Phu luc 1. Gei y cach lap Danh muc sin pham/cong viéc
(kem theo Huong dan so 02-HD/BTCTW, ngay 22 thang 5 nam 2026)

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

- Co quan tham muu vé ¢dng tac to chirc can b hodc t6 chire, ca nhan duoc
phan cong chiu trach nhi¢m tham muu trinh cap c6 tham quyén phé duyét Danh
muc san pham/céng viéc chuan; lam ce“l’n ctr cham diem ket qua thuc hién nhiém
vu theo (KPI) khi thuc hién danh gia xép loai.

- Méi san pham/cong viéc phai gan vai chuc trach, nhiém vu duoc giao; dam
bao x4c dinh r rang, kiém dém dugc vé sb luong, chat lugng va tién do; tranh
tring lap, thiéu chinh xac.

2. Céch lap Danh muc san pham/céng viéc

- Budc 1: Can ctr chiic nang nhiém vu, chuong trinh cong tac cua dia
phuong, co quan, don vi, tién hanh thdng ké cac nhiém vy; phan loai thanh céac
nhém theo mirc @6 kho, phuc tap, pham vi tac dong cua ting nhiém vu duoc giao
va tong hop thanh Danh myc cac san phdm/cdng viéc chudn cia co quan, don vi.

- Budc 2: Can ctr tinh chat, dic diém, mic d6 phic tap cua vi tri viéc lam
theo ting chirc danh, xac dinh hé sé quy doi cac san pham/céng viéc vé Pon vi
san pham/cong viéc chudn. Trong d6, Pon vi san pham/cong viéc chuan phai co
ban dam bao cac dic diém sau: San pham/cong viéc dugc thuc hién thuong xuyén
theo chirc ning nhiém vu cia co quan, don vi, khdng phai san pham phat sinh dot
xuat hoac chi xuat hién & mot sé thoi diém nhat dinh; c6 quy trinh xt 1y va dau
ra san pham rd rang, cd thé so sanh, phan loai, luong hoa duoc va khdng bi anh
huong bai cac yéu té bién dong hoic ngoai 16.

- Budc 3: Trén co s Danh muc cac san pham/cong viéc va Pon vi san
pham/cong viéc chudn, xac dinh hé s6 quy doi theo cong thuc sau:

N X 2 Diém cua san pham/cong viéc cu thé
H¢ s6 quy dol P gVviec &

san pham/cong vigc Diém cua san pham/cdng viéc chuan

Cac co quan, don vi chiu trach nhiém xay dung céch tinh diém can c vao
tién do; chat luong san pham dau ra, hiéu qua thuc hién nhiém vu; mtc do khé,
phtc tap, pham vi tac dong cua tirng nhiém vu duoc giao

- Budc 4: Tir hé s6 quy doi, thuc hién tinh diém ddi véi tat ca cac san pham/
cdng viéc khac theo diém cua don vi san pham/céng viéc chuan; dé lap thanh
Danh muc san pham/cong viéc quy doi. Pay 1a can ctr cham diém két qua thuc
hién nhiém vu (KPI) theo Phu luc 2.



Phu luc 2. Gei y cham diém ket qua thuc hién nhiém vu (KPI)
(kem theo Huong dan so 02-HD/BTCTW, ngay 22 thang 5 nam 2026)

Trén co s& Danh myc san pham/cong viéc va hé s6 quy doi, tién hanh danh
gia, cham diém doi véi ca nhan trén co sé cham diem két qua thuc hién nhiém
vu (KPI) nhu sau:

1. Céach thirc cham diém

- Co cu thang diém theo quy ddi véi ca nhan dugc xé4c dinh theo Quy dinh
366 trong do: tiéu chi chung chiem khoang 30% tong dieém; ket qua thuc hién
chuce trach, nhiém vu chiém khoang 70% tong diém, lam thudc do chu yéu dé
danh gia can bg.

* CONg thite tinh diém trén thang 100:

Tong diém = Diém tiéu chi chung + Piém két qua thuwc hién nhiém vu
Trong do: Diém tiéu chi chung tdi da: 30; Piém két qua thyuc hién nhiém vu: 70

* Cong thic tinh diém két qua thyc hién nhiém vu theo chi 56 KPI:

Piém KP1=(A+B+C+D)/4

Trong do:

A- S0 lugng san pham cong viéc; B- Chat luong san pham; C- Tién do
hoan thanh; D- Nang luc lanh dao, chi dao, diéu hanh, t6 chirc thuc hién nhiém
vu trong pham vi phu trach

Tur d6, xac dinh diém két qua thuc hién nhiém vu nhu sau:

Piém két qu,d thuee hién nhiém vu = 3 Diém KPI theo tung truc * Piém téi da ciia
tung truc ket qua.

2. Goi y cach quy doi va cham diém KPI

Viéc cu thé hod tiéu chi va cach thac cham diém tham khao noi dung sau:

(i) Hoan thanh 100% nhiém vy, ké hoach dé ra: Biém KPI vé s6 luong dat
100 %. Truong hop vuot muc tiéy nhiém vu vg}l ke hoac,h deé ra, thi duoc xem
xet, ghi nhan trong viéc cham diém KPI vé tien d9, chat lugng, day la co s
xem xet vé mirc do noi troi gitra cac ca nhan khi danh gia, xép loai (néu co).

(ii) Cac truong hop cham tién do, san pham khong dat yéu cau, phai dicu
chinh, b6 sung, sura doi nhicu lan hoac codng tac l1anh dao, chi dao, dieu hanh,
to chtrc thuc hién nhiém vu khong dam bao (nhu treong hop dia phuong, linh
Vuce, co quan, don vi, bo phan ma ca nhan phu trach lanh dao, quan ly c6 trach
nhiém truc tiep hogc trach nhi¢m ngudi ding dau hodc cung chiu trach nhi¢m
lien quan bi xep loai "Khdng hoan thanh nhi¢m vu”) thi xem xét trir diem KPI
theo tiéu chi so luong, tien d9, chat luong va nang luc lanh dao, chi dao, dicu
hanh tuong tng.



Vi du minh hoa cach cham diém két qua thyc hién nhiém vu Quy 11/2026 d6i véi 01 dong chi can bo lanh dao tai Ban T6 chuc
Trung wong thuc hién nhi¢m vy nhu sau:
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Bang 1. Danh muc san pham/cong viéc




2. Tinh diém

NHIEM VU PE RA KE HOACH
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Tur bang trén suy ra:

A=6,7/7,7=87,01% B =6,85/7,7 = 88,96% C =6,85/7,7 = 88,96% D = 6,85/7,7 = 88,96%
=> KPIl = (A+B+C+D)/4 = 88,47%

Nhuw vdy: Tong diém = 30 + 88,47% x 70 = 91,93 diém.

Luu y:

- Cach thuc Chdnz diém sé do ting dia phirong, co quan, don vi tiép tuc cu thé héa trén co sé néi dung goi ¥ tai Phy luc
1,2 kem theo Huong dan nay..

- Vi du minh hog néu trén dwoc gia dinh doi Véi 1 truc vé xay dung Pang va hé théng chinh trj trong 06 truc két qud
trong tam; trén thuc té, viéc ddnh gid, cham diém dwoc thuc hién trén ca 06 truc (néu co); do vdy, can xac dinh phan bé ty
trong, cach tinh cua ting truc két qud cho phl hop Véi chite ndang, nhiém vu va vi tri cong tac.



