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DANH CHO AI?
Can b0 truc tiép thuc hién tai cép Xa, cép tinh; co quan Dang, Quéc hoi, Chinh phu, Mit tran
To quoc; cac bg, ban, nganh va don vi su nghiép.

CACH SU DUNG
Xem so d6 08 buéc — tim dung biéu — lam theo vi du — kiém tra trudc khi gui. Tai liéu
khong thay thé Két luan, Huéng dan va phu luc chinh thiec.




VI TRI VIEC LAM + HUONG DAN NHANH

CAM NANG THU'C HANH / MUC 01
Mé cAm nang: 1am ngay theo 04 viéc

Dé nghi ddu mdi cung cép dir lidu da xac nhan theo cac Cong vin s6
01/ NHAN DU LIEU 1972-CV/BTCTW, 2209-CV/BTCTW, 2342-CV/BTCTW ctia Ban
T chtc Trung wong; ban mé ta va danh muc VIVL di duyét.

o M¢ dang phién ban bo biéu va huéng dan dién; ddi chiéu dir liéu
02 / MO BIEU nguon, danh muc ma nhiém vy, cong viéc, sdn pham va VITVL da
dugc dau moi cung cap.

Chi b6 sung nhiém vy, cong viéc, san lugng, thoi gian, phuong an con

03 /CAPNHAT 1184 hodc c6 thay dbi: khong ké lai phan da xéc nhan,

Khéi luong ky 01/10/2025-30/9/2026; nhan luc chét tai 30/9/2026;

04/XAC NHAN ghi ngudn, ngudi va cip xac nhan; khéng nhap 0 cho dir liéu thiéu.

Nhé 05 dicu

, en VTVL xac dinh tir nhi€ém vu - san phém - trach nhi€ém - nang luc; khong

Dung viéc . NPT
tr nguoi hién co.

Ding thoi gian Tinh gid lao dong can thiét; khong lay thoi han xir 1y ho so 1am gio cong.

PP1: theo co ciu, yéu cau bd tri c6 cdn ci; PP2: theo s lugng x thoi gian;
ha PP3: theo yéu cau chuyén moén dac thu va té chirc thuc hién. Khong chon
phap PP3 chi vi thiu s6 liéu PP2.

Pung phuong

Mot phan viéc, mot phan gid, mot nguoi va mot chi ti€u bién ché chi tong

Khong tinh trang hop mot 1an trong cting pham vi.

Khong ty tang

bitn ché Nhu cau tinh toan # s6 nguo1 bo tri # chi tiéu bién ché dugc giao.

LUU Y VE TAI LIEU
Céc biéu tinh, trang danh muc, dit liéu ngudn va cong cu kiém tra khong phai déu 1 noi can
b6 nhap dir liéu. Huéong dan dién biéu 1a cin ctr thao tac chi tiét.

Thong nhit pham vi va cach doc dir ligu

VTVL la vi tri viéc lam; SP 1a san phém; PP1, PP2, PP3 la ba phuong phdp xac dinh nhu cau
nhan luc. “Ngudi quy d6i” (FTE) phan anh lugng lao dong theo quy gio; “sd nguoi can bd tri”
phan dnh yéu cau to chiic cong viéc; “bién ché duge giao” 1a chi tidu theo quyét dinh c6 thim
quyén. Ba dai lugng nay khong dong nhit.

Khdi lugng thuc hién: ghi ky 01/10/2025-30/9/2026. Nhan Iyc hién co: chdt tai 30/9/2026; bién
dong sau ngay chét ghi riéng, néu thoi diém va cin cir. Nhiém vu, thdm quyén: ra soat theo vin
ban con hiéu luc va nhan dién phén chuyén giao. Du bdo 2027-2031: 1ap riéng tung ndm, tach
s6 thyc hién khoi gia dinh.
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S6 0 chi dung khi da xac minh thyc sy khong phat sinh va truong dir liéu cho phép; 6 trong 1a
chua c6 dir li¢u hoac chua ap dung cong thuc; “khong ap dung” ghi tai trudng giai trinh/trang
thai phu hop, khong g chit vao 6 s6. Phan biét rd chua kiém ching, di xac nhan tai don vi, da
tham dinh va da quyét dinh.

Pau mdi ban giao dir licu géc kem phién ban, nguén va trang thai xac nhan; chuan bi danh muc
san pham va ma C1 dé A2 chon dung vi tri. Pon vi kiém tra, phan hoi phan thiéu hoic thay doi;
khong cho chuin hoa xong toan bd méi thuc hién phan da du can ci.

CAM NANG THUC HANH / MUC 02

So d6 toan bd 08 budc

Ba giai doan dé dé theo ddi; van giit nguyén 08 budc ciia Huéng dan.

GIAI POAN 1 « XAC PINH CONG VIEC

01 RA SOAT NHIEM VU 02 CONG VIEC, SAN PHAM
Ké thira, cap nhat Al Phan dinh trach nhiém; A2

GIAI POAN 2 « PO LUONG, XAC PINH NHU CAU

03 SAN LUQNG, THOI GIAN 04 TAC PONG THUC TE

San pham, phat/SP, gid bd sung; Bl Gio tang/giam di kiém chimg; B2
05 RA SOAT VTVL 06 CHON PP1/PP2/PP3
Danh muc, ban mo ta, nang luc; C1-C2 Xac dinh nhu cau c6 can ctr; C3

GIAI POAN 3 « POI CHIEU, XAC NHAN

07 PHUONG AN BIEN CHE 08 KIEM TRA, GUI KET QUA
Déi chiéu nguoi hién c6; D1-D2 Pon vi xac nhan; dau mbi téng hop, theo doi
CACH THUC HIEN

Giai doan 1: dir li€u nén; giai doan 2: lugng hda va chon phuong phép; giai doan 3: d61 chi€u, dé
xuat va xac nhan. Pon vi du dir liéu dugc lam song song cac phan da cé can cu.



VI TRI VIEC LAM + HUONG DAN NHANH

CAM NANG THU'C HANH / MUC 03

Budc nao - mé daung biéu do

09 nhém biéu nghiép vu gdm Al, A2, Bl, B2, C1, C2, C3, D1, D2, tuong tng 10 trang tinh vi
B2 gbm chi tiét va tong hop. Chi nhap 6 dugc giao, lién két dung ma; tén tab co tién t6 so thir tu.

TT

4a

4b

BIEU

Al NhiemVu

A2_CongViec

B1_KhoiLuong

B2 CT TacDong

B2_ThayDoi
C1l VTVL
C2_NangLuc
C3_NhuCau

D1 _NhanLuc

D2 _PhuongAn

DM_SAN_PHAM

CHIA_VUNG_CAP_XA

CAN GHI GI?

Ma, tén nhi¢m vy, co quan, can cu, ky, trang thai; luu ho so
nguon dé doi chiéu

Ma viéc, ma nhi€ém vy, ma VTVL, san pham, don vi tinh, chat
luong

Sb san pham, phut/SP, gio bd sung, ngudn, ky; chon ma SP
chuan néu co

Cong doan doi, san pham ap dung, phat trudc/sau, gio moi,
bang chung

Trang tong hop gio giam, gio ting hop 1&; xem két qua

Ma vi tri, danh muc, loai nhan luc, quyét dinh, quy gio PP2
Trach nhi¢m, ndng luc va hd so mé td/khung nang luc

Chon PP1/2/3; két qua nhu cau, sé nguoi, ngudn giai trinh
Nguoi hién 6, qui gio phan bd, noi tinh bién ché

Nam, nguén luc, sép xép lai, dé nghi diéu chinh; kém bang
nhu cau tung nam vi lién két C3 chua phéan bi¢t nam

Danh muc san pham do dau moi quan ly

Phan nhom dia ban cap xa

TRANG PI KEM, KHONG PHAI BIEU KE KHAI RIENG
Trang nguén, danh muc, kiém tht, phan ving phuc vu tra ctru va quan 1y. Pon vi chi nhap 6
mau tring duoc giao; 6 mau xam 1a lién két/cong thirc. B2 ThayDoi 1a trang tong hop, khong
nhip dé. Pau méi quan ly DM_SAN PHAM, K KiemTra, T TienDo, S NhatKy; phan
CHIA _VUNG_CAP_XA thuc hién theo phan cong.
Pham vi cong thirc nghiép vu cua tép 1a dong 3—202; trang CHIA_VUNG_CAP_XA la dong 4—
203. Khi vuot s6 dong hodc thiéu ma, bao dau mdi mo rong co kiém tht, khong tu chén dong,
d6i ma, stra cong thirc hodc b bao vé. Luu phién ban trude va sau cap nhat; ma bang phan mém
tinh bang twong thich va kiém tra cong thirc d tinh lai.
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CAM NANG THU'C HANH / MUC 04
Giai doan 1 - Lam rd nhiém vu, cong viéc
Budc 1 — Al. Budc 2 — A2. Chi bo sung phan méi hodc khac dir lidu di xac nhén.

BUOC 1: Ra soat danh muc nhiém vu (A1)

PHAI LAM CACH GHI NGUON

Van ban chic nang, nhi€ém

Giir dung tén Tén nhiém vu theo van ban con hiéu luc vu

éac o i nhan)//dal gine i/ chAm] dit ;2‘; ban phan cap, chuyén

Ghi can cwr S0, ky hi¢u, diéu khoan hodc ngudn tra ctru Van ban, dir 1i¢u ngudn

Nguén, ky thyc hién, pham vi trude/sau chuyén

. 5 Ny A Co quan chuyén mon
giao va nguoi xac nhan. q J

Xac nhan

Lap danh muc san pham va phan nhom dia ban 1a viéc chuan bi dit liéu dung chung, khong thay
cho ra soat nhiém vu Al. Pia ban cép xd dbi chiéu 04 nhom: do thi dic biét, db thi, déng béng,
mién ndi; khong tu bién nhom ving thanh hé s ting bién ché.

Nhiém vy phai truy dugc vé van ban, diéu khoan con hiéu lyc. Khi mot diéu khoan chtra nhiéu
nhiém vy, tach theo trach nhiém va san phim nhung gitt cung cin ctr gdc. Khi c6 nhiém vu cha
va cac nhiém vu thanh phan, chon cap tong hop, danh dau quan hé cha—con trong ho so dbi chiéu
dé khong cong dong thoi ca hai.

BUOC 2: Cong viéc va san phim (A2)

MOT NHIEM VU — NHIEU CONG VIEC — SAN PHAM
Nhiém vu dang ky ho tich — tiép nhan, tham tra, trinh ky, tra két qua — ho so/két qua xu 1y.
Mot ho so dugce xir Iy nhiéu khau khong bién thanh nhiéu nhiém vu.

TRUONG GHI THE NAO?
Mbi ma cong viéc gén mot nhiém vu A1 va mot ma VT VL trong A2; dau
Ma cong viéc moi xdc nhan. Néu nhiéu vi tri cung lam, tdich ma phan vi¢c theo trach
nhi¢m dé€ phan bo gio.
San phflm Két qua co thé kiém tra: ho so, bao cdo, vin ban, cudc giam sat. ..
Pon vi tinh Hb so, bao cdo, du thao, cudc, lan... co théng nhét khi so sanh.

Phéan ro phﬁn chu tri, phéi hop, tham tra, phé duyét va tiéu chi chét lugng;

Trach nhiém A1 R e s A P \ P X
: phan bd dung gio tung vi tri, khong dém trung san pham cuoi.

PAC BIET VOI BQ, BAN, NGANH
Khi nhiém vu d phén cip, co quan Trung wong van phai xac dinh phan ban hanh vin ban,
huéng dan, kiém tra, hau kiém con thuc hién; dia phuong chi ké phﬁn thudc trach nhiém minh.
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CAM NANG THU'C HANH / MUC 05

Giai doan 2 - Do luwgng viéc va tac dong

Budc 3 ghi B1; Budc 4 chi ghi B2 chi tiét khi thyc sy phat sinh thay doi.
BUOC 3: Pién B1 ding cach

COT PIEN GI? PUNG NHAM

C-S6SP/nim San pham trong ky 01/10/2025-30/9/2026, Khong ldy s6 9 thang thay san
(dung ky) c6 nguodn. luong nam hodc tu nhan 12/9.

Phut thuc do/udc lugng co hd so nguén;
D - Phat/SP  chuan danh muc dugc tra ty dong ¢ N, mirc Khong nhap thoi han giai quyét
dung tinh ty xac dinh tai P.

E - Giv bd

SuAn g (chg Gid viéc can thiét chua c6 trong gid SP Khoéng cong trung C x P + 60
viéc lién

guan)

L chon ma san phém da xac nhan; M 1a nhém,
N Ia phut chuan, O 1a trang thai chuan dugc Khong tu tao hé s6 nhom
tu tra.

L-O: chon L;
M-O tu tra

P: phut dung tinh; Q: ngudn; R: canh béo; S: P-R ty tinh; S giai trinh; khong

P-S giai trinh khac chuan nhap de.

CACH TINH B1

Gio SP = C x P + 60; gio Bl = gio SP + E. F, G chi tong hop khi dong du diéu kién theo cong
thirc. Canh bao “DAT” khong thay xac nhan nghiép vu; s6 udc lwong van phai cé ho so kiém
ching.

Ghi ngudn sb luong & H; ngudn thoi gian ¢ I; trang thai thoi gian ¢ J; ky ¢ K. Khi N ¢6 mirc
chuan duong, O 1a “P3 xac nhan” va S trong, P uu tién N. Néu can dung sé do D khac chuan,
ghi ngudn, trang thai phu hgp va giai trinh ¢ S; kiém tra P, Q trude khi sir dung két qua.

Po thoi gian theo mau dai dién cho loai san phém, murc phtrc tap va diéu kién lam viéc. Hd so
do ghi quy trinh/phén viéc, ma mau, ky do, sb nguoi, s6 luot, phut lao dong thuc, cach téng hop,
ngoai 1& va ngudi xac nhan. Khong 1dy mot hd so bat thuong hodc thoi gian 1am lai do sai sot
1am mtrc chuén chung.

Don vi méi thanh 13p hoac chi ¢6 dir liéu mot phﬁn ky: ghi rd thoi gian hoat dong, s6 thuc hién
va nguodn; chi quy d6i khi c6 phuong phap duroc xac nhan, xét mua vu va cao diém. Ho so do
dang, chuyén tiép hodc ton dong: ghi phan viéc da thyc hién trong ky, tach san pham hoan thanh
va phan con lai dé khong dém lai ¢ ky sau.

Truong hop cong viée chi co tong gio dinh ky, bo sung d xac nhén, ghi gio & Bl cot E, ngudn
& H, can ctr thoi gian ¢ I, ky & K va kiém tra canh béo R. Excel c6 thé tinh tong gio G ma khong
can tao san luong hodc phut gia. Can ddi chiéu du cac phan viée trude khi xac nhan C3.
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BUOC 4: Pién B2 khi c6 tac dong thue té
TiNH HUONG CACH XU LY

Ghi dung sé SP thuce sy ap dung trong ky, cong doan, phut
Pa do phut trwée thay doi trude va sau; gid gidm cd can ci, khong lay toan bo san
lugng khi chi 4p dung mdt phan.

B1 da do phut sau thay doi Khong trir khoan gio tiét kiém d6 thém 1an nira.

Ghi gid viéc méi chua ndm trong B1, gdbm quan tri dir liéu,
Phat sinh quan tri dir liéu, giam sat gidm sat hop dong, kiém tra va nghi¢m thu khi thuc té phat
sinh.

Méi du kién s6 hoa, thué dich vu Ghi riéng ké hoach; khong coi 12 gio thuc giam.

PAU RA

B2 chi tiét ghi gio tang/giam c6 ngudn, dung ky; phan tong hop tu tinh. B1 da dung s6 do sau thay

d6i thi khong trir thém.
B2 CT TacDong: E 1a s6 SP 4p dung, F/G la phut trudc/sau, H ty tinh gio giam; I ghi gio méi;
J1a nguon, K 13 ky, L 1a co sé thoi gian B1, M 14 trang thai kiém chang, S 13 x4c nhan ddi chiéu
trung. Pién du va kiém tra P; chi phan hop 1é ¢ N, O duoc téng hop.

Gid giam chi duoc dua vao tong hop khi co so Bl 1a “Trudc thay ddi, co diéu chinh”; xac nhan
“P3 kiém chimg” va “Pi d6i chiéu” phai c6 bang chtng thyc té. Néu thoi gian sau 16n hon trude,
khong ép thanh s giam; giai trinh phan gid ting tai truong phii hop theo hudng dan dién biéu.
Khong tinh hai lan tac dong s6 hoa va thué dich vu trén cung mot phén viéc. Tach cong doan,
thoi diém ap dung va s luong; kiém tra ca tring giita cac dong khac loai tic dong vi canh bao
cong thirc khong nhan dién hét trung vé nghiép vu. Ké hoach tuong lai ghi tai hd so du bao,
khong dua vao gio thyc giam cua ky.
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CAM NANG THU'C HANH / MUC 06

Giai doan 2 - Chon dung phuwong phap

Budc 5 dbi chiéu VTVL (C1-C2); Bude 6 xac dinh nhu cau (C3).

BUOC 5: Hoan thién danh muc, ban mé ti va ning luc (C1-C2)

Péi chiéu ting nhiém vy, cong viéc A1-A2 v6i danh muc VTVL da phé duyét. K& thira ban mé
ta con phu hop; xac dinh vi tri giit nguyén, can stra, bo sung hodc dé nghi chim dut. C1 dung mi
thong nhat da chudn bi trudc dé bao dam lién két; budc nay hoan thién ndi dung va cin cu.

Ban mo ta phai thé hién muyc tiéu vi tri, nhiém vu chinh, san pham va tiéu chi chat luong, trach
nhiém, thim quyén, quan h¢ phéi hop, diéu kién thuc hién. C2 ghi nang lyc chung, chuyén mon
va lanh dao/quan 1y néu c6; dan hod so mé ta, khung ning luc tai c6t G. Khong 1iy ngach, béc,
lvong hodc nang luc cua ngudi hién gilr vi tri lam can ctr hop thuc hoa vi tri.

Dbi chiéu dang ché d6 ap dung: Huéng dan s6 06-HD/BTCTW ngay 11/10/2026 d6i vé6i khéi
co quan Pang, Mat tran T quéc va to chuc chinh tri — x3 hdi; Nghi dinh s6 361/2025/ND-CP
ngay 31/12/2025 d6i véi cong chirc; Nghi dinh s6 232/2026/ND-CP ngay 26/6/2026 dbi véi vién
chtrc, ciing quy dinh chuyén nganh va vin ban stra d6i con hiéu lyc. Tach ndi dung dé xuat khoi
noi dung da duoc phé duyét; khong ghi quyét dinh dy kién nhu quyét dinh di ban hanh.

BUOC 6: Chon phwong phap va két luan nhu ciu (C3)

Quy tic chon PP1, PP2, PP3

PHAI BO TRi THEO CO CAU?
PP1 Chtrc danh, yéu cau thudng truc hodc dinh mirc c6 tham quyén
Gi6i han cép pho t6i da khong phai sé ngudi bat budc.

PO PUQC SO LUQNG VA THOI GIAN?
PP2  San luong x thoi gian d3 kiém ching; quy di theo quy gio phu hop
Chi 4p dung khi s6 liéu du can ctr; khong tu 1am tron thanh bién ché.

CONG VIEC CHUYEN MON PAC THU?
PP3 Tham muu, nghién ctru, tham dinh, tu phap, kiém toan
Giai trinh san phém, trach nhiém, chét luong, tién do, xac nhan.

KET HQP PHUONG PHAP
Mot vi tri c6 thé két hop, nhung phai nhan dién phan viéc tring va loai trir trude khi tong hop.
PP1, PP3 khong bat budc c¢6 s6 phut/san pham néu khong str dung PP2.

Khi két hgp phuong phap, 1ap bang phan viéc: pham vi 4p dung PP1/PP2/PP3, san pham, thoi
ky, yéu cau hién dién, chuyén mén va phan da bao ham trong phuong phap khac. Sau khi loai
trir phan tring, giai trinh s nguoi can bd tri theo ting giai doan; khong cong truc tiép H + G +
I va khong tu 1y sb 16n nhét.

Vi du: 01 nguoi phai thuong truc toan thoi gian theo can cur PP1; trong thoi gian truc, nguoi nay
ddng thoi xtr Iy lwong viée twong duong 0,6 FTE theo PP2. Néu hai yéu cau thuc hién duoc dong
thoi trong quy gio va diing chuyén moén, khong mic nhién két luan can 1,6 ngudi. Néu co xung
dot thoi diém hodc chuyén mon, phai chimg minh phan nguén lyc bo sung.
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Pién C3 - phin nao nhip, phan nao tinh
COT Y NGHiA
B Chon PP1 / PP2 / PP3 (hodc két hop) co cin cir
C,D, E Gio Bl; gio tac dong B2; gid rong sau diéu chinh
F,G F: gio PP2 ty lay C1; G: ngudi PP2 ty tinh. Khong nhép F.

H: ngudi PP1; I: nguoi PP3; J: s6 ngudi can bd tri theo két luan c6 giai trinh. Trang

HL s tai L phai dung murc xac nhan/thdm dinh thyc té.

K-N K-L: nguén, trang thai; M: canh bao; N: B1 16i; soat B2 riéng.

Céc cot C—G, M, N tuy tinh, khong nhap dé. C3 cot C chi cong dong B1 du diéu kién; D chi lay
phan B2 hop 1 nén van c6 thé xuét hién con sb khi dit liéu chua day du. Cot M khong thay viéc
kiém tra trang thai L; N khong phat hién cong viéc chua duoc ké khai. Phai ddi chiéu du danh
muc A2, B1, B2 va ho so truée khi xac nhan J; kiém tra gio giam khong vuot phan gid lién quan
va giai trinh moi két qua 4m hodc bat thudng.
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CAM NANG THU'C HANH / MUC 07
Tinh thoi gian: 06 trwong hop dé nhim

Chi do phan gid ngudi thuc su can lam. Pung pham vi - diing ngudi - ding ky.

TINH HUONG PHAI GHI

Ho so hen tra sau 05 Vidu: 10 phut tiép nhan + 30 phut tham tra +
ngay 10 phut kiém tra = 50 phut lao dong

Co6 02 vitritham gia  Tach 30 phtt cta vi tri A; 10 phat cua vi tri B

12 1an x 03 gio = 36 gido/ngudi; 03 ngudi
Hop, ra soat dinh ky cung du dua 12 lan 1a 108 gio-ngudi, phan
dang vi tri néu chua tinh trong san pham

Pi kiém tra thue dia  Tinh di lai can thiét c6 can cr thuc té

Phin mém chay tw Chi tinh thao tac can bo va phan viéc quan tri
dong thuc té

Cong viéc theo nhiém Ghi diing nam, thoi han, yéu cau hién dién va
ky, cao diem chuyén mon

Thir ty 1dy mirc phiit/san pham

KHONG PUQC GHI

Khéng ghi 05 ngay x 08
gio

Khong tinh ca 40 phut
cho mdi vi tri

Khong cong lai gio da
tinh trong sin pham
hodac trong giai trinh
PP3

Khong tu nhan h¢ s6 dia
ban

Khong tinh gio may tu
xu ly

Khéng chia binh quan
co hoc

01 Dinh mtc chuyén nganh con hiéu luc, &p dung dung loai san phém va diéu kién.
02 Thoi gian tham chiéu duoc co quan c6 thdm quyén kiém chimg, xac nhén.

03 Thoi gian khao sat, do thuc té, ¢ xac nhan va da diéu kién.

CHUA COMUC PHUT?

Ghi “chua du dit liéu / can kiém ching”; lap ké hoach do, b6 sung nguén va xac nhan. Chi dung
PP1 hoic PP3 khi ban chét cong viéc va can ct dap ung phuong phap; khong dung dé thay thé
dir liéu PP2 con thiéu, khong dién 0 va khong tu dat dinh mirc. Khong bat co sé cham 06 nhom

cho tirng ho so.
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CAM NANG THU'C HANH / MUC 08

Tinh thoi gian: céng thic cin nhé

Muc tiéu 14 tinh du gid cong viée thue té, khong cong tring va khong trir hai lan.
BUOC A - TONG GIO LAO PONG

Tong gio = so6 SP x phut/SP + 60 + gid bo sung chua tinh — gid thyuc giam + gio vi¢e moi.

BUOC B - QUY POI PP2
Nguoi lao dong quy do6i = tong gid lao dong can thiét + quy gid quy doi cua 01 ngudi/nam. Két
qua giir s6 thap phan, khong lam tron thanh bién ché.

Quy gio tham chiéu 1.904 gié - hiéu cho diing
THANH PHAN CACH TINH
Ky 01/10/2025-30/9/2026 261 ngay thir Hai—thr Sau trong ky

—11 ngay theo gia dinh tham chiéu; kiém tra lich nghi thuc

Nghile, Tet va nghi bu té va s6 ngay lam viéc bi trir

Nghi phép co ban — 12 ngay
Ngay con lai (261 — 11 —12) =238 ngay; 238 x 08 gio
Mikc tham chiéu chung PP2 1.904 gio/ngudi/nam

PHAI NHO
1.904 gid 1a mirc tham chiéu PP2 vai ché do 40 gio/tuan, 05 ngay/tudn, phép co ban 12 ngay;
khong phai dinh mirc bién ché. Khong suy dién rang 11 ngay ludn bang sb ngay lam viéc thuc
té mat di do nghi 18, Tét va nghi bu. Vi tri dic thu chi dung mirc gio riéng c6 can ctr va di xac
nhan.
Khi x4c nhan quy gio, d6i chiéu lich 1am viéc, ngay nghi 1&/Tét va nghi bu roi vao ngay lam viéc,
nghi phép, ché do ca kip/nghé va ky tinh; khong trir tring ngay nghi. Quy gio cua cac nam du
bao phai kiém tra theo timg nam, khong mac dinh m01 nam déu c6 1.904 gid. Khong trir thém
gio hop, quan 1y chung & mau sé néu da cong vao tir so.

C1 cot E 1ay murc tham chiéu hodc murc gio riéng tai H khi ¢ cin ctr ¢ F va trang thai I “Pai kiém
ching”; ghi 16 truong hop dac thu & J. C3 cot F tu lay tor C1. Muc gio riéng can phu hop ché do
ap dung, khong chon mau so thap dé lam ting nhu cau.

Quy tic khong tinh tring

en R Chi cong phan chua nim trong gio 1am san pham; khong trir tiép ty 16
Gio'bo sung gi&y chung khoi 1.904.
S6 héa Dung s do trudc + tac dong, hodc sd do sau; khong trir hai 1an.

Phoi hop, kiém Tinh du phén viéc thuc té, nhung khong cdng mdt nguoi/bién ché
nhiém nhi€u lan.
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CAM NANG THU'C HANH / MUC 09

Vi du tinh PP2 - tir B1 dén C3

Vi du gia dinh cho mot don vi thude bo/nganh; khong phai dinh mirc ap dung. B1 ding sé do
trude thay doi; cac tac dong 500 gio va 100 gid thudc nhitng phan viéc khong tring nhau, cling
ky va da dugc xac nhan.

PHAN VIEC PHEP TINH KET QUA
S6 lwong x thoi gian  6.000 SP x 30 phut + 60 3.000 gio

S6 héa da thwe hién  Gio thyc giam, di xac nhan — 500 gioy
Thué dich vu thwe té  Phan viéc chuyén giao hop phap — 100 gio
Quan tri dir lifu méi  Gio viéc phat sinh c6 chung ctr + 200 gio
TONG GIO CAN 3.000 — 500 — 100 + 200 (B1 trudc thay doi)  2.600 gid
NGUOI QUY POI 2.600 + 1.904 ~ 1,366 nguoi

Ghi vao Excel theo ding dong nghiép vu
Bl1+C,D Ghi 6.000 SP, 30 phiit/SP néu la s6 lidu trude thay doi, co nguodn.

B2 chi tidt Ghi gio giam do s0 hoa, thué dich vu va gio mdi phat sinh; nguén, ky va
trang thai.

B2 tong hop  Kiém tra gio tac dong rong va diéu kién tinh hop 18; khong nhap dé 6 tong.
C1,C3 C1 xac nhan quy gio; C3 ¢t F tu ldy, G ~ 1,366 ngudi quy doi.

Déi chiéu nhan luc c6 thé bd tri, phan cong va dé nghi bién ché theo thim

D1, D2 A
quyeén.

MOT PHEP KIEM TRA PON GIAN
Néu B1 di ghi 20 phit/SP sau s6 hoa, tuyét d6i khong trir lai cing khoan gio tiét kiém di phan
anh trong sd phut do.

S6 héa chi ap dung mét phan Ky: phai tach san lwong

Gia dinh 1.200 hé so trong ky; thoi gian trude sd hoa 30 phut, sau s6 hoa 20 phut; thém 40 gid
quan tri dit liéu chua nam trong thdi gian hd so. Néu ca 1.200 ho so déu ap dung quy trinh méi:
1.200 x 20 + 60 + 40 = 440 gio.

Néu chi 600 ho so ap dung quy trinh méi, 600 hd so con lai van theo quy trinh cii: 600 x 30 +
60 + 600 x 20 + 60 + 40 = 540 gio. Cach d6i chiéu Bl trude thay doi ciing cho 600 — 100 + 40
= 540 gio; B2 chi dugc giam 600 x (30 —20) + 60 = 100 gio.
Néu B1 di dung s6 do sau thay doi cho dung timg nhém hd so, chi cong 40 gio méi chua tinh;
khong trir lai 100 gio. Khi can tach nhiéu dong cho cing ma cong viée, thuc hién theo hudng
dan va kiém tra canh bao tring; khong d6i ma tiy tién dé vuot kiém soat.
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CAM NANG THU'C HANH / MUC 10

PP1 va PP3 - khéng ép quy ra hd so/phut

Vi du cho 1anh dao, tham muu chién lugc, kiém tra, giam sat va cac co quan dic thu.

PP1 - khi c6 yéu cau bd tri theo co cAu

Vi DU GIA PINH

Co quan phai bo tri 01 nguoi dung dau theo quyét dinh c6 tham quyén; quy dinh cho phép toi

da 02 cap pho. Ghi can ¢t phai c6 ngudi dimg dau; khong mic nhién coi “toi da 02 1a phai bd
tri da 02 cap pho.

HOI PAP THAO TAC

Cé phai do so van ban nguoi

dimg dau ky? Khong dé xac dinh s6 ngudi bat budc theo co cau.

Cép pho t6i da = bit budc? Khong; giai trinh nhu cau thyc té va tham quyén b tri.

Gio' tham gia cong viéc chuyén Phan bo diing phan viéc; tranh tinh thém nguoi cho ciing
mon? phan gio.

PP3 - khi san pham khéong thé dém co hoc
CANGIAITRINH VIiDU O VU THAM MUU
San pham Dé an, bao cao tham dinh, dy thao két ludn, bao cdo tiép thu.
Do phurc tap Pham vi lién nganh, s6 vong tham dinh, van dé chuyén mon.

Trach nhiém va tién . . N Y . . .2
o ; Cap trinh, yéu cau bao mat, moc hoan thanh, cao diém.

Niing lwc phai duy tri Chuyén mén dic thi; ¢6 can nhiéu nguoi dong thoi?
Kha nang bo tri Str dung nguoi1 hién co, phéi hop, kiém nhi¢m, dung chung.

Vi DU PHAI CO 02 CHUYEN MON

Mot dé an gia dinh can 02 chuyén mon cung thoi diém; phai giai trinh phan viéc, yéu cau hién
dién va kha ndng dung chung dé co quan c6 thim quyén xac nhan. Khong mdc nhién suy ra
02 bién ché chuyén trach.

PP3: 06 thao tic thwe hanh cu thé héa 05 ndi dung tai Hwéng din

1. Chét nhiém vu va san phém: néu ma A1-A2, pham vi, cép trinh, tiéu chi chét luong, yéu ciu
bdo mat va can ctr phai thyc hién; khong chi ghi “tham muu” hodc “nghién cuu”.

2. Lap tién d0: chia giai doan, mdc san pham, cong viéc thuong xuyén va cao diém; xac dinh cac
viéc phai lam dong thoi, thoi gian duy tri va mic tham gia ciia tng chuyén mén.

3. Xéac dinh diéu kién chuyén mon: mo ta trach nhi€m, tinh phuc tap, pham vi lién nganh, yéu
cau kiém soat doc 1ap va nang lyc khong thé thay thé. Dung ho so san pham, chuong trinh cong
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tac, két qua ky trudc va ¥ kién co quan chuyén mon dé ddi chiéu; khong tu dat hé sé hoic quy
sO trang thanh nguoi.

4. Lap phuong an to chirc: ai chu tri, ai phdi hop; sb ngudi can tham gia & ting giai doan, ty
1€/tho1 lwong tham gia c6 can cir; phan viéc da tinh theo PP1 hodc PP2; kha nang ki€ém nhiém,
dung chung, diéu chuyén va boi dudng.

5. Giai trinh nhu cau: phan biét s6 ngudi can dong thot & cao diém vaoi nhu cau duy tri cd nam;
néu khoang thoi gian, chuyén mon, so lugng, phuong an du phong va gia dinh. Khong chia binh
quan co hoc hodc coi moi nguodi tham gia dé an la nhan lyc chuyén trach ca nam.

6. Kiém tra va xac nhén: don vi chiu trach nhiém ngudn va san phdm; co quan chuyén mén thim
tra yéu cau dac thu; dau moi loai trir trung va tong hop; cap co6 tham quyén két luan. Ghi két qua
PP3 & C3 cot I, gidi trinh ¢ K, trang thai ¢ L; J 1a két luan bo tri da doi chiéu cac phuong phap
va nguodn luc.

Vi du PP3: dé 4n 06 thang c6 cao diém 02 thang

Gia dinh dé 4n can 02 can b phan tich cta don vi tham gia theo ké hoach 06 thang va 01 chuyén
gia phap ly phoi hop trong 02 thang tham dinh. San pham gém bao c4o phan tich, dy thao dé an,
bao cao tham dinh va tiép thu; phai c6 tién do, ti€u chi nghiém thu, mac tham gia va can cu yéu
cau chuyén mon.

Giai doan Yéu cau tham gia Cach doi chiéu

Thang 1-2: nghién 02 can bd phan tich theo Kiém tra cong viéc thudng xuyén va quy
cuu phan viéc da giao thot gian con lai cua tung nguoi.

02 can bd phan tich va 01 C6 03 ngudi tham gia cao diém; vu tién
chuyén gia phdp ly cung dung chung chuyén gia néu bao dam
tham gia khi can trach nhiém va tién do.

Thang 3-4: tham
dinh

02 can bo phan tich; phéi hop
phap 1y theo phan phat sinh
co can cur

Thang 5-6: hoan
thién

Kiém tra san pham tiép thu va kha ning
tr¢ lai nhiém vy thudng xuyén.

Két luan vi du: nhu cau cao diém c6 thé 14 03 ngudi tham gia, nhung chua du can ctr két luan 03
ngudi chuyén trach ca ndm hoic ting 03 bién ché. Ho so C3 phai kém tién do va mirc tham gia;
chi dién 1, J sau khi xac dinh rd pham vi, ky va két luan chuyén mon. Khong léy viéc thiéu sb
phut/SP 1am 1y do duy nhét Iyra chon PP3.
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CAM NANG THU'C HANH / MUC 11
Giai doan 3 - Tir nhu ciu t6i phwong an
Budc 7: D1-D2. Bude 8: ty kiém tra, giri; K-T—S do dau méi quan 1y.
BUOC 7 - Khéng nhim ba con sb
SO1 Ngudi quy doi PP2: luong lao dong tinh theo gid (c6 thé 14 0,5; 1,366...).

’ S6 nguoi can bé tri: két ludn theo yéu cau to chirc cong viée va ding trang thai xac
SO 2  nhan/tham dinh. D2 ¢6t C ty lay C3 ¢6t J theo mda VTVL, chua phan biét ndm, khong
nhép de.

SO 3  Bién ché dé nghi/duoc giao: phwong an giai trinh; quyét dinh bai cap c¢6 thim quyén.

Vi DU POI CHIEU NGUON LUC

02 ngudi, mdi ngudi c¢é thé danh 50% quy gio' chuan cho vi tri — twong dwong 1,0 ngudi quy
d6i. So voi nhu cau 1,366 ngudi quy doi, con chénh khoang 0,366 ngudi quy do6i, khong mic
nhién thiéu 01 bién ché.

D1: méi ngudi mdt ma, mdt noi tinh nhan e

Chdt nhan luc tai 30/9/2026. D1 ghi mot ma ngu’&ri/nguén lyc trén mot dong, vi tri chinh ¢ B,
loai nhan lyc & C, gio cho vi tri chinh ¢ E, gi6 cho viéc khac ¢ F, noi tinh bién ché & G, nguén
& H va trang thai & I. Khong dung ho tén 1am khoa duy nhat; khong lap ciing ngudi dé cong thanh
nhiéu ngudi.

Quy gid ca nhan D Iy tir C1 hodc mirc gid riéng cb cin ctr tai K; tong E + F khong vuot quy gio
d3 x4c nhan. Gio 1am thém can theo ddi riéng va giai trinh, khong dung 1am thém thuong xuyén
dé che thiéu hut nguén luc. Tach cong chirc, vién chirc, lao dong hop dong, ngudn kinh phi va
cac nguodn hd trg theo dung ché do quan ly.

Kém bang phan bo tdi thiéu: ma don vi — ma ngudi — m3 VTVL nhén gio — ky/nam — gio phan
bd — quy gid ca nhan — noi tinh bién ché — ngudn/xac nhan. Mot ngudi c6 thé c6 nhidu dong phan
bd nhung quy gid ca nhan va sb ngudi chi tong hop mot 1an; dbi chiéu ca don vi di va don vi
nhan, ké ca cong tac dang va nganh doc.

D2: lap riéng nhu ciu va ngudn lye tirng nim 2027-2031

D2 ¢6t B ghi nam; D 1a s6 ngudi ¢ thé b tri (cuing don vi tinh), E 13 bién ché duoc giao theo
dung pham vi quyét dinh, F 12 phuong an sip xép lai, G 1a dé nghi diéu chinh, H 1a cin ctr va I
1a trang thai. Cot C va L déu 1ay C3 cot J theo md VTVL, khong xét nam & B; ¢t K 1y nguoi
quy ddi PP2 tir C3. Vi vay phai kém bang du béo c6 ciu tric cho tirng nam, khong coi sb lién
két 1a du bao tu dong.

Truwomg trong bang _ .. 2 A
Kkém D2 Noi dung bat bugc
M3 don vi, md VTVL, nim; s6 nén C3-J va phién ban/ngay xac

Khoa va s nén N
nhan.
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Truwomg trong ban A z A
X & g g Noi dung bat bugc
kem D2
N SO nguodi can bo tri cua riéng nam; khoi luong, nhi€ém vy, co cau,
Nhu céau ciia nam Ao ta e
chuyén mon va quy gio lam can cu.
A . S6 ngudi co thé bo tri, bién dong da co can cur, gid phan bo va nguon
Nguon lyc cia ndm . A A \ NP
kinh phi; khong cong trung ngudi dung chung.
Sép xép va dé nehi B tri lai/diéu chuyén/dao tao/dung chung; dé nghi diéu chinh bién
P xep & ché bang s6 nguyén c6 giai trinh va ding tham quyén.
Gia dinh va kich ban; ngudn van ban/so liéu, ngudi lap, nguoi ki€ém

Bang ching, trang thai L, N ~
£ & Hang tra, cap xac nhan va ngay xac nhan.

Vi du: C3-J cua vi tri A da xac nhan 1a 02 nguoi tai thoi diém nén; du bao 2027 can 02 nguoi,
2028 can 03 ngudi do nhiém vu méi c6 can cir. Hai dong D2 van c6 thé cung hién 02 & C/L.
Bang kém phai ghi 02 va 03 theo tirng nam, d6i chiéu nguén lyc va giai trinh phan chénh; khong
sira C3 thanh 03 chi dé dong 2028 hién diing vi s& lam thay d6i ca nam 2027.

Tiép tuc 1ap du cac nam 2029, 2030, 2031 véi gia dinh riéng; khong cong sé ngudi cia 05 nam
thanh bién ché tai mot thoi diém. Bién ché duogc giao cho ca co quan khong tu coi 1a di giao
riéng cho timg VTVL. Phuong 4n tang chi xem xét sau khi ddi chiéu cac kha niang sap xép va c6
can cuir da xac nhan.

Trwée khi xin diéu chinh bién ché, hoéi da 05 diéu

B tri lai? C6 viée c6 thé phan cong lai cho nhan luc hién c6 khong?

Piéu chuyén? Noi nao gidm nhiém vy, noi nao thuc su thiéu?

Pao tao? Nguoi nao dap tng ngay, can boi dudng, can dao tao lai?

Kiém nhiém, Co6 du chuyén mén, khong chdng quy gio hay xung dot trach nhiém

dung chung? khong?

Phuong thirc 1am C6 khau nao ¢ thé cai tién, dung dit liéu chung, thué dich vu hop phap
viéc? khong?

BUOC 8 - TRUOGC KHI NQP

Nguoi lap tu kiém tra ma, ky, ngudn, gio, ngudi; ngudi kiém tra chuyén moén ddi chiéu hé so;
ngudi ding dau don vi xac nhan va chiu trich nhiém. Pau mdi kiém tra, tong hop, chuyén
tham dinh; cap c6 tham quyén quyét dinh. K KiemTra, T TienDo, S NhatKy do dau moi
quan 1y; chua kiém ching thi 14p danh sach b6 sung.

Hb so gtri gdm bo biéu ding phién ban, thuyét minh phuong phap va két qua, bang du béo timg
nim/bang phan bd nhén lyc khi c6, danh muc bang chimg hodc duong dan duoc phép truy cap,
xé4c nhan cua don vi va danh sach van dé can b6 sung. Khong ndp 1ap toan bo ho so di duge dau
mdi xac nhan néu chi can din ngudn.
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Pau moi tra lai ndi dung thiéu béng danh séch 16i cu thé: ma dong, ndi dung, nguoi xu ly, han
va trang thai khic phuc; luu phién ban tai S NhatKy. Chi cip nhat “D3 thim dinh”, “D3 quyét
dinh” khi c¢6 vin ban twrong tng. Phan quyén dit liéu nhan su; chi dung mi va thong tin can thiét,
guri qua kénh dugc phép, tuan thu yéu cau bao vé bi mat nha nudc, bi mat cong tac va dir liéu ca
nhan.
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CAM NANG THU'C HANH / MUC 12
Tinh hudng 01-02 - C4p xi

Hai vi du cho khoi chinh quyén va khoi Dang tai co s6.

Tinh hudng 01 « UBND cip xa: diing ky h tich

BUOC ViDU THAO TAC

Al Ping ky ho tich thudc tham quyén xd/phuong theo vin ban ¢ hiéu lyc.

A2 Tiép nhan - thAm tra - trinh ky - cap nhat, tra két qua; tich ma phan viéc gin timg vi
tri tham gia, phan bo dung gio.

81 Gia dinh 1.200 ho so ky 12 thang x 30 phut/hd so + 60 = 600 giv' (néu da tinh du
phan viéc).

B2 Chi diéu chinh khi c6 tac dong thuc giam/ting chwa ndm trong B1.

C3 600 =~ 1.904 ~ 0,315 nguoi quy d6i PP2 (gia dinh, chua phai toan vi tri).

D1-D2 Cong du cong viéc khac cia vi tri, d6i chiéu ngudi hién co trude lap phuong an.

KHONG NHAM

1.200 hd so khong phai 1.200 nhiém vu. 0,315 ngudi quy doi khong phai sé bién ché tiang

thém.

Tinh hudng 02 * Co quan Pang cép xa: cong tac xiy dung Pang

BUOC
Al1-A2
B1

C1-C3

D1-D2

Vi DU THAO TAC

Phan dinh nhiém vu tham muu t6 chirc dang, dang vién; xac dinh bao cao, ho so, két
qua tham muu.

Dung ho so cong tac dung ky 12 thang; nhiém vu nhiém ky khong chia déu co hoc.

Pbi chiéu VTVL duoc duyét; can nhic PP3 véi tham muu phuc tap, PP2 néu san
pham 1ap lai c6 mitc chuén.

Thé hién du thoi gian kiém nhiém; s6 nguoi, bién ché chi cong mot 1an diing noi quan
ly.
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CAM NANG THU'C HANH / MUC 13
Tinh hudng 03-04 - B§, ban, nganh
Mot vi du khéi Chinh pha, mét vi du co quan tham muu ctia Pang ¢ Trung wong.
Tinh hudng 03 * Bd/co quan ngang bd: xiy dung chinh sich
BUOC ViDU THAO TAC
Al Tham muu xdy dung thé ché hoic chinh sach theo chitc ning duoc giao.
A2 Nghién ctru co s& phap 1y, 1dy v kién, tiép thu, soan thao, hoan thién ho so.
B1-B2 Ghi san pham, thoi gian va tac dong thuc té; phan rd phan viée lién nganh.

c3 Can nhéc PP3 theo do phtrc tap, chét luong, tién d9, trach nhiém; PP2 cho phﬁn viéc
da dir liéu.

D1-D2 Dai chiéu s6 nguoi, nguon lyc va nhiém vu con lai sau phan cap, ké ca hau kiém.

CHU Y CHO BQ, NGANH
Khéng 1dy s6 du thao vin ban hodc sb trang bao cdo 1am cin ctr duy nhat tinh nguoi. Khong
thong ké lai toan b nhiém vu da phan cap xuong dia phuong.

Tinh hudng 04 « Ban Pang Trung wong: nghién ctru dé an
BUOC ViDU THAO TAC
A1-A2 Nhiém vu nghién ciru, tham muu dé an; cac san pham nghién ciru, dy thao, tiép thu.

Ghi phan cong viéc lugng héa dugc khi du can ctr; tien do, chuong trinh va sdn pham

Bl dic thu luu tai ho so PP3 lién két C3-K; khong tao sé phut gia dé du B1.

PP3 xem xét pham vi, bdo mat, phéi hop, trach nhiém, thot diém nhiéu viéc cung dén

3 han.

D1-D2 Panh gia bé tri lai, dao tao, huy dong nhiéu chuyén mén hoic dung chung nhén lyc.
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CAM NANG THU'C HANH / MUC 14

Tinh hudng 05-06 - Qudc hdi, Mt tran
Cong viée theo ky hop, giam sat va van dong khong thé tinh co hoc nhu hd so TTHC.

Tinh hudng 05 ¢ Qudc héi/HPND: ky hop, giam sat

NOI DUNG

Nhan dién

San pham

Chon phuwong

phap

Doi chieu

KHONG NHAM
Khong 14y sb ky hop hodc s6 nghi quyét lam cin ctr duy nhat. Khong ap co hoc dinh muc giai
quyét ho so hanh chinh.

THAO TAC

Ky hop, phién hop; tham tra, giam sat; tiép xtic ctr tri, phuc vu dai biéu
theo tham quyén.

Hb so ky hop, bao cdo thim tra, bao cao giam sat, du thao nghi quyét. ..

PP3 véi nhi¢m vu ¢6 thoi di€m cao di€m, yéu cau chuyén mon; thuc hi¢n
06 viéc tai Muc 10. PP2 khi c6 mtrc thoi gian va s6 li¢u dang tin cay.

Tinh cdng viéc theo nhiém ky, yéu cau duy tri chuyén mén, kha ning bd
tri nhan lyc gitra ky hop.

Tinh hudng 06 * Mt trin, doan thé: giam sat, van dong

NOI DUNG

Nhiém vu

Pém sin pham

Chon
phap

Doi chiéu

THAO TAC

Giam sat, phan bi¢n xa hoi, van dong, cham lo doan vién, hoi vién, nhan
dan.

Theo cudc, dot, dia ban, ndi dung va két qua; khong lay tong s6 hdi vién
lam so6 luot cong viéc.

PP2 cho san phém 1ap lai du can ctr; PP3 cho hoat dong chuyén mon, van
dong dac thu.

Phan biét nhan luc trong bién ché vdi cong tac vién, tinh nguyén vién.
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CAM NANG THU'C HANH / MUC 15
Tinh hudng 07-08 - Pic thi va sw nghiép
Ut tién dinh mtrc chuyén nganh, ché d6 1am viéc thyc té va thim quyén quan 1y.
Tinh hudng 07 « Toa 4n, Vién kiém sat, Kiém toan
PON VI CACH XAC PINH

Toa an Loai 4n, loai viéc, giai doan td tung, cip xét xir, chire danh va d6 phirc tap.

Vién kidm sat Thuc hanh quyén cong td, kiém sat hoat dong tu phap, giai doan tb tung,
: yéu cau bo tri dong thoi.

Kiém toin Cudc kiém toan, quy mo, doi twong, dia ban, thoi gian cong tac va theo doi

kién nghi.
, Co quan chuyén nganh huéng dan ap dung PP1/PP2/PP3 va xac nhan tiéu
AT GG chuan, dinh muc dic thu.
LUUY

Khéng 4p cuing mot dinh mirc ho so hanh chinh cho xét xir, kiém sat hodic kiém todn; van phai
kiém tra phan vi¢c, san pham va trach nhi¢m.

Tinh hudng 08 * Pon vi sw nghiép: gido duc, y té, dich vu cong
BUOC CACH GHI

Tach vi tri vién chirc, ché d6 nhan sy va tiéu chuan chuyén nganh khoi cong chirc co
C1-C2 quan quan ly; d6i chiéu Nghi dinh s6 232/2026/ND-CP va quy dinh chuyén nganh
con hiéu luec.

B1-C3 Dung dinh mtrc chuyén nganh, quy moé phuc vy, ca kip va quy gio dugc xac nhan.

bat hang, thué dich vu, tu chu chi tac dong khi cong viéc thuc té thay ddi; van tinh

B2 giam sat, nghiém thu.

Phén biét s6 nguoi 1am viéc theo ngudn kinh phi, khong tu coi ty chu 1a khong phai

D1-D2 . 1 X .
quan 1y s6 nguoi.
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CAM NANG THU'C HANH / MUC 16
Héi - dap day da: ké thira va san phim

Hiéu dang dit liéu, nhi€ém vu va cach nhan dién san phém.

Cau 01. Pa bao cao dir li€u & cac dot truwde thi cé phai ké khai lai khong?

Khong. Pau mdi ké thira dir lidu chirc niang, nhiém vu, vi tri viéc 1am va nhan lyc da xac
nhan theo cac Cong van sd 1972-CV/BTCTW, 2209-CV/BTCTW, 2342-CV/BTCTW ciia Ban
Td chuc Trung vong. Pon vi chi ddi chiéu voi nhiém vu con hiéu luc, khoi lugng trong ky
01/10/2025-30/9/2026 va nhan lyc chdt tai 30/9/2026, cap nhat phan thiéu hodc thay doi; thong
tin stra phai c6 can ctr va luu vét tai dau mbi.

Biéu lién quan: dit liéu ngudn, A1, C1, D1; thay d6i dugc ddu méi luu lich sir.

Luu y: Khong sao chép nguyén trang dir liéu cii néu co quan di thay doi nhiém vu, thim
quyén hodc pham vi cong viéc.

Céu 02. Mt nhiém vu c6 300 ho so thi tinh bao nhiéu nhiém vu?

Van 1a mét loai nhiém vu néu 300 hd so thude cung ndi dung nhiém vu dugc giao. S6 300
1a s6 lwong ho so hodc san pham phat sinh trong ky, khong phai 300 nhiém vu. Can ghi nhiém
vu gbc tai A1, phan tich cong viéc va san pham tai A2, sau d6 méi thong ké sd luong san pham
o BI.

Biéu lién quan: Al — A2 — BI.

Luu y: Khong léy s6 luot thuc hién hodc sb cong doan lam $6 lugng nhiém vu.

Céu 03. San pham trung gian c6 dwoc thdng ké, tinh gio khong?

C6, khi d6 1a két qua cong viéc can theo doi, kiém tra va phan thoi gian thyc hién chua
duoc tinh & noi khac. Mot dé an c6 thé c6 cac cong viéc nghién ctru, xay dung dy thao, léy v
kién, tiép thu; timg phan viéc dugc tinh gid néu ¢ cin ctr. Nhung khong duoc cong lai toan bo
sO gio mot 1an nita & dong “dé an hoan thanh”.

Biéu lién quan: A2, BI.

Luu y: Dém san pham cudi cing mot 1an; tinh da gio hop 16 cta cac vi tri tham gia nhung
khdng tinh trung.

Céu 04. Chwa c6 mirc phiit/san pham da dwoe xac nhén thi lam thé nao?

Uu tién dinh mirc chuyén nganh con hiéu luc, sau d6 thoi gian tham chiéu da xac nhan,
cudi cung 1a thoi gian do hodc kiém dém, wdc lugng thuc té c6 hd so ngudn. Chua da cin cir van
duogc ké khai dé kiém thtr, nhung ghi rd “chua kiém chimg”, 13p ho so do va dé nghi dau mdi xac
nhan; chi van dung PP1 hoic PP3 khi cong viéc dap tmg diéu kién phuong phéap, khong dung dé
thay thé dir liéu PP2 con thiéu. Khong tu coi sé ude luong 13 dinh mtrc d3 duoc phé duyét.

Biéu lién quan: B1 (D, 1, J, L-S), C3; danh muc san phém do dau mbi cung cép. Kiém tra
miurc phut thuc su dugc dung tai P.

Luu ¥: Khong ty dién thoi gian ude doan thanh thoi gian chuan; khong nhap s6 0 dé thay
dit liéu thiu.
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CAM NANG THUC HANH / MUC 17
Héi - dap diy da: thoi gian chuén
Chon dting phut/san pham, tinh diing gio lao dong can thiét.
Ciu 05. C6 bit budc chia tat ca sain pham thanh 06 nhém dd phirc tap khong?

Khéng. Khung 06 nhom chi danh cho loai san pham c6 tinh lap lai va c6 khac biét dang ké
vé do phtrc tap, khi da c6 danh muc, tiéu chi va thoi gian tham chiéu duoc x4c nhan. Mot loai
san pham On dinh c6 thé chi dung mdt mirc thoi gian. Co quan chuyén nganh chuin héa; can bo
co s& chon mé san pham, nhap sd luong va giai trinh truong hop dic biét.

Biéu lién quan: Phu luc III; A2, B1. Phan nhém theo danh myc xac nhéan.

Luu ¥: Khong tw chdm diém timg ho so, ting c4 nhan; khéng 14y ngach, bac hoic mirc
lwong dé phan nhom.

Cau 06. Ho so c6 thoi han giai quyét 05 ngay thi ghi bao nhiéu gio lao dong?

Khong 1ay 05 ngay nhan véi 08 gio. Chi tinh thoi gian nguoi thuc su phai 1am timg phan
viéc can thiét. Vi du gia dinh: 10 phut tiép nhéan, 30 phat tham tra, 10 phit kiém tra, trinh ky thi
téng 1a 50 phut/hd so (néu di bao quat dung toan bd phan viéc dang xét). Thoi gian cho hodc hé
thong tu xtr Iy khong phai gio lao dong ciia can bo.

Biéu lién quan: A2 (phan viéc), B1 (phut/san pham).

Luu y: Khi nhiéu vi tri ciing tham gia, phan bo dung thoi gian cho timg vi tri, khong ghi 50
phut cho tat ca mdi nguoi.

Céu 07. C6 phin mém méi hoidc dich vu cong tryc tuyén thi cé dwoe giam thoi gian
ngay khong?

Chi giam khi quy trinh thuc té di thay ddi, c6 hd so hodc san phim ap dung va cé cin cir
vé thoi gian lao dong trudc, sau. Pong thoi phai cong phan viéc méi phat sinh vé quan tri dir
liéu, van hanh, kiém tra, bao mat, giam sat dich vu néu chua tinh. Tién d6 s6 hoa, ty 1& ho so truc
tuyén hay sé tai khoan duoc cip khong tu chirng minh sb gio lao dong giam.

Biéu lién quan: B2 chi tiét — B2 tong hop — C3.

Luu y: Viée o thé s hoa hodc du kién thué dich vu khong dong nghia di giam duoc gio
lao dong.

Ciu 08. B1 da ghi thoi gian sau s6 hoa thi c6 phai tiép tuc giam gio tai B2?

Khong duoc tri lai phan gio tiét kiém da nam trong s6 do B1. C6 hai cach diing: dung thoi
gian trudc thay doi roi trir gio giam, cong gio mai; hodc dung thoi gian da do sau thay doi va chi
cong, trir nhitng phan chua phan anh. Vi du gia dinh 1.200 hd so: trude 30 phat, sau 20 phut,
phat sinh 40 gio quan trj dir liéu, thi hai cach déu cho 440 gid néu toan bd 1.200 hd so ap dung
quy trinh m&i trong ky. Néu chi 600 hd so ap dung, két qua 1a 540 gio; B2 chi giam 100 gio,
khong giam 200 gio. Xem Muc 09.

Biéu lién quan: B1 (c6t C-G); B2 chi tiét (co sé B1); C3.

Luu y: Khong dung dong thoi ca hai cach dé trir 200 gio tiét kiém hai lan.
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CAM NANG THU'C HANH / MUC 18
Héi - dap diy da: gio cong va nhan lwc
Khong nham gio dinh ky, mic 1.904 va ngudi quy doi.

Ciu 09. Hop, kiém tra, phdi hop, quan 1y va cong viéc dinh ky c6 dwoc cong gio
khong?

Co, néu la cong viéc can thiét thudc trach nhiém vj tri va chua nam trong thoi gian lam san
pham. Vi du, ra soat dit liéu 12 lan/nam, mdi 1an 03 gid, duoc tinh 36 gid/ngudi néu khong tring
phﬁn thoi gian di ghi. Néu 03 ngudi cfmg tham gia day du thi tong 1a 108 gido-ngudi, phan dl'mg
phan VleC cua tung vi tri; kiém tra ca phan da tinh trong PP3. Gid cong viéc dinh ky phai c¢6 tan
suat, sO gio, ngudn va ngudi xac nhan; khong cong thém mot ty 1& 10-15% chung khi khéng c6
can cu.

Biéu lién quan: B1, dic biét cot E - Gid bd sung (cong viéce lién quan).

Luu ¥: Chi cong gio chua tinh trong s6 san pham x phut/san pham; khong tu trir thém cling
phan gid & mau sb quy doi.

Ciu 10. Moi vi tri viéc 1am déu phai ldy tong gio' chia cho 1.904 phai khong?

Khong. Mtc 1.904 gio/ngudi/nam 1a quy gio tham chiéu ciia phuwong phap PP2 cho nhém lam
viéc 40 gid/tuan, 05 ngay/tudn, phép ndm co ban 12 ngay; khong phai dinh muc bién ché. Ky thong
ké san lwong ding tir 01/10/2025 dén 30/9/2026; vi tri c6 ché do ca, kip, nghé dic thu sir dung quy
gior duoc cap co tham quyén xac nhan. Khi x4c nhan mau sb, kiém tra lich 1am viéc va ngay nghi
thyc té ctia diing ky/ndm, tranh trir tring; khong mic dinh cac ndm 2027-2031 ciing mét quy gio.
PP1 va PP3 khong bat budc phai luong hoa bang gid PP2.

Biéu lién quan: C1 (quy gio), C3 (PP2); Phy lyc III.

Luu y: Khéng tu chon mau sb gid thip hon dé 1am ting nhu cau hodc tu trir tiép ty 16 thoi
gian chung

Céu 11. Tinh dwoc nhu ciu 1,366 nguwoi quy doi thi cé phai xin 02 bién ché?

Khéng. Con sé 1,366 chi phan anh luong lao dong theo thoi gian: vi du gia dinh téng gio
can thiét 2.600 chia cho 1.904. Bé xac dinh s6 ngudi can bo tri, phai xét yéu cau hién dién dong
thoi, chuyén mén, ca truc va kha nang kiém nhiém, dung chung. Sau d6 méi ddi chiéu nguoi
hién co, kha nang diéu chuyén, ddo tao, bo tri lai va lap phuong 4n bién ché trinh cip c6 tham
quyén.

Biéu lién quan: C3 (ngudi quy dbi, ngudi can bd tri), D1, D2.

Luu y: Khong lam tron sé quy doi thanh nguoi hodc bién ché dugce giao.

Céu 12. Nguwoi kiém nhiém nhiéu céng viéc hodc tham gia nhiéu dau méi dwoc ghi thé
nao?

Ghi di cong viée, san pham, gio ciia timg phan viée; mot ngudi 6 mot ma duy nhat, vi tri
chinh va noi tinh bién ché chinh thtrc. Tai D1 hién chua c¢6 co ché khai mot ma ngudi lap trén
nhiéu dong, vi Véy su dung vi tri chinh va ghi gi(‘r cho cong viée khac; dau mdi giﬁ: bang phan bd
d3 x4c nhan dé kiém tra tong quy gio, khong dém ngu’on hai 1an. Bang phan bd phai c6 ma don
vi, ma ngudi, VTVL, ky/nam, gid va ngudn xac nhan; tong gi' phan bd khong vuot quy gid ca
nhan da xac nhan, gid [am thém theo doi riéng. Xem Muc 11.

Biéu lién quan: A2, B1, D1, D2.
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Luu y: Khong dém trung ngudi, gio hoac chi ti€u bién ché gitra khéi chuyén mon va cong
tac dang.
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CAM NANG THUC HANH / MUC 19
Héi - dap day da: kiém tra, ndp biéu

Chi dung két qua da kiém ching va dugc xac nhan.

Céu 13. C3 da hién con s6 nhung dir liéu diu vio con thiéu thi c6 dwoc sir dung khong?

Chua. Phai kiém tra nhiém vu, san lugng, thoi gian, phan ting/giam B2, quy gid va ngudn;
thong bao “DAT” clia Excel chi kiém tra diéu kién k§ thuat. Néu B1 hodc B2 con dir liéu cho
x4c nhan, tach két qua tinh thtr va phém thiéu. S6 & C3 chua dugc xac nhan khong duoc coi la
nhu cau da thdm dinh du D2 d3 tu lién két. C3 co thé chi cong phz‘in B1/B2 du diéu kién trong
khi cac phan khac con thiéu; M/N khong thay viéc dbi chiéu toan bd cong viée A2 va hd so
ngudn. Khong coi két qua tinh trén mot phan di liéu 1a nhu cau day du.

Biéu lién quan: B1, B2, C3; kiém chirng trudce khi dung D2.

Luu ¥: Két qua ding vé phép tinh chua du dé két luan dit lidu dang tin cy.

Céu 14. Canh bao tw dong “PAT” hoic “0 18i” c6 thay thé xac nhan nghiép vu khong?

~

Khéng. “DAT” hodc “0 151 chi phan anh kiém tra k¥ thuat trong pham vi cong thirc. Pon
vi tu kiém tra nguon, ky, ma, két qua va xac nhan theo thim quyén trude khi guri; khong phai ké
khai hodc xac nhan riéng K, T, S. Co quan dau méi quan 1y cac bang kiém tra, tién do va nhat
Ky.

Biéu lién quan: A1-D2; K do dau mbi dung.

Luu y: Khong coi 6 trong, cong thirc chua chay hodc trang thai chwa kiém tra 13 da dat.

Cau 15. Chua du dir liéu co dugce giri bao cao va khi nao dwgc coi la hoan thanh?

Van giri ding han va kém danh sach noi dung chua du can ctr, Iy do, ngudi phu trach va
han b6 sung. Chi coi dir liéu du diéu kién tong hop chinh thirc khi da kiém tra, xac nhan theo
tham quyén. Trién khai va kiém thir dong thoi theo ké hoach ban hanh; ngay tap huan 22/10/2026
1a dy kién, thuc hién theo thong bao chinh thirc; khong yéu cau ké khai lai dir liéu da xac nhan.

Biéu lién quan: A1-D2; K, T, S do d¢au méi quan 1y, tong hop.
Luu ¥: Khong nhép sb gia dinh dé 1am du truong bat budce; phai gitt ding trang thai hd so.
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Theo dbi tién d9 theo diu viéc va trang thai

Céac mbc dudi day theo Huéng dan; khi vin ban ban hanh hoic thong béo trién khai diéu chinh,
dau méi cap nhat va thong bao thong nhit. Két luan sb 107-KL/TW yéu cau béo cdo phuong an
bién ché giai doan 2027-2031 trong quy 1V/2026.

Mobc thoi gian Két qua cén theo doi

Pon vi hoan thanh dit liéu ban dau, néu phﬁn thiéu va ké hoach bd
sung.

Trudce 10/11/2026

Te 10 dén trwbe 3 . . P i
Dau moi ra soat, chuan hoa, gui dit li¢u theo phan cong.

15/11/2026

Trudc 20/11/2026 Hoan thién nhu ciu va phuong an D1-D2, hd so giai trinh, xac nhan.
Trudc 25/11/2026 Ban T6 chirc Trung wong tong hop theo nhiém vu dugc giao.

Trude 30/11/2026 Hoan thién ho so phuc vu bao cao cap c6 tham quyén trong thang

12/2026.

T TienDo theo d&i tién do cua tép/don vi; ddu mdi kiém tra pham vi trudc khi tong hop nhiéu
don vi. S_NhatKy luu thay doi, ngudi thuc hién, ngay va phién ban. Béo cao diing han kém phan
con thiéu khong dong nghia hd so da hoan thanh hoic di dugc tham dinh.
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CAM NANG THU'C HANH / MUC 20

Danh muc kiém tra truéc khi giri

Kiém tra tir dit li¢u nguon téi1 phuong an theo dung pham vi, ky va dau moi.
o 01 Nhiém vy, cong viéc co can cu phap ly va ma lién két 1o rang.
o 02 Khong dém trung nhi€ém vu vdéi ho so/san pham hodc gitra cac cap.

San luong dung ky 01/10/2025-30/9/2026, c6 ngudn; nhan lyc chdt 30/9/2026; dir

=R UE liéu mot phén ky va bién dong sau chdt dugce tach rd.
Phut/SP 1a thoi gian lao dong c6 ngudn, dung mic dung tinh tai B1-P; quy gio xac
o 04 A 4 voox 1A an
nhan dang ky va ché do.
505 Gid bd sung chi cong phan chwa nim trong gid san pham hodc phuong phap khac;
phan biét gid/ngudi véi tong gio-ngudi.
0 06 B2 chi tinh tac dong thuc té trén ding san luong, cong doan va ky ap dung; du kiém
chtng, khong trir/cong hai lan.
007 C1, C2 ké thira danh muc, ban mé ta, khung ning lyc da duyét; phan dé xuét sira/bd
sung cO can cu va trang thai riéng.
C3 chon dung PP1/2/3, PP3 dii san pham—tién do—chuyén mén—phuong an; két hop
o 08 A R . \ , L 1A )
khong cong trung; J va L diing két luan thuc té.
Khoéng cong triung nguoi, gio kiém nhiém, nganh doc, vién chirc; D1 ¢6 ma nguoi
o 09 X 5 A X X . ;N
duy nhat, bang phan bd va nguon kinh phi rd.
510 D2 phan biét nhu cau quy d6i, s6 ngudi bd tri va bién ché; c6 bang du bao riéng ting

nam 2027-2031, khong dung s6 lién két C3 nhu du bao tu dong.
o 11  Pi can nhéc bd tri lai, diéu chuyén, dao tao, dung chung.

Ty kiém tra, xac nhan dang tham quyén; ho so nguon, phién ban, phan thiéu va han

5 12 bd sung rd; K-T—S do dau mdi theo ddi, giri dung kénh va phan quyén.

PIEU KIEN SU DUNG KET QUA

Két qua dugc dung cho phwong an chinh thtrc khi dtng pham vi, ¢6 cin ¢ va xac nhan. Phan
thiéu/dang ki€ém ching phai tach riéng, khong dung dé ty dong d€ nghi tang bién che.
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CAM NANG THU'C HANH / MUC 21

Tra ciru ho so' goc khi cin

Cam nang giai thich cach 1am; vin ban chinh thirc va danh myc da phé duyét 1a cin cr 4p dung.
CAN LAM RO MO TAI LIEU

Quan diém, nguyén tic va Kétluinsd 107-KL/TW ngay 17/10/2026 ctia B Chinh tri
trach nhi¢ém va ndi dung hudng dan dang 4p dung.

Huéng dan cua Ban Td chic Trung wong va cac phu luc;
Trinh ty 08 bwée, cac khoi/cap khi ap dung phai doi chi€u so, ngay, ndi dung ban ky ban
hanh.

Pém nhiém vy, xiac dinh cong

cn s o P Phu luc I, II.
viéc/san pham

PP1, PP2, PP3; 1.904 giv; 06

. Phu luc III.
nhém

Khic biét dia ban cap tinh/cap Phu lyc IV; nhom ving chi 1 tham chiéu, khong phai hé sd
xa bién che.

Phu lyc V, VIII; trang 00 KE THUA va Huéng dan dién
Ke thira dir liéu va dung Excel biéu. Dir lieu ké thura theo cac Cong vdn s6 1972-
CVI/IBTCTW, 2209-CV/BTCTW, 2342-CV/BTCTW.

I.(A}em Atra’ xac nhan; bao cao Phu luc VI, VII; dau méi quan ly K-T-S.
tién do
Huéng dan dién dir ligu bo biéu Excel va bo bicu Excel;
Céach ghi tirng cot cu the doc ding phién ban dugc dau moi phat hanh, ké ca gidi han
cong thic va dong dir ligu.
Danh muc, ban mé ta, khung nang luc: tra Huéng dan s6 06-HD/BTCTW ngay 11/10/2026;
Nghi dinh s6 361/2025/ND-CP ngay 31/12/2025; Nghi dinh s6 232/2026/ND-CP ngay 26/6/2026
theo dung doi tuwong, cung quy dinh chuyén nganh va van ban stra d61 con hiéu lyc.
Pau méi quan 1y danh myc ngudn: tén vin ban, sd/ky hiéu, ngay ban hanh, co quan ban hanh,
trich yéu, tinh trang hiéu luc, noi luu/dudng dan, pham vi 4p dung va phién ban. Vi cac Cong
van 1972-CV/IBTCTW, 2209-CV/BTCTW, 2342-CV/BTCTW, phai lay ngay, trich yéu va pham
vi tir ban goc do dau moi cung cap; khong tu suy doan. Dung ban dugc phép luu hanh va dlng
phan quyén.

Pham vi va luu y khi phat hanh
PAY LA TAI LIEU HO TRQ - KHONG PHAI PINH MUC
Céc sb liéu minh hoa (1.200 hd so, 6.000 san pham, 20-50 phut, 1.904 gid...) chi dung dé giai

thich phép tinh va diéu kién 4p dung theo ndi dung Hudng dan; khong thay thé so lidu thuc té
hodc quyét dinh cua cap c6 tham quyén.

RO VIEC « PUNG CACH TINH « PU CAN CU « KHONG TiNH TRUNG
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