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QUY TRINH M3 hiéu: QT.NB.TCNV.08

UY BAN NHAN DAN

HUYEN PUC THO PANH GIA, XEP LOAI Lan ban hanh: 01

CONG CHUC, VIEN CHUC  "Ngay ban hanh: 20/4/2022

1. MUC PiCH

- Két qua danh gia, xép loai chat luong can bd, cong chirc, vién chirc va
nguoi lao dong 1a can ctr dé b tri, sir dung, dao tao, boi dudng, nang ngach hodc
thang hang chuc danh nghé nghi¢p, quy hoach, bd nhiém, bd nhiém lai, mién
nhiém, diéu dong, luan chuyén, biét phai, khen thudong, ky luat, danh gia va xép
loai chat lugng dang vién va thuc hién chinh sach khac ddi vai can bo, cong chuec,
vién chirc va lao dong hop dong.

- Panh gia, Xép loai chit luong can bd, cong chirc, vién chirc hang nam nhim
phat huy vai tro, trach nhiém cta nguoi ding dau trong cong tac lanh dao, quan 1y,
siét chat ky luat, ky cuong, chuan hoa va xiy dung phong cach lam viéc chuyén
nghiép; nang cao y thuc trach nhiém, tinh tu giac trong thuc thi cong vu cua céan bJg,
cong chirc, vién chirc, tao moi truong sang tao, ddi moi, phat trién, nang cao chét
luong, hi¢u qua hoat dong cua tirng co quan, don vi.

- Pbi voi can bd, bang vién: Banh gia, Xép loai chat lugng can bg, cong chur,
vién chirc hang nim 1a co s dé kiém diém, danh gia, xép loai chét lugng d6i véi t6
chirc dang, dang vién va tap thé, ca nhan can bo 1anh dao, quan Iy cac cap hang nim.

2. PHAM VI AP DUNG

Quy trinh nay thuc hi¢n théng nhét ddi véi can bo, cong chuc, vién chuc va
ngudi lao dong hop dong.

3. TAI LIEU VIEN DAN

- Nghi dinh s6 90/2020/ND-CP ngay 13/8/2020 ctia Chinh phu vé danh gia,
xép loai can bg, cong chirc, vién chirc.

- Vin ban s6 231/HD-SNV ngay 05/10/2020 ciia S& Noi vu vé danh gia, xép
loai chat lwgng can by, cong chirc,vién chuc va lao dong hop déng hé’mg nam.

- C4c vin ban huéng dan hang nim cua UBND huyén Puc Tho.
4. PINH NGHIA/VIET TAT

CBCCVC: Céan bg, cong chirc, vién chuc, nguoi lao dong

CQ: Co quan



UY BAN NI-[AN DAN
HUYEN PUC THQ

QUY TRINH

DANH GIA, XEP LOAI
CONG CHUC, VIEN CHUC

M3 hiéu: QT.NB.TCNV.08

LAn ban hanh: 01

Ngay ban hanh: 20/4/2022

5. NOI DUNG QUY TRINH

TT

Trinh tw

Tréach
nhiém

Thoi gian

Biéu
mau/keét
qua

Bl

CBCCVC ty danh gia, xép loai chat lugng:
CBCCVC lam bao cao ty danh gid, nhan
mirc xép loai két qua cong tac theo chirc
trach, nhiém vu dugc giao theo

CBCCVC

Thang 11

Mau sb 01,
02, 03

B2

Nhan xét, danh gid cong churc:

+ T6 chire cudce hop taj co quan, don vi noi
CBCCVC cong tac dé nhan xét, danh gia
doi véi timg CBCCVC.

+ Thanh phén tham du cudc hop bao gém
toan thé CBCCVC cua co quan, don vi
hodc toan thé cong chuc cua don vi ciu
thanh noi CBCCVC cong tac trong truong
hop co quan, to chitrc, don vi ¢6 don vi cau
thanh.

+ Truong hop CBCCVC 1a cap pho cia
nguoi dimg dau co quan, t6 chirc, don vi o
don vi cau thanh thi thanh phan bao gdom
tap thé lanh dao co quan, t6 chirc, don vi,
dai dién cdp uy ‘dang, cong doan, doan
thanh nién cung cap va nguoi dung dau cac
don vi cAu thanh.

+ CBCCVC trinh bay bdo céo tu danh gia
két qua cong tac tai cudc hop, cac thanh
vién tham du cudc hop dong gop ¥ kién, cac
¥ kién phai duoc ghi vao bién ban va thong
qua tai cudc hop.

Toan bo
CBCCVC
CQva
lanh dao
cAp trén

Thang 11

B3

Lay y kién nhan xét, danh gia cua cap uy
dang co quan, td chire, don vi noi
CBCCVC cong tac (d6i véi CBCCVC giit
churc vu)

Co quan
quan ly
CBCCVC

Théang 11

B4

Xem xét, quyét dinh danh gia, xép loai chat
luong CBCCVC:

- Nguoi dung d?lu CO quan, tf) chirc, don vi
co trach nhiém tong hop y kién nhan xét,
danh gia va tai liéu lién quan (néu co) va
quyét dinh danh gia, xep loai chat lugng doi
véi CBCCVC hodc cap pho cua don vi.
Riéng dbi v6i Truong hoic Phy tréch cac
phong; Trudng va cap pho cua don vi su

Nguoi
dung dau
Co quan
quan ly
CBCCVC

Théang 12
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QUY TRINH
DANH GIA, XEP LOAI
CONG CHUC, VIEN CHUC

nghiép don vi tong hop két qua cac budc trén
va gui phong Noi vu tong hop trinh Chu tich
UBND huyén quyét dinh.

Cép c6 thim quyén danh gia thong bao
bang van ban cho CBCCVC va thdng béo
cong khai trong co quan, td chuc, don vi
noi CBCCVC cong tac vé két qua danh gia,

B5 | NO1-BLAY c ke Cép c6 ,
x€p loai chat lugng; quyét dinh hinh thire thAm Théang 12
cong khai trong co quan, t6 churc, don vi quyén
noi CBCCVC cong tac, trong d6 wu ti€n 4p | quan Iy
dung hinh thtrc cong khai trén moi truong CBCCVC
dién ttr.
6. BIEU MAU
TT Mai hiéu Tén Biéu miu file
Miu s6 01 L w4
1. Phi€u danh gia, xep loai can bo MS01_phiudanhgiac
anbo.docx
X A L , ., A . A W/
9 Mau s6 02 Phiéu danh gid, xép loai cong Iﬂ
: ’ MS02_phieudanhgi
chu’c ongEI?u«l:eéJZ)?gog;ac
21 <A A , .,k . A wl
3 Mau s6 03 Phiéu danh gid, xép loai vién Iﬂ
) Chl:I'C MS03_phieudanhgia
vienchuc.docx
-2 , ., A b
4 Mau s6 0 Biéu TH BC KQ danh gia, xép 'ﬂ
' au so 5 loai CB CC MS05_tonghopcongc
< ’ huc.xlsx
- 2 , cs A b
5 Mau s6 06 Biéu TH BC KQ danh gia, xép 'ﬂ
| au so loai vién chirc MS05_tonghapvinc
d UC.XISX
7. HO SO LUU
TT | Tén Biéu miu
1. | Bién ban cudc hop nhan xét, danh gia CBCCVC cua cac cap cd tham quyén
2. | Phiéu danh gia, xép loai can b, cong chic, vién chirc
3. | Y kién nhén xét, danh gia cta cip ty noi cong tac (néu co)
4. | Biéu tong hop bao cao Két qua danh gid, xép loai CBCCVC
5 Két luan va théng bao bang vin ban vé két qua danh gia, xép loai chét

lugng can b, cong chirc, vién chic va lao dong hop dong cia cap c6 tham
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UY BAN NI-[AN DAN
HUYEN PUC THQ

quyén quan ly

6 Ho so giai quyét khiéu nai vé€ két qua danh gia, x&p loai chat luong céan bo,
" | cong chire, vién chic va lao dong hop dong (néu cd)

7. | Céc van ban khac lién quan (néu c6)

Chu y: Ho so dugc luu tai Phong chuyén mon va hd so CBCCVC, thoi gian luu 5
nam. Sau khi hét han, chuyén ho so xudng bo phan luu trit ctia co quan theo quy
dinh hién hanh.




QUY TRINH M3 hiéu: QT.NB.TCNV.08

UY BAN NHAN DAN

HUYEN PUC THO PANH GIA, XEP LOAI Lan ban hanh: 01

CONG CHUC, VIEN CHUC  "Ngay ban hanh: 20/4/2022

Mau 01

TEN CO QUAN, TO CONG HOA XA HOQI CHU NGHIA VIET NAM
CHUC, PON VI Poc lap - Tw do - Hanh phiic

Nam ...........
HO VA TRN: oo
Chirc vu, chirc danh: ..........ooooiiiiiiiie e
Co quan, t6 chure, don vi CONE tAC: . uiiiiiiieee et

I. KET QUA TU PANH GIA
1. Chinh tri tu tuong:

5. Két qua thyc hién chtrc trach, nhi¢ém vu dugc giao:

- Két qua hoat dong cua co quan, td chire, don vi duogc giao lanh dao, quan
ly, phu trach (xac dinh ré ndi dung coéng viéc thuc hién; ty 1& hoan thanh, chat
luong, tién do cong viéce):

IL. TY'NHAN XET, XEP LOAI CHAT LUQNG
1. Tu nhan xét vu, nhuoc diém:

(Hoan thanh xuét sic nhiém vu; hoan thanh tdt nhiém vu; hoan thanh nhiém
vu; khong hoan thanh nhi¢m vu).
...... , hgay....thang....nam....
NGUOI TU NHAN XET
(Ky, ghi ro ho tén)
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1L KET QUA PANH GIA, XEP LOAI CHAT LUQNG CAN BOQ (Phan
danh cho cap c6 tham quyén danh gia)
1. Nhan xét vu, khuyét diém:

(Hoan thanh xuét sic nhiém vy; hoan thanh tdt nhiém vy; hoan thanh nhiém
vu; khong hoan thanh nhiém vu).
3. Nhan dinh chiéu hudng, trién vong phat trién cia can bo:

..... , ngay....thang....nam....
DAI DIEN CAP CO THAM

QUYEN

(Ky tén, ghi ro ho tén)
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MAu s6 02

TEN CO QUAN, TO CONG HOA XA HOQI CHU NGHIA VIET NAM
CHUC, PON VI Péoc lap - Tw do - Hanh phiic

PHIEU PANH GIA, XEP LOAI CHAT LUQONG CONG CHUC
Nam ....ceeeenne
| Lo T2 TR £S5 o SO
CRhUC VU, CHUIC....ciiiiiiiiiiiiieiiiii s e e e e e e e s e e s s e e e e s e s eesseasbabaraaaae

I. KET QUA TU PANH GIA
1. Chinh tri tu tuong:

5. Két qua thuc hién chirc trach, nhjém vu du’gc giao (xac dinh rd ndi dung
cong viéc thuc hién; ty 1€ hoan thanh, chat lugng, tién do cong viéce):

6. Thai 6 phuc vu nhan din, doanh nghiép (d6i voi nhitng vi tri tiép xuc
truc ti€p hodc truc ti€p giai quyét cong viéc cuia nguoi dan va doanh nghiép):

PHAN DANH RIENG CHO CONG CHU'C LANH PAO, QUAN LY

7. K&t qua hoat dong cua co quan, td chirc, don vi dugc giao lanh dao, quép
1y, phu t;éch (xac dinh 10 ndi dung cong vi¢c thuc hién; ty 1€ hoan thanh, chat
luong, tién do cong viéce):

IL TU'NHAN XET, XEP LOAI CHAT LUQONG
1. Ty nhan xét uwu, khuyét diém:
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(Hoan thanh xuat sic nhiém vu; hoan thanh t6t nhiém vu; hoan thanh nhiém
vu; khong hoan thanh nhi¢m vu).
..... , ngay....thang....nam....
NGUOI TU NHAN XET
(Ky, ghi ro ho tén)

\Ill. Y KIEN NHAN XET, PANH GIA ,
(Phan danh cho ngudi ding dau don vi cau thanh (néu co))

..... , ngay....thang....nam....

NGUOI NHAN XET, PANH GIA
(Ky, ghi ro ho tén)

1vV. KET QUA PANH GIA, XEP LOAI CHAT LUQNG CONG
CHUC (Phan danh cho cap co tham quyén danh gia)
1. Nhan x¢ét vu, khuyét diém:

(Hoan thanh xuat sic nhiém vu; hoan thanh tot nhiém vu; hoan thanh nhiém
vu; khong hoan thanh nhiém vu).
3. Nhan dinh chiéu huong, trién vong phat trién cua can bo:
..... ,ngay....thang....nam....
NGUOI CO THAM QUYEN PANH
GIA
(Ky, ghi ro ho tén)
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MAu s6 03 ) ]
TEN CO QUAN, TO CONG HOA XA HOQI CHU NGHIA VIET NAM
CHUC, PON VI Péc 1ap - Tu do - Hanh phiic

|3 Lo T2 TR 1< o SO
Churc danh NZHE NGRIBP: ......ov.veeereereeee ettt
DOn VI CONG tAC: ..
I. KET QUA TU PANH GIA

1. Chinh tri tu tuong:

5. Két qua thuc hién chirc trach, nhiém vu duoc giao (xac dinh rd ndi dung
cong viéc thuc hién; ty 1€ hoan thanh, chat lugng, tién do cong viéce):

6. Thai d phyc vy nhan dan, doanh nghiép (d6i voi nhitng vi tri tiép xtic
truc tiép hodc truc tiép giai quyét cong viée ctia ngudi dan va doanh nghiép):

PHAN DANH RIENG CHO VIEN CHUC QUAN LY
7. Két qua hoat dong cua co quan, t6 chirc, don vi dugce giao quan 1y, phu

II. TU'NHAN XET, XEP LOAI CHAT LUQNG
1. Ty nhén xét uu, khuyét diém:

(Hoan thanh xuét sic nhiém vu; hoan thanh t&t nhiém vu; hoan thanh nhiém
vu; khong hoan thanh nhiém vu).
..... , ngay....thang....nam....
NGUOI TU NHAN XET

11
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1L Y KIEN NHAN XET, PANH GIA POI VOI CAP PHO CUA
NGUOI PUNG PAU PON VI SUNGHIEP CONG LAP

..... , ngay....thang....nam....

NGUOI NHAN XET, PANH GIA
(Ky, ghi ro ho tén)

1V.KET QUA PANH GIA, XEP LOAI CHAT LUQNG VIEN
CHUC (Phan danh cho cap co tham quyén danh gia)
1. Nhan xét vu, khuyét diém:

(Hoan thanh xuét sic nhiém vu; hoan thanh t5t nhiém vu; hoan thanh nhiém
vy; khong hoan thanh nhiém vu).
..... , ngay....thang....nam....
NGUOI CO THAM QUYEN PANH
GIA
(Ky, ghi ro ho tén)
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Méau 4

TEN CO QUAN, TO

CHUC,PON VI

Doc lap - Tu do - Hanh phic

Ha Tinh, ngay

thang  nam 2

BIEU TONG HQP BAO CAO KET QUA PANH GIA, XEP LOAI
CHAT LUQNG CAN BQ, CONG CHUC NAM 20..

CONG HOA XA HQI CHU NGHIA VIET NAM

0...

)
T

Pon vi

Tépg
sO
(nguoi)

Mikc dd xép loai chat lwong

Hoan thanh
xuat sac nhiém
vu

Hoan thanh tbt
nhiém vu

Khéng hoan
thanh nhiém
vu

Hoan thanh
nhiém vu

S6 Ty
luong 1é
(nguoi) | (%)

Sb Ty
luong 1é
(nguoi) | (%)

Sb Ty 1é
luong | (%)
(nguoi)

Sb Ty
luong 1é
(ngudi) | (%)

Ghi
cha

Cén b9, cong
chure trong co
quan hanh
chinh cap
tinh

Cén b9, cong
chtrc trong co
guan hanh
chinh cip
huyén

Cin bo cap
Xa

Cong  chirc

cap xa

Hop dong 68

Ngudi lap biéu

THU TRUONG CO QUAN, PON VI
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Mau 5

TEN CO QUAN, TO

CHUC,PON VI

Doc lap - Tw do - Hanh phic

Ha Tinh, ngay

thang

BIEU TONG HQP BAO CAO KET QUA DANH GIA, XEP LOAI
CHAT LUQNG VIEN CHUC NAM 20..

CONG HOA XA HOI CHU NGHIA VIET NAM

nam 20...

Sé
TT

Pon vi

Tér}g
sO
(nguoi)

Mikc d§ xép loai chat lwong

vu

Hoan thanh
xuat sac nhiém

Hoan thanh t6t
nhiém vu

Hoan thanh
nhiém vu

Khéng hoan
thanh nhiém

vu

So
lugng
(nguoi)

Ty
1
(%)

So
lugng
(nguoi)

Ty
1é
(%)

So
lugng
(nguoi)

Ty
1é
(%)

So
lugng
(nguoi)

Ty
1e
(%)

Ghi
chu

Vién chuc
trong cac don
vi su nghi¢p
cong lap thude
UBND tinh

Vién chuc
trong cac don
vi sy nghiép
cong lap thude
sO, ban, nganh
cap tinh

Vién chuce
trong cac don
vi sy nghiép
cong lap thude
UBND  cac
huyén, thanh
pho, thi xa

Vien chure
trong cdc don
vi sw nghiép
cong lap

Vién chirc
trong cdc don
vi sw nghiép
giao duc va
dao tao

Hop dong 68

Ngudi lap biéu

THU TRUONG CO QUAN, PON VI
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