Phu luc 2
goi y cach 1ap Danh muc sin pham/cong viéc

1. Yéu cau xay dung Danh muc san pham/cong viéc

- Co quan tham muu vé cong tac td chirc can b hodc td chirc, ¢4 nhan duoc
phan cong chiu trach nhiém tham muu trinh cdp c6 thAm quyén phé duyét Danh
muc san phém/cf)ng viéc chuén; 1am cin ¢t chAm diém két qua thyc hi¢n nhiém vu
theo (KPI) khi thyc hién danh gia xép loai.

- Mo6i san pham/cong vi¢c phai gan véi chice trach, nhiém vu dugc giao; dam
bdo xac dinh 1o rang, kiém dém duogc vé sé lugng, chat lugng va tién do; tranh
trung 1dp, thiéu chinh xac.

2. Cach 1ap Danh muc san phim/cong viéc

- Buoc 1. Can ctr chlrc nang nhiém vy, chuong trinh cong tac ctua dia phuong,
co quan, don vi, tién hanh théng ké cac nhi€ém vu; phan loai thanh cdc nhém theo
muc do kho, phtrc tap, pham vi tac dong cua tung nhi€ém vu dugc giao va téng hop
thanh Danh muc cac san phcfm/céng viéc chuan cla co quan, don V1.

- Buéc 2: Can ct tinh chat, dic diém, mic do phtrc tap cua vi tri viéc lam
theo tirng chtrc danh, xac dinh hé sb quy ddi cac san pham/cong viéc vé Pon vi sdn
pham/céng viéc chudn. Trong d6, Pon vi san pham/cong viéc chudn phai co ban
dam béo cac dic diém sau: San phém/céng viéc duogc thuc hién thuong xuyén theo
chtrc ning nhiém vu cia co quan, don vi, khong phai san pham phat sinh dot xuat
hodc chi xuit hién & mot s thoi diém nhat dinh; co quy trinh xtr ly va dau ra san
phém r0 rang, co thé so sanh, phan loai, lugng hoa dugc va khong bi anh hudng
bdi cac yéu td bién dong hodc ngoai I€.

- Buwoc 3: Trén co s& Danh muc cdac san phcfm/céng viec va Pon vi san

phdm/cong viéc chuan, xac dinh h¢ s6 quy do6i theo cong thirc sau:

o .. Diém cua san pham/cong viéc cu thé
H¢ s6 quy doi

san pham/cong viéc

Diém cta san pham/cong viéc chuan

Cac co quan, don vi chiu trach nhi€ém xay dung céach tinh diém can ctr vao tién
do; chat luong san pham dau ra, hi€u qua thuc hi¢n nhiém vu; mtc d§ kho, phirc
tap, pham vi tdc dong cua ting nhi¢m vu dugc giao

- Bude 4: T hé sb quy ddi, thuc hién tinh diém d6i vai tat ca cac san phém/
cong viéc khac theo diém cta don vi san phém/céng viéc chuén; dé 1ap thanh Danh
muc san pham/cong viéc quy dbi. Pay 1a can cir chdm diém két qua thuc hién
nhiém vu (KPI) theo Phu luc 1.
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* Luu y: Viéc xac dinh danh muc san phcfm/co”ng viée dau ra phdai tranh hinh
thire, khong thién vé thong ké so lwong van ban, bdo cdo; phdi bdo dam nguyén
tic: (1) R6 viéc; (2) RG san pham; (3) Ré thoi gian hoan thanh; (4) R6 trach nhiém
cd nhan; (5) Po dém dwoc két qud thue hién.



