UBND PHUONG CHAUPOC  CONG HOA XA HQI CHU NGHIA VIET NAM

PHONG VAN HOA - XA HOI Péc lap - Tu do - Hanh phiic
S6: 15/Qb-PVHXH Chdu Déc, ngay 26 thang 9 ndm 2025
QUYET PINH

Ban hanh Quy ché lam viéc ciia Phong Vin héa - Xa hoi phwong Chau Poc

TRUONG PHONG VAN HOA — XA HQI PHUONG CHAU POC

Can cuwr Ludt Thuc hién dan chu co so ngay 10/11/2022;

Can cir Nghi dinh s6 59/2023/ND-CP ngay 14/8/2023 ciia Chinh phii quy
dinh chi tiet mot so diéu cua Ludt Thuc hién dan chu o co so;

Can cit Nghi dinh s6 150/2025/ND-CP ngdy 12/6/2025 ciia Chinh phi
quy dinh té chitc cdc co quan chuyén mén thuéc Uy ban nhédn dan tinh, thanh
phé triee thudc trung wong va Uy ban nhén ddn xd, xd, déic khu thudc tinh, thanh
phé triee thudc trung wong;

Can cir Quyét dinh so 138/0P-UBND ngay 04/7/2025 ciia Uy ban nhan
dan phwong Chau Poc ban hanh quy dinh chike ndng, nhiém vu, quyen han va
co cdu t6 chire ciia Phong Vin héa — X& héi phiwong Chau Péc; Quyét dinh sé
3363/0D-UBND ngay 26/9/2025 cua Uy ban nhéan ddan phirong Chau Péc Sia
doz bo sung mét sé diéu ciia Quy dinh chikc ndng, nhiém vu, quyén han va co
cdu t6 chirc cua Phong Van héa - Xa hoi phuong Chdu Déc ban hanh kém theo
Quyét dinh sé 138/0P-UBND ngay 04/7/2025 ciia Uy ban nhdn déin phwong
Chdu Péc;

Theo d@é nghi cua tdap thé cong chirc Phong Van hoa — Xa hoi tai cuoc hop
co quan ngay 19/9/2025.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quy,é’t dinh nay 12 Quy ché lam viéc cua
Phong Van hoéa - Xa hoi phuong Chau Doc.

Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky.

Piéu 3. Tap thé cong chirc Phong Vin hoa — Xa hoi va cac t6 chuc, ca
nhan c6 lién quan chiu trach nhi¢m thi hanh Quyét dinh nay./.

Noi nhdn:

- Nhu Diéu 3;

- TT. Pang ty phuong (b/c&o);

- TT. HDND phuong (b/cao);

- Chu tich, cdc PCT UBND phuong (b/cao);
- Luu: VT.
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UBND PHUONG CHAU POC  CONG HOA XA HQI CHU NGHIA VIET NAM
NS Déc 1ap - Tw do - Hanh phic

N Chuong I
NHUNG QUY PINH CHUNG

Pi¢u 1. Pham vi, d6i twong diéu chinh

1. Quy ché nay quy dinh vé nguyén tic, ché do trach nhiém, 1& 16i lam
viéc, quan hé cong tac, trinh tu, thu tuc giai quyét cong viéc, cong tac quan ly
ban hanh van ban, quan ly tai chinh, tai san cua co quan Phong Van hoa - X&
hoi.

2. Quy ché nay duoc ap dung thdng nhat dbi véi cac to chirc, ¢ nhan c6
quan hé lam viéc véi Phong Van hoa - X3 hoi va tat ca cong chirc thudc Phong
Van hoa - X3 hoi.

Piéu 2. Nguyén tic lam viéc

1. Phong Vin hoa - X4 hoi 1a co quan chuyén mén thuéc Uy ban nhan dan
phuong, lam viéc theo ché d6 Thu truong, dam bao sy chi dao, diéu hanh théng
nhat ctia Trudng phong d01 véi cac linh vuce cong tac cua Phong, phat huy quyén
lam chu cta cong chirc gin véi dam bao sy 1anh dao cua Dang. Tat ca hoat dong
cta Phong phai tuan thu quy dinh cta phap luat va quy ché 1am viéc caa Phong;
bao dam nguyén tac tap trung dan chu. Can bo, cong chirc (CBCC) phai xir Iy va
giai quyét cong viéc dung pham vi trach nhiém, tham quyén dugc phéan cong.

2. Trong phan cong cong viéc, mdi viéc giao cho mot ngudi phuy trach va
chiu trach nhiém chinh. CBCC phai chu dong nghién ctru, khao sat, phbi hop dé
dé xuat giai quyét; cac trudng hop phirc tap Pho truong phong khong thé giai
quyét thi béo cao Trudng phong xem xét giai quyét hodc xin y kién cap trén.

3. Pam bao tuan thu trinh t, thi tuc va thoi han giai quyét cong viée theo
ding quy dinh cua phap luat, chuong trinh, ké hoach, lich 1am viéc va quy ché
lam viéc; trir truong hop dot xuat hoidc ¢ yéu cau khac ctia Lanh dao Phong
hodc co quan cap trén.

4. Bao dam phat huy tinh sang tao, nang lyc cua cong chire, dé cao su
ph01 hop cong tac, trao doi thong tin trong giai quyét cong viéc. Quan hé giai
quyét cong viéc giita CBCC trong co quan phai trén tinh than doan két, ton
trong, giup do 1an nhau trong tat ca hoat dong theo chirc nang, nhi€ém vy, quyen
han phép luat quy dinh; thyc hién hoan thanh nhiém vu.
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5. Bao dam dan chu, céng khai, minh bach, hiéu qua trong cac hoat dong
cua co quan.

6. TAt ca CBCC phai ty giac hoc tap va lam theo tu tuong, dao dirc, phong
cach Ho Chi Minh trong 18 16i 1am viéc, trong tmg XU giao tiép v4i Nhan dan,
véi t6 chirc, doanh nghiép, déng nghiép trong co quan.

7. Tat ca CBCC thyc hién nghiém tic Quyét dinh s6 1847/QD-TTg ngay
27/12/2018 cua Thu tuéng Chinh phu vé viéc phé duyét b€ a&n Van hoa cong vu.

) Chuwong I A
TRACH NHIEM, PHAM VI GIAI QUYET CONG VIEC
VA QUAN HE CONG TAC

Pi¢u 3. Trach nhiém, pham vi giai quyét cong viéc clia Trudémg phong

1. Trach nhi¢m:

a) Truong phong 1a ngudi dung dau co quan Phong Vian hoa - Xi hoi,
chiu trach nhiém trudc Uy ban nhan dan phuong, Chu tich Uy ban nhan dan
phuong va cac Sé quan ly linh vuc Ye tat ca cac hoat dong cua co quan theo
chtc nang, nhiém vy, quyén han do Uy ban nhan dan phuong quy dinh va cac
van ban phap luat c6 lién quan.

b) Phén cdng cdng viéc cho cac CBCC; phdi hop véi cac phong, ban,

nganh dé xir 1y cac van dé c6 lién quan dén nhiém vu ctia Phong hoic cac van dé
do Uy ban nhan dan phuong, Cha tich Uy ban nhan dan phuong giao.

2. Pham vi giai quyét cong viéc:

a) Nhimng cong viéc thuoc tham quyén dugc quy dinh tai khoan 1 Diéu
nay.

b) Nhitng cong viéc dugc Qy ban nhin din phuong, Chu tich Uy ban
nhan dan phuong giao hoac uy quyén.

¢) Truc tiép giai quyét mot sO viée thudc linh vec do Pho Trudng phong
phu trich trong truong hop thay can thict, phirc tap; Gy quyeén Pho Trudng
phong thay mat Truéng phong diéu hanh cong viéc chung cua Phong khi
Trudng phong di vang.

3. Nhiing cong viéc can thao luan tap thé Lanh dao Phong (Truong phong,
Pho Trudng phong) trude khi Trudng phong quyét dinh:

a) Quy hoach, ké hoach, chuong trinh phat trién nganh, linh vyc.

b) Chuong trinh cong tac hang nam va dai han cia Phong; du thao cac
van ban trinh Uy ban nhan dan phuong, Hoi dong nhan dan phuong quyét dinh.

c) Ké hoach trién khai chu truong, chinh sach quan trong cua Dang, Nha
nudc, cac van ban quy pham phap luat quan trong cua cap trén da ban hanh.

d) Cac du an, dé an trong diém ctia Phong Vian hoa - Xa hoi.
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d) Tham muu Uy ban nhan dan phuong sira 601 bd sung hodc ban hanh
Quy dinh chirc ning, nhiém vu, quyén han va co cu t chirc ciia Phong.

e) Noi quy, quy ché co quan Phong.

g) Tuyén dung, khen thuong, ky luat, ddo tao, bdi dudng, diéu dong, luan
chuyén, quy hoach, nhan xét danh gia hang nam.

h) Du toan, quyét toan kinh phi hoat dong hang quy, hang nim, bao gdm
cac ngudn kinh phi ngén sach nha nudc cip, cic ngudn tai chinh khac.

i) Cac bao céo chuyén dé, bao cdo tong két nam vé tinh hinh thuc hién
nhiém vu cong tac va kiém di€ém su chi dao, diéu hanh cua Phong.

k) Nhitng van dé& khac ma Truéng phong thiy can thiét phai dua ra thao
luan.

Piéu 4. Trach nhiém, pham vi gidi quyét cong viéc ciia Phé Truéng phong
1. Trach nhiém:

) Pho Trudng phong la nguoi gitp Trudng phong chi dao, phu trach mét
s0 linh vyc cong tac. Pho Truong phong chiu trach nhiém truée Truong phong
va trude phap luat vé chi dao linh vyc phu trach.

b) Ban giao ndi dung cong viéc, ho so, tai li¢u lién quan va bao cao
Truong phong khi cé su di€u chinh nhi¢m vu phan cong.

2. Pham vi giai quyét cong viéc:

a) Chi dao viéc thuc hién cong tac quan ly nha nudc, xay dung cac van
ban quan 1y khac trong linh vuc dugc Trudng phong phan cong.

b) Chi dao kiém tra viéc trién khai thuc hién cac cha truong, chinh sach,
phap luat ciia Nha nuéc, cac quyét dinh ctua Trudng phong trong pham vi dugc
phan cdng, dé xuat nhitng van dé can stra d6i, bo sung. Thuong xuyén don dbc,
kiém tra, theo di, chi dao c&c CBCC hoan thanh nhiém vu theo linh vuc dugc
phan cong.

¢) Chu dong giai quyét cong viée duoc phén cong, hoan thanh t6t nhiém
vu chung cua co quan. Nhing viéc quan trong, khéi lugng cong viéc 16n, nhiing
viéc phat sinh vugt qua tham quyén phai kip thoi bao cao Truong phong cho y
kién chi dao trude khi t6 chirc thue hién. Bao cdo Trudng phong vé cong viée da
chi dao, giai quyét qua giao ban dinh ky hoic truc tiép.

d) Nhitng van dé thuc vé chu truong, dinh hudng chua cé vin ban phép
luat quy dinh, c6 tac dong dén linh vuc phu trach, lién nganh va nhimg van dé
quan trong khac thi Pho Truong phong phai xin y kién cua Trudng phong trudc
khi ¢6 ¥ kién chi dao hodc tham gia phéi hop.

d) Pho Truong phong dugc cu tham gia thanh vién Hoi dong, Ban Chi
dao, thanh vién ?kiém nhiém cac tc} chtrc khac, phai thuong xuyén bao cao két
qua hoat dong dé Trudng phong biét theo doi chi dao.

e) Chi dao giai quyét mot s6 cong viéc do Trudng phong Gy quyén.
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. Diéu 5. Trach nhi¢m, pham vi giai quyét cong viéc Trwéng phong iy
quyén khi vang mat

1. Chi dao giai quyét cac cong viée cua Phong va ky thay Trudng phong
theo nhitng ndi dung duoc uy quyén

2. Chu tri giai quyét mot sd cong viéc cap bach cua Phong, bao cao voi
Trudng phong vé ndi dung, két qua thuc hién nhiém vu.

Piéu 6. Trach nhiém va pham vi giai quyét cong viéc ciia CBCC

1. Chu dong nghién ctru, tham muu vé linh vuc chuyén mon dugce phan
Cﬁng Chju trach nhiém truéc lanh dao Phong va phap luat vé ¥ kién dé xuit,
tién do thoi gian, chat luong hiéu qua cua timg cong viée duoc giao, hinh thirc,
thé thirc, trinh ty, thi tuc ban hanh van ban; quy trinh giai quyét cong viée theo
quy dinh.

2. Phéi hop véi CBCC khac khi to chire thye hién nhiém vu ¢6 lién quan.

3. Lap va thuc hién ké hoach cong tac chuyén mon trong tuan, thang, quy,
nam va thuong xuyén dé ra bién phap cai tién, nang cao chat luong, hiéu qua
cong viéc. Thir ndm hang tuan, phai bao cdo két qua cong viéc trong tuan va ké
hoach tuan tiép theo cho Truéng phong.

4. Thudng xuyén cap nhat cic thong tin can thiét dé tham khao, trao d6i
va phuc vu cong tac.

5. Khong nhan ho so va giai quyét cong viéc cua to chirc, cong dan tai nha
riéng; tat ca van ban déu phai qua Vin thu co quan vao so theo ddi; khong thdng
tin ra ngoai dudi moi hinh thtre d6i voi ndi dung “mat”, cdng viéc dang xur 1y
trong co quan, nhing van dé quan trong khac khi chua co y kién cua Truong
phong. Nghiém cam CBCC nhan, sao chép, truy cap, phat tan tai liéu co6 ndi
dung xau va phan dong.

6. CBCC nghi viéc riéng mot ngay phai xin phép Trudng phong; nghi
viéc riéng tur ngay thtr hai tro di (frong mot thang) phai lam don xin phep va
dugc su dong y ctia Truong phong méi duoc nghi. S6 ngay nghi dugc trir trong
tong sb ngay nghi phép theo quy dinh.

Cong chirc phy trach Van phong co trach nhiém theo doi, tong hop tinh
hinh nghi phep cua CBCC; dam bao s6 ngay nghi phép nam theo dung quy dinh.
Viéc nghi phép cia CBCC theo quy dinh hi¢n hanh. Pé dam bao hoat dong cua
CO' quan.

7. Trong thoi gian lam viéc tai cong sé, CBCC thuc hién dung quy ché va
ndi quy co quan; ngoai thoi gian 1am viéc, CBCC phai chap hanh quy dinh cua
phap luat va dia phuong noi cu tra.

8. Lam viéc ngoai gio cia CBCC phai bao céo Lanh dao phong biét theo
ddi, quan 1y va thanh toan ché do ding quy dinh. Cong chtc dugc phan cong
truc co quan vao cac ngdy nghi L& Tét, ... phai co trach nhiém chap hanh
nghiém tic va dugc huong ché do theo quy dinh.
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Piéu 7. Mdi quan hé giita Truwéng phong va Chi b

1. Pinh ky mdi thang mot 1an hodc khi can thiét, Truéng phong phdi hop
v6i Chi bd hop dé thong bao cac chi truong, ké hoach, tinh hinh thyc hién cong
tac chuyén mén va cong tac Dang trong co quan; ban cac ndi dung va bién phap
phdi hop lanh dao, chi dao cong tac gido duc chinh tri tu tuéng, cong tac td chirc
can bd, bao vé noi by, lanh dao cong tac doan thé chinh trj - x4 hoi trong co
quan thuc hi¢n cac nhiém vu chinh tri, cing ¢ khdi doan két théng nhét, chim
lo doi sdng can bo, cong chirc trong co quan.

2. Trudéng phong phdi hop véi Chi bd chi dao cong tac khen thuong, ky
luat can bg, cong chuc 1a dang vién va thong bao cong khai két qua.

3. Trong cong tac quy hoach, dao tao, bd nhiém can bo lanh dao, gidi
thi¢u can bg, cong chirc dam nhi€ém cac chirc danh lanh dao trong cac t6 chirc
chinh tri, chinh tri-xa hd1, Truéng phong phéi hop véi Chi bd thyc hién theo quy
dinh cua Pang va nha nudc vé cong tac can bo.

Piéu 8. Quan hé giira Truwéng phong va can bd, cong chirc trong co
quan

Quan h¢ gitta Truong phong va can bg, cong chirc trong co quan dugc
thuc hién theo ché do Thu truong. Can bg, cong chirc ¢6 trach nhi¢m phuc tung
va thuc hién tot nhiém vu dugc phan cong.

. ) Chwong IIT )
CHUONG TRINH, KE HOACH CONG TAC, CHE PQ HQI HQP

Piéu 9. Cac loai Chwong trinh, Ké hoach

Chuong trinh, ké hoach cong tac ctia phong gdm: chuong trinh, ké hoach
dai han, hang nam, 6 thang.

Picu 10. Trinh tw xdy dung chwong trinh, ké hoach cong tac ciia
phong

1. Trinh ty xay dung chuong trinh, ké hoach nam, 6 thang

a) Theo chi dao cua Truong phong, cong chirc chuyén mén phu trach xay
dung ké hoach cong tac nam trudc ngay 15/12 hang nam, ké hoach cong tac 6
thang trudc ngay 10/6 hang nam.

b) Can b0, cong chirc can cir chic nang, nhiém vy dugc phan cong dé
xuat v kién xdy dung chuong trinh, ké hoach nim ciia phong trude 30/11 hang
nam va chuong trinh, ké hoach 6 thang trudc 30/5 hang nam dé cong chirc phu
trach xay dung ké hoach du kién nam, 6 thang.

¢) Du kién chuong trinh, ké hoach nam, 6 thang duoc lay y kién cua can
bd, cong chuc, cham nhat sau 10 ngay lam viéc ké tr khi nhan duoc du kién ké
hoach cong tdc nam, 6 thang, can bd, cong churc cua phong co6 trach nhiém gui y
kién tham gia dé cong chirc phu trach tong hop.
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d) Cong chirc phu trach hoan chinh chwong trinh, ké hoach cong tic nam,
6 thang ctia Phong trinh Truéng phong quyét dinh trudc ngay 01/01 ctia nim
cong tac, trude ngay 15/6 ddi v6i chuong trinh, ké hoach 6 thang. Chuong trinh,
ké hoach cong tac ctia phong trinh UBND phuong phé duyét va phat hanh.

Piéu 11. Té chitc thue hién Chwong trinh, ké hoach

1. Truong phong chi dao chung viéc thuc hién chu’cmg trinh, lgé' hoach
cong tac dam bdo thuc hién dung chuong trinh, ké hoach, tién dg, chat luong,
hi¢u qua cong tac.

2. Pho Trudng phong hudéng dan thyc hién chuong trinh, ké hoach cong
tac theo céc linh vuc dugc Trudng phong phan cong.

3. Khi can thiét, c6 thé giao cho chuyén vién phu trach theo ddi don doc
viéc thuc hién.

Picu 12. Bao cdo va danh gia két qua thuc hién chwong trinh cong tac

1. Pinh ky hang thang, quy, 6 thang, 9 thang, naim: CBCC ra soat, thong
ké danh gia viéc thyc hién chuong trinh cong tac cua don vi gui Cong chirc Van
phong tong hop bao cao Truong phong vé ket qua xu ly cong viéc dugc giao,
nhimg cong viéc con ton dong, hudng xtr 1y tiép theo, kién nghi viéc diéu chinh,
bd sung chuong trinh cong tac thoi gian toi.

2. Ché d6 béo céo:

a) Pinh ky thang, quy, 6 thang, 9 thang, nam cong chirc chuyén mon co
trach nhiém bao céo, nhan dinh, danh gia két qua thuc hién cong tac va xay
dung ké hoach thuc hién cong tac trén linh vuc dugc giao, g1 Cong chirc Van
phong thoi gian cu thé nhu sau:

- B4o céo cong tac kinh té - x4 hoi:

+ B&o céo thang: trude ngay 05 cia thang.
+ B&o céo quy I: trudc ngay 05 thang 3.

+ B&o céo 6 thang: trudc ngay 05 thang 6.
+ B&o céo 9 thang: trudc ngay 05 thang 9.
+ Bao cdo nam: trudc ngay 05 thang 11.

- B&o céo chuong trinh cong tac:

+ Bdo cdo thang: trudc ngay 05 cua thang.
+ Béo cao quy I: trude ngay 05 thang 3.

+ Béo cao 6 thang: trudc ngay 05 thang 6.
+ Bao cao 9 thang: trudc ngay 05 thang 9.
+ Bao cao nam: trudc ngay 05 thang 11.

q Trén co s& bao cao cua cong chirc chuyén mon, cong chuc Van phong
tong hop bdo cao Trudng phong; bao cao UBND phuong thong qua Phong Kinh



8

té, Ha tang va D6 thi phudng ddi v6i bao céo kinh té - xa hoi, thong qua Vin
phong HDND va UBND phuong d6i véi bao cdo chuong trinh cong tac.

b) Bao céo cho cac S& quan 1y linh vue, Thuong truc Pang uy, Thuong
tryc HO1 dong nhéan dan, Uy ban nhan dan phuong theo quy dinh hién hanh, bao
dam nd1 dung va thoi gian theo quy dinh.

Piéu 13. Cac hdi nghi va cudc hop

Can cu cac y€u cau cong vi¢c va pham vi linh vuc cong tac, Lanh dao
Phong t6 chirc cac hdi nghi va cudc hop theo nguyén tac thiét thue, hiéu qua, tiét
kiém.

1. Céc Hoi nghi, gém:

Hoi nghi tong két cong tdc nam mdi nam 01 lan; Hoi nghi chuyén dé
(trién khai, so két, tong két mot hodac mot so chuyén dé); Hoi nghi tap huan cong
tac chuyén mon; Hoi nghi can bg, cong chirc.

2. Cac cudc hop, gom:
a) Hop giao ban hang thang.

- Thoi gian: Mdi thang hop mot lan trong khoang thoi gian tur ngay 15 dén
ngay 20 cta thang hoic hop dot xuat khi Trudng phong thay can thiét.

- Thanh phan: Trudng phong, Pho trudng phong va cac cong chic chuyén
mon.

- No6i dung: Cac CBCC bao cao két qua thuc hién nhiém vu duoc giao, ké
hoach cong tac thoi gian téi; Trudng phong, don vi danh gid, nhan xét mac do
hoan thanh cong viéc cia ting CBCC, dong thoi trién khai ké hoach cong tac
ctia phong. Thao luin cic van dé quan trong khac ctia Phong khi Truong phong
thay can thiét phai tham khao y kién tap thé.

Nhimg cong viéc vudng mic, khé khin, cip bach, CBCC truc tiép bao
cao Lanh dao phong dé chi dao xir 1y ngay.

b) Hop co quan.

- Thoi gian: 6 thang hop 01 lan vao cac ngdy cudi thang cia thang cudi
quy II. Tat ca CBCC trong toan co quan phai tham du.

- Noi dung: Panh gia két qua cong tac da thuc hién 6 thang; trién khai ké
hoach cong tac va cac bién phdp thuc hién 6 thang con lai; cong khai tai chinh;
thong tin vé van ban quy pham phap luat (cé thé long ghép danh gid viéc thie
hién Nghi quyét Héi nghi CBCC hdng ndim).

* Céc cudc hop can t6 chic theo nguyén tic cai tién, don gian hoa thi tuc;
bao dam chat luong, hiéu qua, thiét thuc, tiét kiém, khong pho truong, hinh
thirc; cac cudc hop phai ghi bién ban, vi¢c ban hanh thong bao do chu tri cudc
hop quyét dinh.
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Chuong IV
QUAN LY, BAN HANH, XU LY HO SO VAN BAN
VA CHE PO CUNG CAP THONG TIN

Piéu 14. Quan 1y, ban hanh, xir 1y hd so vin ban

Viéc quan 1y, ban hanh, xir Iy hd so vin ban duogc thyc hién theo Quy che
cong tac van thu ciia Phong Van hoa — Xa hoi (ban hanh kém theo Quyét dinh so
13/OP-PVHXH ngay 26/9/2026 ciia Truong phong Van hoa — Xa hoi).

Piéu 15. Cung cip thong tin vé hoat djng ciia Phong

1. Phong Van hoa — X@ hoi chiu trach nhiém thong bao bing nhirng hinh
thire thich hop (cung cap thong qua Hé thong quan ly van ban va dieu hanh,
bang van ban hodc nhom Zalo cua co quan) thuan tién dé CBCC biét dugc
nhitng thong tin sau day:

a) Chu truong chinh sach ctia Pang, cac van ban cua Nha nudc.

b) Chuong trinh cong tac cua Phong, kinh phi hoat dong va quyét toan
kinh phi hang nam.

¢) Tuyén dung, dao tao dai han, khen thuong, ky luit, nang bac luong,
nang ngach.

d) Noi quy, quy ché lam viéc.

d) Cac van dé khéc theo quy dinh.

2. Viéc tra 10i, phong van, cung cap, trao ddi thong tin lién quan dén
nganh, linh vuc dugc giao, cia co quan vdi cac co quan td chirc bén ngoai, cac
co quan thong tin dai chiung thudc tham quyén Trudng phong hodc nguoi dugc
Trudng phong uy quyén, phai tuan tha quy ché bao méat co quan.

Chuong V ]
PI CONG TAC, TIEP KHACH
Piéu 16. Pi cong tic

1. Truong ph(‘)ng di cong tac theo Thu moi triéu tap ctia B6 nganh chuyén
mon, UBND tinh, cac S¢ nganh chuyén mon, chi dao cua Dang uy, UBND

phuong va cac nganh c6 lién quan, thuong xuyén di cong tac co sé dé nim bat
tinh hinh.

2. Khi lanh dao phong di cong tac, cong chirc van phong, van thu c6 trach
nhiém:

a) Thong bao chuong trinh, ké hoach, ndi dung, thoi gian va dia diém
cbng tac.

b) Phéi hop véi cac don vi chuan bi noi dung di cong tac cua lanh dao.

3. Trudng hop lanh dao di cong tac theo chuyén d¢, chuyén vién phuy trach
chuyén mon c6 trach nhiém chuan bi ndi dung, tai liéu di cong tac.



10

4. Pho Trudéng phong, can bd, cong chirc di cong tac do Trudng phong
phan cong c6 trach nhiém thuc hién ding ndi dung cong tac, két thiuc dot cong
tac bao cdo két qua cong tac cho lanh dao co quan.

5. Viéc di cong tac phai ding véi yéu cAu nhiém vy, ké hoach va thuc
hién tiét kiém, viéc thanh todn cong tac phi thyc hién dung theo quy dinh hi¢n
hanh va Quy ché chi tiéu ndi bd cua co quan.

6. CBCC duoc cur di dao tao, bdi dudng phai cé trach nhiém bao cao thoi
gian, dia diém di hoc va nhiing cong viéc dang giai quyét cho Truéng phong.
Sau dot hoc phai c6 bao cdo két qua viéc cur di dao tao, boi dudng.

Pic¢u 17. Tiép khach
1. Khach dén lam viéc véi co quan, lanh dao co quan c6 trach nhiém tiép.

2. Khi khach dén lam viéc véi lanh dao co quan, van phong co trach
nhiém bao céo vdi lanh dao va chuan bi no1 dung lam viéc.

3. CBCC duoc phan cong lam viéc truc tiép voi1 khach phai lich su, nhiét
tinh, c6 trach nhiém voi ndi dung cﬁn lam viéc. Chi trao d6i v6i khach cac noi
dung cong viéc dung theo thAm quyén, trach nhiém duogc giao; thuc hién ding
cac quy dinh vé glal quyét tha tuc hanh chinh, khong gy phién ha; c6 trach
nhiém hoan thanh tot nhiém vu duoc giao.

4. Ché d6 tiép khach thyuc hién tiét kiém theo ché d6 hién hanh va Quy
ché chi tiéu ndi bd cua co quan.

. ChuongVi :
QUAN LY TAI SAN, TAI CHINH CONG CUA CO QUAN

Picu 18. Quan 1y kinh phi, tai chinh

1. Truéng phong 1a chu tai khoan co quan, quyét dinh toan by viéc su
dung kinh phi cua Phong theo quy dinh ctia nha nude; Ké toan co trach nhiém
quan 1y, st dung kinh phi dang ché d6 quy dinh hién hanh va bao cdo day du
cho Truéng phong biét cac khoan thu, chi cua thang trudc, ké hoach cia thang

sau va nhimg vudng mac ton tai vé tai chinh co quan dé Trudng phong quyét
dinh.

2. Ké toan chiu trach nhiém trude Truong phong vé cong tac lap ké hoach
tai chinh thang, quy, ndm cua Phong va kiém tra, kiém soét, xac nhan thanh toan
cac khoan chi phi, hoi hop, mua sam tai san, vat tu, trang thiét bi, bao dam viéc
str dung kinh phi dtng theo ché do tai chinh hién hanh va Quy ché chi tiéu noi
bd co quan.

3. K& toan chiu trach nhiém t6 chuc phé) bién cac ché do, chinh sach vé tai
chinh va thyc hién ché d¢ cong khai tai chinh hang quy, 6 thang, nim bang hinh
thurc thong bdo trén bang ndi bd co quan, trong cac cudc hop co quan dinh ky
hang quy.

Piéu 19. Quan Iy tai san
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1. Tai san trong co quan nhim muc dich phuc vu cho toan bo hoat dong
cua Phong. CBCC c¢ trach nhiém gitr gin, bao quan, st dung tbt tai san. Néu
CBCC lam mat mat, gdy hu hong phai chiu trach nhiém bdi thudng theo quy
dinh.

2. Truéng phong quyét dinh mua sim, stra chita, giao quyén sir dung, bao
quan cac loai tai san trong co quan. Van phong chiu trach nhiém giup Trudng
phong thuc hién quan ly, st dung toan bd tai san trong co quan hiéu qua nhat.

3. Tat ca CBCC khi sir dyng méy vi tinh déu thyc hién theo quy ché quan
tri mang. Khi ¢6 su ¢6, khong duoc tu y stra chira ma phai bao ngay cho Van
phong biét dé xur 1y.

5. Van phong theo doi, quan 1y tai san tai don vi minh theo quy dinh hién
hanh.

~ Chuong VII
PIEU KHOAN THI HANH

Piéu 20. T6 chirc thue hién

1. Truong phong té chirc, quan triét Quy ché nay dén toan thé can bo,
cong chtrc trong co quan.

2. Can b9, cong churc can cir ndi dung Quy ché nay va chac ning, nhiém
vu cua co quan dé thuc hién.

Piéu 21. Khen thwéng, xir Iy ky luat

’ Can b, cong chﬁ:g thyuc hién tbt Quy ché nay duoc danh gia, khen thuong,

néu vi pham tuy tinh chat, mtrc do, bi xir 1y ky luat theo quy dinh.

Piéu 22. Sira d6i, bd sung Quy ché

Trong qué trinh thyc hién Quy ché nay néu thay noi dung nao chua hgp
ly, can bg, cong chue trong co quan c6 quyén tham gia y kién dé nghi sira doi,
bo‘sung kip thoi hodc xem xét sua d6i, bo sung tai Hoi nghi CBCC hang nam
nham hoan thi¢n Quy che 1am viéc ctua Phong Vin hoa — Xa hoi phuong Chau
Doc./.
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