
Gia Lai, ngay 06 thang 10 nam 2025 

QUYET DINH 
Ban Bull Quy che lam viec 

ciia Van phong Uy ban nhfin dfin tinh Gia Lai 

Só: 89/QD-VPUBND 

UBND TINH GIA LAI 
VAN PHONG 

coNG Ho), xA HQI CHU NGITIA VIET NAM 
Dfic Ifip - Ty do - Hunh ph& 

   

      

CHANII VAN PHONG in{ BAN NHAN DAN TINH 

Can cti• Thong tie sJ 01/2022/TT-VPCP ngery 02 thong 5 nam 2022 cilia Ba 
truong, Chit nhiam Van phong Chinh phU huffing ,dan chat Wang, nhiem vy, quyen hqn 
adz Van phong Uy ban nhan dan tinh, thanh pho tryv thuac Trung trang; Thong tie s6 
01/2025/1T-VPCP ngay 25 thang 6 nam 2025 ccia BO triremg, Chic nhieM Van phong 
Chinh phi sira C1d4 b a sung mat s a cliau ciia Thong tic s a 01/2022/TT-VPCP ngay 02 
thang 5 nam 2022; 

Can c& Quyat clinh s a 01/2025/QD-UBND ngcly 01 thong 7 nam 2025 cna Cy 
ban nhcin dan tinh Gia Lai quy dinh char ming, nhiem vy, quyan hanva ca cdu ta chtirc 
cUa Van phong Uy ban nhcin clan tinh Gia Lai; 

Can cti• Quyat dinh sa 76/QD-UBND ngay 01 thcing 7 nem 2025 cna ely ban nhcin 
clan tinh ve viec thanh lap cac to' cht'rc trirc thuac Van phong ely ban nhcin dan tinh; 

Can ar Quyat dinh 5d 02/QD-VPUBND ngay 01 thcing 7 nam 2025 cna Chanh 
Van phong ban,nhan dein tinh Gia Lai viec thanh I 'Op cac phang chuyen man 
thuac Van phong Uy ban nhcin dein tinh Gia Lai; 

Theo de' nghi cna Truang phong Hanh chinh - Ta chirc. 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyat dinh nay Quy cha lam viac ena Van phong Uy 
ban nhan dan tinh Gia Lai. 

Dieu 2. Quyat dinh nay có hieu luc thi hanh k tir ngaylc5Tva thay tha Quyat dinh 
sa 04/QD-VPUBND ngay 01 thang 7 nam 2025 dm Chanh Van phong "Oy ban nhan 
dan tinh ban hanh Quy ch lam viac cna Van phong tJy ban nhan clan tinh Gia Lai 

Dieu 3. Tnrarng phong Phong Hanh chinh - To chile, Info' ng cac phong, ban, trung 
tam va ding chüc, vien chfre, nguen lao dOng thuoc Van phong Uy ban than dan tinh 
chiu trach nhiam thi hanh Quyat dinh nay./.-tor 

Nei nhem: 
- Nhu Dieu 3; 
- Chu tich, cac PCT UBND tinh (b/c); 
- Lanh dao Van pining UBND tinh; 
- Cfic Van phong: Tinh ay, Doan DBQH&HDND 

tinh, UBMTTQVN tinh; 
- Cac Sa, ban, nganh thuOc tinh; 
- UBND cac xli, phuarng thuOc tinh; 
- Ltru: VT, HCTC. 

yen Xuan Vinh 

Ký bßi: V�N PHÒNG þY BAN NHÂN DÂN
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UBND TINH GIA 

VAN PHO 

Lam 
(Ban hanh ke 

coNG HoA xA HQI CHU NGHTA VIET NAM 

VAN PHONG 

fr 	Dc 	lap - Tty do - Hanh ohne 

111  BAN 3  QUY Cid 
i}61 i Zing ty ban nhan dan tinh Gia Lai 

t clinh sJ 89/QD-VPUBND ngay 06/10/2025 

Al 

dela Chonh Vein ph6ng (ly ban nhan clan tinh Gia Lat) 

Chuang I 
QUY DINH CHUNG 

Dieu 1. Ph#m vi, d6i twang dieu chinh 
, 1. Quy ch'e nay quy dinh nguyen the, trach nhiem, quyen han, le lei lam viec 

va moi quan h c8ng tac cua Van phong Uy ban than dan tinh Gia Lai (sau day g9i 
tat la Van phi:mg). 

2. Chanh Van phong, cac Ph6 Chanh Van phong; Truemg, Pho cac phong, 
ban, trung tam (sau day ggi tat la don vi); ding ehüc, vien chirc, nguai lao dung 
thuOc Van phong chiu skr dieu chinh cüa Quy che nay. 

Dieu 2. Nguyen the lam viec 
1;  Mgi hoat dOng dm Van phong phai tuan thu theo quy dinh cna phap 1ua't, 

Quy che lam viec cüa lily ban than dan tinh; tuan thU su lath dao cUa Dang uy Van 
phong lily ban than dan tinh; dap üng kjp theri skr chi dao, dieu hanh cUa I.Jy ban 
than clan tinh, Chu tich lily ban nhan clan tinh va cac hoat dong dm Van phOng trong 
trien lchai thuc hien chirc nang, nhiem vu, quyen han dugc giao. 

Trong phan cong giai quyet cong viec, mi viec chi giao cho met don vi, 
met nguoi lam Mu moi thU tri theo doi xfr 157 va chiu trach nhiem chinh; don vi va 
nguai dugc giao phoi hgp chiu trach nhiem xir cac nei dung lien quan thuoc finh 
we dirge phan ding met each tich cue, kip th&i. 

Giai quyet ding viec dung trinh tu, thn We, tham quyen va then han theo 
quy dinh cUa phap luat, Quy che lam viec cUa lily ban than an tinh. 

Thuc hien nghiem IcSr 	kSi cucmg hanh chinh; cap duoi phuc tOng, man 
tha sr lath dao, chi dao, phan ding oh cap tren. 

Dam bao clan chu, no rang, minh bach va hieu qua trong m9i hoat dung. 

Dieu 3. Ch e d4) lam viec 
Van phong lily ban than clan tinh lam viec theo che dO tho trueng va che dO 

chuyen vien. 
1. Lath dap Van phong lam viec theo che dO thu tnrong, dam bao nguyen the 

tap trung dan chil, de cao vai tro, trach nhi'em cá nhancUa Chanh Van phong. 

2;  Cac phong, ban, trung tam thuOc Van phi:mg lily ban than dan tinh lam viec 
theo che dOthU trikmg va che dO chuyen vien. 

Che de chuyen vien dirge áp dung dei vai cac phong nghien cUu - ding h9p, 



3 

c6 tinh chuyen sau v chuyen mon, nghiep vv;  chuyen vien c6 kien d'Oc lap ve nOi 
dung tham muu de xuat thuOc nganh, Filth vvc dugc phan ding theo d0i; chiu trach 
nhiem truot Lath dao Van phong, Lanh dao fly ban nhan dan tinh va tnr6c phap 
luat ve nhiem vi thuOc nganh, linh vvc &aye phan deg. 

Chilling II 
PHAM VI TRACH NHItM CIJA CHANH VAN PRONG 

VA CAC PHO CHANH VAN PRONG 1JY BAN NHAN DAN TIN!! 

Dieu 4. Trach nhqm ciia Chanh Van phong 
1. Chanh Van phong la nguai dung dau, chiu trach nhiem fru& fJy ban nhan 

clan tinh, chit tich fly ban than dan tinh v viec lath dip, tO eh& dieu hanh myi 
boat dOng cim ca quan Van pheng fJy ban than dan tinh theo chirc nang nhiem vy 
dã dugc quy dinh. Thtrc hien trach nhiem cña Thu truemg ca ,quan theo dung quy 
dinh cüa phap luat. Chanh Van pheng phy trkh chung, true tip phy trach cong tac 
th chirc can b0, tài chinh va mOt so 11th we khac dm Van phong. 

, 	2. Chanh Van ph6ng chi dao, dieu hanh hoat dOng ca quan Van phong theo 
the dO Thil truang; thuemg xuyen chi dao, don doe, kiem tra va danh gia ket qua 
thvc hien nhiem vii cüa cac phong. 

Chanh Van phong phan &Ong Pho Chanh Van ph6ng phi trach mOt hoac 
mOt s6 finh we ding taz cfm Van phong. 

Khi Chanh Van phong di cong tac hoe yang mat tai ca quan phai ity quyen 
cho mOt Ph6 Chanh Van pheng thay m@ Chanh Van ph6ng dieu hanh hoat dOng cüa 
Van phi:mg va xü IY ding viec thuOc tham quyen eüa Chanh Van pheng; viec üy 
quyen phai dirge thong bao bang van ban. 

Cac nOi dung can dua ra ban bac, thao luan trong tap the lath dao Van 
phOng truOc khi Chanh Van pheng guy& dinh 

Chucmg trinh, k hoach cong Mc; bao cao so ket, tang ket dm co quan; 
Dv toan, quyat toan kinh phi; che dO chi lieu nOi b0, k'e hoach mua sam tai 

sari dm ca quan theo quy dinh; 
Clang Mc tt) chi:cc b0 may, nhan sv, thi dua, khen thuang, kY luat cCia Van 

pheng theo quy dinh; 
Cac dv thao van ban, phucmg an, d'e an do Van pheng chit tri son that) 

trinh lanh dao fJy ban nhan dan tinh, Chu tich ny ban than clan tinh; 
Nhang van de khac ma Chanh Van phong thay can thiet dua ra thao Mn. 

Tnremg hyp dac biet, lchong c6 dieu kin th chüc thao luan tap the, theo chi dap 
cüa Chanh Van phong, Trugng ph6ng Hanh chinh - TO chirc ph van ban lay Y kin 
tham gia eüa cac Pho Chanh Van phong, trinh Chanh Van phong xem xet, quyat dinh. 

Dieu 5. Trach nhim cfia cfic Pho Chfinh Van phong 
1. Giup Chanh Van phong thvc hien nhiem vy &we giao, thuang xuyen nam 
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chac c8ng viec cfra nganh, dia phuang; chi dao chuyen vien theo dOi don dc vi'ec 
thgc hien cac quyet dinh cüa Trung ucmg, cüa Oy ban nhan clan tinh c6 lien quan 
den linh vgc dog tac dugc phan cong a cac nganh, dia phucmg; kip thai phat hien 
va de xuat vai ty ban nhan dan tinh nhang van de can chi So, giai quyet. 

2. Trong pham vi tham quyen duce giao, Pho Chanh Van phong lam viec trgc 
tip vOi Chn tich, cac Pho Chn tich, lath So cac ser, ban, nganh, Chu tich lily ban 
nhan dan xa, phuang, tren ca sä do Ph6 Chanh Van phong bao cao veri Chanh Van 
phang d'e Chanh Van phang nam bat thong tin va chi So ding viec chung. Trong 
cOng viec dugc giao, cac Ph6 Chanh Van pheng phai de cao trach nhiem cá nhan, 
dong thed cM dOng phoi hgp trong viec nghien cfru va giai quyet nhting c8ng viec 
thuOc pham vi minh phi tech, nhimg van de ca Sr kin khac nhau gift cac Ph6 
Chanh Van phi:mg va chuyen vien thi bao co.o Chath Van pheng xem xet, quyet dinh. 

3 „Duce kY thay Chanh Van phang thira l'enh Cita tich fly ban than tinh kS1 
cac van ban theo quy dinh cüa phap luat; dugc trgc tip thay Chanh Van phong kSr 
cac van ban thuOc 11th vrc dugc phan c6ng hoc khi Chanh Van pheng yang mat fry 
quyen va chiu trach nhiem dti veri van ban ma minh dal 14. 

Truang hgp Chanh Van ph6ng yang mat se fry quyen cho mot Ph6 Chanh 
Van phong xfr 1S,  ding vi'ec dm Van phong, sau khi het thai han fry quyen, Ph6 Chanh 
Van pheng trvc tip bao cao cho Chanh Van pheng cac ding viec da xfr 1ST trong thed 
gian dugc giao fry quyen. 

Chi So chuyen vien thuOc rinh vgc phg trach dg thao thong bao ket luari 
tai ck cuOc hgp do Chn tich, cac Pho Chit tich fly ban nhan dan tinh chü tri. 

Ph6 Chanh Van ph6ng di c8ng tac trong tinh (ngoai lich &mg tac tuan) phai 
bao cap xin kien Chanh Van pheng, di cling taz ngoai tinh phai bao cao xin kien 
Chu tich, cac Ph6 Cho tich lily ban than dan tinh va Chanh Van phOng. 

Chuang HI 
TRACH NRItM, NHItM VI; VA QUYEN HAN 

C1JA CAC DON VI THUOC VAN PRONG 

Dieu 6. Nhie:m vii cüa cac phong, ban, trung tam 	• 
Nhiem vg cüa cac pheng, ban, trung tam thuOc Van phong thgc hien theo 

Quyat dinh st 03/QD-VPUBND ngay 01 thang 7 nam 2025 dm Chanh Van phong 
Illy ban nhan dan tinh ban hanh Quy dinh chi:re nang, nhiem vu, quyen han ck phong, 
ban, trung tam thu'Oc Van phong fiy ban than clan tinh; Quyet dinh se) 71/QD-
VPUBND ngay 10 thang 9 nam 2025 dm Chanh Van phong lily ban nhan dan tinh 
ve dieu chinh, bt sung chgc nang, nhiem vg cac phong thuOc khti tham muu - tong 
hgp Van phong lily ban than dan tinh 

Duy tri lich hgp, hOiSir  cila phong;,thgc hi 	 theo 
quy 

caz che dO bao cao dinh kSt  
quy dinh va cac bao cao dot xuat, chuyen de theo chi So cira Lanh So Van phang. 

Dieu 7. Trach nhim, pham vi giai quyet &Ong vi§c cüa Trueng phong vã 
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twang &rang thuec Van phong (sau day g9i tAt là Trueng phong) dOi vél cac 
phong, ban, trung tam lam viec theo che de thii trueng 

Trueng phong la ngueri dung dau, lanh dao, quan 	di'eu hanh m9i hog 
deng cüa pheng theo che dO tha tnrong, de cao nguyen tac tap trung clan chili, dam 
bao thvc hien tot chat nang, nhiem vu, quyen han ducc giao theo phfin cling \fa theo 
chi dao cüa Chanh Van phi:mg, Pho Chanh Van pheng phu tech; chiu trach nhiem 
truck Chanh Van phOng, Ph6 Chanh Van phong phu trach va truck pilaf, lug ve toan 
be hoat &Ong, ket qua ding the eUa phong. 

TO claire thvc hien nghiem tik noi quy, quy che lam vi'ec,cila ca quan va ky 
lug lao deng; duy tri nn nep che do sinh hoat, hei h9p, don doe, nhac nher ding 
chfrc, viten ehüc, ngtrai lao dong hoan thanh tet cac cling viec cüa phOng. 

Quan 1Y, phan cong nhiem vu cong chirc, vien chirc, ngueri lao ding trong 
phOng va thuong xuyen don doe, lciem tra tin dO, chat lucmg deg viec theo phan 
&Ong; dieu phoi cong viec cüa pheng khi c6 ding chirc, vien chüc, nguai lao deng 
di yang de dam bao tien dO cong viec theo quy dinh 

Chia deng phi hap veri Truong pheng khac thuOc Van ph6ng de giai quyet 
nhimg van de c6 lien quan thuOc chirc nang, nhiem vi cáa phi:mg; truemg h9p c6 
kien khac nhau thi xin kin Lath dao Van pheng ph u trach. Nhang van de khong 
thuOc tham quyen, Twang phang phai bao cao Lath dao Van phong phi tech xem 
xet, giai quyet. 

Chap hanh str chi daocUa Lanh dap Van pheng phu trach trong qua trinh 
tinrc hien nhiem vu; truemg hap c6 kien lchac yeti Lath dao Van pheng phy trach 
thi bao cao Chart Van phi:mg xem xet de chi dao. 

Kien nghi, d'e xuat cac van a c6 lien quan den cong viec cüa phong. 
Thvc hi'en cac nhiem vu khac do Lath dao Van phong phan ding. 

Dieu 8. Trfich nhiem, ph9m vi giai quyet cling viec ctia Ph6 Trueng phong 
dOi voi cfic phi:mg, ban, trung tam lam viec theo che de thii trueng 

Ph6 Trueng phong la ngueri giüp viec cho Trueng phong, phi trach met sa 
vuc cong the do Tnremg pheng phan ding; chiu trach nhiem tar6c TruOng 

pheng, Ph6 Chanh Van pheng phu trach, Chanh Van phong va tru6c phap lug ye 
l'inh vvc  cong tac duce phan cong. 

Dieu hanh, giai quyet ding viec cüa pheong lchi dusk Tnrerng phong fly quyen 
trong theri gian Throng pheng yang m'at tai ca quan; throng xuyen bao cao tinh hinh 
cac mat dog the duce phan- deg va cac thong tin co lien quan veri Truong pheng; 
chiu tech nhiem truck Truemg phong, tru6c Lath dap Van phong va Sec phap luat 
ve trach nhiem giai quyet ding viec cUa phong trong then gian (INN fly quyen. 

Thut hien the nhiem vu khac do Lanh dap Van phong phan cong. 
Dieu 9. Trach 	ph9m vi giai quyet ding viec dcua ing chfit thuec 

cfic phong nghien cum - tOng hqp lam viec theo che de chuyen vien 
1. Nhiem vu cUa chuyen vien cac phong nghien elm - uing hop do Chanh Van 



6 

phong Uy ban nhan dan tinh phan deg. 
Tham mtru xir 1 ding viec dugc phan ding dung quy dinh, quy trinh, theri 

gian xir 15,  deg viec va dung nhiem vu dugc phan ding, bao dam re rang ve trach 
nhiem, lchong chong cheo, Ichong b6 sat, lchong gian dosn trong qua trinh trien lchai 
thtrc hien, trinh Lath So Van phong pho trach truck lchi trinh lanh So fly ban nhan 
dan tinh; chiu tech nhiem ii soat, t6ng hop, don Mc cac sec ban, nganh, dia phucmg, 
co quan, don vi thgc hien cac nhiem vo dugc Uy ban than dan tinh giao thuOc finh 
we, nganh, dia phucmg phtt trach theo hen chi dao dm Lath dao Van phong. Thuc 
hien nghiem chedo bao mat thong tin theo quy dinh, Tong theri, chiu trach nhiem 
tank Lath So Van phong, Lanh So Uy ban than clan tinh va tnreic phap luat ve 
nhiem vii thuOc nganh, linh vrc dugc phan cong. 

Trong qua trinh giai quyet clang viec, ca than lien quan co trach nhiem chi 
dOng phoi hop, tham mtru, trao doi va thong nhat trong qua trinh xir 1)? cong viec 
nham bao dam hieu qua va ding tin do chung cUa co quan, don vi; tuyet doi khong 
thodi thac, ne tranh hoc dim day tech nhiem. 

Thuc hien cac nhiem vu lchac do Lath So Van phong phan ding. 
Dieu 10. Trfich nhiem, phum vi gifii quyet clang viec cüa cong chit, vien 

chat, nguiri lao deong 
Thgc hien day dU, nghiem thc nhang quy dinh trong Lust Can NI, cong 

chac; Luat Vien chirc; Lust sir' a dai, 1)6 sung m'Ot so dieu dm Lust Can b0, cong 
chirc vã Luat Vien chirc; BO luat lao dOng, Quy chelam viec ciia Van phong va cac 
quy dinh Ichac co lien quan. 

Chap,hanh nghiem sr lath dao, chi dao, phan ding nhiem vu 	Lanh So 
Van phi:mg (d8i vdri c8ng chirc thuOc cac phong nghien cfru - tong hop) va lanh So 
phong. Chit dOng nghien con, tham muu de xuat giai quyet cac ding viec dugc phan 
cong dam bao tien do theo quy dinh. Chiu trach nhiem truerc phap luat, truee Lath 
dao Van phong va Throng phi:mg ve ding viec duce giao. 

Tham du day dU cac cuOc hop do Van phong trieu tap va phong to chirc. 
Bao quan ha so, tai lieu va giao nOp ha so tai lieu vao km tril co quan ding 

theri gian va theo quy dinh cUa phap luat ve km hit 
De xuAt, kiM nghi vói Lath So phong, L'anh dao Van phong cac van de 

co lien quan den cong -viec dirge phan c8ng. 
nue hien cac nhiem vu lchac do Lanh dao Van phang vã Lath dao phang 

phan cong. 

Chucrng IV 
PHAM VI TRACH NHIEM VA CHE KI LAM VIEC 

THEN CAC MAT CONG TAC CU  THE 

Dieu 11. Xfiy dvng chuting trinh cong tic cfia Uy ban nhfin dfin tinh 
Thtrc hien 57 kien chi So dm Chti tich tJ' y ban nhan clan tinh, cac Pith ChU tich 
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i'Jy ban nhan dan tinh va Quy ch'elam viec cüa Uy ban nhan dan tinh, timg chuyen 
vien theo dOi nganh don dc va ding cac se, ban, nganh dang kY de,xuat nOi dung 
chuong trinh &Ong taz 	Uy ban nhan dan tinh (nam, quY, thang, tuan) va xep ljch 
cong tac tuan cüa Chit tich, cac Pho Chi tich fJy ban nhan dan tinh, bao cao Chanh 
Van phOng tham gia kin trinh Chu tich, cac Ph6 Chit tich Uy ban nhan dan tinh 
quyat dinh va theo dOi viec thuc hien lich cong tac da da ra. 

Dieu 12. Xfiy dyng a in trinh Uy ban nhfin dfin tinh 
Chuyen vien theo dOi nganh, linh vuc chiu trach nhiem tnxec Chanh Van 

phOng va cac Pho Chanh Van ph6ng phi tech don doe co quan chit tri xay dung de 
an chuan bi de an ding yeu cau ye nOi dung theri gian theo chi dao cita Chit tich, cac 
Ph6 Chu tich Uy ban than dan tinh. 

Cham nhdt 02 ngay lam viec, ka tü ngay nhan duge da an, chuyen vien c6 
trach nhiem kiem tra he so vethit tic, thethitc, hinh thirc va lap phieu trinh dà xuat 

kin giai quyet dog viec, bao cao Chanh Van phOng hoac Ph6 Chart Van phi:mg 
phu trach tnrerc ichi trinh Chit tich 11.1y ban nhan dan firth, trong qua trinh theo dOi 

nu có diem ,chua nhat tri gift cac nganh thi thy tinh chat cim van de, chuyen 
vien chi dOng de xuat veri Chonh V'an phOng to chuc h9p hoc gin van ban de cac 
don vj, dia phucmg c6 lien quan gapypkien, be sung them nhcmg nOi dung chua re 
hoc trao dOi ve cac diem con chua nhat tri de siza di hoc chinh 132 trirec lchi trinh. 

Dieu 13. Chun bj va phyc vy cac phien hypty ban nhfin dfin tinh, Bang 
üy Uy ban nhfin dfin tinh va the cu6c hyp, lam vi6c cim Chü tich, cac Ph6 Chu 
tich Uy ban nhfin dfin tinh 

Nei dung cac cuOc  hop thuOc tinh vuc nao thi Lath dao Van phOng phi 
trach va chuyen vien cac don vi duqc phan citing theo doi nganh, linh vuc de chiu 
trach nhiem,chuan bj nOi dung, chucmg trinh, mei thanh phan tham du cuOc h9p. 
Cac he so de an, du thao Van ban se thong qua tai phien hgp phai dugc giri den cac 
dai bleu truck 03 ngay (trir truemg hgp bat thueng). Lanh dao Van phOng, chuyen 
vien theo dOi lTnh vuc dugc phep tham du va c6 trkh nhiem ghi,bien ban hei nghi, 
du thao thOng bao hoc cac van ban can thiet de cu the hea kien chi dao cita Chia 
tich va Pho Chit tich fly ban than dan tinh. 

Chuyen vien cac phOng nghien cfru - teng hqp, Ban Tip eking clan tinh, 
Trung tam Phyc vii hanh chinh deg tinh theo Dinh vuc phan ding phi trach, chiu 
trach nhiem ghi,bien ban cac cuOc hop cim Lanh dao f.Jy ban nhan clan tinh theo quy 
dinh tai Quy che lam viec cita Uy ban than clan 11th. NOi dung ghi bien ban dam bao 
theo quy dimh tai  khoan 2 Dieu 16 Quyet dinh se' 45/2018/QD-TTg ngay 09 thang 
11 nam 2018 dm Thii tuomg Chinh phit Quy dinh che dO hOi hop trong hoat dOng 
quan l, dieu hanh dm co quan thuOc h thong hanh chinh nha nuere. 

Dieu 14. Mt s6 vAn a lien quan den xir van ban 
1. Di yen nhtmg van ban cac ser, nganh, dia.phucmg trinh U>' ban nhan dan 

tinh nhung khong thong nhat nOi dung tham muu de xuat, phucmg an chgn hoac c6 
nhiing nOi dung phIrc tap, chuyen vien phai lap phieu trinh ding viec, trong de neu 
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rO quan diem va hen tham muu de xua't cüa minh, bao cao Lath clao Van phong, 
Lath dao lily ban nhan dan tinh xem xet, quyet dinh. Sau khi c6 kien phe duyet 
cna Lath dao lily ban nhan dan tinh, phieu trinh deg viec nay la co sä de sop thao 
van ban va km tit ho so tai lieu theo quy dinh. 

2. Lanh dao Van phong va chuyen vien thvc hien viec soan thao va trinh duyet 
van ban ten he thong phan mem, ke ca trinh duyet,phieu trinh ding viec. Nhcmg 
truemg hop Lanh dao Van ph6ng &Mg nOi dung de xuat cüa chuyen vien thi phe 
duy'et phieu trinh, kY duyet van ban. Neu khong Tang Y voi lcien de xuat thi trao 
di lai \Teri chuyen vien xfr ly van ban de thong nhat tnroc khi duyet, thOng qua. 

Dieu 15. Theo d6i, kiem tra viec thip hien quyet dinh clia ty ban nhfin 
dfin tinh va caa cap tren 

Chuyen vien theo del nganh, linh vrc có trach nhiem theo dOi, don Mc, 
kiern,tra tin.h hinh, ket qua thvc hien ck nhiem vii 	lily ban than dan tinh va ChIt 
tich 11y ban than dan tinh giao cac so, nganh, dia phucmg minh ph9 trach; phi hop 
vOri Trung tam Phvc hanh chinh ding tinh dinh Icy ra sok, bao cao lily ban than 
dan tinh, Chn tich lily ban than dan tinh d dam bao sr dang bØ, thong that tong 
chi dan, dieu hanh. 

Chuyen vien phai chIt dOng di co siO, de nghi ck set, ban, nganh, dia phucmg 
cung cap tinh hinh, tai li'eu phgc v9 cho cong viec nghien dm, theo dOi kiem tra. Khi 
phat hien van d sai sot, phai kien nghi bin phap xü lY kip thed, chinh xac. 

Dieu 16. Gong tic thong tin, bio cao va quan 151 cling van 
1. Chuyen vien tang hop lam tau mai, cac chuyen vien theo dOi nganh, linh 

vtre c6 trach nhiem cung cap thong tin cho chuyen vien tong hop de nang cao chat 
lugng bao cao thang, quY, nam hoc bao cao dot xuat cna lily ban nhan clan tinh. 
, 	2. Chuyen vien c6 trach nhiem 	ha so cong vie dã ly (ha so din va 

ho so giay); hang nam giao nOp h6 so, tai lieu dm nam truesc vao km tit co quan 
theo quy dinh. Tnrang hop do yeu cu thay Mj vi tri citing tac, th8i viec, nghi hint 
thi nguai quan ly tai lieu phai ban giao cho ngueri co trach nhiem hoc giao nOp cho 
km tit-   co quan quan 1Y. 

Dieu 17. Trach nhiem trong viec tip don khfich den lam viec voi 11y ban 
nhfin din tinh va Van phong 11y ban nhfin din tinh 

Vic ph9c v9 hau can don tip khach An, 0 lam vi'ec do Pheng Quan tri - 
Tai v3 /41 giItp Lath So Van pheng thvc hien don tip theo quy dinh elm Nha nuOc. 

Khach tir cap Ph6 ThU tuong to,  len do Chanh Van pheng trvc tiep chi So 
chuan bi viec don tiep va nOi dung lam viec theo sr chi So dm Chid tich va Ph6 Chn 
tich lily ban nhan dan tinh. 

IChach BO, nganh Trung uong, cac tinh dan tham va lam viec tai tinh thuOc 
vkrc nao thi Chanh Van phong, cac Ph6 Chanh Van phong va chuyen vien theo 

dOi linh we d6 co tech nhiem phoi hop ved the set, ban, nganh chirc nang chuan bi 
nOi dung lam viec va thin gia dv hop, don tip khach, trir truang hop Chn tich, cac 
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Ph6 Chu tich 1:Jy ban nhan dan tinh va Chanh Van phong phan cong trip tip. 
4. Khach c6 lien quan dan cac don vi thuOc Van ph6ng thi l'anh dap de don vi 

cep trach nhiem don tip va lam viec vOi khkh theo chi dao cüa Lath dao Van phOng. 

Dieu 18. Ched quan 113",  lao di)ng 
Cong chüc, vien chüc, ngued lao &ling trong Van phong c6 tech nhiem 

thuc hien nghiem thed gian lam viec theo quy dinh dm BO lust Lao deng va gier hanh 
chinh do fJy ban than dan tinh quy dinh; ca trach nhiem bao mat; gift gin ve sinh 
noi lam viec; bao quan tai sin chung cüa Van phong va tai san dugc giao sir dung 

hoan thanh Mt nhiem vu duce giao. 
Cong chirc, vien chat, ngued lao ding Ichi dOn co quan lam viec phai tap 

trung nghien cfru,,  thuc hien day du, kip thed ck you cau ding viOc ved nang suat, 
chat luong tot nhat; trong gier hanh chinh khi reri ichoi co quan phai bao cao yeti lath 
dao cap.c6 tham quyOn quan 15r minh. • 

, 3. Cong chirc, vien 	ngued lao dOng thuc hien nhiem theo nhiem vu, 
quyen han neu tai  Quy che nay va theo thong bao phan clang nhiem,vu cu the' dm 
lanh dao; tuan the' 	luat lao deng; c6 thai di) van mirth trong giao tiep, Ung xir doi 
voi thing nghiep, ding dan va to chlre; thuc hien day dIr ck quy dinh cIra Luat Can 
be, cong chüc, Luat Vien chirc, Be Luat lao dOng va nhcmg quy dinh hiOn hanh cIra 
Nha nuerc có lien quan; chiu trach nhiem truerc Lanh dao Van phong, TruOrng don vi 
trcrc thuec va tnrerc pháp luat ve viOc thut hien nhiem vu cIra minh. 

Chanh Van phong di ding tac hay nghi viec rieng, phai thong bao cho Ph6 
Chanh Van phong phy trach thay va Truong ph6ng Hanh chinh - To chirc; Ph6 
Chanh Van phong di cong tk hay nghi phop phai bao cdo Chart Van phong va 
thong bao de Phong Hanh chinh - TA chirc biOt theo d'Oi. 

Truemg cac don vi Ulm thuOc di ding tac hoc nghi viec rieng phai bao cao 
Chanh Van phong va Ph6 Chanh Van phi:mg phi; trach ve nOi dung, thin gian va de 
nghi nguai thay thO de giai quyet cong vic. Truemg cac don vi duce phep cho Cong 
chirc, vien chirc, ngued lao &Ong thuOc quyen quan lY nghi viOc rieng 1/2 ngay. 

COng chirc, vien chirc, ngtresi lao deng nghi viec 1/2 ngay phai bao cao 
Tnreng don vi tn,rc thu0c; nghi viOc tir 01 ngay S len phai bao cao bang van ban 
cho Truemg don vi va dugc str cho phop co a lanh dao Van phong phy tech. 

Cong chirc, vien chirc, ngued lao &Ong &roc nghi 16, nghi phep, nghi Am, 
thai san, theo quy dinh hien hanh cIra Nha nuot. 

COng chIre, vien chic, ngtreci lao dOng lam viec ngoai gier hanh chinh hoc 
cac ngay nghi khac (lchi c6 you cau cIra larih dao co quan) theo yeu cau nhiem vu.,  
Khi &rot phan c8ng true, lam viec ngoai gib hanh chinh duce co quan chi tra che 
de lam them ngoai gi6 theo quy dinh cIra phap luat hien hanh. 

, 9. Cho' di) nghi phop 	Cong chirc, vien chirc, nguai lao dOng duce giai 
quyet theo quy dinh 	luat Lao dOng. Cong chirc, vien chirc, ngtr&i,lao dOng 
nghi phep phai viet giay xin nghi phep 	Truong pheng Hartchinh - To ethic de 



10 

theo dOi phep va phai dugc Chanh Van ph6ng dOng 
10. Van ph6ng fly ban nhan dan tinh tao m9i di'eu kin d cling chirc, vien 

chirc, ngtrai lao dOng hgc tap de Ichong ngimg nang cao trinh dO, chuyen mon nghiep 
vv, phü hap vad nhiem vv chuyen mon va chuan hod can b0. 

Dieu 19. Dinh gia va phin WO can ba), cling chat, vien charc 
1. Vic danh gia va phan loai can b0, ding chat, vien chirc, ngued lao dOng thvc 

hien theo quy dirth hien hanh va cac van ban hugng dan cua ca quan c6 tharn quyen. 
, 	2. Viec danh gia va phan loai can b0, cong chirc, vien chat, ngued lao dOng 

nharn lam,rO uu diem, khuyet diem, mat manh, mat han che ve pham chat chinh tri, 
dao dirt, loi song, Wang lye chuyen mon, nghiep vv, kat qua thvc hien nhiem vti dugc 
giao va then vgng phat then cita can be, ding chirc, vien 

Thai dim danh gia va phan loai can bt), cong chirc, vien chirc, nguai lao 
dOng dugc lien hanh vao thang 12 hang nam va theo hugng dan cila cap teen. 

Kat qua danh gia, phan loai la can dr db tri, sir dvng, dao tao, b61 duang, 
quy hoach, bó nhiem, mian nhiem, khen thuong, kSrluat va thvc hien cac chinh sach 
'chez dOi van can b0, ding chirc, vien chirc. 

Chuang V 
CHIE Do HQP VA MO! QUAN H CONG TAC 

Dieu 20. Ch e di) him 
Lanh dao Van phong hOi Si it nil& m& thang 01 ran hoc hOi d'a xir 12 cong 

viec thuang xuyen, dOt xuat theo yeu cau. 
TuST theo you An nhiem vii hang qu, Lanh So Van phong hyp giao ban 

\Teri cac pheng, ban, trung tam. 
Vao dau qu)2 I hang nam, tó chirc hOi nghi can b0, cong chirc, vien chirc 

tong ket cac mat hog dOng cong tac dm Van phong trong narn tnr6c, then khai 
nhiem vi ding tac nam sau. 

Cac dan vi thuOc Van phong tó chat hgp it nhat mi thang melt Ian da danh 
gia viec thvc hien nhiem vv chuyen mon; to chat hgp dOt xuat d trien khai cac clang 
viec can thiet lchk (neu can). 

Dieu 21. Mm quan he' cong tic 
Van phong UBND tinh c6 trach nhiem quan he chat che vgi Van phong Chinh 

phit, Van ph6ng cac BO, nganh a Trung ucmg de trait thit sr giñp dâ va cung cap thOng 
tin lcip then giltp fJy-  ban nhan dan tinh trong tO chic chi So, diau hanh &Ong viec. 

Van phong chiu sv chi So true tip dm Chit tich, Pho Chit tich ty ban nhan 
dan tinh trong thvc Men  chic nang, nhiem vv theo quy dinh cita phap luat 

, 	3. Van ph6ng fly -ban nhan Sri firth la ca quan thuoc fly ban than dan tinh, c6 
mOi quan h phoi hgp yen Van ph6ng Tinh üy, Van phong Doan Dai biau Quoc hOi 
va HOi clang nhan dan . tinh, cac kr, ban, nganh cüa tinh, fly ban nhan clan ck xa, 
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phuang va co quan, t chic c6 lien quan trong viec tham muu, gulp 1Jy ban nhan dan 
tinh, Chü tich ty ban nhan dan tinh thuc hien nhiem vy, quyen han thuOc thAm quyen. 

Quan he lam viec gitra cac phong, ban, trung tam thuOc Van phong fly ban 
nhan dan tinh la quan h phoi hgp theo chiic nang, nhiem vy dugc phan ding va theo 
Quy cha lam viec dm Van phong lily ban nhan dan tinh. 

Chuang VI 
TIEP NHAN, Lt VA BAN HANH VAN BAN 

Dieu 22. Tip nh4n, xir 1Y va ban hanh van ban 
Phong Hanh chinh - T'a chirc giirp Chanh Van pheing ta chat tip than, phan 

loai ban dau, chuyen giao van ban clan, phat hanh van ban di; sao y va quan lY van ban 
tai Van phong theo quy dinh va dog tac van thu hien hanh. 

Dieu 23. Pham vi, than' quyenicY van ban 
Toan b0 ha so, van ban tham mtru, de xuAt cua Van phong do khi chuyen 

vien nghien ciru truot khi trinh len Chit tich fly ban nhan dan tinh, Ph6 Chia tich lily 
ban nhan dan filth xem xet, giai quyat du phai trinh Chanh Van phong hoc Pho 
Chanh Van phong phy tech 	linh we c8ng tac ki'em tra, ghi c the kien phe 
duyet vao Phieu trinh giai quyat c8ng viec. 

Dg thao van ban trinh fly ban nhan dan tinh, Chit tich, cac Pho Chit tich fly 
ban than dan tinh phai c6 chit IcY tat xk nhen cira lanh So Van phOng trong van ban 
(k'a ca phy lye,  danh myc kern theo) truck khi lanh So fly ban nhan dan tinh xem xet, 
quyat dinh 14 ban hanh. 

Tnrong phong Hanh chinh - Ta chive dugc thira lenh Chanh Van phong 
cac loai van ban thong thueng nhu: giay gied thieu, giAy di throng, giay nghi phep, 
thong bao, ding van giai quyet c8ng viec nOi b0 co quan, giay med hoc mot sa van 
ban khac khi duce Chanh Van phong uY quyen, giao nhiem vy. 

Dieu 24. Ch do bao mat tai lieu 
Cong chive, vien chive, nguai lao dOng c6 trach nhiem bao quan ha so tai 

lieu cita minh. Nghiem cam viec chiem gift, tieu huY tai lieu, lam hu hong tai lieu 
hoc tuY tien sao chyp cung cap tai lieu cho cá nhan, phong khac khi chua co Y 
kin cita lanh So Van phong. Khong duce sao chap, luu gift nhang dir lieu, thong 
tin co tinh chat "Met", "Tai met", "Tuyet met" theo quy dinh 

Thuc hien nghiem cha dØ bao met: khong danh may, in An, sao chyp du 
hoac de lgt ra ngoai cac tai lieu c6 tinh chat "Mat" "Tai met", "Tuyet met", cac 
van ban di but phe xir 	lanh doo UBND tinh va lanh dao Van phi:mg duai 
bat cIt hinh thirc nao. D6i vai nhi'mg loai van ban nay, can b0 ding chive mugn 
khai thac, sir dyng s8 lieu phyc vy cong tac nghien ciru phai bao cao xin kien 
lanh So Van phong. 

Thuc hien ding cac quy dinh kha.c theo quy cha bao ye bi met Nha nuac 
dal ban hanh. 
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Chuang VII 
DIEU ICHOAN THI HANH 

Dieu 25. TO chic thnt hien 
Quy ch'e nay dugc ph6 bien, quan triet Mnd toan the c6ng chirc, vien 

nguti lao dOng thuOc Van phong lily ban nhan dan tinh d'e thvc hien. Lanh dao Van 
pheng, 'fruOng cac phong c8 trach nhiem chi dao, to chirc thvc hien Quy che nay. 

Cac don vi va toan th'e cong chirc, vien chfre can dr nhiem vy dugc giao, 
tang cueing phoi h9p, dux hien dung chIrc nang nhiem vg, moi quan M  c8ng tac 
duce quy dinh trong Quy che nay. 

Truong phong Phong Hanh chinh - TA chirc c8 tech nhiem ph6i hgp theo 
dOi, don Mc cOng chic, vien chfrc, nguoi lao dOng thuOc Van phi:mg 14 ban nhan 
dan tinh nghiem the thvc hien Quy che nay. 

Trong qua trinh thvc hien nu phat sinh nhimg vAn de cAn bA sung, sira d6i, 
cac phong, ban, trung tam phan anh ve Phong Hanh.chinh - T6 chat de tong h9p, de 
xuat trinh Chanh Van phong xem xet, quyat dint-111p— 
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