
UY B A N D A N T Q C 

S6: 3 ^ / Q D - U B D T 

C O N G H O A X A HOI C H U NGHIA VIET N A M 
Hoc lap - Tir do - Hanh PhiTc 

Ha Noi, ngay -/f thang 6 nam 2018 

Q U Y E T D I N H 
Ban hanh Quy che lam viec cua V u Chinh sach Dan toe 

B O TRirdNG, C H U N H I E M U Y B A N D A N X Q C 

C a n cTr Quydt dinh so 2 3 0 / Q D - U B D T , ngay 05/5/2018 cua B o trudng, C h u 
nhiem U y ban D a n toe quy dinh chuc nang, nhiem v u , quyen han v a co cau to chuc 
cua V u C h i n h sach D a n toe; 

C a n c u Quydt dinh s6 5 5 9 / Q D - U B D T ngay 25/9/2017 cua B o trudng, C h u 
nhiem U y ban D a n toe ve ban hanh Quy che lam viec cua U y ban D a n toe; 

X e t de nghi cua V u trudng V u C h i n h sach D a n tgc, 

Q U Y E T D I N H : 

Dieu 1. B a n hanh kem theo Quyet dinh nay Q u y che lam viec cua V u C h i n h 
sach D a n tgc, U y ban D a n tgc. 

Dieu 2. Quyet dinh nay cd hieu luc thi hanh ke tu ngay k y v a thay the Quyet 
djnh so 3 4 6 / Q D - U B D T ngay 08 thang 7 nam 2013 cua B o trudng, C h u nhiem U y 
ban D a n tgc ban hanh Q u y che lam viec cua V u C h i n h sach D a n tgc. 

Dieu 3. Chanh V a n phdng U y ban D a n toe, V u trudng V u T d chuc Can bd, 
V u trudng V u C h i n h sach D a n tgc, T h u trudng cac dan v i true thudc U y ban D a n 
too v a cac cdng chuc cua V u C h i n h sach D a n tgc chiu trach nhiem thi hanh Quyet 
dinh nky./.k^ 

Nai nhar^ B O T R l T C l N G , C H U N H I E M 
- N h u d i g u S ; 
- Bo trudng, Chu nhiem; 
- Cac Thu trudng, Pho Chu nhiem; 
- Cac don vi true thuoc U B D T ; 
- Cong Thong tin dien tu U B D T ; 
- L u u V T , T C C B , C S D T . 5 



D A N T O C C O N G H O A X A H O I C H U N G H I A V I E T N A M 

Doc lap - Tu- do - Hanh phuc 

Q U Y C H E L A M V I E C C U A V U C H I N H S A C H D A N T O C 
(Ban hanh kem theo Quyet dinh sd:3>i6/QD-UBDT ngay ^ thdng^ nam 2018 

cua Bo truang, Chu nhiem Uy ban Dan toe) 

Chu-ong I 
NHlTNG Q U Y DINH C H U N G 

Dieu 1. Pham vi va doi tu-gng dieu chinh 
1. Q u y che nay quy dinh ve nguyen tac, trach nhiem v a pham v i giai quyet 

cong viec, m o i quan he cong tac va che do lam viec cua V u C h i n h sach D a n toe 
(sau day goi tk la V u C S D T ) . 

2. C o n g chuc cua V u C S D T , cac to chuc, ca nhan c6 quan he lam viec v 6 i 
V u C S D T chiu su dieu chinh cua Quy che nay. 

Dieu 2. Nguyen tac lam viec 

1. V u C S D T lam viec theo che do T h u trudng v a tuan thu cac quy dinh cua 
phap luat v a Quy che lam viec cua U y ban D a n toe (sau day goi tat la U B D T ) . 
D a m bao su thong nhat v a doan ket nhat tri trong tap the L a n h dao V u C S D T , 
lanh dao cua chi bo. P h d i hop chat che giua lanh dao V u v d i C h i uy va td cdng 
doan, doan thanh nien bao dam dan chu, ro rang, cdng khai , minh bach va hieu 
qua trong td chuc cac hoat ddng theo chuc nang, nhiem v u , quyen han dugc giao. 

2. Trong phan cdng cdng viec, mdi viec chi giao mot ngudi phu trach va 
chiu trach nhiem chinh trudc V u trudng, Ididng giao chdng cheo, bd sot nhiem vu . 
Phan viec dung v d i trinh do chuyen mdn, nang luc v a sd trudng cua cdng chuc va 
ngudi lao ddng. 

r 

3. C d n g chuc V u C S D T phai x u ly v a giai quyet cdng viec dung pham v i 
trach nhiem, tham quyen; tuan thu trinh tu, thu tuc v a thdi han giai quyet cdng viec 
theo Quy che lam viec cua U B D T , tru tru'dng hgp dot xuat hoac cd yeu cau Idiac cua 
C O quan cap tren. 

Chii'o'ng II 

T R A C H N H I E M V A P H A M VI GIAI Q U Y E T C O N G VIEC 

Dieu 3. V u trudng V u C S D T 

1. Trach nhiem cua V u ti-udng V u C S D T dugc quy dinh tai D i e u 7 Quy che 
lam viec cua U y ban. 



2. V u tnjong V i i C S D T true lip g: ai q i yet eac cong viec sau day: . 

a) C o n g viec thuoc ITnh vuc : o \u tnfoig, tiuc tiep phu trach; 
y > r 

b) C o n g viec da giao cho Tbd V .ilrucng ihuc hien nhung thay can thiet phai 
r r 

giai quyet v i cap bach hoac noi d u i g ([uir vgr g hoac do Pho V u tarong dugc phan 
cong vang mat; nhung viec cac V L i l r u c i u ; con c6 y k ien Ichac nhau; 

c) N h u n g cong viec khac i n o ciuy dinh cua phap luat hoac do B g trudng, 
C h u nhiem hay T h u trudng, Pho ( ihi i ibier: giao hoac uy quyen. 

3. V u trudng V u C S D T dua ra ± a o l i a r l o n g tap the L a n h dao don v i trudc 
r r y 

Idii quybt dmh cac vdn de sau: 

a) C h u o n g trinh, ke hoach cdng t k ; b/iD cao tdng ket cua don v i ; 

b) Chien luge, quy hoach, kd hoacli p:.i\\. t i e n dai han; de an, du an, d u thao 
van ban phap luat do V u C S D T cliu tri xay dinig de B d trudng, C h u nhiem trinh 

7 > 7 A 

C O quan cd tham quyen ban hank :oac bar danh theo tham quyen; 

c) D u toan ngan sach thuc hien chirJi sach do v u quan ly va d u toan ngan 
sach hoat ddng hang nam cua V u ; 

d) C d n g tac td chuc bd may nhan su, th dua, khen thudng. Icy luat, nang 
luang, nang ngach cua V u CSDT" theo qa> cirJ i , 

d) N h u n g van de khac theo ([uy dinh n ia phap luat hoac do V u trudng thay 
can thiet phai dua ra thao luan troag tap the La i h dao don v i . 

Dieu 4. Pho V u trudng V ,i C S D T 

1. Cac Phd V u trudng dugc V y trudng jihan cdng phu trach mot sd ITnh vuc 
va dia ban cdng tac; dugc su d q r g qiq en n u i cua V u trudng khi giai quyet cac 
cdng viec thudc ITnh vuc dugc ])]iari cdng v a chiu trach nhiem trudc V u trudng, 
trudc phap luat ve nhung quyet c i : h cua minh. 

2. Phd V u trudng V u C S D T o6 rr k b nhiem: 

a) Chap hanh su chi dao, phar. cd ng ccng ;ac cua V u trudng; 

b) C h i dao. Idem tra, ddn doc viec tnuc nien cdng viec trong cac ITnh vuc, 
nhiem v u dugc phan cdng phu tr.ic n; 

c) K y thay V u trudng cac \an ban trong ITnh v u c dugc phan cdng phu trach 
va cac van ban Ichac theo uy quydn cua d k ' ruc ng; 

d) Phdi hgp vdi Phd V u trudng Idiae 1rcrg V y giai quyet cdng viec cd lien quan; 

e) Trudng hgp vang mat troin g id I k n v ec thi phai bao cao V u trudng; 

g) Thuc hien cac nhiem v u I d i k c o V i t i i iong giao. 

3. Phd V u trudng phai bao cao V y tudng rhCng van de sau: 
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a) N h u n g van de phap luat chua quy dinh, ehua c6 trong chuang trinh, ke 
hoach cong tac cua V u hoac m d i phat sinh, nhay cam, quan trong khac trong qua 
trinh thuc hien cac nhiem v u duo'c giao; 

b) C h u a n g trinh, ke hoach cdng tac va viec didu chinh noi dung, thdi han cac 
cdng viec da dugc xac dinh trong chuang trinh cdng tac cua V u C S D T thudc ITnh 
vuc dugc phan cdng phu trach; 

c) N h u n g van de c6 l ien quan den tu hai Pho V u trudng cua V u C S D T trd 
len nhuTig cac Phd V u trudng con cd y kien khac nhau hoac l ien quan ddn ITnh 
vuc do V u trudng phu trach; 

d) N h u n g van de Idiac kh i Phd V u trudng thay can thiet hoac theo yeu cau 
cua V u trudng. 

Dieu 5. Truong Phong, Pho Trudng phdng thuoc V u C S D T 

1. Trudng phdng chuyen mdn V u C S D T (sau day ggi chung la Trudng 
phdng) quan ly , dieu hanh hoat ddng cua phdng v a true tiep thuc hien mot so 
cdng viec trong ITnh vuc , chuyen m d n nghiep v u dugc phan cdng; chiu trach 
nhiem tru'dc phap luat v a trudc V u trudng viec thuc hien cac nhiem v u dugc giao. 

2. Trudng phdng cd trach nhiem: 

a) Chap hanh su chi dao, hudng dan cua V u trudng v a cac P h d V u trudng; 

b) X a y dung, trinh V u trudng d u kien chuang trinh, ke hoach cdng tac cua 
Phdng va td chuc thuc hien sau kh i dugc phe duyet; 

c) Phan cdng cdng viec cho cac cdng chuc v a td chuc thuc hien cac nhiem 
v u cua phdng theo su chi dao cua V u trudng, P h d V u trudng; theo doi , hudng 
dan, ddn ddc va danh gia ket qua thuc hien cdng viec cua cdng chuc va ngudi lao 
ddng thudc Phdng; 

r r 

d) C h u ddng thuc hien cac nhiem v u dugc giao true tiep giai quyet theo dung 
r 

trinh tu, thu tuc, thdi han ban hanh van ban, quy trinh giai quyet cdng viec; 
d) Phdi hgp v d i cac phong khac trong V u C S D T de giai quyet cac cdng viec 

cd l ien quan; bao cao L a n h dao v u ve cac van de vugt qua tham quyen hoac 
r \ r 

nhimg van de con cd y kien khac nhau giua cac Phdng; 
e) U y quyen cho mot P h d Trudng phdng quan ly , dieu hanh phdng Idii vang 

mat; trudng hgp vang mat trong gid lam viec thi phai bao cao v a dugc su ddng y 
cua Phd V u trudng true tiep phu trach; 

g) Thuc hien che do thdng tin, bao cao theo quy dinh; 

h) Thuc hien cac nhiem v u Idiac do V u trudng giao. 

3. Phd T r u d n g phdng giup Trudng phdng dieu hanh hoat ddng cua Phdng va 
true tiep thuc hien mot sd cdng viec trong ITnh vuc, chuyen mdn nghiep vu dugc 
phan cdng; chiu trach nhiem trudc Trudng phdng v a trudc phap luat ve ket qua 
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thuc hien cac nhiem v u do; t rucr g hgp vang mat trong g i a lam viec thi phai bao 
A 

cao v a dugc su ddng y cua Trudng; phong. 

Dieu 6. Cdng chuc V u C S D l 

1. Chap hanh su chi dao, b iumg d:m, olian cdng cdng tac cua cap tren; chiu 
trach nhiem ca nhan trudc phap l : a t \a truac Tanh dao v u ve tidn do, chat lugng, 
hieu qua thuc hien cac cdng viec: jugc giac: 

2. C h u ddng thuc hien cac nhiem v u d u g : phan cdng theo dung trinh tu, thu 
r 

tuc, thdi han ban hanh van ban, qoy trinii g i i i ryet cdng viec; 
3. Phdi hgp v d i cdng chuc, ngudi lao dgng Idiac c6 lien quan de giai quyet cdng 

viec; bao cao L a n h dao v u cac vhii dc; vugt ipia toam quyen hoac con cd y kien Idoac 
nhau; 

4. Nghien cuu, de xuat c a : oien ])hap nang cao chat lugng, hieu qua thuc 
hien nhiem v u dugc giao; 

5. Chap hanh nghiem tuc c ic quy dii i l i c ua phap luat hien hanh, noi quy, quy 
che cua c a quan, don v i va su c L i ilao cua cap quan ly true tiep; 

6. Thudng xuyen hoc tap, r.giiier cuu do nang cao trinh do nghiep vu chuyen 
mdn, trau ddi pham chat chinh t i , dac due: 

7. Chap hanh che do thdng i n , bao :ao quan ly , l u u g i u hd so cdng viec; 
quan ly v a su dung tai san, phi.'cag tien, n ang thiet b i lam viec dugc giao theo 
quy dinh; 

r A 

8. Trudng hgp vang mat trong g id laoi c i l : thi phai bao cao va dugc su ddng 
y cua V u trudng; 

9. Thuc hien cac nhiem v i i , quyen ban, ciach nhiem cua cdng chuc va theo 
quy dinh cua phap luat, cua c a quan, dan v i . 

Cbiryii:>l[[ 

Qlb ^ N t l E CC N(3 T A G 

A 

Dieu 7. Quan he cdng tac giua L a n h dac V u C S D T 
1. V u trudng thdng t in cho CE.C Pbn Vc trudng ve cac quan didm, chu truang, 

dudng Idi, chinh sach, phap luac, su chi dao ci:a L a n h dao U y ban trong cac ITnh 
vuc, nhiem v u thudc pham v i quan ly cua ^Ti . 

V u trudng chi dao su phdi jigp g .ua e.jc T hd V u trudng theo chuang trinh, kd 
hoach cdng tac v a quy che lam v dc Kdii tuuc l i ien cdng tac danh gia can bd, quy 
hoach, bd nhiem, dieu ddng, l u i r chuyen, khen thudng, k y luat ddi v d i Lanh dao 
phdng, V u trudng tham Ichao y k en cua cac E hd V u trudng trudc Idii thuc hien 
cac quy trinh ve cdng tac can bd theo quy ccnh. 
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2. Pho V u trudng chiu trach nhiem trudc V u trudng ve viec quan ly cac ITnh 
vuc, nhiem v u cdng tac V u trudng phan cdng phu trach. Cac Phd V u trudng phdi 

r y r 

hop tdt trong cdng tac v a thdng tin kip thdi ve viec giai quyet cac cdng viec dugc 
phan cdng. N d u cd vdn dd l ien quan ddn ITnh vuc do P h d V u trudng Idiac phu 
trach thi Phd V u trudng dugc giao chu tri cd trach nhiem chu ddng phdi hgp v d i 
Phd V u trudng dd de giai quyet; trudng hgp cdn cd y kien Idiac nhau thi bao cao 
V u trudng quyet dinh. 

3 . IChi V u trudng didu chinh su phan cdng cdng tac thi cac Phd V u trudng cd 
trach nhiem ban giao ngi dung cdng vide, hd so, tai l ieu cd l ien quan va bao cao 
V u trudng. 

Dieu 8. Quan he cdng tac giua Lanh dao V u C S D T vdi phong 

1. It nhat 01 thang mot l i n , V u trudng, Phd V u trudng V u C S D T lam vide 
v d i toan thd cdng chuc cua phdng de nghe bao cao, danh gia tinh hinl i , ket qua 
thuc hien chuang trinh, kd hoach cdng tac cua phdng. 

2. Trudng phdng chiu su chi dao, kidm tra, ddn ddc va bao cao kip thdi v d i Phd 
V u trudng true tidp phu trach chuydn mdn vd vide thuc hien cac nhiem vu dugc giao 
va kien nghi cac van de can giai quyet trong qua trinh thuc hien nhiem vu. 

3. Trong qua trinh giai quyet cdng vide, ndu phat sinh Ichd khan, vudng mac, 
nhung van de m d i hoac vugt qua tham quydn thi T r u d n g phdng bao cao x i n y 
kidn chi dao cua Phd V u trudng true tidp phu trach chuydn mdn. Trudng hgp cd y 

r r r 

kidn khac v d i P h d V u trudng true tiep phu trach thi phai chap hanh su chi dao dd 
nhung cd quyen bao l u u y k ien va bao cao v d i V u trudng. 

Dieu 9. Quan he giua cac phong 

1. Trong qua trinh trien Idiai thuc hien nhiem v u dugc giao, ndu cd van de 
phat sinh l ien quan den cac phdng Idiac thi phdng dugc giao chu tri cd trach 
nhiem chu ddng phdi hgp v d i phdng cd lien quan dd de giai quydt. 

r r r 

2. Cac phdng cd trach nhiem phdi hgp v d i nhau trong vide giai quydt cac van 
de cd l idn quan den chuc nang, nhiem v u chung cua V u C S D T v a chuc nang, 
nhiem v u cua m d i phdng. 

3. Trudng hgp vugt qua thdm quydn hoac cd y kien Idiac nhau giua cac phdng 
thi Trudng phdng cd trach nhiem bao cao L a n h dao dan v i true tiep phu trach. 

Dieu 10. Quan he cdng tac giua Lanh dao V u C S D T vdi cac V u , dan vi, 
td chuc trong va ngoai U B D T 

Quan he cdng tac g iua L a n h dao V u C S D T v d i cac V u , dan v i , to chuc trong 
v a ngoai U B D T dugc thuc hien theo Quy ehd lam vide cua U y ban va van ban cd 
lidn quan. 
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C h u o - u i l V 
C H E DO L A M VIEC 

Dieu 11. Lap chirang trinh confj tac 

1. C h u a n g trinh cong tac cua V\\ C^YJY do L a n h dao V u giao nhiem v u cho 
Phong C h i n h sach K i n h te - Long hgp thuc hien. 

2. C h u a n g trinh cong tac ciia V u C S L ' T 

a) C h u o n g trinh cong tac n i m : 

C a n cu vao phuang hudng, nhiem V L va chucmg trinh cong tac cua U y ban, 
r r 7 

ket qua thuc hien cdng tac nam tiuoc, Phb in C h i n h sach K i n h te - Tdng hgp lap 
d u kien xay dung chuang trinh c3ng tac na x trinh L a n h dao V u xem xet. L a n h 
dao V u thao luan tap the trudc l-L: ti-inh L inh c ao U y ban true tiep phu trach xem 
xet, phe duyet. 

C h u a n g trinh cdng tac n a n ;ua V u bao g;dm: ngi dung cdng viec, thdi han 
hoan thanh, phan cdng trach nhiem den turg padng chuyen m d n cua V u . 

b) C h u a n g trinh cdng tac q ay: 

C a n cu vao chuang trinh cd : g ti c n i i n , Let qua thuc hien nhiem v u cua quy 
trudc va cac nhiem v u m d i phai d m , P h d : g (Ihinh sach K i n h te - Tdng hgp xay 
dung chuang trinh cdng tac quy cua \ la. trinih I anh dao V u k y phe duyet. 

A r 

Trudng hgp cd su dieu c h i r h ngi dung, t en dd thuc hien cdng viec, phdng 
phai bao cao va dugc su dong y caa Phd vu t iudng true tiep phu trach. V i e c dieu 
chinh dugc thuc hien theo Q u y ( be lain vi§( cua U y ban 

c) C h u a n g trinh cdng tac th a ug 
A r 

H a n g thang, can c u vao chuong tri ah c cng tac da dugc phe duyet va ket qua 
thuc hien nhiem v u cua V u v a c aa (ao phdng chuyen mdn, Phdng Chinh sach 
K i n h te - Tdng hgp xay dung chuoxig t r i r h ccng tac thang bao cao Lanh dao V u 
phe duyet. 

C h u o n g trinh cdng tac thang, dau qaj ' dugc the hien cu the trong chuong 
trinh cdng tac quy. 

d) T h d i han xay dung chuang trinh cdng mc cua V u C S D T 

Phdng C h i n h sach K i n h td - bong ha: c l ia ddng phdi hgp v d i Phdng Chinh 
sach X a hdi hoan thanh chuang d inh adng hie nam, hang quy, hang thang cua V u 
C S D T , trinh L a n h dao V u k y v a gui V a n pl idag U y ban. 

D d i v d i chuang trinh cdng lac l a m , ky gui trudc ngay 15 thang 11 hang 
nam. C h u a n g trinh cdng tac quy, ky gui trade ngay 10 cua thang cudi quy. 
C h u a n g trinh cdng tac thang, k y gui t imic ngay 24 hang thang. 

5 



3. C a n c u vao chuang trinh cong tac cua V u v a cua phong, tung cong chuc 
V u C S D T phai xay dung va bao cao chuang trinh cong tac ca nhan v a i V u truong 
v a cac Pho V u trudng. 

T h d i han bao cao chuang trinh cdng tac cua ca nhan cdng chuc va ngudi lao 
ddng V u C S D T : D o i v d i chuang trinh cdng tac nam, bao cao trudc ngay 5 thang 11 

r 

hang nam. Chuang trinh cdng tac quy, bao cao trudc ngay 3 cua thang cudi quy. 
Chuang trinh cdng tac thang, bao cao trudc ngay 15 hang thang. 

Dieu 12. Theo doi, danh gia ket qua thuc hien chuang trinh cdng tac 

H a n g thang, hang quy, 6 thang va hang nam hoac theo yeu cau, cac phdng 
chuyen mdn ra soat, thdng ke, danh gia viec thuc hien chuang trinh cdng tac, gui 
Phdng Chinh sach K i n h te - Tdng hgp de bao cao V u trudng V u C S D T ket qua giai 
quyet cac cdng viec dugc giao, nhung cdng viec con tdn dgng, hudng giai quyet 
tidp theo, kidn nghi vide didu chinh, bd sung chuang trinh cdng tac trong thdi gian 
tdi . Kdt qua thuc hien cdng vide la mot tieu chi quan trgng dd xem xet, danh gia 
vide hoan thanli nhiem v u cua phdng va cua timg cdng chuc va ngudi lao ddng. 

Phdng C h i n h sach K i n h td - Tdng hgp giup V u trudng V u C S D T thudng 
xuydn theo ddi , ddn ddc, tdng hgp, bao cao kdt qua thuc hien chuang trinh cdng tac 
cua cac phdng chuyen mdn. 

Dieu 13. Scan thao va ky duyet van ban 

V i d e soan thao van ban cua V u C S D T dugc thuc hien theo quy dinh cua 
phap luat, Q u y che lam vide cua U y ban va cac quy dinh cu thd sau: 

1. V a n ban trinh L a n h dao U y ban ley hoac phd duyet thi V u trudng V u 
C S D T hoac Phd V u trudng true tidp phu trach chuydn m d n (trong trudng hgp 
dugc uy quyen) k i e m tra, k y tdt vao van ban v a chiu trach nhiem trudc L a n h dao 
U y ban k h i van ban dugc ban hanh. 

2. V a n ban do Phd V u trudng ley thay phai dugc gui bao cao V u trudng. 

3. V a n ban do V u trudng V u C S D T ley thua Idnh B d trudng, C h u nliidm theo 
quy dinh hoac dugc B d trudng, C h u nhiem uy quydn thi Trudng phdng hoac cdng 
chuc v a ngudi lao ddng dugc phan cdng xay dimg van ban ley tat va chiu trach 
nhiem trudc V u tru'dng lehi van ban dugc ban hanh. 

V a n ban ley thua Idnh dugc gui bao cao L a n h dao U y ban theo quy dinh. 
Trudng hgp P h d V u trudng k y thay V u trudng cac van ban ley thua Idnh thi van 
ban phai dugc gu i bao cao V u trudng va L a n h dao U y ban theo quy dinh. 

4. V a n ban do cdng chuc V u C S D T soan thao phai trinh lanh dao phdng 
trudc lehi bao cao L a n h dao V u (Tru trudng hgp L a n h dao V u giao true tidp 
nhung lehi hoan thanh phai bao cao lai L a n h dao phdng). 
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5. Sau kh i van ban dugc ban bar h. ccng chuc dugc phan cong xay dung van 
ban CO trach nhiem theo doi va b i o c ao /§ viec thuc hien van ban v a i L a n h dao 

r 

true tiep phu trach theo quy dinh. 

A 

Dieu 14. Hop 

Che do hop cua dan v i dure thuc li icn theo Q u y che lam viec cua U y ban va 
cac quy dinh cu the sau: 

1. H g p giao ban L a n h dao V L C S D T 

Lanh dao V u hgp giao ban h i i i g tuar de danh gia tinh hinh thuc hien chuong 
trinh cong tac tuan trucac va trien e:ai thuc nien cong viec trong tuan tiep theo. 

r f 

L a n h dao V u c u ngudi ghi b en ban \\ thdng bao ket luan hgp giao ban den 
cac phdng chuyen mdn. 

l . H g p V u C S D T dinh k y : 

a) Hang thang, V u trudng v) chuc h)p toan the cdng chuc cua dan v i de 
thdng bao cac boat ddng cua L } ban -̂ k cac. V u , dan v i cd l ien quan den chuc 
nang, nhiem v u cua V u , danh gia Uih hint: thuc hien chuang trinh cdng tac trong 
thang v a trien Idiai chuang trinh cdng tac o ' a thang tiep theo. 

b) H a n g quy, V u trudng hep toan ihd ocdr.g chuc de thdng bao cac boat ddng 
cua U y ban va cac V u , dan v i cc tier cua:i den chuc nang, nhiem v u cua V u , sa 
ket tinh hinh thuc hien chucmg r r i i h ed:ig t ic cuy v a trien Ichai thuc hien chucmg 
trinh cdng tac cua quy tiep theo \\ cac ngi dung Ichac theo Quy che lam viec cua 
U y ban. 

c) V i e c td chuc hgp cdng chuc de sc ke ;, tdng ket, danh gia viec thuc hien 
chuang trinh cdng tac cua don vj dinli ky sau thang va hang nam dugc thuc hien 
theo Quy che lam viec cua U y ban. 

d) Phdng C h i n h sach K i n i i te - Torig lioro c u ngudi ghi hien ban cd trach 
r / r 

nhiem thdng bao ket luan cudc hop cen cac phdng chuyen mdn. Cac thdng bao ket 
luan dugc gui bao cao L a n h dao by ban crirc tiep phu trach de biet va theo ddi. 

3. H g p Phdng: 

Hang thang, hang quy, 6 thar.g va hang r i m , Trudng phdng td chuc hgp tap 
the cdng chuc cua phdng de thdng bao tinh hinh boat ddng cua V u va cua U y ban 
cd lien quan den chuc nang, n h i e n mi , qnySn ban ctua phdng; danh gia tinh hinh, 
ket qua thuc hien cdng viec dugc giao cua piVmg v a cda tung cdng chuc, ngudi lao 
ddng; thao luan cac bien phap td couc thuc hien chuang trinh cdng tac dugc giao. 

4. Trong trudng hgp can taict, " / u trudng hgp cdng chdc ctaa V u , Trudng 
phdng hgp cdng chiac ctaa phdng de thao luan \ ii g ia i quyet cdng viec theo yeu cdu 
nhiem vta dugc giao hoac theo yen cau c k cap tren. 
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A 

Dieu 15. Thong tin 

Che do thong t in cua V u dugc thuc hien theo quy dinh cua phap luat, Quy 
che lam viec cua U y ban v a cac quy dinh cu the sau: 

A 

1. V u trudng hoac Phd V u trudng V u C S D T dugc uy quyen c6 trach nhiem 
A ^ 9 A 

thdng t in ve viec thuc hien chuang trinh, ke hoach cdng tac cua U y ban; truyen 
dat y kien chi dao cua L a n h dao U y ban tdi cdng chuc va ngudi lao ddng cua V u ; 
tiep nhan va giai quyet hoac bao cao L a n h dao U y ban giai quyet nhung kien nghi, 
de xuat cua cdng chuc, ngudi lao ddng trong V u cd l ien quan den viec thuc hien 
nhiem v u cua U y ban v a cua V u . 

2. Trudng phdng cd trach nhiem thdng t in ve viec thuc hien chuang trinh, ke 
hoach cdng tac cua V u ; truyen dat y kien chi dao cua L a n h dao V u tdi cdng chuc; 

r r r r \ 

tiep nhan, giai quyet hoac bao cao L a n h dao V u giai quyet nhung kien nghi, de 
xuat cua cdng chuc cd l ien quan den viec thuc hien nhiem v u cua V u va cua 
phdng. 

A 

3. N g o a i cac nhiem v u dugc quy dinh tai khoan 2 D i e u nay, theo chi dao cua 
V u trudng thi chain nhat la sau 02 ngay ke tu ngay dien ra cudc hgp, Trudng 
phdng Phdng C h i n h sach K i n h te - Tdng hgp c6 trach nhiem thdng t in ve ket luan 
cac cudc hgp cua dan v i dugc quy dinh tai D i e u 14 Q u y che nay den cac cdng 

A 

chuc va ngudi lao ddng thudc V u . C a n cu vao ngi dung cua thdng t in va dieu kien 
cu the, cac ket luan cd the dugc thdng bao theo cac hinh thuc sau: 

a) G u i vao hop thu dien tu cua tung cdng chuc v a ngudi lao ddng thudc dan v i ; 
A 9 / r r 

b) Y e u cau T r u d n g phdng phd bien true tiep den cac cdng chuc va ngudi lao 
ddng cua Phdng; 

D i e u 16. Bao cao 

Che dd bao cao cua V u C S D T dugc thuc hien theo quy dinh cua phap luat, 
r n 9 

Quy che lam viec cua U y ban va cac quy dinh cu the sau: 

1. Phd V u trudng V u C S D T cd trach nhiem: 

a) Bao cao dinh k y hang tuan, hang thang, hang quy, 6 thang va hang nam 
v d i V u trudng ve viec quan ly , dieu hanh ITnh v u c , nhiem v u dugc phan cdng phu 
trach; ket qua thuc hien cac nhiem v u dugc giao; 

b) Bao cao ket qua di cdng tac, tham gia hgp, hdi thao v d i V u trudng theo 
quy dinh; 

c) Bao cao dot xuat theo yeu cdu cua V u trudng, L a n h dao U y ban trirc tidp 
phu trach. 

2. T r u d n g phdng cd trach nhiem: 
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a) Bao cao dinh k y hang tu§n, haiig thing, hang quy, 6 thang va hang nam 
r y r 

v a i L a n h dao dan v i true tiep phu tra:h " ^ k ' t:nh hinh v a ket qua thuc hien cac 
nhiem v i i dugc giao cua phong; 

b) Bao cao ket qua di cong tac, tham 3;;s hop, hoi thao v a i L a n h dao don v i 
true tiep phu trach theo quy dinh; 

c) Bao cao dot xuat theo yeu cau ciia 'Vu audng hoac Pho V u trudng. 

3. C d n g chuc ciia dan v i cc n ach nhiem: 

a) Bao cao dinh k y hang t a i n , Lang tVmg, hang quy, 6 thang va hang nam 
v d i L a n h dao true tiep phu t r a c i ve t in a hinh va ket qua thuc hien cac nhiem v u 
dugc giao; 

b) Bao cao ket qua di cdng t ie , tliam jda nop, hdi thao v d i L a n h dao true tiep 
phu trach theo quy dinh. 

A 

c) Bao cao cac ngi dung Idac tlieo qiy dinh hoac theo yeu cau cua Lanh dao 
true tiep phu trach hoac L a n h dao cap trcr . 

4. N d i dung, h inh thuc, thdi han ci.a cac bao cao dugc dugc quy dinh tai 
D i e u nay thuc hien theo quy d i m ciia U y ban hi V u trudng V u C S D T . 

A 

Dieu 17. Quan ly cdng van, tai lieu 

Che do quan ly cdng van, ta l ieu cua clmi v i dugc thuc hien theo quy dinh 
Clia phap luat, cac quy che lam \iilz c i a Uy ban v a cac quy dinh cu the sau: 

1. C d n g chuc cd trach nhier: tliirc hien c ac quy dinh ciia phap luat, cua U y 
ban v a ciia don v i ve van thu, \\ri tru. 

2. C d n g chiic dugc giao dam nhii im cdiijg tac van thu cd trach nhiem tiep 
nhan van ban g i i i den, vao sd cdng \an va chuyen cho V u trudng hoac Phd V u 
trudng dugc V u trudng uy quyen x i i I3' v an ban; phat hanh, theo ddi va luu tru 
cdng van g i i i d i ci ia don v i theo q ay dinh. 

\ r r 

3. C d n g chuc quan ly, l u u giir, bao nrat h i sa, giay td l ien quan den l inh vuc 
cdng tac dugc giao theo quy dinh cua paup luai;. K h i di cdng tac, nghi phep, nghi 
viec rieng, cdng chiic v a ngudi lao d i n g ( d tiuch nhiem ban giao hd so, gidy td 
cho ngudi dugc phan cdng thuc 1 tin cdng viec. 

Dieu 18. Quan ly lao dong ( ia don \ i 

1. V i e c quan ly lao ddng c i i r V i i CbUl tuan theo cac quy dinh ciia phap luat. 

2. C d n g chuc di cdng tac, thEin gin cue cade hop, hdi nghi , hdi thao theo su 
phan cdng hoac dugc su ddng y cua \ 'u tr imng V u trudng cd trach nhiem c i i can 
bd cd tieu chuan phu hgp v d i yen can cdag viiic v a chiu trach nhiem ve viec c i i 
can bd. 
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C a n bo dirge cu la dai dien cua don v i tham gia doan cong tac, cuoc hop, hoi 
nghi, hoi thao, c6 trach nhiem bao cao v a i L a n h dao V u ve chuang trinh, noi 
dung, cac y kidn se phat bidu. Sau lehi ket thuc chuydn cong tac hoac tham gia 
hop, hoi nghi , hoi thao thi cong chuc dugc c u c6 trach nhiem bao cao kdt qua v o i 
L a n h dao V u true tidp phu trach va Truang phong. 

3. V i d e c u cong chuc di dao tao, boi duang d nude ngoai thuc hien theo quy 
dinh Clia phap luat v a quy dinh ciia U y ban. 

4. C d n g chiic va ngudi lao ddng nghi phep, nghi dm, nghi thai san, nghi vide 
ridng phai bao cao V u trudng dd giai quyet theo quy dinh ciia phap luat. 

A w r r 

Dieu 19. Giai quyet khieu nai, td cao 

Vide giai quyet lehidu nai , td cao cua dan v i dugc thuc hien theo quy dinh 
Clia phap luat. 

Dieu 20. Quan ly tai san 

Chd dd quan ly tai san, thuc hanh tidt k i d m , chdng lang phi , chdng tham 
nhung cua V u C S D T dugc thuc hien theo quy dinh hien hanh ciia phap luat va cac 
quy che cua U y ban. 

A r 

Dieu 21. Tiep khach 
1. C d n g chiic v a ngudi lao ddng lam vide tai tru sd c a quan Ididng dugc tuy 

tidn dua lehach hoac ngudi nha vao tru sd c a quan; trudng hgp cd khach den lidn 
he cdng tac, can hudng dan khach chap hanh ndi quy cdng sd; khdng de khach 
lam anh hudng ddn hoat ddng chung ciia c a quan, dan v i . 

2. V i d e tiep Idiach la cdng dan trong nude den l idn he giai quydt cac cdng 
vide thudc pham v i tham quyen ciia U y ban dugc thuc hien theo Quy chd lam vide 
va cac quy dinh cd lien quan ciia U y ban. 

3. V i d e tiep khach nude ngoai dugc thuc hien theo Q u y che lam vide ciia U y 
ban v a cac quy dinh hien hanh ciia nha n u d c . / . k A ^ 
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