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HUONG DAN GHI CHEP SO THEO DOI CONG VAN DI, PEN

S6 theo ddi cong vin di, dén : Cong vin giri di va cong van giri dén 1a tai lidu
quan trong phai dugc cap nhat vao s6 thuong xuyén, luu trit theo nam hoc. Chu tich
cong doan phan cong mot uy vién BCH cong doan phu trach cong viéc nay hodc can
bd vian thu ciia truong theo ddi cap nhat so khi ¢ van ban giri di va giri dén. Sap xép
vin ban theo danh muc co quan giri dén va trinh tu thoi gian ngay, thang cta vin ban
dé dé tra ctru khi can thiét. Cach ghi chép nhu sau :
a) SO theo doi cong viin giri di:

Céch danh s6 van ban giri di, bat dau tir so 1 dén s6 cudi cung khi két thic nam
hoc (thang 8 hang nam). Sang nim hoc mdi (thang 9 hang nim) bat dau danh lai tir sd
1 va ctr thé tiép theo cho dén hét.

Nam hoc .....

So Nguwoi Nguwoi
Ngay S6 vian Trich yéu Noi gwri ban | soan thio | ky van
ban ndi dung van ban ban
-LBLD huyén | 01 d/c A d/c B
- Cacto CP

- Luu CD
-LDLD huyén | 02 d/c B d/c B

-Luu VT
-LPLD huyén | 02 d/c D d/c B

- Luu CD
-LBLD huyén | 02 d/ic A d/c B

- Cac to CD.

- Luu CD.
-LBLD huyén | 02 d/cb d/cB

- Luu CD.

b) S6 theo déi cong vin giri dén:
Nam hoc .....
TT| So vin ban Ngay Co quan | Trich yéundi | Chuyén cho | Ngay
otri dén dung ai nhan
1 LbLD b/c A- CTCDb
huyén
2 LDbLD b/c B- ...
huyén
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THEO DOI CONG VAN GUI PI
Nam hoc: 2023-2024

X A o< 1. Trich yéu . ..| SO | Nguoi | Nguoi
Nga S0 van ban Ae < vz Noi gui o . ,
say ndi dung van ban & ban | thao ky
V/v: Ho tro qua va trg
9/5/2023 | S6 01/QTr- cdes | cap cho doan vién c6 LbLDb 02 CTCb | CTCb

hoan canh khoé khan

V/v: Tang qua cho doan
20/5/2023 | S6 02/QTr-cdes | vién c6 hoan canh khé LbLb 02 CTCb | CTCb
khan

. V/v: Dé nghi tro cap
1/6/2023 | SO 03/QTr-cdcs LDLDb 02 CTCb | CTCb

khoé khan cho doan vién

. V/v: Bé nghi tro cap
26/112023 | S0 04/QTr-cdcs o N LDPLD 02 CTCb | CTCb
kho khan cho doan vién

V/v: To trinh vé viéc

p tham gia Ho1 thi Sang
10/2/2024 | S6 01/Ttr-CBCS LbLDb 02 CTCb | CTCb

tao k¥ thuat trong doan

vién

V/v: Dé xuét biéu

p duong cén by cong
13/7/2024 | So 02/Ttr-CBCS LPbLDb 02 CTCb | CTCb

doan co s& xuat sac tiéu

biéu

. V/v: Dé nghi tro cap
5/8/2024 S0 05/QTr-cdcs i LbLDb 02 CTCDb | CTCDb
kho khan cho doan vién

V/v: danh sach ra soat
26/10/2024 | S6 06/QTr-cdes | tét cho doan viennam | LDLD 02 CTCPb | CTCD
2025
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THEO DOI CONG VAN GUI DEN
Nam hoc: 2023-2024

TT S6 Ngay Co Trich yéu Chuyén | Ngay nhén
van ban van ban quan noi dung cho ai van ban
giri dén
V/v: Thong béo vé
. LPLD | . .
1 | So01/TB-LbLD 13/03/2023 huva viéc dong kinh phi CbCS 13/3/2023
uyén
Ve cong doan
V/v: Xét tang ky
. niém chuong vi sy
S6 1354 -LDLD - LPLDb - .
2 16/3/2023 . nghiép xay dung to CbCS 16/3/2023
TCKT huyén . o
chtrc cong doan nam
2023
V/v: Van dong
CNVC-LD déng
. LbLDb o )
3 | So 08-LbLb 26/03/2023 huvé g6p kinh phi xay CbCS 26/3/2023
uyén .
v dung quy mai am cd
nam 2023
. LbLb . P
4 | S6 141/Qb-LBLD 12/5/2023 huve V/v: Quy trg von CbCS 12/5/2023
uyén
V/v: To chiic giai
cau 16ngvién chirc
LDbLDb .
5 | 10- KH- LBLDb 20/4/2023 b va nguoi lao dong CbCS 20/4/2023
uyén
ve huyén An Lao, nam
2023
V/v: Lay phiéu tin
, LDPLD | nhiém vé nhan su
6 | S0 52-GM-LBLDb 28/6/2023 CbCS 28/6/2023
huyén | BPHCD huyén An
Léo lan thir 7
V/v: Giay triéu tap
) LPLP | dai biéu chinh thirc
7 | SO 01I-GTT-LbLD | 10/07/2023 o CbCS 10/7/2023
huyén | du dai hoi cd huyén
An Lio - 1an 7
V/v: Trang tri tuyén
. LPLD | truyén trudc trong
8 | So 15-LbLb 10/7/2023 CbCS 10/7/2023
huyén | va sau DHCD huyén
lan thtr 7
V/v: Thong bao mé&
. LDLD | tai khoan giao dich
9 | So 1/TB-LBLb 10/8/2023 . o .. CbCS 10/8/2023
huyén | tai ngan hang doi
CDCS trén dia ban
, LDLD | V/v: Kiém tra viéc
10 | S6 01/KH-UBKT 11/8/2023 CbCS 11/8/2023

huyén

chap hanh diéu 1¢




TT SO Ngay Co Trich yéu Chuyén | Ngay nhén
van ban van ban quan nodi dung cho ai van ban
giri dén
cong doan. Cong tac
quan ly tai chinh cd
nam 2022
V/v: T6 chire dot thi
dua dac biét chao
. LDLD | mung dai hoi XV cd
11 | S6 02/KH -Lb 16/8/2023 . . £ pyas CDbCS 16/8/20231
huyén | thanh pho Hai
phong, dai hoi XIII
CbVN
V/v: Hudéng Gng
cudc thi truc tuyén
. LDLD | Cong nhan vién
12 | S61685/LBLD 21/8/2023 . ] N . CbCS 21/8/2023
huyén | chtic lao dong, tim
hiéu luat phong
chéng ma tiy
V/v: HO tro doan
. LDLD | vién nguoi lao dong
13 | S6 447/ KH-LBLD 17/8/2023 o ; CbCS 17/8/2023
huyén | c¢6 hoan canh kho
khin vay von
V/v: Thanh lap doan
p LPLD | kiém tra gidm sat
14 | S6 11/Qb-LbLb 25/8/2023 ) N N CbCS 25/8/2023
huyén | viéc chap hanh diéu
1€ CDVN nam 2023
V/v: Ké hoach kiém
. LbLb .
15 | So 03/KH-LBLD 25/08/2023 . tra giam sat nam CbCS 25/8/2023
huyén
2023
V/v Tap huén vé
. LbLDb A L
16 | S6 05/GM-LBLD 13/10/2023 huve Luat thuc hién quy CbCS 13/10/2023
uyén .
Y| ché dan chu ¢ co s
V/v: Hoi nghi trién
. LbLDb oo
17 | S0 06/GM -LBLDb | 16/10/2023 huvé khai nhiém vu vaky | CBCS 16/10/2023
uyén
v giao udc thi dua
V/v: Huéng dan
p LDbLD cong tac thi dua
18 | S6 01/HD-LBLD 18/10/2023 CbCS 18/10/2023
huyén khen thuong nam
hoc 2023- 2024
V/v: Cung cp sb
. LbLDb .
19 | S6 12/CV-LBbLb 13/11/2023 huvé li¢u khao sat doan CbCS 13/11/2023
uyén

vién, CNVCLD c6




TT SO Ngay Co Trich yéu Chuyén | Ngay nhén
van ban van ban quan nodi dung cho ai van ban
giri dén
hoan canh khé khan
dé nghi tdng qua, trg
cip, vé xe Tét 2024
V/v: Pay manh
tuyén truyén vé Pai
) LbLDb ) .
20 | S622/LPLD 16/11/2023 huvé hoi Cong doan Viét | CDCS 16/11/2023
n A
e Nam lan thtr XIII
nhiém ky 2023-2028
V/v Ké hoach to
chirc cudc thi "Com
. LDLD | déo canh ngot" trong
21 | So6 18/KH-LBLDb 28/11/2023 . o CbCS | 28/11/2023
huyén nit doan vién cong
nhan, vién chuc lao
dong
"V/v: Van dong
. LPDLD | doan vién, nguoi lao
22 | S6 18/LBLD 05/12/2023 ) CbCS | 05/12/2023
huyén | dong thuc hién Quy
ché dan chu ¢ co so"
V/v: Tuyén truyén
két qua dai hoi Cong
. LPbLDb . .
23 | S0 23/LPLDb 8/12/2023 b doan Viét Nam lan CbCS 8/12/2023
én
S thi XTTT nhiém ky
2023-2028
LBLD V/v: Lap béo céo
24 | S624/CV -LPLD | 11/12/2023 . quyét toan tai chinh | BCHCD | 11/12/2023
huyén | N
cong doan nam 2023
V/v: T6 chirc Héi
. LDLD | nghi nghién ctru, hoc
25 | SO 10/GM-LBLD | 02/1/2024 . . A . | BCHCD | 02/1/2024
huyén | tip quan triét Nghi
quyét Pai Hoi XIII
1Bl V/v Té chirc tét Sum
26 | S6 16/KH-LBLD | 13/12/2023 . vay - Xuan chia s¢" | BCHCD | 13/12/2023
huyén
nam 2024
LBLD V/v T6 chirc tét Sum
27 | S612/GM-LBLD | 25/1/2024 . vay - Xuén chia s¢" | BCHCD | 25/1/2024
huyén y
nam 2024
LDLD | V/v T6 chirc tét Sum
28 | S6 11/GM-LDPLD | 24/1/2024 |huyén vay - Xuan chia s¢" CTCb 24/1/2024
nam 2024
29 | S650/KH-LDLD | 2/2/2024 V/v: Kéhoachto | BCHCD | 2/2/2024




TT SO Ngay Co Trich yéu Chuyén | Ngay nhén
van ban van ban quan nodi dung cho ai van ban
giri dén
chtrc hoi thi sdng tao
k¥ thuat trong doan
LbLDb A A .
huyén vién cong doan,
cong nhan, vién
chic nguoi lao dong
thanh ph6 Hai
Phong lan th 2 nim
2023-2024
V/v: T6 chire cac
30 S6 28/LPLD 22/2/2024 LBLD hoat dong trong tuan 22/2/2024
huyén | €40 dai nam 2024
V/v: K€ hoach t6
chtrc cac hoat dong
31 | S6 19/KH-LPLD 20/2/2024 LPLD | kyniém 114 nam
huyén | Qudc té phy nir 8/3, | BCHCD | 20/2/2024
1984 nam khoi
nghia Hai Ba Trung,
12 nim ngay Qudc
té Hanh phiic 20/3
V/v: Trién khai
32 | S6 14/GM-LPLD 1/3/2024 | LBLD | nhiém vu cong tac TBNC 1/3/2024
huyén nit cong
V/v: Huéng dan quy
trinh thanh lap, to
. LbLDb
33 | So 16/HD-LPLD 3/7/2024 huvé chure cac hoat dong | TBNC 3/7/2024
uyén
v cua Ban nit cong
quan chiing co s&
V/v: Huéng dan
trién khai dot sinh
. LbLDb hoat chinh tri, tu
34 | So 11/HD-LBLb 18/3/2024 . ; . BCHCD | 18/3/2024
huyén tudng... cua d/c
Téng Bi thu Nguyén
Phu Trong
V/v: Chuong trinh
, héi hop cong t4
$6 01/Ctr- ppLp | Prorhopcongiac
35 26/3/2024 gitra UBNDH va BCHCD | 26/3/2024
UBND&LDLD huyén o
LDLD giai doan
2024-2028
. LbLb V/v: Xét tang ky
36 So 34/LBLb 2/4/2024 BCHCP 2/4/2024

huyén

niém chuong "Vi sy




TT

Ngay
van ban

Co
quan
giri dén

Trich yéu
nodi dung

Chuyén
cho ai

Ngay nhan
van ban

nghiép xay dung to
chic Cong doan"
nam 2024

37

S6 25/KH-LDLD

4/4/2024

LDLD

huyén

K& hoach t6 chirc
cac hoat dong thang
cong nhan nam 2024

BCHCD

4/4/2024

38

S6 38/LPLD

10/4/2024

LDLD

huyén

V/v: van dong
CNVCLD dong gop
kinh phi xay dung
Qily " Mai 4m cong
doan" nam 2024

BCHCD

10/4/2024

39

S6 39/CV-LDLD

16/4/2024

LDLD

huyén

V/v: van dong doan
vién, CNVCLD
tham gia cudc thi
truc tuyén "Cong
nhan, vién chirc,lao
dong tim hiéu vé
cong tac An toan, vé

sinh lao dong"

BCHCD

16/4/2024

40

S6 28/KH-LDLD

19/4/2024

LDLD

huyén

K& hoach t6 chirc
Chuong trinh giao
Iuu cac Cau lac bd
Dan vii trong doan
vién, CNVCLD
huyén An Lao ndm
2024

BCHCD

19/4/2024

41

S6 18/GM-LDLD

25/4/2024

LDLD

huyén

K& hoach t6 chirc
Chuong trinh giao
Iuu cac Cau lac bd
Dan vii trong doan
vién, CNVCLD
huyén An Lao nam
2024

BCHCD

25/4/2024

42

S6 41/LPLD

9/5/2024

LDLD

huyén

V/v: van dong doan
vién tham gia Cudc
thi tim hiéu vé Nghi
quyét dai doi cong
doan va hanh dong
cua doan vién nguoi

lao dong.

BCHCD

9/5/2024




TT

Ngay
van ban

Co
quan
giri dén

Trich yéu
nodi dung

Chuyén
cho ai

Ngay nhan
van ban

43

S6 11/HD-TLD

14/3/2024

LDLD

huyén

V/v: Huéng dan
cong doan tham gia
thuc hién dan cha &

CcO SO

BCHCD

14/3/2024

44

S 35/KH-LDLD

12/6/2024

LDLD

huyén

V/v: Ké hoach t6
chtrc Hoi nghi biéu
duong Lao dong
sang tao, Lao dong
gioi, can bd cong
doan tiéu biéu nim
2023

BCHCD

12/6/2024

45

S6 02/QD-UBKT

15/7/2024

LDLD

huyén

V/v: Kiém tra viéc
chép hanh diéu 1¢
cong doanViét Nam.
Cong tac quan ly st
dung tai chinh, tai
san cong doan nam
2024

BCHCD

15/7/2024

46

S6 02/KH-LDLD

12/7/2024

LDLD

huyén

V/v: Kiém tra viéc
chap hanh diéu 1¢
cong doanViét Nam.
Cong tac quan ly s
dung tai chinh, tai
san cong doan nam
2024

BCHCD

12/7/2024

47

S6 01/HD-LDLD

15/7/2024

LDLD

huyén

Huéng dan trién
khai t6 chirc "Bita
com Cong doan"
nam 2024

BCHCD

15/7/2024

48

S6 1710/TLD-TG

19/7/2024

LDLD

huyén

V/v dirng cac hoat
dong van hoa, van
nghé, thé duc, thé
thao nhan dip 95
nam Ngay thanh lap
cong doan Viét Nam

BCHCD

19/7/2024

49

S6 509/LDLD

22/7/2024

LDLD

huyén

V/v ding hodn to
chure cac hoat dong
ky niém 95 nam
ngay thanh 1ap Cong

doan viét Nam

BCHCD

22/7/2024




TT SO Ngay Co Trich yéu Chuyén | Ngay nhén
van ban van ban quan nodi dung cho ai van ban
giri dén
V/v tuyén truyén
Nghi quyét quy dinh
mot s6 chinh sach
S6 530/TLD- LDLD | hd trg cong tac cai
50 30/7/2024 . . BCHCD | 30/7/2024
TGNC huyén | nghi¢n ma thy tai
cac co sO ma tay
cong lap trén dia ban
thanh phd
Nghi quyét quy dinh
. mot s6 chinh sach
SO 04/2024/NQ- x A
51 HPND 19/7/2024 | LDLD | ho tr¢ cho cong tac BCHCD | 19/7/2024
huyén | cai nghién ma tay
30/7/2024
V/v: Khao sat nhu
. LDLD | cu vay von cua
52 S6 09/QTV-TD 5/8/2024 . BCHCD 5/8/2024
TP CNVCLD trén dia
ban thanh phd
Gidy moi Hoi nghi
. LPLP | biéu duong Lao
53 | So021/GM-LBPLDb 16/8/2024 . . . A BCHCD | 16/8/2024
huyén | dong gioi, Lao dong
sang tao..
LBLD HD c6ng doan tham
54 S6 11/HD-TLD 14/3/2024 huve gia thuc hién dan BCHCD | 14/3/2024
uyén
v chu ¢ co s&
KH chim lo, h tro
LBLD doan vién, nguoi 1d
55 | S6 144/KH-LBPLD | 16/9/2024 P cac doanh nghi¢p bi | BCHCD | 16/9/2024
anh hudng do con
bio s6 3 ndm 2024
V/v diéu chinh, bo
sung chinh sach
S6 622/LPLD- LDLD | chim lo, hd trg doan
56 19/9/2024 . . BCHCD | 19/9/2024
CSPL$SQLLD TP vién nguoi lao dong
bi anh hudng ctuia
bao
HD t6 chitc cac hoat
. LDLD | dong ky niém ngay
57 | S6 02/HD-LBLD 27/9/2024 o BCHCD | 27/9/2024
huyén | phu nit Viét Nam
20/10
S6 03/HD-LDLD 1/10/2024 | LBLD | HD xay dung du BCHCD | 1/10/2024




TT SO Ngay Co Trich yéu Chuyén | Ngay nhén
van ban van ban quan nodi dung cho ai van ban
giri dén
58 huyén | toan tai chinh nam
2025 tai cac Cong
doan co s¢
GM tap huan nghiép
. LDBLD | vu thuc hién dan chu
59 | S622/GM-LBLD | 4/10/2024 . R BCHCD | 4/10/2024
huyén | ¢ co sé va ky giao
udc thi dua
V/v ra soat dé xuat
cham lo doi sdng
. LbLDb o .
60 So6 52LBbLDb 21/10/2024 huvé doan vién nguoi lao | BCHCD | 21/10/2024
uyén .
v dong Tét nguyén
dan At Ty
TM. BCH CONG DOAN
Chu tich

Db

Vii Thi Huong

Ky boi: VU THI HUONG

Thoi gian ky: 28/11/2024 11:01:27
T6 chuc xac thyc: Viettel-CA RS
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