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

SO CONG THUONG Poc lap - Tw do - Hanh phuc
S6:138 /QD-SCT Ha Tinh, ngay17 thang 11 nam 2020
QUYET PINH

Ban hanh Quy ché danh gia, xép loai hang thang déi véi can b,
cdng chirc, vién chirc va hop dong lao dong thugc Sé' Cong Thuwong

GIAM POC SO CONG THUONG

Can cur Lugt Can bg, céng chizc nam 2008 va Lugt Vién chizc nam 2010;

Can cir Nghj dinh s6 90/ND-CP ngay 13/8/2020 cua Chinh phui vé ddanh
gi&, xép logi chdt lirong cén bg, cong chiic, vién chic;

Can cir Quyét dinh so 09/2020/0D-UBND ngay 01/4/2020 ciia UBND tinh
Ha Tinh vé viéc ban hanh quy dinh chite ndng, nhiém v, quyén han va té chirc bg
may cua So Cong Thuong;

Can cir Quyét dinh sé 106/0P-SCT ngay 09/9/2020 ciia Gidm doc S¢ Cong
Thirong ban hanh Quy ché Thi dua, Khen thurong cua S¢ Cong Thurong;

Xét @é nghi ciia Chanh Vin phong S6.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh ndy Quy ché danh gia, xép loai
hang thang d6i véi can bo, cong chic, vién chic, hop dong lao dong thudoc So
Cong Thuong.

Piéu 2. Quyét dinh ndy c6 hiéu luc ké tir ngay ky va thay thé Quyét dinh
s6 91/QD-SCT ngay 28/6/2019 cua Giam déc So Cong Thuong.

Chéanh Vin phong S6, Truéng cac phong chuyén mon; Giam doc Trung
tam Khuyén cong va XTTM; can bo, cong chic, vién chic va hop dong lao
dong thudc S& Cong Thuong chiu trach nhiém thi hanh Quyét dinh nay./.
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Ky boi S¢ Cong thuong (M)
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D TINH HA TINH CONG HOA XA HOI CHU NGHIA VIET NAM
SO CONG THUONG DPéc 1ap - Tw do - Hanh phc

QUY CHE
Panh gia, xép loai hang thang ddi véi can b, cong chiic,
vién chiic va hop ddng lao dong thudc Sé' Cong Thwong
(Ban hanh kém theo Quyét dinh s6138 /OP-SCT ngay / 11/ 2020
ciia Gidm doc S Cong Thwong)

Chuong 1
QUY PINH CHUNG

Picu 1. Poi twong ap dung

Quy che nay quy dinh nguyén tac, tiéu chi, thim quyén, trinh ty, thi tuc
danh gia, xép loai chat lugng dbi v6i can bo, cong chirc, vién chirc va hop dong
lao dong (theo Nghi dinh s6 68/2000/ND-CP ngay 17/11/2000 cua Chinh phu)
thugc So Cong Thuong.

Piéu 2. Muc dich, yéu cau cia viée danh gia xép loai hang thang
1. Muyc dich

- Panh gia, xép loai hang thang ddi voi can bd cong chirc, vién chirc, lao
dong hop dong (sau day viét tat la CBCCVC&LD) 1a cin ctr dé binh xét khen
thudng hang nam; 13 can ctr cho viéc xac dinh muac chi thu nhap ting thém hang
nam theo Quy ché chi tiéu nodi bo; 1a co sé cho cbng tac bd nhiém, mién nhiém,
bé tri, quy hoach, dao tao, bdi dudng, sap xép kién toan doi ngii cong chirc, vién
chuc; tao dong luc cho CBCCVC&LD phan dau hoan thanh xuat sic nhiém vy
duogc giao, gop phan hoan thanh tét nhiém vu chung cia So Cong Thuong.

- Panh gia, xép loai hang thang d6i voi CBCCVC&LD nham phat huy vai
tro, trach nhiém cua nguoi dimg dau trong cong tac lanh dao, quan ly, xiét chat
ky luat, ky cuong, chuan hoa va x@y dung phong cach lam viéc chuyén nghiép;
nang cao y thirc trdch nhiém, tinh than tu giac trong thuc hién nhiém vu.

2. Yéu cau

- Khi nhan xét, danh gia két qua cong viéc cuia CBCCVC&LD phai can
cu vao chic trach va nhiém vu duge giao doi vei tung ca nhan; phai danh gia
duoc hiéu qua, chat luong, tién do; y thuc to chirc, ky luat va tinh than trach
nhiém trong viéc thuc hién nhiém vu dugc giao.

- Phai cin cir vao két qua thyc hién nhiém vy cua tap thé dé danh gia mic
d6 hoan thanh nhiém vu cua nguoi dung dau.



Piéu 3. Nguyén tic danh gia

- Bao dam nguyén tic tip trung dan chu, khach quan, cong bang, chinh
xac; khong ne nang, tru dap, thién vi, hinh thirc; bao ddm ding trinh tu quy dinh
va tham quyén quan 1y, danh gia CBCCVC&LD.

- Viéc danh gia, xép loai chat luong phai can ¢ vao chuc trach, nhiém vu
duoc giao va két qua thyuc hién nhiém vy, thé hién thdng qua cdng viéc, san pham
cu thé; ddi véi can b, cong chic, vién chirc 1anh dao, quan ly phai gan voi két
qua thuc hién nhiém vu cta phong, co quan, don vi dugc giao quan ly, phu trach.

- Truong hop CBCCVC&LD khdng hoan thanh nhiém vu do yéu to khach
quan, bat kha khang thi dugc xem xét trong qua trinh danh gia, xép loai.

- Két qua danh gia, Xep loai CBCCVC&LD theo quy dinh tai huong dan
nay duoc str dung 1am co so dé danh gid, xép loai cudi nam.

Piéu 4. Ciin cir danh gia, xép loai lao dong hang thang
Viéc danh gia, xép loai lao dong ddi véi CBCCVC&LP phai cin cit vao:
1. Chtrc nang, nhiém vu cua phong chuyén mon, don vi.

2. Y thiic t6 chirc, ky luat; viéc chap hanh noi quy, quy ché, quy dinh cia
phap luat trong viéc thuc hién churc trach, nhi€ém vu dugc giao; viéc tu dudng,
rén luyén vé chinh tri, tu tudng, dao dtrc, 16 séng, van hoéa giao tiép, tac phong,
1 16i 1am viéc cia CBCCVC&LD.

3. Két qua thyc hién nhi¢m vu cia CBCCVC&LD theo ké hoach cong tac
va nhiém vu duoc giao.

4. Két qua theo doi, danh gia cua lanh dao, quan ly truc tiép; y kién phan
anh cua céc ca nhan, tap thé doi voi CBCCVC&LD trong thuc hién nhiém vu.

Piéu 5. Tham quyén danh gia, xép loai

1. Tap thé 1anh dao S&: Panh gia tirng ca nhan Lanh dao S¢ va Trudng,
Pho cac phong, Lanh dao Trung tam.

2. Tap thé lanh dao phong chuyén mon, Van phong, Thanh tra s¢: Banh
gia cong chuc (ké ca cong chue l1anh dao, quan ly) va hop dong lao dong cua
phong, don vi minh phu trach.

3. Tap thé lanh dao Trung tam Khuyén céng va XTTM: Banh gia tung ca
nhan lanh dao Trung tam va Trusng, Pho cac phong chuyén mon, cac vién chuc
va hop dong lao dong cua Trung tam.

Chuong II
TIEU CHI VA QUY TRINH THUC HIEN PANH GIA, XEP LOAL

Piéu 6. Tiéu chi danh gia, xép loai
1. Viéc danh gia theo thang diém 100, v&i cac tiéu chi danh gia sau:



4

- Y thuc t6 chie ky luat; thuc hién ndi quy, quy ché; tinh than doan ket,
xay dung don vi, tinh than phoi hop cong tac; tham gia cac hoat dong doan the:
To61 da 20 diém.

- Két qua thuc hién,ChI’IC tréch, nhiém vy, mac do hoan thanh cdng viéc
duoc giao (khoi luong, chat lugng, tién do thoi gian...): Toi da 70 diém.

- Biém thuong: Toi da 10 diém

+ Chu dong, sang tao, khoa hoc, cai tiép phuong phap lam viéc, nang cao
hiéu qua cong viéc, cd thanh tich noi bat (5 diém).

+ Hoan thanh vuot mirc khdi lwong cac cong viée dugc giao, vuot tién do,
dap ng tot cac yéu cau ve ndi dung, chat lugng cong viéc (5 diém).

- Diém trir: Toi da 10 diém

2. Céc tiéu chi va thang diém dénh gia, xép loai cu thé duoc thyc hién
theo cac biéu mau chi tieét kem theo.

Piéu 7. Mirc danh gia, xép loai hang thang

Viée danh gia, xép loai lao dong ddi v6i can bd cong chir, vién chii,
hop dong lao dong hang thang theo cac muc do nhu sau:

1. Hoan thanh xuét sac nhiém vu (Logi A: Tir 90 dén 100 diém)

- Ty 18 CBCCVC&LD duoc dé nghi xep loai Hoan thanh xuat sac nhiém
vu khong qua 15% so6 bién ché nguoi lam viéc trong moi phong, don vi; truong
hop don vi ¢6 6 nguoi tré Xuong thi duge dé nghi 01 nguoi. Tong s6 luong g:éc
ca nhan dugc xep loai Hoan thanh xuat sac nhiém vu khong vuot qua 15% tong
sO bién ché nguoi lam viéc cua So.

- Trudng hop tap the, don vi ¢6 thanh tich dac biét xuat sac, noi troi thi so
lugng cé nhan dugc danh gia, xep loai hoan thanh Xuat sac nhiém vu co thé xem
xét dieu chinh tang nhung khoéng vuot qua 20% tong so CBCCVC&LD cua
phong, don vi.

2. Hoan thanh t6t nhiém vu (Loai B: Tir 70 dén 89 diém)

3. Hoan thanh nhiém vu nhung con han ché (Logi C: Tir 50 dén 69 diém)

4. Khong hoan thanh nhiém vu (Logi D: Duéi 50 diém)

5. CBCCVC&LD dugc cir di hoc, dao tao boi dudng tap trung; nghi Om,
nghi chira bénh tir 15 ngay tré Ién hodc dang trong thoi gian nghi ché d thai san
huong lvong do Bao hiém xa hoi chi tra thi khong thuc hién danh gid, xép loai.

Piéu 8. Quy trinh thuc hién viéc danh gia, xép loai

, Viéc nhan xét danh gia, Xép loai lao dong ddi véi CBCCVC&LD duoc
tién hanh hang thang theo cac budc nhu sau:

1. T6 chirc hop cac phong chuyén mon, don vi trude ngay 25 hang thang;

tai cugc hop CBCCVC&LD trinh bay tom tit noi dung phleu tu danh gia, nhan
mirc xép loai két qua lao dong ctia c4 nhan trong thang (theo mau 01, 02). Tap thé
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CBCCVC&LD tham gia y kién dbi véi timg CBCCVC&LD, Truong phong
(hodc Phu trach phong) két luan.

2. Truong cac Phong, Giam déc Trung tam ghi y kién nhan xét vao Ban tu
danh gia, x€p loai cua cac ca nhan va gui két qua (Bién bdn va Ban tw ddnh gid,
xép logi ciia cd nhan) vé Vin phong S&, Phong Hanh chinh - Téng hop cia
Trung tim dé téng hop trude ngay 25 hang thang.

3. Van phong S¢, Phong Hanh chinh - Téng hop cua Trung tam tap hop
két qua danh gia, xép loai ctia cac phong (don vi minh) chuyén cho lanh dao so
phu trach trudc ngay 27 hang thang.

4. Giam ddc S6, Giam ddc Trung tAm chu tri hop tap thé Lanh dao dé xem
x¢€t, cong nhan muc do hoan thanh nhi€ém vu trong thang cua phong, don vi, ca
nhan.

Viéc dénh gia két qua lao dong ddi voi Giam déc va cac Pho Giam doc So
va Giam doc, Phé Gidm doc Trung tam s€ do tap thé Lanh dao So xem xét trén
co sO két qua cac mat hoat dong ctuia S, Trung tam dé quyét dinh.

Picu 9. Thong bao két qua danh gia, xép loai

Vin phong So, Phong hanh chinh - Tong hop caa Trung tdm c6 trach
nhiém théng bao quyét dinh cia Giam doc S¢ vé danh gia, xep loai doi véi can
bd cong chirc, vién chirc, hgp dong lao dong thuoc pham vi quan ly.

Chuong 111
TO CHUC THUC HIEN

Piéu 10. T6 chirc thue hién

1. Van phong, Truéng cac phong chuyén mon, Thanh tra S¢, Giam doc
Tmng tam thuc hién viéc danh gié, x€p loai can bo cong churc, vién chirc, hop
dong lao dong theo dung quy ché va thoi gian quy dinh.

2; Van phong S¢ c6 trach nhiém don dbc, kiém tra, téng hop thuc hién
Quy ché nay.

Trong qué trinh trién khai thuc hién Quy ché, cac ca nhéan, phong chuyén

mon, Trung tam c6 kho khan, vuéng mic kip thoi bao cdo Van phong S¢ tong
hop xin ¥ kién dé stra d6i, bo sung hodc thay thé mot sé ndi dung cho phu hop./.

SO CONG THUONG
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MAu sb 01: Ap dung déi véi can bg, cong chirc, vién chire lanh dao, quan ly

PONVIL:................. CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

PHIEU PANH GIA, XEP LOAI HANG THANG

Thang.... /202..
e i (032 1 =1 1 SR
O 111 (oY
Két qua danh gia
STT Néi dung danh gia Diem | pigmea | TT Lanh
t0ida | phanty | dao ddnh
cham gié
| | YTHUC TO CHUC KY LUAT 20

Y thire t6 chirc ky luit; pham chit dao dirc; 16i song, tac
phong, 1¢ 16i 1am viéc chuin muc, lanh manh. Poan két,
thue hién nguyén tic tap trung dan chi trong co quan, don
vi; Thue hién Quy tic ing xir d6i véi CB,CC,VC

Ludn c6 1ap truong, tu tuong chinh tri kién dinh, ving vang;
guong mau, chip hanh tét duong 16i, chu trwong ciia Dang,

1 chinh sach phap luat cua Nha nudc; chap hanh nghiém sy phan 3
cdng cua to churc, nhiém vu cap trén giao.
Chap hanh ky luat, ky cuong hanh chinh, thoi gian lam viée

5 (khong di ‘mu(f)n, veé sdm), du hop ding gio; trang phuc lam viéc 5

lich su; dau téc gon gang; deo, thé cai tén, phu hi¢u, thé chuc
danh ding quy dinh.

Giir gin doan két ndi bo, xay dung moi truong lam viéc dan
3 | chu, ky cuong; ¢ tinh than, thai do phé binh va tu phé binh; 2
khong co tu tuong cuc bo, bé phai.

Trung thyc, thang than, khach ‘quan trong bao cdo, dé xuat,
tham gia dong gop y k1en vGi clp trén; cong tac, giup d dong
4 | nghi€ép hoan thanh t6t nhiém vu; nghiém tic nhan 18i, nhan 2
khuyét diém, thanh khan ty phé binh, rat kinh nghiép khi dé
xdy ra sai sot.

Khﬂéng phat tan, tung tin, bia dat, xic pham ’danh du, nhan
5 | pham nguoi khac; khong tu y phat ngdn, cung cap thong tin, tai 2
liéu khong dung tham quyeén.

Co6 thai d6 phuc vu nhan dan, doanh nghiép; khong hach dich,
cta quyén phién ha, tiéu cyc trong thuc hién cong vu; giai
quyét yéu cau, cong viéc cua ngudi dan, doanh nghiép ding
quy dinh, quy trinh; khéng sach nhleu goi ¥ dua tién, nhan
tién, qua biéu; khong hen gip giai quyét cong viéc bén ngoai co
quan va ngoai gio lam vigc.




Khong str dung tai san, thiét bi, phuong tién cong (6 to, di¢n
thoai, may vi tinh, dd dung van phong pham, hop thu...) cta co
quan dé phuc vu myc dich c4a nhan; Su dung, tiét kiém dién,
nudc va cac vat tu, van phong; quan ly chi tiéu ding viéc, dung
quy dinh; guong mau, tranh phd truong, lang phi, muc dich truc
loi trong viéc to chirc cic hoat dong lién hoan, cudi hoi, tang 18,
mung tho, sinh nhat, tan gia.

Tich cuc tham gia xay dung, gitt gin khong gian xanh, sach,
dep; modi truong van hoéa than thién, van minh noi cong sd;
khong tang trit, st dung vat liéu giy nguy hai, chay nd, vii khi
trdi quy dinh tai co quan; khong deo tai nghe, bat nhac, nghe
nhac, choi dién tir va cac thiét bi gidi tri ¢4 nhan trong gio lam
viéc.

Guong mau chip hanh va van dong ngu(n dan thyc hién cac noi
quy, quy tic noi cong cong; khong vi pham cac chuan myc vé
thuan phong my tuc, ban sic van hoa dan toc; Van dong gia
dinh, nguoi than, nhitng nguoi xung quanh tham gia thyc hién
chu truong, duong 16i cua bang, chinh sach, phap luat cia Nha
nudc.

KET QUA THUC HIEN NHIEM VU

70

Nang luwc va ky nang

20

11

Chu dong nghién ctru, cap nhat kip thoi cac kién thirc phap luat
va chuyén mén nghiép vu; tham muu to chic thyc hién cong
viéc ¢ chat lugng cac van ban phuc vu cong tac chi dao, diéu
hanh ctia phong chuyén mon, don vi.

1.2

Xay dung ké hoach cong tac ctia phong chuyén mén, don vi
dugc phu trach rd ndi dung cong viéc thuc hién; dam bao chat
luong, hoan thanh tién d6 cong viéc.

13

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

14

Chi dao, diéu hanh, t6 chirc thyc hién nhiém vu, cong viéc ding
quy trinh, quy dinh; dadm bao kip thoi, khong bo sét nhiém vu.

1.5

Trién khai, phan cong nhiém vu va diéu phéi cong viéc cho cap
dudi linh hoat, c6 chi dao, dinh huéng, hudng dan.

1.6

Giam sat, kiém tra, bao quat, don doc vi¢c thuc hién nhi€ém vu
cta cap dudi va giai quyét kip thoi nhitng kho khan, vudng mac
theo tham quyén.

1.7

C6 nang lyc tap hop CBCCVC, xay dung don vi/bd phén doan
két, thong nhét. Chu dong giai quyét cong viée va phéi hop t6t
cac nhan, don vi c6 lién quan giai quyét cong viéc dat hidu qua.

1.8

Str dung thanh thao cac phan rpém, ung dung cong nghé thong
tin dap Umg yéu cau quan ly, diéu hanh, giai quyét cong viéc.

1.9

Tham muu t6 chure, chu tri di€u hanh cac cude hop hiéu qua.
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Thue hién nhiém vu theo ké hoach, lich cong tic dam bao
tién dg, chat lwgng

50

2.1

Muc 1: Hoan thanh tir t;én 90-100% cong viéc theo ké hoach,
lich cong tac dam bao tién do va chat luong.

50

2.2

Mirc 2: Hoan thanh tir trén 80 dén 90% cong viéc theo ké
hoach, lich cong tac dam bao tién do va chat luong.

45

2.3

Mirc 3: Hoan thanh tir trén 70 dén 80% cong viéc theo ké
hoach, lich cong tac dam bao tién do va chat luong.

40

2.4

Muc 4: Hoan thanh tir 70% cong vige trd xuéng theo ké hoach,
lich cong tac dam bao tién do va chat luong.

30

PIEM THUONG

10

Chu dong, sang tao, khoa hoc, cai tién phuong phap lam viéc,
nang cao hi¢u qua cong tac 1anh dao, quan ly.

Cac phong chuyén mén, don vi dugc giao phy trach hoan thanh
tot cac nhiém vu theo thong bao giao ban hang thang.

C6 tham gia viét tin, bai trén Ban tin cong thuong hodc Trang
thong tin dién tr cua S& (website)

Luu ¥: Phai néu rd nodi dung cong viéc dat diém thudng.

PIEM TRU

10

C6 cong viéc cua phong, don vi minh phu trach bi cham tién do
ma khong c6 1y do hoac tham muu khong dam bao chat lugng.

Chua thyc hién t6t viéc dinh hudng, hudéng dan khi giao viéc
cho cap dudi hodac chua giai quyét kip thoi nhiing kho khan,
vuong mac theo bao céo, dé xuat cua cap duoi.

Tong diém ca nhan tu cham

Tu xép loai:

L] [] ]

Hoan thanh xuét sic Hoan thanh tbt Hoan thanh
nhiém vu nhiém vu nhiém vu
(Loai A) (Loai B) (LoaiC)

T 90 d&én 100 diém T 70 dén <90 diém Tu 50 dén <70 diém

[]

Khéng hoan thanh
nhiém vu
(Loai D)

Duéi 50 diém

Nguwoi tw danh gia

Nguyén Vin A
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* NHAN XET, PANH GIA CUA LANH PAO TRUC TIEP QUAN LY

Lanh dao phu trach

Nguyén Vin B
* NHAN XET, PANH GIA CUA TAP THE LANH PAO CO QUAN,
PON VI

Ngay .....thang....nam 202...
GIAM POC
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MAu sb 02: Ap dung déi véi can bg, cong chirc, vién chirc

PONVIL:................. CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

PHIEU PANH GIA, XEP LOAI HANG THANG
Thang /202
el i [0 372 0 (1 R

= PON VI CONG TAC: .o e a e be e ste e

Két qua danh gia
. L Diém | ~x .. | TApthé | Tap thé
STT Noi dung danh gi tGida | nro | lanh dgo | Lanh dao
: gid phong s’ danh
danh gia gia
| | YTHUC TO CHUC KY LUAT 20

Y thire t6 chire ky ludt; phdm chit dao dirc; 16i
song, tac phong, 18 16i 1am viéc chuin muec, lanh
manh; doan két, thwc hién nguyén tic tip trung
dan chi trong co quan, don vi; thue hién Quy tic
rng xir d6i véi CB,CC,VC va HD lao dong

Luon co 1ap truong, tu tudng chinh tri kién dinh, viing
vang; guong méu, chip hanh t6t dwong 16, chu trrong
1 | cua Pang, chinh sach phdp luat cia Nha nudc; chap 3
hanh nghiém sy phan cong ciia to chirc, nhiém vu cép
trén giao.

Chap hanh ky luat, ky cuong hanh chinh, thoi gian lam
viéc (khong di mudn, vé som), du hop dung gio; trang

2 phuc lam viéc lich su; dau toc gon gang; deo, thé cai 2
tén, phu hiéu, thé chirc danh ding quy dinh.
Gitr gin doan két noi bo, xay dung méi truong lam

3 viéc dan chu, ky cuong; co tinh than, thai do phé 5

binh va ty phé binh; khong co tu tudng cuc bd, bé
phai.

Trung thyc, thang than, khach quan trong bao cdo, de
xuét, tham gia dong gop y kién voi cip trén; cong tac,
4 | giap d& dong nghiép hoan thanh tot nhiém vu; 2
nghiém tac nhan 13i, nhan khuyét diém, thanh khan tu
phé binh, rat kinh nghiép khi dé xay ra sai sot.

Khong phat tan, tung tin, bia dat, xiic pham danh dy,
5 | nhan pham ngudi khac; khong tu y phat ngén, cung 2
cap thong tin, tai liéu khong diing tham quyén.
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Cé thai do phuc vu nhan dan ding myc; khong hach
dich, cua quyén, phién ha, ti€u cuc trong thuc hién
cong vu; giai quyét yéu cau, cong viéc ciia ngudi dan
dtng quy dinh, quy trinh; khong sach nhiéu; goi y dua
tién, nhan tién, qua biéu; khong hen gip giai quyét
cong viéc bén ngoai co quan va ngoai gio lam viéc.

Khong sir dung tai san, thiét bi, phuong tién cong (6
td, dién thoai, may vi tinh, dd dung van phong phém,
hop thu...) cta co quan dé phuc vu muc dich c4 nhan;
st dung tiét kiém dién, nude va cac vat tu, van phong;
quan 1y chi tiéu ding viéc, diing quy dinh; guong mau,
tranh pho truong, 1ang phi, muc dich truc loi trong
viéc to chirc cac hoat dong lién hoan, cudi hoi, tang 18,
mung tho, sinh nhat, tdn gia.

Tich cuc tham gia xay dung, gitt gin khong gian xanh,
sach, dep; moi truong van hoa than thién, van minh
noi cong s&; khong tang trit, st dung vat liu gay nguy
hai, chay nd, vii khi trai quy dinh tai co quan; khong
deo tai nghe, bat nhac, nghe nhac, choi dién tir va céac
thiét bi giai tri c4 nhan trong gid 1am viéc;.

Guong mau chap hanh va van dong ngudi dan thuc
hién cac ndi quy, quy tic noi cong cong; khong vi
pham céc chuian muc vé thudn phong m¥ tuc, ban sic
van hoa dan toc; Van dong gia dinh, nguoi than,
nhitng nguol xung quanh tham gia thyc hién chu
truong, dudng 16i cia Dang, chinh sach, phéap luat ctia
Nha nudéec.

KET QUA THU'C HIEN NHIEM VU

70

Nang luc va ky nang

20

11

Chu dong nghién ctru, cdp nhat kip thoi cac kién thire
phap luat va chuyén moén nghiép vu; tham muu t6
chure thyc hién cong viée co chat lugng, dung tién do

1.2

Trién khai thuc hién nhiém vu thudc linh vuc tham
muu dat hi¢u qua ding quy trinh, quy dinh; dam bao
kip thoi, khong bo sét nhiém vu

13

B4o cdo kip thoi, chinh xac v6i lanh dao vé tinh hinh,
két qua thuyc hién nhiém vu dugc giao. Chu dong de
xuat tham muu giai quyet cong viéc.

1.4

Luu trit hd so cong viée, tai liéu dung nguyén tic quy
dinh

1.5

Chu dong giai quyet cong viéc va phoi hgp tot voi cac
ca nhan, don vi ¢6 lién quan dé giai quyét cong viéc cod
hiéu qua

1.6

St dung thanh thao cdc phan mém, tmg dung cong
ngh¢ thong tin dap ung yéu cau quan ly, diéu hanh,
giai quyet cong vigc
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1.7

Tham muu chuan bi céc tai li€u, ndi dung, bdo cao
phuc vu céac cudc hop hi€u qua

1.8

Cac van ban tham muu ban hanh dam bao ding thé
thirc, quy trinh, thu tuc, khong sai sot

Thue hién nhiém vu theo ké hoach, lich cong tac
dam bao tien d§, chat lwgng

50

2.1

Mirc 1: Hoan thanh tir trén 90-100% cong viéc theo ké
hoach, lich cong tac dam bao tién do va chat lugng

50

2.2

Mirc 2: Hoan thanh tir trén 80 dén 90% cong viéc theo
ké hoach, lich cong tdc ddm bdo tién do va chat luong

45

2.3

Miic 3: Hoan thanh tir trén 70 dén 80% cong viéc theo
ke hoach, lich cong tac dam bdo tién do va chat luong

40

2.4

Mirc 4: Hoan thanh tir 70% cong viéc trd xubng theo
ke hoach, lich cong tdc dam bao tién do va chat lugng

30

PIEM THUONG

10

Chu dong, sang tao, khoa hoc, cai tién phuong phap
lam vi¢c, nang cao hiéu qua cong vi¢e, c6 thanh tich
noi bat.

Hoan thanh vuot mirc khéi lugng cac cong viée duge
giao, vuot tién do, ddp mg tot cac yéu cau vé ndi
dung, chat lugng cong viée

C6 tham gia viét tin, bai trén Ban tin cong thuong hoic
trén Trang thong tin dién tir ciia S& (website)

Luu ¥: Phdai néu ré ni dung cong viéc dat diém
thuong.

PIEM TRU

10

Chua thyc hién nghiém tic y kién chi dao diéu hanh:
cac dau viée duoc giao bi cham tién do ma khong co ly
do hodc di thyc hién xong nhung khong két thiic cong
viéc trén phan mém (TD, vin ban chi dao) hodc tham
muu khong dam bao chét lugng.

Xtr Iy ho so thu tuc hanh chinh con dé sai sét, cham
tién d6 (ké ca tién do ting bude xir Iy cong viéc) hodc
tham muu van ban gtri di nhung khong gui hodc gui
khong day du thong tin qua hé thong ndi bo TD.

Tong diém ca nhan tu cham

Ca nhan tu xép loai (Panh diu x vao 6 tuong ng)

[]

Hoan thanh xuét sic Hoan thanh tét Hoan thanh
nhiém vu nhiém vu nhiém vu
(Loai A) (Loai B) (Loai C)

Tir 90 dén 100 didm  Tir 70 dén <89 diém  Tir 50 dén <69 diém

[]

Khéng hoan thanh
nhiém vu
(Loai D)

Duéi 50 diém
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Nguwoi tw danh gia

Nguyén Vin A

* NHAN XET, PANH GIA CUA TRUONG PHONG (va twong dwong)

Trwéng phong hoic twong dwong

Nguyén Vin B

* NHAN XET, PANH GIA CUA TAP THE LANH PAO CO QUAN,
PON VI

Ngay .....thang....nam 202...
GIAM POC
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