
TONG LIEN DOAN LAO HANG CONG HOA XA HOI CHU NGHIA 'VIET NAM 
VItT NAM 	 Hoc 14p - Tir do - Hanh phtic 

S6: 134 /HD-TLD 	 Ha 11T0i, ngay 07 timing 02 nom 2017 

HU'ONG DAN 
Cong tic nhan skr ban chap hanh tai dai h(ii cong doan cic cap 
tien toff Hai hOi XII Cling doan Viet Nam nhiem kY 2018-2023 

Can cir Ke's hoach s6 52/KH-TLD ngay 28/11/2016 dm T6ng Lien doan 
Lao gong Viet Nam 1/'' to chirc dai hOi cong doan cac cap tien tai Dai h6i XII 
COng doan Viet Nam, nhiem kSr 2018 - 2023 va Huang dan so 26-HD/BTCTW 
ngay 18/8/2014 dm Ban T6 chuv Trung ucrng ve cong tac nhan sir cap fly tai dai 
h6i Dang b6 cac cap tien tai 	h6i dai bieu town quOc lanthir XII dm Dang; 
Doan Chit tich Tong Lien doan Lao d6ng Viet Nam huang dan cong tac nhan sir 
Ban chap hanh tai dai h6i ding doan cac cap, nhtr sau: 

A. YEU CAU XAY DUNG BAN CHAP HANH VA TIEU CHUAN, DIEU KIEN, 
CO CAU BAN CHAP HANH 

I. Yeu cau xay dkrng ban chap hinh: 
1. Ban chap hanh cong doan do dai h6i bAu ra phai dap img yeu cau có 

ban linh dai dien, boo ve quyen va lqi ich hqp phap, chinh ding cua doan vien, 
cong nhan, vien chirc, lao d6ng. 

2. Xiy dvng ban chap hanh cong doan phai lay chat ltrqng, tieu chuan la 
chinh; có so luqng va ca cau h9p 	boo dam sir lanh ciao town dien cac cap, 
cac dia ban va linh vvc boat d6ng cong doan. 

3. Cu tao ban chip hanh cAn k6t hqp hai hea 4ifla 3 d6 tu6i, co call phai 
tren ca sa boo dam tieu chuan. Nhang nai can ca cau uy vien ban chap hanh, 
nhung khong lira ch9n dtrqc nguai có du tieu chuan, dien kien thi Ichong gO ep 
giai thieu nguai tham gia ban chap hanh. 

4. Viec giai thieu nhan sir phai dam boo dan chu, cong khai, dfing quy 
trinh, quy dinh ciia Dieu le Cong doan Viet Nam, huang dan cila Doan Chii tich 
Tong Lien doan Lao doOng Viet Nam. 

II. Tieu chuan chung cua fly vier' ban chap hanh: 
1. Co ban linh chinh tri \rising yang; nhiet tinh, tam huy6t vai six nghiep 

xay dung to chirc cong doan; truang thanh tir thirc tien phong trao cong nhan va 
hog d6ng cong doan; có tinh than dal mai, dam nghi, dam lam, dam chiu trach 
nhiem, có uy tin, có phucmg phap hog d'Ong va kha nang doan ket tap hop duqc 
dong dao doan vien, cong nhan, vier' chdc, lao d6ng; có tinh than dau tranh boo 
ve quyen va lqi ich hqp phap, chinh clang cua doan vien, nguai lao d6ng. 

2. CO nang lvc tham gia xay dung va cu th6 hoa, to chirc thvc hien tot cac 
nghi quyet cua Dang, chinh sach, phap luAt cua Nha ntrac vao cong tac cong 
doan; có kin that ye quan ly kinh te, xa hOi, phap luAt; có ky nang hog dOng va 



nghiepyv ding tac; c6 kha fling tham gia guy& dinh cac chU twang cong tac cua 
ban chip hanh cong doan. 

3. CO tinh thin trach nhiem, hoan thanh tot nhiem vv &roc giao. 
4. CO sue khoe de hoan thanh nhiem vi; co dao dim, 16i sang lanh manh, 

trung thvc, gian di; c6 tinh thin dau tranh chong tham nhung va ling phi; khong 
cvc b6 ban vi, co h6i; khong ling phi, tham nhfing va bao the cho tham nhfing. 

III. Dieu loin tham gia ban chap hanh: 
Ngueri tham gia ban chip hanh ngoai dam bao theo tieu chuin tren, can 

phai dap ung cac dieu kien sau: 
1. Nguai tham gia lan diu: C6n du tu6i cong tac de dam nhiem it nhlit mot 

nhiem kSi dai h6i cong doan. 
2. NguOi tai dr: CO dU tiled gian ding tac it &lit phai du 1/2 nhiem kS7 (30 

timing) tra len. Nhang truerng hop con thOi gian cong tac duai 1/2,  nhiem kSt se 
do cong doan cap ten va cap uS,  cUng cap xem xet quyet dinh cu the. 

3. D6i viii ban chap hanh cong doan ca so khu vvc ngoai nha nuac thvc hien 
theo huang din so 132/HD-TLD ngay 07/02/2017 Tong Lien doan Lao d6ng Viet 
Nam ye mot so not dung thvc hien Ke hooch so 52/KH-TLD ngay 28/11/2016 ve 
to chirc dai h6i cong doan cac cap tien tai Dai h6i C•5ng doan Viet Nam. 

IV. Co. can ban chap hanh cong doin cac cap: 
1. Ban chip hanh cong doan cac cap can c6 s6 luting hop 15/, co cL dam 

bao tinh dai dien cua doan vier' theo cac linh vvc, dia ban, de dap ung viec l'anh 
dao, trien khai to chirc thvc hien kip theri nghi quyet cua cac cap cong doan den 
dOng dao doan vien, nguOi lao Ong. 

2. Cong tac chuin bi nhin sv thvc hien theo quy trinh dan chil,cOng khai, 
dung nguyen 	nhung nhat thiet khong vi ca cau ma lam giam chat luting fly 
vien Ban chap hanh. 

3. Phin &Au ban chip hanh cong doan cap ten tivc tip co sa co 3 d6 
duai 40 tu6i khong duai 10%, to 40 den duai 50 tu6i (40-50%), can lai ten 50 
tuoi tra len; bao dam tinh ke thira, phat trien; phan dau ti le nit tham gia ban 
chip hanh dat khoang 30%. 

Noi,nao chua chuin nhan sv co cL theo quy dinh thi tien hanh bau 
cu ban chap ,hanh vai so luting it hen, so con lai 1)6 sung trong nhiem 	dat 
chi tieu co cau theo quy dinh, nhung so luting it hen khong qua 10% tang so ban 
chip hanh. 

B. CONG TAC CHUAN BI NHAN SU BAN CHAP HANH 

I. Ra soot bo sung quy ho9ch: 
Cac cap cong doan tien hanh ra soot, b6 sung quy hooch de chuin bi ngu6n 

nhan su kh6a 
II. Thanh lap tieu ban nhan str: 
1. Ban thuOng vv (hoik ban chcip hanh a nhung nai khong có ban thwang 

vu) cong doan cac cap quyet dinh thanh lip tieu ban nhan su dai h6i, do dong chi 
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chit tich true tip lam truong tie'u ban; cac pH) tich, true'mg ban to chits, it t, ch 
nhiem n'y ban kiem tra (neu co) va mot so fly vien ban throng vu lam thanh vien. 

Tieu ban nhan sit có nhiem vu giiap ban throng vu hoac ban chap hanh 
&rang nhiem xay dung phucmg huong cau two ban chap hanh khod mbi, quy 
trinh va 1c6' hoach gibi thieu nhan sit; trien khai thkrc hien quy trinh va ke hoach 
gibi thieu nhan six, lap danh sach nhan sr du kien tham gia ban chap hanh khoa 
mei; lam viec vai cap uSr, chinh quyen, ca quan chuyen m6n, clown the lien quan 
trong ding tac chuan bi nhan 

Ban T6 chirc (hoac can b6 lam cong tac to chits) giup tiehu ban nhan sit 
thus hi'en cac cong viec cua tieu ban. 

, 2. Xay dung phuang huemg cau two ban chAp hanh khoa 	quy trinh va 
hoach giai thieu nhan sit. 

- Tren co so chudn bi dia tier ban nhan sit, ban thuong vu (halc ban chcip 
hanh nhang nal /thong c6 ban thu•Ong vu) h9p de cho y kien vao phucmg 
huang cau two ban chap hanh, quy trinh va ke hoAch gibi thieu nhan 

- H6i nghi ban chAp hanh thong qua phucmg hueng cau tao ban chip hanh 
khod mbi, quy trinh va ke hoNh gibi thieu nhan sit. 

III. Quy trinh giai thi0 nhan sty ban chAp hanh truirc dai hOi: 
1. Ban thuong vu (ho0c ban chcip hanh a nhfing nal khong c6 ban throng 

vu) trieu tap h6i nghi gom cac &rig chi fly vien ban chAp hanh, chit tich dau mai 
to chirc cong clown true thu6c de pho bien, quan triet chit trucmg tien hanh clai 
h6i, phtrang hixern cau two ban chap hanh khod mei, ke hoach va quy trinh gibi 
thieu nhan six va lay y kien gibi thieu cua cac tiSt vien ban chAp hanh (lcin 1). 

Ban thuong vu giri phiL hoi y kie'n, kern theo danh sach ban chip hanh 
duang nhiem, de nghi timg us, vien ban chap hanh cho y kikl ye cac van de sau: 

- Nguyen vong ca nhan lay vien ban chip hanh có tip tuc tham gia hay 
khong tham gia ban chdp hanh khoa mei (if) do). 

- De xuAt y ki6n dia minh ye cac uST vier' ban chAp hanh duang nhiem tip 
tuc tham gia, hoac khong tiep Ale tham gia ban chap hanh khod 

- Giefi thieu nhan sit ngoai ban chdp hanh &rang nhiem tham gia Ban chap 
hanh khod 

2. Lay y kien giai thieu cua cac cap cong down. 
2.1. Can sir phtrang huong cau tao ban chdp hanh khoa mai, tier ban nhan 

six du kien phan 1)6 so luting, ca cau nhan six giai thieu tham gia ban chap hanh, 
trinh ban thuong vu (hotTic ban chap hanh nhang nai khong c6 ban thuong vu) 
th6ng qua va chi dao cac cap cong down tien hanh giai thiki nhan sit. S6 luting 
de nghi 	thieu phai nhieu han so luting ban chap hanh mei la 10%. 

2.2.,T6 chirc h'6i nghi can b6 chit shot tai cap cong down co Co cau dugc 
phan 1)6 de lay phial giai thieu nhan 

- Timg cap cong down có ca cau dugs phan bo to chits h'6i nghi can b6 
chit shot (icy vien ban chap hanh; icy ban kiem tra; cap twang, cap phO arc don 
vi true thu6c va twang du'ong) giai thieu nguoi tham gia ban chip hanh. Doi voi 

3 



cong doan co kr, nghiep doan thanh phan h6i nghi can b6 chu ch6t do ban chap 
hanh ding doan co so, nghiep doan quyet dinh. 

- Cac h6i nghi lay y kien giai thieu cua cap nao do ban thuang vu ding 
doan cap do trieu tap va chu trl. 

- N6i dung cac h6i nghi lay 5,  kien: 
+ Quan triet mvc Bich, yeu cau, phuang huang call to ban chap hanh 

khod mai; huang dan ghi phieu, b6 phieu giai thieu; than luan lam fa cac van de 
lien quan dugc h6i nghi d4t ra. 

+ Timg d6rig chi,  &roc hoi kien lira ch9n nguai 	tieu chuan va dieu 
kien, phit hop vai co cau, tieu bieu cho dia phuang, nganh, don vi de ghi vao 
phial theo mau in san. Sau dO b6 vao phong bi rieng din kin, 116 vao horn phieu 
hoac giri tieu ban nhan sr theo huang dan. 

- Sau khi tap hop danh sack giai thieu, ban thuang vv cap trieu tap bao 
cao xin y kien cap fly dang ding cap va giri danh sach giai thieu chinh thirc ve 
tieu ban nhan sir dai h6i cap tren. 

- Rieng h6i nghi can 1346 co quan Lien doan Lao d6ng tinh, thanh ph& 
cong doan nganh trung trang va tuong duang, cong doan tong cong,ty ft-km thu6c 
Tong Lien doan, c6 the giao cho Thu truCMg ca quan va Ban chap hanh cong 
doan co quan phai hop chu tri. D6i tuong lay phieu giai thieu tir chuyen vien tra 
len. Cac phieu giai thieu, bien ban h6i nghi &roc b6 vao phong bi, dan kin gir' i 
tieu ban nhan su dai h6i. 

- 	To chirc h6i nghi lay 51 kien giai thieu la chinh. Truang hop cac d6i 
Wong lay y kien lam vi'ec a nhieu dia phuang,,phan tan, khO to chut h6i nghi thi c6 
the girl cong van not re5 yeu cau, kern theo phieu lay y Id& den tong nguai. 

3. rOng hop ket qua giai thieu: 
- Tieu ban nhan sir tong hop bao cao tinh hinh ket qua giai thieu nhan sir, lap 

danh sach nguai dugc giai thieu tham gia ban chap hanh bao cao ban thuang vv. 
- T6 chirc h6i ,nghi ban thuang vv de xem xet bao cao 	tieu ban nhan 

sir bao cao ket qua lay )'T kien cac uST vien ban chap hanh, ket qua giai thieu cua 
cac cap ding doan; thao luan va thong qua danh sach nguai ducic giai thieu de 
bao cao xin y kien chi dao cua cap uy, to chirc dang (long cap, cong doan cap 
tren truac khi lay )'T kien ban chap hanh lan 2 

4. Lay y kien giai thieu nhan sr trong Ban chip hanh (1 an 2). 
Ban thuang vu trieu tap h6i nghi ban chap hanh, de thirc hien cac cong viec: 
4.1. Ban thuang vv bao cao danh sach va VT do cac us,  vien ban chap hanh 

throng nhiem tiep tvc tham gia hoc lchong tiep tic tham gia khoa mai, ket qua 4i6i 
thieu cda uy vial ban chap hanh va cua to chik cac cap ding doan va danh sach tong 
hop than sir duct giai thieu. De nghi cac lay vien ban chap hanh Iva chon nguai 
tham gia ban chap hanh, dOng thai giai thieu ban thuang vv, chu tich, pho chit tich. 

4.2. Can cu phuang huang cau to ban chap hanh khoa tai, ten ca s& danh 
sach nhan sir dugc giai thieu,tixng uST vien ban chap hanh lira chon, giai thieu (bang 
phieu) ngueri tham gia ban chap hanh, ban thuang vu, chu tich, pho chu tich. 
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Tieu ban nhan su thu phieu, kiem phieu va bao cao ket qua voi h8i nghi. 
Can cir so luting du kien dm ban chap hanh, nhimg dung chi dat tren 50% (theo 
thli• toter cao xuang theip) tong so uy vien ban chap hanh duang nhiem giai thieu 
se dugc dua vao danh sach giai thieu 	dai h8i. Neu danh sach chua tap trung 
thi ban chap hanh phai lien hanh be, phieu lua ch9n tiep cho den khi danh sach 
phu h9p veri so luting du kien. 

5. Sau khi có danh sach giai thieu chinh thirc (ban chcip hanh, ban thwong 
chic tich, pho che4 tich khoci mai), ban thu&ng vu tien hanh cac 

- Bao cao cap uy, to chirc clan dZing cap, ding doan cap tren cho y kien 
ye nhan su de hoa.n chinh truck khi lien hanh dai h8i. 

- Hoan chinh bao cao cau tao ban chap hanh, bao cao chuan bi nhan su va 
danh sach nhan su de trinh ra dai hQi. Dong theri hoan chinh ho sa nhan su dugc 
giai thieu; xir VT dirt diem don thu khieu nai, to cao...; de chuan bi trinh dai h8i 
khi có yeu cau. 

6. Trong qua trinh chuan bi nhan su ban chap hanh ding d8ng thai chuan 
bi nhan su fly ban kiem tra khoa mai (quy trinh giai thieu nhan su uy ban kiem 
tra nine quy trinh giai thieu nhein su ban chap hanh). 

IV. Cling tfic nhan sty trong 41#i 

1. Ban chap hanh bao cao tai dai 11'8i cac van de ve nhan su ban chap hanh 
khoa 	gam: 

- Phuong huang cau tao ban chip hanh (so Luang, tieu chucin, ca eau) de 
dai h8i xem xet, ,thong qua (hru Dgi hai chi thao luau cle an ban ,chap hanh 
khoa mai, con cie an ban throng vu do ban chap hanh phien thin nhat hQp, thao 
luau thong qua). 

- Qua trinh chuan bi nhan su ban chap hanh va danh sach nhan su do ban 
chap hanh duang nhiem giai thieu dedai hOi tham khao (khOng clgc danh sach 
tai h6i trtrowg ma chuyen danh Rich ye cac to thao lu an). 

2. Dai h8i thao Juan va tien hanh 1mg cir, de cir ban chap hanh: 
- Chia to thao Juan (phan ding to truang, to ph6, thu. kJ). 
- Can cif phuong an cau tao ban chap hanh khoa 	dugc dai 1181 thong 

qua, tham khao danh sach nhan su do ban chap hanh duong nhiem giai thieu, 
timg to tien hanh de cir, img cir va thao Juan, th8ng nhat danh sach de dr, img dr. 

- Tap hop ket qua gioi thieu cita cac to. Neu danh sach giaithieu 	hop 
vai so luting dai h8i thong qua thi ket that thao Juan to. Neu danh sach nhieu 
hon so vai so lugng quy dinh thi cac to thao Juan tiep de thu g9n lai (chi doi vai 
cac to ma nhcin sir chua tap trung theo s6 Luang clgi hai cla thong qua). 

3. Doan Chii tich dai h8i tong h9p danh sach nhang ngutyi 1mg cir, va 
dugc de cir vao ban chap hanh de Dai h8i bieu quyet thong qua danh sach bau cir 
(danh sach bau cu xep theo thir to bang chit cal tieng Viet va phai nhieu how so 
luting dugc bau it nhcit 10%). Sau do dai hoi bau ban chap hanh khoa 

4. Sau khi dai h(ji bau dugc ban chap hanh khoa mai, ban chap hanh hop 
phien thir nhat (trong thoi gian clgi hal') de thao Juan de an ban thuemg vv, so 
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luvng pho chu tich va uy ban kiem tra, ban chap hanh tin hanh bau ban thuong 
chu tich, cac pho chu tich va uy ban kiem tra, chu nhiem uy ban kiern tra. 

5. Viec to chirc bau ban chap hanh, ban thuong vu, chu tich, pho chu tich, 
uy ban kiem tra, chu nhiem va pho chu nhiem uy ban kiem tra thuc hien theo 
quy dinh cua Dieu Fe Cong doan Viet Nam khOa XI. 

V. COng tic nhan sir sau Hai 41: 
1. Ban thuong vu cong doan khoa m&i 

De 
hien quye't dinh phan cong 

nhiem vu cho 	vien ban chap hanh theo De an nhan sutrudrc va trong qua 
trinh to chtrc Dai ht)i. 

2. Truerng hop nhan su ducfc chuan bi cho cac chirc danh chu cho't (chu 
rich, pho chu tich) khong trung cir ban chap hanh hoac,ban thuong 	thi ban 
thuong vude xuat nhan khac va bao cao xin kien cap uy gang cong cap va 
cong doan cap tren xem xet quyet dinh. 

C. TO CHrfC THIYC HIEN 

Ban chap hanh, ban thuong vu cac Lien doan Lao 
tong 

tinh, thanh ph& 
cong doan nganh trung trang va tucmg &rang, cong doan tong cong ty truc thueic 
Tong Lien doan can tranh thu st.r lanh dao cua tinh, thanh 4, ban can su (fang be, 
(hoac clang uS,  tap doan, tong cong ty), cu the hod not dung,Huong clan nay cho 
pho hop voi 	kien cuthe cilia dia phuang, nganh minh de chi dao, huang dan 
va tien hanh cong tac nhan su trong qua trinh dai hoi cong doan cac cap theo Ke 
hoach dm Doan Chu tich T6sng Lien doan Lao demg Viet Nam./. 

Ncri nh4n: 
- Ban T6 chirc TW; Ban Dan van TW (B/c); 	 P110 	ICH THCONG TRVC ,.,-. 
- Ban Tuyen giao TLr (B/c); 	 ,;;:31'7— 
- Van phong TW; Van phong Chinh phil (B/c); 	i 	BA N 
- Uji vien Doan CHI tich TLD (C/d); 	• .::,- I 	a • 

.,H CHr 
- Cac LDLD tinh, thanh phO; CD nganh TW va 	, \ 

\,.. RUNG LiCiNG Wong throng; CD T6ng cong ty trkrc thuec TLD (T/h); :,,., 
-,,, .':.).,"\. - Cac Ban, don NI truic thuOc TLD; \\'''',:5'----. 

- Ltru: VT, Ban ToC TLD 	 \,1,.:, ,./ 	...ir 	Na 
.4% 

TrAn Thanh Hai 

TM. DOAN CHU TICH 

6 



PHIEU GIOI THIU KHAN St/ 

(Ban Chap hanh, Ban ThiRing vv, Chu tjch, Pilo Chti tich) .... KHOA 
	 

CAn cir tieu chuan   	 ., xin giai th* : 

SO 
TT 119 vi ten Ngay/thang/ 

nam sink 
Chin vu, don vi cling tic Ghi chti 

Ghi chic : Dciu czia Ban Chcip hanh gong a goc tren, ben trcii phieu. 



TONG LIEN DOAN LAO DONG 
VIET NAM 

LIEN DOAN LAO DONG TINH, TP 
(CD NGANH) 	  

CONG HOA XA HOI CHU NGHIA VIeT NAM 
DOc lap - Tkr do - Hanh phiac 

	 ngay 	thcing 	nom 	 

BIEN BAN LAY PHIEU GICSI THIEU 

Ngay 	Thong 	Nam 	 

da h9p 	  

Chu toa : D/c 	  

Med dkr : - D/c 	  

-Die 	  

T6ng s6 	 d/c 

CO II* du h9p: 	d/c 

SO phieu phat ra: 	 phieu. 

S6 phieu thu ve: 	phiL. (Tung phi& ciong vao phong bi, clan kin). 

S6 phong bi phieu ten dtrqc niem phong 

	

do dOng chi•    trkrc tiep nh'an. 

Bien ban nay lam thanh: 	 ban, 	  

NGUOI NHAN BI PHIEU 	 CHU TOA HQI NGHI 
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