
CONG TY CP SONG DA. 505
S6: 789/QB-S55- TH

eONG HoA xA HOI em) NGHIA VIl~:TNAM
DQc l~p - T\I' do - Hanh phuc

Gia Lai, ngay 25 thang l Z ndm 2011

QUYET DINH CUA CHU TICH HOI DONG QUAN TRI
(V/v: Ban hanh sua t16i Qui chi qulin If; T6 chtec - Can b9, Lao t19ng - tu« luang)

CHU TICH HDQT CONG TY CO PHAN SONG DA 505
- Can cu Di~u I¢ t6 chtrc va hoat d(mg cua Cong ty duoc Dai hoi d6ng c6 dong

thong qua ngay 25/7/2004 va sua d6i b6 sung ngay 22/4/2008.
- Can cte vao mo hinh t6 chuc, d~ xudt cua phong T6ng h9P va yeu cdu quan If;

theo qui dinh phap ludt .

QUYETDINH

Di~u I: Ban hanh sua d6i Quy che quan ly T6 chirc - Can bQ, Lao dong - TiSn

luong nhu sau:

1. Sua b8 sung muc 3.3 cua Di~u 3: GD Cong ty quyet dinh viec thanh l~p,

t6 chirc lai, ehia tach, sat nhap, giai thS d6ng thai b6 nhiem, miSn nhiern, luan

chuyen, b6 nhiem lai can bQ thuoc tfing 4 (tnr Chi nhanh + GD Chi nhanh) va Ban
nghiep v~ cua cac don vi (truong, ph6 ban) thuoc tang 5.

2. Sua b8 sung khoan 2 ciia muc 5.5, Di~u 5: Giam d6c Cong ty b6 nhiem

tang 4 va Ban nghiep v~ cuacac don vi (truong, ph6 ban) thuoc tdng 5 lfiy phieu

tin nhiem trong tfing 3 (hoac hop ban true tiep) va tnrong cac bQ phan co lien quan

tfing 4.
Di~u II: Quyet dinh nay co hieu lire tit ngay ky, Kern theo tom van ban qui

che s6 da diroc sua b6 sung.

Di~u III: Cac ong Pho GD Cong ty, K~ toan tnrong, Truong cac don vi tnrc thuoc
din ell' Quyet dinh thirc hi~n./.

Noi nhan :
- Nlur dieu 3
- Luu: TH



QUYCHE
QuAN LY TO CmJC - CAN BO, LAO DONG - TIEN LUONG

(Thea Quyet dinh s6 78 S55/TH ngay 25/12/2011)

PHA.N I: NGUYEN TAc CHUNG

Di~u 1. Dai hQi d6ng c6 dong, HQi dong quan tri, Ban Giam d6c thong nh~t
lanh dao cong tac quan ly T6 chirc - Can bo, Lao dong - TiSn luong theo DiSu l~
Cong ty va phap luat Vi~t Nam. Day la nhiem vu Ian nhat cua bQ may Quan ly
nham muc tieu thong nhat, doan k€t vi st,r phat tri~n b~n vfrng cua Cong ty CP
Song Da 505.

.\>
PHA.N II: QUA.N LY TO CHUC - CAN BO 0

~.C
Di~u 2. CO'c§u tA clnrc - Can bi} cua h~ thBng quan Iy bao gBm: ;)

T§ng CO'c§u tA chirc Clnrc danh quan Iy
1 Dai hoi dong co dong Co dong

HQi dong quan tri Chu tich HDQT

2
Thanh vien HDQT

Ban Kiem scat Truong ban KS
Thanh vien BKS

Ban Giam doc dieu hanh Giam doc Cong ty *
3 Pho Giam doc Cong ty

Ke toan tnrong (pho)
Phong nghiep vu, Truong (pho) phong
Cong tnrong tnrc thuoc Chi huy tnrong (pho) cong tnrong
Chi nhanh " Giam doc **

4 Pho giam doc

Truong (pho) ban ke toan
Chi huy (pho) tnrong cong tnrong

5
Ban nghiep vu cua cac don vi Truong (pho) ban
DQi, to san xuat DQi, to (true thuoc) (pho) truong

Di~u 3. Phan dp TA chirc - Can bo:
3.1 DiSu l~ cong ty qui dinh chi ti€t hoat dong tang 1+2 va GD Cong ty.
3.2 HDQT co quyen b6 nhiern, mien nhiern, luan chuyen, b6 nhiern lai can

bQ thuoc tang 3. Quyet dinh viec thanh lap, t6 chirc lai, chia tach, sat nhap, giai th~
Chi nhanh va b6 nhiem Giam d6c Chi nhanh.

3.3 GD Cong ty quyet dinh viec thanh lap, t6 chirc lai, chia tach, sat nhap,
giai th~ dong thai b6 nhiem, mien nhiern, luan chuyen, b6 nhiern lai can bQ thuoc



tang 4 (tnr Chi ru:anh va GD Chi nhanh) va Ban nghiep vu ctio cac don vi (truong,
pho ban) thuoc tang 5.

3.4 Giam d6c Chi nhanh quyet dinh v.ec thanh lap, t& chirc lai, chia tach, sat
nhap, giai th~ dong thai b& nhiem, mi6n nhiem, luan chuyen, b& nhiern lai can b9
thuoc tang 5 va bao cao GD cong ty bang van ban.

Di~u 4. Cac tieu chu~n cooban cua ngU'O'i lanh dao, quan Iy:
4.1 Ndng lire chuyen man: Cac chirc danh tang 3+4 phai t6t nghiep dai hoc

tro len theo chuyen nganh phu hop voi vi tri duoc b& nhiern. Thu tnrong 1 don vi
(hoac bQ phan) phai nam ra "Qui trinh cong nghe va quan ly chi phi, gia thanh cua
san pham" do Dan vi do dam trach trong m6i quan h~ tuong tac voi h~ thong san
xu~t kinh doanh toan cong ty.

* Truong hop du trai nghiem, hieu biet va ban linh d~ dam trach vi tri (Can
bQ tang 3+4 chu yeu la pho CHT cong truong) thi nguoi ra quyet dinh b& nhiern co
th~ bo qua diSu kien t6t nghiep dai hoc.

4.2 Nang lire quan ly: La guong sang cho viec dean k~t g~n bo noi bQ vi
SD505 phat trien, duoc moi nguoi tin nhiern. Co trinh dQ hieu biet vS Iy luan chinh
tri, duong 16i cua Dang, phap luat cua Nha mroc. Tuan thu luat phap, qui ch~ cua
cong ty. C~n kiern, liem chinh, chi cong, vo tir, khong IQ'idung chirc quyen tu IQ'i.
Co y thirc t& chirc ky luat, trung thuc, gan bo mat thiet voi quan chung. Khong co
hoi, be phai, tach nhom di nguoc Ioi ich SD505. Dam nghi dam lam, co ban linh va
sire khoe duong d~u voi duong gang cong viec.

Di~u 5. B6 nhiern:
5.1 Thai han: M6i nhiem ky tai 1 vi tri can bo duoc b& nhiem hoac luan

chuyen la 5 nam. Thai di~m nhan quyet dinh luan chuyen la thai diem tinh nhiern
ky cho vi tri can bQ do.

5.2 Thie tic U'U tien slip xep b6 nhiem can be): Xet luan chuyen cung cap toan
cong ty khcng duoc thi xet b& nhiern (hoac b& nhiern lai) trong noi bo, cuoi cung
moi b& nhiern tu tuyen dung.

5.3 Nguyen tac giii chtrc dqnh: Sau khi c6 quyet dinh luan chuyen sang vi tri
khac tuong duong hoac b& nhiem gili' chirc vu moi thi duong nhien thoi nhiern
chirc danh cu. Viec kiem nhiern phai co quyet dinh (hoac gi~y giao nhiem vu) rieng
ghi noi dung chi ti~t cong viec ngoai clnrc danh dff b& nhiem.

5.4 Nguyen tlie b6 nhiem: Chi b& nhiern nhirng ngiroi co nang 1\IC, g~n b6 +
co tam huyet voi S\I phat trien va IQ'iIch cua Song da 505; Co hop dong lao dong
dai han (> nhiem ky duoc b& nhiern). B& nhiem nharn dap irng yeu c~u cua h~
thong quan Iy "co viec phai co t& chirc thuc hien va nhan S\I quan 1)"'. Co so ra
quyet dinh b& nhiern la k~t qua phieu tin nhiern va thao luan true tiep voi cac irng
vien r6i chon 1Qcphu hop.

5.5 Trinh tic b6 nhiem:
+ Chu tich HDQT b& nhiem tang 3 va Giarn d6c Chi nhanh: can cir VaGoS

xu~t cua GD cong ty, t& chirc l~y phieu tin nhiem cac TV HDQT, can bQ dng 3 va
tnrong cac don vi true thuoc.
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+ Giam d6c Cong ty b6 nhiem tang 4 va Ban nghiep v¥ cua cac don vi
(truong, pho ban) thuoc tang 5 lAyphieu tin nhiem trong tang 3 (hoac hQP ban true
tiep) va tnrong cac bQphan co lien quan tAng4., , ,

+ Truong cac don vi tnrc thuoc b6 nhiern tang 5 lay phieu tin nhiem trong
tang 4 va tnrong cac bQ phan c6 lien quan tang 5.

5.6 H6 sa b6 nhiem 1 vi tri baa g6m: Ban tv cao bach (ne~ trich ngang, c~c
tru nhuoc trong qua trinh cong tac, ySu t6 phu h9'P cho vi tri bo nhiem; Cam ket
h9'P tac va trach nhiem voi cong vu); Bien ban tong h9'P kSt qua phieu tin nhiem
(cua cac c~p quan Iy nhu dieu 5.5 va ca y kien nguoi lao dong trong bQ phan sau
nay CB se quan ly); To trinh cua lanh dao true tiep vi tri se b6 nhiern, Khi b6
nhiem can bQ tang 3+4 can c6 y kien chi dao cua Dang uy, tham khao cua Cong
doan va Doan Thanh nien d~ lam r5 hon tinh toan dien cua can boo. .

5.7 B6 nhiem lai: HSt nhiem ky can bQ gift chirc danh tai 1 vi tri c6 th~ diroc
b6 nhiem lai nhung t6ng khong qua 10 nam (hai nhiern ky). Chi b6 nhiem lai khi
Can bQ do chip hanh nghiem chinh phap Iu~t cua Nha nuoc, cac quy dinh va Dieu
I~ cua Cong ty, dff quan Iy va lanh dao don vi hoan thanh vuot mire cac chi tieu ve
hoat dong SXKD. Chi huy tnrong cong tnrong, DQi tnrong (hoac T6 tnrc thuoc) c6
th~ dai hon 2 nhiern ky nhung tien hanh b6 nhiern lai phai duoc lam ky hon va
thuyet phuc bang dfr lieu r5 rang k~t qua vuot troi cua nhiern ky da thuc hien.

5.8 B6 nhiem tit tuyen dung moi: (f ng vien qua cac buoc so tuyen (h6 So'
kinh nghiern, cong viec da qua, d6i thoai true tiep); Ban tv cao bach (neu trich
ngang, cac iru nluroc trong qua trinh cong tac, yeu t6 phu h9'P cho vi tri b6 nhiern;
Carn kSt hop tac va trach nhiem voi cong vu).

*V~ nguyen t~c nen b6 nhiem qua tuyen dung vao cac vi tri Ph6 hoac Quyen
thu truong 1 thai gian sau do qua thai gian du boc IQnang luc, khang dinh ban linh
thi b6 nhiem chinh thirc,

5.9 Ludn chuyen: Viec ludn chuyen can bQ gift chirc danh trong bQ may quan
Iy nh~m dao tao, b6i du5ng Slr dung co hieu qua, sap xep phu hop voi nhu cftu
cong viec, trinh dQ nang hrc can bQ hien co. Khi c6 cac di~u kien sau thi phai xem
xet luan chuyen:

+ Cong viec tai vi tri da b6 nhiem k~t thuc hoac thay d6i khong phu hop.
+ Chirc danh dang gift khong phu h9'P nang luc ca nhan va yeu cau nhiern
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vu.
+ C6 nQi dung cong vu can thir thach, b6 khuyet d~ nang cao nang luc nham

muc tieu phat trien cao hon cho can bo.
* Nguyen tde ludn chuyen: C~p nao b6 nhiem (dieu 5.5) thi c~p do ra quyet

dinh luan chuyen. N~u thay khong cftn I~y phieu tin nhiem thi nguoi c6 quyen co
th~ true tiep ra quyet dinh luan chuyen trong pham vi chirc danh can bQ hien co
tuong duong.

Di~u 6. Tir chirc, mi~n nhiern:
6.1 Di~u kien tit chuc: Khi xet thay khong du nang hrc thuc hien cong vu

cua chirc danh dang dam trach thi can bQ co th~ xin tir chirc.
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6.2 Trinh tv tic chirc: Cap nao b6 nhiem (dieu 5.5) thi c~p do phai xem xet
don xin tir chirc d~ trong vong 1 thang phai ra quyet dinh.

6.3 Can bo dang tai chuc hi miln nhiem trong cac truong hop:
+ Vi pham phap luat bi mat quyen cong dan.
+ C6 don nr chirc va duoc chap nhan.
+ Khong du sire khoe, nang 11Jcco ban nhu yeu cfiu 6 Di~u 4 d~n d~n thirong

xuyen khong hoan thanh nhiem vu. Cac chi tieu ca ban (doanh thu, loi nhuan, san
luong, tinh dean ket gin b6 tap th~ nguoi 1ao dong) cua bQ phan dang quan 1y bi
suy giam,

+ R6i loan tam than va co nhirng bang chung chuyen man chirng to nguoi do
khong con nang luc ki~m soat hanh vi.

+ Vi pham ky luat 1ao dong, cac qui dinh cua Cong ty nhung chua d~n rmrc
thi hanh ky luat each chirc.

* 6.4 Nguyen tac giai quyet: C~p nao b6 nhiem (dieu 5.5) thi cap do ra quyet
dinh cho tir clnrc, miSn nhiern. Nguoi ra quyet dinh cho 1 ngiroi tir chirc, miSn
nhiern phai bao cao len tren 1 cap nguyen nhan r5 rang, khach quan va giai quyet
nhtrng lien doi v~ loi ich cua Song Da 505 truce khi thuc hien.

* Khi don tu chirc chira duoc c~p co thsm quyen quyet dinh thi can bQ giu
chirc vu do v~n phai tiep tuc thuc hien nhiern vu, chirc trach duoc giao.

. I

PHAN III: QUA.N LY LAO DONG - TIEN LUONG

Di~u 7. Nguyen t~c quan Iy lao d(>ng - Ti~n luong: ,
7.1 Lao dong cong ty duoc quan 1y theo co cau To chirc (Dieu 2) thanh he

thong chung. M6i lao dong d~u nam trong 1 bQ phan cua ca c~u do.
7.2 Luong la chi phi cong ty tra cho nguoi lao dong phu hop cong viec hoan

thanh theo yeu cfiu cua c~p quan ly nham thu loi cho cong ty.
7.3 Lao dong - Ti~n hrong co m6i quan h~ nhan qua. Luong tra can cir vao

ch~t luong va hao phi sire lao dQl1gdanh cho muc tieu loi ich cong ty.
7.4 Chi tiet qui trinh quanlao dong trong ISO cua cong ty va Thea uoc 1ao

dong t~p the voi Chu tich Cong doan; Chi ti~t viec tra luong trong Qui ch~ tra
luang.

Di~u 8. Phan c~p quan Iy Lao d(>ng - Ti~n hrong:
8.1 DHDCD quan 1y hoat dong cua HDQT, BKS ra quyet dinh rmrc luong

(ca thu 1ao) hang nam cua HDQT+BKS;
8.2 HDQT ky Hop dong lao dong voi Ban Giam d6c Cong ty trong do co

di~u khoan mire luong theo k~t qua cac chi tieu Kinh t~ - Xa hoi cong ty dat duoc
hang narn.

8.3 HDQT giao viec Dai dien theo phap luat cho Giam d6c cong ty thuc hien
dieu hanh h~ thong 1ao dong toan cong ty. Uy quyen Giam d6c cong ty ban hanh
Qui che tra hrong va Dinh mire - Dan gia nQi bQ tinh tra luong cho cong viec hoan
thanh theo tung cong dean cua ca he thong san pham toan cong ty.

1
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8.4 Giarn ddc Cong ty kY hop d6ng lao dQng voi t~t ca cac ca nhan tir tAng 4
tro xuong, Dong tho; thong qua h~ thdng quan Iy a cac bQ phan ghi nhan kSt qua
lao dong nrng nguoi lam co sa tni hrong hang thang.

8.5 Viec ky kSt hop d6ng lao dQng thai vu «3 thang) hoac vu viec cling nhu
viec chi tra hrong cho ngiroi lao dQng Giam ddc c6 th~ uy quyen cho Chi nhanh
thuc hien, Tuy nhien Giam d& phai cO tnich nhiem don d6c kiern tra viec tuan thu
phap luat va qui dinh cua cong ty.

f)i~u 9. Cae nqi
9.1 Cac qui dinh dung d.t q

Luu trft h6 so toan cong ty;
Thir viec; Qi dung hop ong ao Qng;
thuong chi phi dao ~O' ing hrong, duqc chi ti t
Cong ty (Bang cac qui trlnh va bieu mlu C\1 the).

9.2 Cac qui dinh giang buQc trach nhiem quyen lqi cua ngu . I 0

cong ty bao g6m: Bao hiem (Xi hQi, Y tS, Thin the, ThAt nghi "p). h
(Tai nan, Om dau, Thoi vi~c); Cong cu phuong tien trang bi BHLD;
duoc chi tiSt trong Thoa uac leo dQng t?P the cua Giam ddc Cong ty OJ
nguoi lao dQng la hu tich CO!1gdoan. ,

9.3 Hang nam Giam doc phai ra scat, dieu chinh lai I 0 va Thoa uac lao
dong t?P th~ cho phu hop qui dinh ch~ng cua cong ty valuat phap. ,

9.4 Luong phai tra theo qui che co co sa la hQ'1?dong, don gia nQibQva khoi
1uong cong viec hoan thanh. Luong du~c tra t~c tiep cho nguoi lao d<)ngqua h~
thong bang hrong hang thang hoac irng roi quyet toan theo nam. ,

9.5 Hang nam Giam ddc cong ty phai ra soat ?on gia, dinh rmrc tie~ urong
noi bQ d~ di~u chinh cho ban hanh phu hop chi tieu tong qui luong trong Ke hoach
gia thanh do HDQT phe duyet.

f)i~u 10. Di~u kho8n thjrc hien:
Trong qua trinh ap dung 'nSu ~6 virong mac, ca~ ca nhan, bQ p,h~n co y ki~n

bang van ban giri Giam dd~ Cong ty xem xet, sua doi, bo sung, dieu chinh trinh
HQi d6ng quan tri ban hanh cho phu hop.z.

.J. I
- len lfO'Dg.

.tng nh~t toan cong ty bao gorn:
nnh tv' tuyen dung; Tap sir;
tao; hi phi dao tao va b6i
h thdng quan ly'ISO cua
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