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QUYET DINH 
Ban hanh Quy the lam v* 

eim Ban Thi dua - Khen thtromg Trung trang 

TRU'ONG BAN, BAN THI DUA - KHEN THUONG TRUNG UONG 

Can dr Quyet dinh so 05/2015/QD-TTg ngay 12/02/2015 dm Thu tuang 
Chinh phu quy dinh chirc nang, nhiem vu, quyen 1-14n N/A co eau to chirc cua 
Ban Thi dua - Khen thuong Trung ucmg tivc thu6c Bo N6i vu; 

Can dr Quyet dinh so 1079/QD-BNV ngay 05/11/2012 dm B6 truang 
vu ye ban hanh Quy the lam viec cua B6 N6i vu va,Quyet dinh so 921/QD-

BNV ngay 29/8/2014 dm B6 truong B6 N6i vu ve stia doi, bo sung Quy che lam 
viec dm B6 N6i 

Xet de nghi cua Vu tniang Vu TO chirc can b6, 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh nay Quy the lam viec cila Ban Thi 
dua - Khen thuong Trung uang. 

Dieu 2. Quyet dinh nay c6 hieu hrc ke tir ngay ban hanh va thay the Quyet 
dinh so 142/QD-BTDKT ngay 16/9/2015 dm Twang ban Ban Thi dua - Khen 
thuong Trung uong ye viec ban hanh Quy the lam viec dm Ban Thi dua - Khen 
thuong Trung trcmg. 

Dieu 3. Vu truang Vu TO chirc can b6, Chanh Van phong, Thu truang 
cac vu, dart vi; cong chtrc, vien chirc NIA nguai lao d6ng thu6c Ban chiu trach 
nhiem thtrc hien Quyet dinh nay./. 



BO Nol VI; 
BAN THI DUA - KHEN THVONG 

TRUNG CONG 

CONG HOA XA HOI CHU.  NGHiA VIET NAM 
DOc lap - Ty do - Hanh pink 

QUY CHE LAM VIEC 
CUA BAN THI DUA - KHEN THU'ONG TRUNG UtiNG 

(Ban hanh kem theo Quy'dt dinh so  35  /QD-BTDKT ngay  22-  thong  3  nom 2017 
ctia Truo'ng ban Ban Thi dua - Khen thweeng Trung cong) 

Chuang 1 
NHUNG QUY DINH CHUNG 

Dieu 1. Pham vi, cloi firm 

1. Quy the nay quy dinh ve nguyen tic, the d6, trach nhiem, le lOi lam viec, 
quan he cong tac va trinh to giai quyet cong viec dm Ban Thi dua - Khen thugng 
Trung ucmg (sau day ggi tat la Ban). 

2. Quy the nay Ai) dung 	cong chirc, vien chirc va ngtreci lao d6ng 
lam viec theo che dQ hgp dong lao d6ng (sau day ggi tat la cong chirc, vien 
chirc), cac vu, don vi thu6c Ban va to chdc, ca nhan có lien quan. 

Dieu 2. Nguyen tac lam vi0 

1. Ban Thi dua - Khen thuang Trung ucmg lam viec theo the d6 thu truang. 
Cac hoat d6ng dm Ban phai tuan thu cac quy dinh cua phap lu:at va Quy the lam 
viec dm Ban. Cong chur, vien chat ') , thu6c Ban giai quyet cong viec dUng phi 
114t, trong pham vi trach nhiem, quyen hart dugc giao. 

2. Trong phan cong nhiem vu rnZii viec chi giao m6t vu, don vi hoac m6t 
ngueri,phy trach va chiu‘trach nhiem chinh. ThU trugng cac vu, don vi thu6c Ban 
(g9i tat la ngueri dUng dau dun vi) chiu trach nhiem ve cong viec dugc giao. 

3. Cong chirc, vien chirc thu6c Ban phai tuan thu trinh ty, thu tic va thai han 
giai quyet cong viec theo dung quy dinh cua phap 14t, chuang trinh, ke hooch, 
lich lam viec va Quy che nay (trir citing viec phat sinh d6t xuat hoac co yeu cau 
khac do lanh dao Ban phan cong va chi dao giai quyet). 

4. N6i dung chi dao giai quyet cong viec cua Tru&ng ban, cac PhO Tnremg 
ban, ngueri dimg dau dan vi phai the hien bang van ban hoac thong qua mang 
thong tin not b6. 

, 5. Thyc hien cai cach hanh chinh, dam boo dan 	minh bach, thyc hanh 
tiet kie:m va hieu qua trong hoat d6ng cong vi. 



Chircrng 2 

TRACH NHItM, PHAM VI GIAI QUYET CONG VItC 

CUA LANH DAO BAN 

Dieu 3. Trach nhifm, pliqm vi giai quyet cong vi'e'c cua Trtr&ng ban 
1. Trach nhim: 

a) Chi dao, diet! hanh Ban thvc hi'0 chirc nang, nhim vv va quyen han 
theo dung quy dinh dm phap 1?at, cac van ban quy pham phap luat, Quy the lam 
vi0c dm BO NOi vv va Quy the nay. 

b) chili trach nhiOm truac phap luat, Thu tuemg, Chinh phil, BO truang BO 
NOi vu ye toan 130 cong vi0c thuOc trach nhiOrn va tham quyen, Ice ca khi da phan 
cong hoac LIS/ nhirri cho cac Ph6 Truang ban. 

c) Phan cong Pho Truang ban phv trach mOt so linh vvc; LIS/ quy&I cho 
nguai dimg dau dun vi thvc h* mOt so cong v* cu the theo guy dinh cua phap 
luat, phoi h9p vOi cac BO, nganh, dia phirang de xu 13',  cac van de có lien quan den 
nhiOm vv cua Ban hoac nhiOm vv do Dang, Nha nuac giao. 

d) Chi dao v* huang dAn, thanh tra, ki&r1 tra hoat dOng dm cac VU (Phong, 
Ban) Thi dua - Khen thus:511g thuOc cac BO, nganh, dia phucmg; cac vv, don vi 
thuOc Ban trong vi0c thvc hiOn chinh sach, phap luat va nhiOm vv ducfc phan 
cong, phan cap thuOc pham vi quan V/ nha nuac dm Ban. 

d) 1“,  cac van ban thuOc thAm quy&l. 

2. Pham vi: 
x a) Nhang cong vi0c thuOc thamquyen duqc quy dinh trong Quy ch6' lam 

vi0c dm BO NOi vv, cac van ban phap luat lien quan va nh&ng quy dinh tai 
khoan 1 Dieu nay. 

, b) Giai quyet theo tham quy'n va chit' trach nhiOm N.4,quyt dinh cua minh 
doi vai nhang dt nghi dm cac BO, nganh, dia phucmg, ,to chdc, ca nhan lien 
quan N/'.  nhimg van dt thuOc pham vi trach nhi'm va tham quy&'n quan 1 ,  nha 
nuac ye linh vvc thi dua, khen thir&ng. 

c) Trinh Thu tuang Chinh phil, BO throng BO NOi vv giai quye't cong vi0c 
thuOc tham quyen oh Thii tuang Chinh phii, BO truang BO NOi vv lien quan den 
linh vvc quan 15,  nha nuac N4 thi dua, khen thuong. 

d) Tham gia 5t kin von cac BO, nganh, dia phyang d&.  xir V/ cac van & thuOc 
thAm quytn dm ca quan do co lien quan den linh vvc thi dua, khen thuong. 

d) Trvc tip giai quye't mOt s6 vi0c da giao cho Ph6 Truong ban khi can thi6t. 
e) Phan cong mot Pho Truong ban lam nhie:m vv thuang trvc, giiip Truang 

ban diet' hanh cong vi0c chung khi Truong ban yang mat tai co quan. 

3. Nh&ng cong vi0c Truang ban dua ra thao luan tap the lanh dao Ban tnrefc 
khi quyt dinh hoac bao cao BO tnrang: 
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a) KE hoach dai han, 5 nam, hang nam phat tri6n nganh Thi dua, khen 
thuang va cac de an, dkr an ye thi dua, khen thuang. 

b) Ke hoach phoi hop hog dOng giira BO, ca quan ngan* BO, ca quan thuOc 
Chinhyhti, Uy ban nhan dan cap tinh, to chirc chinh tri, cac to chirc chinh tri - xa 
hOi, to chdc xa hOi a Trung 'sang (sau day goi chung la cac BO, nganh, dia 
phirang) trong viec thgc hien cac nhim vv ye thi dua, khen thuang. 

c) Cong tac to chirc bO may va can bO dm Ban. 

d) Nhimg van de khac ma Truang ban thay can thi6t phai dua ra thao luan. 
4. Trong trubmg hop khong co dieu kien thao luan tap the, nhung can quye't 

dinh gap, Truang ban chi dao vu, don vi 	tri ph6i hop vai Van phong lay 
kien Pho Twang ban, sau do tong hop, trinh Truang ban quyet dinh. 

5. Deii vai nhang van de khong quy dinh phai thao luan tap the, thi vv, dan 
vi chu tri xin y kien Ph6 Truang ban truac khi trinh Truang ban quyet dinh. 

Dieu 4. Trach nhiem, phm vi giai quyet ding vi0 cua Ph6 Triroing ban 
1. Trach 

a) Pho Truang ban la ngueri giup Truang ban phv trach mot so linh virc 
duvc Truang ban phan cong. Pho Truang ban chili trach nhim truac Truang 
ban va truck phap luat ye nhang quyet dinh cua minh. 

b) Pho Truang ban di cong tac hoac nghi tir 01 ngay lam vi"c tra len phai 
bao cao va duvc sU &Ong y dm Truang ban. 

c) Thgc hien cac nhim vv khac do Twang ban phan ding. 

2. Pham vi: 

a) Chi dao viec thgc hien cong tac quan ly nha nuac ducrc Tnrong ban phan cong. 

b) Chi dao, ki6m tra, don d6c viec tri6n ,khai thgc 	cac 	trucmg cua 
Dang, chinh sach, phap luat 	Nha nuac ve cong tac thi dua, khen thuang va 
cac quyet dinh cfla Truang ban trong pham vi duac phan cong. 

c) Chu dOng giai quye't cong viec, n6u c6 van de lien quan den linh virc cua 
Ph6 Truang ban khac thi trgc tiep phoi hop voi Pho Truang ban do de giai quyet. 
Tn.rong hop giira cac Ph6 Tnrong ban con c6 kien khac nhau thi Ph6 Trusrng 
ban dang phu trach giai quyet cong viec d6 bao cao Tnrang ban quyet dinh. 

d) D6i v&i nhang van de thuOc ve chu tnrang hoac c6 tinh nguyen tac ma 
chua c6 van ban quy dinh hoac nhang van de nhay cam lien quan den hog &Ong 
cua nganh hoac nhang van de quan trong khac thi Pho Truang ban phai bao cao 
xin y kien Tn.r&ng ban truck khi quyet dinh. 

3. Trach nhim giai quy6t ding viec cua Pho Truang ban thuang trirc: 

Ph6 Truang ban thuang trirc ngoai viec thirc hien cac nhiem vv duct phan 
cong quy dinh tai khoan 1 va khoan 2 Dieu nay, con c6 quyen han va nhim vv sau: 

a) Duvc Truang ban LIS/ quy&I chi dao giai guy& cac cong viec chung cua 
Ban va 1c3% van ban thay Truang ban khi Truang ban yang mat. 
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b) Dugc Trtrang ban uS/ quyen chi' tri viec phi hop hoat d6ng giira cac 
Pho Twang ban. 

c) Giai quy'et mot so cong viec can thi8t cua Pho Trtriang ban khac khi PhO 
Tnxong ban do yang mat theo uS/ quyen cua Troang ban va thong bao lai cho 
Ph6 Twang ban do biet ket qua da giai quyet. 

Dieu 5. Giai quyet cong viec dm lanh dao Ban 
1. Tnrang ban, Pho Trtrang ban xem xet, xir V/ cong viec ten ca s& h6 sa, 

tai lieu cua cac vv, dan vi thu6c Ban tong h9p trong phieu trinh giai quy'& cong viec. 
Tnrang ban, Ph6 Twang ban xir V/ h6 sa va coy kien chinh thirc vao phieu trinh. 

Truerng hgp Ph6 Trtrorng ban hoc Tnrang ban chua lc*, yeu cAu sCra lai not 
dung, thi ghi 65 3"/ kien chi dao ye nOi dung can sCra vao Phieu trinh va tra lai vv, 
dan vi sop thao chinh sCra va trinh lai theo quy trinh. 

2. Tnrang ,ban, Pho Tnrang ban h9p vai cac vv, dan vi duvc giao chi' tri 
chuang trinh, de an va dai dien cac vv, dan vi co lien quan de nghe 5/ kien mi.& 
khi quyet dinh giai quyet nhUng van de quan tong, can thiet ma chua xir 1j/ ngay 
dugc bang cach thirc quy dinh tai khoan 1 Dieu nay. 

3. Tnrang ban thanh lAp cac to cong tac ph6i hgp de chi dao d6i vai mot s6 
van de phirc tap, quan tr9ng, cap bach hoc lien quan den nhieu vv, dan vi dm 
Ban hoc nhi8u nganh, nhieu dia phuang va phai xir V/ trong thoi gian dai. 

4. Tnrang ban uS/ quyen cho ngtroi dimg (tau,  dan vi chu tri h9p, lam,  viec 
vai cac ca quan, to chirc, ca nhan co lien quan de xir Vi, tong hop cac van de 
thuOc tham quyen cua Truang ban ma cac ca quan, to chirc, ca nhan con c6 
kien khac nhau, trinh Tnrang ban quyet dinh. 

5. Tnrong ban chi dao trvc tiep doi veil cac van' de thuOc tham quyen khi thay 
can thik. Viec di cong tac va xir 1/ cong viec tai dia phtrcmg, ca sa; tiep cong dan, 
tiep khach va cac cach thirc giai quyet khac ngoai quy dinh tai quy che nay do 
Tnxong ban quyet dinh. 

Chuang 3 
TRACH NHIEM, PHAM VI GIAI QUYET CONG VIEC 

ODA NGUbI DUNG DAU, CAP PHO NGUbI DUNG DAU DON VI 
VA CONG CHUC, VIEN CHUC 

Dieu 6. Trach nhiem, pham vi giai quyet cong viec dm nguiri dung dAu 
don vi 

1. Chili trach nhiem truck Trtromg ban va truck phap luAt ve toan 1DO hoat 
d6ng dm vv, dan vi theo chirc nang, nhiem vv, quyen han duvc giao. Chu dOng 
to chirc thirc hien cong viec thuOc chirc nang, nhiem vv, quyen han dm vv, dan 
vi; chit' trach nhiem ca nhan truck Tnrang ban ye ket qua thirc hien cong viec 
duvc giao va cong viec thuOc trach nhiem tham quyen cua minh, ke ca khi da 
phan cong hoAc uy nhiem cho cap pho; thirc hien day du che dO thong tin, bao 
cao cong tac thtrong xuyen va dOt xuat dam bao dung thiyi gian theo quy dinh. 
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2. Xay‘  dung ke hoach cong tac hang nam, quy va tirng thang; phan cong 
nhiernvu doi vai cong chic, vien chirc trong vv, don vi rO rang, cu the bang van 
ban; to chirc trien khai, don doc va kiem tra cong chirc, vien chic trong vv, clan 
vi thus hien ke hoach ding tac. T6 chic va chu tri cac cu6c h9p giao ban, so ket, 
tong ket cong tac cua vv, don vi. Throng xuyen kiem tra, ra soat cac nhiem vu 
dugc lanh dao Ban phan cong va cac cong viec giao cho cong chirc, vien chirc 
trong vv, don vi; chiu trach nhiem truck lanh dao Ban va tnrerc phap luat ve ket qua 
nhiem vv cong vu dugc giao, bao dam cong viec &roc giai quyet c6 chat lucmg, 
dung tien d6 theo quy dinh. 

3. Kip thOi bao cao Truong ban hoac Pho Twang ban cho y kien chi dao de 
giai quyet nhimg viec phat sinh vuvt qua tham quyen; khong chuyen cong viec 
thu6c nhiem vv, tham quyen cua vv, don vi minh sang vu, don vi khac hoac len 
lath dao Ban; khong giai quyet cong viec thu6c nhiem vv, tham quyen cua vv, 
don vi khac. 

s  4. Chu dOng va tang cueng trach nhiem trong viec phai hqp vai nguOi dUng 
dau don vi khac va cac co quan c6 lien quan de xir ly nhang van de co lien quan 
den nhang cong viec thu6c chirc nang, nhiem vu cua don vi minh va thyc hien 
nhiem vu chung cua Ban. 

5. Nghiem tfic chap hanh va thyc hien j, kien chi dao cua lanh dao Ban; xir 
15,  van ban, toy trinh Van phong va cac vv, don vi khac chuyen den de phan 
cong cho cap ph6 hoac cong chirc, vien chirc de_xuat, giai quyet theo dung quy 
dinh ye quy trinh xir 15,  van ban oh Ban. Huang dan, don doc,,kiem tra, chi dao cap 
pho va cong chirc, vien chirc thyc hien cong viec theo dimg tien d'6, c6 chat hong; 
phan ding cap pho va ding chat, vier' chirc tham dy cac cu6c hop, h6i thao trong va 
ngoai co quan. 

6. Xay dyng co cAu to chirc,  va vi tri viec lam cua vv, don vi dugc giao 
quan 15,  de trinh cap c6 tham quyen phe duyet; xay dkmg quy ch8 lam viec cua 
vv, don vi, cu the h6a trach nhiem cua tong ca than theo nhiem vu dugc giao; 
viec phan cong nhiem vv doi vai cong chirc, vien chirc phai phat huy dugc nang 
lkrc, so truOng, tinh ty giac, sang tao, tinh than trach nhiem, tan try trong ding 
viec, dam bao phyc tong sy lath dao, chi dao va chap hanh nghi8m cac quy dinh 
cua cap tren. Khi cong chirc, vien chirc vang mat tir 01 ngay ter len,,nguZri ding 
dau don vi phai bo tri nguiyi thay the de bao dam cling viec 	tien hanh lien 
tvc, dung tien d6. Dinh kS' bao cao lath dao Ban viec phan ding ding chirc, vien 
chirc thu6c tham quyen quan 

7. Thyc hien nghiem tuc quy dinh, quy the lam viec cua Ban, dm vu, don 
vi; quan 15,  cong chirc, vien chit, nguai lao dOng; quan 15,  tai san dugc giao. 
Tang cuong trach nhiem trong viec theo d'Oi, don d6c, kiem tra chat the thyi gian 
lam viec va viec chap hanh ky cuang, ky luat hanh chinh, cac quy che, quy dinh 
cua co quan doi vai cong chirc, vien chirc thu6c tham quyen quan 1j. 

, 8. Dor hop giao ban dinh kS' va cac cu6c h9p khac do lanh dao Ban trieu tap; 
neu yang mat phai bao cao, dugc sir &Mg j,  cua Tru&ng ban va Cly nhiem cho 
cap pho dy hop thay; to chirc va phan cong ding chirc, vien chirc thyc hien cac 
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ket Juan cua lanh dao Ban tai cu6c hgp giao ban lien quan den linh vyc do vu, 
don vi minh phi trach. 

9. Khi dugc Truang ban hoac Pho Twang ban uS,  nhiem dai dien cho Ban 
tham dy cac cu6c hop, h6i nghi cua B6, nganh, dia phuong hoac tra lai phong 
van bao chi, co quan th6ng tin dai chiing thi chi dugc phat bieu n6i dung da 
dugc lanh dao Ban chi dao, thong nhat. 

10. Tnrac khi trinh lanh dao Ban, nguai dimg dAu don vi c6 trach nhiem ra 
soat, kiem tra lai toan 136,thu tic, ho so, the thirc, n6i dung van ban va ghi ro 
kien, 	minh trong Phieu trinh va phai 	

, 
trach nhiem ye cac 	xuat ho4c 

quyet dinh cua minh truac cap ten. 

11. Ngtrai dirng &Au don Nil di cong tic khi dugc Truang ban phan cong; 
dugc nghi phep va nghi ch8 d6 theo quy dinh; nghi 01 buoi cua ngay lam viec 
phai bao cao va &roc sir (long 5/ cua Truing ban; nghi tir 01 ngay,lam viec tra 
len phai bao cao xin 	bang van ban va phai dugc Truang ban Ong Y, sau do 
uji guyen cho mot cap phi de giai quyet cac cong viec thuac nhiem vi, tham 
quyen cua minh. Ngtrai &roc uy quyen chin trach nhiem truac nguai ding dau 
don vi, truck Truang ban va truck phap 1u4t ye m9i hoat Ong cua vi, don vi 
trong thai gian dugc uY quyen. 

12. Khi Twang ban, Pho Truing ban c6 chtrcmg trinh lam viec vai vi, don 
vi thu6c Ban thi nguai ding dau don vi do phai chuan bi nai dung va thirc hien. 

13. Thyc hien cac nhiem vi khac do Throng ban va Pho Twang ban giao; 
dugc Truang ban tlY quyen giai quyet hoac kY thira lenh mot so van ban thuac 
than' quyen cua Truing ban va phai chin trach nhiem trtrac Truang ban va truac 
phap luat ve n6i dung dugc uS,  quyen. 

14. Theo dal, quan lY chat the cac truang hap cong chirc, vier' chirc, nguai 
lao Ong di h9c trong va ngoai gia hanh chinh, bao dam hieu qua cong viec cua 
vi, don vi va kh8ng lam anh huang den tien d6, chat luvng giai quyet cong viec 
chung dm Ban. Neu vi, don vi de xay ra tinh trang buong long quan 1Y, dan den 
c6 tnrang hgp cong chIrc, vien chirc tir Y,  di dao tao, b8i &rang trong gia hanh 
chinh thi nguai dimg dau don vi va ca nhan vi pham se bi xem xet xir lY ky 1u4t 
va danh gia, phan loai hang nam a mirc d6 khong hoar thanh nhiem vi. Doi vai 
truang hgp cong chdc, vier' chirc di dao tao, b8i dtrOng ngoai gib hanh chinh, 
phai bao cao nguai dung dau don vi; nguai &mg dau don vi bao cao lanh dao 
Ban de c6 ca sa cong nh4n ket qua dao tao, b8i duong. 

Dieu 7. Chanh Van phong 
Ngoai viec thirc hien cac quy dinh neu tai Dieu 6, Chanh Van phong con c6 

cac nhiem vu sau: 
1. La nguai phat ngon ctia Ban; 

2. T6ng hgp trinh Truang ban phe duyet ke hoach, chuong trinh cong tac 
cila Ban; theo dOi, don doc cac vi, don vi thirc hien cac nhiem vi; chuan bi cac 
bao cao cong tac tuan, giira thang, thang, quy, 6 thang, nam va cac bao cao khac 
dam bao tien (16, chat lugng. 
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3. Bao cao kip thOi vii Truing ban va Pho Truong ban N/e tinh hinh hoat 
&Ong dm Ban, ding tac diet' hanh dm lanh dao Ban. 

4. Phi hgp vii cac vv, dan vi duy tri, don d6c thuc hin Quy ch'' lam v* 
dm Ban, Quy che thuc hi0 dan chu ca quan va cac quy dinh khac dm Ban. 

5. Quin 15,  citing tac van thu, km trir, hanh chinh, quan tri, tai chinh k' toan 
va chiu trach nhi'm ve thii tic, the thirc, k'S't thuAt trinh bay cac de an, du an, van 
ban, ter trinh. 

6. Giup Truang ban thuc hin cac quy the phi hgp cong tac giira lanh dao 
Ban vii to chirc Dang va doan the trong Ban. 

7. Bao dam dikr lc* lam vi& theo che d6 quy dinh dm Nha nuerc 6i yen 
cac hoat dOng chung dm Ban. 

8. ChuAn bi cac cu6c h9p giao ban: 

a) Xay dung Ic'' hoach to chirc cac cu6c h9p theo nam, quy, thing, gifra 
thing trinh Twang ban quyet dinh. 

b) B6 tri, sip x4, to chirc cac cu6c h9p. 

c) Don d6c cac vu, dan vi dugc phan cong chuAn bi tai lieu, van ban thu6c 
n6i dung cu6c h9p day du, dung yeu cau quy dinh. 

d) T6 chirc ghi bien ban (ghi chep, ghi am) n6i dung cu6c h9p. 

d) Thong bao 5, kik' k'k luAn, chi ciao cua lanh dao Ban bang van ban (chAm 
nhAt sau 02 ngay h9p). 

e) Theo deli, don d6c va tong hgp kk qua thuc hiO nhirn vu dm cac vi, 
don vi theo 5/ kien ket luAn, chi dao cila lanh dao Ban tai cu6c h9p. 

9. D6i vii cac cu6c h9p, lam ,v* khac dm lanh dao Ban, Chanh van phOng 
c6 trach nh*n chuan bi, 1)6 tri, sap xep phong h9p. Tai HO va n6i dung h9p do 
Vu, don vi dugc lanh dao Ban phan ding phv trach chuan bi. 

10. Che d6 thong tin, bao cao 

s  - T6 chirc cung cap thOng tin hang ngay cho Truang ban, Ph6 Truing ban 
ve cac n6i dung cong tac dieu hanh, chi dao dm lanh dao Ban. 

- T6ng hgp, xay dung n6i dung bao cao giao ban giira thing, thing, quy 
gifra lanh dao Ban va lanh dao cac vu, dan vi. 

- T6ng hgp va xay dung bao cao cong tac dm Ban gin cac ca quan lien 
quan khi co yeu cau. 

- Huang dan, theo doi, don d6c cac vi, dan vi thu6c Ban va cac ca quan 
chuyen mon ye cong tac thi dua, khen thuang dm B6, nganh, dia phuong thuc 
hi'0 nghiern tuc the d6 thong tin, bao cao va to chirc khai thic thOng tin phuc vu 
su chi dao dieu hanh dm Tru&ng ban. 

- Phat,hiO, de xuAt lanh dao Ban nhQng van 6 can xir 1)",  trong qua trinh 
chi dao, diet' hanh va qua phan anh dm bao chi, du luAn xa h6i lien quan den 
ding tac thi dua, khen thuong. 
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Dieu 8. Trach nhiem, pham vi giii quyet cong viec cita cap phO nguiri 
dIrng Ilan don vi 

1. CAT) phO cac vv, don vi thuOc Ban (g9i tat la ,* ph6 dan vi) la ngu6i 
giup ngu6i dung dau dan vi va dugc ngu6i dimg dau dan vi phan cong phi 
trach, thirc hien mOt hoc mOt so linh vvc cong tac va chiu trach nhiem truac 
nguai dung dAu dan vi, 

de 
dao Ban vi phi') luit ye 	vvc cong tac dugc 

giao va cac tham muu, de xuat cua minh. 

2. Truong hop lAnh dao Ban chi dao, giao nhiem vu trkrc tip vgi cap phO 
dan vi, thi cap pho don vi phai chiu trach nhiem thi hanh y

dau 
chi dao 	lanh 

dao Ban, sau do bao cao day du nOi dung veri nguai dUng dau don vi. 

3. Khi xu 1, cong viec cu thE, cap ph6 dan vi co quyEn giv y kiEn rieng va 
the hien ro y kien do trong phieu trinh de,nguai dUng dau dan vi xem xet, quyet 
dinh. Khi nguai dung dau dan vi dA quyet dinh, cap pho dan vi co trach nhiem 
nghiern tuc thkrc hien. 

Dieu 9. Trach nhiem, pham vi giii quyet cong viec ctia cong chin, 
vien chirc 

,l. Chip hanh sir chi dao, phin ding nhiem vv 	ngu6i dimg dAu dan vi 
va cap pho ngugi dimg dau don vi (doi vbi dan vi CO cap Phong, thi cong chirc, 
vien chirc ngoai viec chip hanh sir chi dao, phan ding nhiem vu cua ngugi dUng 
diu don vi, dm cap pho ngu6i &mg dau don vi, con phai chap hanh su phan 
cong thkrc hien nhiem vv caa True:mg ph6ng hoac PHI Truang phong dugc phin 
cong phv trach nhiem vv d6); thkrc hien day du cac quy dinh 	Luit Can bO, 
cong 	LI* Vien chuc, BO luit Lao dOng, Quy che thirc hien dan chi] ca 
quan, Quy the lam viec cua Ban, Quy che lam viec cua vv, don vi va cac quy 
dinh khac lien quan den ding chtly, vien chirc. Chiu trach nhiem tnrgc ngugi 
dung dau don vi ve cong viec dugc giao va chiu trach nhiem truac phap luit khi 
thi hanh nhiem vv. 

2. Nghiem tuc th‘rc hien nhiem vv dugc giao, giai quyEt cong viec dung 
th6i hp, khong 136 sot hay de qua han (doi vai van ban co ghi thgi hp) vi dam 
bao tuan thu dung quy trinh xu 15,  cong viec. Khong dim day trach nhiem hay ne 
tranh cong viec. Co quyen piir y kien rieng trong qua trinh giai quyet cong viec va 
the hien 5,  kien do trong phieu trinh de nguai dUng dau dan vi xem xet, quyet dinh. 

DOi v&i 0 trinh khen thuang, trong th6i han 15 ngiy lam viec (hoic 25 ngay 
lam viec doi vai tnrong hop phai lay 5,  kien hiep y) ke tir ngay nhin dugc to trinh 
cUa 130, nganh, dia phtrang tir Van phong, cac Vv phai tham dinh xong ho so khen 
thuang, hoan thien ho so, trinh lanh (fp,  Ban; (long thari lam thU tic tra lai ho so 
doi 	nhang trugng hop khong du dieu kien, tieu chufin. Doi vai tnrgng hop 
khen thuang d'Ot xuat, thoi gian tham dinh va trinh thkrc hien theo chi dao cua lanh 
ciao Ban. 

Trona qua trinh thim dinh 116 so khen thuang, ding chirc khong lien he 
vai tip the, ca nhan dugc de nghi khen thuang cila BO, nginh, dia phuang. 
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3. True ng hap lanh dao Ban yeu cau lam viec trvc tiep voi ding chirc, vien 
chirc thi ding chirc, vier' chirc phii c6 trach nhiem chuan bi dAy du ho sa, Lai 
lieu de lam viec. Sau khi lam viec, ding chirc, vien chirc c6 trach nhiem bao 
cao kip theri dAy du n(ii dung vgi ngueri dimg dAsu don vi. 

4. Chu dang phoi hap cong tic, trao doi y kien ve cac van de co lien quan, 
cung cap thong tin hoAc thio luAn trong vu, don vi, nhorn ding tic trong qua 
trinh 	lY cong viec cu the. Twang hgp can thiet, cong chirc, vien chirc co 
quyen de nghi ngued dirng d'Au don vi phan ding them cong chirc, vien chirc de 
phoi hop thvc hien nhiem vv. 

5. Cong chirc, vier' chirc co trach nhiem khai thic, sir dung cac phAn mem 
quan lY trong xCr 1Y, giai quyet cong viec theo quy dinh. 

6. Cong , chirc, vien chat dugc nguoi dirng dAu don vi ca di ding tac, tham 
dor hop so ket, tong ket cong tic hoac bin cac van de lien quan den ding viec 
minh dugc phan cong theo doi khi BO, nginh, dia phuang mai du h9p, c6 quyen 
de xuat yeti ngueri dirng dau don vi de de nghi 138, nginh vi dia phuang cung cap 
tai lieu can thiet lien quan den ding viec dugc giao. Khi tham gia down ding tac, 
chi trao dOi y kien khi dugc phep cua ngued ding dau don vi hoac twang doer' 
cong tac. 

7. Cong chirc, vien chirc phii tham gia boi throng bat buOc thi thieu hang 
nam ve ki6sn thirc chuyen mon, nghiep vv vi theo tieu chuAn cua tirng ngach 
cong chat, vien chirc vi chirc danh can 138 lath dao, quin 1Y. 

, 8. Cong chirc, vien chirc 	nguyen vpng du thi, du xet tuyen, di dio tao, 
b6i duemg trong gia hinh chinh phii bio cao xin phep Twang ban. Cong chirc, 
vien chirc c6 nguyen v9ng du thi, dv xet tuyen, di dio tao ngoii gia hinh chinh 
o trinh d8 cao (tang, dai h9c, sau dai h9c phii bao cao ngueri dimg dau don vi, de 
bao cao Truang ban. Co quan kho'n xac nhAn ho so, ban hinh quyet dinh cu di 
h9c doi voi cong chirc, vien chirc neu dv thi, xet tuyen ma chua dugc sir &mg Y 
cua Tnrang ban. 

9. COng chirc, vien chirc thu8c Ban dugc nghi pile!) vi nghi the dO theo 
quy dinh cua phap 101 Cong chat, vien chirc nghi lam viec 01 bu8i cua ngiy 
lam viec phai dugc nguad dimg dau don vi dong y; nghi lam viec ttr 01 ngdy trer 
len phii bio cao xin phep bang van bin vi phai dugc lanh ciao Ban (tong Y. 

Dieu 10. Quan he phiii hqp giai quyet cong vice gitra cac vu, dun vi 
1. Ngued dimg dAu don vi khi giii quyk cac van de thu8c chirc 

nhiem vv cua vv, don vi minh co lien quan den ,chirc nAng, nhiem 	vv, don 
vi khac, can trao doi trvc tiep hoAc,phai trao doi kien vai,ngueri dimg dau don 
vi do,  bang van bin. Nguai dUng dau don vi dugc hoi kien c6 trach nhiem tra 
led bang,  van ban, tiled gian tri led theo yeu cau dm van bin do vi chiu trich 
nhiem ye n8i dung tri lai (trir nh&ng van bin hoi toc). Neu qua thOi hat ma vv, 
don vi dugc hoi y kien khong c6 van ban tri led thi dugc coi nhu da &rig y vgi 

xuat dia vv, don vi hoi y kien. 
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2. Vu, don vi chu tri chin trach nhi'8m chinh ve toan b9 qua trinh xir ly cong 
vi8c, co trach,  nhi8rn chuyen ho so, tai li8u lien quan cho 	dan vi phoi hap; 
vu, dan vi phoi hgp co trach nhi .em tham gia y kien ye nhi-mg not dung cong viefc 
co lien quan den linh virc vu, don vi minh phi trach. Doi vgi nhang van ban lien 
nganh, khi yeu cau vu, don vi chu tri lam ro them n9i dung thi vu, don vi phOi 
hgp thong qua vu, don vi chu tri de thgc 

3. D6i vai nhang van d8 khong thu9c chirc rang cua vu, don vi va vugt qua 
kha nang giai quyet cua minh, ngutfi &mg dau don vi chu tri phai chu d9ng phoi 
hap yen cac vu, don vi c6 lien quan de bao cao xin y kien Twang ban hoac Pho 
Tn.rang ban phu trach vu, don vi xem xet, quyet dinh. 

Chuang 4 

QUY TRINH GIAI QUYET VAN BAN 

Dieu 11. Quan q,  van ban, 116 	tai lieu va thti tuc trinh giai quyet 
cong viec 

1. Quan ly van ban, 116 so, tai li8u: 

a) Van phong chin trach nhi'em thgc hien nhiem vu‘tiep nhan, clang 14, 
phan loai van ban den. Tat ca cac van ban giri den Ban deu phai qua van thu, 
trinh lanh dao Ban, sau do chuyen cac vu, don vi co lien van. Van ban den c6 
dau chi cac muc d9 khan, mat phai dugc trinh va chuyen giao ngay sau khi 
nhan; vi8c chuyen giao van ban phai bao dam chinh xac va giir bi mat not 
dung van ban. 

Cac vu, don vi va cong chirc, vien chirc khong xir ly cac van ban khi chua 
qua van thu dm Ban. Doi.vgi cac van ban do Tnrang ban, Ph6 Truang ban giao 
trgc tiep cho vu, don vi de xir 1/ thi vu, don vi phai lam thu tuc clang lc)",  van thu. 
Cac van ban lanh dao Ban da giao cac vu, dun vi xir ly, neu thay khong thu6c 
tharn,quyen, cac vu, don vi phai 	ngay lai van thu de bao cao lanh dao Ban 
chuyen lai cho vu, dan vi c6 tham quyen giai quyet theo quy dinh. 

b) D6i vai cac dg,thao van ban quy pham phap luat nu& 	 g, khi trinh Truim 
ban 	trinh cap c6 tham quyen thgc hi8n theo quy dinh hi8n hanh ye quy the 
tham dinh dg thao van ban quy pham phap luat thu9c tham quyen ban hanh cua 
B9 truang B9 N9i vu. 

c) Cong chirc, vien chirc c6 trach nhi'em lap 119 so cong vi8c, quan 15,  h9 so, 
tai li8u va thgc hi8n the d9 bao mat theo quy dinh chung cua Nha nuot; c6 trach 
nhi'em n9p luu tni ho so, tai li8u dinh kS,  cho Van phong theo dung quy dinh. 
Cong chirc, vien chirc khi chuyen ding tac hoac nghi huv phai ban giao day,  du 
Flo so, tai 	cho nguai thay the; n9i dung ban giao phai dugc the hi8n bang 
van ban va c6 xac nhan cua nguOi dimg dau don vi. 

d) Trung tam Tin hgc co trach nhi .em xay dkmg, quan ly ha tang cong ngh8 
thong tin va cac img dung cong ngh8 thong tin dm Ban ding nhu cac irng dung 
ding ngh8 thong tin khac dugc sir dung b8n ngoai Ban theo dung quy dinh hi8n 
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hanh; twang dan, tap huAn cho cong chirc, vien chat dm Ban (hoSc ben ngoai 
Ban khi c6 nhu cau) sir dung, khai thac irng dung cong ngh8 thong tin ctla Ban. 

2. Quy trinh, thu tuc trinh Truang ban, Ph6 Truang ban giai quyet 
cong vi8c: 

a) T6 trinh, van ban trinh Twang ban, Ph6 Tnremg ban do ngtrai dimg &Au 
dan vi (hoSc cap 016 ngtr6i thing dau dan vi khi dugc uSt quyen) ky trinh, chiu 
trach nhi8m ve not dung va phai thuc hie'n dung quy dinh ve the thirc, ky thuSt 
trinh bay. N6i dung torn tat trong phieu trinh phai thuyet minh ro not dung cong 
vi8c can giai quyet, kien nghi htrang giai quyet cu the, S kien cua lanh dao vu, 
don vi (Ice Ca y kien khac nhau). Tnrong hop n0i dung lien quan tesi, nhieu vu, 
dan vi thi vu, don vi chu tri CO bao cao giai trinh chi tiet kern theo phial trinh va 

kien bang van ban dm cac vu, dan vi lien quan. 

b) Thu tic trinh lanh dao Ban: 

Cac vu, dan vi gui t6 trinh, van ban qua Van phong de kiem tra the thirc, ky 
thuSt trinh bay tnroc khi cac vu, don vi trinh lanh dao Ban. 

c) Van phong co nhie'm vu: 

- Kiem tra ve mat thu tyc, the thirc, ky thuSt trinh bay ter trinh, van ban. 

- Trong thed gian khong qua 01 ngay lam vi8c Van ph6ng Ban c6 trach nhi8m: 

+ Phat hanh to trinh, van ban dung thu tyc, the thirc, ky thuSt trinh bay; 

+ Tra lai tec trinh, van ban khong dUng thu tyc, the thirc, k9 thuSt trinh bay 
va neu ro yeu cau de vu, dan vi trinh thuc hi8n dung quy dinh. 

- N8u re, St kien cua lanh dao Van phong trong phieu trinh, kern theo dAy du 
ho so trinh. 

- LSp danh myc ho so (bao gom ca ho so tren may tinh) de theo dOi qua 
trinh xir 1St. 

Dieu 12. Tit:Am quyen ky van ban cua Triferng ban, Pho Trtromg ban va 
nguriri di'rng cau dan vi 

1. Truang ban 14 cac van ban sau: 

a) Van ban hanh chinh dm Ban, cac thoa thuan hop tac quoc to, cac van 
ban ye to chirc b6 may va can b6 theo quy dinh cua phap luSt. 

b) Van ban trinh cac ca quan Tnmg trcmg Dang, Qu6'c h6i, Uy ban Thuang vu 
Qusfic h6i, Chinh phU, Thu tuong Chinh phU, B6 tnrong B6 N6i vu. 

c) Phe cluye't cac du an, de an, van ban dugc B6 truang 130 N6i vu uy quyen. 
d) Cac quyet dinh ve tuyen dung, b6 nhi8m, 1)6 nhie‘m lai, tir chirc, mien 

luan chuyen, dieu d6ng, bit phai, khen thuemg, ky lust, nang bSc Luang 
thuemg xuyen, nang bSc Luang truck thiyi han, nang ngach, chuyen ngach, 
chuyen loci cong chirc, vien chirc; di cong tac, hoc tap trong ntrac, ngoai nu& 
doi vai cong chirc, vien chirc thuc tham quyen quan 

d) Ter trinh khen thtrang Huan chtrang Sao yang, Huan chuang Ho 
Chi Minh. 
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e) Phe duyet hinh thirc khen thuang Huan chuang DOc lap (cac hang), Huan 
chuang Quan,cong (cac hang), Huan chucmg,  Lao &Ong hang Nhat, Huan chuang 
Bao To quOc hang Nhat, Huan chucmg Chien ding hang Nhat. 

g) Bao cao HOi d'6'ng Thi dua — Khen thuing Trung Living phong tang danh 
hien "Anh hUng Lao dOng", "Anh hung Luc lugng vu trang nhan dan" (thai k),  
doi mai), "Chien sT thi dua town quoc". 

2. Truing ban giao cho Ph6 Truing ban 14 thay cac van ban sau: 

a) Quyet dinh phe duyet chi ngan sach dm Ban, k)',  duyet cac chimg to 
thanh toan, quyet town ngan sach, thanh ly tai san, cac bao cao tai chinh theo quy 
dinh cua phap 1u4t va cac van ban xir 1)",  cac van de thu8c linh vuc dugc Truing 
ban phan citing php trach. 

b),MOt so van ban quy dinh tai khoan 1 Dieu nay khi dugc Truing ban 
uSt quyen. 

Khi Truing ban,vang mat, Pho Truing ban dugc phan cong thiring truc ky 
cac van ban thuOc tham quyen cua Truing ban va chit' trach nhiem ye not dung 
da 14, sau d6 bao cao Truing ban. 

c) Toy trinh khen thuing cac danh hieu thi dua va hinh thirc khen thuang 
khong quy dinh tai diem d, khoan 1, Dieu 12 dm Quy the nay va chit' trach 
nhiem ye nOi dung da 14. 

Doi vii cac truing hgp thuOc tham quyen ky cua Ph6 truing ban neu CO 
vtrang mac can phai xem xet, cac vu chuyen mon xin y kien Truing ban truic 
khi trinh Ph6 Truing ban 14. 

3. Truing ban giao cho ngtrii dimg dau dan vi ky thira lenh mot so loci van 
ban. Viec giao ky thira lenh cac van ban theo quy dinh tai cac ciuyet dinh cua 
Truing ban quy dinh chirc nang, nhiem vu, quyen,han va co cau to chirc 	cac 
vu, don vi thuOc Ban va theo timg van ban cu the (truic khi ban hanh van ban 
phai bao cao Truing ban). 

4. Nguii dimg dAu don vi thuOc Ban c6 ttr cach phap nhan, c6 con dau 
rieng dugc ky cac van ban thuOc chirc nang, nhiem vu, quyen hart da dtrac phan 
ding, phan cap quan ly va phai c6 trach nhiem quan 1S,  va sir dung con dau theo 
quy dinh cua phap luat. Khong dugc sdUng con dau dm Ban do giai quyet cong 
viec thuOc chirc nang, nhiem vu, quyen han 	dan vi minh; khong dugc nhan 
danh Ban khi sir dung con dau cua don vi minh. 

Dieu 13. Trach nhiem oh Van phong trong viec quail IS,  van ban 

1. Van ban di phai dugc hoan thanh thu tpc vans  thu va chuyen phat ngay 
trong ngay. Trong tnring hgp d4c biet, cac van ban can phat hanh gap khi c6 )", 
kien chi dao cua lanh dao Ban phai dugc phat hanh ngay. 

2. Khong phat hanh nhang van ban c6 not dung trai v6i nhQng van ban quy 
pham phap 1u4t hien hanh cua Nha nuac, trai vii )", kien chi dao dm Truing ban 
va nhang van ban chua dung thu tpc, the thirc, 1Cy thu:at trinh bay. 
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3. Van ban da phat hanh can sfra lai ve not dung thi phai do chinh ngueri da 
ky van ban do 1(3"/ lai van ban mai hoac do nguoi teen mot cap ky dinh chinh 
bang mot van ban khac. 

4. Cac van ban ky thay, ky thira lenh Truemg ban deu phai giri mot ban de 
bao cao Truerng ban (trir nhfing ban xac nhan so. yeu ly lich, phieu chuyen dart 

giay mai hop gui cac Ca quan lien quan). 

5. Hang thang tong hop danh mvc va thOng ke phan loci cac van ban do 
Ban phat hanh de bao cao Truang ban va cac Ph6 Tnremg ban. 

6. TO chirc viec luu tru, bao mat cac hO sa, quan ly con dau, tai lieu, van 
ban di, van ban den theo dung quy dinh cua Lu'at Lau tru, Phap l'enh Bao ve bi 
mat Nha nuac va cac van ban quy pham phap luast khac. 

7. Trinh Twang ban ban hanh cac quy dinh ve cong tac van thtx, ltru tra; 
quy trinh kr cac loci van ban; quy dinh ve che d8 bao mat va to chuc hung 
dan, kiem tra viec thvc hien cac quy dinh nay. 

Chtrcrng 5 

XAY MING VA THIIC HIEN CHYONG TRINH CONG TAC, 
TO CHIC CAC CUQC HQP, 11QI NCH! 

Dieu 14. Xfiy cltyng va tittle hien cac chtrcrng trinh cong tic 

1. Cac vv, dan vi co trach nhiem gtri Van phong du kien chuang trinh cong 
tac nam, quy, thang, tuan cua dan vi minh, theri gian ch'a'm nhat vao ngay 05 thang 
12 nam truarc doi vari chuang trinh cong tac nam; ngay 20 dm thang cu8i quy doi 
yen chuang trinh cong tac quy sau, nay 25 hang thang doi vai chuang trinh cong 
tac thang sau va 10 gief thu 6 hang tuan doi vai chuang trinh cong tac tuan sau. 

2. Chuang trinh cong tac nam, quy, thang, gift thang dm Ban do Van 
phong xay dkmg teen ca sa cac bao cao cua cac vv, dan vi, sau do lay y kien 
ding gop cua cac vg, dan vi tnrerc khi trinh lath dao Ban quyet dinh va dugc gfri 
den cac vu, dan vi de lam ca sa xay dung chuang trinh cong tac. 

3. Truing ban va Ph6 Truing ban c6 chuang trinh cong tac tuan dugc gdi den 
cac vv, don vi de chuan bi not dung lam viec. Khi c6 sr thay doi chuang trinh cong 
tac tuan cua Truing ban, chuyen vien giup viec Truing ban kip theyi bao cho Van 
phong cap nhat thong tin tren mang thong tin not b8 cua Ban va thong bao cho 
cac doi tuo.ng co lien quan biet. 

4. Can cu chuang trinh cong tic cua Ban va chirc,  nang, nhiem vv, quyen 
han dugc giao, cac vv, dan vi xay dung chuang trinh, ke hoach ding tac cua vv, 
dan vi va to chirc thvc hien. ,Ngtreri dUng dau don vi c6 trach nhiem theo dOi, 
don doc, kiem tra va tao dieu kien de cong chdc, vien chtl.c hoan thanh tot 
chuang trinh, ke hoach cong tac. Twang hgp do nhimg kho khan chit quan, 
khach quan khong hoan thanh dugc cong viec theo ti'en do, ke hoach da dinh 
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phai kip thgi bao cao lanh dao Ban va thong bao cho Van phong biet de dieu 
chinh chuang trinh chung va tim giai pilaf) khac phgc. 

Dieu 15. Chuan bi a an, thy an 
1. Can cu chtrcmg trinh cong tic nam, ngtroi dirng dAu don vi dugc giao 

chit tri xay dung de an, du an, van ban quy pham phip luAt phai lAp ke hoach chi 
tiet. Sau khi dugc lanh dao Ban &rig 5/, don vi chit tri phai thong bio Ice hoach 
d6 den Van phong. Dan vi chtl tri phai phoi hop chAt the vii cac vg, don vi c6 
lien quan de thuc hien dung Ice hoach da dugc phe duyet. 

D6i vOi viec chuAn bi cac du thao van ban quy pham phap luAt, ngoai viec 
tuan theo cac quy dinh tai Quy the nay con phai thuc hien theo quy dinh dm 
LuAt Ban hanh van ban quy pham phip luAt va cac van ban khac CO lien quan. 

2. Neu don vi chit tri thay d6i tiled hart trinh va not dung cda de an thi phai bao 
cao va dugc sir citing 5 dm Twang ban hoc Pho Truong ban. 

Dieu 16. TO chik cac hOi nghi, cut)c hop, 
, Vic to chdc cac hOi nghi, cuOc hgp thgc hien theo quy dinh hien hanh ve 

the dO h9p trong hoat &Ong dm cac co quan hanh chinh nha ntrac. 

1. T6 chdc hOi nghi trien khai nhiem vg cong tic cita nganh: 

a) Khi thuc su can thiet phai t6' chdc hOi nghi de quart triet, to chdc trien 
khai tren pham vi toan quoc nh&ng chit truang, chinh sach 16n, quan trong va 
cap bach dm Dang va Nha ntrac thuc nganh, linh vtrc quan 15 dm Ban thi 
Trugng ban c6 van ban trinh va dugc su &rig 5/ cila Thu Wong Chinh phd hoc 
BO truang,BO NOi vg ye mgc dich, yeu cau, nOi dung, thanh phan, thgi gian va 
dia diem to chdc hOi nghi. 

b) Du kien to chdc hOi nghi phai dugc dua vao chtrcmg trinh, ke hoach to chdc 
cac cuOc h9p dm Ban ngay tir dau,nam va gdi tnrgc cho co quan, to chdc, ca nhan 
dugc trieu tap hoc dugc mei it nhat la 15 ngay truerc ngay to chdc hOi nghi. 

, c) Khong trieu tap cac hOi nghi toan nganh de so ket, dinh gia tinh hinh va 
ket qua thuc hien nhiem vg cong tic 06 thing. 

d) Truing hgp thAy can thiet phai trieu tap hOi nghi toan nganh de t4':'•n, ket 
dinh gia tinh hinh va ket qua thuc hien cong tic narn thi Tnrong ban xin 5/ 'den va 
trien khai khi dugc sir dong 5/ cua Thu tu6ng Chinh phd hoc BO truang BO NOi vg 
ve not dung, hinh thdc, thanh phan, kinh phi, dia diem, thgi gian to chdc hOi nghi. 

2. T6 chdc hOi nghi so ket, tong ket chuyen de: 

a) Chi to chdc hOi nghi so ket, tong ket chuyen de khi c6 quy dinh, chi dao 
dm Thutugng Chinh phi' hoAc BO twang BO NOi vg doi vgi van de quan 15 nha 
nuoc ye thi dua, khen thugng. 

Trong trugng hgp khong co ,quy dinh, chi ciao dm Thu twang Chinh phd 
hoc BO trugng BO NOi vg ma thay can thiet phai to chdc hOi nghi so ket, tong 
ket doi vii mOt van de quart 15 quan trong thuc linh vtrc thi dua, khen thuang 
dugc phan ding, thi Twang ban co van ban trinh Thu tuong Chinh phd hoc BO 
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trtrang B6 Nei vu xem xet, quyet dinh ye mvc Bich, you cau, nei dung, thanh 
phan, thai gian, dia diem tien hanh hei nghi. 

b) Viec to chirc hei nghi phai duqc dtra yao chtrang trinh, ke hoach to chirc 
cac cuec h9p dm Ban ngay dr dau nam. 

3. Hei nghi so ket, tong ket danh gia tinh hinh thkrc hien chtrang trinh cong 
tac hang nam, 6 thang cila Ban va cac cu.& hop, lam viec yeti cac co quan hal 
quan do lanh ciao Ban chfi tri, cac vi, don vi &Tic phan cong chuan bi nei dung, 
thanh phan, th&i gian, dia diem, phoi hop vai Van pheng de sap xep th&i gian va 
to chirc thkrc hien. 

4. Doi vai hei nghi, hei thao qu6c to th%rc hien theo quy dinh chung dm 
Nha ntrac. 

5. Truang ban quyet dinh, chil tri cac cuec hop a cap Ban. Ngtrai dirng dAu 
don vi quyet dinh, chu tri cac cuec hop a cap vv, don vi de giai quyet cong viec 
chuyen mon va cac ding viec khac theo chirc nang, nhiem vv dtrac giao. 

6. Cac cuec hop giao ban hang thang, quy va cac cuec hop khac do Twang 
ban quyet dinh to chirc. 

Chtrcrng 6 
DI CONG TAC TRONG N1U'OC VA NU'OC NGOAI 

Dieu 17. Di cong tac trong nuirc 
1. Truang ban quyet dinh viec di cong tac trong nuac d6i vai cac Ph6 

Truang ban, nguai dimg dau, cap ph6 nguai dimg dau don vi. 

2. Van ph6ng lap ke hoach di ding tac dm Ph6 Truang ban (theo ,Y kin 
dia Pho Truang ban) bao cao Truang ban. Ngtrai dung dau don vi lap Ice hoach 
di cong tic, trinh Twang ban xem xet, phe duyet: nei dung lam viec, thanh 
phan, thai gian, dia diem, kinh phi va phtrcmg tien di lai. Twang hop dec biet, 
det xuat khong co Ice hoach truck thi bao cao Twang ban quyet dinh. 

3. Ngtrai dimg dAu don vi quyet dinh viec di cong tic dia cac cong chirc, 
vien chirc thu6c quyen quan lY (thai gian di cong tac khong qua 01 ngay, tren 01 
ngay phai bao cao lanh dao Ban). 

Cac truang hqp khac thirc hien theo phan ding cila lanh dao Ban va quy 
dinh hien hanh dia nha nuac. 

4. Neu nei dung ding tac la kiem tra,,giam sat thi can thong bao truck nei 
dung cho cac ca quan, dia phuong dtrac kiem tra chii eking chuan bi tnrac it nhat 
10 ngay (trir kiem tra dot xuat ,hoec can gift bi met). Cac vv, don vi c6 trach 
nhiem chuan bi nei dung va phoi hop yen Van pheng khi lanh dao Ban di kiem 
tra, giam sat co so. 

5. Sau mai chuyen ding tac, Pho Tnrang ban va nguai dirng d'Au don vi 
phai bao cao vai Twang ban ye ket qua chuyen ding tac. 
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TWA han bao cao ch:am nhAt sau 05 ngay lam viec diii von viec tham gia doan 
dog tac lien nganh va sau 03 ngay lam viec doi von cac doan cong tac khk Ice tir 
ngay ket thk chuang trinh cong tac. (Trir twang h9p phap 1141 co quy dinh khac). 

Dieu 18. Di cong tac ngoai nu& 

1. BO tnrang BO NOi vu quy& dinh viec di ding tac, h9c tap ntrecc ngoai dOi 
von can bO, cong chik, vien chtic cac vv, dan vi thuOc Ban. 

2. Tnr6ng,hap co nhu cAu di nuck ngoai giii quyt viec rieng, ttr ttic kinh phi 
phai xin phep bang van ban v&i nguiyi dimg dau dan vi va coy kien ctia lanh dao 
Ban de bao cao xin phep BO tnrang BO NOi vv. 

3. Vv TO chirc can bO lam 6u mOi chil tri, phi hap v&i cac vv, dan vi 
thuOc Ban co lien quan de xuAt voi Tilt'Ong ban xem xet, trinh BO truffmg BO 
NOi vv quyet dinh viec thanh lAp doan va cir cOng chirc, vien chirc di cong 
tac nu& ngoai. 

4. Vv TO chirc can b4 chit tri ph6i h9p vai Van phong c6 trach nhiem: 

a) Giai quye't cac thii tVc v'e' hO chiL, xuAt canh, nhAp canh; huOng clan cac 
quy dinh dm Nha mac, dm ntrerc ngoai va cac van de c6 lien quan den chtrang 
trinh cong tac dm doan. 

b) BO tri lanh dao vv, dan vi ti6'n, don (nL can thi6't) d6i vai nhimg doan 
dm Ban tham gia doan cong tac dm lanh dao Dang, Nha milk, Quoc hOi, Chinh 
phi', BO NOi vu va lien nganh; cac doan do lanh ,dao Ban chu tri di tham va lam 
viec chinh tilt:1.c voi cac nu&c, cac to chirc quoc to hoc dir hOi nghi quoc te. 

5. Cac doan va cong chirc, vien chIrc duac dr di cOng tac nusk ngoai phai 
bao cao ket qua chuyen ding tac bang van ban vai BO tnrong BO NOi vi, 
Throng ban, Pho Truomg ban phv trach linh vvc, Vv TO chirc can bO va ngoai 
dUng dau dan vi c6 lien quan sau 15 ngay lam viec Ice tir ngay ye mak. 

Chuang 7 

TIEP CONG DAN VA TIEP KHACH 

Dieu 19. Cong tic tiep cong din 

, 1. Vic tip cong dan den khi6u nai, to cao, kien nghi, phan ,anh lien quan 
den linh vvc thi dua, khen thu&ng thtrc hien theo Quyet dinh so 144/QD-TB 
ngay 15/8/2016 cua Truang ban Ban Thi dua — Khen thuang Trung uang ye 
Quy che tiep cong dan dm Ban Thi dua — Khen thuang Trung uang. 

2. Cong tac tiep cong dan cila Truerng ban: 

a) TnrOng ban trvc tiep hoc phan cong Ph6 Twang ban t4 cong dan vao 
ngay 15 hang thang de giai quyetscac khieu nai, to cao, kien nghi, phan anh doi 
voi linh vtrc quan lt nha ntrac ye thi,  dua, khen thuorig. Dutiep cong dan voi 
lanh dao Ban c6 lAnh dao Vv Phil) che - Thanh tra va lanh dao cac vv, dan vi c6 
lien quan; 
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b) Vu Phap the - Thanh tra c6 trach nhiem 138 tri va thong bao lich tiep 
cong dan dm lath dao Ban hang thong theo quy dinh cua phap lu4t; 

, c) Vv Phil) the - Thanh tra chil tri, phi hop vai cac vv, don vi c6 lien quan 
chuan bi cac nOi dung de phvc vv viec tiep cong dan cua lath dao Ban. 

2. Trach nhiem oh cac vu, don vi: 

a) Vv Phap the - Thanh tra lam nhiem vg thuang trvc tiep cong dan vao cac 
ngay thin 3 va thir 5 hang tuan tai phong tiep cong dan dm Ban theo quy dinh. 
Huang an, tra lai viec khieu nai, to cao, kien nghi cua cong dan; yeu cau nguai 
dung &Au don vi co lien quan dr cong chirc,,vien chirc c6 tham quyen ding tham 
gia tiep cong dan khi can thiet; thvc hien the (10 bac) cao vori lath dao Ban va BO 
twang BO NOi vu ye cong tac tiep cong dan. 

b) Nguai dung &Au don vi c6 trach nhiem tiep cong dan hoc dr ding chirc, 
vier' chav phoi hop .vai Vv Phil) the - Thanh tra tiep cong dan ye nhirng not 
dung co lien quan den chat nang, nhiem vv, quyen han cua don vi minh khi c6 
de nghi cua Vu Phap the - Thanh tra hoc lanh ciao Ban giao; cu cong chirc, 
vien chirc tham gia doan thanh tra chuyen nganh, kiem tra xir 1 ,  cac vv viec cu 
the theo chi dao va phan cong cua lanh ciao Ban. 

c) Van phong c6 trach nhiem b6.  tri noi tiep cong dan, bao dam an ninh, tat 
ni va cac diet' kien, trang thiet bi can thiet; thong bao kip thai cho Vv Phil) the -
Thanh tra khi c6 cong dan den khieu nai, to cao, kien nghi, phan anh; dong thai 
chi dan, tie') don cong dan theo clang quy dinh. 

Dieu 20. Giii quyet dun, thtr khieu nai, to cao, kien nghi, phan anh. 

1. Vu Phil) the - Thanh tra thuc hien nhiem vu lam dau mai tiep nh4n don 
thu, khieu nai, to cao. Cac don thu, khieu nai, to cao c6 lien quan den chirc nang, 
nhiem vv cua cac vv, don vi, Vv Phap the - Thanh tra c6 trach nhiem chu tri, 
plthi hop vai cac vv, don vi lien quan xem xet, giai quyet theo quy dinh. 

2. Doi vai cac don thu khieu nai, to cao, kien nghi, phan anh khong thuOc 
than quyen cua Ban, Vv Phap the - Thanh tra co trach nhiem chuyen den cac co 
quan co tham quyen de giai quyet theo quy dinh. 

Dieu 21. Tiep khfich trong nu.o.c 

, 1. Khach can lam viec vai lath dao Ban, Van phong bao cao lath dao Ban 
ve nOi dung, sap xep lich de lanh dao Ban lam viec; 1)6 tri chucmg trinh va chil 
tri citing tic phvc vv theo yeu cau cua lanh dao Ban phii hop vai quy dinh dm 
phi!) 1u4t va quy the dm Ban. 

2. Nguai thing &Au don vi to chirc tiep va lam viec vai lanh dao Vv (Phong, 
Ban) Thi dua - Khen thuong thuOc cac,BO, nganh, dia phuong; lanh dao cac don 
vi ngang cap ve cac nOi dung thuOc tham quyen giai quyet cua don vi hoc theo 
yeti cau dm lanh dao Ban. Trong qua trinh giai quyet cong viec, neu not dung c6 
lien quan den vv, don vi 'chic thi c6 the mai hop hoc truc tiep xin j,  kien don vi 
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3. Trung tam Tin hgc ph0i,  hqp,vai Van phong c6 trach nhiem cung cap 
thong tin teen mpg he thong phan mem dm Ban va xay dgng, phat trier' cac he 
thOng an toan an ninh thong tin nham dam bao an toan che dO thong tin, bao cao, 
bao mat dm Ban teen mpg. 

Dieu 24. Che cli) bio cao 

1. Pho Tnrang ban bao cao Tr&mg ban: 

a) Tinh hinh thirc hien nhang cong viec thuOc linh viec dugc phan cong phg 
trach, nhang viec vuqt qua tham quyen giai quyet va nhirng viec can xin 51 kien 
Truang ban. 

b) NOi dung va ket qua cac hOi nghi, cuOc hgp khi dugc Tnreyng ban uSt 
quyen tham du hoac chi dp cac hOi nghi. 

c) Ket qua lam viec va nh&ng kien nghi dm cac BO, nganh, dia phumg va 
d0i tac khi dugc cu tham gia cac doan ding tic a trong nuac va nuac ngoai. 

2. Cac vg, don vi bao cao lanh dao Ban: 

Nguai dUng dau don vi thirc hien day du the dO thong tin bao cao lath dp 
Ban theo quy dinh. 

Khi co van de phat sinh vuqt qua tham quyen quan lf dm vi, dan vi, nguai 
dung dau dan vi phai bao cao lanh dp Ban de xir 1/ kip thai. 

Dieu 25. Che TO bao mat 

1. Cac vg, don vi va cong chirc, vier' chirc thuOc Ban thirc hien the dO bao 
mat theo quy dinh oh phap luat. 

2. Van phong huang an, kiem tra viec thirc hien cong tac bao mat 
trong ca quan. 

3. Viec sir dung cac thiet bi d ghi am, ghi hinh, chgp anh...trong cac cuOc 
hgp, hOi nghi, lam viec,‘tiep xtac, tai Ban phai dugc thong bao va dugc nguai ch6 
tri va nguai lam viec, tiep xuc (long y. 

Dieu 26. Che dO kjilu4t lao dOng 

C8ng chi:iv, vier' chirc phai thirc hin nghiem tlic cac quy dinh ve the dO kS,  
luat lao Ong, bao Om: 

1. Chap hanh nghiem cac quy dinh tai Luat Can b0, cong chirc, Luat Vier' 
chirc va BO luat Lao Ong. 

2. dau 
tile chap hanh sir dieu Ong, phan cong nhiem vg dm nguari 

ding dau dan vi va lanh dp Ban. 

3. Bao dam hoan thanh tot chirc trach, nhiem vg dugc giao. 

4. Khong tiet 10 thong tin lien quan den bi mat cong tac dm ca quan 
Nha nuac. 
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5. Sir dung c6 hieu qua thai gia lam viec, c6 mat dimg gia tai ca quan theo 
gia hanh chinh; khong di muon, ye serm, lam viec rieng trong thai gian lam viec; 
khong sir dung dien thoai va trang thiet bi ctia ca quan vao viec rieng. 

6. Khi tham gia cic cu6c h9p phai th'' hien thii dO nghiem tic, c6 van h6a, 
phat bieu y kien phai ten tinh than xay dung va dam bao tiled gian chung dm 
cu6c h9p, h6i nghi; khong lam viec rieng, not chuyen rieng va khOng sir dung 
dien thoai trong gior h9p, h6i nghi. Tnrong hap c6 nhiem vu d6t xuat khong tie!) 
tic tham dir dugc cu6c h9p, h6i nghi phai bio cio va dugc sir &Ong j,  oh chic tga 
cu6c h9p. 

7. Khong dugc tier y dua khich vao nai lam viec trai quy dinh cila,ca quan; 
ra ngoai ca quan trong gia lam viec phai bio cio fa 1$,  do va dugc sirdong ji dm 
ngtred dung dau don vi. 

8. Trong thuc thi nhiem vu va quan he ding tic phai tuan thif theo thir bAc 
hanh chinh, kSr cuang va tat tier hanh chinh, dung tham quyen; chap hanh quy 
the lam viec va the hien ro chinh kien dm ca nhan; cap &fen phai nghiem tic 
chap hanh )", kien chi dao dm cap tren; phai deo the cong chirc, vier' chirc; thirc 
hien nghi8m cac quy dinh,ve dao dirc, van hoa giao tiep dm ngueri ding chirc, 
vien chirc. Khong,  hut thuoc IA trong phong lam viec, phong h9p. Nghiem cam 
uong nrgu, bia, do uong c6 con trong gia hanh chinh, trong gia nghi trua cUa 
ngay lam viec va ngay truc. Nghiem cam dinh bac duai m9i hinh thirc. 

9. Thuc hien nghiem tic Quy ch" lam viec cila Ban; Quy ch" lam viec dm 
vu, don vi; Quy the van hoa cong so va cac quy dinh khac ye trach nhiem, nghia 
vu cua cong claim, vien chirc. 

, Trong thuc thi cong vu, cong chirc, vien chirc c6 hanh vi nhung nhiL, 
phien ha hoac lgi dung chirc vu, quyen flan dugc giao de truc lgi duai m9i hinh 
thirc thi bi xem xet, kSr luAt theo quy dinh cila phap luAt va dm Dang (neu la 
Dang vien). Ngueri dimg dau don vi de xay ra viec cong chirc, vier) chirc‘thu6c 
quyen quan lSr c6 hanh vi nhung nhieu, phien ha hoac lgi dung chirc NT, quyen hp 
dugc giao de truc lqi trong thi hanh cong vu thi thy theo mirc d6 vi pham oh cong 
chirc, vien chirc bi xir l ,  trach nhiem ca nhan va trach nhiem lien dai. 

Dieu 27. Thu tic tai chinh dei voi di cong tic va tiep khich 
Cic thif tic tai chinh, mirc chi tieu, trich nhiem, quan he trong cap phat va 

thanh town chi phi cho di cong tic, tiep khich trong nu& va nuac ngoai dugc 
thirc hien theo cac quy dinh tai chinh hien hanh va Quy the chi tieu n6i b6 
dm Ban. 

Chuang 9 
TRACH NHIEM THI HANH 

Dieu 28. Ngtrei dirng &Au clan vi c6 trich nhiem (pin triet va tri& khai 
thirc hien Quy the nay den cong chirc, vien chirc thu6c quyen quan lr. 
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Cong chirc, vien chirc co trach nhiem thkrc hien nghiem cac quy dinh tai 
Quy che nay. 

Cac vv, don vi can dr vao Quy che lam viec dm Ban va chirc nang, nhiem 
vv cua vv, don vi de ban hanh Quy che lam viec. Vu TO chirc can b's;) có trach 
nhiem tong hop, bao cao lanh dao Ban. 

Cac don vi sv nghiep ding lap phai tuan thu thkrc hien cac quy dinh tai Quy 
che nay va Nghi dinh so 16/2015/ND-CP ngay 14/02/2015 dm Chinh phi] quy 
dinh co che tkr chu cua don vi skr nghiep cong lap. 

Dieu 29. Giao Vu ,truong 	Ti) chirc ,can 130 phoi hop vai Chanh Van 
phOng trien ,lchai, don doc thkrc hien Quy,  che va bao cao Tnremg ban (dinh kS,  
hoc 	xuat) tinh hinh thkrc hien Quy che. 

Dieu 30. Trong qua trinh thkrc hien Quy ch& cac vv, dan vi, cong chirc, 
vier' chirc thuOc Ban thay co nh&ng van de vuang mac can sira doi, bo sung thi 
phan anh bang van ban ye Vu To chirc can 1)0 de tong hop, bao cao Truang ban 
xem xet, quyet 

;6* 

THe TR 	0 NOI VI) 
Tran Thi Ha 
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