Phu luc 1

S6: 271/KH-UBND
Thoi gian ky: 2026-08-24T08:44:08+07:00

TIEN PQ, NHIEM VU VA SAN PHAM CHIEN DICH 20 NGAY
(Kém theo Ké hoach s6 271 /KH-UBND ngay24 /8 /2026 ciia UBND xd Ciw Yang)

STT Ngay Nhi€ém vu trong tam San pham dau ra
o ez ¢t dinh/thd
Phat dong; Thanh l1ap To6 cong Q,u yet (ihn it ons
C oA LoAA . Kioaa % | bdo phan cong;
tac; cong bé dau moi, kénh ho \ A =
. f 4 A 1 danh sach dau moi;
trg va phuong thuc diéu hanh. | .. .
lich giao ban.
S?Q 1@2 choAt dir I}Qu dau ky} Bin chup dit liéu
doéi chi€u s6 nguoi dang co | . o A
< LA A TTA o1 A .. x [ dau ky; bang doi
mat, ho so trén He¢ thong va ho A X
~ 1A A chiéu so luong.
so da dong bo.
1 Ngay 1 - Ngay | Phéan loai hd so va 15i; giao | Danh sach 16i va
5(D1-D5) |nguoi xu ly, nguodi ki€m tra, | bang giao nhiém vy
thoi han hoan thanh. theo “6 10”.
14 7\/ A /( \: T‘ 1 1. & h ) : ;
Huodng dan, tdp huan quy tac al leu Wons dafl.
N ...~ | danh sach nguoi
nhap li€u, danh muc, tai liu, : n x
;A 2 AN o 1y 1R tham gia; kénh ho
ky s0, dong bo va xu 1y 10i.
tro.
B sung hd so thiéu; xir 1y | Danh sach ho so da
trung, sai don vi, sai trang thai; | xtr ly; bao cdo mde
chot s6 nguoi dang cd mat. tién do
R s A . o Danh sach da sura;
Chuan hoa thong tin dinh danh ani sac d;a sua
A e 2 danh sach can xac
va thong tin ca nhan. :
minh.
Chuan hoa co quan, don VL | ya o qioc chudn
phan cap t6 chuc, loai do1 |, , x ., .
s, hoa to chure, vi tri.
tuong, vi tri, chuc vu.
) Ngay 6 - Ngay
10 (D6 - D10) Dt ligu va tai li¢u

Ra soat ngacb/hang, bac/hé sb
luong, phu cap.

vé ngach/hang,
luvong duogc hoan
thién.

Hoan thién trinh d0 dao tao,
boi dudng va cac truong
chuyén mon.

HO so trinh d6 duoc
cap nhat.




Ra soat toan bd qua trinh cong
tdc, moc thoi gian va trang
thai.

Bao cdo chit lugng
gitta ky; danh sach
161 con lai.

Ngay 11 - ngay
15 (D11 - D15)

B6 sung tai liéu tuyén dung,
tiep nhan, hop dong, phan
cong ban dau.

Danh muc tai li€u
da tai lén.

B6 sung tai li¢u diéu dong,
ludn chuyén, biét phai, bd
nhiém, mién nhiém.

Danh muc tai liéu
bién dong cong tac.

Bé sung tai liéu ngach/hang,
x€p luong, nang luong va phu
cap.

Danh muc tai liéu
ngach/hang, luong.

B6 sung danh gia, khen
thudng, ky luat, nghi huu, thoi
viéc va tai liéu khac.

Hoan thanh danh
muc quyét dinh,
van ban; danh sach
con thiéu co 1y do.

Xuat So yéu 1y lich; ca nhan ra
soat, ky xac nhan; ti€p nhan
phan hoi.

So yéu Iy lich da
kiém tra; danh sach
yéu cau chinh sua.

Ngay 16 - ngay
20 (D16 - D20)

B6 phan t6 churc can bd kiém
tra, do1 chi€u va xac nhan ho
SO.

Bién ban/danh sach
tw kiém tra; ho so
du diéu kién trinh
ky.

Ky sd; xtr 1y ching thu sb, tai
khoan va 161 quy trinh.

HO6 so da ky so;
danh sach 101.

bong bg 1én Co s¢ dir licu
quoc gia; stra va gui lai ho so
16i.

Bao céo két qua
dong bg; danh sach
101 con ton tai.

Chay l,a_li bo quy tac; tu kiém
tra; khac phuc 161 con lai.

Béo cdo chat lq(yng;
danh sach ho so
dat/khong dat.

Chot dir lidu cubi ky; giri bao
cdo; ban giao danh sach phuc
vu kiém tra.

Ban chup cubi ky;
bao céo trudc - sau;
bao cao tong két;
danh sach t6n dong.




Moc kiém soat:

- Cubi D5: 100% ngudi dang c6 mit khdp véi hod so trén Hé thong; 100% ho so
dugc giao xur 1y.

- Cudi D10: 100% trudng dir liéu trong yéu duoc ra soat.

- Cudi D14: 100% quyét dinh, yén ban hién c6 thudc dién phai cap nhat da duoc
1ap danh muc va dua 1én H¢ thong.

- Cubi D18: 100% ho so du diéu kién duoc ky s6 va giri déng bo.

- D20: Hoan thanh tu kiém tra, chdt s6 liéu va gui ddy da bao cdo.
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. Phu luc 2
HUONG DAN QUY TRINH RA SOAT, LAM SACH
VA HOAN THIEN HO SO
(Kém theo Ké hoach so /KH-UBND ngay /8 /2026 cua UBND xa Cu Yang)

I. QUY TRINH THUC HIEN

1. Sao luu, chdt dir liéu: Tao ban chup dau ky; bdo dam kha nang phuc hdi
va luu nhat ky thao tac.

2. Kiém ké, danh gia: Théng ké sb hd so, trang thai, truong bt budc, tai
liéu, 16i chat luvong va két qua dong bd.

3. Chuén hoa: Ap dung théng nhat danh muc, ma don vi, loai dbi tuong,
chtrc vy, ngach/hang, trang thai; chuan hoa dinh dang dir liéu.

4. Xt 1y trung lip: Trung tuyét d6i xir 1y theo quy tic duoc phé duyét; nghi
trung phai xac minh trude khi gop, tach hodc khoa.

5. B6 sung, x4c minh: Bo sung tir hd so goc, quyét dinh, van ban va ngudn
hop phap; truong hop chua du can ctr phai 1ap danh sach xac minh.

6. Kiém tra, ddi soat: Chay lai bo quy téc; ddi chiéu ho so géc, dir liu trén
Hé thong, So yéu 1y lich va phan hoi déng bo.

7. Nghi¢m thu, duy tri: Xac dinh dat/khong dat; chdt dit lidu; ban giao quy
trinh cap nhat, canh bao va bao céo dinh ky.

II. NHOM DU LIEU CAN RA SOAT

- Thong tin dinh danh, thong tin ca nhéan va lién hé.

- Co quan, don vi, phan cép td chuec, loai ddi tuong, vi tri viéc lam.

- Chirc vu, chtrc danh, ngach cong chirc, chtrc danh nghé nghiép vién chirc.
- Bac, hé s lwong, phu cap va ché do lién quan.

- Trinh d0 gido duc, chuyén mon, 1y luan chinh tri, quan 1y nha nuéc, ngoai
ngtr, tin hoc, dao tao va boi dudng.

- Qua trinh cong tac, bd nhiém, quy hoach, danh gid, khen thudng, ky luat.

- Trang thai hién tai: dang cong tac, diéu chuyén, nghi huu, thoi viéc, nghi
ché do va trang thai khac.

- K&t qué xac nhan, ky s6 va dong bo.
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I1I. DANH MUC QUYET PINH, VAN BAN

- Tuyén dung, tiép nhan, phé duyét két qua tuyén dung, hop dong lam viéc
hozc hop dong lao dong.

- Phan cong, bb tri cong tac, diéu dong, luan chuyén, biét phai, chuyén cong
tac.

- B6 nhiém, bo nhiém lai, kéo dai thoi gian gitr chtc vu, théi giit chirc vy,
mién nhiém.

- B6 nhiém ngach, chuyén ngach, nang ngach; bd nhiém hodc chuyén hang
chtrc danh nghé nghiép.

- Xép luong, nang bac lwong, phu cip va thay dbi ché do luong.

- Pao tao, boi dudng, cong nhan van béng néu thudc nhom tai liéu quan ly
trén Hé thbng.

- Panh gié, xép loai chét luong; khen thudng; ky luat.

- Nghi huu, théi viéc, chdm dut hop dong, nghi khong hudng lwong va thay
d6i trang thai khéc.

- Vin ban dinh chinh, thay thé, thu hoi hodc vin ban khac 1am thay doi
thong tin hd so.

IV. YEU CAU POI VOI TEP TAI LIEU

- Tép rd, du trang, dang chiéu, mé duogc; vu ti€n van ban dién tir ky s6 hodc
ban sao hop I¢.

- Tén tép: ‘Loai vian ban_S6 ky hiéu Ngay ban hanh Ho tén’.

- Nhap dung sd, ky hiéu, ngay ban hanh, ngay hiéu luc, co quan ban hanh,
trich yéu.

- Gan dGng c4 nhan va dang qua trinh; khong tai trung hodc gin tai liéu
khong lién quan.

V. PHAN LOAI LOI

1. Thiéu truong bt budc;
2. Sai dinh dang;

3. Sai danh muc;

4. Sai logic nghi¢p vu;

5. Trung tuyét doi;

6. Nghi trung;



7. Sai trang thai;
8. Dt li€u rac/thtr nghiém;
9. Thiéu hoic sai tai liéu;

10. Loi xac nhan, ky s, déng bo.
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Phu lyc 3

HUONG DAN THEO DOI, TONG HQP VA BAO CAO

(Kém theo Ké hoach sé

/KH-UBND ngay /8 /2026 cua UBND xda Cu Yang)

I. CHE PO BAO CAO

1. B4o céo tién d6 hing ngay: Cap nhat trude 16 gid; sb liéu tinh dén thoi

diém chdt trong ngay.

2. B4o c4o mdc D5, D10, D15: Panh gia két qua, tdn tai, nguyén nhan, giai

phap bu tién do.

3. B4o cdo két thuc D20: S6 liéu dau ky, cudi ky, két qua xu 1y, chat lugng,

t6n dong va kién nghi.

4. Bao cao dot xuat: Thuc hi¢n khi cé sy co, vudng mac nghiém trong hodc

theo yéu cAu cia UBND tinh, S& Noi vu.

II. CHI SO THEO DOI HANG NGAY

A X . Ty 1€
STT|  Chish S"k‘?a“ 1;111:: Paxikly | Conlai | hoan
y thanh
Téng sb nguoi
| .
dang c6 mat
) Téng sb }16 SO
trén HE thong
Hb so chua dang
3 |nh3p/ chua tu
khai
HO so chd xac
4 R
nhan
5 | Hb so chuaky sb
¢ | Ho so ldi/chua
dong bo
. HO so  thiéu
truong bat budc
HO so sai dinh
8 | dang/danh
muc/logic
9 | Hb so trung hodc




nghi trung

HO6 so sai trang

10 ihai

HO so  thiéu
11 | quyét dinh, van
ban

Hb6 so di dong

12 bo thanh cong

III. MAU BAO CAO TIEN PQ CUA PON VI

1. Thong tin chung

- Tén co quan, don vi, dia phuong: ...

- Nguoi dung dau: ...

- Pau moi nghiép vu/ky thuat: ...

- Thoi diém chot so licu: ... gio, ngay ...

2. Két qua thue hién

Tong sb
Noi dung phai thue
hién

Pa hoan
thanh

Chuwa
hoan
thanh

So véi ky
truoc

Khép nguoi
dang c6 mat

Hoan thién
truong  bat

budc

B6 sung
quyét  dinh,
van ban

X4c nhan hod
N

Ky s6

Pong bd
thanh cong
Xt 1y canh
bao chat

luong




3. Ton tai, vwedng mac

STT

Noi dung

S6 hd so

Nguyén
nhin

Tham
quyén xir
ly

Nguoi
phu
trach

Hanhoan
thanh

4. Kién nghi, dé xuat:

5. Cam két:

Ngudi dimg dau chiu trach nhiém vé tinh ddy du, chinh x4c va thong nhat

cua s0 liéu bao cdo vai dir liéu trén HE thong.

IV. MAU DANH SACH TON PONG

STT

M3 ho
SO

Ho va
tén

Nhom
16i/tai
liéu
thiéu

Ly do

Tai
liéu
da
yéu
ciu

Pon
vi/ca
nhan
xur ly

Han
hoan
thanh

Trang
thai

V.NGUYEN TAC TONG HQP

- Chi str dung s6 liéu chiét xut tir Hé théng tai cung thoi diém chét.

- Moéi chi ti€u phai ¢6 s6 dau ky, s6 da xur ly, so con lai va ty 1¢€.

- Khong tinh ho so con thi€u can ctr, chua xac nhan hoac chua dong bd 1a
hoan thanh.

- SO liéu di€u chinh sau khi bao cdo phai néu rd nguyén nhan, ngudi phé
duyét va luu vét.
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Phu luc 4

TIEU CHi VA BIEU MAU KIEM TRA,
, DANH GIA CHAT LUQONG DU LIEU
(Kem theo Ké hoach so /KH-UBND ngay /8 /2026 cua UBND xda Cu Yang)

I. TIEU CHI PANH GIA

STT | Nhom tieu chi NOi dung Ty trong

Théng nhét véi hd so gbc,
1 Chinh xac quyet dinh, van ban; ding 30%
danh muc va moc thoi gian.

‘ bu nguoi, tru’c:mg bat budc,
2 bay du qué trinh, quyét dinh va van 25%
ban.

Khong trung, khong chéng
chéo, ding loai do1 tugng, to

A A . 0

3 Hop ¢, nhat quan chtrc, vi tri, ngach/hang, 20%
luong.
Phan anh dung trang thai

4 Cap nhat hién tai; bién dong duoc cap 15%
nhat dung han.

5 Xac nhan, dong | Ba duoc kiém tra, xac nhan, 10%

bd ky s6 va déng bo thanh cong.

Ho so dat yéu cau khi khong c6 thong tin trong yéu sai; khong thiéu truong
bat budc hodc tai li€u lam can ctr; khong con canh bao chua xtr 1y; hoan thanh xac
nhan, ky s0 va dong bg. HO6 so dat tir 80 diém nhung vi pham mot trong céc diéu
kién bt budc van xac dinh 1a chua dat.

II. PHUONG PHAP KIEM TRA

1. Kiém tra 100% ho so céc chic danh quy dinh tai Muc VI K& hoach.

2. Chon ngu nhién t6i thiéu 10% s hd so con lai ctia timg co quan, don
vi, dia phuong, 1am tron 1én va t6i thi€u 01 ho so.

3. Miu phai dai dién cho don vi tryc thudc, nhom ddi twong, trang thai ho
so; két hop ho so c6 canh bao va ho so co bién dong.

4. Néu tir 10% mau khong dat: M& rong tdi thiéu 30%; néu mau mé rong
tiép tuc co tu 10% khong dat hoac c6 sai pham nghiém trong: kiém tra 100%.
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III. PHIEU KIEM TRA HO SO

Noi dung Dat/ Noi dung Yéu ciu .
STT kiém tra Khong dat | sai/thieu | khac phuc Ghi chd
1 |DPung cd nhan,
don vi va trang
thai
2 | Théng tin dinh
danh day du,
chinh xac
3 | Loai ddi twong, vi
tri, chirc vu dung
4 | Ngach/hang, ,
luong, phu cap
ding
5 |Trinh d6 va qua
trinh cong tac day
da
6 | Mdc thoi gian hop
Iy, khong chong
cheéo
7 | Dbu quyét dinh,
van ban; tép hop
1e
8 |So yéu ly lich da
dugc ra soat
9 | ba xac nhéan, ky
s0, dong bo
10 | Khong con canh
bao chua xtr ly
IV. MAU TONG HOP KET QUA KIEM TRA PON VI
STT Noi dung S6 lwong/ty 18 Ghi chu
1 Téng s6 hd so thudc nhom kiém
tra 100%
2 | S6 ho so kiém tra xac suat 10%
Téng s ho so dat
4 | Tong s6 ho so khong dat
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Ty 18 ho so khong dat

S6 ho so phai khic phuc

Thoi han hoan thanh khic phuc
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