty do - Hanh phic
S . s \ . (Dau BCLICD)
- Tong s phiéu Ban bau cu thu ve........... phicu.
-S4 phiéu hop 1€, phiéu: | BIEN BAN KIEM PHIEU
- SO phleu khong hop 1€.......coooiiiiiiinn phicu. Bau Ban Thuong vu Céng doan................. khoa.......
- Ket qua kiém phi¢u nhu sau: (c6 danh sach kem
lheo) Chung to1 duoc h01 nghl toan thé BCH nhét tri cir
“Danh sach nhitng dong chi trung ctr vao BCH Cong vao Ban bau cir dé t chirc bau cur Ban Thuong vu Cong
doan...... khoa.......... O sO phxeu bau tir cao dén thap nhu doan.....: --------------- khoa............... gom:
sau: (cO danh sach kém theo). - Dong chi..... Trudng ban va............ uy vién. (co

Bién ban nay lap thanh hai ban luu vao ho so. tai li¢u danh sach kém thco).

cua Pai hoi. i
Lam tai......... hoi......gio........ ngay....thang....nam...... |

Ban bau cir da pho bién thé thure bau cir dé toan thé

hoi nghi bo phicu, viéc bau cir da tién hanh dung nguyén
lac va thé thire qui dinh.

Sau khi kiém phiéu Ban bau cir dd nhét tri [ap bién
ban kiém phleu nhtr sau:

Trwéng ban bau cwr

| - Tong s0 Uy vién ban chip hanh dugc tridu tap
- la dong chi.

- S6 uy vién ban chap hanh ¢é mat du hoi nghi........
dong chi.

- SO lugng uy vién Ban Thuong vu da duge h01 nghi
BCH quyét dinh la..... dong chi.

- Danh sach Gng cur va dé¢ cir dé bdu vao Ban

Thuong vu la....... dong chi (c6 danh sach kém theo).
- Téng s6 phiéu Ban bau ctr phatra......... phiéu.
8 | B .

- Tong sb phiéu Ban bau cir thu . phicu. DAI HQI CONG DOAN  (ONG HOA XA HOI CHU NGHIA VIET NAM
- S8 phiéu hop 8., phidu. s Dic I3p - Ty do - Hanh phic
- Sé phiéu khong hop 1&.....coorvreviennne. phiéu. (Dau BCHCD)

- Két qua kiém phiéu nhu sau: (c6 danh sach kem
theo). -

Danh sach nhirng dong chi trurig cur vao Ban Thuong
vu Cong doan...... khod...... co sd phiéu bau tIr cao dén

thﬁp nhu sau: (c6 danh sach kém theo).
Bién ban nay lap thanh hai ban luu vao ho so, tal licu
cua Ban Chap hanh...

Lam tal......... hoi......gi0........ ngay....thang....nam......

Trwong ban bau cu
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BIEN BAN KIEM PHIEU
Bau Chi tlch (hoac pho chii tich) Cong doan........
| khoa...

Ching t61 duogc h01 ngh: toan thé BCH nhat tri cu
vao Ban bau cir dé 16 _chuc bau cir chu tich (hoéc pho
chu tlch) Cong doan........... ..khoa............... gom: |

- Pong chi...... Truong ban Va...oooeene uy vién. (co
danh sach kem theo).

Ban bau cir da pho blen thé thue bau cir dé toan thé
ho1 nght bo phiéu, vigc bau ctr da tién hanh dung nguyen
tac va thé thirc qui dmh -

Sau khi k_lem phicu Ban bau cir da nhat tri 1dp bién
ban kiém phi€u nhu-sau:

- Tong s0 uy vién ban chap hanh dugc triéu tip
ja:........ dong chi.

- SO uy vién ban chap hanh ¢6 mat dyu hoi nghl ........
dong chi.

- Danh sach ing cir va dé cur dé béu.thrc danh Chu
tich (hodc pho chu tich) la....... dong chi, gom co:

6 - NECBVDH | 81




- :Féng s6 phiéu Ban bau ctt phat ra......... phicu. DAI HQI CONG POAN  (ONG HOA XA HOt CHU NGHIA VIET NAM

N Tf‘mg y phiéu Ban biu ot thu Vé........... phi Eu e RTIRe eranns Doc lap - Tw do - Hanh phuc
- S6 phidu hop 18 phiéu. (Dau BCHCD) -
- Sb phiéu khong hop 1é.....cccccvvrnnnnne. nhicu. BIEN BAN KIEM PHIEU
- - Két qua kiém phicu nhu sau: Bau Uy ban kiém tra Céng doan...............
TSP PP PP P PPPRPR khoa.........
D eeaerrerraar—aa—a——tet et etr b ——aaa et tas et e re ittt t s e e et e aa et aanaante s |
Cin cir két qua bau ctr, dong chi....covviirininn, . da ce Chdung to1 dugc ho‘r“gh‘ toan thé Ban Chdp hanh
trung cir Chu tich (hodc pho chu tich) Cong doan ...... ong coan.......... e lfhoa ------- nhat trf ¢t vao Ban bau cir
Khod..... iﬁ t? chuc bap ctr Uy ban kiém tra Cong doan...............
, o R o od......... , 20m:
Bién ban nay 1ap thanh hai ban luu vao hé so, tai licu 0 . , 1 o
ctia Ban Chép hanh... o E?ong chi........... Truong ban va... uy vién (c6 danh
o sach kem theo).
‘ ‘ g L Ban bau cu chung t6i da tien hanh kiém phiéu dtn
Lam tal......... hol...... glor._.._ ..... ngdy....thang...nam...... nguyén tic va nhat tri 13 ap bién ban nhu sau: S
Truéng ban biu cir - Tong sO Uy vién ban chap hanh dugc tl‘l¢ll tap
lar........ dong chi.
_ - SO uy vién ban chap hanh ¢6 mat dy hdi nghj
i la:........ dong chi.
; - S6 lugng uy vién Uy ban Kiém tra cia Cén
dt:)an...: ......... khoa.......... da dugc hdi nghi BCH quyét
dinh gém..... dong chi
t - Danh sach ung cir va dé cir dé biu vao Uy ban
kiém tra la......... dong chi (c6 danh sach kém theo).
- Tong sb phiéu Ban biu cir phatra......... phiéu.
l
82 | o .
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- Téng s6 phiéu Ban bau cir thu ve....... - phicu. DAI HOI CONG DOAN  CONG HOA XA HO! CHU NGHIA VIET NAM
- S6 phiéu hop I€. .o, SRR Phléu-, .............................. Djc lap - Tu do - Hanh phuc
- S6 phiéu Khong hop 1€.....oovevimnnneeer. phicu. (Dau BCHCD) |

- Két qua, s6 phiéu nhu sau: (c0 danh sach kém theo).

- Danh sach nhiing dong chi trang cu vao Uy ban
Klem tra Cong doan...... khoa..... co so phicu bau r ¢ao

dén thap nhu sau (cé danh sach kem theo).
Bién ban nay lap thanh hai ban luu vao ho so, tai licu

BlEN BAN KIEM PHIEU

Chung toi dugc hoi nghl toan thé Ban Chap hanh

ciia Ban Chap hanh... Cong doan...k........ khoa.......nhat tri cr vao Ban bau cur
dé 16 chuc bau cir Chy nhiém Uy ban kiém tra Cong
Lam tai......... hoi......gio........ngay....thang....nam...... dOAN . .cveveeeeeeereeeans khoa......... , 20m
- Dong chi............ Trudng ban va... iy vién (c6 danh
Trudng ban bau cir sach k¢m theo). o

Ban béu cur ching toi d4 tién hanh kiém phiéu dung
nguyén tac va nhat tri 1ap bién ban nhu sau:

- Tong sO Uy vién ban chap hanh dugc trleu tap'

la:........ dong chi.
- S6 uy vién ban chap hanh c6 mat du hoi nghi
la......... dong chi. _
- Danh sach g cir va dé ctr de bau cir Chii nhiém
Uy ban kiém tra la......... ddng chi, gom co:
L ettt et se s e
D e e e et e e e e e et e e e s s s e s e s eneaaas
- Tong s6 phiéu Ban bau ctr phat ra......... phiéu.

- Tong so phiéu Ban bdu cir thu vE........... phiéu.




- S6 phidu hop [&...cveceeiierneieeee. phiéu. PHU LUC 5: Miu trich ngang ly ljch.
- Sé phiéu khong hop 16......ooveveriienene. phicu.

> PR DANH SACH TRICH NGANG BAN CHAP HANH
- Két qua kiém phi€u nhu sau: ,

Chuc vu= Tnnh 80
1 ......................... stessrase s STT{Ho va tén!Nam sinh{va don vi {_)éng vien| N { Dan toc Chinh [ Gido duc P(M NV
2 e cerreeireeeseeeseennetarn e SUPUTUR eeeeeresererarranaaeeessiaes | cOng tac | | Phﬁmﬂ g
Cén cu két qua bau cu, dong Chi.ovieericiiine da
trang c Chu nhiém Uy ban kiém tra Cong doan......
khoa......
Bién ban nay lap thanh haj ban luu vao ho s, tai li¢u
cua Ban Chap hanh...
Lam tal......... hoi......gi0........ ngay....thang....nam......
l
“Truwéng ban bau cir
|
| | |
|
| |
| ! |
|
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’ I. NHUNG VAN DE CHUAN B] CHO DAI HQ1 - 12
MUC LUC Cau 10: Nhimg ¢an ctr xay dung ké hoach t6 churc dal
hoi cong doan la gi? | 12
Lbi gioi thicu 3 Cau 11: Co s¢ dé xac dinh muc tiéu, yéu cau dai hoi
I. NHUNG HIEU BIET CHUNG 5 cong doan céc cap? o 13
Cau 1: Pai hdi cong doan la gi? 5 Cau 12: C6 bao nhicu loal vdn ban cin chuan bi'cho
, dai hoi 13
Cau 2: Dai hoi cong doan cdc cap co nhiém vu gi” 5 |
Cau 13: Dé cuong bao cao clia ban chap hanh trinh dai
Cau 3: Hoi nghi toan thé, hoi nghi dai biéu dugc 10 hdi cin 4 cép dén nhimg ndi dun co ban nao? 14
chire trong truomg hop nao? Nhiém vu cua hd
nghi toan thé, hoi nghi dai biéu? 6 Cau 14: Chuén bi dai héi va td chirc dai h$i cong doan
la trach nhi¢m cud ai? Té chuc phin cong nhu
Cau 4: Thé nao la dal hoi (hdi nghi) toan thé? Dai hdi thé nao? _ 18
(ho1 nghi) dai bicu? 7 | S
,. 4 Cau 15: Dé chuan b1 cho dai hoi cong doan cap mmh
Cau 5: Nhi¢m ky dai ho;cong doan céc cap Woe Xac b phan gitp "viée can tham muu cho ban Lhap
dinh nhu thé nao? Co quan nao co6 quyén tri¢u hanh. ban thu orn}:, ay nhimg van dé gi? 91
tap dai hoi, hoi nghi cong doan? 8
) N o 1 e e Cau 16: Trach nhi¢m cua cong doan cap trén tryc tlep
Cau 6: HQI ngh cong c%oan khac voi dai hoi cong doan doi vai dai h01 cong doan cap dudi nhu thé nao? 22
& nhimg diém gi” 10
b Cau 17: Trach nhlcm c‘Ua cong doan trong viéc chu
Cau 7: Nhiém ky dai hoi khi cina ld(.h sap nhap va ‘;1 dong d& xuit vei céip iy Dang lanh dao dai hoi
- ¢O sy thay gim vé md hinh 16 chuc dugc tinh | cong dodn nhu thé nao? Su phdi hop gitra ban
nhur the ndo’ ' v chap hanh cong, doan va chinh quycn gom
Cau 8: Truomg hop nao thi duge kéo dai hodc rut ngan nhitng van dé gi? - 22
thoi gian cua nhi¢m ky dai hor? H Cau 18: Dé chuan bt da1 hot cong doan cap minh, ban
Cau 9- S lucmg, dai biéu tham du dai hm (hoi nghi) chap hanh can tién hanh nhimng cong vVIEC gl dé
toan thé, dai hoi (ho1 nghi) dai biéu, hdi nghi chi dgo cong doan cap dudi va xin y kicn cong
ban chdp hanh nhu thé nao mdi c6 gia tri? 12 doan cap trén? . 24

° - | ' 89
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Céu 39: Mt dai biéu di du dai héi nhung bj phit hi¢n va
két luan khong du tu cach thi don vj ¢6 dugc cir
thay thé bang mdt dai bi¢u dir khuyet khong?

Cau 40: Dai biéu du khuyét duoc thay thé trong nhimg
truong hop nao?

Cau 41: Ai la ngudi dugc quyén img cir, dé cir dé bau dai
bicu di dy dai hdi hodc hodi nghi cong doan cap

trén?
Cau 42: Ban bau cir do ai bau ra? Thé thic bau?

Cau 43: Ban bau cir dai hoi hoac hdi nghi c6 nhimg
nhiém vu gi?-

Cau 44: Al la ngum duogc quycn img cu vao ban chap
hanh céng doan cdc cap? Thé thirc img cir nhu
thé nao?

Cau 45: Al la ngum co quycn dé ctr vao ban chap hanh
cong doan cac cap? Néu nguoi duge dé cir khong
phai 13 dai biéu dai hdi thi trach nhiém cia nguot
gidn thi€u phat lam gi?

Cau 46: Cong viéc tmg cir, dé cir ngudi vao danh sich
bau ban chap -hanh céng doan nhiém ky moi
dugc tién hanh theo trinh ty nao?

Cau 47: Nguyen tac bau cir ban Chdp hanh cong doan cac
cap va viée thiét ké phiéu bau?

Céu 48: Phiéu bau nao dugce coi 1 hop 1€, khong hop 1¢?
Cau 49: Ngutn tring cur ban chap hanh cong doan phai

dam bao diéu kién nao?

92

47

47

47
48

48

49

50

50

51
52

Cau 50: Nhimg tinh hudng nao thudng xay ra trong bau
cu can xu ly?

Cau 51: Khi tién hanh bdu cur, dai bieu phat hién phiéu
bau in sai ho hodc tén dém cua mot nguoi trong

danh sach bau ban chép hanh d3 dugc thong qua.

thi xtr Iy nhu thé nao?

Cau 52: Néu da bau dén hai 1an ma van chua du sb luong

ban chép hanh do dai hdi quyét dinh thi xur ly nhu

thé nao?

Cau 53: Khi ndo dai hi cong doan co so du'qc bau chi

tich truc tiép tai dai hoi?

Cau 54: Trong qua trinh dai hoi, khi ndo ban chap hanh
cong doan khoa cii hét trach nhiém?

IV. NHUNG VAN PE SAU PAI HOI

Cau 55: Sau khi dai héi bau duqc ban chip hanh cong
doan khoa méi, cdng viéc uép theo 1a gi?

Cau 56: Phién hOp thir nhat cua ban chap hanh cong doan '

khoa méi dugc tién hanh nhu thé nao?

Cau 57: Chu tich va phé chu tich do ai bau ra? Hai chirc
danh nay bau chung mot phicu co dugc khong?

Cau 58: Co quan thudong truc (Doan Chu tich, ban
thudng vy) cta ban chap hanh cong doan cac cap"

do ai bau? S6 lugng uy vién ban thuong Vil do al
quyét dinh va trén co so quy dinh nao? |

Cau 59: Uy ban kiém tra do ai bau" S6 lugng uy vién uy

ban kiém tra do ai quyét dinh va trén co so quy.
dinh nao?

Céu 19: Chucmg trinh nghi sy cua dai hoi cong doan

gdm nhimg van dé gi?

Cau 20: Dé xay dyng dé an nhan sy ban chap hanh tai
dai hdi cong doan cac capi can dya vao nhirng

cdn cur nao?
Cau 21: Quy trinh chudn bj nhan su nhu thé nao?

Cau 22 Xéc dinh s6 luong, co cau ban chap hanh cong
" doan nhu thé nao? -

Cau 23 Can cur dé xay dyng ticu chuan uy vién ban
| chap hanh cong doan cac cap?

Cau 24 So lugng dai biéu dal hoi cong doan cac cap
. dugc quy dinh nhu thé nao?

Cau 25 Dai bleu chinh thirc cua dat hdi cong doan cac
cip gom nhimg thanh phin nao?

Cau 26: Dai biéu duoc bau di du dal ho1 cong doéﬁn cf.‘ip
trén can phai dam bao nhimg ti€éu chuan va
. diéu kién gi?

Cau 27: Nhu'n;, noi dugc hai cong doan cap trén (truc

tlcp chi dao va phoi hop chi dao) phin bo dai
. biéu di du dai-hdi thi bau dai biéu di du nhu thé

. nao?

111. QUY TRINII VA NHUNG TINH HUONG
THUUNG XAY RA TRONG DAI HOI

Cau 28: Ngoal chuong trinh nghj sy chung cua dai hoi
. ¢Ong doan, can phat thiét ké chuong trinh diéu

hanh cua Poan chu tich dai hoi nhu thé nao?
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25

26

27

32

33

34

35

35

36

37

37

Cau 29: Cach trang tri dai hdi (th nghi) cong doan tai

hoi truomg nhu thé nao? Tiéu dé cua dai hdi

(h¢1 nght) cong doan cac cap?

Cau 30: Doan chu tich, doan thu ky dai hoi do ai bau
ra? Th¢ thic bau nhu the nao

Cau 31: DBoan chu tich dai hd1 ¢6 quycn han, nhiém vy
gi? Nhiém vy cua doan thu ky dai h$1?

Cau 32: Pai biéu moi c6 dugc.tham gia doan chu tich
dai hdt khong? :

Cau 33: Tai.sao phai co bdo cdo tham tra tu cach dai
biéu frong dai hoi cong doan cac cap? Noi dung

bdo cdo tham tra tu-cach dai bicu 1a gi? Dai ho1
toan thé cé bau ban tham tra tu cach dai biéu

khong?

Cau 34: Ban thim tra ttr cach dal biéu do ai bau ra?
Thé thirc bau? - 5

Cau 35: Nhiém vu cua baﬁ "lfhﬁm tra tu cach dai biéu?

Cau 36: Nhing truong hop nao thugc tham quyén cua
ban chap hanh cép tei€u tap dai hoi dugc quyén
xem x6ét.quyét dinh tu cach dai biéu dy dai hoi?

Cau 37: Trong dai hoi néu phat hién co dai biéu bj ky
luat thi ai chiu trach nhiém xur ly nhu thé nao?

Cau 38: Viéc bau dai biéu dl dy dai ho1 cong doan cap
trén thuc hién theo nguyén tic nao? Co dugc bau
dai biéu dyr khuyct khong? ai la ngutn quyet dinh
sO luong dai bidu dy khuyét? Céach bau dai biéu
du khuyét?

37

38

39

40

41

43
44

45

435

53

535

55
56

56
56

56

57

59

59

60
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Ciu 60: Phé chu nhiém uy ban kiém tra do a bau? Viéc
bau ctr thyre hién theo nguyén tic nao? 61

Cau 61_. Sau khi bau ban chap hanh, ban thuong vy, chu
tich, phé chu tich, uy ban kiém tra, chu nhiém,

Cau 68: Cac tai li¢u dai hdi duwoc huu trix thé nao? 67

Phan phu luc

pho cht nhiém ty ban kiém tra can c6 diéu kién Phu luc 1. Mau tham khao vé chuong trinh diéu hanh

gi dé cdc co quan va cac chuc danh nay dam bao dai hoi 69

tinh hgp phap? 6l Phu luc 2. Mau So yéu ly lich 75

Cau 62: Nhimg can b, doan vién nao khong co cau vao Phu luc 3. Miu Phiéu biu cir 76
uy ban kiém tra cong doan? - 63 Ph: luc 4. Cac miu bign ban kil .
u luc 4, Cac mau bién ban kiém phié

Céu 63; Nhimg truong hgp ndo Uy vién ban chap hanh x : PR 7

Phu luc 5. Mau trich ngang ly lich | 87

thel tham gia ban chap hanh cong doan cac cap
va viéc bau bd sung uy vién ban chdp hanh cic

cap khi khuyét? Thé thirc tién hanh nhu thé nao? 63

Cau 64: S6 lugng uy vién ban chip hanh hi¢n c6 va s0
luong uy vién ban chap hanh méi bd sung vuot
qua so luqng uy vién ban chap hanh ma dai hoi
da quyét dinh c6 dugc khong? 65

Cau 65: Khi mot uy vién ban chdp hanh ty nguyén xin
| thoi tham gla ban chap hanh cong doan thi giai
quyét nhu thé nao? 66

Cau 66: Vi ly do nao d6, d3 qué thot gian hoat dong cla
‘ban chap hanh c¢6ng doan lam thoi (12 thang) ma
khong td chirc dugc dai hoi, thi giai quyét nhu

‘thé nao? 66

Cau 67: Ban nir cOng cac cap cong doan do ai ra quyet
‘dinh thanh lap" S6 lugng thanh vién, co céu
ban nit cong cap trén co s& gom nhimg thanh
phén nao? 67
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NHONG DIEU CAN BIET

vE DAI HOI CONG DOAN CAC CAP
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NHA XUAT BAN LAO DONG
175 Giang V& - Ha No1
Tel: (04) 38515380 - Fax: (04) 385153381
Email; nxblaodong@vnn.vn
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Chiu trach nhiém xudt ban:
LE HUY HOA |

Bién tdp: BAN KT-CT-CD
K7 thudt vi tinh: THU LEN
Sira banin:  KIM LIEN
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In 5.000 cudn, kho 13 x 19cm tai Cdng ty C6 phan In Cong doan Viét Nam,
167 Tay Sonm, Dong Pa, Ha Nji. S6 dang ky KHXB: 100-2011/CXB/
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12 nam 201 1. In xong va np luu chiéu thang 12 nam 201 1.
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