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1. Muc dich cia viéc khen thuéng

— Nhim nang cao hiéu suét, chat luong cong viéc cho ngudi lao dong, tao dong luc hoc tap tot
cho Hoc sinh, sinh vién. Cac doanh nghiép, t6 chuc thuong ra cac quyét dinh khen thuéng cho

nguoi lao dong, HSSV dat nhiing thanh tich Xuat séc trong cong viéc, trong hoc tap.

— Chinh vi muc dich trén , cho nén rat nhiéu doanh nghiép, t6 chirc gido duc, phong ban nghiép
vu vé Hanh chinh nhén su rat quan tam td1 vi¢c ra quyét dinh khen thudng nhu thé nao cho ding

ludt va phu hop véi quy ché, quy dinh ciia Cong ty, cta trudng 16p.

Bai vi€t nay gidi thi€u dén céc ban cac mau Quyét dinh khen thudng méi nhat, chinh xéc nhat,

dugc sir dung nhidu nhat hién nay va Cach viét cac Quyét dinh khen thuong do.
2. Miu Khen thwéng tip thé

CONG HOA XA HOI CHU NGHIA VIET

CONG TY ..o e
St ... JQD- oo Rocnly T iyl
.......... ,ngay......thang......nam.......
QUYET PINH
N VA8 et
CHU TICH. ... ettt
Can ctr Quy ché to chirc va hoat dong ctia CONG ty.........coeeeeiiiiiieeeeeeiiiinn ;

Can ctr vao hoat dong va thanh tich dong gdp cua cac tap thé da dat duoc trong nam ...;
Theo d& nghi ca Trudng phong nhan su, Trudng phong ké toan;
QUYET PINH
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Piéu 1: Tang bang khen cho ..... tip thé c6 thanh tich xuét sic trong phong trao thi dua nam ....

(c6 danh sach kém theo);

Kém theo Gidy khen mdi Tap thé dugc thuong theo muc thuéng quy dinh tai Quy ché chi tidu

ndi bd cuia Cong ty, cu thé nhu sau:

Piéu 2: Cac 6ng (ba) Truong phong: Quan 1y nhan sy, Ké toan, Phap ché va cac Tap thé c6 tén

trong danh sach & Piéu 1 chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhén: CONG TY
- Nhu diéu 2 (dé thuc hién)

- Luu HCNS

3. Miu quyét dinh khen thuéng c4 nhin s6 1

Méu 1

CO QUAN............. CONG HOA HOI CHU NGHIA VIET NAM

. Péc Lap — Tu Do — Hanh Phic
(CONG TY .ucevvrcrnecsnscsanesnns )
SO: e Qp-...... , ngay....thang....nam.....
QUYET PINH
V& vide khen thudng ..........o.ooveiueeiieeeiiieeeill
GIAM POC CONG TY ..overerrrerenersssessrnees

- Can cw quyét dinh s6 ... vé viéc bé nhiém Giam doc diéu hanh, gAYy ............. ;

Trang chu: https://vndoc.com/ | Email hd trg: hotro@vndoc.com | Hotline: 024 2242 6188



https://vndoc.com/
https://vndoc.com/support/contact/tel:+842422426188

g
¥ PN X ] < PN N} PN ~ ¢ X z
gi Thu vién P& thi - Trdc nghiém - Tai l1liéu hoc tdp mién phi
- Can cu ban chirc nang nhiém vu va quyén han cua Giam doc diéu hanh so............ ;

- Can cik quy ché khen thwéng ciia cong ty.
- Xét dé nghi ciia Truong phong NS;

QUYET PINH:
Picu 1. Khen thuong dbi véi cac anh chi nhu sau:

Pidu 3. Cac Ong Chanh Vin phong (Truéng phong Hanh chinh), truong phong t6 chuc, thi
trudng don Vi .....eceveenne. VA ONg (DA) .eoeevveeiieiieeieeeeee e ¢6 trach nhiém thi hanh quyét

dinh nay.

GIAM POC
(Ky va déng déu)

4. Miu quyét dinh khen thuwéng ca nhan so6 2

CONG TY ..evrerrenneee CONG HOA XA HOI CHU NGHIA VIET NAM
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................................... Poc 1ap - Tw do - Hanh phuc
SO: ........ [oveernannn nQp- , ngay......thang.....nam.......
QUYET PINH
V/v: Khen thuéng ca nhan xuit sic niam ...........
CONG TY

Can cu Bo luat lao dong;

Can clr vao Diéu 1é hoat dong cua Cong ty.......ccueenee. ;

Pé dong vién khuyén khich CBNV toan Cong ty;

Xét dé nghi ciia Truong Phong Hanh chinh Nhan su.

QUYET PINH
Picu 1: Khen thuong: Ong ..........ccoccvevvvveeeenne. dat danh hiéu Nhan vién xuét sic nam ........
- Muc khen thuong: ............ vnd

Piéu 2: Quyét dinh c6 hiéu luc ké tir ngay ky, Phong Ké toan, Phong Hanh chinh Nhan sy va céc

Phong/Ban c6 lién quan chiu trach nhiém thi hanh quyét dinh nay.

Noi nhén: CONG TY
- Nhu diéu 2 (dé thuc hién)

- Luu HCNS

5. Cach viét quyét dinh khen thwéng ca nhén, to chirc

— Tén co quan tryc tiép khen thudng cho ca nhan, t6 chirc.
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— S4 thi ty van ban va tén viét tit cia loai van ban. Vi du “QPKT” (Quyét dinh khen thudng)
— Pia danh ghi trén van ban 14 tén goi cta tinh, thanh phd truc thudc trung wong noi to chirc ban

hanh van ban dong tru so.

— Khen thudng vé van dé gi 1a mgt cdu ngan gon phan anh khai quat ndi dung chu yéu cua van

ban. Vi du: Nhan vién xuat sac nhat nam/thang/quy, nhan vién trién vong nhat nam,...

— Tuy theo chinh sach cua td chirc ma lya chon hinh thirc khen thuong cho phu hop. Vi du: tién

mat, chuyén du lich, xe may, 6 t0...

— Tuy theo co cdu t6 chirc ciia minh ma cac cong ty khac nhau s& giao phan khen thudng cho mdi
bd phan khac nhau phu trach. Nhitng bd phén nao lién quan tryc tiép dén thuc hién viéc khen

thuong s& dugc ghi vao phan nay va quyét dinh nay ciing duoc guri cho cac bd phan do.

Moi ban doc cung tham khao thém tai muc thu tuc hanh chinh trong muc biéu mau nhé.
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