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UY BAN NHAN DAN
THANH PHO HA NOI

VANPHONG

CONG HoA xX H()I CHU NGHiA VI~T NAM
D{)e I~p - TV do - Hanh phuc

Ha N(Ji, ngay J8 (hang 8 ndm 2016S6:3f6 IQD-VP

QUYETDJNH
V~vi~e ban hanh Quy eh~ lam vi~e

ciia Van phong UBND Thanh ph8 Ha N{)i

Can cir Nghj dinh s6 24/20141ND-CP ngay 04 thang 04 nam 2014 cua
Chinh phu quy dinh t6 chirc cac co quan chuyen mon thuoc UBND tinh, thanh
ph6 tnrc thuoc Trung uong;

Can cu Thong tu lien tich s6 0112015/TTLT-VPCP-BNV ngay 23/1012015
cua Van phong Chinh phu va BQNQi vu vS viec huang dful vS chirc nang, nhiem
vu, quyen han va co cau t6 chirc cua Van phong UBND tinh, thanh ph6 true
thuoc Trung irong;

Can ClI Thong tu s6 04/20131TT-BNV ngay 16/4/2013 cua BQ NQi vu vS
viec huang d~n xay dung Quy chS cong tac van thu, hru tru cua cac co quan, t6
chirc;

Can cir Quyet dinh s6 21/2016/QD-UBND ngay 28/612016 cua UBND
thanh ph6 Ha NQi vS viec ban hanh Quy chS lam vi~c cua UBND thanh ph6 Ha
N(li nhi~mky 2016-2021; r

Can cu QuySt dinh s6 09/2016/QD-UBND ngay 3113/2016 cua UBND \~
thanh ph6 Ha NQi vS vi~c quy djnh chuc nang, nhi~m V\l, quySn h~n va co c§.ut6 ~
chuc cua Van phong UBND thanh ph6 Ha NQi;

Xet dS nghi cua Truong phong Hanh chinh - T6 chuc,

QUYETDJNH:

Di~u 1. Ban hanh kem theo QuySt dinh nay Quy chS lam vi~c cua Van
phong UBND thanh ph6 Ha NQi.

Di~u 2. QuySt dinh nay co hi~u ll)"ckS tu ngay kY. Cac quy dinh tru6c day
trai vai QuySt dinh mly dSu bai boo

Di~u 3. Truang phong Hanh chinh - T6 chuc, Truang cac Phong, ban, dan
vi tflJCthuQc chiu tnich nhi~m thi hanh QuySt dinh nay.!. ~

NO'inh{in
- VP Chinh pM; d8
- D/c Chu tich UBND TP; bao
- Cac d/c PCT UBND TP; cao
- VP: Thanh uy, Doim DBQH TP, HDND TP, MTTQ TP;
- Cac s6', ban, ngimh, UBND cae qll~n, hlly~n, thi x.a;
- CVP/PCVP UBND Thanh phl>;
- Cae phong, ban, dan vi tr~rcthuQc;
- LUll VT. .f~O

VANPHONG



UY BAN NHAN DAN
THANH PHO HA NOI

VANPHONG

CONG HOA xX HOI CHV NGHiA VIET NAM. . .
f>Qcl~p - T1}' do - Hanh phuc

QUY CHE LAM VI!tC
CVA VAN PHONG UBNDTHANH PHO HA NOI

(Ban hanh kem theo Quyet dinh s6 016 IQD- VP ngay i8 thang 8 ndm 2016
cua Chdnh Vanphong VBND thanh ph/; HaNoi)

Chuong I
QUYBJNH CHUNG

Di~u 1.Pham vi ai~u chinh va aAi tuong ap dl}ng
1. Quy ch~ nay quy dinh nguyen t~c, trach nhiem, m6i quan h~ cong tac va

trinh tl;r giai quyet cac cong viec cua Van phong VBND thanh ph6 Ha NQi (sau day
goi t~t Ia Van phong).

2. Toan thS can bQ, cong chirc, vien chirc va ngiroi lao dQng hop d6ng lam
viec (sau day goi t~t la CBCCVC) tai Van phong chiu su di~u chinh cua Quy ch~
nay.

Di~u 2. Nguyen tic lam vi~c cua Van phong
1. Van phong va cac don vi true thuoc lam viec theo ch~ dQ thu tnrong, bao

dam nguyen t~c t~p trung dan chu, cftp duoi phai tuan thu s\lllinh d~o, chi d~o,
di~u hanh cua cftp tren; neu cao tinh th~n trach nhi~m, chu dQng ph6i hqp, trao d6i
thong tin, ky cuang, doan k~t va th6ng nhftt trong th\lC thi cong V\l.Van phong chiu
trach nhi~m tru6c VBND Thanh ph6, Chii tich VBND Thanh ph6 d6i v6i nhUng
vfrn d~ tham muu, d~ xuftt thuQc ph~m vi nhi~m V\l,quy~n h~ theo quy dinh.

2. Giai quy~t cong vi~c dung thfun quy~n, ph~ vi trach nhi~m; m6i cong vi~c
chi giao cho mQt dan vi, mQt nguai chu tri, ph\l trach va chiu trach nhi~m chinh;
Truong don vi phili chiu trach nhi~m v~ cong vi~c don vi duQ'c giao; cftp tren
khong lam thay cong vi~c cua cftp du6i; t~p thS khong lam thay cong vi~c ciia ea
nhan dli duQ'cphan cong va nguQ'cI~i.

3. Chanh Van phong, Ph6 Chanh Van phong chi giai quy~t d~ xuftt v~ xu ly
cong vi~c chuyen mon cua CBCCVC khi dli c6 y ki~n cua TIUOngphong, ban, dan
vi thuQcVan phong.

4. Tuan thu trinh tl;r, thu t\lC, thai gian giai quy~t cong vi~c theo quy dinh cua
phap lu~t, chuang trinh, k~ ho~eh cong tac dli d~ ra; theo Quy ch~ lam vi~c eua
VBND Thanh ph6 va Quy eh~ nay. Khong ngimg th\lc hi~n cai cach hanh chinh,
tmg d\lng cong ngh~ thong tin ph\lc V\l eho cong tac di~u hanh, ho~t dQng nghi~p
V\ldam bao cong khai, minh b~ch va hi~u qua.

5. Dam bao yeu e~u ph6i hgp cong tac, trao d3i thong tin trong giai quy~t
cong vi~c va trong mQiho~ dQngtheo chuc nang, nhi~mV\l, quy~nh~ duQ'cgiao.
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6. Lanh dao Van phong thao luan t~p thS nhirng vdn dS sau day:
- Phuang an s~p xep, kien toan t6 chirc b(>may ca quan Van phong.
- Cong tac tiSp nhan, b6 nhiem, b6 nhiem lai, luan chuyen, diSu chuyen can b(>

thuoc thfun quyen cua Van phong,
- Chuang trinh, kS hoach cong tac thang, quy, nam,
- Cac vdn d~ lien quan chu truang, chinh sach ddi voi CBCCVC co quan.
- Cac nhiem vu trong tam do Lanh dao Thanh phd giao va m(>tsd nhiem vu

khac do Chanh Van phong quyet dinh (nSu can).
7. Truong cac phong, ban, dan vi thuoc Van phong UBND Thanh phd (sau

day goi chung la Tnrong cac dan vi) chiu trach nhiem truce Chanh Van phong va
Pho Chanh Van phong phu trach Iinh vue v~ toan b(>heat d(>ngcua dan vi minh.

8. CBCCVC chiu sv Janh d~o, chi d~o, di~u hanh va phan cong cong vi~c Clla
Lanh d~o Van phong va Lanh d~o dan vi; chiu trach nhi~m vS y kiSn tham mllO, d~
xufit Cllaminh; thvc hi~n chS d(>bao cao theo quy dinh.

9. Chuyen vien cac phong chuyen mon trong qua trinh tham muu xiI Iy cong
vi~c phai tuan thll quy dinh v~ tiSp nh~n, xu Iy, ban hanh van ban va bao v~ hi m~t
Nha nu6c t~i Van phong theo quy dinh.

ChU'O'DgII
TRAcH NHltM, PH~M VI, cAcH THUC GIAI QUYETCONGVItc

vA MOl QUANlit CONGTAc
Di~u 3. Trach nhi~m, ph~m vi giii quy~t cong vi~c ctia Vin phong
Van phong giai quySt cong vi~c theo chuc nang, nhi~m VI:! va quy~n h~ dugc

quy dinh t~i Di~u 1, QuySt dinh sd 09/2016/QD-UBND ngay 3113/2016 ella
UBND thiLnhphd Ha N(>ivS vi~c quy dinh chuc nang, nhi~m Vl,l,quySn h~ va co
cfiu t6 chuc CllaVan phong UBND thanh phd Ha N(>i.

Di~u 4. Trach nhi~m va ph~m vi giii quy~t cong vi~c ctia Cbanh Vin
phong

1. Chcinh Van phong la nguai dUng d~u co quan, lanh d~o va diSu hanh mQi
ho~t d(>ngClla co quan Van phong; chiu trach nhi~m tru6c Chll tich UBND Thanh
phd va tru6c phap Ju~tvS toan b(>ho~t d(>ngCllaVan phong theo chuc nang, nhi~m
Vl,l,quySn h~ dugc giao; la Chlltai khoan co quan Van phong.

2. Chanh Van phong diSu hanh ho~t d(>ngco quan theo chS d(>thii truang; chi
d~o chung vi~c xay d1Jllg,don ddc, kiSm tra va danh gia kSt qua thvc hi~n chuang
trinh cong tac va h~ thdng quan ly chfit lugng theo TCVN ISO clla Van phong.

3. Chanh Van phong pharr cong eae Ph6 Chanh Van phong giup Chcinh Van
phong chi d~o, xu Iy thuang xuyen cac cong vi~c Cl,lthS thu(>c thfun quySn ella
Chanh Van phong trong tung linh vvc cong tac clla Van phong (tm cac eong vi~c
do Chanh Van phong tIVc tiSp chi d~o). Di~u hoa phdi hgp cong tac giiia cac Pha
Chcinh Van phong, giiia cac dan vi d~ mQi ho~t d(>ngtrong co quan Van phong
dugc dam bao thdng nhfit, hi~u qua. .
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4. Khi vang mat va neu thay ccln thiet, Chanh Van phong uy nhiem cho mot
Ph6 Chanh Van phong thay mat Chanh Van phong di~u hanh cac cong viec cua co
quan.

5. Chanh Van phong tnrc tiep phu trach, chi dao, diSu hanh nhfrng nhiem vu,
linh V\lC,cong viec cu thS nhir sau:

a) Trinh VBND Thanh ph6 thong qua va ban hanh Quy chS lam viec cua
UBND !hanh ph6 va giup VBND Thanh pho thea doi, kiem diSm viec thuc hien
Quy che lam viec;

b) Giup Chu tich VBND Thanh ph6 chi dao viec thtrc hien quan h~ ph6i hop
cong tac cua UBND Thanh ph6 duoc quy dinh tai Di~u 12, Quy ch~ lam viec cua
VBND Thanh ph6 nhiem ky 2016-2021;

c) Chi dao xay dung lich cong tac nam, 6 thang, quy, hang thang cua VBND
Thanh pho; xay d\fng lich cong tac tuAn ciia Chii tich va cac Ph6 Chii tich VBND
Thanh ph6;

d) Giup Chii tich va cac Ph6 Chu tich VBND Thanh ph6 t6 chuc thlJc hi~n
chuang trinh cong tac ciia VBND Thanh ph6;

d) Dinh ky hang tucln, thang, quy, 6 thang, nam, chi d:~ot6ng hgp tinh hinh,
t6m t~t kSt qua, bao cao Chti tich VBND Thanh ph6, Ph6 Chu tich UBND Thanh
ph6 vS nhUng nQidung sau:

- KSt qua lanh d~o, chi d~o ciia VBND Thanh ph6;
- KSt qua chi d~o, diSu hanh, giai quy~t cong vi~c ciia Chu tich UBND Thanh

ph6, Ph6 Chii tich UBND Thanh ph6.
- KSt qua cong tac thea dei, don d6c, kiSm tra cac sa, cac C(J quan wang duang

sa, cac ca quan, dan vi thuQc UBND Thanh ph6, Chii tich UBND qu~, huy~n, thi
xa, cac ca quan, t6 chuc c6 lien quan trong th\lc hi~n cac van ban ciia UBND Thanh
ph6, cac chi d~o, diSu hanh cua Chii tich UBND Thanh ph6, Ph6 Chu tich UBND
Thanhph6.

e) Tr\lc ti~p xu ly, d~ xucitChii tich VBND Thanh ph6 giai quySt van ban, h6
sa tai li~u gui dSn Chii tich UBND Thanh ph6;

g) La nguai phat ngon ciia VBND Thanh ph6 thea Quy ch~ nguai phat ngon;
trao d6i, cung ccipthong tin cho bao chi thea thfrm quYSn;iiy quySn cac Ph6 Chanh
Van phang t6ng hgp h6 sa, tai li~u va tra lai nhfmg v~ d~ bao chi neu thuQc linh
V\lCduQ'cphan congoQuy dinh vS phat ngon va cung c~p thong tin cho bao chi va
thea dei, xu ly thong tin bao chi c6 trong ph\ll\lc 1 kern thea Quy ch~ nay;

h) T6 chuc th\lc hi~n cac nghi quy~t, quySt dinh, chi thi, chi d~o ciia ca quan
c~p tren; tf\l'CtiSp tham mUll chi d~o cong tac xay dlJllg nhi~m V\l tr<;mgtam, trQng
di~m, chuang trinh, kS ho~ch cong tac tucln, thang, quy, nam cua Van phang. Chii
tri cac cUQchQp giao ban va t6 chuc danh gia kSt qua cong mc hang thang, quy,
nam cua Van phang;

i) Chiu trach nhi~m v~ cong tac t6 chuc can bQ; cong tac dao t~o, b6i du5ng
dQi ngii CBCCVC cua Van phang; cong tac cai cach hanh chinh; cong tac bao v~
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bi m~t thong tin Utilieu; thuc hien Quy chS dan chu tai co sa. Quan ly viec chi tieu
ngan sach Nha mroc cua Van phong thea quy dinh cua phap luat;

k) Chi dao thirc hien quy trinh xu ly van ban thea chi dao cua Chu tich UBND
Thanh ph6 dam bao nhanh ch6ng, chinh xac, cai each thu tuc hanh chinh va bao
mat. T6 chirc viec xay dung co sa ha tftng thong tin tai Van phong UBND Thanh
ph6 dS phuc vu c6 hieu qua S\1chi dao diSu hanh cua UBND Thanh ph6, Chu tich
UBND Thanh ph6 va cac thanh vien khac cua UBND Thanh ph6

I) Chi dao cong tac phoi hop gitra Van phong UBND Thanh ph6 voi Van
phong Thanh uy, Van phong Doan Dai bieu qu6c hQiva Van phong HQidang nhan
dan Thanh pho; lien h~ cong tac voi Van phong cac co quan Trung irong:

m) Chi dao giai quySt khiSu n?i, t6 cao thuQc cac linh V\1Cdugc phan cong va
trong nQi bQco quan Van phong.

6. Chanh Van phong UBND Thanh ph6 tf\l'CtiSp ky cac loc;tivan ban:
a) Cac van ban ky thira l~nh Chu tich UBND Thanh ph6:
- Ky Thong bao kSt lu~ cac cUQchQPdo Chu tich chu tri;
- Ky cac van ban truySn d?t y kiSn chi dc;tocua Chu tich UBND Thanh ph6;
- Ky Gidy giai thi~u CllaUBND Thanh ph6.
b) Cac van ban cua Van phong trinh gUi, bao cao Van phong Chinh 'phil,

ThuOngtrv'c HQidang nhan dan, UBND Thanh ph6, Chu tich UBND Thanh ph6; Ban
Can S\1Dang UBND Thanh ph6, Ban T6 chuc Thanh uy, Uy ban KiSm tra Thanh uy;

c) Cac van ban dS chi dc;toho~c huang dftn chuyen mon nghi~p vv vai Van
phong Sa, ban, nganh,Van phong HQidang nhan dan va UBND q~, huy~n, thi xa;

d) Cac van ban dS quySt dinh, chi dc;to,giro quySt cong vi~c thuQcIInh V\l'CCh3.nh
Van phong trv'c tiSp phv trach;

d) Cac van ban dSgiai quySt cac vdn dSquan trQngkhac khi cfuIthiSt. _
f)i~u 5. Traeh nhi~m va ph~m vi giai quy~t eong vi~e ella Ph6 Chanh Van

phong
1. Ph6 Chanh Van phong giai quySt cong vi~c thea nguyen t~c sau:
a) Mdi Ph6 Chanh Van phong dugc Chanh Van phong uy quy~n chi d?o, xu ly

thuOng xuyen cac cong vi~c thuQc thAmquySn cua Chanh Van phong trong mQt s6
linh V\1Ccong tac cua Van phong; thea d6i, phV trach mQt s6 co quan, dan vi, dia
ban cua Thanh ph6;

b) Trong ph?ro vi, linh V\1Ccong vi~c dugc giao, Ph6 Chanh Van phong dugc
su dVng quy~n h?n cua Chanh Van phong dS giai quySt cong vi~c va chiu trach
nhi~m tru6c Chanh Van phong va tru6c phap lu~t vS nhfrng quySt dinh cua minh;

c) Ph6 Chanh Van phong chu dQng giai quySt cong vi~c dugc uy quy~n bao
dam mQi cong vi~c trong Van phong dugc giai quySt nhanh ch6ng, kip thai, khong
chang cheo, trimg l~p ho~c b6 sot; nSu co vdn d~ lien quan dSn IInh V\l'Ccua Pho
Chanh Van phong khac thi tf\l'c tiSp ph6i hqp v6i Pho Chanh Van phong do dS giai
quySt va bao cao Chanh Van phong. TruOng hqp nhfrng van d~ cfuI co y kiSn cua
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Chanh van phong hoac gitra cac Ph6 Chanh Van phong con co y kien khac nhau
thi Ph6 Ch,anh Van phong dang chu tri xu ly cong viec do bao cao Chanh Van
phong quyet dinh;

2. Trong pham vi cong viec diroc uy quyen, Ph6 Chanh Van phong co trach
nhiem va quyen han:

a) Chi dao va kiSm tra cac dan vi thuoc Van phong duoc phan cong phu trach
xay dung kS hoach, chuang trinh cong tac, triSn khai thuc hien cac chu twang cong
tac cua Lanh dao Van phong, viec thirc hien chirc nang, nhiem vu va quy chS lam
viec cua Van phong va cua dan vi. Don d6c, kiem tra va danh gia kSt qua thuc hien
phftn chuang trinh cong tac thuoc Iinh Vl)'C,dan vi minh phu trach. Tnrc tiSp giai
quyet cac kiSn nghi cua t?P thS, ca nhan cac dan vi rna minh ph\! trach thea thAm
quYSnva bao cao xin y kiSn Chanh Van phong UBND Thanh ph6 nhiing vAn dS
vugt qua thftm quySn, quan tr<;mg,phuc t?P, nh?y cam tru&c khi quySt djnh.

b) Ph6i hgp v&i cac So', ban, nganh, UBND cac qu?n, huy~n, thi xa thl)'c hi~n
chi d?o cua UBND Thanh ph6, Chu tjch, cac Ph6 Chu tich UBND Thanh ph6 d6i
v&i cac vAn dS quan ly trong IInh Vl)'Cdugc ph§n cong; phat hi~n va bao cao dS
xuAtv&iChu tich, Ph6 Chu tich va Chanh Van phong nhiing vAndS cAnsua d6i, b6
sung;

c) Thuemg xuyen bao cao Chu tich, cac Ph6 Chu tich UBND Thanh ph6 dS
giai quySt nhiing cong vi~c thuQc linh Vl)'Cdugc uy quySn ph\! trach. Khi dugc Chu
tich hoi)c Ph6 Chu tich UBND T~anh ph6 giao, Ph6 Chanh Van phon~ chu tri hQP
v&i cac Sa, ban, nganh, doan the; UBND cac qu?n, huy~n, thj xa de giai quyet
cong vi~c cua UBND Thanh ph6, Chu tich, Ph6 Chu tich UBND Thanh ph6. Thl)'C
hi~n chS dQbao cao v&iChanh Van phong dS chi d?o chung trong Van phong;

d) Thuemg xuyen thea d5i va xu ly cac vAndS C\!thS thuQc IInh V1)'C,dan vi,
dia ban dugc ph§n cong thea d5i, ph\! trach. Giai quySt nhiing vAn dS phat sinh
hang ngay thuQc ph?ffi vi minh dugc ph§n cong;

d) Tham mUll giup Chanh Van phong xay d\lng chuang trinh, kS ho?ch cong
tac cua UBND Thanh ph6 va cua Van phong; quan ly, chi d?o, diSu hanh, kiSm tra,
danh gia kSt qua cong tac cua cac phong, ban, dan vi, chuyen vien trong Van
phong dugc phan cong ph\! trach; tham gia vi~c sApxSp, xay dl)'llgnS nSp lam vi~c,
b6 tri, dauh gia xSp lo?i, khen thuang, ky Iu?t, cho thoi vi~c... d6i v&iCBCCVC
cua Van phong thea S1)'phan cong;

e) Can cu van cac quySt dinh, cac van ban, y kiSn chi d?o cua UBND Thanh
ph6 cua Chu tich, cac Ph6 Chu tich UBND Thanh ph6, Ph6 Chanb Van phong c6
trach nhi~m chi d?o, don d6c, kiSm tra vi~c triSn khai th1)'chi~n cua cac sa, ban,
nganh, dan vi, dja phuoog thea nganh, IInh Vl)'Cdugc ph§n cong ph\! trach.

g) Tru&c 16 gia 00 thu Nam hang tUdn, Ph6 Chanh Van phong t6ng hgp tinh
hinh cong vi~c minh ph\! trach, nhiing vAn dS cfuI xin y kiSn Lanh d?o UBND
Thanh ph6, bao cao Chanh Van phong bfuIg van ban d@ph\!c V\l cho cong mc giao
ban Chli tich, Ph6 Chli tich UBND Thanh ph6;
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h) Khi Pho Chanh Van phong di cong tac, nghi phep, nghi giai quyet viec
rieng thea quy dinh, phai bao cao Chanh Van phong phan cong d6ng chi Lanh dao
Van phong khac giai quyet ph§n cong viec rna Ph6 Chanh Van phong do phu trach;

i) Chap hanh va thirc hien nhirng cong viec khac do Chu tich, Pho Chu tich
UBND Thanh ph6 va Chanh Van phong giao.

3. Ph6 Chanh Van phong ky thay Chanh Van phong Thong bao k~t lu~ cac
cuoc hQP do Pho Chu tich VBND Thanh ph6 chu tri va cac van ban cua Van phong
trong pham vi giai quyet cong viec diroc phan cong hoac khi co uy quyen hoac uy
nhiem cua Chanh Van phong.

Di~u 6. Trach nhi~m va quy~n han cua Trmrng don vi thuQc Van phong
Truong cac dan vi tr\IC thuQc Van phong la nguai chiu trach nhi~m truac

Chanh Van phong v~ ho~t dQng cua dan vi dugc giao ph\! trach; di~u hanh cong
vi~c trong dan vi thea ch~ dQThu truOng, thl,lChi~n nhi~m V\l, quy~n h~n sau:

1. Ph\! trach chung va dam nhi~m mQt s6 cong vi~c chuyen mon cua dan vi,
chiu trach nhi~m phan cong cong tac cho Pho TruOng phong, ban, dan vi thUQC
Van phong (sau day gQichung la Ph6 Truong dan vi) va timg CBCCVC cua dan vi
minh; la dAu m6i giup Lanh d~o Van phong don d6c, giai quySt cong vi~c hang
ngay thuQc linh VlJCchuyen mon cua dan vi minh ph\! trach.

2. Xay dlJllg, dang ky va t6 chuc th\Ic hi~n c6 hi~u qua chuang trinh, kS ho~ch
cong tac tu§n, thang, quy, 6 thang, ca nam cua dan vi minh sau khi da bao cao
thong qua Lanh d~o Van phong ph\! trach dan vi; thvc hi~n cac quySt dinh, yeu cAu
cac nhi~m V\l dQt xu~t khac do Lanh ~o Van phong phan cong; t6ng hgp va
thuang xuyen n~m ch~c tinh hinh thl,lc hi~n nhi~m v\! cong tac dan vi minh d~ bao
cao Lanh d~o Van phong.

3. Di~u ph6i cong vi~c cua dan vi minh khi co CBCCVC, lao dQng hgp d6ng
trong dan vi di v~g d~ dam bao ti~n dQco~g vi~c thea dung thai gian quy dinh.

4. Chu dQng ph6i hgp vai cac dan vi khac trong Van phong v~ vi~c cung c~p
thong tin va trao d6i chuyen mon, nghi~p V\l d~ giai quySt cong vi~c thea chuc
nang, nhi~m V\l cua dan vi. Nhfrng v~n d~ khong thuQc thfun quy~n, TruOng dan vi
phai bao cao l~i Lanh d~o Van phong xem xet, giai quySt.

5. Theo d5i, quan Iy ngay cong lao dQng, ky xac nh~n lam them gia, thuang
xuyen ki~m tra, don d6c tiSn dQva chM lugng cong vi~c CllaCBCCVC, lao dQng
hgp d6ng thuQc dan vi minh quan Iy; t6 chuc dang ky thi dua, nh~ xet, danh gia,
phe binh, xSp lo~i thi dua cac ca nhan trong phong, dan vi minh van cu6i nam ho~c
nhi~m v\! dQtxu~t; d~ nghi Lanh d~o Van phong tuyen duong, khen thuang nhfrng
CBCCVC, lao dQng hgp d6ng trong dan vi co thanh tich xu~t s~c va d~ ngh! xu ly
hinh thuc ky lu~t nSu co vi ph~m.

6. Duy tri n~n nSp sinh ho~t, hQihQP,don d6c, nh~c nho cac nQi dung cong tac
cua dan vi minh.

7. Th\IChi~n ch~ dQbao cao dinh ky ho~c thea yeu cAucua Chu tich, Ph6 Chll
tich UBND Thanh ph6 va cua Lanh d~o Van phong.
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8. Trong qua trinh di~u hanh cong viec, n~u g~p v&n d~ vuong mac, nhfmg kh6
khan dQt xu~t, phai bao cao kip thai voi Chanh Van phong hoac Pho Chanh Van
phong phu trach dS co bien phap giai quyet, xu ly kip thai.

9. C6 quyen kien ngh], d~ xuat cac van d~ lien quan d~n cong viec dan vi
minh.

10. Khi vang mat khoi co quan phai uy nhiern cho mot Pho Truong dan vi
di~u hanh cong viec, bao cao Chanh Van phong va Ph6 Chanh Van phong phu
trach bi~t.

11. Thirc hien nhimg nhiem vu khac do Chanh Van phong hoac Ph6 Chanh
Van phong phong giao.

f)i~u 7. Trach nhi~m va quyen han ella e~p Ph6 Truong don vi
1. Ph6 Truong dan vi la ngiroi tnrc tiep giup Truong dan vi chi dao, thirc hien

mot s6 cong viec cua dan vi; chiu tnich nhi~m tru6c Truang dan vi, Lanh d~o Van
phong v~ nhi~m V\lduQ'cphan cong thea quy dinh va lit~nd6i bilch nhi~m tru6c c~p
tren v~ linh VI!Ccong tac cua dan vi minh duQ'cgiao.

2. ThI!Chi~n nhi~m V\l,quy~n h~ thea SI!phan cong cua Truong dan vi; tham
gia xay dl)'ng chuang trinh, k~ ho~ch, nQi dung cong tic clla dan vi va t6 chuc quan
ly dan vi; di~u hanh va giai quy~t cong vi~c thuQc lInh V\fCcong tac duQ'cphan
cong phI) trach; phan cong, hu6ng dfu!, kiSm tra, don d6c can bQ, cong chuc tr\fc
thuQc thl!c hi~n nhi~m V\l thuQc linh VI!CdUQ'cphan cong ph\} trach; bao cao k~t
qua cong tac v6i Truang dan vi.

3. Tham gia ph6i hqp cong tac v6i cac dan vi khac trong Van phong UBND
Thanh ph6, cac ca quan, t6 chuc lien quan; d\f va phvc vv cae cUQchQp ho~c tham
gia cac doan cong tac v~ cac nQi dung co lien quan d~n nhi~m V\l duQ'cphan cong
ph\! trach.

4. C6 quy~n ki~n nghi, d~ xu&tv6i Lanh d~o Van phong UBND Thanh ph6 va.
Truong dan vi cac v~n d~ lien quan d~n cong vi~c dan vi minh va lInh vgc duQ'c
phan congo

f)i~u 8. Truirng phong Hanh ehinh - TA ehife
Ngoai trach nhi~m va quy~n h~n quy dinh t~i Di~u 6 Quy ch~ nay, Truong

phong Hanh chinh - T6 chuc c6 trach nhi~m thgc hi~n nhfrng nhi~m V\lC\lthS sau
day:

1. T6ng hQ'pva trinh Uinh d~o Van phong UBND Thanh ph6 thong qua cae
Chuang trinh, k~ ho~ch, bao cao cong tac hang quy, 6 thang, hang nam va bao cao
khac CllaVan phong.

2. ThaIn d\f, ghi bien ban va dg thao van ban, k~t lu~n t~i cac cUQchQp Clla
Lanh d~o Van phong va HQinghi can bQchu ch6t cua ca quan Van phong.

3. Giup Chanh Van phong gicim sat, ki~m tra vi~c th\fc hi~n nQi quy, quy ch~
lam vi~c cua Van phong.

4. DuQ'c thira l~nh cua Chanh Van phong ky mQt s6 lo~i van ban khi duQ'c
Chanh Van phong uy quy~n:
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a) Tra lai cac van ban cua cac t6 chirc, ca nhan giri virot c~p, khong dung quy
djnh dSn Van phong;

b) Xac nhan h6 sa ly lich CBCCVC dang cong tac tai Van phong;
c) Giay gioi thieu, gi~y di duong va mot sBvan ban khac.
Bi~u9. Trach nhi~mcua CBCCVC thuqc Van pheng
1. Nghien ciru, thirc hien nghiem tuc cac chu tnrong, chinh sach chung cua

Dang, Nha mroc va cua Thanh pho. Chap hanh va t6 chirc thuc hien nghiem tuc
cac quy dinh cua Luat can bQ, cong chirc; Luat vien clnrc; cac quy dinh khac cua
phap luat, Quy che lam viec cua Van phong va chirc nang, nhiern vu cua dan vi
dang cong taco

2. Gitr gin su doan kSt, thong nh~t va phBi hgp giilp do nhau trong cong tilC,
th\lC hi~n ky cuang, ky lu~t trong ca quan. Ch~p hanh nghiem chinh S\l phan cong,
quan ly, di~u hanh cua lanh d~o. Khong duQ'cnoi, vi~t va lam trai vai cac quy dinh
cua Dang, Nha nu6c; tuy~t dBi gift bi m~t thea quy dinh v~ bilO v~ bi m~t nha
nu6c; ch~p hanh th\lc hi~n nghiem tilc ky lu?t phat ngon va y tht'rc t6 chuc ky lu~t
trong ca quan, khong ngimg t\l hoan thi~n de gop ph~n xay d\lllg ca quan vii'ng
m~nh v~ mQim~t.

3. Th\lC hi~n nghiem tilc thai gian lam vi~c thea Lu?t Lao dQng va thea quy
dinh cua Van phong; co trach nhi~m phong gian, bao m~t; gifr gin v~ sinh nm lam
vi~c; bao quan tai san chung cua Van phong va tai san dugc giao su d\IDg.

4. Khi dSn ca quan lam vi~c phai t~p trung nghien cUu, th\lc hi~n dAydu, kip
thai cac yeu c~u cong vi~c v6i nang sUc1t,chc1tluqng tBt nh~t; trong gia hanh chinh
khi rai kh6i ca quan phai bao cao v6i Lanh d~o dan vi.

5. Khi thi hanh cong V\l phai mang the cong chirc, vien chuc bao dam cong
khai danh tinh ca nhan; co tac phong Ijch S\l, gifr gin uy tin cho ca quan, t6 cht'rc,
dan vi va d6ng_nghi~p. TruOng hgp vi ph~ phap Iu?t va d~o dirc ngh~ nghi~p thi
bi xu Iy thea quy dinh hi~n hanh.

6. Th\lc hi~n nhi~m v\! thea S\l phan cong cua TruOng dan vi; chiu trach
nhi~m trong vi~c th\lc hi~n nhi~m V\l dUQ'cgiao; l?p Phi~u trinh giai quySt cong
vi~c (theo mftu thBng nhc1t)dS d~ xu~t y kiSn trong ph~m vi giai quySt cong vi~c
cua mlnh bao cao cilP Truong va c~p Pho dan vi tru6c khi trinh Lanh d~o Van
phong ph\! trach trgc tiSp.

7. Chu dQng C?Pnh~t cac van ban chi d~o cua c~p tren; thea d5i th6ng ke cac
s6 li~u, Juu tm cac tai li~u, tu li~u co lien quan dSn cong vi~c dang ph\} trach nhfun
dam bao vi~c quan ly ch~t chi!, chinh xac de tham muu, d~ xu~t, giai quySt cong
vi~c co ca sa dung thea phap lu~t va phil hgp v6i tinh hinh th\lc ti~n; d6ng thai,
th\l'c hi~n vi~c giao nQPh6 sa, tai li~u cho Luu trfr ca quan thea dung quy djnh.

8. Trong truang hgp can thiSt, dQt xuc1tLanh d~o Van phong tr1,lctiSp huy
dQng, phan cong CBCCVC trong cac dan vi de gild quySt cac vi~c dQt xUc1tthi
trong thai gian s6m nh~t, CBCCVC dUQ'cphan cong phai bao cao cho TruOng dan
vi biSt de kh6i anh huang kS ho~ch chung cua dan vi.
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9. Tham muu dS xu~t va t6 chirc thirc hien co hieu qua cai each hanh chinh,
irng d~mg tin hoc trong xu ly cong viec hang ngay. Khong ngirng hoc t~p, nghien
ciru de nang cao dao dire, van hoa va ky nang cong vu.

10.M6i CBCCVC co quan Van phong UBND Thanh phB diroc c~p 01 hom
thtr cong VI,l di~n nr sir dung dS trao d6i, lien h~ cong tac voi cac co quan, t6 chtrc,
ca nhan lien quan trong thuc thi nhiem vu.

11. Khi di cong tac ngoai pham vi Thanh ph6 hoac vang mat 0 co quan phai
bao cao va diroc su d6ng y cua Chanh Van phong hoac Pho Chanh Van phong phu
trach; trong thai gian di YAng,phai dS nghi Lanh dao dan vi phan cong ngiroi giai
quyet thay cong viec.

12. Tnroc khi nghi huu, chuyen cong tac, di cong tac, hQc~p dai h~n phai ban
giao h6 sa tai li~u va tai san cua Van phong rna minh dang quan ly cho Truong dan
vi ho~c can bQ, cong chfrc thay th~, duai sg giam sat cua d~i di~n Phong Hanh
chinh - T6 chirc va Phong Qwin tri - Tai V\l.D6i vai nhiing truOng hgp ban giao co
thai h~n, khi tra l~i nh~ nhi~m V\lco trach nhi~m ti~p nh~n, h~ thBng l~i cac cong
vi~c da dugc lam thay, dam bao cong vi~c dugc theo d5i lien t\lc, d6ng hQ.

13. Khi di tham quan, hQc t~p a nuac ngoai phili bao cao va dugc sg d6ng y
cua Chanh Van phong; sau m6i chuy~n di, phili bao cao k~t qua bAngvan ban.

14. Dugc nghi phep nam theo quy dinh cua BQ lu~t Lao dQng. CBCCVC (kS
cil Truang, Pho dan vi) cac dan vi khi nghi dQt xu~t, nghi phep, vfuIg m~t t~i cO'
quan trong gia lam vi~c... phili dugc sg d6ng y cua Truang d<mvi, Lanh d~o Van
phong, dS theo d5i, quiln ly:

- Truang hgp can bQ, cong chirc nghi til mQt ngay tra xuBng, phai xin phep
TruOng dan vi va dugc SlJd6ng y cua lanh d~o Van phong ph\l trach kh6i dS phan
cong ngum lam thay.

- Truang hgp CBCCVC nghi til 02 ngay tra len phili co d<mxin phep TruOng
dan vi va dugc SlJd6ng y clla Chanh Van phong; phili tblJChi~n ban giao cong vi~c
va ti~p nh~ cong vi~c khi quay tra l~i lam vi~c theo quy dinh.

- Truang hgp nghi phep dai ngay phai bao truac thai gian nghi mQt tu~n va co
dan xin phep dS TruOng dan vi, Lanh d~o Van phong co k~ ho~ch b6 tri can bQ
thay th~ vi tri cong vi~c.

15. Gift gin phong lam vi~c, nm lam vi~c gQn gang, s~ch se. ThlJc hi~n vi~c
bilo quan cac trang thi~t bi, tai san khac CllacO'quan giao; sir d\lllg ti~t ki~m va co
hi~u qua, tranh lang phi di~n, nuac, di~n tho~i va cac v~t d\lIlg khac.

16. Co trach nhi~m tham gia tich ClJCva d~y du cac ho~t dQng, phong trao,
sinh ho~t doan thS cua cO'quan theo quy dinh. Thong qua t6 chirc Dang, Cong
doan, Doan thanh nien, Nft cong, HQiC\fUchi~n binh, cac doan thS khac, hQi nghi
can bQ cong chirc.... dS kiSm tra, giam sat vi~c thgc hi~n chu truang, chinh sach
cua Dang va phap lu~t cua Nha nuac, chuang trinh cong tac, kinh phi ho~t dQng,
ch~ dQ quan ly, sir d\lng tai siln clla cO'quan, dan vi; nQi quy, quy ch~ lam vi~c
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trong nQi bQ cua co quan, dan vi gop phan nang cao hieu qua thuc hien nhiem vu
chinh tri, phat huy dan chu trong nQi bQ cua co quan.

17. Chuyen vien giup viec hanh chinh cho Chu tich, cac Pho Chu tich UBND
Thanh phd, ngoai thuc hien nhfrng nhiem vu cua CBCCVC neu tren, con co trach
nhiem thirc hien cac cong viec thea chirc nang nhiem vu duoc giao, cu thS nhu sau:

a) T6ng hop, tham muu, d~ xuat lich lam viec ngay, lich cong tac tufrn cua
Chu tich, Pho Chu tjch;

b) Theo doi, t6ng hQP, bao cao v~ k~t qua thuc hien cac y kien chi dao, di~u
hanh cua ChLItich, Pho Chu tich;

c) T~p hop, truyen tai cac thong tin chi dao, di~u hanh cua Chu tich, Pho Chli
tich; theo d5i, don ddc cac cO'quan, dan vi, ca nhan co lien quan trong Thanh phd
t6 chuc th1,lchi~n va thong tin bao cao theo quy dinh;

d) Ti~p nh~, phan lo~i, s~p x~p cac van bim, h6 So',tai li~u cua Chit tich, Pho
Chu tich; thdng ke, lUlltrfr cac van ban, titi li~u, cac y ki~n chi d~o, giai quy~t cong
vi~c cua Chu tich, Pho Chil tich;

d) Ph6i hgp ki~m tra v~ th~ thuc, ky thu~t so~n thao ddi vo; cac van ban trinh
Chil tjch, cac Pho Chit tich ky duy~t.

e) Tham d1,lcac cUQchQP,bu6i lam vi~c CllaChti tich, Pho Chit tich. Giup Chit
tich, cae Pho Chu tich t~p hgp, ghi chep cac nQi dung cfrn thi~t co lien quan. Phdi
hQp v6i cac phong chuyen mon t~p hgp k~t qu~ xay d1,lngbao cao ho~c van ban
chi d~o;

g) Tham muu, giup vi~c cho Chit tich, cac Pho Chti ttch trong cong mc l~ tan,
d6i ngo~i;

h) Th1,lchi~n cac nhi~m V\lkhac do Chit tich, Pho Chu tich giao.
Di~u 10. Cong bic phBi hQ'Pgiai quy~t cong vi~c giii'a cac dan vi thuQc

Van phong UBND Thanh phB
1. Khi giiti quy~t cong vi~c co lien quan d~n nhi~m V\lnhi~u dan vi thUQCVan

phong UBND Thanh ph6, Chanh Van phong UBND Thanh ph6 phan cong Truang
mQtdan vi chit tri ho~c lam dfrum6i th\lc hi~n. TruOng dan vi dugc phan cong chu
dQng chit tri ph6i hgp, trao d6i y ki~n v~ cac vAn d~ co lien quan v6i TruOng cac
dan vi khac. Dan vi lien quan dugc hoi y ki~n phiti ph6i hgp tra lai ch~ nhdt la
02 ngay lam vi~c k~ tir khi nh~n dugc dugc yeu cAu; d6i v6i cac cong vi~c phuc
t~p, can co thai gian chudn bi thi don vi ph6i hgp phiti co van ban thong bao cho
dan vi chit tri bi~t thai gian tra lai, nhung khong qua 03 ngay lam vi~c. N~u dan vi
nao d~ ch~ tr~, itnh hUOngd~n cong vi~c thi TruOng dan vi va CBCCVC tf\lc ti~p
th\l ly phiti chiu tnich nhi~m tru6c Chanh Van phong UBND Thanh phi> v~ S1,l
ch~m tr~ do.

2. TruOng dan vi dugc phful cong chu tri cac cong vi~c Ian co trach nhi~m d\l
thito Thong bao phan cong cac dan vi co lien quan dS triSn khai nhi~m V\l dugc
giao trinh Chanh Van phong UBND Thanh ph6 ky d~ cac don vi co lien quan th\lc
hi~n.
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,3. Cac dan vi phai bao dam su phoi hQPchat che, d6ng bQtrong qua trinh giai
qu~et cong viec thea chuc nang, nhiern VI} duoc giao dS dat dtrcc hieu qua cao
nhat.

Di~u 11. M6i quan h~ VOl ta clnrc dang, doan th~ trong Van phong
1. Trong qua tri~ cong tac, Ch.anh Van phong thirong xuyen gift m6i lien h~

voi Bang uy va cac to clurc doan the: Cong doan, Doan thanh nien, Hoi ciru chien
binh ca quan trong viec phoi hQPthuc hien chirc nang, nhiem vu duoc giao.

2. Chanh Van phong tao diSu kien cho cac t6 chirc doan thS phat huy vai tro,
thuc hien t6t cac dot phat dQngphong trim thi dua yeu mroc, xay dung phong trao
van hoa, van nghe, xay dung co quan van hoa, giam sat viec thuc hien quy che,
quy dinh cua co quan.

Chuong III
THAM MUU GIUP UBND THANH PHO TH1jC DI:E;N

QUY CHE LAM VI:E:CCVA UBND THANH PDO
Di~u 12. Xay dl}'ngChwO'ng trinh cong tac ella UBND Thanh ph8
Can cu Chi thi, Nghj quy~t cua Trung uang, Thanh uy, HQi d6ng nhan dan

Thanh ph6, Quy ch~ lam vi~c cua UBND Thanh ph6, chi d~o cua Chu tich UBND
Thanh ph6, cac Ph6 Chu tich UBND Thanh ph6 va tinh hinh thvc tS cua Thanh
ph6, Van phong UBND Thanh ph6 tham muu giup UBND Thanh ph6 xay d1!llg
chuang trinh cong tac nam, 6 thang, quy, thang, tu~n.

Binh ky hang tu~n, thang, quy, 6 thang va nam, Van phong t6ng hQP kSt qua
thvc hi~n chuang trinh cong tac cua UBND Thanh ph6 bao cao Uy ban nhan dan
Thanh ph6 va Chu tich UBND Thanh ph6.

Trinh 11! xay dVng, ban hanh chuang trinh cong tac va t6ng hqp kSt qua th\lc
hi~n chuang trinh cong tac cua UBND Thanh ph6 duqc quy djnh chi tiSt trong ph\l
l\lc 2 kern thea Quy ch~ nay.

Di~u 13. Ti~p nh,n, theo doi cae d~ an, d., an, chuyen d~ va hB sO'cong
vi~c do cae cO'quan trinh bao cao UBND Thanh ph6, Chu tich UBND Thanh
ph6

Van phong tiSp nh~n, xu ly nhftng dS an, d\l an, chuyen dS cong vi~c thea
chuang trinh cong tac nam ella UBND Thanh ph6 do nguai dimg d~u cac sa, cac
cO'quan wang duang sa, dan vi thuQc UBND Thanh ph6 giri trinh thea dung quy
dinh duqc ban hanh trong Quy chS lam vi~c clla UBND Thanh ph6 nhi~m ky 2016-
2021; tiSp nh~n, hoan chinh h6 sa cong vi~c dS trinh Chu tich UBND Thanh ph6,
Ph6 Chu tich UBND Thanh ph6 nhfrng dS an, d\l an, eong vi~c thuQc ph{lm vi,
trach nhi~m va thAm qUYSngicii quySt Clla UBND Thanh phc3,Chu tich UBND
Thanh phc3thea quy dinh t{liBiSu 30, Quy chS lam vi~c cua UBND Thanh ph6
nhi~m ky 2016-2021.

Quy trinh TiSp nh~n, thea doi cac dS an, dv an, chuyen d€, h6 sa cong vi~c do
cac cO'quan trinh bao cao UBND Thanh ph6, Chu tich UBND Thanh ph6 duqc quy
dinh chi tiSt trong ph\l h,IC3 kern thea Quy chS nay.
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Di~u 14. Chuan b] va phuc VI} cac cUQc hop, hQi ngh], phien hqp ciia
UBND Thanh phB, Chll tjch UBND Thanh phB, Pho Chii tjch UBND Thanh
phB va cua t,p th~ lanh dao UBND Thanh phB

Van phong chiu trach nhiem chuan bi, phuc vu cac cuoc hQP, hQi nghi, phien
hop cua UBND Thanh ph6, Chit tich UBND Thanh ph6, Pho Chit tich UBND
Thanh ph6 dtroc quy dinh tai Di~u 17, DiSu 23~Dieu 24, Di~u 25, Quy chS lam
viec cua UBND thanh ph6 Ha NQi nhiem ky 2016-2021. Trinh tv viec phan cong
Lanh dao Van phong va cac dan vi chuyen mon chuan bi, phuc vu cac cUQChQP,
hQi nghi, phien hop tren dtroc quy djnh chi tiSt trong phu luc 4, 5, 6, 7, 8 kern thea
Quy che nay,

Di~u 15. Quy dinh v~ vi~c trinh kY va phat hanh, cong bB van ban
1. Van bim do Van phong trinh UBND Thanh ph6, chuyen vien xu ly phai

kiSrn tra, nSu da dung, du thti t\lC trinh thi ky t~t VaGVaGcu6i nQi dung van ban
(sau dAu .I.) , TruOng dan vi ky t~t VaGVaGvi tri cu6i cimg a "Noi nh~" van ban;
Chimh Van phong, Pho Chanh Van phong ky t~t VaGgoc phai ph§n thdm quySn
cua nguai ky van bim, sau do m6i trinh Chu tich, Pho Chu tich duy~t kyo

2. Sau khi van ban da duqc Chu tich, Pho Chii tich UBND Thanh ph6, Chanh
Van phong ky (kS ca cac van ban do cac sa, ban, nganh so~ thao va trinh trvc
tiSp), chuyen vien giup vi~c hanh chinh Chii tich, Pho Chu tich UBND Thanh ph6
(ho~c chuyen vien duqc giao nhi~m V\l xu ly) co trach nhi~m chuySn cho phong
Hanh chinh - T6 chuc lam thu tvc phat hanh dSn dung dia chi thea guy dinh t~i
Thong tu s6 04/20 13m-BNV ngay 16/4/2013 cua BQNQiV\l.

3. Phong Himh chinh - T6 chuc khong phat hanh nhilng van ban khi chua thvc
hi~n dung guy trinh, thii t\lCguy dinh, chua co day dit dia chi cua noi nh~ van ban
(d6i v6i cac ca nhan, dan vi khong thuQc kh6i cac co guan hanh chinh nha nu6c).
Cac dv thao, bao cao, d~ an cAndong dAutreo cua UBND Thanh ph6 (dong dAut~i
goc tren, ben trai), van thu chi duqc dong dAukhi co y kiSn dBng y ciia Chu tich,
Pho Chit tich UBND Thanh ph6 ho~c ChcinhVan phong.

4. Trung tam Tin hQc - Cong bao co trach nhi~m c~p nh~t kip thai VaGm~ng tin
hQc di~n rQng cua UBND Thanh ph6 va dang Cong bao Thanh ph6: Cac van ban
guy ph~ phap lu~t cua UBND Thanh ph6, van ban cita Chit tich UBND Thanh
ph6, van ban huang dfuJ cita cac sa, cac co guan tuang duang sa va cac van ban
duqc guy dinh t?i Di~u 52 Quy chS lam vi~c cita UBND Thanh ph6 nhi~m ky 2016-
2021 (tm van ban co nQi dung thuQc danh m\lc hi m~t Nha nu6c).

Di~u 16. Theo doi, don dBc cac CO' quan, doonvi trong vi~c th,!c hi~n cac
van ban clla UBND Thanh phB

1. Cac phong chuyen mon co trach nhi~m thuang xuyen t6ng hqp vi~c thvc
hi~n cac van han va cong vi~c duqc UBND Thanh ph6 giao cac co guan, dan vi
thea ph~ vi, linh VI!Ccong tac da duqc phan congo

2. Can cu y kiSn chi d?o cua Chit tich, Pho Chu tich UBND Thanh phB, cac
T6 cong mc cua Van phong ph6i hqp v6i cac phong chuyen mon lien guan dS xuAt
lanh d?o Van phong chuang trinh, kS ho?ch, thai gian tiSn hanh kiSm tra dinh ky
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va dQt xufit viec thuc hien cac van ban, cong viec do UBND Thanh ph6 giao cac
sa, ban, nganh, UBND cac quan, huyen, thi xa va cac co quan, t6 chirc lien quan;
dac biet Ia cac van ban co thai han thuc hien va thea dinh ky, dam bao thuc hien
nghiem ky cuong hanh chinh va hieu luc quan Iy nha mroc.

3. Qua qua trinh t6ng hop va kiem tra, kip thai phat hien cac vuong mac, t6n
tai; kien nghi bien phap xu ly, dam bao chinh xac, khong trung lap, chong cheo.

Di~u 17. Phl}c vI}Chu tjch UBND Thanh ph6, Pho Chu tich UBND Thanh
ph&di tham, lam vi~c t~i CO'sO'ho~c ti~p khach

1. Khi Chu tich, Pho Chu tich UBND Thanh ph6 di tham va lam viec tai cac
dan vi, ca sa trong Thanh ph6, can cu nQi dung, mvc dich cua chuySn tham ho{tc
lam vi~c, Lanh d~oVan phong phv tnich IInh VlJC phan cong cac phong chuyen mon
cu ngum xay dlplg chuang trinh, kS ho~ch, tham gia phvc V\l thea quy dinh t~i
DiSu 44, Quy chS lam vi~c cua UBND Thanh ph6 nhi~m ky 2016-2021.

2. Van phong co trach nhi~m phvc vv Chu tich UBND Thanh ph6, Pho Chu
tich UBND Thanh ph6 tiSp khach trong nu6c ho~c khach nu6c ngoai dSn tham, lam
vi~c t~i Thanh ph6. Trinh tt)' phan cong Lanh d~o Van phong, cac dan vi chuyen
mon thuQc Van phong phvc VV Chu tich UBND Thanh ph6, Pho Chu tich UBND
Thanh ph6 tiSp khach co trong phVIvc 9 kern thea Quy chS nay.

ChtrO'ng IV
CUE DQ GIAO BAN, HQI NGHI, TIEP CONG DAN

vA THONG TIN, BAo cAo
Di~u 18. Ch~ di}giao ban, sinh ho~t, hqi nghj
1. Lanh d~o Van phong, Pho TruOng Ban TiSp cong dan, TruOng cac dan vi

chuyen mon, Giam d6c Trung tam Tin hQc - Cong bao toan th~ can bQ, cong chuc
phong T6ng hqp, phong Thu ky - Bien t~p dt)'giao ban cua Chu tich, cac Pho Chu
tich UBND Thanh ph6 hang tu~n.

2. Sang thu Hai hang tu~n, toan th~ CBCCVC ca quan Van phong dt)'nghi IS
chao ca T6 qu6c va sinh ho~t duai ca. Phong Hanh chinh - T6 chuc chiu trach
nhi~m t6 chuc cu hanh nghi IS.

3. Dinh ky ho?c dQtxufit, Chanh Van phong quySt dinh t6 chuc hQpLanh d~o
Van phong v6i TruOng cac dan vi tn!c thuQc d~ trao d6i cong tac thea Hnh VlJC

dUQ'cphan congo
4. Dinh ky 6 thang, lanh d~o Van phong sinh ho~t v6i cac t6 chuc doan th~

cua co quan d~ danh gia kSt qua ph6i hqp cong taco
5. Vito tufu1cu6i thang 12 hang nam, Van phong ph6i hqp v6i Cong doan ca

quan t6 chuc hQi nghi cong chuc, vien chuc, t6ng kSt cong tac nam cua ca quan va
tri~n khai nhi~m vv nam t6i.

6. Dinb ky hang thang, TruOng cac dan vi t6 chuc sinh ho~t dan vi d~ ki~m
di~m, danh gia kSt qua cong tac va tri~n khai nbi~m vv cua thang tiSp thea; Lanh
d~o Van phong tham dt)'cUQchQp cua cac dan vi duQ'cphan cong thea d5i nSu th~y
c~n thiSt.
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f)i~u 19. Xay dung, tA chirc th"c hi~n chuong trlnh cong tac cua Van
phong

I. Dang ky, xay dung chuang trinh cong tac
Cac don vi va ca nhan co trach nhiem dang ky, xay dung chuong trinh cong

tac d~ cu th~ hoa cac cong viec cAn lam trong: tuan, thang, quy, nam. Phong Hanh
chinh - T6 chirc t6ng hop xay dung chuang trinh cong tac ella Van phong,

2. T6 chirc thirc hien chuong trinh cong tac
Sau khi chuang trinh cong tac diroc ban hanh, ca nhan, don vi co trach nhiem t6

clnrc thirc hien theo dung n<)idung, thai gian dS ra. KSt quit thirc hien chuang trinh
cong tac th~ hien trong bao cao hang thang cua ca nhan, dan vi. Phong Hanh chinh -
T6 chirc xay dung Bao cao kSt qua thuc hien chuang trinh cong tac cua Van
phong.

f)i~u 20. Ch~ dQ ti~p cong dan, giii quy~t don thO', khi~u n,i, tA cao
1. Ban TiSp cong dan eo trach nhi~m xay d1Jl1g,bao cao Hinhd~o Van phong

trinh UBND Thanh phB phe duy~t kS ho~ch tiSp cong dan ella Hinh d~o UBND
Thanh phB, lanh d~o Van phong theo quy dinh;

Cong khai cac quy dinh vS tiSp cong dan; tiSp nh?o dan thu khiSu n~i, tB cao,
kiSn nghj, phim anb Clla cong dan va huang dfut gicii quySt theo quy djnh clla Lu~t
KhiSu n~i, tB cao va quy chS lam vi~c clla Ban TiSp cong dan.

2. Chanb Van phong, Pho Chanh Van phong va ehuyen vien theo doi nganb,
lInh VlJCcong tac phBi hqp v6i Ban tiSp cong dan dS tiSp cong dan vS nhiing V\l
vi~c co lien quan dSn cong vi~c dugc phan congoL~p kS ho~ch, chuAn bj n<)idung,
tai li~u, bB tri Ijch dS Chll tjch, cae Pho Chll tich UBND Thanh phB tiSp cong dan,
giciiquySt khiSu n~i, tB cao clla cong dan thu<)cthdm quySn CllaUBND Thanh phB.

f)i~u 21. Ch~ dQ thong tin, bao cao nQi bQVan phong
1. ChS d<)thong tin, bao cao la tnich nhi~m, nghla V\lCllaCBCCVC trong qua

trinh thlJChi~n cac nhi~m V\ldugc giao.
2. Phong Hilnh chfnh - T6 chilc la dAum6i t6ng hqp, Chlltri xay dlJ11gbao cao,

tinh hinh thlJc hi~n nhi~m V\lCllaVan phong djnh ky hang thang, quY,.6 thang va
canam.

3. TruOng dan vi co trach nhi~m don d6c, theo doi vi~c thlJc hi~n chS d<)bao
cao CllaCBCCVC trong dan vi minh va thlJc hi~n chS d<)bao cao thu<)ctrach nhi~m
CllatruOng dan vi; thlJChi~n dAydil chS d<)bao cao dinh ky va d<)txudt theo quy
dinh; co trach nhi~m t6ng hqp, bao cao vS nganh, lInh VlJC,phfrn cong vi~c Clladan
vi dugc phan cong theo yeu cAuCllaChll tich, Pho Chll tich UBND Thanh phB va
Lanh d~o Van phong.

4. Tuy theo lInh VlJC,Lanh d~o Van phong se phan cong C\lthS cho ca nhan,
dan vi Chlltri xay dlJ11gcac bao cao chuyen dS theo quy dinh.

ChO'ong V
TIEP NH~N, xu LY, BAN HANH VANBAN, LUU TRU HO SO, TAl LI¥U

vA BAo v¥ Bi M~T NHA NUOC
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Di~u 22. Quy djnh chung v~ ti~p nh~n, quan If van ban d~n, van ban di
1. T~t ca cac van ban, tai lieu cua cac ca quan, t6 chirc giri UBND Thanh pho,

Chu tich, Ph6 Chu tich UBND Thanh ph6 va Van phong UBND Thanh ph6 phai
diroc dang ky, c~p nhat vao H~ thong quan Iy van ban va h6 sa cong viec cua Van
phong.

2. Phong Hanh chinh - T6 chirc chiu trach nhiem quan ly thong nhat, toan dien
cac loai van ban, tai lieu, gi~y to cua UBND Thanh pho, cua Van phong UBND
Thanh ph6 (k~ ca van ban di~n nr); quan ly viec tiSp nhan xu ly van ban dSn, ban
hanh van ban di va viec sao in van ban; chuyen van ban dSn~van ban di dung dia
chi, dung nguoi co trach nhiem xu ly, giai quyet cong viec thea quy trinh xu ly van
ban; l~p danh m\Ic cong van, ta trinh thea v~n dS, nQi dung cua cac ca quan, dan vi
gui, trinh. Quy trinh tiSp nh~, xu ly va ban hanh van ban phai tuan thu thea quy
dinh dUQ'cban hanh kern thea quySt dinh cua Chu tich Uy ban nhan dan Thanh
ph6.

3. Chuyen vien duQ'Cphan cong xu ly cong vi~c c6 trach nhi~m nh~p y kiSn dS
xu~t, xu ly van ban cua minh tren H~ th6ng quan ly van ban va h6 sa cong vi~c.
Chu tich, Ph6 Chu tich UBND Thanh ph6 va Hinhd~o Van phong nh~p y kiSn xu
ly cua minh ho~c thong qua chuyen vien giup vi~c hanh chinh tren h~ th6ng quan
ly van ban va h6 sa cong vi~c.

4. Hang twin, Truong cac dan vi co trach nhi~m bao cao kSt qua xu ly van
ban, h6 sa cong vi~c cua dan vi gui Phong Hanh chinh - T6 chuc t6ng hqp bao cao
Chanh Van phong nhung h6 sa, van ban di, dSn th\lc hi~n ch~ thea h~n dinh.

5. CBCCVC bQph~ "MQt clla" trong qua trinh th\lc hi~n cong vi~c phai th\lc
hi~n nghiern tuc quy dinh vS quy trinh tiSp nh~ h6 sa va tra k~t qua giai quySt thu
t\IChitnh chinh t~i BQph~n mQtclla, mQtCllalien thong cua cac ca quan hanh chinh
Nha nu&c tren dia ban Thanh ph6.

Di~u 23. Cong tac Van thtr - LtrU trw
1. Cong tac van thu - luu tru dUQ'cth\lc hi~n thea Thong tu s6 04/20 13/TT­

BNV ngay 16/4/2013 cua BQNQiV\l vS vi~c huang d~n xay d\lng Quy chS cong tac
van thu, lUlltm cua cac ca quan, t6 chirc va Quy chS vS cong tac Van thu - LUll tru
t~i Van phong.

2. Cac van ban giri len Trung uang, cung voi van ban gi~y, van thu phai ph6i
hqp voi Trung tam Tin hQc- Cong bao c~p nh~t, gui kern thea van ban, h6 sa qua
h~ th6ng thu di~n tu.

3. Gi~y gi&i thi~u cua UBND Thanh ph6 va Van phong UBND Thanh ph6 do
van thu quan IY. Vi~c c~p gi~y gi&i thi~u chi th\lc hi~n khi co l~nh cua Chu tjch,
Ph6 Chu tich UBND Thanh ph6 ho~c Lanh d~o Van phong UBND Thanh ph6.

4. Trung tam Tin hQc - Cong bao chiu trach nhi~rn lUll trU cac van ban di~n
tir, cac ban ghi am t~i cac cUQchQp.

Di~u 24. Ch~ dQbao v~ bi m~t Dbamro-c
Bao v~ bi m~t Nha nu&c Ia nhi~rn V\l quan trQng, Ia nghia ~ trach nhi~rn Clla
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CBCCVC van phong; CBCCVC van phong co trach nhiem thirc chS dQ bao v~ bi
mat nha mroc theo dung quy dinh cua Nha mroc va cua UBND Thanh ph6 .

ChUO'Dg VI
DIEU KHOAN THI HANH

Bi~u 25. Trach nhi~m thuc hi~n
1. Truong phong Hanh chinh - T6 chirc
a) Nghien ciru, tham muu giup Chanh Van phong b6 sung, sua d6i cac quy

ehS quy dinh da:ban hanh hoac ban hanh cac quy che, quy dinh lien quan dS trien
khai co hieu qua Quy ehS lam viec cua Van phong VBND Thanh ph6.

b) T6 chirc triSnkhai Quy chSdSntoan thSCBCCVCVan phong UBND Thanh ph6.
2. Truong cac don vi: Don d6e, kiSm tra, giam sat can bQ, cong clnrc trong

dan vi thuc hien nghien tuc quy che va bao cao dinh Icy hang thang eho Chanh Van
phong (thong qua baa cao hang thang ella a071 vi).

Bi~u 26. Trach nhi~m thi hanh
CBCCVC trong qua trinh thuc thi nhiem vu, cong vu co trach nhiem chdp

hanh nghiem cac quy dinh t~i Quy chS nay. Cae hanh vi vi ph~ Quy chS, my theo
mue dQ sai ph~m se bi xu ly ky lu~t ho?c truy CUu trach nhi~m theo quy djnh cua
phap lu~t.

Cac t6 chuc, ca nhein co lien quan khi quan h~ cong tac vai Van phong co
trach nhi~m th\lc hi~n Quy chS him vi~c Clla Van phong UBND Thanh ph6.

Trong qua trinh thgc hi~n, tuy theo tinh hinh th\lc tS ho?c yeu cAucong mc, Quy
chS lam vi~c cua Van phong UBND Thanh ph6 dugc di~u chinh, b6 sung cho phil
hgp.l.l

Ph~m Qui Tien
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Phu IDe 1
VE PHAT NGON vA CUNG cAp THONG TIN CHO BAo CHi

(Kem thea Quy chi lam viec duoc ban hanh tai Quyet dinh s6 JIG IQD- VP
ngay -18 thang 8 ndm 2016 cua Chdnh Vanphong UBND Thanh pho)

1.Trach nhiem ciia Chanh Van phong:
Chanh Van phong thuc hien nhiem vu "Nguoi p/uit ngiin cua UBND

Thanhph6", phat ngon va cung c~p thong tin vS hoat dong cua UBND Thanh
ph6 cho bao chi theo quy dinh,

2. Dan vi chu tri: PhongThu ky - Bien t~p giup ChanhVan pheng:
- Theo doi, t6ng hQPchung nQi dung kSt qua cac cong viec cua UBND

Thanh pho, Chu tich, Pho Chu tich UBND Thanh ph6 dS phuc vu Chanh Van
phong thirc hien nhiem vu "Ngiroi phat ngon" cua UBND Thanh ph6 va cung
c~pthong tin bao chi.

- Ph6i hQPvoi cac co quan, dan vi co lien quan chuan bi nQi dung thong
tin dStham rmru, giup Chanh Van phong t6 chuc hQpbao dinh ky, dQtxu~t cung
c~p thong tin cho bao chi vS ho~t dQngchi d~o diSu hanh cua UBND Thanh ph6
theo quy djnh.

- Tham mUllChanh Van phong phat ngon va cung c~p thong tin kip thai,
chinh xac cho bao chi trong cac truang hQPdQtxu~t, h~t thuang.

- Cung c~p thong tin theo quy dinh cho cO'quan bao chi khi th~y cfut thiSt
va khi co yeu cAuphil hQP,dUngquy dinh cua cO'quan hao chi.

- Theo d5i, t6ng hQPthong tin tren cac phuang ti~n thong tin d~i chung va
du lu~ xa hQilien quan tai cac IInhVlJC,ho~t dQngthuQcchuc nang quan ly nha
nuac cu~ UBND Thanh ph6 bao cao Hinhd~o va c~p co thk quy8n xem xet,
giiti quyet.

- Ph6i hQPcac Phong Chuyen vien chuk bi nQi dung ph\lc V\l lanh d~o
UBND Thanh ph6 tra lai phong v~ cua cO'quan bao chi. Troang hQPcO'quan
thuQcUBND Thanh ph6 duQ'CUBND Thanh ph6 uy quySn tra 1m phong v~
cua cO'quan bao chi trong va ngoai nuac thi cO'quan do phai th6ng nh~t vai
Chfu1hVan phong UBND Thanh ph6 - qua Phong Thu ky - Bien t~p v8 nQi
dung tra lai phong v~n.

- Ph6i hQPvai cac cO'quan, dan vi co lien quan chuk hi nQi dung cai
chinh ho~c lam ro them nhfrng thong tin lien quan dSn nQidung hao chi neu va
yeu cAucO'quan bao chi cai chinh vS vi~c dang tai thong tin sai SlJth~t vS vi~c
thlJc hi~n chuc nang quan ly nha nuac cua UBND Thanh ph6 theo quy dinh cua
Lu~tBao chi.

3. Cae phong ehuyen man theo tung linh V\fC cong tac
- Ph6i hQPvai phong Thu ky - Bien t~p chu~n hi nQidung thong tin, tham

muu, giup Chanh Van phong t6 chuc hQphao dinh ky theo quy djnh;
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- Cung c~p d~y du, chinh xac, dung thai han cac nci dung thong tin co lien
quan phuc vu viec phat ngon va cung c~p thong tin cho bao chi khi co yeu c~u.
Hinh tlnrc cung c~p thong tin bang van ban.

- Kip thai cung c~p cac thong tin, tai lieu thuoc khoi, linh Vl!C phuc vu
Chanh Van phong phat ngon va cung c~p thong tin cho bao chi trong cac tnrong
hop dQt xuat, b~t thuong.

- Ph6i hop Phong Thtr ky - Bien t~p chuck bi nQi dung phuc vu lanh dao
UBND Thanh pho, Nguoi phat ngon cua UBND Thanh pho tra lui phong v~n
cua co quan bao chi v~ nhimg v~ d~ co lien quan thuoc Kh6i.

-Tham rmru, giup viec Ngiroi phat ngon cua UBND Thanh ph6 thuc hien
viec tiSp nhan va phan h6i khi co y kiSn kiSn nghi, phe binh, khieu nai, t6 cao
cua t6 chilc, ca nhan do co quan bao chi chuy~n dSn.

- Xay dgng nQi dung thong tin v~ cong tac chi d~o di~u himh cua Kh6i, giri
v~ Phong Thu ky - Bien t~p truoc ngay 20 hang thang d~ bao cao Van phong
Chinh phu.

- Dinh ky hang tu~n cung c~p mQt s6 thong tin chi d~o - di~u himh cua
UBND Thanh ph6 c~ tuyen truy~n cho bao chi giri phong Thu ky - Bien t~p d~
t6ng hgp chung, ph\lc V\l giao ban bao chi Thanh uy va giao ban truy~n thong
cua Van phong UBND Thanh ph6.

4. Trung tam Tin hQc - Cong bao:
- Giup Chanh Van phong c~p nh~t cac van ban chi d~o - di~u hanh cua

UBND Thanh ph6 c~n tuyen truy~n, ph6 biSn len C6ng thong tin di~u hanh cua
UBND Thanh ph6.

2 ~



Phu luc 2
xA Y Dl/NG CHUaNG 'TRINH CONG TAc

CVA UBND THANH PHO
(Kem theo Quy chi lam viec duoc ban hanh tai Quyet dinh s6 af6 IQD- VP
ngay ~8 thang 8 ndm 2016 cua Chanh Vanphong VBND Thanh pho)

I.xAY DlfNG CHUONG TiNH CONG TAc NAM
1.PhI} trach chung: Chanh Van phong UBND Thanh ph6

2. DOll vi chii tri: Phong Tfmg hop:
- Tnroc ngay 15 thang 10 hang nam, du thao van ban trinh Chanh Van

phong ky duyet dS nghi cac co quan dan vi kiem diem viec chi dao diSu hanh
nam, ki~n nghi cac dinh huang, nhiem VI), giai phap Ion cua UBND Thanh ph6
va dang ky cac dS an vao chuang trinh cong tac nam sau, trong do xac dinh
chuang trinh cong tac quy I cua Ham sau;

_Can cir chuang trinh cong tac cua Thanh uy va HQi d6ng nhan dan Thanh
ph6, ph6i hop voi cac phong chuyen mon ra soat, d6i chieu, t6ng hop nQi dung
chuang trinh cong tac chung cua UBND Thanh ph6, giri xin y ki~n TruOng cac
phong chuyen mon, Lanh d~o Van phong, Chu tich, Pho ChiI tich UBND Thanh
ph6 phv trach kh6i va giri l~i cho cac cO'quan lien quan d8 tham gia y kiSn,
ch~m nh~t la ngay 25 thang 11 hang nam;

_Tong hqp, d\l' thao chuang trinh cong tac nam bao cao Chanh Van phong
trinh Chu tjch UBND Thanh ph6 xem xet, cho y kiSn truac khi trinh UBND
Thanh ph6 thong qua t~i phi en hQP thuOng ky cU6i nam; trinh Chu tjch UBND
Thanh ph6 thay m~t UBND Thanh ph6 duy~t ky ban hanh;

_Ph6i hqp vai cac phong chuyen mon t~p hqp, bao cao UBND Thil:nhph6,
Chu tjch UBND Thanh ph6 trong vi~c theo d5i, danh gia kSt qua thl,l'c hi~n
chuang trinh cong taco

3. DOll vi ph8i hq'p
a) Cac phong chuyen man theo tirng Hnh Vl}'C cong tac
_ Don d6c cac sa, ban, nganh gui danh mvc cac nQi dung cfuI trinh UBND

Thanh ph6 vS Van phong UBND Thanh ph6 (qua cac phong chuyen mon d8 t~p
hqp) ch~m nh~t la ngay 30 thang 10 hang nam;

_ Chu dQng ra soat, dS xu~t diSu chinh, b6 sung danh mvc chuang trinh
cong tac vS: Ten chuyen dS, thai h~n trinh, c~p hQPthong qua (T~p th~ UBND;
Ban can S\l'Dang; Chu tich ho~c cac Pho Chu tjch), chuyen dS c~n xin y kiSn chi
d~o cua C~p uy (Thuang tql'C, Ban Thuang vv Thanh uy, Ban Ch~p hanh Dang
bQ Thanh ph6), nQi dung trinh Ky hQP HQi d6ng nhan dan Thanh ph6 bao cao
Lanh d~o Van phong trinh Chu tich, Pho Chu tich phv trach kh6i xem xet quySt
dinh. Giri cac nQi dung chuyen dS cftn trinh UBND Thanh ph6 (sau khi da hoan



chinh) vS phong T6ng hop dS tong hop chung, cham nh~t la ngay 10 thang 11
hang nam;

- Dinh ky hang thang, quy, chu dong phoi hop voi cac co quan lien quan ra
soat lai cac nQi dung c~n diSu chinh, b6 sung chuang trinh cf>ng tac, bao cao
lanh dao Van phong, trinh Chu tich, Pho Chu tich xem xet, quyet dinh.

- Theo doi, kiSm tra, don d6c viec trien khai thuc hien cac dS an, chuyen dS
cong viec, giri phong T6ng hop dS ~p hop, bao cao UBND Thanh pho, Chu tich
UBND Thanh ph6.

b) Phong Hanh chinh - T8 chuc

Ph6i hop voi phong Tlmg hop giri van ban dS nghi cac co quan dan vi
kiSm diSm viec chi dao diSu hanh narn, kien nghj cac dinh huang, nhiem vu, giai
phap Ian cua UBND Thanh ph6 va dang ky cac dS an VaGchuang trinh cong tae
nam sau, trong do xac dinh chuang trinh cong mc quy Ieua nam sau.

4. ThOi h~n hoan thanh va ban hanh chtrO'Dgtrinh cong tac nam

Chuang trinh eong me nam hoan thanh, thong qua UBND Thanh ph6 t~i
phien hQp thang 12 va trinh UBND Thanh ph6 ban hanh trong th<ri h~ khong
qua 03 ngay lam vi~c UBND Thanh ph6 thong qua.

n. xAY D\fNG CHUONG TRiNH CONG TAc 6 THANG CUDI NAM
1. PhI} trach chung: Chanh Van phong UBND Thanh ph6

2. DO'Dvi chti tri: Phong T6ng hgp:

- Truae ngay 01 thang 5 hang nam, d\f thao van bim trinh Chanh Van
phong ky duy~t dS nghi cac co quan dan vi dang kY cac cong vi~e c§n trinh VaG
chuangtrinh cong tac 6 thang cU6i nam.

- Can eu chuang trinh eong mc cua Thanh uy va HQi d6ng nhan dan Thanh
ph6, ph6i hqp vai cac phong chuyen mon ra soat, d6i chiSu, t6ng hgp nQi dung
chuang trinh cong tac chung eua UBND Thanh ph6, gui xin y kiSn Truong cac
phong chuyen mon, Lanh d~o Van phong, Chu tich, Pho Chu tjeh UBND Thanh
ph6 ph\} trach kh6i va gui I~i cho cac co quan lien quan dS tham gia y kiSn,
ch?m nh~t la ngay 01 thang 6 eua nam.

- T6ng hQ'p, d\f thao chuang trinh cong tac 6 thang cu6i nam bao cao
Chanh Van phong trinh ChiI tich UBND Thanh ph6 xem xet, eho y kiSn truae
khi trinh UBND Thanh ph6 thong qua 4li phien hQp giua thang 6; trinh ChiI tieh
UBND Thanh ph6 thay m~t UBND Thanh ph6 duy~t ky ban hanh;

- Ph6i hQ'Pvai cac phong chuyen mon t?P hQ'P,bao cao UBND Thanh ph6,
ChiI tich UBND Thanh ph6 trong vi~c theo doi, danh gia kSt qua th\fe hi~n
chuang trinh cong taco

3.DOll vi ph8i hvp

a) Cac phong chuyen mon theo tirng linh v'!c cong hic.
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- Don d6c cac sa, ban, nganh giri danh muc cac noi dung c~ trinh UBND
Thanh ph6 vS,Van phong UBND Thanh ph6 (qua cac phong chuyen mon dS t~p
h9P) cham nhat la ngay 15 thang 5 cua narn,

- Chu dong ra soat, dS xmlt diSu chinh, b6 sung danh muc chuang trinh
cong tac vS: Ten chuyen dS, thoi han trinh, c~p hQPthong qua (Tap the UBND;
Ban can sir Dang; Chu tich hoac cac Pho Chu tich), chuyen dS cfin xin y kiSn chi
dao cua C~p uy (Thuong tnrc, Ban Thuong vu Thanh uy, Ban Chap hanh Dang
bQ Thanh pho), nQi dung trinh Ky hQP HQi d6ng nhan dan Thanh ph6 bao cao
Lanh dao Van phong trinh Chu tich, Pho Chu tich phu trach khoi xem xet quyet
dinh. Giri cac nQi dung chuyen dS c~ trinh UBND Thanh ph6 (sau khi da hoirn
chinh) vS phong T6ng hqp dS t6ng hqp chung, ch~ nh~t la ngay 25 thang 5 cua
nam.

- Dinh ky hirng thang, quy, chu dQng ph6i hgp v6i cac co quan lien quan ra
soat l~i cac nQi dung c~n diSu chinh, b6 sung chuang trinh cong tac, bao cao
lanh d~o Van phong, trinh Chu tich, Pho Chu tjch xem xet, quySt dinh.

- Theo d5i, kiSm tra, don d6c vi~c triSn khai thgc hi~n cac dS an, chuyen dS
cong vi~c, gui phong T6ng hqp dS t~p hqp, bao cao UBND Thanh ph6, Chu tich
UBND Thanh ph6.

b) Phong Hanh chinh - TA chuc

Ph6i hqp v6i phong T6ng hgp gui van ban dS nghi cac co quan dan vi dang
ky cac cong vi~c c~n trinh vao chuang trinh cong tac 6 thang cu6i nam.

4. Tho; h=i\nhoan thanh va ban hanh chuO'ng trinh cong tac 6 thang
J.. ~cum nam

Chuang trinh cong mc 6 thang cu6i nam hoan thanh, thong qua UBND
Thanh ph6 t~i phien hQp gifra thang 6 va trinh UBND Thirnh ph6 ban hanh trong
thai h~n khong qua 05 ngay lam vi~c kS tit ngay UBND Thanh ph6 thong qua.

III. xAY nVNG CHUONG TRiNH CONG TAc QuY
1. PhI} trach chung: Chanh Van phong UBND Thanh ph6

2. DO'n vi chti tra: Phong T6ng hgp:

- Tren co sa cac sa, cac co quan tuang duang sa, dan vi thuQc UBND
Thanh ph6 danh gia tinh hinh thgc hi~n Chuang trinh cong tac quy, ra soat l~i
cac v~ dS c~n trinh UBND Thanh ph6, Chu tich UBND Thanh ph6 vao quy tiSp
thea da ghi trong Chuang trinh cong tac nam va b6 sung cac v~ dS m6i phat
sinh dS xay dgng chuang trinh cong tac quy sau; can Cll chuang trinh cong tcic
cua Thanh uy va HQi d6ng nhan dan Thirnh ph6, ph6i hgp v6i cac phong chuyen
mon ra soat, d6i chiSu, t6ng hgp nQi dung chuang trinh cong tac chung cua
UBND Thanh ph6, gui xin y kiSn Truang cac phong chuyen mon, Lanh d~o Van
phong, Chu tich, Pho Chii tich UBND Thirnh ph6 ph\! trach kh6i va giri cho cac
co quan lien quan dS thgc hi~n;

- T6ng hgp, dg thao chuang trinh cong tac quy bao cao Chanh Van phong
trinh Chu tich UBND Thanh ph6 xem xet, quySt dinh;
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- Phi>ihop voi cac phong chuyen mon t~p hop, bao cao UBND Thanh phi>,
Chu tich UBND Thanh phi> trong viec thea doi, danh gia k~t qua thirc hien
chuang trinh cong taco

3. Dan vi ph8i hqp
a) Cac phong chuyen mon theo tung Ilnh v\fc cong tac
- Don di>ccac sa, ban, nganh giri danh muc cac n(>idung c§n trinh UBND

Thanh phi>vS Van phong UBND Thanh phi>(qua cac phong chuyen mon dS t~p
hop) cham nhfrt Ia ngay 20 cua thang cu6i quy;

- Chu d(>ng ra soat, dS xu~t diSu chinh, b6 sung danh muc chuang trinh
cong tac vS: Ten chuyen dS, thai han trinh, c~p hop thong qua (T~p thS UBND;
Ban can sir Dang; Chu tich hoac cac Ph6 Chu tich), chuyen dS c§n xin y kien chi
dao cua C~p uy (Thuong tnrc, Ban Thirong vu Thanh uy, Ban Ch~p hanh Dang
b(>Thanh ph6), n(>idung trinh Ky hQp H(>id6ng nhan dan Thanh ph6 bao cao
Lanh d~o Van phong trinh Chu tich, Ph6 Chu tich ph\! trach kh6i xem xet quySt
dinh. Gui cac n(>idung chuyen dS c§n trinh UBND Thanh ph6 (sau khi da hoan
chinh) vS phong T6ng hqp dS t6ng hgp chung, ch~m nh~t la ngay 22 cua thang

:.. . ,
CUOl quy;

- Dinh ky hang thcing, quy, chu d(>ngph6i hqp vai cac co quan lien quan ra
smit l~i cac n(>idung c§n diSu chinh, b6 sung chuang trinh cong tac, bao cao
lanh d~o Van phong, trinh Chu tich, Ph6 Chu tich xem xet, quy~t dinh.

- Theo doi, kiSm tra, don d6c vi~c triSn khai thl!c hi~n cac dS an, chuyen dS
cong vi~c, gui phong T6ng hgp dS ~p hgp, bao cao UBND Thanh ph6, Chu tich
UBND Thanh ph6.

b) Phung Hanh chinh - TAch.rc
Ph6i hgp vai phong T6ng hgp gUi van ban dS nghi cac co quan dan vi dang

ky cac cong vi~c c&ntrinh van chuang trinh cong tac 6 thcing cu6i nam.
4. Tho; h~n hoan thanh va ban hanh chuang trinh cong tac quy
- Chuang trinh cong tac quy hoan thanh va trinh VBND Thanh ph6 ban

hanh ch~m nhfrt van ngay 25 cua thang cu6i quy.
IV. xAY DVNG CHUaNG TRiNH CONG TAc TIIANG
1.Ph...trach chung: Chcinh Van phong UBND Thanh ph6
2. Don vi chti tri: Phong T6ng hgp:
- Tren co sa ti~n dQ cua cac co quan, dan vi chu§n bi cac dS an, van ban dg

thao da ghi trong chuang trinh cong tac quy, nhUng vfrn dS t6n dQng, vfrn dS phat
sinh; can Cll' chuang trinh cong tac cua Thanh uy va H(>id6ng nhan dan Thanh
ph6, ph6i hgp vai cac phong chuyen mon ra soat, d6i chiSu, t6ng hgp nQi dung
chuang trinh cong tac chung cua UBND Thanh phi>,gui xin y kiSn Truang cac
phong chuyen mon, Lanh d~o Van phong, Chu tich, Ph6 Chu tich UBND Thanh
ph6 ph\! trach kh6i va gui cho cac co quan lien quan dS thgc hi~n;

- T6ng hgp, dg thao chuang trinh cong tac thang bao cao Chcinh Van
phong trinh ChiI tich UBND Thanh ph6 xem xet, quy~t dinh;
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- Ph6i hop voi cac phong chuyen mon t?P hop, bao cao UBND Thanh pho,
Chu tich UBND Thanh phi> trong viec thea doi, danh gia kSt qua tlnrc hien
chuang trinh cong taco

3. Boonvi ph&i hVp
a) Cac phong chuyen mdn theo tung llnh v'!c cong tac
- Don d6c cac sa, ban, nganh giri danh lTI\lCcac nci dung c&ntrinh UBND

Thanh ph6 vS,Van phong UBND Thanh pho (qua cac phong chuyen mon d~ t?P
hop) cham nhat la ngay 15 hang thang;

- Chu dQng ra soat, dS xuat diSu chinh, b6 sung danh muc chuang trinh
cong tac vS: Ten chuyen dS, thai han trinh, c~p hop thong qua (Tap th~ UBND;
Ban can sir Dang; Chu tich hoac cac Ph6 Chu tich), chuyen dS cAnxin y kiSn chi
dao cua C~p uy (Thuong tnrc, Ban Thuong vu Thanh uy, Ban Chap hanh Dang
bQ Thanh phi», nQi dung trinh Ky hQP HQi d6ng nhan dan Thanh phi> bao cao
Lanh d~o Van phong trinh Chu tich, Ph6 Chu tjch phv trach khi>i xem xet quySt
djnh. Gui cac nQi dung chuyen dS cAn trinh UBND Thanh ph6 (sau khi da hoan
chinh) vS phong T6ng hqp d~ t6ng hqp chung, ch~m nh~t la ngay 25 hang thang;

- Dinh ky hang thang chu dQng phi>ihqp vai cac Co'quan lien quan ra soat
l~i cac nQi dung cAn diSu chinh, b6 sung chuang trinh cong tac thang sau, bao
cao lanh d~o Van phong, trinh Chu tich, Ph6 Chu tich xem xet, quySt dinh.

- Theo d6i, ki~m tra, don d6c vi~c tri~n khai th\fc hi~n cac dS an, chuyen dS
cong vi~c, giri phong T6ng hqp d~ ~p hgp, bao cao UBND Thanh ph6, Chu tich
UBND Thanh ph6.

4. ThOi h~n hoim thanh va ban hanh ChlfOllg trinh cong tac thang
Chuang trinh cong tac thang hoan thanh va trinh UBND Thanh ph6 ban

hanh ch~m nh~t VaGngay 28 hang thang.
v. xAY DlfNG LICH CONG TAc TuAN
1.PhI} trach chung: Chanh Van phong UBND Thanh phi>
2. Boonvi chit tri: Phong Thu ky - Bien t~p:
- Chu dQng phi>i hqp vai cac phong chuyen mon xay dgng Ijch cong tac

tu&n cua Chu tich, cac Ph6 Chu tich UBND Thanh ph6, trinh Chu tich UBND
Thanh phi>quySt djnh.

- T6ng hqp lich cong tac bao cao Chu tich UBND Thanh ph6, Thuang tfl!C
Thanh uy va thong tin cho cac dan vi lien quan.

3. BO'Ovi ph&i hVp: Cac phong chuyen mon thea ti:mg lInh V\fCcong taco
DS xu~t lich cua cac d6ng chi Ph6 Chu tich UBND Thanh phi>, giri phong

Thu ky - Bien t?P d~ t6ng hqp, xay dvng ljch cong tac tuk.
4. ThOi h~n hoan thanh
Chuang trinh cong mc tuAn hoan thanh, gui dSn Chti tich, cac Ph6 Chti

tich, Chanh Van phong va cac dan vi lien quan VaGtruac lOhOOngay thu Sau
hang tu&n.
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Phu luc 3
TIEP NH~, THEO DOl cAc DE AN,mr AN, CHUYEN DE vA HO so
CONG VI¥C DO cAc CO QUAN TRiNH BAo cAo UBND THANH PHO,

CUU TICH UBND THANH PHO
(Kern thea Quy chi lam viec duoc ban hanh tai Quyet dinh s6 Jf6 IQD- VP
ngay -18 thdng 8 ndm 2016 cua Chanh Vanphong VBND Thanh pho)

1.PhI} trach chung: Chanh Van phong UBND Thanh ph6

2. Lanh d~o Van phong

Lanh dao Van phong theo tirng linh vue diroc phan cong chi dao cac don vi
chuyen mon tiep nhan, xu Iy dS trinh UBND, Chu tich UBND Thanh ph6 giai
quyet nhiing van ban, h6 sa do cac co quan, t6 chirc, ca nhan giri, trinh (van ban
dSn).

3. BO'n vi chii tri: Cac phong chuyen mon theo tung linh vue cong taco

a) Truong cac don vi phan cong chuyen vien trong dan vi:

- Kiem tra h6 so, trinh tir, thu tuc soan thao, thS thirc, ky thu~t trinh bay du
thao van ban;

- Lap Phieu trinh giai quyet cong viec tom t~t n{)idung, neu ro tham quyen
quySt dinh, sv d6ng b{) trong chi d~o, diSu hanh cua UBND, Chu tich UBND
Thanh ph6 d6i v6i vftn dS lien quan;

- DS xuftt m{)ttrong cac phuang an: Ban hanh, phe duy~t; dua ra phi en hQP
UBND Thanh ph6; gui Iftyy kiSn cac thanh vien UBND Thanh ph6; thong bao y
kiSn cua Chu tich UBND Thanh ph6 yeu c~u cO'quan so~n thilO hoan chinh l~i,
Ifty them y kiSn cac cO'quan, t6 chuc, ca nhan ho~c thvc hi~n cac nhi~m V\l khac
theo quy dinh va Quy chS lam vi~c cua UBND Thanh ph6. Trong truOng hQ'P
gftp va vi~c sua d6i khong anh hu6ng dSn n{)idung chuyen mon van ban, chuyen
vien thv ly bao cao Truong dan vi chu d{)ng ph6i hQ'Pvai cO'quan so~n thao
hoan chinh dv thao, bao cao n{)i dung sua d6i va trinh Lanh d~o Van phong,
Lanh d~o UBND Thanh ph6.

- TruOng hQ'PChu tich, Pho Chu tich UBND Thanh ph6 co y kiSn chi d~o,
xu ly trvc tiSp (khong qua phiSu trinh cua Van phong), TruOng phong chuyen
mon co trach nhi~m bao cao, tham mUll cho Lanh d~o Van phong t6 chuc thvc
hi~n cong vi~c theo y kiSn chi d~o; nSu phM hi~n co vftn dS vuang mAc, chua
phil hQ'P,cac vi~c philc t~p phai bao cao Lanh d~o Van phong dS xin y kiSn chi
d~o cua Chu tich, Ph6 Chu tich UBND Thanh ph6.

- Khi phat sinh cong vi~c c~n xu ly gftp ho~c nhiing cong vi~c do Chu tjch,
Ph6 Chu tich chi d~o trvc tiSp, TruOng dan vi duqc giao nhi~m V\l khfu! truang
phan cong chuyen vien xu IY.

b) Tho; h~n hoan thanh:
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- Cham nhat sau 02 ngay lam viec kS tir ngay nhan diroc dS an, du an, du
thao van ban thea pharr cong, chuyen vien diroc phan cong xu ly co trach nhiem
kiem tra va bao cao bang van ban vS kSt qua xu ly (theo yeu cAu tai diSm a) voi
Truong phong; d6i voi cac £)S an, Bao cao, Chuyen dS Ion, du thao cac van ban
Quy pham phap Iuat, thai gian kiSm tra, bao cao kSt qua xu ly cham nhat 3 ngay
voi Truong phong. Nhtrng van dS c~p bach, chuyen vien phai xu ly ngay khi
nhan diroc h6 so. Trong qua trinh xu ly, nSu cac co quan, t6 chirc lien quan con
co y kiSn khac nhau, Truong dan vi bao cao Lanh dao Van phong phu trach d~
chu tri hop voi co quan, t6 chuc d~ trao d6i, th6ng nh~t truac khi trinh.

- TruOng dan vi bao cao Chanh Van phong, Pho Chanh Van phong ph\!
trach, trinh Chu tich va Pho Chu tich UBND Thanh ph6 ph\! trach kh6i, linh
Vl)'C.

c) ChS dQthong tin, bao cao

- D6i vai cac dS an, dl)' an, chuyen dS cong vi~c dii ghi trong chuong trinh
cong me cua UBND Thanh ph6: Dinh ky thang, quy, 6 thang va ca nam, cac
phong chuyen mon bao cao Lfulh d~o Van phong tinh hinh th\lC hi~n, tiSn dQ,
kSt qua xu ly cac dS an t6n dQng va dS xu~t vi~c diSu chinh, b6 sung cac dS an,
cong vi~c trong chuang trinh cong taco

- D6i vai cac h6 sO'cong vi~c thong thuemg: Chuyen vien xu ly cong vi~c
phai thuemg xuyen bao cao TruOng don vi, Lanh d~o Van phong kSt qua thl)'c
hi~n cac nhi~m v\! dugc pharr congo

4. Ban vi phBi h9'P d8i vOi ti~p nh,n, theo doi cac d~ an, d\f an, chuyen
d~ ding vi~cda ghi trong chtr(1Dg trinh cong tac Clla UBND Thanh ph8

- Phong T6ng hgp:

+ Tren cO'sa bao cao cua cac cO'quan chuyen mon thuQc Thanh ph6 va cac
phong chuyen mon, t6ng hgp bao cao kSt qua thea d5i, ki~m tra, don d6c vi~c.
chuAn bi cac dS an cua cac cO'quan chuyen mon, UBND cac qu~, huy~n, thi xii
va cac cO'quan, t6 chuc khac thuQc Thanh ph6;

+ Dinh k)' 6 thang va ca nam, bao cao Chanh Van phong kSt qua vi~c thl)'c
hi~n chuang trinh cong mc cua UBND Thanh ph6.
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Phu luc 4
PHl)C vu PHrEN HQP T~P THE UBND THANH PHO

THONG QUA CHU'ONG TRiNH CONG TAc CVA UBND THANH PHO
(Kem theo Quy chi lam viec duac ban hanli tai Quyet dinh s6 ~/G IQD:..VP
ngay ~8 thang 8 ndm 2016 cua Chanh Vanphong UBND Thanh pho)

1. Phu trach chung: Chanh Van phong UBND Thanh pho
Chanh Van phong chiu trach nhiem chung trong viec chi dao va phan cong

cac phong chuan bi chuong trinh, tai lieu, gi~y moi, dia di~m va cac diSu kien
khac dS phuc vu cac cuoc hQP thea quy dinh tai Quy chS lam viec cua UBND
Thanh pho.

2. Cac Pho Chanh Van pheng
Cac Pho Chanh Van phong chi dao cac phong chuyen mon (theo linh V\IC

diroc phan cong thea doi) thuc hien cac nhiem vu duoc phan cong kiem tra, don
d6c chu&n bi tai lieu, h6 so trinh; nhac thanh phan du hQP, tnrc tiSp chu tri cong
tac chu&n bi, ph\lc V\l cUQchQp lien quan dSn IInh V\fCho~c thea S\f phan cong
cua Chanh Van phong.

3. Boonvi chu tri: Phong T6ng hgp:
- Giup Chanh Van phong chu&nbi cac diSu ki~n t6 chuc cUQChQPthea quy

dinh t~i Quy chS lam vi~c cua UBND Thanh ph6;
- Chu tri ph6i hgp vai cac phong chuyen mon co lien quan chu&n bi nQi

dung, chuang trinh, thai gian, thanh ph~n, bao cao Chanh Van phong, trinh Chu
tich UBND Thanh ph6 quySt dinh, ch~m nh~t 05 ngay truac phien hQp b~t d~u;

- D\I thao gi~y mai, ph6i hgp vai phong Hanh chinh - T6 chuc cling phong
chuyen mon co lien quan gui giAy mai va tai li~u dSn cac thanh ph~n dl! hQP
ch~m nh~t la 03 (ba) ngay lam vi~c truac ngay b~t d~u phien hQp thuOng ky va
ch~m nh~t la 01 (mQt) ngay truac ngay b~t d~u phien hQp b~t thuang.

- Dang ky Iich hQP,phong hQp.
- Ph6i hgp vai phong Hanh chinh - T6 chuc nh~n tin nhAc lich tir ngay hom

truac; huang d§n, kiSm soat dam bao thanh phk d\I thea dung giAy mai; t6
chuc ghi bien b<!mphien hQP, ghi d~y du kSt lu~n cua chu tQaphien hQp.

4. Boonvi phBi hQ'p
a) Cac phong chuyen mon theo tung linh V1}'C cong tac
- Chu&n bi To trinh dang ky lich hQP vai phong T6ng hgp, g6m: d\I kiSn

nQi dung, thanh ph~n mai, thai gian hQp va xin y kiSn Lanh d~o Van phong, bao
cao Chu tich, Pho Chu tich ph\l trach IInh V\IC;don d6c cac cO'quan chu tri nQi
dung va gui tai li~u vS Van phong UBND Thanh ph6 (qua phong chuyen mon)
truac phien hQp 05 ngay lam vi~c;

- Ph6i hgp vai phong Hanh chinh - T6 chuc gui gi~y mai cling Uli li~u d~n
thrum vien UBND Thanh ph6 va cac d~i biSu dugc mai hQp truac phien hQp
ch~m nh~t la 03 (ba) ngay lam vi~c truac ng(ly biit dftu phien hQp thuang ky va
ch~m nh~t la 01 (mQt) ngay truac ngay b~t dftu phien hQp b~t thuang; don d6c
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nh~c lich cac thanh phan diroc moi hop tir ngay hom tnroc; thuc hien diSm danh
dai bieu;

- Chucin bi dir thao Thong bao k~t luan cuoc hQP thea linh VlJCthea doi,
phu trach; 01 ngay sau cuoc hQP,phai hoan chinh thong bao k~t Iuan cua chi'! toa
phi en hQP (tnrong hop cdn thiet phai hoan thanh ngay sau phien hQP), xin '1 kien
Lanh dao Van phong phu trach Iinh VlJC,trinh Chi'! toa phien hop duyet dS ky
ban hanh; gtri d~n cac thanh vien UBND Thanh pho, cac ca quan dtr hop va cac
dan vi co lien quan; thea doi, don d6c va bao cao k~t qua viec trien khai thirc
hien toi Chi'! tich, Pho Chi'! tich va Chanh Van phong. Thong bao k~t luan phai
giri d~n cac ca quan cham nhfrt 03 ngay sau phien hQP.

Lanh d~o Van phong, TruOng dan vi va chuyen vien duqc phan cong phai
co m~t truac gio- hQp 15 phut dS triSn khai cac cong vi~c duqc giao; thlJc hi~n
nghiem cac quy dinh vS bao m~t thong tin trong cUQchQp va ch~ dQ quan 1'1tai
li~u nQi bQ.

b) Phong Hanh ehinh - T8 chile
- Chi'! tri, ph6i hqp vai phong chuyen mon (dan vi dlJ thao gifry mm) gui

gifry mo-i,hi>sa tai li~u d~n cac thanh vien dg hQp;
- Ph6i hqp vai phong chuyen mon huang d~n phong vien cac ca quan

thong tin, bao chi d\l hQp dung thanh phfrn va tuan thi'! nQi quy, tr~t t\1'nQi V\l ca
quan;

- Ti~p nh~, in sao, gui tili li~u ph\lc V\l hQP;
- Chi d~o bQph~ bao v~ dam bao an ninh, an toan cac cUQchQP.
c) Phong Quan trj - Tai VI}

- Huang d~n vi~c dang k'1 phong hQp;
- Chucin hi ca sa v~t chfrt, phuang ti~n ky thu~t ph\lc V\lhQP;
- T6 chuc d\1'tro kinh phi, phat ch~ dQ (n~u co) va ph\lc V\lhQp;
- Ph6i hqp vai phong Hanh chinh - T6 chuc b6 tri nai dB xe cua khach d~n

lam vi~c va dg hQp.
d) Trung tam Tin hQe- Cong bao:
Thgc hi~n vi~c ghi fun dS ph1;lcV\l khai thac va luu trfr; chucin bi biSn ten,

trang thi~t bi trinh chi~u, h~ th6ng dich ngon ngu, diSu ki~n h~ tililg ph1;lcV\l hQP
trgc tuy~n (n~u co) ph\lc V\l dam bao thong sU6t trong thai gian diSn ra cUQc
hQP·

d) Phong Tbtr Icy - Bien t~p: Giup Chanh Van phong thong tin cho bao
chi.

e) Cae T8 eong tae etia Van phong
Don d6c vi~c triSn khai thlJc hi~n nhUng cong vi~c da duqc Chu tQa phien

hQpk~tlu~.
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PhI} ll}c 5

GIAO BANCONGTAc CVA LANH D~O UBNDTHANH PHD
Val cAc so, cAe eo QUAN TUONG DUONG so, co QUAN
THuQe UBND THANH PHO vA UBND QU~N, HUY:¢N,TH! xA

(Kem thea Quy chi lam viec duac ban hanh tai Quyet dinh sb 3/6 IQD- VP
ngay "'8 thong 8 ndm 2016 cua Chanh Vanphong VBND Thanh pho)

1. Ph1} trach chung: Chanh Van phong UBND Thanh ph6

Chanh Van phong chiu trach nhiem chung trong viec chi dao va phan cong
cac phong chuan bi chuang trinh, tai lieu, gifry moi, dia diem va cac di~u kien
khac d~ phuc vu cac cuoc hQP thea quy dinh tai Quy chS lam viec cua UBND
Thanh pho.

2. Cac Pho Chanh Van phong

Cac PhD Chanh Van phong chi dao cac phong chuyen mon (theo linh Vl!C
diroc phan cong thea doi) thirc hien cac nhiem vu duoc phan cong kiem tra, don
d6c chu~n bi tai lieu, h6 So'trinh; nhac thanh phan du hQP, true ti~p chu tri cong
tac chu~n bi, ph\lc V\l cUQchQp lien quan dSn IInh Vl!Cho~c thea Sl! phan cong
cua Chanh Van phong.

3. DO"nvi chti tra: Phong Thu ky - Bien t~p:

- Giup Chcinh Van phong ra soat, chu dQng tri~n khai va don d6c cac Co'
quan CD lien quan tri~n khai cac nQi dung cac dan vi duQ'c Chu tich UBND
Thanh ph6 phan cong bao cao t~i HQi nghi;

- Trinh Chu tich UBND Thanh ph6 quySt dinh nQi dung, thanh phftn, thai
gian va dia di~m t6 chuc hQinghi;

- Dl! thao gifrymai trinh Chanh Van phong bao cao Chu tich UBND Thanh
ph6 quy~t dinh;

- Dang ky lich hQP, phong hQp;

- T6 chilc ghi bien ban, dlJ thao thong bao kSt lu~n, xin y kiSn Hinh d~o
Van phong ph\l trach Hnh Vl!C,trinh Chu tich UBND Thanh ph6 duy~t d~ Chanh
Van phong ky ban hanh. Thong bao k~t lu~n phai gui dSn cac Co' quan ch~m
nh&t02 ngay sau phien hQP.

4. DO"nvi phBi hQ'p

a) Cac phong chuyen mon theo tung linh vl}'ccong hic

Don d6c cac dan vi chu~n bi nQi dung, bao cao t~i hQi nghi thea phan cong
cua Chu tjch UBND Thanh ph6, gui phong Thu ky - Bien ~p d~ t6ng hqp, bao
cao Chu tjch UBND Thanh ph6.

b) Phong Himh chinh - T8 ch.rc

- ChiI tri, ph6i hqp v6i phong chuyen mon (dan vi dl! thao gifry mai) gui
gifrymai dSn cac thanh vien dl! hQP;
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- TiSp nhan, in sao, tai lieu phuc vu hop;

- Chi dao bQphan bao v~ dam bao an ninh, an toan cac cuoc hop.
c) Phong Quan tr] - Tai vy:
- Huang dfuI viec dang ky phong hop;

- Chuan bi co sa v~t chat, phuong tien ky thuat phuc vu hop;

- T&chirc dir tru kinh phi, phat chS dQ (neu co) va phuc vu hop;

- Ph6i hop voi phong Hanh chinh - T&chirc b6 tri noi d6 xe cua khach dSn
lam viec va du hop.

d) Trung tam Tin hQc - Cdng bao:
Thirc hien viec ghi fun dS phuc vu khai thac va hru trff; chuan hi bien ten,

trang thiSt bi trinh chieu, h~ thong dich ngon ngfr, diSu kien ha clog phuc vu hop
tI1!Ctuyen (neu co) phuc vu dam bao thong sU6t trong thai gian diSn ra cUQc
hQp.

<1) Cac TA cong tac cua Van phong
Bon d6c vi~c triSn khai th\lc hi~n nhUng cong vi~c dff dugc Chu t<,>aphien

hQp kSt lu~.
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Phu luc 6
cuoc HOP eVA TAp THE LANH DAO UBND THANH PHO GIA.I QUYET

. CONG VIEC TinrONG XUYEN ·CO TiNH cHAT QUAN TRQNG
(Kem thea Quy chi lam viec duac ban hanh tai Quyet dinh s6 ~6 IQD- VP
ngay -18 thong 8 nam 2016 cua Chanh Vanphong UBND Thanh pho)

1.PhI} trach chung: Chanh Van phong UBND Thanh ph6
Chanh Van phong chiu trach nhiem chung trong viec chi dao va phan cong

cac phong chufin bi chuang trinh, tai lieu, gifty moi, dia di~m va cac dieu kien
khac dS phuc vu cac cuoc hop theo quy dinh,

2. Cac Ph6 Chanh Van phong
Cac Ph6 Chanh Van phong chi dao cac phong chuyen mon (theo linh vue

duoc phan cong thea doi) thuc hien cac nhiem vu diroc phan cong kiem tra, don
d6c chuan bi tai lieu, h6 sa trinh; nhac thanh phan dir hQP, tnrc ti~p chu tri cong
tac chuan bi, phuc vu cuoc hop lien quan dSn llnh V\fCho~c thea sg phan cong
cua Chanh Van phong.

3. Don vi chu tri: Phong Thu ky - Bien t~p
- T6ng hqp Iich, nQidung, mi Ii~u hQpdo cac phong chuyen mon dS xuftt;
- Bao cao Chanh Van phong trinh Chu tich UBND Thimh ph6 quySt dinh

nQi dung, thanh ph~n, thm gian va dia diSm t6 chuc hQi nghi;
- Dang ky Iich hQP, phong hQp;
4. Doonvi ph8i hQ'p: Cac phong chuyen mon thea tUng Iinh VVC cong tac
- Chu dQng dS xuftt dang ky Iich hQp do Chu tich, Ph6 Chu tich UBND

Thanh ph6 chu tri (Phi~u dS xuAt c~ neu ro: Can cu, t6m t~t nQi dung, thai gian,
dia diSm, thanh ph~ tham dg, h~u c~, khanh tiSt, ... ; ), girl Phong Thu ky -
Bien t~p vao chiSu Thu Nam hang tu~n dS t6ng hqp chung, giup Chanh Van
phong bao cao Chu tich, Ph6 Chu tich UBND Thanh ph6 duy~t. -

- Can cu vao Iich hQp dffduQ'cduy~t, chu dQng ph6i hgp cac dan vi chu tri
chuAn bi d~y du tai li~u ph\lc V\lChu tich, Ph6 Chu tich hQP bao g6m: Tai li~u
cua cac, sa, nganh, dan vi chu tri chuAn bi; Bao cao t6m t~t va y ki~n tham muu
dS xuftt cua Van phong vS h6 sa, trinh tll, thu t\lC, thAm quySn va sg d6ng bQ
trong chi d~o, diSu hanh; cac tai Ii~u c~n thi~t khac. Tai li~u hQp gui bao cao
Chu tich, Ph6 Chu tich (qua Phong Thu ky - Bien t~p) truac it nhAt 01 ngay lam
vi~c.

- Dg thao, trinh thong bao k~t lu~ cUQchQp ch~m nhAt 01 (mQt) ngay lam
vi~c sau cUQchQp (SU d\lllg phi~u trinh duy~t dg thao Thong bao thea m~u chung
th6ng nhAt).

- Theo doi, don d6c vi~c thgc hi~n cac cong vi~c dff duQ'c Chu tich UBND
Thanh ph6 kSt lu~ trong cUQchQp.
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Phu luc 7. .

cuoc HOP CVA CHU TICH UBND THANH PHO, PHO CHV TICH
UBND THANH PHO DE GiAI QUYET CONG VI~C THUONG XU-YEN

(Khong bao gAm cac d~ an, dl}'an, chuyen d~ cong vi~c
trong c~uO'ng trinh cong tac ciia UBND, Thanh phB)

(Kem thea Quy che lam viec duac ban hanh tai Quyet dinh so ~"6 IQD- VP
ngay ~S thang 8 nam 2016 cua Chdnh Van phong UBND Thanh pho)

1.PhI} trach chung: Chanh Van phong UBND Thanh ph6
2. Cac Ph6 Chanh Van phong
Cac Ph6 Chanh Van phong chi dao cac phong chuyen man (theo linh V\fC

duoc phan cong thea doi) thirc hien cac nhiem vu duoc phan cong kiem tra, don
d6c chuan bi tai lieu, h6 sa trinh; nhac thanh phan du hQP, tnrc tiep chu tri cong
tac chuan bi, phuc vu cuoc hQP lien quan dSn linh V\fC hoac thea sir phan cong
cua Chanh Van phong,

3. Phan cong thl}'c hi~n
a) DO'nvi chii tri: Phong chuyen man thea tirng linh vue cua nQi dung hQp
- Ph6i hqp vai phong Thu ky - Bien t~p dv ki8n nQi dung, thanh phAn, dia

diSm t6 chuc cUQchQP bao cao Chanh Van phong, Ph6 Chanh Van phong, trinh
Chu tich UBND Thanh ph6 guySt dinh.

- Dl,l thao Gi~y mai, cac nQi dung, thanh ph§n hQP; dang ky lich hQP,
phong hQp; diSm danh d~i biSu.

- Ph6i hqp vai cac sa, nginh (chu tri dS an) chu~n bi chuang trinh, don d6c
ca quan chu tri dS an chu~n bi dAydu tai li~u, giri gi~y mai cimg tiii li~u hQp dSn
cac thinh phftn moo dv truac phien hQp ch~m nh~t la 02 (hai) ngay lim vi~c
truac ngay b~t d§u phien hQp; nh~c-lich cac thanh ph§n dugc mai hQp tu ngay
hom truac;

- Chuftn bi nQi dung, bao cao danh gia va dS xu~t vS nQi dung bao cao t~i
cUQchQP, y kiSn cua lanh d~o Van phong vii y ki8n cua chu tQa truac phien hQP.
01 ngay; ghi bien bim cUQchQP, dl! thao va thong bao k8t lu~ cUQchQp ch~m
nh~t 03 ngay sau cUQchQp. Don d6c chu dS an va cac ca quan lien quan triSn
khai thl,lc hi~n cac cong vi~c da dugc Chu tich, Ph6 Chu tich kSt lu~n.

b) Phong Thu ky - Bien tip
- Ph6i hqp vai cac phong chuyen man thong tin vS nQi dung, thinh ph§n,

dia diSm t6 chuc cUQchQp bao cao Chanh Van phong, trinh Chu tich UBND
Thanh ph6 quySt dinh.

4. Cac dO'n vi phBi hqp thl}'Chi~n
a) Phong Banh chinh - Ta chuc
- Chu tri, ph6i hqp vai phong chuyen man (dan vi dlJ thao gi~y mai) gui

gi~y mai d8n cac thanh vien dv hQp;
- TiSp nh~n, in sao, tai li~u ph\lc V\l hQP;
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- Chi dao bQphan bao v~ dam bao an ninh, an toan cac cuoc hQP.
b) Phong Quan tr] - Tai VI}

- Hirong d~n viec dang ky phong hop;
- Chuan bi co sa v~t chit, phirong tien ky thuat phuc V\1 hop;
- T6 clnrc du tru kinh phi, phat che dQ (neu co) va phuc V\1 hop;
- PhBi hop voi phong Hanh chinh - T6 chirc bB tri noi d6 xe cua khach dSn

lam viec va du hQP.
c) Trung tam Tin hoc - Cong bao:
Thirc hien viec ghi fun dS phuc vu khai thac va hru tni; chuan b] biSn ten,

trang thiet bi trinh chien, h~ thong dich ngon ngfr, diSu kien ha tfuIg phuc V\1 hop
tnrc tuyen (nSu co) phuc V\1 dam bao thong suBt trong thoi gian di~n ra cuoc
hQP·

d) Cac T8 cong tac cua Van phong
Don dBc vi~c triSn khai thvc hi~n nhfrng cong vi~c da dugc Chii tQa phien

hQp kStlu~.
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Phu luc 8
PHUC VU cuoc HOP GIAO BAN HANG TuAN CUA CHU T!CH

. vA cAc PHo CHU TICH UBND THANH PHO
(Kem thea Quy chi lam viec duac b;n hanh tai Quyit dinh s6 ~16 IQD- rp
ngay 18 thang 8 ndm 2016 cua Chdnh Vanphong UBND Thanh pho)

1. Ph1}trach chung: Chanh Van phong UBND Thanh ph6
2. Thanh phin dl}:'hop: Chanh Van phong, cac Pho Chanh Van phong,

Truong phong, cac Pho Truong phong.
3. Dan vi chu tri: Phong Thir ky - Bien t~p:
- Ph6i hop voi cac phong chuyen mon xay dung du thao bao cao kSt qua

cong tac tuan, nhiem VI) trong tam tuan sau cua UBND Thanh pho, Chu tich, cac
Pho Chu tich UBND Thanh pho, hoan thanh vao 16hOOthirNam hang tuan;

- Dir thao gi~ymoi trinh Chanh Van phong bao cao Chu tich UBND Thanh
pho quyet dinh;

- Dang ky lich h9P, phong h9P, phat tai lieu h9P;
- Ghi bien ban cuoc h9P, dg thao thong bao kSt lu~ cua chu t9a cUQch9P,

trinh ky va gui thong bao tai Lanh d?o UBND Thanh ph6, Lanh d?o Van phong
va cac don vi dSt6 chuc th\fc hi~n.

4. Dan vi ph8i hQ'p
a) Cac phong chuyen mon theo tung linh VIlC cong tac
- chuck bi bao cao cong tac tu&n,dg kiSn cong tac tu&ntiSp thea gUi vS

phong Thu ky - Bien t~p truac 9hOOthu Nam hang tu&n;
- Chu dQngtriSn khai va don d6c cac co quan co lien quan triSn khai thgc

hi~n nhiing cong vi~cda dugc chu t9a phien h9P kSt lu~n.
b) Phong Danh chinh - T8 chrrc
- Chu tri, ph6i hqp vai phong chuyen mon (don vi dg thao gi~y mbi) gui

gi~ymbi dSn cac thanh vien dg h9P;
- TiSpnh~n, in sao, tai li~uph\lc V\l h9P;
- Chi d?o bQph~n bao v~ dam bao an ninh, an toan cac cUQch9p.
c) Phong Quan tri - Tai v1}
- Huang d~nvi~c dang ky phong h9P;
- Chu~n bi co sa v~t ch~t, phuong ti~n ky thu~t ph\lc V\lh9P;
- T6 chuc dg tm kinh phi, phMchS dQ(nSu co) va ph\lCV\lh9P;
- Ph6i hqp vai phong Hanh chinh - T6 chuc b6 trf noi de;xe cua khach dSn

lam vi~c va dlJh9p.
d) Trung tam Tin hQc- Cong bao
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Thirc hien viec ghi am dS phuc vu khai thac va luu tnr; chuAn bi biSn ten,
trang thiet bi trinh chieu, h~ thong dich ngon ngir, diSu kien ha dng phuc vu h9P
tnrc tuyen (neu co) phuc vu dam bao thong sU6t trong thai gian diSn ra cuoc
hop.

•

d) Cac TB eong tac eiia Van phong

Don d6c viec triSn khai thirc hien nhfmg cong viec dff duoc Chu toa phien
h9P kSt luan.
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Phu luc 9. .
PHl}C Vl}CHi! TJCH UBNDTHANH PHO,

PHO cnu TJCH UBND THANH PHD TlEP KHACH
(Kern thea Quy chi lam viec duac ban hanh tai Quyet dinh s6 :M6 IQD- VP
ngay .f8 thang 8 ndm 2016 cua Chanh Vdnphong UBND Thanh pho)

I. TIEP KHAcH TRONG NUOC

1.PhI} trach chung: Chanh Van phong UBND Thanh ph6
2. Cac Ph6 Chanh Van phong
Chi dao vS chuan bi noi dung va tham du, phuc vu Chu tich, cac Ph6 Chit

tich UBND Thanh ph6 tiSpkhach.
3. Phan cong tht}'chi~n
a) Phung ThU'ky - Bien tip:
- Bao cao Chit tich UBND Thanh ph6, Ph6 Chit tich UBND Thanh ph6 vS

dSnghi tiep khach cua cac co quan, dan vi;
- Ph6i hop cac phong chuyen mon, cac co quan lien quan ehu§n bi: noi

dung, hinh thirc cuoc tiSp, s61u<;mgkhach, thai gian va dia di~m tiep cung cac he,
sa c§n thiet vS: nQidung, thai gian, thanh phan, hoat dQngcua khach tai dia ban
Thanh ph6 va cac dSxuat, kien nghi;

- Thong bao kip thai y kiSn ciia Chit tich UBND Thanh ph6 ho~c Ph6 Chit
tich UBND Thanh ph6 cho cac ca quan lien quan biSt;

- Dua ljeh tiSp khach vao chuang trinh cong tac tufrn eua Chii tich UBND
Thanh ph6, Ph6 Chii tich UBND Thanh ph6;

- Mm eac co quantruySnhinh, bao chid\fdSdua tin vScUQctiSp(nSucin thiSt);
- Ghi bien ban, ban hanh van ban thong bao kSt qua tiSp khaeh va ph6i hqp

vai cac co quan lien quan t6 chuc tri~n khai th\fc hi~n cae eong vi~c duQ'cgiao
(nSucfrnthiSt).

b) Cac phong chuyen man theo tirng linh vt}'ccong tac
DS nghi cac ca quan lien quan chuc1nbi nQidung C\lth~ eUQctiSp khach,

chuYSnphong Thu ky - Bien t~p bao cao Lanh d~o Van phong trinh Chii tich,
cac Ph6 Chit tjeh xem xct, quySt dinh.

c) Phong Quan tri - Titi v\i:
Ph6i hgp vai cac dan vi lien quan chu&nbi diSu ki~n co so v~t chfitdSph\lc

V\lcUQctiSp khaeh.
II. TIEP KHAcH NUaC NGoAI

1. PhI}trach chung: Chanb Van phong UBND Thanh ph6
2. Cac Ph6 Chanh Van phong
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Chi dao v~ chuan bi noi dung va tham du, phuc vu Chu tich, cac Pho Chu
tich UBND Thanh ph6 tiep khach.

3. Phan eong th,!e hi~n
a) Phong Tlnr ky - Bien t~p:
- Nhi~mvI}:

+ Bao cao Chit tich UBND Thanh ph6, Ph6 Chit tich UBND Thanh ph6 v~
d~ nghi tiep khach cua cac co quan, don vi;

+ Ph6i hQ'P cac phong chuyen mon, cac co quan lien quan chuan bi: noi
dung va hinh thirc cuoc tiep; thanh phAnva tiSu sir torn tit thanh vien trong doan;
chuang trinh hoat dQng cua khach tai Thanh pho va cac van d~ lien quan khac
cung cac d~xuat, kien nghi;

+ Ph6i hQ'Pvoi sa Ngoai vu chuan bi IS tan, tiep khach va cac nQi dung lien
quan; b6 tri phirong tien di lai, noi an, nghi, t~g pham thea quy dinh;

+ Thong bao kip thai y kiSn cita Chit tich UBND Thanh ph6 ho?c Pho Chit
tich UBND Thanh ph6 cho cac cO'quan lien quan biSt;

+ Dua ljch tiSp khach van chuang trinh cong tac tu§.n cita Chit tich UBND
Thanh ph6, Ph6 Chu tich VBND Thanh ph6;

+Mffi cac cO'quan truy~n hinh, bao chi dg dS dua tin v~ cUQctiSp (nSu cAnthiSt).
+ Ph6i hQ'Pv&i sa Ngo~i V\l ghi bien bim, ban hanh van ban thong bao kSt

qua tiSp khach.

b) Cae phong chuyen mon theo tirng linh v'!e cong tae
- D~ nghi cac cO'quan lien quan chuin bi nQi dung C\l thS cUQctiSp khach,

chuySn phong Thu ky - Bien t~p bao cao Lanh d~o Van phong trinh Chit tich,
cac Ph6 Chu tich xem xet, quySt dinb.

- Ph6i hQ'Pv&i cac cO'quan lien quan t6 chuc triSn khai thgc hi~n cac cong
vi~c dugc giao.

e) Phong Quan trj - Tai VI}:
Ph6i hQ'Pv&i cac dan vi lien quan chuin bi di~u ki~n cO'sa v~t ch~t dS ph\lc

V\l cUQctiSp khach.
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