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QUYET DINH
Ban hanh Quy che lam vice cua Ban Dan toe tinh Binh Phirac

TRlTONG BAN DAN T0C
Can cu Thong tu so 01/2021/TT-UBDT ngay 01/11/2021 cua Bo trudng, Chii 

nhiem Uy ban Dan toe huong dan chuc ndng, nhiem vu, quyen hqn cua ca quan 
chuyen mon ve cong tdc dan toe thuoc UBND cap tinh, cap huyen;

Can cu Quyet dinh so' 46/2021/QD-UBND ngay 20/12/2021 cua UBND tinh 
ban hanh Quy dinh ve phdn cap thdm quyen quan ly to chuc bo may vd tuyen dung, 
su dung, quan ly can bo, cong chuc trong ede ca quan hanh chinh Nhd nu&c tren dia 
ban tinh Binh Phudc;

Can cu Quyet dinh so 17/2023/QD-UBND ngay 09/3/2023 cua UBND tinh ban 
hanh Quy dinh chuc ndng, nhiem vu, quyen hqn vd ca cdu to chuc cua Ban Dan toe 
tinh Binh Phudc;

Theo de nghi cua Chdnh Van phdng.
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/>/&QUYET DINH:

Dieu 1. Ban hanh kem theo Quyet dinh. nay Quy che lam viec cua Ban Dan toe 
tinh Binh Phuoc.

Dieu 2. Quyet dinh nay co hieu lire thi hanh Ice tir ngay ky va thay the Quyet 
dinh so 09/QB-BDT ngay 03/02/2021 ciia Truong Ban Dan toe ve viec ban hanh Quy 
che lam viec cua Ban Dan toe tinh Binh Phuoc.

Dieu 3. Chanh Van phong, cong chuc, ngubi lao dong thuoc Ban Dan toe va 
cac to chuc, ca nhan co lien quan chin trach nhiem thi hanh Quyet dinh nay./.
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- Nhir Bi€u 3;
- Website BDT;

' BAN 
*Idan tgc/*
&

y.■o. *o

- Luii: VT, TC. jt----" &A&
■g/NB f



2

UBND TINH BINH PHl/C^C
BAN DAN TOC

CONG HOA XA HQI CHU NGHlA VIET NAM 
Doc lap - Tir do - Hanh phuc

QUY CHE
Lam vice cua Ban Dan toe tinh Binh Phuo’c

(Ban hanh kem theo Quyet rfinh so: /QD-BDT
ngay oP thdng % nam 2023 cua Truong Ban Dan toe)

Chuong I
NHL NG QUY DINH CHUNG

Dieu 1. Pham vi, doi tuo’ng dieu chinh
1. Quy che nay quy dinh ve nguyen tic, che do trach nhiem, le loi lam vice, 

quan he cong tac, trinh tir giai quyet cong viec, cong tac quan ly ban hanh van ban, 
quan ly tai chi'nh, tai san cua co quan.

2. Tat ca cong chuc, ngubi lao dong cua co quan Ban Dan toe; cac to chuc, ca 
nhan co quan he lam viec voi Ban Dan toe thirc hien theo Quy che nay.

3. Quy che nay dugc ap dung cho co quan Ban Dan toe tinh Binh Phuoc.
Dieu 2. Nguyen tac lam viec

1. Ban Dan toe lam viec theo che do thu trirbng. Moi hoat dong cua Ban deu 
phai tuan thu quy dinh cua phap luat va Quy che lam viec cua Ban. Cong chuc, ngub'i 
lao dong phai xii ly va giai quyet cong viec dung pham vi trach nhiem, tham quyen.

2. Trong phan cong cong viec, moi viec chi dugc giao cho mot phong hoac mot 
nguoi phu trach, chiu trach nhiem chinh. Neu viec da dugc giao cho phong chuyen

thi Truong phong do phai chiu trach nhiem chinh ve cong viec dugc phan corig.

3. Bao dam tuan thu trinh tu, thu tuc va thbi han giai quyet cong viec theo diing 
quy dinh cua phap luat, diing chuong trinh, ke hoach, lich lam viec va dung quy che 
lam viec; trir truong hgp dot xuat hoac co yen cau khac cua co quan cap tren.

4. Bao dam phat huy nang lire, so truong cong tac ciia cong chuc, ngubi lao 
dbng> de cao sir phoi hop cong tac, trao doi thong tin trong giai quyet cong viec va 
trong moi hoat dong theo chuc nang, nhiem vu, quyen han dugc phap luat quy dinh.

5. Thirc hien cai each hanh chinh, bao dam dan chii, ro rang, cong khai, minh 
bach, phong chong tham nhung, tieu cue, thirc hanh tiet Idem, chbng lang phi va hieu 
qua trong moi hoat dong cua co quan Ban Dan toe.

mon



Chuottg II
TRACK NHIEM, PHAM VI GIAI QUYET CONG VIEC 

VA MOI QUAN HE CONG TAC 
Mac 1

TRACK NHIEM, PHAM VI GIAI QUYET CONG VIEC 
CUA CONG CHLTC VA NGlTOI LAO DONG

Dieu 3. Trach nhiem, pham vi giai quyet cong vice cua Triro'ng ban
1. Trach nhiem

a) Chi dao, dieu hanh boat dong cua ca quan Ban Dan toe theo Quylt dinh s6 
17/2023/QD-UBND ngay 09/3/2023 cua UBND tinh ban hanh Quy dinh chuc nang, 
nhiem vu, quyen han va ca cau to chuc cua Ban Dan toe tinh Binh Phudc va cac van 
ban phap luat co lien quan.

b) Phan cong cong viec cho cac Pho Truong ban; chu dong phbi hop vdi cac 
sd, ban, nganh, doan the, UBND cap huyen va ca quan khac de xu ly cac vdn dS co 
lien quan den nhiem vu cua Ban hoac cac vin dd do UBND tinh, Chu tich UBND 
tinh va B6 truong, CM nhiem Uy ban Dan toe phan cong.

c) Chi dao huang dan, thanh tra, Idem tra boat dong cua cac phong chuyen 
mon thuoc Ban; ca quan cong tac dan tqc cap huyen trong viec thuc thi phap luat, 
thuc hien nliiem vu da phan cong, phan cap thuoc linh vuc quan ly Nha nude ve cong 
tac dan toe.

vh.c

BAfd) Chi dao thuc hien cac nhiem vu ve cai each hanh chinh, thuc hien bo tai lieu 
ve He thong quan ly chat lugng theo tieu chuin qude gia ISO 9001:2015; quy chd 
lam viec, ley cuong ley luat hanh chinh, van hda ung xu nai cong sd, van hda cong vu, 
thuc hanh tiet Idem, chdng lang phi, phong chong tham nhung, tieu cue.

e) Ky cac van ban thuoc tham quyen cua Truong ban: bao cao, td trinh gui 
Tinh uy, UBND tinh, Uy ban Dan toe, cac quyet dinh, cong van quan trong thuoc ITnh 
vuc: td chuc bo may, nhan su, tai chinh, lee hoach, thanh tra, cai each hanh chinh, thi 
dua khen thudng, ley luat cong chuc.

2. Pham vi giai quyet cong viec cua Truong ban

a) Nhung cong viec thuoc tham quyen dirge quy dinh tai lehoan 1 Didu nay.
b) Nhung cong viec UBND tinh, CM tich UBND tinh giao Mac iiy quyen.
c) True tiep giai quyet mot sd viec tuy da giao cho Phd Truong ban trong cac 

trudng hap sau day:

- Do yeu cau cap bach Mac tinh chat quan trong cua cong viec;
- Do Phd Trudng ban dugc phan cong di cong tac vdng;
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- Do cong viec lien quan den 02 Pho Truong ban, nhung cac Pho Truong ban 
con co y Iden khac nhau.

d) Uy quyen cho mot Pho Truong ban thay mat Truong ban dieu hanh cong 
viec chung cua Ban khi Truong ban di vang.

3. Nhung cong viec can thao luan trong tap the Lanh dao ban, truoc khi 
Truong ban quyet dinh

a) Chien luge, quy hoach, chuong trinh phat trien nganh, ITnh vuc.
b) Ke hoach cong tac hang nam va dai han cua Ban, chuong trinh xay dung 

van ban quy pham phap iuat hang nam; dir thao cac van ban quy pham phap luat trinh 
HDND tinh, UBND tinh quyet dinh.

c) Ke hoach cua nganh trien khai cac chu truong, chinh sach quan trong cua 
Dang, Nha nude, cac van ban quy pham phap luat quan trong cua cap tren ban hanh.

d) Cac dir an, de an trong diem cua Ban.
e) Cong tac to chuc bo may, nhan sir cua Ban theo quy dinh:

- Dieu chinh chuc nang, nhiem vu va to chuc cua cac phong true thuoc; noi 
quy, quy che lam viec cua co quan;

, - Tuyen dung, khen thubng, ky luat, dao tao, boi duong, dieu dong, thuyen 
chuyen, quy hoach, nhan xet danh gia hang nam, de bat cong chuc; nang bac luong 
dinh ky, truoc thdi han, chuyen ngach cua cong chuc;

- Du toan va quyet toan cac nguon kinh phi, cac nguon tai chinh lien quan den 
boat dong cua Ban.

f) Cac bao cao chuyen de, bao cao tong ket giai doan, bao cao tong ket nam ve 
tinh hinh thuc hien nhiem vu cong tac va Idem diem sir chi dao dieu hanh cua Ban.

g) Nhung van de khac ma Truong ban thay can thiet phai dua ra thao luan.

Trong truong hop khong co dieu kien to chuc thao luan tap the, theo chi dao 
cua Truong ban, phong chuyen mon chu tri phoi hop vbi Van phong lay y kien cac 
phong lien quan, cac Pho Truong ban. Sau khi cac phong lien quan, cac Pho Truong 
ban da co y kien, Truong ban la ngubi dua ra quyet dinh cuoi ciing va chiu trach 
nhiem ve quyet dinh cua minh.

Dieu 4. Frach nhiem, pham vi giai quyet cong viec cua Pho Trirbng ban
1. Trach nhiem

a) Moi Pho Truong ban duoc Truong ban phan cong phu trach mot so linh vuc.
b) Duoc sir dung quyen han cua Truong ban, nhan danh Truong ban khi giai 

quyet cac cong viec thuoc ITnh vuc duoc phan cong va chiu trach nhiem ca nhan 
trude Truong ban, truoc phap luat ve nhung quyet dinh ciia minh.
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c) Khi Truong ban ctieu chinh su phan cong phu trach cong viec giua cac Pho 

Truong ban thi cac Pho Truong ban phai ban giao noi dung cong viec, ho so, tai lieu 
lien quan cho nhau va bao cao ket qua ban giao cho Truong ban.

2. Pham vi giai quyet cong viec cua Pho Truong ban

a) Chi dao, to chuc thuc hien cong tac quan ly Nha nuoc, xu ly cong viec, xay 
dung cac van ban quan ly khac trong ITnh virc cong tac dirge Truong ban phan cong.

b) Chi dao kiem tra viec trien khai thuc hien cac chu truong, chinh sach, phap 
luat cua Nha nuoc, cac quyet dinh cua Truong ban trong pham vi duoc phan cong, 
phat hien va de xuat nhung van de can sua d6i, b6 sung.

c) Chu dong giai quyet cong viec dirge phan cong, neu cd van d§ lien quan din 
ITnh vuc cua Pho Truong ban khac thi true tiep phoi hgp vdi Pho Truong ban do de 
giai quyet. Truong hgp giua cac Pho Truong ban con co cac y kien khac nhau hoac 
can co y kien cua Truong ban thi phai bao cao Truong ban quylt dinh.

d) Doi voi nhung van de thuoc ve chu truong hoac co tinh nguyen tac ma chua 
co van ban quy dinli hoac nhung van de nhay cam de gay tac dong din tinh hinh kinh 
te - xa hoi cua tinh, tinh hinh cua nganh Dan toe va nhung van de quan trpng khac thi 
Pho Truong ban phai xin y kien cua Truong ban trude khi quylt dinh.

e) Duoc Truong ban uy quyen giup Truong ban chi dao giai quyet cac cong 
viec chung cua Ban va ky thay Truong ban cac van ban tren ITnh vuc cong tac dugc 
phan cong.

J
3. Khi Pho Truong ban dugc Truong ban uy quyen thuc hien nhiem vu ngubi 

dung dau co quan trong thbi gian Truong ban vdng mat tai co quan. Ngoai viec thuc 
hien cac nhiem vu thubng xuyen theo trach nhiem, pham vi dugc phan cong, ngubi 
duoc liy quyen con co quyen han va nghTa vu sau:

a) Thay mat Truong ban chi dao giai quyet cac cong viec cua Ban va ky thay 
Truong ban theo nhung noi dung dirge uy quyln. Tru cac van ban vl t6 chuc, bg 
may, nlian su cua co quan.

f r f r

b) Chu tri, phoi hgp voi Pho Truong ban khac giai quyet mot so cong viec cap 
bach cua Ban.

c) Bao cao Truong ban nhung van de phat sinh trong thbi gian dugc uy quyln.

Dieu 5. Trach nhiem, pham vi giai quyet cong viec cua Truong phbng va 
tuong cl non g

1. Chii dong to chuc trien khai thuc hien cac cong viec thugc chuc nang, nhiem 
vu, quyen han cua phong; chin trach nhiem truoc Lanh dao ban duoc phan cong phu 
trach phbng ve ket qua thuc hien cong viec duoc giao; thuc hien diy dti chi do hoi hop, 
thong tin, bao cao theo quy dinh cua Ban.

6c
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2. Nhung viec phat sinh virot qua tham quyen phai kip thai bao cao Lanh dao 

ban dugc phan cong phu track phong hoac Truong ban cho y kien chi dao giai quyet.
3. Chu dong phoi hop vbi Truong cac phong khac thuoc Ban de xii ly nhung van 

de co lien quan den nhung cong viec thuoc chuc nang, nhiem vu ciia Ban.
4. Phan cong cong tac cho Pho Truong phong va cong chuc, ngubi lao dong 

thuoc phong quan ly.
5. Quan ly, dieu hanh cong chuc, lao dong thuoc phong chap hanh chlnh sach, 

phap luat ciia Nha nuoc, quy che lam viec cua co quan va thuc hien tot cac nhiem vu 
dugc giao. Chiu track nhiem quan ly, su diing co hieu qua cac tai san giao cho phong; 
thuc hien tiet kiem, co hieu qua van phong pham, dien, nuoc, dien thoai va internet.

6. Khi Truong phong vang mat b co quan phai liy quyen cho Pho Truong 
phong quan ly, dieu hanh hoat dong cua phong; ngubi dugc uy quyen chiu trach 
nhiem trudc Truong phong, Lank dao Ban, truoc phap luat ve mgi hoat dong cua 
phong trong thbi gian dugc uy quyen va phai bao cao ket qua cong tac khi Truong 
phong co mat tai co quan.

7. Rieng Chanh Van phong ngoai nhung nhiem vu neu tai Dieu nay con phai 
thuc hien nhung nhiem vu khac do Truong ban hoac Pho Truong ban giao; dugc 
Truong ban uy quyen ky thua lenh mot so van ban thuoc tham quyen ciia Truong ban 
va phai chiu trach nhiem ca nhan truoc phap luat, truoc Truong ban ve noi dung dugc 
liy quyen nhu: Thong bao, Thu mbi, Giay gibi thieu, Giay di dubng, Lenh dieu xe, 
Giay nghi phep, Sao y cac van ban hanh chlnh,....

Bieu 6. Trach nhiem, pham vi giai quyet cong viec ciia Pho Truong phong 
va tuong throng

1. Chii dong to chuc trien khai thuc hien cong viec thuoc chuc nang, nhiem vu, 
quyen han ciia phong, chiu track nhiem truoc Truong phong ve ket qua thuc hien 
cong viec dugc phan cong.

2. Nhung cong viec phat sinh vuot qua tham quyen phai kip thbi bao cao 
Truong phong hoac Lank dao phu track phong cho y kien chi dao de giai quyet.

3. Chii dong, phoi hpp vbi Lanh dao phong khac thuoc Ban de xii ly nhung van 
de co lien quan den nhung cong viec thuoc chuc nang, nhiem vu chung cua Ban.

4. Quan ly, sir dung tot cac loai tai san giao cho phong va ca nhan.

Bieu 7. Trach nhiem, pham vi giai quyet cong viec cua cong chirc, ngirbi 
lao dong

1. Chu dong nghien cuu, de xuat bien phap giai quyet cong viec theo nhiem vu 
dugc phan cong theo doi, chiu trach nhiem ca nhan truoc Lanh dao phong, truoc 
Lanh dao ban va truoc phap luat ve: y kien de xuat, tien do va ket qua thuc hien cong
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viec dirge giao; ve hinh thi'rc, the thuc, triiih hr va thu tuc ban hanh van ban va quy 
trinh giai quyet cong viec dirge phan cong thee doi.

2. Phoi hgp vai cong chuc cac phong khac trong ca quan khi to chuc thirc hien 
nhiem vu co lien quan den nhieu phong.

3. Lap va thuc hien Ice hoach cong tac chuyen mon trong tuan, thang, quy, 
nam. Ghi chep ket qua cong tac day dii vao so tay ca nhan va may tinh ca nhan; tim 
bien phap cai tien, nang cao chat lugng va hieu qua cong tac de thirc thi nhiem vu dat 
hifu qua. Thu nam hang tuan phai bao cao ket qua cong viec trong tuan va ke hoach 
tuan tiep theo den cho Truong phong.

4. Thuong xuyen cap nhat cac thong tin lien quan den cong viec dam nhan, vao 
he thong Quan ly van ban iOffice noi bo co quan de cap nhat them thong tin, bao dam 
cap nhat thong tin kip thbi chinh xac, can thiet cho qua trinh thuc hien nhiem vu 
chuyen mon; ghi chep day dii noi dung cac cuoc hop ca nhan dugc tham gia vao so 
tay ca nhan. Sir dung hop thu dien tu cong vu d<§ trao d6i cong viec theo quy dinh.

5. Khong dugc true tiep tiep nhan, tra ho so va giai quyet cong viec cua t6 
chuc hoac ca nhan. Mpi ho so deu phai qua Van thu co quan theo quy dinh. Nghiem 
cam sao chep, truy cap, phat tan tai lieu cam, chuong trinh hoac phan mem la vao 
mang may tinh co quan; khong soan thao van ban mang tinh bi mat nlia nuoc tren 
may tinh co ket noi mang internet.

6. Cong chuc nghi viec rieng mot ngay phai xin phep, dugc su dbng y cua 
Lanh dao phong, doi voi Truong phong phai xin phep, dugc su d6ng y cua Lanh dao 
ban true tiep phu trach; nghi tir ngay thu hai trb di phai lam don xin phep, dugc su 
dong y cua Truong phong, y kien dong y cua Lanh dao phu trach va Truong ban phe 
duvet don moi dugc nghi Lanh dao phong chiu trach nhiem kiem tra chat che va 
thong tin de Van phong biet, theo doi quan ly.

a) Hang nam, cong chuc, ngubi lao dong co tieu chuin nghi phep nam; de dam 

bao quyen Igi cong chuc, nguoi lao dong va boat dong binh thuong cua co quan yen 
can cong chuc, ngubi lao dong dang ky nghi phep nam, thbi gian trong quy I hang 
nam de Truong phong sap xep cong viec trinh Truong ban xem xet, quyet dinh. Viec 
thanh toan cac che do nghi phep thirc hien theo Quy che chi tieu noi bo co quan.

b) Lam viec ngoai gib cua cong chuc, ngubi lao dong phai dugc lanh dao 
phong co de xuat cu the va dugc Truong ban phe duvet dong y moi thuc hien; khi 
tien hanh lam viec ngoai gib, Truong phong thong bao cho Van phong biet quan ly va 
thanh toan che do dung quy dinh.

c) Cong chuc, ngubi lao dong dugc phan cong true co quan vao cac ngay nghi 
le, Tet,... phai co trach nhiem chap hanh nghiem tuc, giao - nhan ca true phai ky ten 
day du. Thbi gian tham gia true b co quan dugc cham cong va thanh toan theo Quy 
che chi tieu noi bo co quan.

/
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7. Chap hanh nghiem noi quy, quy che lam viec cua ca quan; Quy che van hoa 
cong vu va cac quy dinh khac cua phap luat cong chirc, lao dong hop dong.

Dieu 8. Nghiem cam cong chuc va ngucri lao dong
- Cua quyen, hach dich sach nhieu, gay phien ha doi voi cac co quan, don vi, 

ca nhan den lien he, lam viec.
- Chay ludi trong cong tac, hoc tap, thieu trach nhiem hoac thoai thac nhiem 

vu, tir y bo nhiem vu.
- Gay be phai, chia re gay mat doan ket noi bo, noi va lam trai voi duong loi, 

chinh sach cua Dang, phap luat cua Nha nude, tuyen truyen y rieng cua minh trai vdi 
Chi thi, Nghi quyet ciia Dang, quy dinh cua nha nude, trai vdi chii truong Nghi quyet 
dinh hudng chung cua Chi bo, ciia Lanh dao ban, cua doan the trong co quan.

- Loi dung nhiem vu dirge giao de lam 16 bi mat, dua tin that thiet ra ngoai 
hoac tu y dua tin, phat ngon khi chua duoc su cho phep cua Truong ban.

- Da kich, ndi xau, vu cao, nhan xet, danh gia dong nghiep, lanh dao tuy tien, 
vo to chuc, xuc pham den danh du, uy tin cua ngudi khac, de doa tran ap ngudi phe 
binh, gdp y doi vdi ban than.

Quan lieu, thieu trach nhiem de co quan hoac ITnh vuc phu trach xay ra tieu 
cue, mat doan ket, tham nhung, lang phi.

- Tham gia cac boat dong chinh tri, ton giao trai phap luat.
- Trong gid hanh chinh khong lam viec rieng, bd nhiem vu tai co quan, tham 

gia danh bac, so de, ca cuoc, su dung ruou, bia, do uong co con va cac van de Ichac 
ma phap luat nghiem cdm.

Muc 2
CHUC NANG, NHIEM VU CUA CAC PHONG CHUYEN MON

Dieu 9. Chiic nang, nhiem vu chung
Cac phdng chuyen mon cd trach nhiem tham muu cho Truong ban trien khai 

thuc hien chuc nang, nhiem vu cong tac dan toe nhu sau:
1. Trinh UBND tinh:
a) Ban hanh cac quyet dinh thuoc tham quyin ciia UBND tinh: Quy hoach, ke 

hoach, de an, du an va chuong trinh, bien phap to chiic thuc hien cac nhiem vu ve 
ITnh vuc cong tac dan toe tren dia ban tinh; Phan cap, uy quyen nhiem vu quan ly nha 
nude ve ITnh vuc cong tac dan toe cho Ban va UBND cdp huyen; Thuc hien xa hoi 
hda cac boat dong cung ring dich vu sir nghiep cong ve ITnh vuc cong tac dan toe va 
phan cap ciia co quan nha nude cap tren theo ITnh vuc duoc phan cong.
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b) Ban hanh van ban chi dao, hirong dan ve llnh virc cong tac dan toe d6i vdi 

ca quan, to chuc, dan vi cua dia phirong theo quy dinh ciia Bang, ciia phap luat va 
chi dao cua ca quan nha nuac cap tren theo llnh virc duqc phan cong.

2. Trinh Chu tich UBND tinh ban hanh Quyet dinh va cac van ban Ichac thuoc 
tham quyen ban hanh cua Chu tich UBND tinh ve llnh virc quan ly nha nuac cua Ban 
theo llnh virc dugc phan cong.

3. To chuc thuc hien cac van ban quy pham phap luat, Ice hoach, chuang trinh, 
de an, du an ve cong tac dan toe da dugc cap co tham quyen quyet dinh, phe duyet 
theo llnh vuc dugc phan cong.

4. Huong dan chuyen mon, nghiep vu ve cong tac dan toe doi vdi Ca quan lam 
cong tac dan toe cap huyen va cong chuc lam cong tac dan toe cap xa theo ITnh vuc 
dugc phan cong.

5. Tham nun phoi hop vdi cac Sd, ban, nganh co lien quan thdm dinh cac du 
an, de an do cac Sd, ban, nganh, cac ca quan, to chuc xay dung cd lien quan den Imh 
vuc quan ly nha nude ve cong tac dan toe va dong bao dan toe thilu s6 (DTTS) tren 
dia ban tinh theo llnh virc dugc phan cong.

6. Ban hanh Quy dinh chuc nang, nhiem vu, quyen han, mdi quan he cong tac 
va trach nhiem cua ngudi dung dau cua phdng true thuoc Ban.

7. Thuc hien cong tac thong ke, cong tac thong tin, bao cao dinh Icy va dot xuat 
ve tinh hinh thuc hien nhiem vu dugc giao theo quy dinh.

Dieu 10. Chuc nang, nhiem vu cua Van phong

1. Chuc nang: Tham muu cho Truong ban trong chi dao va dieu hanh cac boat 
dong: Hanh chinh, van thu, luu tru, quan tri, quan ly tai san, cong nghe thong tin, cai 
each hanh chinh, cong tac ngoai vu, hop tac quoc te, thuc hien cong tac kiem tra, 
thanh tra, phap che, thuc hien quy che dan chu ca sd, thuc hien cong tac dan van 
chinh quyen; giai quyet khieu nai, to cao, tiep cong dan, cong tac phong chong tham 
nhung, tieu cue. Quan ly to chuc bo may, bien che, quy hoach, dao tao, bo nhiem, 
Ichen thudng, ky luat, giai quyet cac che do chinh sach cho cong chuc, ngudi lao 
dong. Tong hgp tham muu xay dung ke hoach cong tac ciia nganh dinh ky hang nam, 
trung han, dai han va tong hgp bao cao danh gia cac ke hoach ciia nganh va nhiem vu 
khac theo phan cong ciia Lanh dao ban.

2. Nhiem vu: Tham muu cho Truong ban to chuc trien khai thuc hien:
a) Cong tac to chuc, bo may, bien che:
- Tham muu quan ly to chirc bo may, vi tri viec lam, bien che cong chuc, ca 

can ngach cong chuc; vi tri viec lam va so lugng ngudi lam viec trong ca quan, dan 
vi thuoc Ban; thirc hien viec tuyen dung, sir dung, quan ly, dao tao, boi dudng va cac 
che do, chinh sach khac doi vdi cong chirc, ngudi lao dong thuoc tham quyen quan ly 
ciia Ban theo quy dinh va theo sir phan cong hoac iiy quydn ciia UBND tinh.

k
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- Tham miru thirc hien cong tac quy hoach, ra soat quy hoach, dao tao, boi 
dirang cong chuc thuoc pham vi quan ly cua Trnbng ban; cong tac nhan xet, danh gia 
cong chuc hang nam theo quy dinh; thirc hien cong tac thi dua khen thubng, ky luat, 
nang bac luong, bo nhiem, bo nhiem lai, luan chuyen, dieu dong, nghi him doi voi 
cong chuc, nguoi lao dong co quan; bao cao thong ke ve to chuc, can bq; quan ly ho 
so cong chuc, nguoi lao dong theo quy dinh.

b) Cong tac hanh chinh tong hop:
- Giup Truong ban giam sat, theo doi ket qua thuc hien nhiem vu chuyen mon 

cua cac phong thuoc Ban theo Chuong trinh, k6 hoach cong tac hang tuan, thang, quy, 6 
thang, nam cua don vi da dupe phe duvet.

- Xay dung Ke hoach cong tac tuan cua Ban tren co so lich lam viec cua Tinh uy, 
UBND tinh, Lanh dao ban, bao cao cong tac tuan cua cac phong; hoan chinh lich cong 
tac cua co quan va ghi len bang lich cong tac tuan cua co quan cham nhat vao sang thu 
hai hang tuan de lanh dao ban, cac phong biet thuc hien. Neu lich cong tac gap, lanh 
dao chua cap nhat kip thi Van phong phai co trach nhiem thong bao cu the.

- Chuan bi cho cac cuoc hop do Truong ban, Pho Truong ban chu tri. Cu the: Phoi 
hop chuan bi noi dung, tai lieu lien quan den cuoc hop; trang tri hoi truong, don ti4p dai 
bieu, gioi thieu chuong trinh lam viec; lam thu ky ghi bien ban, t6ng hep y kiln va soan 
thao thong bao ket luan cua cac cuoc hop neu tren.

- Tham muu thuc hien cong tac cai each hanh chinh; quan ly mang tin hoc co 
quan va ung dung cong nghe thong tin tai co quan; quan ly tai khoan Phan mem 
Quan ly van ban, phan mem Ke toan, phan mem Quan ly tai san va cac phan mem 
chuyen dung khac cua Ban theo quy dinh. Tham muu trien khai thuc hien Bo tai lieu 
theo He thong Quan ly chat luong theo tieu chuan ISO 9001:2015 cua Ban.

- Tong hop bao cao tinh hinh thuc hien nhiem vu cong tac tuan, thang, quy, 6 
thang, nam cua Ban; phoi hop cac Phong chuyen mon xay dung ke hoach cong tac 
tuan, thang, quy, 6 thang, nam cua Ban va tham muu to chuc Hoi nghi so ket, tong 
ket nganh Dan toe theo dinh ky hang quy, 6 thang, nam va giai doan.

c) Cong tac hanh chinh quan tri:

- Thuc hien che do tien luong va chinh sach, che do dai ngo, dao tao, boi 
duong, khen thubng, ky luat doi voi cong chuc, nguoi lao dong co quan theo quy 
dinh cua phap luat.

- Tham muu thuc hien quan ly cac ctoan cong tac den quan he cong tac, lam viec 
vbi Ban; tiep va hubng dan khach den lien he cong tac theo dung quy dinh.

- Quan ly va chin trach nhiem ve tai chinh, tai san dupe giao theo quy dinh cua 
phap luqt va theo phan cong, phan cap hoac uy quyen cua UBND tinh. Quan ly, cip 
phat, dieu hanh phuong tien, trang thiet bi, nhien lieu, van phong pham va toan bo tai 
san phuc vu cong tac cua Ban. To chuc boat dong bao dam an ninh trat tu, phong
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chong chay no, don dep ve sinh ca quan dam bao moi trirong cong tac an loan, van 
minh, sach dep.

d) Cong tac Van thir, liru trir:
y Tiep nhan, phan loai van ban, xu ly van ban den va theo d5i viec xu ly van 

ban den; Idem tra ve mat the thirc van ban di cua Ban, gui van ban di; lap ho so quan 
ly, liru tru van ban di, den va quan ly kho luu trir cua Ban theo quy dinh.

- Hang nam, tham muu cho Truong ban ban hanh Danh muc Ho so cong viec 
thuoc Ban; trien khai cho cac phong chi dao cong chirc thuc hien tao lap Ho so cong 
viec khi thuc hien nhiem vu chuyen mon va thirc hien ban giao khi luan chuyen hoac 
nghi cong tac va nop vao luu tru ca quan theo quy dinh.

- Quan ly ho so luu tru, cac moc, dau va chu ky so cua co quan; theo doi giup 
Lanh dao ban don doc thuc hien nhiem vu chuyen mon theo tien do quy dinh.

e) Xay dung va theo ddi, danh gia viec thuc hien Quy che lam viec, Quy che 
Van hoa cong vu, Quy che Dan chu co so, Quy che Tiep cong dan, Quy ch<§ chi tieu 
noi bo cua co quan. Tham muu thuc hien cong tac Dan van chrnh quyen tai don vi.

f) Thuc hien hop tac quoc te ve cong tac dan toe va cac ITnh vuc duoc giao 
theo quy dinh cua phap luat va theo phan cong hoac uy quyen cua UBND tinh, Chu 
tich UBND tinh.

g) To chuc nghien cuu, ung dung tien bo khoa hoc, cong nghe; xay dung he 
thong thong tin, luu tru phuc vii cong tac quan ly nha nude va chuyen mon, nghiep vu 
cua nganh Dan toe.

h) Thuc hien cong tac kiem tra, thanh tra, tiep cong dan giai quyet khieu nai, to 
cao doi voi cac ITnh vuc cong tac thuoc pham vi quan ly nha nude cua Ban; xu ly 
theo tham quyen hoac tham muu cho cap cb tham quyen xu ly cac vi pham trong ITnh 
vuc cong tac Dan toe theo quy dinh cua phap luat. Tham muu thuc hien cong tac 
phong, chong tham nhung, tieu cue; thuc hanh tiet Idem, chong lang phi trong ITnh 
vuc cong tac dan toe theo quy dinh.

i) Tong hop tham muu xay dung ke hoach cong tac cua nganh dinh ky hang 
nam, trung han, dai han va tong hop bao cao danh gia cac ke hoach cua nganh. Thuc 
hien cong tac thong ke, cong tac thong tin, bao cao thong ke cua nganh Dan toe theo 
dinh ky va dot xuat theo quy dinh cua UBND tinh va Uy ban Dan toe; xay dung bp 
co so du lieu tong hop ve cac dan toe thieu so tren dia ban tinh; true tiep quan ly phan 
mem tich hop quan ly cong tac dan tpc tren dia ban tinh.

j) Thuc hien nhiem vu cong tac phap che theo Nghi dinh so 55/2011/ND-CP 
ngay 04/7/2011 cua Chinh phu; Kiem soat Thu tuc hanh chinh, theo doi thi hanh phap 
luat thuoc ITnh vuc cong tac dan tpc.

k) Tham muu thuc hien nhiem vu bao dam an ninh trat tu va phong trao “Toan 
dan bao ve an ninh to quoc” tai co quan.

.
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1) Thyc hien nhiem vu, quyen han Ichac theo quy dinh cua phap luat hoac cua 
Truong ban giao.

fiieu 11. Chuc nang, nhiem vu cua Phong Chinh sach Dan toe
1. Chuc nang: Tham mini cho Truong ban to chuc thuc hien cac chinh sach, 

chuong trinh, de an, du an dau tu cho viing DTTS cua tinh; de xuat cac chu truong, 
bien phap de giai quyet cong tac xoa doi, giam ngheo, dinh canh, dinh cu, di cu doi 
voi dong bao DTTS va cong tac khac lien quan den chinh sach dan toe; xac dinh xa, 
thon vung DTTS theo trinh do phat trien; cac dan toe con gap nhiSu kho khan, co kho 
khan dac thu; phoi hop thuc hien cong tac cu tuySn hoc sinh DTTS cua tinh va quy 
hoach, dao tao, boi duong, bo tri, su dung cong chuc, vien chuc nguoi DTTS.

2. Nhiem vu

a) Tham muu to chuc thuc hien cac chinh sach, chuong trinh, de an, du an do 
Uy ban Dan toe chu tri, quan ly, chi dao; cac chinh sach, de an, cong tac do UBND 
tinh giao; theo doi, tong hop, so ket, tong ket va danh gia viec thuc hien cac chuong 
trinh, du an, chinh sach dan toe dupe phan cong phu trach; tham muu, de xuat cac 
chu truong, bien phap de giai quyet cong tac xoa doi, giam ngheo, dinh canh, dinh 
cu, di cu doi voi dong bao dan toe thieu so va cong tac Ichac lien quan den chinh sach 
dan toe, dong bao DTTS tren dia ban tinh.

b) Tham muu phkh hop voi cac so, nganh co lien quan tham giiip UBND tinh 
xac dinh xa, thon viing dong bao DTTS theo trinh do phat trien; cac dan toe con gap 
nhieu kho khan, co kho khan dac thu.

c) Tham muu phoi hop voi So Noi vu va cac don vi co lien quan thuc hien quy 
hoach, dao tao, boi duong, bo tri, sir dung hop ly doi ngu cong chuc, vien chuc DTTS 
lam viec tai cac co quan chuyen mon thuoc UBND cap tinh, cap huyen va cap xa, bao 
dam hgp ly co can ty le thanh phan dan toe tren dia ban; xay dung va to chuc thuc 
hien de an uu tien tuyen dung sinh vien DTTS da tot nghiep cac truong dai hoc, cao 
dang vao lam viec tai co quan nha nude d dia phuong.

d) Tham muu Phoi hop vdi So Giao due va Dao tao va cac don vi co lien quan 
trong viec cir tuyen hoc sinh DTTS tren dia ban tinh vao cac truong dai hoc, cao 
dang, trung hoc chuyen nghiep, dan toe noi trii theo quy dinh.

e) True tiep tham muu trien khai thuc hien Chuong trinh tong the phat trien 
kinh te - xa hoi vung ddng bao DTTS&MN tren dia ban tinh giai doan 2021-2030; 
Ket luan so 65-KL/TW ngay 30/10/2019 cua Bo Chinh tri ve tiep tuc thirc hien Nghi 
quyet so 24-NQ/ FW ve cong tac dan toe; trien khai thuc hien cac muc tieu phat triin 
thien nien ky doi vdi ddng bao DTTS; trien khai thuc hien nhiem vu tang cudng cong 
tac d viing ddng bao dan toe Khmer trong tinh hinh mdi; Nghi djnh sd 05/2011/ND- 
CP ngay 14/01/2011 cua Chinh phii; Chi thj sd 1971/CT-TTg ngay 27/10/2010; Chi 
thj sd 28/CT-TTg ngay 10/9/2014 cua Thu tudng Chinh phu; di xuat UBND tinh,



13

trinh Tinh uy ban hanh Nghi quyet cong tac dan toe tren dia ban tinh; theo doi, tong 
hop, danh gia viec thirc hien cac chirong trinh, dp an, chi'nh sach ho tro dac thu.

f) Tham nuru phat trien nguon nhan lire cac dan toe thieu so; chien lirpc cong 
tac dan toe; boi dirong ve nghiep vu cong tac dan toe; cac che do, chi'nh sach cho cac 
tnrong dan toe noi tru va sinh vien dan toe thieu so; ngan chan tinh trang ban dieu 
non, cam co dat, ban dat, vay tien lai suit trong vung dong bao dan toe thieu so; thpc 
hien nhiem \ni quin ly nha nuoc ve cong tie thanh nien.

g) Thpc hien nhiem vu, quyen han Idiac theo quy dinh ciia phap luit hoac cua 
Truong ban giao.

Dieu 12. Chirc nang, nhiem vu cua Phong Tuyen truyen va Dja ban

1. Chuc nang: Tham muu cho Truong ban trien khai thpc hien: Cong tie thong 
tin, tuyen truyen, pho bien, giio due phip luit cho dbng bao DTTS; phoi hop van 
dong dong bao DTTS thpc hien chu truong, dubng loi, chinh sich cua Ding, phip 
luit cua Nha nuoc; to chuc tiep don, tham hoi, giai quyet cic nguyen vong cua dong 
bao DTTS theo che do chi'nh sich va quy dinh cua phip luit; dinh ky tham muu t6 
chuc Dai hoi dai bieu cic DTTS cic cip cua tinh; khen thuong va de nghi cap co 
tham quyen khen thuong cic tap the va ci nhin tieu bieu xuit sac trong cong tic din 
toe; to chuc bieu duong, tuyen duong giio vien, hoc sinh, sinh vien, ngubi DTTS tieu 
bieu, xuit sac tren dia ban tinh; phit huy vai tro cua gia ling tieu bieu, ngubi co uy 
tin trong dong bao DTTS; thpc hien Chuong trinh phbi hop vbi cic so, nganh, hoi, 
doan the tinh. Nam thong tin dia ban vung dong bao DTTS, tham mim giai quyet kip 
thbi nhimg vu viec, buc xuc anh hubng den tinh hinh an ninh chi'nh tri dia phuong.

2. Nhiem vu
a) Tham muu thong tin, tuyen truyen, pho bien, giio due phip luat thuoc pham 

vi quin ly nha nuoc ciia Ban cho dong bao dan toe thieu sb; van dong dbng bao dan 
toe thieu so tren dia ban tinh thpc hien chu truong, dubng loi, chinh sich cua Dang, 
phip luat cua nha nuoc. Theo dbi, quin ly va Idem tra thpc hien viec cap bio, tap chi, 
cho vung dan toe thieu so va mien nui, vung dac biet khb khan; bien soan cac tai lieu 
tuyen truyen doi vbi dong bao dan toe thieu sb; theo doi, quin ly Trang thong tin dien 
tu, Trang Fanpage Ban Dan toe.

b) Tham muu, to chuc tiep don, tham hoi, giii quyet cic nguyen vong ciia 
dbng bao dan toe thieu sb theo che do chinh sich va quy dinh cua phip luat; dinh ley 
tham mini to chuc Dai hoi dai bieu cic dan toe thieu sb cic cap cua tinh; lehen thuong 
va de nghi cap co tham quyen khen thuong cic tap the va ci nhan tieu bieu xuit sac: 
trong cong tic dan toe, thirc hien chi'nh sich dan toe; trong lao dbng sin xuit, xoa 
dbi, giam ngheo; bio ton, phit huy ban sac van hba din toe; giu gin an ninh, trit tu 
gbp phin phit trien kinh te - xa hoi tren dia ban tinh.

N
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c) Tiep nhan nhimg kien nghi cua cong dan lien quan den dan toe, thanh phan 
dan tpc, ten goi, phong tiic, tap quan cac dan toe thieu so, xem xet giai quyet hoac 
chuyen ca quan co tham quyen giai quyet theo quy dinh ciia phap luat.

d) Tham muu to chuc boat dong giao liru, hoc tap, trao doi kinh nghiem cho 
gia lang, ngudi co uy tin, can bo lao thanh each mang trong vung dong bao dan toe 
thieu so, can bo lam cong tac dan toe cac cap tren dia ban tinh va giao liru, hoc tap, 
trao doj kinh nghiem voi cac tinh, thanh pho trong nuac nham tang cuong khoi dai 
doan ket cac dan tpc Viet Nam.

e) Tham muu thuc hien cac chuang trinh, noi dung phoi hap giua Ban Dan toe 
veri cac don vi de tang cudng cong tac tuyen truyen, van dong doi vdi vung DTTS.

f) Chii tri, tham muu phoi hop vai cac dia phuang theo doi, nam bat tinh hinh 
an ninh chinh tri, trat tu an toan xa hoi vung dan toe thieu so; nam bat tarn tu, nguyen 
vong ciia ngudi dan toe thieu so de co nhung tham muu, de xuat va xu ly kip thdi 
nhung su viec phuc tap trong vung dan toe thieu so; to chuc tham hoi, dong vien kip 
thdi dong bao DTTS khi gap thien tai, hoan nan.

g) Chu tri, tham muu xay dung ke hoach to chuc thuc hien tuyen truyen, on lai 
truyen thong lich su cac ngay le, tet cua dan toe, dat nude; to chuc tham hoi, dong 
vien nhan cac ngay le, tet truyen thong ciia ngudi DTTS; Icy niem thanh lap nganh; 
tham muu to chuc bieu duang, tuyen duang giao vien; hoc sinh, sinh vien, ngudi 
DTTS tieu bieu, xuat sac la ngudi dan toe thieu so tren dia ban tinh va phoi hop vdi 
cac phong, don vi true thuoc Ban Dan toe triSn khai thuc hien.

h) Tham muu thuc hien cac che do, chinh sach doi vdi gia lang va ngudi co uy 
tin trong viing dong bao dan toe thieu so; tham muu bien tap Ban tin Dan toe thieu so 
va Mien mii do Ban chiu trach nhiem xuat ban; thudng xuyen theo doi noi dung 
thong tin bao chi, lam thu ky website bdt.binhphuoc.gov.vn. Thuc hien cac nhiem vu 
lien quan den boat dong giam thieu thinh trang tao hdn, hon nhan can huyet thong, 
boat dong binh dang gidi, phong chong ma tuy trong viing dan toe thiSu sd.

i) Thuc hien nhiem vu, quyen han khac theo quy dinh ciia phap luat hoac ciia 
Truong ban giao.

Mac 3
MOI QUAN HE CONG TAC

Bieu 13. Ban Dan toe vdi co quan cong tac dan toe cap huyen
1. Ban Dan toe co trach nhiem chi dao, hudng dan, kiem tra boat dong ciia co 

quan cong tac dan toe cap huyen ve viec chap hanh co che, chinh sach, phap luat, 
chien luge, quy hoach va ke hoach phat trien nganh cong tac dan toe da dugc phe 
duyet d dia phuang. Ban lanh dao phai thudng xuyen danh thdi gian di cong tac dia
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phirong, ca sa (dinh ky, dot xuat) de kiem tra, don doc va chi dao thyc hien cac cong 
vice thuoc tham quyen va trach nhiem cua Ban.

2^ Thu tnrdng co quan cong tac dan toe thuoc UBND cap huyen tham mini to 
chuc trien khai thyc hien tot cac chinh sach dan toe va cong tac dan toe tren dia ban; 
bao cao ket qua thyc hien nhiem vu cong tac dan tpc dinh ky theo quy dinh tai Thong 
tir so 06/2022/TT-UBDT ngay 30/12/2022 cua Bo truong, Chu nhiem Uy ban Dan 
toe; tham gia day du cac boat dong chung cua nganh va tham dy cac cuoc hop do Ban 
Dan toe trieu tap dung thanh phan quy dinh. Thirbng xuyen theo d5i, nim bit tinh 
hinh vung DTTS, phan anh kip thoi ve Ban Dan toe nhung vu viec, tinh huong anh 
hirong den tinh hinh an ninh trat ty vung DTTS, thien tai bat ngo tai dia phirong de 
tham mini cho co quan cap tren giai quyit, kMc phuc kip thoi.

Bieu 14. Lanh dao ban voi lanh dao phong

1. Truong ban, Pho Truong ban phu trach ITnh vuc, phu trach phong chuyen 
mdn dinh ky hang thang hoac dot xuat hop voi Truong phong, Pho Truong phong va 
cong chuc cua phong (khi can thiet), de true tiep nghe bao cao tinh hinh thyc hien 
nhiem vu chuyen mon cua phong va cac kien nghj de xuat de co chi dao thyc hien 
chuong trinh, ke hoach cong tac cua phong kip thoi.

_ 2. Truong phong co trach nhiem bao cao kip thoi voi Lanh dao ban phu trach 
ve ket qua thyc hien cong tac, kien nghi cac van de can giai quyet khi thyc hien cac 
quy dinh tai Dieu 5 cua Quy che nay va nhung van de ve co che, chinh sach can sua 
doi, bb sung; kien nghi sua doi, bo sung chuong trinh, ke hoach cong tac cho phu hop 
voi quy dinh cua phap luat, yeu cau cong viec cua Uy ban Dan toe, UBND tinh va 
cua Ban Dan toe.

Dieu 15. Truong phong va tuong duong voi nhau

1. Truong phong Ichi dupe giao chu tri giai quyet cac van de co lien quan den 
chuc nang, nhiem vu, quyen han cua phong khac phai trao doi y kien voi Truong 
phong do ve noi dung cong viec can phoi hop. Truong phong dupe hoi y kien co 
trach nhiem tra loi, cung cap thong tin theo dung yeu cau cua Truong phong chu tri.

2. Theo phan cong cua Truong ban, cac Truong phong co trach nhiem phoi hop 
thyc hien cac dir an, chuong trinh, ke hoach cua Ban. Doi voi nhung van de lien quan 
den nhieu phong ma vupt qua tham quyen giai quyet hoac khong dii dieu kien thyc 
hien thi Truong phong chu tri bao cao, de xuat Lanh dao ban xem xet, quyet dinh.

Dieu 16. Cac quan he cong tac khac

1. Lanh dao Ban Dan toe voi TU, HDND, UBND tinh; cac so, ban, nganh, 
doan the cua tinh

Quan he lam viec giCra Truong ban voi Tinh liy, Thubng true HDND tinh, cac 
Ban ciia HDND tinh, UBND tinh, cac so, ban, nganh, doan the cap tinh, UBND cap 
huyen va cac co quan thuoc nganh doc Trung uong dong tren dia ban tinh dupe thyc

*
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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.

- Phan cong nhiem vii: 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.

d) Ke hoach cong tac tudn:
- Ciia Ldnh dao ban: 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.

- Cua cac Phong chuyen mon:
+ 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 trong 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 tien 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. Bao cao, danh gia ket qua thirc hien cac kc hoach cong tac
a) Hang tuan, thang, quy, 6 thang, ndm:
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.

b) Che do bao cao: 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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- Bao cao thang: truac ngay 15 cua thang.
- Bao cao quy: tnroc ngay 15 thang cu6i quy.
- Bao cao 6 thang: truac ngay 15/6 cua nam.
- Bao cao nam: truac ngay 05/12 cua nam.
- Bao cao cho Uy ban Dan toe, Thuang true Tinh uy, HBND tinh, UBND tinh 

thuc hien theo quy dinh hien hanh, bao dam noi dung va thai gian theo quy dinh.
Bieu 18. Cac loai Hoi nghi va cuoc hop
Can cu yeu cau cong vice va pham vi llnh vuc cong tac, Ban Dan toe t6 chuc 

cac hoi nghi va cuoc hop tren nguyen tac thiet thuc, hieu qua va tiet Idem, dung theo 
quy dinh cua Quy§t djnh s6 45/2018/QD-TTg ngay 09/11/2018 cua Thu tudng Chinh 
phu quy dinh che do hop trong boat dong quan ly, dieu hanh cua ca quan thuoc he 
thong hanh chinh Nha nuac.

1. Cac hoi nghi gom: Hoi nghi toan nganh, hoi nghi chuyen de (trien khai, sa 
ket, tong ket mot hoac mot so chuyen de). Cac hoi nghi to chuc hang nam: Hoi nghi 
cong chuc, nguai lao dong; hoi nghi tap huan cong tac chuyen mon; hoi nghi tong ket 
nam, sa ket 6 thang dau nam, giao ban quy cua nganh.

2. Cac cuoc hop, gom:
a) Hop lanh tfqo ban va. giao ban cong tac Tuan dinh ky:
- Thai gian: Theo lich cong tac Tuan cua ca quan, Truong ban chi dao thuc 

hien hop Lanh dao ban khi thay can thiet de giai quyet cong viec chuyen mon.
- Thanh phan: Ban lanh dao, Chanli Van phong va thanh phan co lien quan 

theo chi dao cua Truong ban.
- Npi dung: Truong cac phong bao cao noi dung cong viec theo Lich cong tac 

Tuan de can trao doi, thong nhat y kien trong Lanh dao ban truac khi Truong ban ra 
quyet dinh theo quy che lam viec ca quan.

b) Hop co quan hang thang:
- Thai gian: moi thang hop 1 lan vao ngay 9, 10 cua thang; tuy theo dieu kien 

cong tac thuc te cua ca quan, co the dieu chinh thai gian cho phu hqp.
- Thanh phan: tat ca cong chuc, nguai lao dong cua ca quan. Do Truong ban 

chu tri hoac co the uy quyen cho 01 Pho Truong ban chii tri.
- Noi dung: Chanh Van phong phoi hop vai Ban chap hanh Cong doan thong 

nhat noi dung sinh boat cong chuc, nguai lao dong. Cong chuc phap che tham miru 
cho Lanh dao ban noi clung thuc hien ngay phap luat dinh ky. Cu the: Van phong bao 
cao Idem diem tinh hinh cong tac thang qua, ke hoach cong tac thang tiep theo ciia 
dan vi; thong tin den cong chuc, nguai lao dong nhung thong tin theo chi dao cua ca 
quan co tham quyen va Truong ban chi dao thong tin den cong chuc, nguai lao dong. 
Cong chuc phap che tham muu trien khai noi dung Ngay Phap luat. Ban chap hanh

.H.C./V
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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.
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3. Viec tra lai, phong van cung cap thong tin cho bao chi' thuoc tham quyen cu 
Trircmg ban hoac nguai dirac Tnrang ban uy quySn.

Chu ong V
CHE DO DI CONG TAG, TIEP KHACH 

VA QUAN LY TAI CHINH, TAI SAN CUA CO QUAN
Dieu 21. Tiep khach
1. Tiep khach
- Yeu can moi cong chuc ca quan kill lam viec, tiep khach den lien he cong tac 

phai the hien van minh, lich sir.
- Thirc hien che do tiep va lam viec voi dan theo Quy che tiep cong dan cua 

don vi va quy dinh cua phap luat.
- Khach Uy ban Dan toe, cac co quan Trung uong, tinh ban, Idiach nuoc ngoai 

den lam viec do Truong ban, Pho Truong ban chu tri ti6p.
- Khach la lanh dao cac so, ban, nganh, doan the cap tinh, cap huyen,..., do 

Truong ban hoac Pho Truong ban chu tri ti%>.
- Viec bo tri sap xep cho an, nghi cho khach den tham va lam viec vbi co quan 

do Truong ban quyet dinh. Van phong co trach nhiem cung Lanh dao tiep khach theo 
che do quy dinh, dam bao tiet Idem.

- Cong chuc dupe phan cong lam viec true tiep vbi cac to chuc va ca nhan phai 
lich sir, nhiet tinh, thuc hien dung cac quy dinh v6 cai each hanh chinh, khong gay 
phien ha sach nhieu, co trach nhiem hoan thanh tot nhiem vu dupe giao.

2. Khach den lien he lam viec vbi co1 quan
Phai dang ky qua Van phong de dupe hubng dan, khach co nhu cau lam viec 

vbi Lanh dao ban phai dang ky vbi Van phong ve npi dung va thbi gian de Van 
phong bao cao Lanh dao ban sap xep.

3. Cac cupc tiep va lam viec chinh thbc theo ke hoach cua Lanh dao ban
a) Chanh Van phong co trach nhiem bo tri chuong trinh de Lanh dao ban tiep 

khach la Tinh uy, UBND tinh, lanh dao Uy ban Dan tpc, lanh dao cac so, ban, nganh, 
to chuc chinh tri - xa hpi cua tinh va cac chuc danh tuong duong, cac doan dai bieu 
va khach mbi theo chuong trinh cua Lanh dao ban.

b) Khi co ke hoach lam viec vbi khach, Van phong thong nhat vbi khach ve npi 
dung chuong trinh lam viec de bao cao lanh dao va thong bao cho phong dupe phan 
cong chuan bi npi dung lam viec; mbi cac phong lien quan tham du.

4. Lanh dao cac phong chin trach nhiem to chuc tiep va lam viec vbi cac don vi 
ngang cap ve cac npi dung thuoc tham quyen giai quyet cua phong hoac theo yeu cau 
cua Lanh dao ban. Trong qua trinh giai quyet cong viec, neu npi dung co lien quan
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den phong khac thi co the mai hoac true tiep tham khao y kien phong co lien quan; 
nhung noi dung vuot qua tham quyen giai quyet ciia phong, lanh dao phong phai true 
tiep bao cao va xin y kien cua Lanh dao ban.

Dieu 22. Che do di cong tac
1. Truong ban va cac Pho Truong ban di cong tac: Phong co noi dung lien 

quan true tiep den chuyen cong tac phai chu dong chuAn bi noi dung, cac tai lieu lien 
quan den chuyen cong tac cua Truong ban va cac Pho Truong ban.

2. Lanh dao cac phong can bo tri, sap xep ke hoach di cong tac mot each hop 
ly, khong dupe anh huong hoac lam cham tre nhiem vu cua phong minh.

a) Truong phong va tuong duong di cong tac tu 01 (mot) ngay trb len phai 
dupe sir dong y ciia Lanh dao ban phu trach; dong thbi phai uy quyen cho ngubi co 
trach nhiem thay mat giai quyet cong viec hoac tham gia cac cupc hop do Truong ban 
to chuc (cong chuc dupe uy quyen phai co trach nhiem bao cao day du cong viec voi 
Truong phong khi giai quyet cong viec).

b) Pho Truong phong, tuong duong di cong tac phai bao cao Truong phong de 
sap xep cong viec va bao cao lanh dao ban chi dao (sau chuyen di cong tac phai co 
trach nhiem bao cao vai Truong phong de biet).

Viec di cong tac phai dung voi yeu can va triet de tiet kiem, viec thanh toan 
cong tac phi phai dung che dp Nha nuoc quy dinh hien hanh.

3. Cong chuc di cong tac hoac tham gia doan cong tac cua tinh, cac nganh phai 
do Truong phong phan cong va dupe su dong y cua Truong ban; dong thoi phai co 
trach nhiem ban giao cong viec dang giai quyet cung nhu sau chuyen cong tac phai 
bao cao day dii voi Truong phong.

Tham gia cong tac doan the trong gib hanh chinh phai bao cao trubc it nhat 01 
(mot) ngay, dupe sir dong y cua Lanh dao phong va Lanh dao ban phu trach.

4. Cong chuc dupe cu di dao tao, boi duong phai bao cao thbi gian di hoc voi 
Lanh dao phong trubc 03 (ba) ngay va ban giao cong viec dang giai quyet cho 
Truong phong; dong thbi sau dot hoc co trach nhiem nhan viec de giai quyet.

5. Bo tri phuong tien di cong tac:
- O to la phuong tien phuc vu cong tac ciia co quan theo quy dinh cua Chinh 

phu va UBND tinh, viec sir dung dupe thuc hien theo quy dinh npi bo co quan.
- Giao Chanh Van phong chiu trach nhiem quan ly va dieu dong xe phuc vu 

cong tac ciia Lanh dao ban, co quan va cac yen can can thiet khac ciia co quan.
- Bo tri xe di cong tac phai theo lich cong tac ciia co quan da phe duyet va uu 

tien theo thii tu: Truong ban, cac Pho Truong ban, cac Doan Thanh tra, cac Truong 
phong {tnecmg hap yen can cong tac dot xudt) va cong tac khac ciia co quan.

- Truong hop nhu cau sir dung xe ciia cac Pho Truong ban triing nhau thi do 
Truong ban quyet dinh bb tri.
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- Nhu cau sir dung xe di cong tac phai dang ky tnrac vai Chanh Van phong de 

viet lenh dieu xe. Tnrdng hap di cong tac dot xuat, ngoai lich cua co quan d6u phai 
dupe sir dong y cua Tnrdng ban va thong qua Chanh Van phong de bo sung lenh dieu 
xe. Rieng Truong ban di cong tac dot xuat, ngoai lich cong tac, tai xe co trach nhiem 
bao cao Chanh Van phong biet noi den, thdi gian di de bo sung lenh dieu xe.

- Viec quan ly, sua chua xe {trie trudng hop dot xuat dang di tren duemg) deu 
phai co Ice hoach sua chua do Van phong lap va trinh Trudng ban quy6t dinh.

- Lai xe khdng dupe tu y dua xe ra Ichdi co quan khi chua cd y kien cua Lanh 
dao ban hoac Chanh Van phong. Xe 6 to phai dau trong nha xe va khda cua edn than.

- Mpi tru'dng hop su diing xe 6 to co quan vao ngay nghi phai cd y kien true 
tiep cua Trudng ban.

Dieu 23. Quan ly kinh phi, tai chmh ciia co quan
L Trudng ban la chu tai khoan co quan, quyet dinli toan bp viec su dung kinh 

phi, che dp tai chinh cua Ban Dan tpc theo quy dinli cua Nha nude; cd the phan cong 
cho 01 Phd Trudng ban phu trach khi din thiet, bring van ban cu thd

2. Chanh Van phong va ke toan cliiu trach nhiem trude Trudng ban ve cong tac 
lap ke hoach tai chinh thang, quy, nam cua ban va kiem tra, kilm soat, xac nhan 
thanh toan cac khoan chi phi hanh chinh, hoi, hop, mua sam tai san, vat tu, trang thiet
bi, vat re tien, mau hong,... bao dam viec su dung kinh phi dung theo chb dp tai chinh )C/*. 
hien hanh va quy che chi tieu npi bp.

3. Chanh Van phong va ke toan chiu trach nhiem to chuc phd bien cac che dp, ^ 

chinli sach ve tai chinh va thuc hien che do cong khai tai chinh quy, 6 thang, mot nam 
bang hinh thuc thong bao tren bang hoac trong cac cupc hop co quan dinh ky.

4. Viec tarn ung kinh phi de chi cong tac va thanh toan kinh phi tam ling: Viec 
tarn ling kinh phi de chi cong tac ddi vdi cong chuc, thu quy xuat chi khi cd Phieu 
tam ung do Trudng ban Icy duvet. Viec thanh toan kinh phi tam ling phai thuc hien 
trong thang, neu cong chuc tam ung chua d'u cluing tu thanh toan thi de nghi chuyen 
tam ling sang thang tiep theo; neu cong chuc tam ling khdng thanh toan, Ice toan bao 
cao vdi Trudng ban va cd the khdng chuyen luong thang tiep theo cho cong chuc do.

Dieu 24. Quan ly tai san co quan
1. Tai san trong co quan bao gdm tat ca cac loai tai san cd dinh, trang thiet bi, 

phuong tien, dung cu, vat re tien mau hong, cay Icieng, ... dupe mua sam nham muc 
dich phuc vu cho toan bp boat dong ciia co quan. Cong chuc, ngudi lao dong cd trach 
nhiem giu gin, bao quan, su dung tot tai san co quan. Neu ca nhan thieu y thuc bao 
quan tai san cong, gay hu hong, mat mat phai chiu trach nhiem bdi thudng theo quy 
dinh hien hanh.

2. Trudng ban quyet dinh mua sam, sua chua va giao quyen su dung, bao quan 
cac loai tai san trong co quan. Chanh Van phong giup Trudng ban to chuc quan ly, su 
dung toan bp tai san trong co’ quan tiet kiem nhat.
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3. Cong chuc su dung may vi ti'nh phai thirc hien theo quy dinh cua ca quan; 
khi co su co, khong dugc tu y siia chua, phai bao Chanh Van phong biet de xu ly.

4. Viec mua sam, quan ly va sira chua tai san: cac phong phai co ke hoach mua 
sam trang thiet bi, phuong tien phuc vu cho yeu cau cong tac va du tru kinh phi gui 
Van phong tong hop, trinh Truong ban xem xet, quyet dinh; thuc hien mua sam theo 
quy dinh. Tai san, trang thiet bi cap cho phong de phuc vu cong tac, phong phai co 
trach nhiem quan ly; tai san chung cua co quan do Van phong quan ly; viec su dung 
cac phuong tien cong tac: xe 6 to, dien thoai, may fax, may vi tinh, may pho to, dieu 
hoa,... phai dung quy dinh, neu lam hu hong, mat mat do loi cua ngubi su dung thi bi 
xu ly theo quy dinh. Tai san khi bi hu hong can sua chua, bao duong, cac phong phai 
bao cao Chanh Van phong de Idem tra, bao cao Truong ban quyet dinh.

5. Viec Idem ke tai san cua co quan phai dugc thuc hien dinh Icy hang nam 
theo quy dinh, Chanh Van phong tham mini giup Truong ban quySt dinh thanh lap to 
idem ke va co bao cao ket qua cu the cho Truong ban.

Chu o ng VI
DIEU KHOAN THI HANH

Dieu 25. Chanh Van phong co trach nhiem trien khai Quy che nay den tat ca 
cong chuc, ngubi lao dong co quan. Thubng xuyen don doc, kiem tra, bao cao ket 
qua thuc hien trong cac cube hop giao ban dinh ky cua co quan. Ket qua thuc hien 
Quy che nay la mot trong cac tieu chi danh gia ket qua thuc hien nhiem vu hang nam 
cua cong chuc, ngubi lao dong trong don vi.

Dieu 26. Cong chuc, ngubi lao dong chin trach nhiem thuc hien nghiem Quy 
che nay, cac hanh vi vi pham se dugc kiem diem, nMc nhb, chan chinh hoac xu ly ky 
luat theo quy dinh. Boi vbi nhung van de chua dugc de cap den trong quy che nay, se 
ap dung theo quy dinh cua phap luat hien hanh hoac y kien chi dao cua Truong ban.

Quy che nay dugc sua dbi bo sung thong qua Hoi nghi cong chuc, ngubi lao 
dong co quan hang nam./.
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