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] HUGNG DAN
Nghi thire to chive trao ting, don nhin hinh thirc khen thuwdng
va danh hiéu thi dua

oCe'm?cfr Luat Thi rdua‘, Khen thutng ngdy 26 thang 11 nam 2003 va Luét
stta ddi, b6 sung mdt so diéu cta Ludt Thi dua, Khen thuéng ngay 16 thang 11
nam 2013,

Cén c Nghi dinh sé 145/2013/NBD-CP ngay 29 thang 10 nim 2013 cua
Chinh phu, quy dinh vé t6 chuc ngdy ky niém; nghi thire trao téng, don nhén
hinh thtic khen thudng, danh hiéu thi dua; nghi 18 d6i ngoai va don, tiép khach
nudc ngoai;

C#n ¢t Chi thi sb 45- CT/TW ngay 22 thang 7 ndm 2010 cta B Chinh tr1
v& dbi méi, nang cao hidu qua td chitc cac ngdy ky niém, nghi thire trao tang,
d6n nhén danh hiéu vinh du Nha nudce va cac hinh thuc khen thudng;

Ban Thi dua — Khen thuéng thanh phd huéng din nghi thirc td chuc trao
tang, d6n nhan hinh thirc khen thuéng va danh hi¢u thi dua trong cac c¢o quan,
don vi trén dia ban thanh phé H6 Chi Minh nhu sau:

LMUC DICH, YEU CAU:
1. Muc dich:

- Tuyén duong, ddng vién, ghi nhén cong lao, thanh tich cua tap thé, c4
nhan trong phong trao thi dua yéu nudc, trong xéy dung va bao vé T québe.

- Giao duc va dong vién tap thé, c4 nhan khéc hoc tip, noi theo;
- Tén vinh sy kién, t6n vinh phén thudng ctia Pang, Nha nuéc.
2 Yéu ciu:

- Nghi thirc td chirc trao ting, d6n nhan hinh thic khen thudng, danh hiéu
thi dua phai dam bao an toan, trang trong.

- Thuc hanh tiét kiém, khdng phé truong hinh thire, gy lang phi, tén kém.
1. NGUYEN TAC TIEN HANH LE TRAO TANG, PON NHAN HINH
THUC KHEN THUONG VA DANH AIEU THI DUA:

1. Khong t6 chtic riéng 18 trao tdng, don nhén hinh thirc khen thuong,
danh hiéu thi dua. Chi duoc t6 chirc két hop tai Hoi nghi so két, tbng ket cdng
thc nim. Dai hoi Thi dua yéu nuée, Hoi nghi biéu duong d;en hinh tién tién, ky
niém ngdy 1€ 16n cla dit nude, ngay thanh 13p, ngdy truyén théng cda nganh,
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don vi (trir trudmg hop trao ting hinh thite khen thudng dbi véi thanh tich xudt
sdc dot xudt, danh hiéu Vinhr dur nha nuéc “Ba me Viét Nam anh hiing” va khen
thudng thanh tich khang chién).

2. Chi cong bd, trao ting va don nhén mdt lan déi VOl mdi quyet dinh
khen thuong. Khong t chirc didu hanh hodc dén rude tir cdp ndy, dia diém nay
dén cép khac, dia diém khéc.

3. Pai dién 1anh dao tap thé duge khen thudng truc tiép don nhan quyet
dinh khen thudng, hinh thirc khen thudng va danh hiéu thi dua cua tap thé. C4
nhan duge khen thudng truc tiép dén nhan quyét dinh khen thudng, hinh thic
khen thuéng va danh hiéu thi dua. Trudng hop truy ting, dai dién gia dinh cta
ngudi duge truy téang nhén thay. '

4, Trao ting hinh thic khen thudng trude, danh hiéu thi dua sau; trao tdng
tir hinh thirc khen thuéng cao dén hinh thirc khen thudng thap. Trudng hop cling
mdt hinh thirc khen thudng thi trao ting cho tip thé trude, ca nhan sau; trao ting
trude, truy tdng sau.

Trong trueong hop so lugng tap thé, c4 nhan dugc trao ting nhiéu thi t6
chic timg dot. Quy dinh s6 tht tu va vi trf cho timg ngudi trén 1€ dai hodic sin
khéu dé trao ding ngudi, tranh nhim 13n, 16n x6n khi trao ting.

5. Trong khi céng bd, trao ting, dén nhan hinh thic khen thudng, danh
hi¢u thi dua, nguoi ting hoa, quay phim, chup anh trén 18 dai phéi tudn theo
hudng dan cia Ban t6 chirc.

~ IIL TRINH TU CAC KHAU CHUAN BI VA TO CHUC LE TRAO TANG,
PON NHAN HiNH THUC KHEN THUONG VA DANH HIEU THI BUA:

1. Cong téc chuin bi:

Sau khi ¢6 ¥ kién nhit tri v& td chie 1€ trao ting, don nhan Quyét dinh
khen thudng dbi véi Hudn chuong Lao dong hang nhét, Huin chuong Pdc 1ap,
Huan chuong H5 Chi Minh, Huin chu‘O’ng Sao vang, Danh hiéu vinh dy Nha
nude, Thi trudng don vi duge két hop voi t chirc 1& ky niém ngay thanh lap,
ngay truyén thong, Hoi nghl S0 két, tong két cong tac nim, Hoi nghi biéu duong
dién hinh tién tién, don vi t& chirc 18 lién hé véi Ban Thi dua — Khen thudng
thanh pho dé duoc huéng dan cu thé viéc tb chite 18 trao ting, d6n nhan.

1.1. Xay dung kich bin trao ting, don nhin:

Ban T6 chitc bubi 18 xay dung kich ban trao ting chi tiét. Pbi vai trao
ting, don nhan hinh thitc khen thuéng, danh hiéu thi dua cAp Nha nude, kich
ban phai duge co quan quan ly nha nuéc vé thi dua, khen thuéng thanh phd
thong qua trude 5 ngdy dién ra budi 1&.

1.2. Tap duwgt trao ting, don nhin:

Déi v6i don vi td chitc dén nhan hinh thirc khen thuéng cap Nha nudc
ho#ic nhiéu hinh thitc khen thudng trong mat budi 1é.



1.3. Chudin bi cho viéc trao ting, dén nhén:

- Chuén bj C& truyén théng (néu c6).

- Cér truyén thdéng dwoc may bing vai; hinh chit nhat, chidu rong bing 2/3
chiéu dai. Bao dam thuan phong m¥ tuc vén hoa Viét Nam, khoéng trai voi quy
dinh ctia phdp ludt. Trén C& théu tén don vi, phia dudi 1a dong chit “Co truyén
thong”, biéu trung cia don vi (néu co).

- Khay dung hién vét khen thudng duoc phi bing vai mau do.
- Hién vét khen thudng dugc dit 1én khay ngay ngén.

Huén chuong, Huy hiéu mé sin khuy cai.

Béng khen (Bing chimg nhan) phai dugc 1dng trong khung.
Co phéi dugc lam phing (khéng cb nép gip).

- Gi4 dit hién vét khen khong trang tri rudm ra, pht hgp kich thuée cua
hién vit khen thuéng. Khong dét hién vét khen thucmg trén san khiu khi chua
d6n nhén. Gia dat hién vét khen thudng dugc dit & vi tri phia bén phai tuong
Béc (nhin tir dudi 1€n), cén gmfa dong chir tidu dé bubi 18. Co truyén théng dugc
cam vao dé canh tuong Béac va cling phia véi gid dit hién vat.

2. Cong tic td chire:

2.1. Cic hinh thive khen thudng, danh hi¢u thi dua do Chii tich nudc va
Thit twong Chinh phit quyét dinh khen thuong:

Tiy theo cdp d6, hinh thirc khen thuéng, danh hiéu thi dua; déi tuong, sb
lugng dugc trao tang, Tha trudng don vi quyét dinh cong tac t6 chirc phtt hop,
dam bao trang trong, tiét kidm.

a. T6 chitc trong Hoi trucng:

- Treo Qudc ky hoic Quéc ky va Dang ky vé phia bén tréi cla 1€ dai;
Quéc ky & bén phai, Pang ky & bén trai (nhin ti phia duéi 1€n).

- Tuong bén than Ch tich HS Chi Minh d3t trén byc cao phia duéi Quoc
ky hodc phia dudi gilta Quéc ky va DPang ky. Truong hop Co duogc treo trén cdt
thi tuong Chu tich H6 Chi Minh duge dit chéch phia trude bén phai cft cd (nhin
tir phia dudi 1€n).

- Tiéu d8 budi 18 duge thé hién bing kiéu chit chan phuong trén nén
phéng vé phia bén phai 1& dai. Néu két hop trao ting, dén nhén hinh thirc khen
thudng hodc danh hiéu thi dua phai ghi day du tén hinh thire khen thudng hodc
danh hiéu thi dua cao nhat duge doén nhén.

- Hoa trang trf dfit & phia dudi, trude tugng Chu tich Hb Chi Minh: l&ng
hoa ctia Lénh dgo Pang, Nha nwdc, Bé ting (neu cd) dugc dat & vi tri trang
trong; khéng dt nhiu lng hoa, cdy canh trén 1& dai.

- Khéu hiéu cta budi 1& dugc treo O vitri ndi bét, phu hop véi khong gian
héi trudng. N6i dung khau hiéu do Ban To chire quyét dinh.




- Bén ngoai hoi trudng treo Quoc ky & vi trf trang trong, ¢ trang tri, bang
khau hiéu, tao canh quan pht hop véi budi 18.

- Khach mdi duge bd tri ngdi theo thir ty tir gifta ra hai bén, tr phia trudc
ra phia sau.

b. Té chitc ngodi troi:

- Bubi 18 ngoai troi dugc tb chire tai quang trudng, san vén dong hodc mot
dia diém trang trong khéc do Ban tb chirc quyét dinh.

- L3 dai duoc thiét ké viing chéc, trang tri tuong tu nhu t& chirc trong hoi
trudng.

c. Khach moi:

- Tuy tinh chét, quy md budi 1, Ban td chiic mdi khach trong pham vi
phti hop véi muc dich, yeu ciu bubi 1&; tranh phd tmcng, hinh thire, gay lang
phi, tén kém; han ché& md&i nhidu khéch tir Trung wong va céc dia phirong Ve,

d. Trang phuc:

- Trang phuc ctia thanh vién Ban td chire, dai biéu, khdch moi, can b,
cong chic, vién chirc va ngudi lao déng dy 1€ lich su, phu hop véi 1& phuc
truyén théng.

- Khuyén khich khach mdi, dai biéu, can bo, cong chirc, vién chiic va
ngudi lao déng du 1& mic trang phuc dan tdc, 18 phuc t6n gido, 18 phuc luc lugng
nganh.

- Khong ding phu hiéu, “no”, hoa cai ngue. Khuyen khich khach mdi, dai
bidu, can bd cong nhén vién chic va nguoi lao dong dy 18 deo huan chuong, huy
chuong. Chi sir dung phu higu dbi voi thanh vién Ban t6 chiie.

e. Bidu dién nghé thudt, ting qua, chiéu dai:

- Truong hop c6 chuong trinh biéu dién nghé¢ thudt thi chuong trinh phai
phu hop v6i ndi dung budi 18 va phai dugc Ban Té chire duyét trude ndi dung
céc tiét muc va trang phuc didn vién; thoi gian biéu dién khdng qua 30 phit va
phai dugc ghi rd trong gidy moi.

- Khong dung tién ngn sach nha nudc dé lam qua tang. Truong hop cén
thiét va duoc sy dong y clia cap ¢6 tham quyen m&i té chire chiéu déi, tang qua
luu niém. Qua luu nigm phai dam bao tinh thiét thue, c6 y nghia, tiét kiém va
duoc trao sau khi két thic budi 18.

2.2, Cdc hinh thirc khen thuéng, danh hi¢u thi dua do Cha tich Uy ban
nhén dan thanh pho ky quyét dinh:

Sau khi nhén duoc Quyét dinh khen thuéng, Thu trudng cac don vi chu
dong 1ap ké hoach, t chic cong bb, trao ting cho céc tap thé va ca nhén don vi
duoc khen thudng, bdo dam thuc hién ding muc dich, yéu clu, nguyén tac 1o
chirc trao tang.



3. Nghi thitc céng bd, trao ting va d6n nhin khen thwdng:
3.1. Cong bé Quyét dinh khen thuéng:

- Dai dién lénh dao cia Ban Thi dua - Khen thudng thanh phé hodc cia
don vi t6 chirc budi 1€ cong bo toan vén quyét dinh khen thuéng.

- Quyét dinh khen thudng ctia Chi tich nuée:

+ Khen thuéng dbi véi tap thé: Trude khi cong bd, ngudi cong bd moi
Doi cd truyén théng (néu c6), dai dién cip ty, lanh dao chinh quyén, Céng doan,
Poan Thanh nién cong san HO6 Chi Minh hodic dai dién céc thé hé 1anh dao cia
tap thé dugc khen thudng 18n 18 dai d8 nghe cong bd Quyét dinh va dén nhan
khen thuéng;

+ Khen thudng ddi véi ca nhén: Trude khi cong bd, ngudi cong bé moi ci
nhan duoc khen thudng 18n 13 dai d8 nghe c6ng bd Quyét dinh va d6n nhan khen
thudng.

- Quyét dinh khen cta Thi tudng Chinh phit va Chi tich Uy ban nhén dén
thanh phd: Céng bd xong, ngudi céng bd mdi dai dién lanh dao cia tip thé
(hodic ¢4 nhan) co tén trong Quyét dinh khen thuéng 18n 18 dai dé dén nhan hinh
thitc khen thudng hodc danh hiéu thi dua.

3.2. Trao ting:
- Ngudi trao 1a dai dién céc 18nh dao tham du budi 1&.

- Trao theo thir twr gan Huan chuong (hodic Huy chuong, Huy hiéu kém
theo danh hiu) trudc; sau do trao Bang, trao Co Anh hiuing (d6i voi tap thé duoc
dén nhén danh hiéu Anh hung).

- Dbi v6i thp thé c6 Co truyén thdng: Ngudi trao ting gin Hudn chwong
(hotic Huy hiéu kém theo danh hiéu) 1én géc cao C& truyén théng. Vi trf gin
Huan chuong (hodc Huy hiéu kém theo danh hiéu) trén C& truyén théng duoc
thuc hién theo thir ty hang tir cao xudng thép.

- D6i véi tap thé khong ¢6 Co truyén théng: Nguoi trao Bing da gén sin
Huén chuong (hodc Huy hi¢u kém theo danh hi¢u) 1&n géc cao bén trai cla
Bing. |

- Trao ting cho c4 nhan: Nguoi trao ting gin Huin chuong (hoic Huy
chuong, Huy hiéu kém theo danh hiéu) Ién phia trai nguc 4o nguodi don nhén,
sau d6 trao Bing. Vi tri gin Huln chuong (hoic Huy chuong, Huy hiéu kém
theo danh hiéu) trén nguc 4o dugc thuc hién theo thr hang tir cao xubng thip.

- Truy ting: Ngudi trao trao Bing dd gin sdn Huén chuong (hodic Huy
chuong, Huy hiéu kém theo danh hiéu) cho dai dién gia dinh ¢4 nhin dugc truy
tang.




3.3. Don nhin:

- D6n nhén cac hinh thirc khen thuéng va danh hiéu thi dua do Chu tich
nuée ky quyét dinh: Ngudi don nhdn khen thudng ding nghiém theo hang
ngang tai vi tri trung tdm trén 1€ dai nghe cong b6 Quyét dinh va dén nhén khen
thudng.

- Bén nhan cic hinh thirc khen thudng va danh higu thi dua do Thu tudng
Chinh phd, Cha tich Uy ban nhén dan thanh pho ky quyét dinh: Ngudi dén nhéin
khen thudng duge moi 18n vi tri trung tdm cla 1€ dai dé don nhéan.

- Khi dén nhén Béng (hoic Cd), nguoi don nhén khen thuong nang Béng
hoiic C& cao ngang nguc, gitt nguyén tu thé cho dén khi roi khoi le dai.

-vTrongrtrm‘)'ng hop cin thiét, dai dién tap thé (¢4 nhan) duge khen thudng
phét biéu ¥ kién sau khi don nhin khen thuong.

3.4. Ngwoi phuc vu nghi thire trao:

- Trang phuc:

# Nit: Ao dai truyén thong;

* Nam: Com 18, thit ca vat hofic 40 so mi dai tay, thét ca vat.

- Khong quay lung v& phia ngudi dy; dimg phia sau, bén phéi nguoi trao
téng khi dua Huén chuong (hodc Huy chuong, Huy hi¢u kem theo danh hiéu,
Bing, C&) cho ngudi trao.

- Pt Huan chuong (hoic Huy chuong, Huy hiéu kém theo danh hiéu, Ky

niém chuong, Bépg) trong khay pht vai d6; dua Co béng hai tay cho ngudi trao;
bang phai dugc long trong khung.

- St dung nhac nén khi trao thuéng,
3.5. Luu y:
Khéng t6 chic trao ting cho tap thé, c4 nhan Bang khen, Huén, Huy

chuong khong cd khung; chi t chire trao truc tiép cho tap thé va cé nhan, khong
nhan thay (trir treong hop truy tang).

IV. THAM QUYEN TRAO TANG QUYET DINH:

1. D1 véi hinh thtre khen thuéng va danh hiéu thi dua ctia Chu tich nuoc
va ciia Thi tuéng Chinh phi: Linh dao Pang, Nha nude, Lanh dao Uy ban nhén
dan thanh phé hoc trong truong hop déc biét Lanh dao Uy ban nhan dén thanh
phd ty quyén trao ting quyét dinh;

2 Dbi véi cac hinh thic khen thudng va danh hiéu thi dua cta Chu tich
ny ban nhin din thanh phé: Lanh dao Uy ban nhan din thanh phé, Lanh dao
Ban Thi dua — Khen thudng thanh phé (thay mit Hoi dong Thi dua — Khen
thudng thanh phé) hodc 0ty quyén cho Tha trudng don vi td chirc trao ting quyét
dinh.



3. Pbi v6i cac hinh thic khen thudng cho t6 chirc, c4 nhan nudc ngoai va
ngudi Viét Nam & nuéc ngoai: Lanh dao Uy ban nhan dan thanh phd trao.

V.TO CHUC THUC HIEN:

1. Chu tich Hoi ddng Thi dua — Khen thuéng céc co quan, don vj trén dia
ban thanh phé H6 Chi Minh thyc hién theo ndi dung hudng dan nay.

2. Thudng truc Hoi ddng thi dua - Khen thuéng cac co quan, don vi trén
dia ban thanh phd HO Chi Minh phdi hop trién khai thyc hién hudng dan nay.

3. Hudng dan nay c6 hi¢u lyc tir ngay ky ban hanh va trong qua trinh t6
chire thue hién néu c6 nhitng ndi dung chua phit hop véi thuc tién cac co quan,
don vi c6 vin ban de nghi Ban Thi dua — Khen thuéng thanh phé diéu chinh, bb
sung dé thye hién tét cong tac thi dua, khen thudng./.

Noi nhin: TRUONG BAN
- TTUB: CT, PCT/VX; (d& b/c)

- VPUB: PVP/VX, Phong VX; W
- Hoi dong TDKT céc co quan, don vi
trén dia ban thanh phd; ——— T
- Ban TDKT: Lﬁr? dao Ban, cic phong;
- Luu: VT, MI g
Huynh Céng Hing

Ky bdi: Ban Thi dua va
Khen thudng

Email:
btdkt@tphcm.gov.vn

Co quan: Thanh ph6 H6
Chi Minh

Thdi gian ky: 10.05.2017
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