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hien theo quy dinh cua Hien phap, Luat To chi'rc chinh quyen dia phircmg, cac van 

ban phap luat va cac quy dinh hien hanh co lien quan.

Trirong ban, cac Pho Truong ban quan he chat che voi Van phong UBND tinh 
de thudng xuyen trao doi thong tin, phoi hop, ra soat viec thuc hien chuong trinh 
cong tac, bao dam hoan thanh co chat luong, dung tien do cong viec dugc giao theo 
su chi dao, dieu hanh cua UBND tinh va Chu tich UBND tinh.

Truong ban, cac Pho Truong ban thudng xuyen phoi hop voi UBND cap 
huyen trong viec chi dao thuc hien cac nhiem vu cua nganh cong tac dan toe, cham lo 

xay dung co quan chuyen mon d dia phuong vung manh; dao taq, boi dudng doi ngu 
cong chuc co chat luong chuyen mon, ky nang hanh chinh va pham chat dao due bao 
dam hoan thanh moi nhiem vu.

2. Trirong ban voi Cap uy chi bo va Cong doan co quan

- Quan he giua Lanh dao ban voi C§p uy Chi bo thuc hien theo quy dinh cua 
Dang va cac quy dinh ve viec phoi hop cong tac do Ban Dan toe ban hanh.

- Quan he giua Lanh dao ban voi Cong doan dugc thuc hien theo Quy che phoi 
hgp lien tich ve moi quan he cong tac va le loi lam viec giua Lanh dao ban va Ban 
chap hanh Cong doan.

- Bien phap de thuc hien tot cac moi quan he phoi hgp:

+ Dinh Icy hang thang Truong ban hoac Pho Truong ban dugc Truong ban uy 
quyen lam vi?c voi Cong doan co quan de thong bao nhung chu truong cong tac cua 
ban, giai quyet nhung kien nghi cua cong doan vien va lang nghe y kien dong gop ve 
boat dong cua co quan (tiiy dieu kien thuc te, co the long ghep voi buoi sinh boat 
cong chuc dinh ky hang thing cua co quan).

+ Chu tich Cong doan co quan dugc moi tham du cac cugc hgp, hgi nghi do 

Lanh dao ban chu tri co noi dung lien quan den boat dong, quyen, nghla vu va Igi ich 
hgp phap cua cong doan vien.

+ Truong ban tao dieu kien thuan Igi de Cong doan boat dong co hieu qua, gop 
phan thuc hien hoan thanh nhiem vu chinh tri cita Ban dugc Nha nude giao; tham 
khao y kien cua Cong doan trude khi quyet dinh cac van de cd lien quan den quyen, 
nghia vu va Igi ich hgp phap ciia cong doan vien.

+ Truong ban tao dieu kien thuan Igi cho Cong doan boat dong theo diing dieu le, 
ton chi, muc dich; phoi hgp vdi Cong doan cham lo va tao dieu kien lam viec, hpc tap va 
nang cao trinh do chinh tri, chuyen mon, nghiep vu cho cong chuc trong don vi; bao 
dam thuc hien Quy che dan chu trong boat dong cua co quan, xay dung van hoa cong vu 
va ky luat, ky cuong hanh chinh.

+ Cong doan, cong chuc, ngudi lao dong la cong doan vien ngoai viec tuan thu 
cac quy djnh theo dieu le cua to chuc doan the va phai guong man hoan thanh tot 
cong viec dirge giao theo dung quy dinh cua phap luat ve can bo, cong chuc.
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Chirong III
KE HOACH CONG TAC, BAG CAO KET QUA THl/C HIEN

VA CHE DO HOI HOP
Dieu 17. Cac loai ke hoach cong tac va bao cao danh gia ket qua thuc hien
1. Cac loai ke hoach cong tac
a) Ke hoach cong tac hang nam:
- Yen can: Nhung de an, dy an, chmh sach dan toe, cong viec trong tam cua 

Ban Dan toe phai dirge dang ky vao ke hoach cong tac nam; phai the hien sir ket hop 
giua cac nhiem vu neu trong cac van ban hirong dan, quy dinh, y kien chi dao cua cap 
tren voi sir chu dong de xuat cua cac phong. Moi de an, dir an, chinh sach dan toe, 
cong viec trong tam can xac dinh ro noi dung chinh; phong chu tri, phong phoi hop, 
nguoi phu trach, cap^ trinh va thbi han trinh tirng cap. Cac phong phai chiu trach 
nhiem ve tien do chuan bi va noi dung thirc hien cong viec ma minh de nghi dira vao 
ke hoach cong tac nam cua co quan.

- Phan cong thuc hien: Van phong chu tri phoi hop voi cac phong chuyen mon 
cua Ban va co quan cong tac dan toe cap huyen (neu co) xay dung ke hoach cong tac 
nam cua Ban. Cham nhat vao ngay 30/11 hang nam, cac phong chuyen mon phai xay 
dung xong ke hoach cong tac nam tiep theo giri ve Van phong (co xac nhan cua //'g; 
Truong phong, dong giri lanh dao phu trach theo doi chi dao) da tong hop k£ hoach \U\DA 

cong tac nam cua co quan, giri Lanh dao ban, Truong cac phong tham gia dong gop y 
kien truoc ngay 15/12; hoan chinh ke hoach, tham muu Truong ban trinh UBND tinh 
phe duyet truoc ngay 31/12. Doi voi ke hoach cong tac nam ciia cac phong chuyen 
mon, phai hoan chinh; trinh lanh dao phu trach phe duyet xong truoc ngay 20/12.

B6i voi cong viec can dang Icy vao chuong trinh cong tac ciia Tinh uy, UBND 
tinh, Truong cac phong phai khan truong dang ky, Van phong t6ng hop, trinh lanh 
dao ban ky trinh UBND tinh theo van ban chi dao hdng nam.

b) Ke hoach cong tac quy (quy /, quy III, ke hoach 6 thang cudi nam):
- Yeu can: Nhung cong viec trong ke hoach cong tac quy, 6 thang cua Ban phai 

xac dinh ro noi dung chinh, phong chu tri, phong phoi hop, nguoi phu trach, thbi gian 
thirc hien va phai bam sat noi dung ke hoach cong tac nam. Neu noi dung ngoai ke 
hoach cong tac nam phai neu ly do cu the va van ban chi dao.

- Phan cong thuc hien: Cham nhat la ngay 15 cua thang cuoi quy, cac phong 
phai giri ke hoach cong tac quy sau cho Van phong de tong hop (co xac nhan ciia 
Truong phong, dong giri gui lanh dao phy trach theo doi chi dao). Cham nhdt la ngay 
20 cua thang cuoi quy, Van phong phai tong hop ke hoach cong tac quy sau cua Ban, 
trinh Truong ban xem xet, quyet dinh phe duyet.

c) Ke hoach cong tac thang:
- Yeu can: Hang thang, cac phong chuyen mon can cu ke hoach cong tac quy 

de xay dung va trien khai thuc hien ke hoach cong tac thang. Neu tien do thuc hien

3
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ke hoach cong tac thang bi cham phai bao cao Van phong truac ngay 15 hang thang 
de tong hop bao cao Tnrcmg ban xem xet, chi dao thirc hien.

- ����  	���  ���!�  #��3 Cham nhat la ngay 15 hang thang, cac phong chuyen 
mon phai gui ke hoach cong tac thang sau cho Van phong de tong hop (co Icy xac 
nhfn ciia Truong phong, dong giii gui lanh dao phu trach theo doi chi dao). Cham 
nhat la ngay 20 cua thang, Van phong phai tong hop ke hoach cong tac thang sau ciia 
Ban, trinh Truong ban xem xet, quyet ctinh phe duyet.

�9 :!  ���	�  	���  ��	  ����3

�  ����  =���  ���  "��3  Can cu ke hoach cong tac thang, Lich cong tac tuan cua 
Tinh uy, UBND tinh, Giay mdi va su chi dao cua Truong ban, Van phong ph6i hop 
voi cac phong chuyen mon co lien quan xay dung ke hoach cong tac tuan cua ban 
lanh dao co quan. Thai gian vao chieu thu Sau hang tuan, neu lich cong tac gap, Lanh 
dao ban chua cap nhat kip, Van phong phai thong bao. Khi co su thay doi lich, Van 

phong co trach nhiem kip thdi cap nhat thong tin tren Bang lich cong tac co quan va 
thong bao cho Lanh dao lien quan biet neu chua cap nhat kip.

- ���  	�	  �����  	���!�  ���3

+ Can cu ke hoach cong tac thang cua phong va nhiem vu do Lanh dao ban 
phan cong, cac phong chu dong xay dung ke hoach cong tac tuan ciia phong va to 
chiic thirc hien. Ke hoach nay phai xac dinh ro trach nhiem, noi dung cong viec va 
thoi gian hoan thanh ciia timg cong chiic !���-  phong.

+ Lanh dao phong co trach nhiem theo doi, don doc, tao dieu kien de cong 

chiic ciia phong hoan thanh ke hoach cong tac. Truong hop do nhung kho khan chii 
quan, khach quan khong hoan thanh dugc cong viec theo !	 �  do, ke hoach da dinh, 
phai kip thdi bao cao Lanh dao ban phu trach biet, chi dao va bao cao cho Van phong 
biet de dieu chinh ke hoach chung ciia co quan va tim giai phap thao go, khac phuc.

+ Thai gian: cham nhat chieu thu Sau hang tuan, cac phong phai co ke hoach 
cong tac tuan sau gui Van phong tong hop ke hoach cong tac chung ciia co quan.

2. ���  cao, ����  -	�  3 !  1$�  !�	��  hien cac kc �����  ���-  !��

�9 >���  �����  ������  $���  + ������  ���3

Lanh dao cac phong chuyen mon ra scat, thong ke danh gia viec thirc hien ke 
hoach cong tac ciia phong gui Van phong de tong hop, bao cao Truong ban ve ket 
qua xir ly cac cong viec dugc giao, nhung cong viec con ton dong, hudng xii ly tiep 
theo, kien pghi viec dieu chinh, bo sung ke hoach cong tac thdi gian tdi. Thdi gian 
bao cao ket qua cong tac gan lien dong thdi Cling liic vdi ke hoach cong tac tu§n, 
thang, quy, 6 thang, nam.

"9 ��!  ��  "��  	��3  Che do bao cao trong noi bo ca quan, cac phong gui den 
Truong ban, Phd Truong ban phu trach, Chanh Van phong, theo thdi gian cu the

- Bao cao tuan: Chieu thu sau hang tu§n.
sau:
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Cong doan tien hanh sinh hoat cong doan va thuc hien ve sinh ca quan, phong lam 
viec theo dinh ky.

Thao luan cac van de quan trong khi Truong ban thay can thiet phai tham khao 
y kien tap the. Cong chuc, nguoi lao dong duoc quyen tham gia phat bieu y kien ve 
cac ITnh vuc lien quan den hoat dong ciia ca quan; Truong ban co trach nhiem giai 
trinh cac y kien ciia cong chiic, ngubi lao dong hoac Pho Truong ban duoc uy quyen 
chu tri giai trinh trong pham vi chuc nang, nhiem vu, quyen han duoc giao; con lai 
tiep thu y kien bao cao Truong ban cho y kien giai quyet cu the.

c) Hop phong: Duoc thuc hien khi Truong phong hoac Lanh dao ban phu trach 
thay can thiet. Thbi gian va noi dung hop do Truong phong sap xep, chuan bi theo 
noi dung ban than thay can thiet hoac theo chi dao ciia Lanh dao ban phu trach. Cac 
cuoc hop deu phai ghi bien ban hop va bao cao ket qua cho Truong ban.

d) Hqp dot xudt: do Truong ban chi dao hoac Pho Truong ban duoc Truong 
ban uy quyen chi dao de thong nhat noi dung chuan bi lam viec voi lanh dao cap tren, 
lanh dao cac so, ban, nganh, doan the, lanh dao ciia UBND cap huyen,....

ChuongIV
QUAN LY, BAN HANH, Xtf LY HO SO VAN BAN DI, DEN

VA CHE DO CUNG CAP THONG TIN VE HOAT D0NG NGANH
Dieu 19. Quan ly, ban hanh, xii- ly ho so' van ban di, den
Thuc hien theo Quyet dinh ban hanh Quy che van thu, luu tru ciia Truong ban.
Dieu 20. Che do cung cap thong tin ve hoat dong
1. Cac phong chuyen mon, phoi hop voi Van phong chiu trach nhiem thong tin 

bang nhung hinh thuc thich hop, thuan tien de cong chuc, ngubi lao dong nam bat 
nhung thong tin sau day:

- Chii truong chinh sach ciia Dang, cac van ban ciia Nha nubc va ciia Ban lien 
quan den cong viec ciia phong minh.

- Chuong trinh cong tac ciia ban va ciia phong, kinh phi hoat dong va quyet 
toan kinh phi hang nam ciia don vi.

- Tuyen dung, dao tao dai han, Idien thubng, ky luat, nang bac luong, nang 
ngach va bo nhiem can bp, cong chuc.

- Van ban ket luan ve viec giai quyet Idiieu nai, to cao trong don vi.
- Noi quy, quy che lam viec ciia don vi.
- Cac van de khac theo quy dinh.
2. Cong chuc co quan co trach nhiem chap hanh quy dinh khai thac va truy cap 

thong tin tren mang internet ciia co quan. Thuc hien nghiem tiic ch4 dp bao mat doi 
voi cac thong tin va tai lieu mat theo quy dinh.






