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UBND TiNH QUANG TR!
VAN PHONG

86: 3~QD-VP

C(lNG HoA xA H(lI cHO NGHiA VI~:T NAM
Dyc I@p- Ty: do - H~nh phDc

Quang Tri, ngaylJ thang 6 narn 2015

QVYETDJNH
B.n Mnh Quy ch@thy:c hi~n dan chD trong ho~t dyng

cu. Viin philng VBND tlnh Quang Trj

CHANH VAN PHONG VBND TiNH QVANG TRJ

Clin cu Quy€t dinh 56 Ol/QD-UB, ngay 10 thang 7 nam 1989 cu. UBND
Hnh v~ vi~c Thllnh I@pVlin phimg UBND Hnh;

Can cu Quy€t dinh 56 08/2011/QD-UBND, ngay 14 tMng 4 nam 2011 eua
UBND tinh v~ vi~e Quy dinh ehue nling, nhi~m vu, quy~n h~n va ca du ta ehue
eua Vlin phong UBND Hnh;

Can eu Nghi dinh 56 04/2015/ND-CP ngay 09 thang 01 nam 2015 eua
Chinh phu v~ th\Ie hi~n dan cM trong ho?t dQng cua ca quan himh chlnh va dan
vi 5\I nghi~p cong laP; .

Xet de nghi cua TruOng phong Hanh chlnh- To chuc,

QUYETDJNH:

Di~u 1, Ban Mnh kern theo Quy~t djnh nay "Quy ch@thl}'c hi~n dan chu
trong ho~t dyng cu. Viin ph/lOg VBND tlnh Quang Trj".

Di~u 2. Quy€t dinh nay co hi~u l\Ic k€ tU ngay kY va thay th€ Quy€t dinh
56 275/QD-UBND ngay 20 thang 5 nam 2008 cDaVan phOng VBND Hnh,

Truang phong Hanh chlnh- T6 chuc, cac TruOng phong, Ban, Giam dbc
cae Trung Him va can bQ, cong chirc, vien chuc, nguai lao dQng Van phong
UBND tinh chiu trach nhi~m thi hanh Quy€t djnh nay.!.'/-

N(li n1J(iIJ:
- Nhlf Di~u 2;
- Chu tich, cae PCT (b/c);
- Ban T6 chirc Tlnh uy;
_Dang uy kh6i cae CCf quan tinh;
- Sa NQi vv;
- Uinh d~o VP;
_Cae Boan th~: C£>,TN, PN;
- Luu: VT. HC-Te.

CHANH VAN PHONG
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CQNG HoA xA HQI cHiJ NGHIA VI~T NAM
Di)c I~p - T" do - H~nh phuc

QUYCHE
Th"c hi~n dan chu !rong h~~t <li)ngcua Van phong VBND tinh

(Ban himh kern thea 9uy~tilin~ s6;Jn.- /Q.EJ-VP~giJy.tA thang 6 niirn 2015
cua Van phang VBND tmh Quang m)

ChllO'DgI
QVY DINH CHUNG

Di~u 1. Ph\lm vi, (fAi trrvog di~u chinh:
1. Quy ch~ nay quy dinh vi~c th\lc hi~n cac noi dung dan chu trong ho~t

dong cua co quan Viin phOng UBND tlnh.
2. Quy ch~ nay ap d~ng d6i vai cac dan vi tf\lC thuoc va can bo, cong

chuc, vien chuc, nguiJi lao di)ng thui)c Van phOng VBND tinh quan Iy.

Di~u 2. Mt}c tlich, y nghia:
1. Quy ch~ th\lc hi~n dan chu trong hoat dong cua Van phimg VBND tinh

nhiim phat huy quy6n lam chu cua can bo, cong chuc, vien chuc, nguiJi lao
dong, gop philn xay dlJDg co quan trong sach viing manh, xay dlJDg doi ngu can
bo, cong chuc, vien chuc la cong boc cua nhan dan, co du phfun chilt dao duc,
nang I\lc, lam vi~c co nang suilt, chilt luqng, hi~u qua, dap (rng yeu du pMt
triSn, d6i mai ella dAt nuCrc va ella tinh nha; ngan ch~n va phong, ch6ng tharn
nhung, lang phi, quan lieu, gay phi6n ha, Sikh nhi6u d6i vai t6 cbUc va nhan
dan.

2. Phat huy quy~n lam chu ella can bQ, cong chuc, vien chue, nguai lao
dong gin li6n vai vi~c dam bao S\I lanh dao tuy~t d6i cua t6 chuc Dang, chilp
Mnh nguyen tic taP trung dan cM, th\lc hi~n ch~ do tM tnr&ng va pMt huy vai
tro ella cae t6 chuc dOlln the quAn chung trong co quan.

3. Th\lC hi~n dan chu nhung dang thai kien quy~t xU ly nhiing hanh vi Iqi
d~ng dan chu d6 vi pham Hi~n phap, phap lUat va xam pham quy6n tl! do dan
chu cila nhfm dan va ella can bo, cong chuc, vien chuc, nguai lao dQng, din tra
vi~c thi harm cong VI,l ella co quan, don vi.

ChllO'Dg II
TAACH NHI~M CVA CHANH VAN PHONG

I)i~u 3. Ch~ <Ii)trach nhi~m;
CMnh Van ph6ng UBND tinh co trach nhi~m quan Iy va di6u hiinh m9i

hoat dong cua Van ph6ng VBND tinh theo ch~ do thu tnr&ng, chiu trach nhi~m
tnrac pMp IUat, UBND tinh v6 toan bo hoat dong cua Van phOng va vi~c tbi



3

him~nhi~mY\!, cong V1,1ella can btl, cong chuc, vien chuc, nguai lao dOng thuQc
quyen quan Iy thea quy dinh cua phap lu~t.

Ili~u 4. Th"c hifn dan chu trong Janh d~o:

1. Chanh Van phimg co tdch nhiem phan ding cang viec cho cac Pho
":an phong. Cac PM Van phOng la ngum giup Chanh Van phOng di~u hanh mQt
so cong vi~c ella co quan va chiu trach nhi~m tnr6'c Chanh Van phong v€ cong
vi~cdo minh ph\! trach, chi dl;lO th\Ic hi~n.

2. Chanh Van phong tham khao y ki€n t~p th€ liinh dao Van phOng !ruac
khi quy€t dinh:

- Nhfrng viec lien quan d€n cM !rucmg, chlnh sach;

- K€ hoach cang tac, k€ hoach v~ tai chlnh, quy€t toan hang nam;

- Cang tac quy hoach, b6 nhiem can bQ lanh dao Van phOng va can bQ
lanh dao cac dcm vi tn,rc thuQc Van phOng;

- KS hOl;lChv~bien ch€, tuySn dVng, dieu dOng, b6 tri can b(>,cong chuc,
vien chuc; khen thuang, k5' IUat, nang b~c lucmg, nang ngach, chuy~n ngach, d~
bi;lt, dao tl;lo, b6i du5ng can bl), cong chuc, vien chuc;

- Xay d\ll1g nQi quy, quy ch€ hOat dQng cua Van phong va giai quy€t cac
khit~uDi;li, t5 cao trong nQi b(> Van phong ...

Di~u5. Th1fc hi~ndan chti trong chi d~o,diiu haoh:

1. Chiinh Van phOng co trach nhiem cung dp thOng tin, chi dao, huang
dful, dQngvien va ti;lQdi~uki~nthu~n lqi d~ can b9, cong chuc, vien chuc, nguai
lao dQng lam viec co hieu qua; ph6i hQ'pvai t6 chuc Dang, doan th€ qulin chung
trong co quan cham 10 doi sdng v~tchAt, tinh thAn cho din b(>, cong chuc, vien
chUc va nguiYi lao dQng.

2. Chanh Van phong co trach nhiem ti€p thu, nghien Clru va tra liYicac y
ki€n phan anh, phe binh cua can bQ, cang chUc, vien chuc, nguiYi lao dQng; y
ki€n gop y, phe blnh cua baa, dai, cac t6 chUc, ca nhan co lien quan; khang duQ'c
tr6 d~p ngoiYi dil gop y, phe blnh. Khi can bQ, cang chuc, vien chuc, nguiYi lao
dQng, ~ang dan d~,nghi duQ'CgaP tn,rc ti€p t~i Cha~ Van pho,!g phai ba tri thiYi
gian tiep va trao dai mQt cach chan thanh, thAng than cac van de lien quan.

Di~u6. Th1J'chi~ndaD chti trong thlfc hi~nnhifrn v\l:

1. Trong 16 chuc th\Ic hi~nnhi~mV\l ella cO' quan:

- Chanh Van phong phal th\lc hien dan chu, cang khai trang viec phan
cong c6ng vi~cC\l th~ cho timg don vi tn,rc thuQc va ca oharr, dam bao kh6ng
ch6ng cheo, sai l~chv~chuc nang, nhi~mV\J dugc giao;

- Chanh Van phOng co trach nhiem xay d\ll1g, ban hanh va cang b6 cang
khai quy dinh v~ dieu hanh, su d1,!ngva quan Iy kinh phi, tai san thea quy dinh
ella nhaD 1uM d5i v&i cae chuamz trinh. du an.
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2. Hitng thitng, t~p the Uinh d~o Van phong hQp d€ ki€m diem vi~c thl,lc
hi~n nhi~m V\lcua C(J quan, Nghi quy€t cua Elanguy va thOng bao cho can ba,
cong chuc, vien chuc, nguO'i lao dOng biSt. .

3. Hang thitng, Chanh Van phong t6 chuc hQp C(J quan ho~c giao ban vai
cac Truang, Ph6 phong Kh6i Nghien cUn - T6ng hQ"P,cac Truang, Ph6 phong,
Ban, Giitn,'d6c, PhOGiam d6c cac Trung tam d€ thang bao k€t qua can&vi~c dil
him va trien khai ,c6n~tac trong thapg t6i; xu ly kip thai cae cong vi~cton d9ng,
cang vi~e d(\t xuat; lanll nghe y kien phitn itnh, g6p y, phe binh elia cae don.vi,
ell nhan va ciing trao d6i mQt each cong khai, dan chil, minh b:;tch va cQng dong
tnich nhi<;m.

4. Hitng quy, Chanh Van phong thang bao k€t qua cae m~t ho~t d(\ng elia
C(J quan vai Elang uJ;, BCH Cang doitn ea sa, BCH Chi doim TNCS H6 Chi
Minh va can bO, cong chuc, vien chuc, nguai lao dQng trong Van phong.

5. Eljnh ky 6 thitng, cu6i nam, Chanh Van phOng chi d~o vi~e danh gia
tinh hioh thl,l'c hi~nkS ho~ch,nhi~mV1,1eila cae dan vi tn,rc thuQc Van phong va
elia Van phOngtheo quy dinh.

6. Chanh Van phOng ph6i hQ"Pval BCH Cang doan C(J sa Van phOng t6
chUeh(\i nghj can b(\, cang chuc, vien ehUe, nguiri lao d(\ng C(J quan 1 IAninam
VaGcubi nam d~ t6ng ket, danh gia ket qua cong tac nam ell va trien khai cong
tac nam maL Khi co 1/3 can bQ, cong C~lrC,vien chuc, nguoi lao dQll&ho~c
BCH Cang doan C(J sir Van phong yeu cau, ho~c Chanh Van phOng thay citn
thiet thi t6 chuc hQi nghj can bt}, cong chuc, vien chirc, nguai lao dOng bdt
thuang theo quy djnh cua phap lu~t va huang dlln clia T6ng Lien doitn Lao d(\ng
Vi~tNam.

Di~u7. Dan chii trong quan If kinh phi ho~t dQng va cong san:
Chitnh Van phOng chiu lrach nhi~m quan ly, su d\lng c6 hi~u qua kinh phi

ho~t d(\ngva cang sitn trong co quan:
- Quy djnh C\l th€ ch€ d(\ quitn ly, su d\lng kinh phi, cang san dam bao

hi~uqua;
- Quy djnh vi~c thl,lchi~n chi tieu, mua sfun; thanh ly thi€t bi, phuong ti~n

va cac cang san khac theo quy djnh hi~n hitnh;
- Ban hilnh Quy ch€ thl,lchanh ti€t ki~m, ch6ng lang phi, cang khai, minh

b~ch tai chinh va cang sitn theo quy djnh hi~n hanh.
Di~u 8. PhOng, ch6ng va xii"I)' hanh vi tham nhiing:
Trong ph~m vi nhi~m V\l, quy.ln h~n dugc giao, Chanh Van phOng c6

lrach nhi~m:
1. T6 chuc ph6 bi€n Lu~t Phong, ch6ng tham nhiing cho can b(\, cang

chuc, vH~nchuc va nguai lao dQng bi~td~quan tri~tva th\Ic hi~n.
2. T6 chuc tri€n khai th\IChi~n cac bi~n phap phOng ngira, ngan chiinMnh

vi tham nhilnQ. co ddu hieu tham nhilnQ: xu Iv nghiem tuc va tao di~ukien cho



5

cae ca quan, t6 chuc cO thAm quy~nxu ly nguai co hanh vi vi phe;tmphap lu~tv~
tham nhiing !Tong Vim phong VBND tinh.

3. N€u thi€u !Tach nhi~m, de xAyra tham nhiing trong Vim phong thi bi xu
19 theo quy dinh eua phap lu~t.

Di~u9. Cong bie qmin Ij can bQ, cong chuc, VieD chti'c va ngtriri lao
dqng:

Trong ph\llTl vi nhi~m Y\l, quy€n han va thAm quy€n duge phan dp,
Chanh Vim phOng co traeh nhi~m:

1. QUlin 19 can b(\, eong ehue, vien ehue va nguai lao d(\ng v€ mQi m~t:
Tu tuemg, phAm chAt, dao due, 5Udung, dao tao, b6i duang, th'1e hi~n cae eh€
d(\, ehinh 5aeh; ph6i hqp vai cae co quan ehue nang co lien quan dam bao mQi
quy~n 19i cua can b9, cong chuc, vieD chuc va nguai lao dQng thea dung quy
djnh eua phap lu~t.

2. Dinh ky hang nam, Chanh Vim phOng phai tien hanh th'1e hi~n vi~e
danh gia d6i vai can b(\, eong ehUe, vien ehue thu(\e quy€n quan 19 va chi dao
Twemg cae dan vi trJ,rethu(\e danh gia can b(\, eong ehUe, vien ehue, nguai lao
d(\ng do dan vi quim Iy theo thAm quy€n.

ChU'ong III
TRAcH NHI~M CVA cAN BQ, CONG CHirC, VIEN CHirC,

NGUOI LAO DQNG
J)i~u10. Trach nhifID cua can bQ, cong ch6'c, vieD chfrc va nglfO'i lao

dqng trong thi hilnh nhi~m vI},ding VI}:

I. Nghiem ehinh chAp hilnh n(\i quy, quy eh€ lam vi~e eua dan vi; th'1e
hanh ti€t ki~m, eh6ni;( lang phi va bao dam thong tin ehi~ xae, kiP. thai; th'1e
hi~~~di~~~~~~v~nMagiaoti~~tk~gx~
nguyen t~e trang hOat d(\ng ngh€ nghi~p va nhung vi~e khong dU'ge lam theo
quy dinh eua phap lu~t.

2. Can b{>, cong chuc, vieD chuc va nguai lao dQng co tnich nhi~m tht;rc
hi~nnghia Vl,l cua minh thea guy djnh cua Lu~t Can bQ, cong chuc; Lu~tVil~n
ehue, Lu~t Lao d(\ng va cae quy dinh khae eua phap lu~t; phue rung 5'1 di€u
d(\ng, phim eong eong vj~e eua Chanh Vim phimg.

3. Can b(>, cong chuc, vien chuc va nguai lao dQng chiu tnkh nhi~m truac
phap lu~t, trU'ae Chanh Van phOng v€ vi~e ehiip hilnh va th'1e hi~n nhi~m vu,
eong Vu eua minh; khong duge lam nhfrng vj~e phap lu~t khong eho phep.

4. Trang khi thi harm nhi~m Y\l, cong Y\l, can bl), c6ng chuc, vien chuc va
nguai lao d(\ng phai phue rung 5'1 chi dao va hU'emgdfu>eua clip tren. Twemg,
Ph6 phimg Kh6i Nghien euu - T6ng hqp, Twemg ph6ng, Ban, Giam d6e cae
Trung tam lam vi~e theo eh€ d(\ trJ,retuy€n, true ti€p v6i Chanh Van ph6ng, Pho
Van phong va Chu tieh, cae Ph6 Chu tieh; phil; ph\le rung 5'1 chi dao va hU'emg
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dlin lIVe ti~p eua Chanh Van phimg, Pho Van phong va CM tjeh, cae PhOChu
tjeh.

5. C~ bi>,eong ehue, vien e~ue va nguiY}lao di>ngphili ehfip hanh quy~t
djnh eua dip tren; khi co can eu de cho la quyet djnh do Iraj phap IUatthi phai
bao cao ngay voi nguiYira quy~t djnh; trong truang hl,YPvlin phili ehfip hanh
quy~t djnh thl phili bao eao len cfip tren lIVe ti~p cua nguoi ra quy~t djnh va
khOngphili ehiu traeh nhi~m ve hau qua eua vi~e thi hilnh do.

6. Can bi>,eong eMe, vien chuc va nguiYilao di>ngco quyen trinh bay y
ki~n,d~xuftt vi~cgiai quy€t nhOng vAn d~ thuQc ph1;imvi tnkh nhi~mella rninh
khac vol y ki~n eua nguiYiphv .trae~lIVeti~p, nhun,gvlin phili ehfiJ;'hilnh Sl' chi
d~o eua ngum phVIraeh tflle tiep, dong thiYico quyen bao luu y kien va bao eao
len cdp tren.

7, Co tinh thfin traeh nhi~m trong eong tae, co y thue ky IUat,co n~p s6ng
lfmh m:;mh,trung th\IC, d.n ki~m, Hem chinh, chi cong vo tu.

8. Phai thuang xuyen hoc taP, nang eao Irinh di>,phat huy sang t~o, tlch
CI,lC hoan thAnh nhi~m Vl) duQ'cgiao, baD v~ tai san, Uti li~u eua co quan va giii
gin bi mat Qu6e gia theo quy djnh cua phap IUa!'

Di@u 11. Trach nhi~mella CaD bl}, cong chfrc, vieD chue va ngtriri lao
i1(Jngtrong xay d,!ng cO'quan:

1. Can bo, cong chuc, vien chuc va nguai lao di)ng phAi t\l phe bloh
nghiem ruc, phat huy uu di~m, sua chua khuy~t diem de khong ngirng ti~n bi>,
phai thfutg thfut pM binh, dfiu tranh eh6ng moi bleu hi~n tieu el'C d~ xay d\Illg
D(>i bQ co quan trong s~ch,vfrng m~nh.

2. Khi th\Ic hi~n quy~n khi€u Dl;li t6 cao, khong duQ'ckhi€u n~i, t<3 cao trai
vai LUatKhl~u nai, t6 eao va quy djnh khac cua phap IUa!'

3. Co traeh nhi~m dong gop y ki~n vao vi~e xay dl'ng cae van ban, cae de
an, ni>iquy, quy eh~ hoat di>ngeua cO'quan khi duge yeu efiu.

Diiu 12. Tnich nhi~mcua CaD bi}, cong chue, vieD chue va ngum lao
dQng trong quan h~ v6'i tA chue, cong dan:

1. Chi duge ti~p nhiln tai ll~u va giai quy~t cong vi~e eua cong dan, t6
chuc t<;litI1,lsa lam vi~c cua cO'quan, don vi; bao v~ bi m~t nhil nuac, bi m~t
cong tac va bi mat thong tin ve nguoi t6 cao theo guy djnh cua philp IUa!'

2. Khi cong dan, t6 chuc co yeu cAu, can bl), cong chuc, vien chuc va
nguiYilao di>ngco Iraeh nhi~m giai quy~t cac yeu cflu do theo thfim quyen.
NhOng vi~c khong thul)c thAm quy~ngiai quy~t, can bl), cong chuc, vien chuc
va nguiYilao di>ngphili thong bao d~ eong dan, t6 chue bi~t; huang dlin eong
dan, t6 chuc d~nnO'ico thAm quy~ngiai quy~t.Can bl), con~ chuc, vien chuc va
nguiYilao di>ngkhong dugc quan lieu, hach djeh, cua quyen, tham nhung, gay
kho khan, phien ha, saeh nhi6u trong giili quy~t eong vi~e eua eong dan, t6 chue.
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3. Cang vi~e eua eang dan, t6 ehire phai duge can bo, eang ehire, vien
ehire va nguai lao dong nghien elru xu Iy va kip thai giai quy6t thea dung quy
djnh ella phap lu~t va DQi guy, guy ch~ ella co quan, dan vi.

4. NhUng eang vi~e do e6 thai h<mgiai quy6t thea quy dinh thi eiin bo,
eang ehire, vien ehire va nguai lao dong phili eh,lp hiinh dung thai h~n d6.
Truang hqp phue t~p dai hOi phai e6 thai gian d6 nghien elru giai quy6t thi can
bo, eang ehue, vien ehue va nguai lao dong e6 traeh nhi~m baa cao nguai phv
traeh trve ti6p va kip thai thang baa eho eang dan, t6 ehue bi6t.

Chuang IV
NHUNG VI~C cAN BQ, CONG CHirC, VIEN cHirc, NGUm LAO

BQNG PHAI BU'Q'C BIET, THAM GIA Y KIEN
vA GIAM SAT, KIEM TRA

Bi~u 13. Chanh Viin phang e6 k@ho~eh t6 ehue phil bi@nva eang khai
cho can bQ, cong chfrc, VieD chrrc, ngum lao dqng bi~t:

I. Chu truong, ehinh saeh eua Diing va philp lu~t eua Nhil nuae lien quan
d~n cong vi~c ella Viin ph6ng.

2. K6 ho~eh eang tae hilng nam, hang quy, hiing thiing eua Viin phOng.

3. Kinh phi hoat dong hang nam, baa g6m cae ngu6n kinh phi do ngan
s3ch nha nuac cftp va cae ngu6~tii chinh khac; quy~t toa!1kinh phi hang nam
ella Villl ph6ng; Uli san, trang thiet bi ella dan vi; ket qua kH~mtoano

4. Tuy~n dl,mg, dito t~o. b6i duOng, di~u d9ng, b5 nhi~m, luan chuy€n, biet
pMi, til ehue, mi~n nhi~m; hqp d6ng lam viee, thay d6i ehue danh ngh~ nghi~p,
thay ddi vi tri him vi~c, cham dlrt hqp d6ng lam vi~c ella vieD chuc, nguai lao
dong; di c6ng tac nuac ngoai, giai quy~t che d9, nang b~c luang, nang ngl.lch,
danh !;ia, x6p 10ai eang ehue, vien ehue; khen thuang, ky lu~t, thai viee, nghi
huu doi vai can bt), cong chuc, vh~nchuc va nguai lao dQng; cac de an, dg an va
vi~e xay d\fDg cae viin biin quy pham phap lu~t eua dan vi.

5. Cae vv viee tieu qre, tham nhUng trong Viin ph6ng dil duge k6t luiln;
ban ke khai tai san, thu nh~p eua nguai co nghia vv phai ke khai thea quy dinh
eua phap lu~t.

6. K6t qua thanh tra, ki6m tra, giai quy6t khi6u nai, t6 eao trang noi bo
V~nph6ng.

7. Cae noi quy, quy eh6 eua Van phong.

8. K~t qua ti~p thu y ki~n cua can bi}, c6ng chuc, vien chuc va nguoi lao
donll v~ nhUng v,ln d~ thuoe th~m quy~n quy6t dinh eua Chiinh Viin phon!; dua
ra lay y ki6n eiin bo, eang ehue, vien ehUe, nguai lao dong quy dinh tai Dieu IS
Quy eh6 nay.

9. Viin ban chi dao, di~u Mnh eua ea quan quiin Iy dp tren lien quan d6n
c6ng vi~c cua don vi.
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• Ili~u 14. Traeh nhi~m eua Chanh Van phong ta ehue cae hlnh thue
pho bi~n va cong khai cho din hi}, cong chuc, vieD chtfc va nguM lao dQng
nhung vifC cin bi@t nhu sau:

Can eli vao dae di~m, tinh chilt hoat d(lng va n(li dung pMi cang khai,
Ch:inh Van phong quyet dinh ap dung m(lt, m(lt s6 hoac tilt ca cac hinh thirc
cang khai sau day:

1. Niem y~t t~ico quan, dan vi;

2. Thang baa tai hQi nghj can b(l, cang chirc, vien chirc va nguiri lao d(lng;

3. Thang baa biing van ban giri toiln th~ can b(l, cang chirc, vien chirc va
ngum lao d(lng;

, 4. Thong baD ,cho nguai phI;! tnich cae b('>ph?" eua co quan, dan vi va yeu
Call hI) thong baD den can bo, c6ng chuc, vien chuc va ngum lao dong him vi~c
!rang cac b(l ph"n d6;

5. Thang baa biing van ban d€n c1lp uy truc ti€p, Ban chilp himh Cang
dofm ca quan Viin phong;

6. Dang tren !rang thOng tin ni)i b(l cua Van phong.

ThiJi han cang khai cham nhilt la 03 ngay lam viec, truirng hgp dac biet
khang qua 05 ngay k€ ill ngay van biln dUQ"c ban hilnh hoac k~ ill ngay nhiin
duqc van ban ella co quan, dan vi cAp tren, tm nhfrng tAi li~u m~t thea guy djnh
ella phap lu~t. D6i vai van ban niem yet tl;li tl1l SO'eua co quan, dan vi thi phai
th\Ic hien niem y€t it nhilt 30 ngay lien lUc k~ til ngay niem y€t.

Diiu 15. Can bQ, cong ch.rc, VieD chll'C, ngtriri lao dQng dUQ'e tham gia
y ki~n trITe ti@p ho~c thong qua d~i difD (Tnrrrng cae dOll vi chuyen man, ta
ehue liang, 1I0an th~ qulin chung) tmae khi Chanh Viin phOng quy€t "lnh
cae cong vife sau:

1. CM twang, giai phap th\Ic hien nghj quy€t cua Dang, phap IUat cua
Nha nucre lien quan den cong vi~c ella co quan, dan vi.

2. K€ hoach cang tac hang nam cua Viln phong.

3. T6 chirc phong trao thi dua cua Viln phOng.

4. Baa cao sa k€l, tang k€t cua Van phong.

5. Cac bien phap eIli ti€n ta chirc, hOat d(lng va 1~ 16i lam viec; phong,
ch6ng tham nhUng, th\Ic hanh ti€t kiem, ch6ng lang phi, ch6ng quan lieu, phi€n
ha, sach nhi€u nhan dan.

6. K€ hoach tuy€n dung, dao tao, b6i duang can b(l, cang chirc, vien chirc
va nguaj lao d(>ng; bAu cu, b6 nhi~m can bQ, cong chuc, vien chire, ngum lao
d(lng.

7. Thl,J'Chi~n cae che dl), chfnh sach lien quan den quy~n va lqi ich ella can
bQ, cong chuc, vien chuc va nguai lao dOng.
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8. Cac ni)i quy, quy ch~ cua Van phOng. .

9. Khi quy~t dinh nhOng vdn d~ kMc voi y ki~n tha,;, gia ~ua da so c..an
bo, cong chUc, vien chuc, nglIlYi lao di)ng, CMnh VOOphong co trae~ nhl~T
th'ong bao va giai thich lai cho can bi), cong chuc, vlen ChIIC,nguIYIlao dQng bletIy do.

Di€u 16. Cac hlnh thu-c tham gia y ki~n:

I. Can bi), cong chUc, vien chuc, nglIlYilao di)ng tham gia y ki~n tl'\1cti~p
hoac tham gia y ki~n thong qua nglIlYidai di~n voi Chanh Voo phOng.

2. Thong qua hi)i nghi can bi), cong chuc, vien chuc, nglIlYilao di)ng cua
don vj.

3. PMt phi~u hOi y ki~n tn,rc ti~p, g(ri .d\l' tMo voo ban d~ can bi), cong
chuc, vien chuc, nguai lao dong tham gia y kien.

Di~u 17. Nhfrng vifC can bQ, cong chtfc, VieD chile, ngum lao d{)ng
giam sat, kiim tra gAm:

1. Th\l'Chi~n cM truong, chlnh sach cua Bang va pMp luiit cua Nha nlIoc,
k~ hoach cong tac hang nam cua don vi.

2. SU d\mg kinh phi hoat di)ng, ch~p hanh chinh sach, ch~ di) quan Iy va
Slrdl,mg tai san eua don vi.

3. Th\l'Chi~n cac ni)i quy, quy ch~ cua don vi.

4. Th\l'Chi~n cac ch~ di), chinh sach cua Nha nlIoc v~ quy~n va 19'iich cua
coo bi), cong chuc, vien chu-c, nglIM lao di)ng trong don vi.

5. Giai quy~t khi~u n{ii, t6 CaD trong oQi b(>co quan.

6. Th\l'c Mnh ti~t ki~m, chang lang phi; tham nhUng, quan lieu, sach nhi€u
gily phi~n ha cho cho t&chuc va cong diln.

ChlfO'ng V
PHOI HqP G1UA CHANH VAN PHONG Val cAp UY DANG,

CAC DOAN THE, QUAN CHUNG NIlAN DAN
Di~u 18. Ch3nh Van phOng co trach nhi~m:

I. Ch~p. hanh Nghi quy~t cua cac cap uy BOOgva thlIlYngxuyen &icrrn6i
q~an h~ ,:oi to chUc Cong doan, Boan Thanh nlen, Ban Ncr cong; tao dieu ki~n
ve viit chilt, kinh phi, nhiln I\l'C,thIYigian, thOng tin, tai Ii~u va cac vdn d~ co lien
quan khac cho cap uy Bang, BCH Cong doan, BCH Chi doan TNCS H6 Chi
Minh, Ban Ncr cong c(J quan VOOphOng hoat di)ng.

2. MIYidai di~n t6 chuc C(Jso Bang, t6 chuc Cong doan, Chi doan TNCS
H6 Chi Minh, Ban Ncr cong tham gla cac cui)c hQp Lanh dao Van phOng rna
ri)ng de ban, giai quyet cae cong vi~c ni)i bi) cua ca quan theo quy dinh.

3. Binh ky bao cao k~t qua cac mat hoat di)ng cua Van phOng va tra IIYI
cae ki~n nghj, d~ xu~t ella cae t6 chuc, doan th€ va ea nharr trong co quan v6i
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£lang U);'BCH Cang doan CCI sa, BCH Chi doan TNCS H6 Chi Minh, Ban NO'
eang e(Jquan Vilnph/mg.

4. Chi d~ova ki~m tra can bt}, cong chuc, vh~nchuc, nguai lao dQog trong
vi~e giai quyi!!eang vi~e eua eang dan, t6 ehue; kip thOi ea nhfrng bi~n pMp xu
Iy thieh hQjlthea quy dinh eua phap IUatd6i vai nhO'ngcan bi), eang ehUe, vien
ehue, nguai lao di)ng khang hoan thanh nhi~m V\!,thi~u tinh thiin traeh nhi~m,
83ch r:hi~u,gay phi€n ha, tham nhiing trong vi~cgilii quy€t cong vi~c eua cong
dan, ta ehue.

5. Chi diilO vi~cbd tri nai ti~pdan, th\l'c hi~nvi~c ti~pdan va 16 chuc hom
thu gop y; chi d~onguai ph\! tnich cong hle hanh chioh ella co quan, dan vi
cung d~idi~nBan Thanh tra nhful dan eua co quan, dan vi hang tudn rna hom
thu g6p y, nghien elm va d~ xuiit giai quy~t cae y ki~n gop y du'le gui d~n, baa
cao nguIYidUng diiu CCI quan, d<JUvi d~ d~ ra nhfrng bi~n phap hQjl Iy nhilm ti~p
thu va giai quy~t cae y ki~n gop y.

6. 1panl' baa d~ e6ng dan, t6 ehue eua dia phu<JUgbi~t va tham gia d6ng
g.opy kien dai vai nhfrng ehu<JU1;trinh, d\! an .do CCI qu~n, d<JUvi xay d\l'nghoae
to chuc thl,J'chi~nco lien quan den Sl! phat trien kinh te - xa hQi eua dja phuong
do.

7. CU nguIYico traeh nhi~m gaP va giai quy~t cang vi~e c6 lien 'l,uankhi
eang dan, t6 ehuc co yeu du thea quy djnh eua phap IUat;nhfrng kien nghi,
phan anh, phe binh eua eang dan, t6 chue phai du'le nghien euu va xu Iy kip
thIYi.

Ili~u 19. Ph6i hQ'pv6'i Dang uy, BCH Cong doan C(Jsir, BCH Chi doan
TNCS Hb ChI Minh, Ban Nfr eong C<J quan Van phOng:

1. Chilnh Van phong ph6i hQjlvai £lang uy ti~n hanh tri~n khai cae eang
vi~csau:

- Xay d\l'ng djnh hu6'ng, & an, k~ ho~eh 6n djnh va phat tri~n eua Van
phong trinh ci\p co thiim quy~n quy~t dinh;

- 111\1'ehi~n eang tac quy ho~eh, b6 nhi~m can bi) lanh d~o Van phong va
cae d<JUvi tf\l'e thui)e; th\l'e hi~n eang tae quan ly, tuy~n d\!ng, di~u di)ng, dao
t~o,b6i du6ng can bi), eang ehue, vien ehue, nguoi lao di)ng thea quy dinh.

2. Chanh Van ph6ng phili hQjlvai BCH Cang doan ?(J sir, BCH Chi doan
TNCS H6 Chi Minh, Ban NO'eang CCI quan Van phong trien khai cae eang viee
nha sau:

_T6 ehue cae phong trao thi dua va t6ng k~t eang tae thi dua, khen thu6'ng
thea dinh ky va di)t xuiit;

_ £lam baa quy~n I'li hQ'pphap, th\l'ehi~n dung cae eh~ di), ehinh sikh va
cham 10 dm sdng v~tchdt, tinh thfut cho can bQ, cong chuc, vien chuc va nguai
lao di)ng dung quy dinh eua phap lUat.
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3. ChAnh van phOng phlli hqp voi Ban Thanh tra OOAndan tien himh cac
cong vi~csau:

. - Giam sat vi~c tll\lc hi~n phap lu~t, n<)iquy, quy che, nghi quyet clla h<)i
nght can bo, cong chirc, vien chuc, nguai lao dOng;

- Ghii quy~tca~khil~un~i,t6 cao trang noi bl) co quan thea quy djnh eua
phap luit khieu nai, to cao.

. 4. Trien khai th\Ic hi~n philp lu~t v8 th\IC haOOtiet ki~m, chllng liing phi,
chong tham nhiing va xu I)' nghiem OOilnghanh vi vi pham.

Chlf(rng VI
DIED KHoAN THI HANH

DiSu 20. Tri~n khai thl!c hifn:
1. TruOng phimg Hanh chinh- T6 chuc, cac TruOng phOng, Ban, Giam d6c

cac Trung tam co tnlch nhi~m t6 chuc ph6 bien cho can b<), cong chuc, vien
chuc va nguoi lao d<)ngdan vi minh quAn tri~t va th\Ic hi~n nghiem tiIc Quy che
nay.

2. Elinh ky hang nam, Chilnh Van phimg phlli hqp voi Elimg uy, BCH
Cong doan t6 chuc so ket, t6ng ket, danh gia vi~c th\Ic hien va khen thUOng
nhilng tip the, c:\ nhAn co tMnh tlch xu~t s~c va xu I)' k)' lu~t d6i voi t~p th8, ca
nhlin vi pharo theo quy dinh hi~n himh clla philp lu~t.

3. Trong qua trinh th\IC hi~n co. v~ d8 gi chua phil hqp, TruOng phon&
Hanh chinh- T6 chuc co trach nhi~m tOng hqp, bao cao Liln~ dao Viin phong de
sua d6i, b6 sung, di8u chinh cho phil hqp voi tlnh hlnh th\IC te.!.
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