
UY BAN DAN TOC CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tir do - Hanh phuc 

S6: W Q D - U B D T — ' '' 
Ha Noi, ngay thang Cit/nam 2017 

Q U Y E T DINH 

Ban hanh Ke hoach hoat dong cua Van phong Uy ban 
thirc hien nhiem vu cong tac nam 2017 

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

Can cu Nghi dinh s6 84/2012/ND-CP ngay 12 thang 10 nam 2012 cua 
Chinh phu quy dinh chuc nang, nhiem vu, quyen han va ca cau to chuc cua Uy 
ban Dan toe; 

Can cu Quydt dinh s6 162/QD-UBDT ngay 03/4/2013 cua Bo truang, 
Chu nhiem Uy ban Dan toe quy dinh chuc nang, nhiem vu, quyen han va co cau 
to chuc cua Van phong Uy ban Dan toe; 

Can cu Quyet dinh s6 733/QD-UBDT ngay 23 thang 12 nam 2016 cua Bo 
truang, Chu nhiem Uy ban Dan toe ve vice giao Ke hoach cong tac nam 2017; 

Xet de nghi cua Chanh Van phong Uy ban, 

Q U Y E T DINH: 

Dieu 1. Ban hanh kem theo Quyet dinh nay Ke hoach boat dong cua Van 
phong Uy ban thuc hien nhiem vu cong tac nam 2017. 

Dieu 2. Quyet dinh nay c6 hieu luc thi hanh ke tu ngay ky ban hanh. 

Dieu 3. Chanh Van phong Uy ban va Thu truang cac Vu, dan vi lien quan 
thupc Uy ban Dan too chiu trach nhiem thi hanh quyet dinh nay././Jr^ 

Nffinhan: 
- Nlur Dieu 3; 
- Bo truang, CNUB (d^ b/c); 
- Cac TT, PCNUB; 
- C6ng TTDT UBDT; 
-Luu; VT, VPUB(10 ban). 4g 

K T . BO TRirdNG, C H U N H I E M 
• ' • 
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;jrakBAN DAN TOC 

mi 
CONG HOA XA HOI CHU N C H I A VIET N A M 

Doc lap - Ty do — Hanh phuc 

K E H O A C H H O A T D O N G C U A V A N PHONG UY B A N THlTC HIEN N H I E M V U C O N G T A G N A M 2017 
" ' itp^ kem theo Quyet dinh so ^^/QD-UBDTngay thang namcua Bo truang, Chu nhiem Uy ban Dan toe) 

Stt 
1 — * ^ . . ^ i m 

Noi dung nhiem vu Chi dao Lanh dao va chuyen vien 
tru-c tiep thuc hien 

Thoi gian thuc hien Thdi gian 
trinh LDUB 

San pham Ghi chi Stt 
1 — * ^ . . ^ i m 

Noi dung nhiem vu Chi dao Lanh dao va chuyen vien 
tru-c tiep thuc hien Q l Q2 Q3 Q4 

Thdi gian 
trinh LDUB 

San pham Ghi chi 

I Cong tac tham mu-u, tong hop 

1 
Thuc hien nhiem vu Thu ky Bo trucmg, 
Chu nhiem Uy ban va giiip viec cac dong 
chi Thu truang, Pho Chu nhiem Uy ban 

Chanh Van phong, 
PCVP Nguygn Van 

Thiic, PCVP 
Nguyen Dinh 

Vugng 

Thu ky Bg trudng, thu ky 
giiip vice Thu trudng, Pho 
Chu nhiem (Phdng Thu ky 
- Tong hgp) 

X X X X Hang ngay 

2 
T6ng hop, tham muu xay dung chuang 
trinh cong tac tuan, thang cua Lanh dao 
Uy ban. 

PCVP Nguybn 
Dinh Vugng 

Ngd Quang Hai, Nguyen 
• \ 7 ^ T T C / n U A « ™ T ^ l , , « 

Van Huan (Phong Ihu ky 
- Tong hgp) 

X X X X Hang tuan 
Chuang trinh 

cong tac 

J 
Xay dung cac bao cao chi dao, dieu hanh 
cua L D U B hang tuan, thang, quy, 6 thang 
va nam. 

PCVP Nguyen 
Dinh Vugng 

Lanh dao va chuyen vien 
Phdng Thu ky - Tong hgp 

X X X X Hang thang Bao cao 

4 

Thong bao y kien ket luan cua Lanh dao 
Uy ban den cac Vu, dcm vi thugc Uy ban, 
cac to chuc, ca nhan co lien quan; theo 
doi, don doc, kiem tra vice thuc hien cac 
van ban, y kien ket luan, chi dao cua 
î anh dao Uy ban 

PCVP Nguydn 
Dinh Vugng, 

r U V r INguycn van 
Thuc. 

Lanh dao va chuyen vien 
r nong t nu Ky — i ong nop 

X X X X 

Sau cac cuoc 
hop cua 
L D U B . 

Thong bao ket 
luan 

5 

Thuc hien nhiem vu dau moi giup Lanh 
dao Uy ban thuc hien cac moi quan he 
cong tac vai cac Bg, nganh trung uang va 
dia phuang. 

Chanh Van phdng 
Lanh dao va chuyen vien 
Phdng Thu ky - Tong hop 

X X X X Hang quy 
Bao cao thuc 

hien 

6 
Thuc hien nhiem vu Ngudi phat ngon cua 
Uy ban toe khi dugc Bg trudng, Chu 
nhiem phan cong 

Chanh Van phdng 

Tran Tuan Anh, Nguyen 
Tien Hoan, Nguyen Thanh 
Hang (Phdng Thu ky -
Tong hgp) 

X X X X Hang quy 
Bao cao thuc 

hien 

A C 
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Stt Noi dung nhiem vu Chi dao 
Lanh dao va chuyen vien 

true tiep thyc hien 
Thoi gian thyc hien Thoi gian 

trinh LDUB 
San pham Ghi chu Stt Noi dung nhiem vu Chi dao 

Lanh dao va chuyen vien 
true tiep thyc hien Ql Q2 Q3 Q4 

Thoi gian 
trinh LDUB 

San pham Ghi chu 

7 

Xay dung Ke hoach to chuc cac Doan 
Lanh dao Uy ban lam vice vai dia 
phuang ve tinh hinh thuc hien cong tac 
dan tgc. 

PCVP Nguyin 
Dinh Vugng 

Nguyen Van Hanh, cac 
thu ky giiip vice Thu 
trudng, Pho Chu nhiem 
(Phdng Thu ky — Tong 
hgp) 

X X Quy II, Quy IV Quyet dinh 

8 
Thuc hien nhiem vu tiep nhan, tham 
muu, de xuat xu ly cac van ban, tai lieu 
den trinh LDUB 

PCVP Nguyin 
Dinh Vugng 

Pham Phii Thinh, Nguyen 
Thanh Hang, Nguyen Tien 
Hoan (Phdng Thu ky -
Tdng hgp) 

x X X X Hang ngay Phieu trinh van 
ban den. 

9 
Thuc hien nhiem vu tiep nhan, tham 
muu, de xuat xu ly To trinh, du thao van 
ban ciia cac Vu, don vi trinh L D U B 

Chanh Van phdng 
PCVP Nguyin Dinh 

Vugng, cac dong chi Thu 
ky, giiip vice L D U B 

X X X X Hang ngay 

10 

Theo doi, don doc, kiem tra, tong hgp, 
tham muu, de xuat vice thuc hien nhiem 
vu, ket luan, chi dao ciia Bo trudng, Chu 
nhiem Uy ban giao (theo QD s6 495/QD-
UBDT ngay 19/9/2016 ciia Bg trudng, 
Chu nhiem UBDT) 

Chanh Van phdng 

PCVP Nguyin Dinh 
Vugng, Ngd Quang Hai, 
Nguyen Thanh Hang 
(Phdng Thu ky - Tdng 
hgp) 

x X X X Bao cao 

11 
Tong hop, xay dung bao cao tinh hinh 
thuc hien nhiem vu Chinh phu, Thu 
tudng Chinh phii giao UBDT 

PCVP Nguyen 
Dinh Vuong 

Ngd Quang Hai, Nguyen 
Thanh Hang (Phdng Thu 
ky - Tdng hgp) 

X X X X Hang thang Bao cao 

12 
Xay dung ke hoach to chiic cac Hoi nghi 
so ket, tong ket cong tac dan toe ciia Uy 
?an Dan too 

PCVP Nguyen 
Dinh Vuong 

Nguyen Van Hanh, 
Nguyen Tien Hoan, 
Nguyen Thanh 
Hang(Phdng Thu ky -
Tdng hgp) 

X X X X Cudi thang 
Ke hoach, Giay 

mdi 

13 
Xay dung Ke hoach Lanh dao Uy ban di 
chiic Tet Nguyen dan 

Chanh Van phdng, 
PCVP Nguyin Van 
Thiic, PCVP 
Nguyen Dinh 
Vugng 

Lanh dao, chuyen vien 
phdng Thu ky - Tdng hgp 

X Quy IV Quyet dinh 

II 'hi dua khen thirong 
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Stt Noi dung nhiem vu Chi dao 
Lfaiifi uao va ciiuycii vieii 

true tiep thuc hien 
Thoi gian thyc hien 1 r\ Db*i n t n "n 

I nui gian 
trinh LDUB 

San pham Ghi chij Stt Noi dung nhiem vu Chi dao 
Lfaiifi uao va ciiuycii vieii 

true tiep thuc hien Ql Q2 Q3 Q4 

1 r\ Db*i n t n "n 

I nui gian 
trinh LDUB 

San pham Ghi chij 

1 A 

14 
Thuc hien nhiem vu Thudng true Hoi 
dong thi dua khen thudng cua Uy ban 

PCVP Mai Linh 
Nham 

Nguyen Van Khiem, 
phdng 1 hi dua khen 
thudng 

X X X X 

1 J 
Ke hoach to chiic phong trao thi dua va 
cong tac khen thudng nam 2017 

PCVP Mai Linh 
Nham 

Nguyen Van Khiem, 
phdng Thi dua khen 
thudng 

X Dau thang 2 TV- i: 1 1 

Ke noacn 

16 

Huong dan va tdng hgp ket qua khen cao 
ciia cac vu, don vi; tham muu cac van 
ban trinh Hdi ddng TD-KT xet khen cao 
nam 2016; hoan thien van ban de nghi 
khen cao sang Ban TD-KT Trung uong 

PCVP Mai Linh 
Nham 

Dinh Cdng Luan, Luu Thi 
Mai Huong Nguyen Thi 
Thinh, Ha Chi Cdng 

X X Thang 04 
Bao cao tdng hgp 

hd so, Td trinh 
khen thudng 

17 
Tham muu van ban ddn ddc va tdng hgp 
dang ky thi dua nam 2017 

PCVP Mai Linh 
Nham 

Nguydn Thi Thinh, Ha 
Chi Cdng, Luu Thi Mai 
Huong 

X Cudi thang 02 

Cdng van hudng 
dan va thdng bao 
ket qua dang ky 

thi dua 2017 

18 
Trien khai ap dung phan mem quan ly hd 
so khen thudng theo Thdng bao sd 
1901 /TB-BTDK1 1W ciia BTD-KT TW 

PCVP Mai Linh 
JNUam 

Dinh Cdng Luan, Nguyen 
Thi Thinh, Ha Chi Cdng, 
Luu Thi Mai Huong 

X X X X 

Khi CO ke 
hoach trien 

1 X f V 1 XV V 1 f V 1 J f\ vA 

Kjiai cua hian 
TD-KT TW 

Phdn mdm QLDL 

1 n 19 
Phdi hgp thuc hien chuomg trinh kiem 
tra, Ktiao sat ugt 1 nam zUl / cua KJioi thi 
dua cac bd, nganh tdng hgp 

PCVP Mai Linh 
Nham 

Dinh Cdng Luan, Nguyen 
1 ni 1 miui, ria uni Uong, 
Luu Thi Mai Huong 

X 7""̂  V V At V +Tv XV -v-v XV- ^ 

uuol tnang J 
Bao cao ket qua 

kiem tra 

or> Zu 
î hdi hgp vdi Vu Chinh sach dan toe thuc 
lien cdng tac khen thudng trong Cudc thi 
"Tim hieu chinh sach dan toe". 

PCVP Mai Linh 
Nham 

Luu Thi Mai Huong, Ha 
Chi Cdng 

Khi CO Ke 
r\ X V X \ XV rA XV V v x\ 

noacn cua 
UBDT 

I 11 1V rxvL f~i t w IA 

iguyct Qinn 

21 

T^hoi hgp vdi Vu Dan too thieu s6 thuc 
lien cdng tac khen thudng trong Le: 
"Tuyen duong ngudi c6 uy tin, nhan si, 
tri thiic va doanh nhan tieu bieu vung 
uong Dao uan loc inicu so va mien iiui 
nam 2017". 

P C V P Mai Linh 
Nham 

Luu Thi Mai Huong, Ha 
Chi Cdng 

Khi CO Ke 
hoach cua 

UBDT 
Quyet dinh 

  
 
 
 
 

         
 
 
 
 
     www.LuatVietnam.vn 

 
 
  
 
 
 
 
 
 
 

           
    



stt Noi dung nhiem vu Chi dao 
Lanh dao va chuven vien 

true tiep thuc hien 
Thdi gian thyc hien Thdi j?ian 

JL A l VA • C L I i A l A 

trinh LDUB 
San pham Ghi chu stt Noi dung nhiem vu Chi dao 

Lanh dao va chuven vien 
true tiep thuc hien Ql Q2 Q3 Q4 

Thdi j?ian 
JL A l VA • C L I i A l A 

trinh LDUB 
San pham Ghi chu 

22 

Phoi hgp vai Vu To chuc can bo tham 
muu kien toan Hoi dong TD-KT, Ban 
hanh Quy che lam vice, phan cong nhiem 
vu cho Thanh vien Hoi dong TD-KT 

PCVP Mai Linh 
Nham 

Nguyen Van Khiem, Ha 
Chi Cdng; Luu Thj Mai 
Huong 

X 

Sau khi c6 
Nghi dinh thay 
the Nghi dinh 

so 84 

Quyet dinh 

23 
Tham muu tong hgp xet tang Ky niem 
chuang " V i su nghiep cong tac dan tgc" 

PCVP Mai Linh 
Nham 

Dinh Cdng Luan; Nguyen 
Thi Thinh- Ha Chi Cdns-

A l A i . A I l l A A l A ^ A A C A A A l V A A A & j ^ 

Luu Thi Mai Huong 
X Thang 5 Ouvpt dinh 

24 

Tham muu sua doi, bo sung Thong tu so 
02/TT-UBDT, ngay 31/11/2015 cua Uy 
ban Dan toe ve hudng dan cdng tac TD-
K T tron2 he thdne ca auan cdne tac dan 

X LLKJlif-. A l W A A l X - f A A C l \^\J U LAIAAA x > V x A A £ ^ l U - A X V A . U . A A 

tgc 

PCVP Mai Linh 
Nham 

Nguyen Van Khiem, Dinh 
Cdng Luan; Nguyen Thi 
Thinh; Ha Chi Cdng; Luu 
Thi Mai Huong 

A Thang 5 Thdng tu 

25 
Phdi hgp thuc hien chuang trinh kiem 
tra, khao sat dgt 2 nam 2017 cua Khdi thi 
dua cac bd, nganh tdng hgp 

PCVP Mai Linh 
Nham 

Nguyen Thi Thinh; Ha 
Chi Cdng; Luu Thi Mai 
Huong 

X Thang 6 
Cac van ban 

kiem tra, khao sat 
tai don vi co sd 

26 
Tham muu thanh lap doan kiem tra, khao 
sat vice td chuc, thuc hien cdng tac TD-
K T d mot sd vu, don vi 

PCVP Mai Linh 
Nham 

Nguyen Van Khiem, Ha 
Chi Cdng; Luu Thi Mai 
Huong 

X Thang 7 
Quyet dinh, ke 
hoach, bao cao 

kiem tra, khao sat 

27 
Phdi hgp vdi Vu Td chuc can bd xay 
dung ke hoach, noi dung tap huan nghiep 
vu ve cdng tac thi dua, khen thudng 

PCVP Mai Linh 
Nham 

Nguyen Van Khiem, Dinh 
Cdng Luan; Nguyen Thi 
Thinh 

X Thang 8 Quyet dinh 

28 
Phdi hgp thuc hien chuang trinh kiem 
tra, khao sat dgt 3 nam 2017 cua Khdi thi 
dua cac bd, nganh tdng hgp 

PCVP Mai Linh 
Nham 

Ha Chi Cdng; Lim Thi 
Mai Huonn 

X Thang 9 
Cac van ban 

kiem tra, khao sat 
tai don vi co sd 

29 
Trien khai ke hoach mua sam, bd sung 
vat tu khen thudng nam 2017 

PCVP Mai Linh 
Nham 

Nguyen Thi Thinh, Ha 
Chi Cdng; Luu Thi Mai 
Huong 

X Thang 10 
Quyet dinh, Td 

trinh 
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stt Noi dung nhiem vu Chi dao 
Lanh dao va chuyen vien 

true tiep thyc hien 
Thoi gian thyc hien 1 hoi gian 

trinh LDUB 
San pham Ghi ch stt Noi dung nhiem vu Chi dao 

Lanh dao va chuyen vien 
true tiep thyc hien Ql Q2 Q3 Q4 

1 hoi gian 
trinh LDUB 

San pham Ghi ch 

30 
Huong dan tong ket cong tac thi dua, 
khen thuong nam 2017; nhiem vu cong 
tac thi dua, khen thuong nam 2018 

PCVP Mai Linh 
Nham 

Nguyen Van Khiem, Dinh 
Cong Luan; Nguyen i h i 
Thinh 

X Thang 10 Cdng van 

31 

Phoi hgp vdi vu Tuyen truyen thuc hien 
cdng tac khen thudng trong Le "Tuyen 
duong hgc sinh, sinh vien la ngudi DTTS 
CO thanh tich xuat sac trong nam 2017" 

PCVP Mai Linh 
Nham 

Nguyen Van Khiem, Dinh 
Cdng Luan; Nguyen Thi 
Thinh, Luu Thi Mai 
Huong 

X Thang 11 Quyet dinh 

32 

Tdng hgp ket qua hinh xet thi dua, khen 
thudng nam 2017 cua cac vu, don vi; 
chuan hi hd so trinh Hoi dong TD-KT va 
BCS Dang Uy ban 

PCVP Mai Linh 
Nham 

Nguyen Van Khiem, Dinh 
Cdng Luan; Nguyen Thi 
Thinh; Ha Chi Cdng; Luu 
Thj Mai Huong 

X Thang 11,12 

Bao cao tdng hgp 
hd so; Td trinh; 
phieu bau, Bien 
ban kiem phieu 

33 

Phoi hgp thuc hien chuong trinh kiem 
tra, khao sat dgt 4 nam 2017 cua Khdi thi 
dua cac bo, nganh tdng hcrp; bao cao thi 
dua Khoi; cham dicm thi dua cho cac don 
vi thugc Khdi thi dua 

PCVP Mai Linh 
Nham 

Nguyen Thi Thinh, Ha 
Chi Cdng; Luu Thi Mai 
Huong 

X Thang 12 
Bao cao ket qua 

kiem tra 

34 
Tdng ket cdng tac thi dua, khen thudng 
nam 2017, phuong hudng, nhiem vu nam 
2018 

PCVP Mai Linh 
X T U A « - . 

Nham 

Nguyen Van Khiem, 
Nguydn Thi Thinh; Ha 

/ ~ ^ A « - . x » . T , , T 'T* i X/f,^^ 
Cm Cong; Luu Hii Mai 
Huong 

X Thang 12 
Bao cao, phat 
ddng thi dua, 

giao udc thi dua 

III Cong tac tai chinh - ke toan 

35 
Xay dung du toan chi tiet chi ngan sach 
N N nam 2017 giao Van phdng quan ly 

Chanh Van phdng 
Truong Thi Bich Hanh, 
Nguyen Van Manh 
(Phdng Ke toan - Tai vu) 

X Thang 2 Quyet dinh 

36 

Tham dinh, thanh toan cac nguon kinh 
phi dugc giao theo QD733/QD-UBDT 
ngay 23/12/2016 cua Bg trudng, Chu 
nhiem Uy ban 

Chanh Van phdng X X X X Bao cao 

36.1 
Kinh phi quan ly hanh chinh giao tu chu 
tai chinh 

Chanh Van phdng 

V u Thi Bay,Nguyen Thu 
Thao, Ngd Thi Thuy 
Ngan, Pham Thu Ha 
(Phdng Ke toan - Tai vu) 

X X X X Bao cao TC 

Hr 
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stt Noi dung nhiem vu Uhl dao 
Lanh dao va chuyen vien 

tru-c tiep thuc hien 
Thdi gian thu-c hien Thoi gian 

trinh LDUB 
San pham Ghi chu stt Noi dung nhiem vu Uhl dao 

Lanh dao va chuyen vien 
tru-c tiep thuc hien Ql Q2 Q3 Q4 

Thoi gian 
trinh LDUB 

San pham Ghi chu 

36.2 
Kinh phi quan ly hanh chinh khong giao 
tu chu tai chinh 

Chanh Van phdng 

Truong Thi Bich Hanh, 
Do Thi Ha Thanh, Nguyen 
Thi Thiem (Phdng Ke 
toan - Tai vu) 

X X X X Bao cao TC 

36.3 Kinh phi giao due dao tao Chanh Van phdng 
Do Thi Ha Thanh, 

Nguyen Van Manh 
(Phdng Ke toan - Tai vu) 

X X X X Bao cao TC 

36.4 Kinh phi thuc hien CTMTQGGN Chanh Van phdng 
V u Thi Bay, Nguyen Van 

Manh (Phdng Ke toan -
Tai vu) 

X X X X Bao cao TC 

36.5 Kinh phi su nghiep khoa hoc- cong nghe Chanh Van phdng 
Do Thi Ha Thanh, Ngd 
Thi Thuy Ngan (Phdng Ke 
toan - Tai vu) 

X X X X Bao cao TC 

36.6 Kinh phi su nghiep kinh te Chanh Van phdng 
Vu Thi Bay, Ngd Thi 
Thuy Ngan (Phdng Ke 
toan - Tai vu) 

X X X X Bao cao TC 

36.7 Kinh phi su nghiep bao ve moi trudng Chanh Van phdng 
Do Thi Ha Thanh, Ngd 
Thi Thuy Ngan (Phdng Ke 
toan - Tai vu) 

X X X X Bao cao TC 

36.8 Kinh phi su nghiep van hoa thdng tin Chanh Van phdng 
Truong Thi Bich Hanh, 
Nguyen Van Manh 
(Phdng Ke toan - Tai vu) 

X X X X Bao cao TC 

37 
Doi chieu, thanh toan tam ung- vdi Kho 
3ac N N 

Chanh Van phdng 
Do Thi Ha Thanh, Ngd 
Thi Thuy Ngan (Phdng 
Ke toan - Tai vu) 

X X X X Bao cao TC 

38 
Xay dung du toan chi ngan sach N N nam 
2018 giao Van phong quan ly 

Chanh Van phdng 
Truong Thi Bich Hanh, 
Nguyen Van Manh 
(Phdng Ke toan - Tai vu) 

X Du toan 

39 
Tdng hgp xay dung cac bao cao tai chinh 
theo quy dinh 

Chanh Van phdng 
Truong Thi Bich Hanh, 
Nguyen Van Manh 
(Phdng Ke toan - Tai vu) 

X X X X Bao cao TC 

40 
Tham muu ban hanh van ban hudng dan 
thu tuc thanh toan mot so boat dong 
thudng xuyen ciia Uy han 

Chanh Van phdng 
Do Thi Ha Thanh, Nguyen 
Van Manh (Phdng Ke 
toan - Tai vu) 

X 
Van ban hudng 

U-d-ll 
6 

AU 
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stt Noi dung nhiem vu Chi dao 
Lanh dao va chuyen vien 

tru-c tiep thuc hien 
Thoi gian thuc hien Thffi gian 

trinh LDUB 
1 

San pham Ghi ch stt Noi dung nhiem vu Chi dao 
Lanh dao va chuyen vien 

tru-c tiep thuc hien Ql Q2 03 Q4 
Thffi gian 

trinh LDUB 
1 

San pham Ghi ch 

IV Cong tac Van thu' - Liru tru-

41 
Thuc hien cac quy trinh, nghiep vu cong 
tac Van thu theo chuc nang, nhiem vu 
dugc giao 

PCVP Nguyin 
Dinh Vugng 

Bui Thi Hien Cdng chuc, 
ngudi lao dong phdng 

V T L T 
X X X X 

42 
Xay dimg hang mo ta ngan gon quy trinh 
thu tuc tiep nhan, xu ly van han 

PCVP Nguyin 
Dinh Vugng 

Tran Kien, Bui Minh 
Trinh (Phdng Van thu -

Luu tru) 
T2 

Bang md ta ngan 
gon cac hudc tiep 
nhan van ban di 
duac cdng bd tai 
bd phan van thu 

43 
Lam cac thu tuc han giao con dau Thanh 
Tra 

PCVP Nguyin 
Dinh Vugng 

Tran Kien, BuiThi Hien 
(Phdng Van thu - Luu tru) 

T2 

44 
Thuc hien cac quy trinh, nghiep vu cong 
tac Lu-u tru theo chuc nang, nhiem vu 
dugc giao 

PCVP Nguyin 
Dinh Vugng 

V i Thi Thuy, Bui Minh 
Trinh (Phdng Van thu -

Luu tru) 
X X X X 

45 Tien hanh thu thap tai lieu luu tru 
PCVP Nguyin 
Dinh Vugng 

V i Thi Thuy, Bui Minh 
Trinh (Phdng Van thu -

Luu tru) 
X 

46 
Tiep nhan, bo sung chung thu so cho cac 
ca nhan, to chuc trong Uy ban 

PCVP Nguyin 
Dinh Vugng 

Tran Kien, Bui Minh 
Trinh (Phong Van thu -

Luu tru) 
X X 

4/ 
i'hoi hgp md 02 Idp hudng dan su dung 

chung thu s6, chu ky so cho doi tugng la 
cac dong chi Lanh dao Vu 

PCVP Nguyin 
Dinh Vugng 

Tran Kien, Bui Thi Hien, 
Bui Mmh Trinh (Phong 

Van thu - Luu tru) 
T3 T8 02 lap 

A O 
48 

. <;iem tra cdng tac luu tru tai mot sd Vu, 
dcm vi. 

PCVP Nguyin 
Dinh Vugng 

Tran Kien, V i Thi Thuy 
(Phdng Van thu - Luu tru) 

X 

49 
Xay dung cudn danh ba "He thdng cac ca 
quan cdng tac dan tgc 

PCVP Nguyen 
Dinh Vugng 

Tran Kien, Do Thi Men 
(Phdng Van thu - Luu tru) 

X 

V Cong tac to chirc- hanh chinh, quan tri, doi xe 
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stt iNoi dung nhiem vu y~ î -> -f 

Chi dao 
Lanh dao va chuyen vien 

true tiep thuc hien 
Thoi gian thyc hien Thoi gian 

trinh LDUB 
San pham Ghi chu stt iNoi dung nhiem vu y~ î -> -f 

Chi dao 
Lanh dao va chuyen vien 

true tiep thuc hien Q l Q2 Q3 Q4 
Thoi gian 

trinh LDUB 
San pham Ghi chu 

50 
Trien khai cong tac quy hoach cong chuc 
Lanh dao cap Vu, cap phong giai doan 
2016 -2021 

Chanh Van phdng Le Dinh Hung (Phdng 
Hanh chinh ~ Quan tri) X Hd so quy hoach 

51 

Tiep tuc kien toan nhan su Van phong 
theo Quyet dinh quy dinh chuc nang, 
nhiem vu, quyen han, ca cau to chuc Van 
phong Uy ban nhiem ky 2016 - 2021 

Chanh Van phdng 

PCVP Bui Thien Lac, V u 
Trung Kien, Le Dinh 
Hung (Phdng Hanh chinh 
- Quan tri) 

X X X X Hd so can bd 

52 
Kiem ke, thanh ly tai san, trang thiet hi 
cua CO quan 

PCVP Bui Thien 
Lac 

Td Minh Huan, Tran 
Manh Khai, Dau Due 
Tuan(Phdng Hanh chinh -
Quan tri) Phdi hop vdi 
Phdng Ke toan-Tai vu 

X X Bao cao 

53 

Lap ke hoach, to chuc trien khai sua chua 
Ion tru sd co quan Uy han (sua he thdng 
cua nha A,B,D; sua chua mai nha A , B ; 
sua chua, thay the mot so thiet hi ve sinh 
nha A,B,C,D; son cau thang nha A,B) 

PCVP Bui Thien 
Lac 

Vu Trung Kien, Td Minh 
Huan (Phdng Hanh chinh 
- Quan tri) 

X X Quy 11 Quyet dinh 

54 

Xay dung ke hoach, td chuc van chuyen 
tai san, cdng cu, dung cu, tai lieu luu tru 
cua cac Vu, don vi sang tru sd mdi tai 
349 Doi can. Ha Noi 

PCVP Bui Thien 
Lac 

Vu Trung Kien, Vu Manh 
Tuan (Phdng Hanh chinh 
- Quan tri) 

X X Thang 10 Ke hoach 

55 

Td chuc hau can, phuc vu "Le Tuyen 
duong ngudi c6 uy tin, nhan sy, tri thuc 
va doanh nhan tieu hieu vung ddng hao 
dan toe thicu so va mien nui nam 2017 

Chanh Van phdng 

PCVP Bui Thien Lac, Vu 
Trung Kien, Le Dinh 
Hung, Td Minh Huan, Vu 
Manh Tuan(Phdng Hanh 
chinh - Quan tri) 

Theo phe duyet cua 
Thii tudng chinh phii 

Bao cao thuc 
hien 

56 

Thuc hien cdng tac hau can, phuc vu 
;.anh dao Uy han ddn tiep Lanh dao 
Dang, nha nude, cac doan khach quoc te 
den lam vice vdi co quan Uy ban; cac 
doan dai bieu DTTS den tham va lam 
vice vdi Uy ban va cac boat ddng khac. 

PCVP Bui Thien 
Lac 

Vu Trung Kien, Td Minh 
Huan, Dau Due Tuan, Le 
Thanh Binh (Phdng Hanh 
chinh - Quan tri) 

X X X X 
Bao cao thuc 

hien 

8 
l f 
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Stt Noi dung nhiem vu Chi dao 
Lanh dao va chuyen vien 

tryc tiep thuc hien 
Thdi gian thuc hien Thoi gian 

trinh LDUB 
San pham Ghi chi Stt Noi dung nhiem vu Chi dao 

Lanh dao va chuyen vien 
tryc tiep thuc hien 01 Q2 Q3 Q4 

Thoi gian 
trinh LDUB 

San pham Ghi chi 

57 
To chuc thuc hien cong tac le tan, phuc 
vu cac cuoc hop, hoi nghi, hoi thao cua 
00 quan Uy ban 

PCVP Bui Thien 
Lac 

Vu Trung Kien, Td Minh 
Huan, Vu Thi Tra Giang, 
Nguyen Thi Hue, Hoang 
Thi Hue, Tran Manh 
Khai, Nguyen Thi Sau 
/ D U N ^ TTN.^'U ^t, ' U 

(Phong Hanh chmh -
Quan tri) 

X X X X 

58 
Ra soat, lap ke hoach, mua sam tai san, 
trang thiet hi phuc vu chung cua ca quan 
Uy ban nam 2017 

PCVP Bui Thien 
Lac 

Vu Trung Kien, Td Minh 
Huan, Tran Manh Khai, 
Dau Due Tuan (Phdng 
Hanh chinh - Quan tri) 

X Quy II Quyet dinh 

59 

Theo doi, quan ly, sua chua he thong 
dien, nude, may dieu hda nhiet do cua Co 
quan Uy ban; bao tri, bao duong may vi 
tinh, may in, dam bao vat tu in an va 
photo cua CO quan cua Uy ban. 

PCVP Bui Thien 
Lac 

Vu Manh Tuan, Tran 
Manh Khai, Le Thanh 
Binh (Phdng Hanh chinh 
- Quan tri) 

X X X X 

60 

Dam bao ve sinh, canh quan mdi trucmg 
CO quan, cac phdng lam vice ciia cac 
ddng chi Lanh dao Uy ban, cac phdng 
lop chung ciia co quan Uy ban 

PCVP Bui Thien 
Lac 

Td Minh Huan, Dinh Thi 
Thiiy Nga, Vu Thi Tra 
Giang, Nguyen Thi Hue, 
Hoang Thi Hue, Tran 
Manh Khai, Nguyen Thi 
O N , , /DT—N*-.« TLJrA«U ^ U ^ ^ U 

Sau (Phong Hanh chinh -
Quan tri) 

X X X X 

C 1 

61 
Thuc hien nhiem vu cdng tac quan su dia 
Dhuong, dan quan tu ve co quan Uy ban. 

Chanh Van phong 
Td Minh Huan (Phdng 
Hanh chinh - Quan tri) 

X X X X 
Bao cao thuc 

hien 

62 
Dam bao an ninh trat tu, phdng chay, 

chua chay try sd co quan Uy ban 
PCVP Bui Thien 

Lac 

Vu Trung Kien,Td Minh 
Huan, Td thudng true bao 
ve CO quan (Tung, Binh, 
Chinh, Thuan, Thanh) 
(t^nong riann cmnn — 
Quan tri) 

X X X X 
Bao cao thuc 

hien 
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Stt Noi dung nhiem vu Chi dao 
Lanh dao va chuyen vien 

tru-c tiep thyc hien 
Thdi gian thyc hien Thdi gian 

trinh LDUB 
San pham Ghi chii Stt Noi dung nhiem vu Chi dao 

Lanh dao va chuyen vien 
tru-c tiep thyc hien Q l Q2 Q3 Q4 

Thdi gian 
trinh LDUB 

San pham Ghi chii 

63 To chuc kliam sue khoe dinh ky toan co 
quan 

PCVP Bui Thien 
Lac 

Vu Trung Kien, Dinh Thi 
Thiiy Nga (Phdng Hanh 
chi'nh - Quan tri) 

X X Thang 10 Td trinh 

64 
Thuc tru sd lam vice cho cac Vu, dan vi 
dugc bd tri ngoai dia diem 80 Phan Dinh 
Phung 

PCVP Bui Thien 
Lac 

Vu Trung Kien, Td Minh 
Huan (Phdng Hanh chinh 
- Quan tri) 

x X X X 

65 
Theo doi, quan ly, phuc vu C B C C an trua 
tai nha an co quan 

PCVP Bui Thien 
Lac 

Vu Manh Tuan, Phuc vu 
hep an (Tam, Tam) 
(Phdng Hanh chinh — 
Quan tri) 

X X X X 

66 
Xay dung de an van hanh Tru sd co quan 
Uy ban tai 349 Doi Can, Ha Noi 

Chanh Van phdng 

PCVP Bui Thien Lac, Vu 
Trung Kien, Le Dinh 
Hung, Vu Manh Tuan, Td 
Minh Huan (Phdng Hanh 
chinh - Quan tri) 

X X Thang 10 De an 

67 
Xay dung cac bao cao cdng tac Van 
phdng hang tuan, thang, quy, 6 thang, 
nam cua Van phdng 

Chanh Van phdng 

PCVP Bui Thien Lac, Vu 
Trung Kien, Le Dinh 
Hung (Phdng Hanh chi'nh 
- Quan tri) 

X X X X Bao cao 

68 

Phdi hgp cung cac Vu, don vi c6 lien 
quan td chuc hieu by cua can bd, cdng 
chuc va ngudi lao ddng; tham vieng gia 
dinh than nhan can bd cdng chuc va 
ngudi lao ddng cira Uy ban khi tu tran 
theo quy dinh hien hanh 

PCVP Bui Thien 
Lac 

Vu Manh Tuan, Le Thanh 
Binh (Phdng Hanh chinh 
- Quan tri) 

X X X X 

69 
Xay dung phuong an tiet kiem dien, 
nude, dien thoai, van phdng pham co 
quan Uy ban 

PCVP Bui Thien 
Lac 

V u Manh Tu4n, Le Thanh 
Binh (Phdng Hanh chinh 
- Quan tri) 

X X Thang 3 

Quyet dinh phe 
duyet phuong an 
cua Bd trudng, 

Chu nhiem 

70 ^huong an tiet kiem xang xc 
PCVP Nguydn Van 

Thuc 

Tran Van An, Pham Van 
Hoang, Nguyen Ba Nggc, 
Ly Van Tam (Dgi xc) 

X Quy I 

Quyet dinh phe 
duyet phuong an 
cua Chanh Van 

phdng 

/vF 
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Stt Noi dung nhiem vu Chi dao 
Isanti dao va cnuyen vien 

true tiep thyc hien 
Thdi gian thyc hien 1 noi gian 

trinh LDUB 
San pham Ghi ch Stt Noi dung nhiem vu Chi dao 

Isanti dao va cnuyen vien 
true tiep thyc hien / Y 1 

Ql 02 03 04 
1 noi gian 

trinh LDUB 
San pham Ghi ch 

71 Bao duong, sua chua cac loai xc oto nam 
2017 

r U V r INguycn Van 
Thuc 

Nguyen Ba Nggc, cac 
ddng chi lai xc (Dgi xc) 

X X X X Td trinh 

72 

Thuc hien tot cong tac quan ly tai san, 
dieu phoi hieu qua cong tac quan ly xc, 
dam bao phuc vu chu dao, an toan cac 
chuyen cong tac cua Lanh dao Uy ban, 
cac Vu, don vi. 

PCVP Nguyen Van 
Thuc 

Tran Van An, Ly Van 
Tam va cac dong chi lai 
xc (Dgi xc) 

X X X X 

VI Cong tac cua Van phong dai dien TP. Ho Chi Minh 

73 

Lam dau moi giup lanh dao U B D T giao 
dich, quan he cong tac voi cac co quan, 
bo nganh tai TP. Ho Chi Minh, cac tinh 
tai khu vuc phi'a Nam theo phan cong cua 
Bo trudng, Chii nhiem de trien khai thuc 
hien cac nhiem vu dugc giao. 

Trudng VPDD 
Nguyen Xuan 

Chau 

Phd trudng V P D D La Chi 
Dung, Bg phan HC-QT, 

Bg phan Dia ban 
X X X X Bao cao 

74 

Td chuc phuc vu lanh dao Uy ban Dan 
tgc theo ke hoach, chuong trinh cua 
UBDT lam vice tai cac tinh phia Nam; 
jnoi ngp, mam gia cung cac uoan cong 
tac cua Uy ban Dan tgc lam vice tai TP. 
i C M va cac tinh khu vuc mien Ddng 
4am bg. 

Trudng VPDD 
M r v i 117£ii-\ It 11 o 1-1 

i N g u y c n zVUciii 
Chau 

Phd trudng VPDD La Chi 
loung, og piid.li np-vg r, 

Bg phan Dia ban 
X X X X 1—c o f~y o fy 

jjao cao 

75 

Tham muu, giiip lanh dao UBDT td chuc 
tham hdi, tiep ddn, dong vien ddng bao 
DTTS theo cac quy dinh hien hanh; tham 
rdi, dong vien ddng bao DTTS tren dia 
lan gap hoan canh khd khan khi, hi thien 
tai, bao lu, dich benh va cac cong vice 
dot xuat khac khi dugc lanh dao UBDT 
giao 

Trudng V P D D 
Nguyen Xuan 

Chau, Phd trudng 
VPDD La Chi 

Dung 

Bg phan HC-QT, Bg phan 
Dia ban 

X X X X 

Td trinh, Bao 
cao, du thao 

Quyet dinh, Ke 
hoach 

AY 
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Cf f iNoi dung nhiem vu y ~ ~ i i 2 j - „ 

Cni aao 
Lanh dao va chuyen vien 

tru-c tiep thyc hieu 
Thoi gian thyc hien Thoi gian 

trinh LDUB 
ry -y 1 ^ 

San pham 
A X 1 • 1 7 

Ghi chu 
Cf f iNoi dung nhiem vu y ~ ~ i i 2 j - „ 

Cni aao 
Lanh dao va chuyen vien 

tru-c tiep thyc hieu QI Q2 Q3 Q4 
Thoi gian 

trinh LDUB 
ry -y 1 ^ 

San pham 
A X 1 • 1 7 

Ghi chu 

76 

Nam tinh hinh kinh te -xa hoi, an chinh 
tri, trat tu an toan xa hoi; theo doi, don 
doc, kiem tra thuc hien cong tac dan toe 
vung Dong Nam bo 

Trudng VPDD 
Nguyen Xuan 

Chau, Phd trudng 
VPDD La Chi 

Dung 

Phd Trudng VPDD Pham 
Thanh Hai, Truong Cdng 
Diep, Nguyen Due Canh, 
L u Bgi Lien, Nguyen 
Xuan Cudng (BP. Dia 
ban) 

X X X X 
Td trinh, ke 

hoach, Bao cao 

77 

Thuc hien cong tac tiep dan theo chi dao 
cua Bo trudng, Chu nhiem va hudng dan 
cua Chanh Thanh tra UBDT; Tiep cdng 
dan; tham gia xu ly, giai quyet cac van de 
phat sinh, cac diem nong tai cac tinh 
mien Dong Nam bo 

Lanh dao Van 
phdng dai dien 

Bg phan HC-QT, Bg phan 
Dia ban X X X X 

Td trinh, ke 
hoach, Bao cao 

VII Cong tac cai each hanh chinh 

78 
Xay dung Quyet dinh ban hanh Quy che 
lam vice cua Uy ban Dan toe nhiem ky 
2016 -2021 

Chanh Van phdng 

P C V P Nguyin Dinh 
Vugng; Ngd Quang Hai, 
Tran Tuan Anh, Nguyen 
Tien Hoan (Phdng Thu ky 
- Tdng hgp) 

x X Quy II Quyet dinh 

79 

Xay dung Quyet dinh quy dinh chuc 
nang, nhiem vu, quyen han, co cau td 
chuc Van phdng Uy ban nhiem ky 2016 -
2021 

Chanh Van phdng 

P C V P Bui Thien Lac, Vu 
Trung Kien, Le Dinh 
Hung (Phdng Hanh chinh 
- Quan tri) 

X X Quy II Quyet dinh 

80 
Xay dung Quy che lam vice cua Van 
rhdng Uy ban nhiem ky 2016 - 2021 

Chanh Van phdng 

P C V P Bui Thien Lac, Vu 
Trung Kien, Le Dinh 
Hung (Phdng Hanh chinh 
- Quan tri) 

X X Quy II Quyet dinh 

81 
Xay dung Quylt dinh quy dinh chuc 
nang, nhiem vu cua cac phdng thugc Van 
?hdng. 

Chanh Van phdng 
Vu Trung Kien, Le Dinh 

Hung (Phdng Hanh chinh 
- Quan tri) 

X Quy II Quyet dinh 

82 
Xay dung Quyet dinh ban hanh Quy che 
sira doi Quy che Van thu 

PCVP Nguyin 
Dinh Vugng 

Tran Kien, Bui Thi Hien, 
D6 Thi M i n , Bui Minh 
Trinh (Phdng Van thu -

Luu tru) 

X X Quy II Quyet dinh 

12 
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stt Noi dung nhiem vu Chi dao 
Lanh dao va chuyen vien 

true tiep thyc hien 
Thoi gian thyc hien Thdi gian 

trinh L D U B 
San pham Ghi ch stt Noi dung nhiem vu Chi dao 

Lanh dao va chuyen vien 
true tiep thyc hien Ql Q2 Q3 Q4 

Thdi gian 
trinh L D U B 

San pham Ghi ch 

83 
Xay dimg Quyet dmh ban hanh Quy che 
sua doi Quy che Luu tru 

PCVP Nguyen 
Dinh Vugng 

Tran Kicn, V i Thi Thuy, 
Bui Minh Trinh 

X X Quy II Quyet dinh 

84 
Xay dung Quyet dinh ban hanh Quy che 
quan ly va su dung chung thu so dien tu, 
chu ky so dien tii 

PCVP Nguyin 
Dinh Vugng 

Tran Kien, Bui Minh 
Trinh (Phong Van thu -

Luu tru) 
X X T5 Quyet dinh 

85 
Tham muu xay dung, sua doi quy che chi 
tieu noi bg, quy che chi chi'nh tri phi cua 
Uy ban 

Chanh Van phdng 
Truong Thi Bich Hanh, 
Nguyin Van Manh 
(Phdng Ke toan - Tai vu) 

X Quy I Quyet dinh 

86 
Xay dung Quy trinh ISO ve quy trinh 
Van ban di va Quy trinh Van ban den 

PCVP Nguyen 
Dinh Vugng 

Tran Kien, Bui Minh 
Trinh (Phdng Van thu -

Luu tru) 
X Quy III 

02 Quy trinh ISO 
mdi dugc ban 

hanh thay the do 
dieu chinh Quy 
che Van thu va 

Quy che Luu tru 

87 
Xay dung De an giai phap doi mdi, nang 
cao chat lugug, hieu qua cdng tac Van 
thu 

PCVP Nguyin 
Dinh Vugng 

Tran Kien, Bui Thi Hien, 
V i Thi Thiiy, Bui Minh 

Trinh, Do Thi M i n 
(Phdng Van thu - Luu tru) 

X Quy I 

88 

Xay dung va ap dung he thdng quan ly 
chat lugmg theo tieu chuan quoc gia 
T C V N ISO 9001: 2008 cua Uy ban Dan 
tgc giai doan 2017-2020 

Chanh Van phdng 

PCVP Bui Thien Lac, V u 
Trung Kien, Le Dinh 
Hung (Phong Hanh chinh 
- Quan tri) 

X X Thang 12 
Giay chung nhan 
cua Bg K H & C N 

89 

Xay dung ke hoach, trien khai cdng tac 
cai each hanh chinh tai Van phdng Uy 
ran. Xay drmg bao cao C C H C cua Van 
rhdng quy, 6 thang, 9 thang va bao cao 
tdng ket nam ve C C H C cua Van phdng 

Chanh Van phdng 

PCVP Bui Thien Lac, V u 
Trung Kien, Le Dinh 
Hung (Phdng Hanh chinh 
- Quan tri) 

X X X X Bao cao 

(T 
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