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QUY TRINH
KHEN THUONG VIEN CHUC, NGUOI LAO PONG

1. Muc dich, pham vi ap dung:

a) Muc dich: nham quy dinh trinh tu xét khen thudng doi voi can bg, vién
chtrc, ngudi lao dong cua nha truong.

' b) Pham vi ap dung: cac phong, khoa, trung tam truc thudc Truong Trung

cap nghé¢ Cam Lam.

2. Pinh nghia, tir viét tat:

a) Dinh nghia:

- Tbi dua la hqat dong co td chuce vdirsu tk}am gia tu nguyén cua ca nhan,
tap thé nham phan dau dat dugc thanh tich tot nhat.

- Khen thuong la viéc ghi nhan, biéu duong, ton vinh cong trang va
khuyén khich bang loi ich vat chat doi voi ca nhan, tép thé co thanh tich trong
cong tac.

- Danh hiéu thi dua la hinh thic ghi nhan, biéu duong, ton vinh cd nhan,
tap thé co6 thanh tich trong phong trao thi dua.

b) T viét tat:

DT-HC-KT Pao tao — Hanh chinh — K¢ todn
GDNN Gigo duc nghé nghiép

GDTX Gido duc thuong xuyen

HS HO so

KH Ké hoach

BM Biéu mau

DM Danh muc

Tb-KH Thi dua — Khen thuong
VCNLD Vién chuc, nguot lao dong

3. Lwu do: Xem trang 2



QUY TRINH KHEN THUONG VIEN CHUC, NGUOI LAO PONG
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4. Pic ta

Stt | Tén Noi dung B B0 phan/ | Kétqua | Han | Biéu mau
budc phan/ Nguwoi dat hoan
cong Nguoi phéi hop | duoc thanh
viéc thuc thue hién
hién
I |Lap ké[Xay dung ké | Phong Ké
hoach hoach bT-HC- hoach
KT
2 | Phé Trinh Hiéu | Hi¢u Sau
duyét truong  phé | truong trinh ky
duyét ké 01 ngay
hoach
3 | Hop xét, | T6 chirc | Bon vi Phong Bién Theo ké | BM.OL.KT
dé nghi | hop.binh  xét bT-HC- | ban, hoach
khen tai don vi. KT danh
thuong ' sach tap
thé, ca
nhan
cua tung
don vi
4 | Tong Pon vi gui két | Phong Danh Theo ke | BM.02.KT
hop qua hop xét| DT-HC- sach tap | hoach
danh cua minh KT thé, ca
sach dé nhan
nghi cua toan
khen truong
thuong
5 | Hop Hoi Hoi Phong Bién Theo ké | BM.O3.KT
dong dong DT-HC- | ban, hoach
Tb-KT Tb-KT | KT danh
sach tap
thé, ca
nhan
cua toan
truong
6 | Phé Trinh Hiéu | HOi Phong Quyét BM.04 KT
duyét tcuong  phé | dong DT-HC- | dinh
duyét, ban | TD-KT | KT
hanh  quyét
dinh
7 | Thong Phong Thong BM.0S. KT
béo  két DT-HC- béo
qua KT
§ | Luutri | Puaho so vao | Van thu Theo ké
. [uu trir h()ach




5. Cong cu, biéu mau

Stt Tén biéu miu Ky hiéu
I | Bién ban hop xét cua don vi BM.O1.KT
2 | Danh sich tong hop ctia phong DT-HC-KT | BM.02.KT
3 | Bién ban hop xét cuia Hoi dong TD-KT BM.03.KT
4 | Quyét dinh khen thuong BM.04.KT
5 | Thong bao két qua BM.05.KT




TRUONG TCN CAM LAM CONG HOA XA HOI CHU NGHIA VIET NAM
PHONG, KHOA.......unvvvneiiieiinannnnn Poc lap - Tu do - Hanh phic

BIEN BAN
Hop xét khen thudéng nam hoc 20... - 20...

Hom nay, vao luc 8h00” ngay ....thang ... nam 20.. , Phong (khoa)..........
thudc Truong Trung cap nghé Cam Lam da tién hanh xét th1 dua khen thuong giao
vién, nhan vién nam hoc 20... — 20...,

I. Thanh phan tham du:
- Chu tri:.
- Thu ky:.

Cung toan thé céan thanh vién can b, giao vién, nhan vién, thuoc phong
(khoa).

I1. Noi dung:

1.Ong ........... , chu tri thong qua ndi dung cudce hop.
2.00g oo thong qua ndi dung va cac van ban:
- Hudng dan danh gia, phan loai; thi dua, khen thuong.
- Danh sach dé nghi khen thudng can b, gido vién.

3. Tap thé phong (khoa) lang nghe y kién thao luan cua cac thanh vién hoi
ddng, can bo, gido vién du hop thong nhit danh sach khen thuong do6i véi hoc
sinh, can bd gido vién, nhan vién nhu sau:

Danh hiéu thi dua

Stt Ho va tén Chirc danh
nam hoc 20...- 20...

(S

4. Hinh thic dé nghi khen thuong: Gidy khen cua Hiéu truong nha truong,
kém theo tién thuong,

II1. Két lufn:
Ong .............. két luan:

Cudc hop két thac, bién ban duoc lap va thong qua lac 10h5 cliing ngay./.

Thu ky Chu tri




SO LAO PONG — TBXH KHANH HOA CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG TRUNG CAP NGHE Péc lap - Tu do - Hanh phic
CAM LAM

BANG TONG HOP PE NGHI KHEN THUONG
nam hoc 20... - 20..

Pon vi cong tac i
Stt Ho va tén Chirc danh| (Phong/khoa) Dé nghi khen thuong
I Tap thé
1
2
I1 Cé nhan

Cam Lam, ngay thang nam 20...
Nguoi lap HIEU TRUONG



S LAO PONG — TBXH KHANH HOA CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG TRUNG CAP NGHE Péc lap - Tw do - Hanh phuc
CAM LAM

BIEN BAN
Hop xét khen thwéong nam hoc 20... - 20...

Hom nay, vao lac 8h00* ngay .. thang .. ndam 20.., Hoi dong thi dua, khen
thuong Trudong Trung cap nghé Cam Lam da tién hanh xét thi dua khen thuong
gido vién, hoc sinh nam hoc 20.. - 20..,

I. Thanh phan tham du:

- Chu tri: Ong ..., Hiéu truong.

- Thu ky: Ong ...., Gido vién.

Cung toan thé can thanh vién Hoi dong, can bo, gido vién, nhan vién.
1L Néi dung: |

l. Ong ...., chu tri thong qua ndi dung cude hop.

2. Ong ...., Truong phong DT-HC-KT thong qua ndi dung va cac van ban:
- Hudng dan danh gia, phan loai; thi dua, khen thuong.

- Danh sach dé nghi khen thuong can bo, giao vién.

3. Hoi dong lang nghe y kién thao luén cua cac thanh vién hoi dong, can bo,
gido vién du hop thong nhat danh sach khen thuong do6i véi hoc sinh, can b giao
vién, nhan vién nhu sau:

Danh hiéu thi dua
nam hoc 20...- 20..

Stt Ho va tén Chirc danh

4. Hinh thirc khen thudng: Giay khen cua Hiéu truong nha truong, kém theo
tien thuong.

I11. Két luan:
Ong ...., Chu tich Hoi dong Thi dua — Khen thuong két luan:

. Bong y dé nghi khen thuong doi voi hoc sinh, can bg, gido vién, nhan
vién trong nam hoc 20... — 20... d6i vdi cac truong hop trén.

2. Giao phong Dao tao — Hanh chinh — Ké toan phéi hop thuc hién khen
thuong theo quy dinh cua phap luat hién hanh.

Cudc hop két thac, bién ban duoc 1ap va thong qua luc 10h5 ciing ngay./.

Thu ky Chii tri



SO LAO DONG — TBXH KHANH HOA CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG TRUNG CAP NGHE Poc lap - Tu do - Hanh phuc
CAM LAM
S6: /QD-TCNCL Cam Lam, ngay  thang ndam 20...
QUYET PINH

Vé viéc khen thuéng tap thé, ca nhan hoan thanh xuat siac nhiém vu
nam hoc 20... - 20...

HIEU TRUONG TRUONG TRUNG CAP NGHE CAM LAM

Can cu Ouyet dinh s6 3141/QD UBND, ngay 03/1 2/2009 ciia UBND tinh
Khdnh Hoa vé viéc thanh lap Truong Trung cdp nghé Cam Lam;

Can cu Quyet dinh s6 3127/0D-UBND, ngay 06/12/2010 cua UBND tinh
Khdanh Hoa vé viéc phé duyét Diéu 1é truong Trung cdp nghé Cam Ldam;

Can cir Quyét dinh s6 2031/QOD-SLDTBXH ngay 06/9/2017 cua So Lao
dong — Thuong binh va Xa hoi ve vigc cong nhdn danh hiéu “Lao dong tién
tien’ nam hoc 20... — 20...;

Can cwr Bién ban cuoc hop cua Hoi déng thi dua, khen thuong, ky ludt
ngav o

Xét dé nghz cua Hoi dong thi dua, khen thuong, ky /uat

QUYET DPINH:

Diéu 1. Tang Gidy khen cua Hi¢u truong Truong Trung cap nghé Cam
Lam cho |1 ca nhan hoan thanh xuat sdac nhiém vu chuyén mon trong nam hoc
20.. = 20.. (Co danh sach dinh kem).

Diéu 2. Truong cac phong, khoa, b mon va ca nhan tai Diéu | chiu trach
nhiém thi hanh quyét dinh nay./.

Noi nhin: HIEU TRUONG
- Nhu Diéu 3;
-Luu: VT, BT-HC-KT.



DANH SACH CAN BO, GIAO VIEN PUQC TANG GIAY KHEN

CUA HIEU TRUONG TRUONG TRUNG CAP NGHE CAM LAM NAM HQC 20.. - 20..

(Kem theo Quyét dinhsé — /OP-TCN ngay

thang

nam 20.. cua Hiéu triwong Truong Trung cap nghé Cam Lam)

Stt

Ho va tén

Chire danh

Danh hiéu thi dua
nam hoc 20...- 20...

Ghi chu

o

9

10

11

Tong cong danh sdach co. ... nguoi.




SO LAO PONG — TBXH KHANH HOA CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG TRUNG CAP NGHE Poc lap - Tw do - Hanh phiic
CAM LAM
Sd:  /TB-TCNCL Cam Lam, ngay  thang  ndam 20...

THONG BAO -
Ket qua khen thuong tap theé, ca nhan hoan thanh xuat sac nhiém vu
nam hoc 20... — 20...

Truong Trung cép nghé Cam Lam fhéng bao két qua dé nghi khen thuéng nam
hoc 20... — 20...nhu sau:

Don vi cong tac

Stt - Ho va tén ‘Chirc danh| (Phong/khoa) | Hinh thirc khen thuéng
I | Tap thé

1

2 .

11 Ca nhan

HIEU TRUONG




