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HVONG DAN 
Thtyc hin quail 19 ha so, s sich Con doan ca sEr 

Nham thuc hien t6t ding tac c6ng (loan ca sâ cho cac cong doin ca ser 
truc thuac ten dia ban quart Long Bien, (long theri tao di&u lcien cho các ding 
doan ca sar quart 1 Mt ha so c6ng doan trong thai gian tot Ban thuong vti Lien 
dein Lao dOng quan Long Bien huong clan va de nghi cac cong doan ca th dux 
hien cac nai dung cu the sau: 

I. Cie loai ha so ctia hoat Ong Cang 

- Ka hoach hoar dOng C8ng doan CO s6 gam phuong huang — chucmg 
trinh hoat Ong ding doan CO S6 cüa nhiem ky. 

- Ka hoach boat dOng c6ng doan theo ,cac nam, Ica hoach dinh ky hang 
quy, hang thang, ká hoach to chirc cac chil 	ngoai ra con co cac ice hoach 
trien khai ck cuOc van Ong lon caa Clang doan cap ten chi dao va dm don vi 
phat 

- Bao cao hoat Ong C8ng doan: gam Bao cao hoot Ong ding doan dinh 
ky hang quy, bao cao theo chuyen de, bao cao sa ket hoat dOng cong doan 6 
thang, bao cao t6ng ket hoar clang c8ng doan nam, bao CO sa kat - tong ket ode 
cuOc van clang, bao Co so kat, tang ket nhiem ky. 

- Quy chalam viec dm Ban chap hanh, Oy ban kiam tra (dai voi the don 
vi CO UBKT); Quy che phoi hap gitia c6ng &an va chinh quyen„ chuyen mon 
cUng cap; quy che clan chil; Quy che chi tieu caa COng doan; 

- Ltru trü cac ha so phtic vi clang tac phi hap: cac ica hoach phai hop yeti 
chinh quyen, chuyen m8n nlur to chirc Hai thi, chuyen de, ... 

- Ltru trU ha so c6ng theta dire: Quyat dinh kat nap doan vien va thanh lap 
CDCS, cong nhan Ban chap bait, Uy ban kiem tra (n'eu co), quyat dinh kat nap 
doan vien ding doan va cac ho so, tai lieu lien quan den c6ng the t6 chic, s theo 
dal doan vien 

- Ltru tra ha so theo d5i thi dua, khen thuong, kY luat: Ka hoach thi dua, 
phat dang thi dua du nam, phat Ong cac dat thi dua, bao cao sa ket cac kit thi 
dua, ban dang k thi dua, bang xet ket qua thi dua dinh icY Va cuoi nam. 

- Luu trir ha so thuc hien quy cha clan chi) tai  ca 	Quy cha clan cht), 
bien ban ta chat dai thoai yen lanh dao don vi. 
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II. Cac loai s cüa hoat dOng cong doan so': 

- Sa ngiu quyit: cap nhat tAt cã cac bien ban sinh hoat cong doin co see, 
hop Ban chap hanh theo dinh kY, ltru cac nghi quyet dm BCH ding doan (3 
thang hop it nhit 1 lin) 

- S theo doi tài chinh ciia cong dam ca so': the s6 sach, chüng tü theo 
dog thu chi lcinh phi, doan phi Gong doan. 

- Sa Ban Thanh tra nhiin don (0' khai HCSN và ale trwang hpc): cap 
nhat day dg cac k'e hoach nam, ke hoach  hot dOng theo quY; 	the quyet dinh 
lam viec ch8 tich cong doth kY ra quyet dinh, cac bien ban kiem tra giam sat 
tmmg üng theo quyet dinh da duce Chit tich &Ong doan phe duyet. Bao cao cong 
the thanh tra than dan cuoi nam. 

- S (4 ban kiim tra (dai veri CDCS có ft:L. 30 doem vien tro Mn): c4p 
nhat day dU cac ke hoach nam, 14 hoach hoat d8ng theo quY; ltru cac quy'et dinh 
lam viec tha UBKT, cac,bien ban kiem tra tuang 	theo quyet dinh dã dugc 
phê duyet, cac xuat bang van ban doi yeti Ban chap hanh, Bao can cong tac 
LTBKT cu6i nAm. 

- S Nil' cling: Cop nhat day da cac 14 hoach nam, ke hoach hoat d'Ong 
theo quY,,ek ke hoach theo chü de. Bao cao tha Ban nit thong cu8i nam, timg 
chuyen de hoc chao mUng cac ngay 1 lern. Danh sach binh xot thi dua phu nO 
"Giei viec nuerc — Dam viec nha", tieu chi binh xet phii nit thi dua "Gioi viec 
nuot — Dam viec nha"... 

- Sd sinh hoat c 'au la &Mg doom ghi day du n8i dung va bien ban trien 
khai sinh hoat trong thang... 

- Sa theo dai cong it di, an vet hut Sc nghi quy it, quyit dinh, quy chi... 

Tren day la nOi dung huemg clan cac Cong doan,  co se( trgc thuOc Lien 
doan Lao dOng quan Long Bien ve viec quan ly ho so, so sach cong doan co soi, 
de nghi Ban chap hanh cac CDCS trgc thuOc thgc hien theo dung cac nOi dung 
tren. Trong qua trinh thge hien nu có gi vuong mac lien he yen Lien doan Lao 
dOng quan Long Bien a giai quyet. DT: 04.38778345. 

Noi nhitn: 
- Ban Tr!) chirc LDLDTP; 

- Clic CDCS tnrc thu0c; 

- Ltru VP. 
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