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HUONG DAN
Quy trinh thanh lap cong doan cap co' s07; kién toan, bo sung nhén su
ban chap hanh, uy ban kiém tra va cic chire danh trong
ban chap hanh, iy ban kiém tra cong doan cap co' SO

Can ct Diéu & Coéng doan Viét Nam; Hudng dan s6 38/HD-TLD ngay
27/12/2024 ctia Poan Chu tich Tong Lién doan Lao dong Viét Nam vé Huong dan
thi hanh Diéu 18 Cong doan Viét Nam;

Can ctt Quyét dinh s6 2860/QD-TLD ngay 03 thang 3 nam 2025 cua Doan
Chu tich Téng Lién doan Lao dong Viét Nam vé viéc ban hanh Quy dinh tiéu
chuan chirc danh can bd lanh dao, quan ly céng doan céc cap;

Can cir Quyét dinh s6 2983/QD-TLD ngay 21 thdng 3 nim 2025 ctua Doan
Chu tich Tong Lién doan Lao dong Viét Nam vé phén cdp quan ly can bd, cong
chire, vién chire va bo nhiém, gidi thiéu can bo g ctr trong hé théng cong doan;

Can ctr Thong bao s6 1237/TB-LDLD ngay 18 thang 7 ndm 2025 cua Lién
doan Lao dong Thanh ph vé phan cép quan ly cong doan co so, nghiép doan co so;

Dé thdng nhét trong viéc thanh lap cong doan cap co so; kién toan, bo sung
nhéan su ban chdp hanh, uy ban kiém tra va cac chic danh trong ban chép hanh, ty
ban kiém tra cong doan cap co s, Lién doan Lao dong Thanh phé hudng dan quy
trinh thanh lap va kién toan, bo sung nhan sy cong doan cép co s0, cu thé nhu sau:

I. THANH LAP CONG POAN CAP CO SO

1. Piéu kién

- Cong doan co so duge thanh 1ap trong cac don vi sur dung lao dong oom:
Doanh nghiép thudc cac thanh phan kinh té; Hop tac x4, lién hi¢p hop tac xa co su
dung lao dong theo quy dinh cua phéap luat vé lao dong; Don vi su nghiép cong
lap', ngoai cdng lap hach toan doc lap; Van phong, co quan dai dién cua céc to
chirc nude ngoai, to chirc phi chinh phu hoat dong trén lanh thd Viét Nam co su
dung lao dong 1a nguoi Viét Nam; Co quan t6 chirc khac ¢é str dung lao dong theo

L Trir: Pon vj sy nghiép cong c6 murc ty bao dam chi phi hoat dong thuong xuyén xac dinh theo phuong dn quy dinh
tai Dicu 10 Nghi dinh s6 60/2021/ND-CP ngay 21/6/2021 cha Chinh phi dudi 10%; don vi su nghiép cong khong
cO ngudn thu su nghiép.
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quy dinh cia phap luat Viét Nam vé lao dong; Vin phong, co quan dai dién cuia
Viét Nam tai nudc ngoai.

- Nghiép doan co so tap hop nhiing nguoi lam viée khong co quan hé lao
dong, hodc nhitng nguoi lao dong dac thu khac, cing nganh nghé, theo dia ban,
bao gém: LLao dong hanh nghé vén tai, dich vu van tai; Lao dong hanh nghé thuong
mai, dich vu van hoa, thé thao, du lich, y té, y duogc, gido duc; Lao dong hanh ng_hé
khai thac, ché bién, nuéi trong thiy san, hai san va dich vu nong - ldm - ngu
nghiép; Lao dong hanh nghé co khi, xay dung, dién tu, tin hoc; Tho thu coéng, mi
nghé, ché tac mi pham, hang tidu ding; Lao dong hanh nghé tu do hop phap khac.

- Khi ¢6 tir nam (05) doan vién hoac nam (05) nguoi lao dong trd 1én ¢é don
tu nguyén gia nhap Cong doan Viét Nam.

2. Trinh tu, thu tuc
2.1. Truwong hop nguwoi lao dong thanh ldp cong doan cdp co s6
Cac T cong tac quan ly dia ban, Cong doan phuong, xa, dic khu c6 trach

nhi¢m hudng dan, ho tro ngudi lao dong tai don vi, doanh nghiép thuc hién trinh
tu, thu tuc thanh 1ap cong doan cép co s0O, cu theé:

Buwde 1: Nguoi lao dong lap Ban van dong

- Noi chua c6 cong doan cap co so, doan vién cong doan hodc ngudi lao dong
duoc quyén lap ban van dong thanh lap cong doan cap co s¢ (goi tat 1a ban véan
dong).

- Ban van dong c6 it nhét ba ngudi, gom trudng ban va cic thanh vién dé thuc
hién cac nhiém vu tuyén truyén, van dong nguoi lao dong gia nhap cong doan va td
chire dai hoi thanh 14p cong doan cép co so.

- Khi ¢6 05 ngudi tro 1én (gdm doan vién cong doan va nguoi lao dong ¢
don gia nhdp cong doan) tu nguyén lién két thanh 1ap cong doan céap co sd thi ban
van dong chuéan bi va to chirc dai hdi thanh 1ap cong doan cép co sO theo hudng
dan cua cong doan cap trén.

Budre 2. Ban van dong t6 chirc Dai hoi thanh 1ap cong doan cap co so

* Noi dung, trinh tu dai hoi thanh ldp cong doan cdp co so gom:

- Chao c& (Qubc ca va Bai hat truyén thong ctia Cong doan Viét Nam).

- Tuyén bé ly do, giéi thiéu dai biéu.

- Bdo cdo qua trinh van dong nguoi lao dong gia nhép cong doan va cong tac
chun bi té chire thanh 14p cong doan cép co sd.

- Cong bd danh sach nguoi lao dong c6 don gia nhap cong doan.
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- Tuyén bé thanh lap céng doan cap co s0.

- Dai dién cip uy (néu c6), cong doan cap trén phat biéu.

- Ngudi su dung lao dong phat biéu (néu co).

- Bau cr ban chap hanh cong doan cap co s0.

- Bau ctr chu tich cong doan cép co so.

- Thong qua ké hoach hoat dong cua cong doan cap co s0.

* Thanh phan dw dai héi thanh ldp cong doan cdp co sé gom:

- Ban van dong;

- Doan vién cong doan, nguoi lao dong c6 don gia nhap cong doan;

- Pai dién cong doan cap trén, dai dién cap uy dia phuong, don vi (néu o) noi
thanh lap cong doan cap co so;

- Ngoai ra, can cu vao tinh hinh va diéu kién thuc té, ban van dong moi nguoi
st dung lao dong, nguoi lao dong chua co don gia nhdp cong doan cung du ching
kién dai hoi thanh lap cong doan cap co so (sau khi co y kién cta cong doan cap
trén truc tiép).

* Diéu hanh dai héi: Viéc t6 chie didu hanh dai hai thanh lap cong doan cép
co sO0 do ban van dong thuc hién; co thé mdi thém doan vién, nguoi lao dong
khong phai la thanh vién ban van dong c6 kinh nghiém, uy tin tham gia diéu hanh
dai hoi.

Buée 3. Cham nhat trong 10 ngay lam viéc ké tir khi két thuc dai hoi thanh
lap, Chu tich cong doan cép co sO ¢o trach nhiém tri¢u tap hoi nghi ban chép hanh
cong doan dé bau ban thuong vu (néu ¢6), chirc danh pho chu tich, uy ban kiém tra
va chu nhiém uy ban kiém tra céng doan (néu du diéu kién), 1ap hd so dé nghi gui
vé Lién doan Lao dong Thanh phd xem xét, cong nhan.

Ho so dé nghi g(’im co:

- Vian ban dé nghi cong nhén doan vién, cong doan co so; cong nhan két qua
bau cir Ban Chép hanh, Uy ban Kiém tra (néu du diéu kién), cac chic danh trong
ban chap hanh, ty ban kiém tra cdng doan; (Mau 01).

- Bién ban Dai hoi thanh lap cong doan co so (Madu 02).
- Bién ban Hoi nghi lan thir nhat Ban Chap hanh céng doan co so (Mau 03).

- Don gia nhap Coéng doan Viét Nam cta ngudi lao dong (Mau 04a Don cd
nhén hodc Mau 04b Don tdp thé nguoi lao dong).
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- Bién ban kiém phiéu bau ctr tai Dai hoi thanh 1ap cong doan co so (Mdu
05a, 05b) va bién ban kiém phiéu bau cir tai hoi nghi lan thir nhat ban chép hanh
cong doan co sé (Mau 05¢).

- Danh sach trich ngang 1y lich ty vién ban chap hanh, ban thuong vu, ty ban
kiém tra (néu du diéu kién) va cac chirc danh trong ban chap hanh, uy ban kiém tra
cong doan (Mau 06).

- Ban photo: Gidy chimg nhéan ding ky doanh nghiép hodc Gidy ching nhén
dang ky hoat dong chi nhanh, van phong dai dién (dong déu treo cta don vi & gbe
trén bén trai).

2.2. Truwong hop Céng doan cip trén xem xét, quyét dinh thanh lip cong
doan cip co sé

Nhimng noi nguoi lao dong khong du kha ning lap ban van dong, cac T6 cong
tac quan ly dia ban, Cong doan phuong, xa, dac khu co trach nhiém:

- Truc tiép tuyén truyén, van dong nguoi lao dong gia nhap cong doan;

- Hudng dan don vi thuc hién cac thu tuc dé nghi Lién doan Lao dong Thanh
phd xem xét, quyét dinh két nap doan vién, thanh 1ap cong doan cap co so, chi dinh
ban chép hanh, Gy ban kiém tra va cic chic danh trong ban chép hanh, ay ban
kiém tra.

Ho so dé nghi gom co:

- Cong van dé nghi thanh 1ap cong doan cap co s&; dé nghi chi dinh ban chap
hanh, uy ban kiém tra va cac chic danh trong ban chép hanh, ty ban kiém tra cong
doan cta lanh dao don vi (Mau 07).

- Don gia nhap Cong doan Viét Nam cua nguoi lao dong (Mau 04a Pon cd
nhan hodc Mau 04b_Pon tdp thé nguoi lao dong).

- Danh séach trich ngang ly lich ban chap hanh, ty ban kiém tra (néu du diéu
kién) va cac chtrc danh trong ban chap hanh, uy ban kiém tra cong doan (Mau 06).

- Ban photo: Gidy ching nhan dang ky doanh nghiép hodc Gidy chimg nhan
dang ky hoat dong chi nhanh, van phong dai dién (dong dau treo cta don vi & goc
trén bén trai).

II. TRINH TU, THU TUC KIEN TOAN, BO SUNG UY VIEN
BAN CHAP HANH, UY VIEN UY BAN KIEM TRA VA CAC CHUC DANH
TRONG BAN CHAP HANH, UY BAN KIEM TRA CONG DPOAN CAP
CO SO
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Céac T6 cong tac quan ly dia ban, Conb doan phuong, xa, dac khu huong dan,
ho trg cong doan cap co so thuc hién bau bd sung Uy vién ban chép hanh, uy vién
uy ban kiém tra va céc chtrc danh trong ban chép hanh, uy ban kiém tra cong doan
cip co so (theo phan cap quan ly cong doan co so, nghi¢p doan co s0), cu thé:

1. Khi khuyét va can bo sung ty vién ban chap hanh, ty vién uy ban kiém tra
trong s& lugng ban chap hanh, dy ban kiém tra dd duoc dai hoi thong qua thi ban
chap hanh céng doan cap co sé thyc hién:

- Budce 1: Ban Chap hanh cong doan cip co s to chirc hoi nghi Ban Chap
hanh va bao c4o cong tac chuan bi nhan su dé hoi nghi thao luan, biéu quyét thong
qua.

- Bude 2: Ban Chap hanh cong doan cap co sé bao céo xin y kién cap uy clng
cép (doi véi don vi cé cap uy) hoic lanh dao don vi vé nhan su dugc gioi thi¢u.

- Budce 3: Sau khi ¢6 y kién cua cap uy cung cap (doi voi don vi co cap uy)
hodc lanh dao don vi, Ban chap hanh céng doan cap co so to6 chirc hoi nghi ban
chap hanh dé tién hanh bau ctr theo quy dinh cua Diéu I¢ Cong doan Viét Nam.

- Budce 4: Gui ho so dé nghi vé Lién doan Lao dong Thanh pho xem xét, cong
nhan.

2. Truong hop can bd sung uy vién ban chap hanh, uy vién uy ban kiém tra
khong dung co cau hoac ting thém ) lugng so voi dé an da duoc dai hoi
théng qua hodc can cir yéu cau nhiém vu can bo sung thém chiec danh Phé Chu
tich thi Ban Chap hanh cong doan cap co s¢ phai béo céo, xin chu truong cua cap
Ay cung cp (doi véi don vi ¢6 cdp iy) va Lién doan Lao dong Thanh phd bang vin
ban trudce khi thue hién.

Sau khi ¢6 van ban théng nhat chu truong cua Lién doan Lao dong Thanh
phd, Ban Chap hanh Cong doan cap co so thuc hién quy trinh b sung nhén sy
twong tuy Muc 1 Phan I van ban nay.

3. Cham nhét 10 ngay lam viéc ké tir khi két thiic hoi nghi ban chap hanh thi
cong doan cap co so phai gui ho so dé nghi Lién doan Lao dong Thanh phd xem
xét, cong nhan.

4. Ho6 so' dé nghi gom co:

- To trinh dé nghi cong nhén két qua bau cir;

- Bién ban Hoi nghi Ban Chap hanh (Mdu 03);
- Bién ban kiém phiéu bau cu (Mau 05¢c);
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- Don xin thoi tham gia ban chap hanh, Gy ban kiém tra va cac chirc danh
trong ban chap hanh, ty ban kiém tra cong doan cip co s& (déi véi truong hop xin
théi) hoac Quyét dinh nghi huu, nghi viée, chuyén cong tac, cham dut hop dong
lao dong... (doi véi cde truong hop dicong nhién thoéi).

- Danh sach trich ngang ly lich nhén su dé nghi cong nhan (Mau 06).

5. Truong hop ban chap hanh cong doan cip co s hét nhiém ky nhung khong
t6 chirc dugc dai hoi theo quy dinh hodc ban chap hanh céng doan co so khuyét
qué hai phan ba (2/3) téng sb Uy vién ban chap hanh ma cong doan co so chua kip
bau bd sung va khong to chie dugce hdi nghi theo quy dinh tai Muc 8.2 Hudng dan
s6 38/HD-TLD vé Hudng dan thi hanh Diéu 1&é Cong doan Viét Nam thi don vi
thuc hién:

- Bude 1: Cfip uy don vi (déi voi don vi ¢o cd’p uy) hoac lanh dao don vi thao
ludn, thong nhat dé xuat nhan su dé chi dinh tham gia ban chap hanh, uy ban kiém
tra (néu du diéu kién) cong doan cap co so (Ghi ré Iy do dé xudt chi dinh).

- Buée 2: Gui van ban dé nghi vé Lién doan Lao dong Thanh phé dé xem xét,
quyét dinh.

Ho so dé nghi gom ¢o:

- To trinh dé nghi chi dinh ban chép hanh, uy ban kiém tra (néu du diéu kién)
cong doan co so;

- Danh sach trich ngang ly lich nhan su dé nghi chi dinh (Mau 06).

- Ban photo gidy to minh chimg ban chap hanh cong doan cdp co so hét
nhiém ky nhung khong t6 chire duogc dai hoi theo quy dinh hodc ban chép hanh
cong doan co so khuyét qua hai phan ba (2/3) téng sb Uy vién ban chap hanh ma
cong doan co sé chua kip bau b6 sung va khong t6 chirc duge hoi nghi theo quy
dinh tai Muc 8.2 Hudng dan sé 38/HD-TLD vé Hudéng dan thi hanh Diéu 1¢ Cong
doan Viét Nam.

6. Truong hop khuyét va ban chdp hanh cong doan co so théng nhat gir
nguyén so luong ban chap hanh, uy ban kiém tra, khong thuc hién kién toan (chi
dp dung khi 56 luong Uy vién Ban Chap hanh va Uy ban kiém tra sau khi khuyét la
56 1¢) thi ban chdp hanh cong doan cap co so phai bao céo, xin ¥ kién Lién doan
Lao dong Thanh pho bang vin ban.

I11. TO CHUC THUC HIEN

1. V& thanh lap cong doan cap co s&

- T6 Cong tac quan ly dia ban huéng dan va thdm dinh ho so dé nghi cua don
vi, doanh nghiép trong khu ché xuat, khu cong nghiép, khu céng nghé cao; don vi,
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doanh nghiép ¢ tir 1.000 lao dong tro 1én; don vi, doanh nghiép tai phuong, xa
chua thanh 1ap Coéng doan phuong, xa duoc phéan cong phu trach.

- Cong doan phuong, xa, dac khu c6 trach nhi¢ém hudng din va tham dinh ho
so dé nghi cia don vi, doanh nghiép nam ngoai khu ché xuat, khu cong nghiép,
khu cong nghé cao; don vi, doanh nghiép c6 dudi 1.000 doan vién; nghi¢p doan co
s trén dia ban dugc phéan cong phu trach.

- Tham muu To trinh (MJu 08 hoac Mau 09) trinh Thuong truc Lién doan
Lao dong Thanh phd (qua Bo phén T chirc - Kiém tra).

2. Ve kién toan, bo sung nhan su

To Cong tac quan ly dia ban, Cong doan phudng, xa, dac khu cé trach nhiém
hudng dan va tham dinh ho so dé nghi cia cong doan cép co so (theo phéan cap
quan ly cong doan co so, nghiép doan co so), tham muu To trinh (Mau 08 hodc
Mdu 09) trinh Thuong truc Lién doan Lao dong Thanh phd (qua Bo phan To chire
- Kiém tra)..

I1I. VE TIEU CHUAN UY VIEN BAN CHAP HANH VA CAC CHUC
DANH TRONG BAN CHAP HANH, UY BAN KIEM TRA CONG DOAN
CAP CO SO

Theo Quyét dinh s6 2860/QD-TLD ngay 03 thang 3 nam 2025 cua Doan Chu
tich Téng Lién doan Lao dong Viét Nam vé viéc ban hanh Quy dinh tiéu chuan
chirc danh can bé lanh dao, quan ly cong doan cac cap:

1. Tiéu chuan chung
1.1. Vé chinh tri, tw tuéng

- Tuyét déi trung thanh véi loi ich qudc gia, dan tdc va loi ich cua giai cap
cong nhan; kién dinh chu nghia Mac - Lénin, tu tuong Ho Chi Minh, muc tiéu, ly
tuong vé doc lap dan toc, chi nghia xa hoi va duong 16i doi méi cia Dang; dam
bao tiéu chuan chinh tri theo quy dinh cua Pang. Kién quyét, kién tri bao vé nén
tang tu tuong cua Pang, dau tranh phan bac céc quan diém sai tréi, thu dich.

- Lap truong, quan diém, ban linh chinh tri vimg vang, khong dao dong trong
bat cir tinh hudng nao, kién quyét dau tranh bao vé cuong linh, duong 16i cua
Pang, Hién phap va phap ludt cua Nha nudc; cé tinh than yéu nude, dit loi ich cua
quoc gia, dan toc, doan vién cong doan, nguoi lao dong va to chirc cong doan lén
trén loi ich ca nhan.

- Chéap hanh nghiém sy phan cong cua td chirc va hoan thanh tdt moi nhiém
vu duoc giao. Kién quyét dau tranh, phé phan moi hanh vi né tranh, dun day, hoic




¢6 tu tuong trung binh chu nghia, lam viéc cam chimg, s¢ trach nhiém, khong dam
lam. Thuc hién van hoa tur chire khi khong du kha nang, uy tin.

1.2. Vé dao dirc, 16 song, y thivc té chive ky ludt

- C6é pham chat dao dirc trong sang; 16i séng trung thuc, khiém tén, chan
thanh, gian di; can, kiém, liém, chinh, chi cong vo tu; dam nghi, dam lam, dam
chiu trach nhiém, dam d6i méi sang tao, dam duong dau véi khoé khan, thach thie,
hanh dong vi loi ich chung.

- Tam huyét va c6 trach nhiém véi cong viée; o tinh than doan két, xay dung,
guong mau, thuong yéu dong chi, dong nghiép; néu cao trach nhiém trong cong tac
va sinh hoat; tuan thu va thuc hién nghiém céc nguyén tac to chire, Diéu 1é, quy
dinh cua t6 chire cong doan. N6i va lam theo ding chu truong, duong 16i cia
Dang, chinh sach, phap luat cua Nha nudc.

- Ban than khong tham nhiing, quan liéu, co hdi, vu loi va tich cuc dau tranh
ngin chan, day Ui cac biéu hién suy thoai vé tu tuong chinh tri, dao durc, 16i song,
nhirng biéu hién “tu dién bién”, “tu chuyén hoéa” trong ndi bo; co tinh than dau
tranh chong tham nhiing, lang phi, 16i séng co hoi, thuc dung; quan ly, st dung tai
san cong dung muc dich, dung quy dinh; tiét kiém va hiéu qua; cong bang, chinh
truc, trong dung nguoi tai; khong dé nguoi than, ngudi quen loi dung chic vu,
quyén han ctia minh dé truc loi, vi pham céc quy dinh cua Dang, chinh sach, phap
luat cua Nha nudc, lam anh huong toi uy tin cua co quan, don vi, doanh nghiép va
uy tin cua to chire cong doan.

1.3. Vé nang luc va uy tin

- Nam vimng tinh hinh ¢éng nhan, vién chirc va hoat dong cong doan trong
pham vi quan ly; to chuc nghién ctru, dé xuét cac chu truong, glal phap vai cap uy,
chinh quyén cung cép vé thuc hién chiic nang, nhiém vu cta tb chirc cong doan; to
chuc thuc hién tot viéc hudng dan, kiém tra, giam sat viéc thuc hién cac nghi
quyét, chuong trinh, ké hoach bao dam quyén va loi ich hop phap, chinh déng cua
t6 chirc cong doan, cua doan vién va nguoi lao dong.

- C6 kinh nghiém lanh dao, quan ly; t6 chire thuc hién ¢6 hiéu qua hoat dong
giam sat va phan bién xa hoi; gitr méi lién hé va gin bo voi cong nhan lao dong va
quan chung nhén dan, la cau ndi giira cong nhan lao dong voi Pang; tham gia xay
dung Dang, chinh quyén va hé théng chinh tri; t6 churc tap hgp xay dung lién minh
chinh tri va xay dung khoi dai doan két dan toc.

- C6 tu duy doi méi, cé tdm nhin, phuong phap lam viéc khoa hoc, nang
dong, sang tao; guong mau, quy tu va phét huy strc manh tong hop cua tap thé, ca



nhan; duoc can bo, dang vién, doan vién cong doan, ngudi lao dong tin tuong, tin

nhi¢m.

- C6 nang luc lanh dao, quan ly, tu duy sang tao ndi troi, manh dan doi moi;
kha nang tong hop, phan tich, du bao, xur ly, img pho kip thoi, hi¢u qua nhimng tinh
hudng mdi phat sinh. Chu dong néng cao kién thace, k¥ ning; nang luc cong téc,
lam viéc trong moi truong quéc té.

- C6 phong cach lanh dao va phuong phap hoat dong; c¢6 uy tin va kha nang
doan két, tap hop, phét huy vai trd 1a thu linh phong trao cong nhan va hoat dong
cong doan ¢ dia phuong, nganh, co quan, don vi.

- C6 kién thire co ban vé cac linh vuc kinh té, chinh tri, phap luét va hic¢u bict
thuc tién, nam bat kip thdi cac van dé méi phat sinh, mau thuan, thach thuec, thoi
co, thuén loi, van dé méi, khé va nhing han ché, bat cap trong thuc tién.

- C6 qua trinh rén luyén, truong thanh tir thuc tién phong trao cong nhan, hoat
dong cong doan hodc cong tac dang, quan ly nha nudc, hoat dong cua doan thé
chinh tri - xa hoi.

- Guong mau trong cong tac va sinh hoat, tich cuc hoc tdp va lam theo tu
tuong, dao dare, phong cach Ho Chi Minh. Can bo, dang vién chirc vu cang cao
cang phai guong mau, cip trén guong mau trudc cap dudi, cap iy guong mau
trude dang vién, dang vién guong mau trudce quan ching. Tich cuc van dong,
thuyét phuc gia dinh, nguoi than chap hanh tét chu truong, dudng 16i cuia Dang,
chinh sach, phap luat cua Nha nudc. Khiém ton, cau thi, gian di; khong ngig hoc
tap, tu duong, rén luyén, nang cao phﬁm chat, dao durc, trinh do, niang luc cong tac.
N6i di d6i voi lam, lam di déi véi néi, da noi la lam.

1.4. Vé trinh dé: Co trinh do chuyén mon, 1y luan chinh tri, quan ly nha nudc
dap tmg yéu cau, nhiém vu dugc giao va theo quy dinh cua Dang, Nha nudc; trinh
dé tin hoc, ngoai ngir can thiét va phu hop.

1.5. Ve sirc khoé, dp tuoi cong tac
- C6 du suc khoe dé thuc hién nhiém vu.

- Nhan su 12 can bd cong doan chuyén trach, nhan su tai cac don vi su nghiép
cong lap, doanh nghiép nha nudc phai dap ung yéu cau veé tudi bo nhiém, bd nhiém
lai va gidi thiéu ung cu, tai cu theo quy dinh.

- Nhén su trong cac don vi, doanh nghi¢p ngoai khu vuce nha nudc do cap c¢6
thdm quyén quyét dinh, nhung dam bao tai thoi diém gidi thiéu Gng cur lan dau toi
da khéng qua 70 tudi déi vai nam va 65 tudi déi véi nir.
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2. Tiéu chuan iy vién ban chip hanh va cac chire danh trong ban chép
hanh, iy ban kiém tra cong doan cip co sé

2.1. Uy vién ban chap hanh, ban thuwong vu, iy ban kiém tra
Dap tng céc tiéu chuan chung, dong thdi dap ung cac tiéu chuén sau:

- Hiéu biét sdu vé linh vuc nganh, nghé, tinh hinh san xuat, kinh doanh, tinh
hinh hoat dong cua co quan, don vi, doanh nghiép; co uy tin, dugc dong dao doan
vién, nguoi lao dong tin nhiém; cé kha nang van dung chu truong, duong 16i cia
DPang, chinh sach phap luét cua Nha nudc, cua dia phuong, nganh, don vi va cua to
chtrc cong doan dé dai dién, bao vé cac quyén, loi ich hop phép, chinh dang cua
doan vién cong doan, nguoi lao dong trong co quan, don vi, doanh nghiép.

- Doi voi uy vién ban thuong vu (néu co) can dap Ung thém tiéu chuan vé
nghiép vu, tay nghé chuyén mén noi trdi; ¢6 kha nang to6 chuc diéu hanh hoat dong
cua cong doan co s dap ing yéu cau nhiém vu.

2.2. Chu tich, pho chu tich cong doan cdp co so

- Pap mg day du cac tiéu chuan cua Uy vién ban chap hanh cong doan co so,
dong thoi dap ung cac tiéu chuén: Nhiét tinh, tdim huyét, trach nhiém, c6 nang luc
lanh dao, quan ly, diéu hanh céc hoat dong cua ban cha"ip hanh.

- C6 kha nang cu thé hoa chuong trinh, nghi quyét, ké hoach cua cong doan
cép trén dé trién khai thuc hién tai co so; ¢6 nang luc tap hop, thu hit nguoi lao
dong.

- C6 k¥ nang déi thoai, thwong lugng; ¢ ban linh, hiéu biét dac diém tinh
hinh cua don vi, doanh nghiép, c6 kha nang phdi hop tot voi nguoi st dung lao
dong trong td chure trién khai cac hoat dong cta cong doan co s,

- ba tham gia va hoan thanh tdt nhiém vu & vi tri can bod to cong doan tro lén
hodc ¢6 thanh tich Xuét sic trong lao dong san xuat. Doi vai chu tich, phd chu tich
cong doan co so 1a can b cong doan chuyén trach phai ¢ trinh d§ chuyén mon dai
hoc tro 1én.

Trén déay 1a hudng dan quy trinh thanh lap cong doan cép co so; kién toan, bo
sung nhan su ban chap hanh, ban thudong vy, ty ban kiém tra va cac chuc danh
trong ban chép hanh, iy ban kidm tra cong doan cip co so trong hé thong Cong
doan Thanh phd H& Chi Minh. Huéng din nay thay thé Huéng dan sé 15/HD-
LDLD ngdy 24 thang 6 nam 2020 cua Lién doan Lao dong Thanh pho vé viéc
hudng dan quy trinh kién toan nhén sy ban chap hanh, uy ban kiém tra va céac chirc
danh trong ban chép hanh, uy ban kiém tra céng doan cap trén tryc tiép co so; cong
doan co s trong hé théng Cong doan Thanh phé Ho Chi Minh.,
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Lién doan Lao dong Thanh phé (qua B phan Td chic - Kiém tra) dé dugc

Trong qua trinh thuc hién, néu ¢é vudng mac dé nghi cac don vi bdo cao veé
huong danss—
Noi nhin: TM. BAN THUONG VU
- Ban T6 chit Thanh ay TP; 7~ wPHOCHU TICH
| - Bgn Tuyén gido va Dén van Thanh uy TP; /Qq-:\,
} - Tong LDLD Viét Nam; [ S/
| - Uy ban MTTQ Viét Nam TP; ’,’ ;:( s
‘ - Thuémg trye, BTV LDLD TP; (5| Lo DOV,
- Cic B§ phan LBLD TP; |7\ THANMPHD fe /
P | & % 2 hE " \ < wn CHI MINERLS
‘ - Cac To Cong tac quan ly dia ban; ’?0? g
| - Cong doan phuong, xa, dac khu; —
| - CBCS, NDCS truc thudc; Phl‘mg Thai Quang

- Luu: VT, TCKT (AK).




Miu 1
LIEN DPOAN LAO DONG CONG HOA XA HOI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc lap - T do - Hanh phic
CONG POAN CO SO CONG TY...

TP. Ho Chi Minh, ngay ... thang ... nam 2025

‘ TO TRINH _
Vé viée dé nghi ¢cong nhan doan vién, Cong doan co sé, Ban Chap hanh Cong
doan ¢or 80 CONP Y siicivsnssininvirssssnnsssomisssssssnprosasssnienn

Kinh giri: Lién doan Lao dong Thanh pho H6 Chi Minh

- Céan cu Luat Cong doan;
- Can cir Diéu 1é Cong doan Viét Nam;

- Can cu Pon ty nguyén xin gia nhdp Cong doan Viét Nam cua .... nguoi lao
dong thuoc Cong ty ...

- Can cu Bién ban dai hoi Thanh lap Cong doan co s¢ Cong ty ... ngay ...
thang ... nam ...

|
| - Can ctr Bién ban hop Ban chap hanh Cong doan co s& Cong ty ... lan thir
1 nhét vé viéc bau Phé chu tich, Uy ban Kiém tra va cac chirc danh trong Uy ban
Kiém tra.
Ban Chap hanh Céng doan co so Cong ty ... kinh dé nghi Ban Thuong vu
Lién doan Lao dong Thanh phé Ho Chi Minh c6ng nhan doan vién, Cong doan co
s¢ va Ban chap hanh Cong doan co so Cong ty ... gdbm cac 6ng (ba) cé tén sau:

- Ong (ba): ... - Chirc vu: ... - Chu tich
- Ong (ba): ... - Chirc vu: ... - Pho Chu tich
- Ong (ba): ... - Chirc vu: ... - Uy vién Ban Chap hanh

Tran trong.,.

CONG TY ... TM. BAN CHAP HANH
GIAM POC CHU TICH



Mau 2

PAI HQI THANH LAP CONG HOA XA HQI CHU NGHIAVIET NAM
CONG POAN CO SO CONG TY Péc 1ap - Twr do - Hanh phic

TP. Hé Chi Minh, ngay ... thang ... nam 2025

BIEN BAN ‘ )
PAI HOI THANH LAP CONG DOAN CO SO

Hém nay, vao ltc ... gio ... phat ngay .../.../... tai ... Cong ty ... (Pia chi: ...,
TP. H6 Chi Minh).

Ban Van dong thanh lap Cong doan co s¢ Cong ty ... té6 chire Dai hoi thanh 1ap
Cong doan co so Cong ty ...

I. THANH PHAN THAM DU’

I. Dai dién cong doan cap trén truc tiep quéan ly

- Ong/ba: ...

- Ong/ba: ...

- Ong/ba: ...

2. Pai dién lanh dao doanh nghiép

- Ong/ba: ...

- Ong/ba: ...

- Ong/ba: ...

3. Ban van d{ng

- Ong/ba: ...

- Ong/ba: ...

- Ong/ba: ...

Va su c6 mit ... dai biéu trén téng s6 ... dai biéu duoc triép tap.

II. NOI DUNG

l. Béo cdo qua trinh van dong nguoi lao dong gia nhap cong doan va cong tac
chuan bi t6 chire thanh 1ap cong doan cap co so.

Ong/ba ... - Truong Ban van dong bdo cdo qua trinh van dong nguoi lao dong
gia nhap cong doan va va cong tac chuén bi t6 chiic thanh 1ap cong doan cap co SO

2. Cong bo danh sach nguoi lao dong c6 don gia nhap cong doan

Ong/ba ... - ... Ban Van dong Cong bé danh sach ngudi lao dong c6 don gia
nhap cong doan ...

3. Tuyén bd thanh lap Cong doan co s&

Ong/ba ... - Truong Ban van dong tuyén bo thanh lap Cong doan co s



ty ..

4. Pai dién cong doan cap trén truc tiép quan ly phat biéu
5. Dai dién lanh dao doanh nghiép phat biéu
6. Dai hoi bau cir Ban Chap hanh Cong doan co s

Két qua:

+ Ong/ba: ... - Chirc vu: ...

+ Ong/ba: ... - Chirc vu: ...

+ Ong/ba: ... - Chic vu: ...

bPa tring cu Chu tich Cong doan co so Cong ty ..., nhiém ky ...

7. Dai hoi tién hanh bau Chu tich Cong doan co so

Két qua: Ong/ba ... - Chirc vu: ... di trung cir Chu tich Cong doan co s¢ Cong

., nhiémky ...

8. Ban chap hanh Cong doan co s Cong ty ... ra mat Dai hoi.

9. Ong/ba ... thong qua ké hoach hoat dong ctia Cong doan co so Cong ty ...

trong thoi gian toi.

Pai hoi két thic vao luc ... gid ... cing ngay.

THU KY TRUONG BAN VAN DONG




Mau 3

HOI NGHI BAN CHAP HANH CONG HOA XA HQI CHU NGHIA VIET NAM
CONG POAN CO SO CONG TY ... Péc liap - Tw do - Hanh phiic
NHIEM KY ...

(Pong déu treo)
BIEN BAN
Héi nghi lan thir nhat Ban Chap hanh Cong doan co sé Cong ty ...
Nhiém ky ...

Hoi nghi lan thir nhat Ban chap hanh Céng doan co s¢ Cong ty ..., nhiém ky ...
duoc to chire vao lac ...gio ... phat ngay .../.../2025 tai ...

I. THANH PHAN THAM DU

- Chu tri: Ong ba ... - Chu tich Cong doan co so Cong ty ..., nhiém ky ...

- Tham du: Ban Chép hanh Cong doan co s Cong ty ..., nhiémKky ... (... Uy vién).
1. NOI DUNG

1. Gidi thiéu thu ky cudc hop:

- Hoi nghi nhat tri bau 6ng/ba ... - ... la thu ky hdi nghi.

- Biéu quyét: .../... (Ty 1é ...%)

2. Thong qua chwong trinh hoi nghi

3. Tién hanh bau cir:

3.1. Bau Ban Thuong vu (néu co)

- Hoi nghi thao luén théng nhat sé luong Ban Thudng vu Cong doan co so Cong
ty ..., nhiém ky ... gom ... uy vién. Biéu quyét: .../... (Ty 1€ ...%)

- Ho1 nghi thao luan dé dé cu, ung cu Ban Thuong vu Cong doan co so Cong ty
..., nhiém ky ...: Khong cé dé cu, img cur vao Ban Thuong vu Cong doan co s¢ Cong
ty ..., nhiém ky ... tai hoi nghi.

- Théng qua danh sach dé cur dé bau vao Ban Thuong vu Cong doan co so Cong
ty ..., nhiém ky .... Danh sach gobm cac dng/ba c6 tén sau:

+ Ong/ba ... - Chtic vu: ...
+Ong/ba ... - Chie vu: ...
+ Ong/ba ... - Chuc vu: ...

- Hoi nghj tién hanh biéu quyét danh sach dé ctr tham gia Ban Thuong vu Cong
doan co so Cong ty ..., nhiém ky ... Biéu quyét: .../... (100%).

Hoi nghi da biéu quyét thong nhét .../... (...%) T6 bau cir gom:
+Ong/ba ...




+ Ong/ba ...

+Ong/ba ...

- T6 bau cir thong qua thé 1&, nguyén tic bau cir va diéu hanh bau cur. Két qua cac
ong/ba c6 tén sau day tring cur vao Ban Thuong vu:

+ Ong/ba ... - Chirc vu: ...

+ Ong/ba ... - Chirc vu: ...

+ Ong/ba ... - Chuc vu: .

Luu y: Cong doan co so co tiw 09 uy vién ban chap hanh thi co ban thuwong vu
va khong vuot qua 1/3 tong so iy vién ban chip hanh. Néu dwéi 09 iy vién ban chip
hanh thi khong bau ban thuwong vu.

3.2. Bau chirc danh Pho chu tich:

- Hoi nghi tién hanh dé ct, (g ctr chire danh Phé chu tich Cong doan co s Cong
ty ...:.khong c6 dé ctr, ing cur vao chuc danh Pho chu tich Cong doan co s¢ Cong ty ...,
nhiém ky...

- Théng qua danh sach dé ctr chirc danh Pho chii tich Cong doan co s¢ Cong ty ...,
nhiém ky ... 1a ong/ba ..

- Xin y kién biéu quyét cta hoi ngh1 vé danh sach Ung ctr chirc danh Cong doan
co 56 Cong ty ..., nhiém ky ... Biéu quyét: .../... (Ty 1& ...%).

- Tién hanh bau ctr chire danh Pho Chu tich.

Két qua: Ong/ ba ... - Chirc vu: ... dat .../... phiéu (ty 1é ...%) trung ctr chirc danh
Phé Chu tich Cong doan co s¢ Cong ty ..., nhiém ky ...

3.3. Bau Uy Ban kiém tra

- Ban Chap hanh Cong doan co s& Cong ty ..., nhiém ky ...du kién s6 lugng Uy
Ban kiém tra gom 5 uy vién.

- Ho1 nghi thao luan thong nhat s6 lugng Uy Ban kiém tra Cong doan co so Cong

ty ..., nhiém ky ... gdm ... iy vién. Biéu quyét: . .. phiéu (ty 1& ...%)
- Thong qua danh sach dé cir Uy Ban kiém tra gom:
+Ong/ba ...
+Ong/ba ...
+ Ong/ba ...

- Hoi nghi biéuqquyét danh sach tmg cur Uy Ban kiém tra Cong doan co s Cong
ty ..., nhiém ky ... Biéu quyét: .../... phiéu (ty 1¢ ...%)

- Tién hanh bau cir Uy Ban kiém tra. Két qua ... dng/ba c6 tén sau ddy trang cut
vao Uy Ban kiém tra Cong doan co so Cong ty ..., nhiém ky ...



+ Ong/ba ...
+ Ong/ba ...
+ Ong/ba ...
3.4. Bau Chui nhiém Uy Ban kiém tra

- Hoi nghi tién hanh dé ct, tmg ctt chirc danh Chi nhiém Uy Ban kiém tra Cong
doan co so Cong ty ..., nhiém ky ...: Khong c6 dé ctr, ing cu vao chire danh Chu nhiém
Uy Ban kiém tra Cong doan Luc lugng TNXP lan thu [X.

- Thong qua danh sach d& cir chitc danh Cha nhiém Uy Ban kiém tra Cong doan
co so Cong ty ..., nhiém ky ... la 6ng/ba ..

- Xiny kién biéu quyét ctia hoi nghl vé danh sach tng ctr chirc danh Chu nhiém
Uy Ban kiém tra Céng doan co s& Cong ty ..., nhiém ky ... Biéu quyét: .../... phiéu (ty
l¢ . 0/0)

- Tién hanh béu cir chire danh Chu nhiém Uy Ban kiém tra. Két qua: Ong:,/ ba .
Chie vu: ... dat .../... phiéu (ty 1é ...%) trung cir chitc danh Chii nhiém Uy ban chm
tra Cong doém co so Cong ty ..., nhiém ky ...

3.5. Bau Phé Chu nhiém Uy Ban kiém tra (néu cd)

Hoi nghi da két thuc vao luc . .. phit cung ngay.

THU KY HOI NGHI CHU TRI HOI NGHI



Miu 4a

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phue

PON GIA NHAP CONG POAN
Kinh giri: Ban Van dong thanh lap CDCS Cong ty

......................................................

(hodc gui cong doan cap co so hodc cong doan cAp trén ... .............c.cc.cccce o)

I 4 4 ) - SRS : Nam/nir : .......

- SN NGAY: o e 2 IR ; vines
% LQIE QUL onssuunsmuvmsnsonssnnneiisessuissasssnss siosses oxesuusovss SRS RERION samwurge

= NOT O €N NAY: .ot

= SO dien thO@i: «.ovveeeeeeeee e, Email: ...coovev.e..

- Noi lam viéc hi€n nay: ...

= Vi tri oOng vi€e Sang 1M v wonvnmnmanusiusmmmsamemsaams

Sau khi tim hiéu Diéu 1¢ Céng doan Viét Nam, tdi tan thanh va tu nguyén lam don
gia nhap to chirc Cong doan Viét Nam.

Khi la doan vién cua Cong doan Viét Nam, t6i xin hira: Thuc hién tét nhiém vu,
quyén han ctia doan vién; chip hanh su phéan cong cua té chiec, cac quy dinh cua Diéu
Ié Cong doan Viét Nam, chu truong, nghi quyét cua to chire cong doan, déng doan phi
day du.

...... ngay ... thang ... nam....
Nguoi lam don
(Ky, ghi ro ho tén)



Mau 4b

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

PON GIA NHAP CONG POAN
Kinh gwri: Ban Vin dong thanh lap CDCS Cong ty

......................................................

(hodc gui cong doan cdp co so hodc cong doan cdp trén .....................ccc. oo ..)

Chiing t6i gom.... ngudi lao dong tai ...., sau khi tim hiéu Diéu 1é Cong doan Viét
Nam, ching tdi tan thanh va tu nguyén ky don gia nhap Cong doan Viét Nam.

Chiing t6i xin chap hanh Diéu 1¢ Cong doan Viét Nam, déng doan phi day du va
thuc hién nghi quyét cia to chirc Cong doan.

Danh sach ngudi lao dong gia nhap Cong doan Viét Nam:

N-z‘im S6 chirng minh| _« ..
. A sinh . i ‘ = . | So dién P
TT Hovatén 7 Quéquan | thw hoac thé | thoai Ky tén
| Nam Nit | | cimewoe | '
1 |
. ‘ | |
2 | | ,
| . | B .
3 i
. | |
| [
| |
- 1 I -l - - - - . |
Nguwoi lap danh sach ngay ... thang ... nam ....
(hoac trwéng ban van dong) Dai dién mot s6 nhom CNLD

(Ky, ghi ré ho tén) (Ky, ghiro ho tén)



Maiu 5a

PAI HOI THANH LAP CONG HOA XA HQI CHU NGHIA VIET NAM
CONG POAN ........... Péc lap - Tw do - Hanh phiic

BIEN BAN KIEM PHIEU
Bau cir Ban Chép hanh Cong doan co sé Cong ty ...

Chuing t6i dugc Dai hoi thanh 1dp Cong doan co so Cong ty .. ., bau vao T6 kiém
phiéu té chirc bau ctr Ban Chép hanh Céng doan co so Cong ty ...gom:

-Ong/ba ... - ... - To trudng
-Ong/ba ... - ... - Uy vién
-Ong/ba ... - ... - Uy vién

T6 kiém phiéu da pho bién cach thirc bau ctr dé dai biéu thuc hién quyén bau cur
theo ding nguyén tic va quy dinh cua Diéu 1é Cong doan Viét Nam. Sau khi kiém
phiéu, T6 kiém phiéu nhat tri 1ap bién ban nhu sau:

- Tong s6 lao dong ¢ don xin gia nhap Cong doan Viét Nam: ... nguoi;
- Tong s6 lao dong da la doan vién Cong doan Viét Nam: ... nguoi;

- Téng sb dai biéu chinh thirc dugc triéu tap du dai hoi ... dai biéu;

- Téng s6 dai biéu chinh thire ¢6 mat du dai hi ... dai biéu;

- Tong s6 dai biéu chinh thirc tham gia bo phiéu ... dai biéu;

- Dai hoi da quyét dinh s6 luong ban chip hanh Cong doan co so Congty ... la
nguoi;

- Dai hoi da nhat tri danh sach bau cir gdm ... nguoi, cu thé:
-Ong/ba ... -

- Ong/bé wew ® g

-Ong/ba ... - ...

Trong do:

- Ung ctr: ... ngudi;

- bé cur: ... nguoi;

- Tong s6 phiéu Ban kiém phiéu phat ra: ... phiéu;

- Téng s6 phiéu Ban kiém phiéu thu vé: ... phiéu;






