
DANG CQNG SAN VIET NAM

Uong Bi, ngdy 26 thdng 02 ndm 2024

Chiro’ng I
NHUNG QUY DINH CHUNG

QUY CHE LAM VIEC 
cua Van phong Thanh uy Uong Bi

THANH UY UONG BI
VAN PHONG

*

So 01 - QC/VPTU

Dieu 1. Doi tirang va pham vi dieu chinh
1. Quy che nay quy dinh ve nguyen tac, trach nhiem, quyen han, che do lam 

vice, trinh tu giai quyet cong vice va moi quan he cong tac cua Van phong Thanh uy 
Uong Bi.

2. Can bo, cong chuc, nhan vien Van phong Thanh uy chiu su dieu chinh cua 
quy che nay.

Dieu 2. Nguyen tac lam viec

- Can cu Dieu le Dang Cong san Viet Nam;
- Can cu Quy dinh so 24-QD/TW, ngay 30/7/2021 cua Ban Chap hanh Trung 

uong Dang khoa XIII ve thi hanh Dieu le Dang;
- Can cu Quy dinh so 46-QD/TW, ngay 03/12/2021 cua Ban Bi thu Trung 

uong Dang quy dinh chuc ndng, nhiem vu, quyen hqn, to chuc bo may co quan 
chuyen trach tham muu, giup viec huyen uy, quan uy, thi uy, thdnh uy true thuoc 
tinh uy, thanh uy”\

- Can cu Huong dan so 16-HD/VPTW, ngay 23/02/2023 cua Van phong 
Trung uong Dang hudng dan ghi bien ban cdc hoi nghi ban chap hanh, ban 
thuong vu, thuong true tinh uy, thanh uy, dang uy true thuoc Trung uong va cac 
cuoc hop dang doan, ban can su dang true thuoc Trung uong (Huong dan so 16- 
HD/VPTW); Cong van co 1564-CV/TU, ngay 01/8/2023 cua Ban Thuong vu

A r

Tinh uy ve ghi bien ban cac hoi nghi cua cap uy, to chuc dang (Cong van so 
1564-CV/TU);

- Can cu Quy che lam viec cua Ban Chap hanh Dang bo thanh pho Uong Bi 
khoa XX, nhiem ky 2020 - 2025;

- Can cu Quy dinh so 766-QD/TU, ngay 26/01/2024 cua Ban Thuong vu 
Thanh uy quy dinh chuc ndng, nhiem vu, quyen hqn, moi quan he cong tac cua Van 
phong Thdnh uy Uong Bi\

Van phong Thanh uy Uong Bi ban hanh Quy che lam viec nhu sau:
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Chirong II
TRACK NHIEM, QUYEN HAN

1. Van phong Thanh uy Uong Bi (sau day goi tat la Van phong) lam vi?c theo 
chS do thu tnrcmg, tren co so ton trong nguyen tac tap trung dan chu, tap the lanh 
dao, ca nhan phu trach, thieu s6 phuc timg da so, cap dual phuc tung cap tren, ca 
nhan phuc tung td chuc. Chanh Van phong chiu trach nhiem tnrdc Ban Chap hanh 
Dang bo thanh phd, Ban Thuong vu, Thuang true Thanh uy ve moi boat dong cua 
Van phong; giup viec Chanh Van phong co cac Pho Chanh Van phong.

2 Dam bao cong tac tham mini, phuc vu str lanh dao, chi dao cua Thuang 
true, Ban Thuang vu Thanh uy, Ban Chip hanh Dang b<? thanh pho. De cao vai tro, 
trach nhiem cua nguai dung dSu va trach nhiem ca nhan tren tmh than tat ca vi 
cong viec chung, vi muc tieu tham muu, phuc vu tot nhat cho Thuang true, Ban 
Thuang vu Thanh uy va Ban Chdp hanh Dang bo thanh pho.

3 Moi boat dong cua Van phong Thanh uy d§u tuan thu dung quy dinh cua 
Didu le Ddng, phap luat cua Nha nude, Quy che lam viec cua Thanh uy theo chuc 
nang, nhiem vu va quy che nay. Moi viec chi giao cho mqt nguai phu trach va chiu 
trach nhiem chinh; bao dam phat huy nang luc, sa truang cua can bo, cong chuc, 
nhan vien; de cao str phoi hop trong qua trinh thyc hien nhiem vu duqc giao, bao 
dam ky cuang, dan chu, khoa hoc, minh bach va hieu qua trong moi boat dong.

Dieu 3. Chanh Van phong Thanh uy
1. Chanh Van phong Thanh uy la nguai dung dau ca quart, co trach nhi?m chi 

dao quan ly, didu hanh cong viec, kiem tra, don doc va chiu trach nhiem truac Ban 
ChSp hanh Dang bo thanh phd, Ban Thuang vu, Thuang true Thanh uy ve moi 
boat dong cua Van phong.

2 Phan cong nhiem vu doi voi cac Pho Chanh Van phong; chi dao, kiem tra, 
don doc cong tac d6i vai cac Pho Chanh Van phong trong viec thuc hien cac 
chuang trinh, ke hoach cong tac cua Van phong va noi dung cac cong viec theo 
phan cong cua Chanh Van phong.

3. Khi Chanh Van phong vSng mat uy quyen hoac phan cong cho mejt Pho 
Chanh Van phong thay m^t dieu hanh cac ho^t dong cua Van phong, dong chi duyc 
uy quyen hoac phan cong chiu hoan toan trdch nhiSm trudc quy dinh eda BAng, phAp 
luat cua Nha nuoc va Chanh Van phong ve nhung quyet dinh cua minh.

4. Trieu tap, chu tri, ket luan cac cuoc hop do Van phong to chuc. Quyet dinh 
nhung noi dung do Ban Ch4p hanh Dang bo thanh phd. Ban Thuang vu, Thuang 
true Thanh uy giao Van phong chu tri tham muu; chi dao xay dung Quy che lam 
viec cua Van phong; phan cong nhiem vu ddi vai can bo, cong chuc, nguai lao dong 
co quan Van phong; khen thuang, ky luat ca nhan thuoc dien quan ly cua Van phong 
theo tham quyen.

5. Chi dao cong tac tham muu xay dung du thao chuang trinh cong tac thang,
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nam, nhiem ky cua Ban Chap hanh Dang bo thanh pho, Ban Thuong vu, Thirong 
r r r f

true Thanh uy; Quy che lam vice cua Ban Chap hanh Dang bo thanh pho va giup to 
chuc thuc hien chuong trinh, quy che lam viec; chi dao viec xay dung cac van ban 
cua cap uy thanh pho do Van phong chu tri; duyet the thuc cac van ban cua Thanh 
uy va cac Ban xay dung Dang, chi dao to chuc in sao, phat hanh cac loai van ban; to 
chuc tham dinh hoac tham gia gop y cua Van phong doi voi cac de an, chuong trinh, 
ke hoach trudc khi trinh Ban Chap hanh Dang bo thanh pho, Ban Thuong vu, 
Thubng true Thanh uy; chi dao trien khai tham muu cong tac ung dung cong nghe / •>
thong tin trong Dang bo; phan cong hoac true tiep phe duyet bao cao tham dinh cua 
Van phong doi vdi de an, cac noi dung trinh Ban Chap hanh Dang bo thanh pho, 
Ban Thuong vu, Thuong true Thanh uy do Thuong true Thanh uy giao; chi dao trien 
khai thuc hien nhiem vu dot xuat do Ban Thuong vu, Thuong true Thanh uy giao.

6. La chu tai khoan don vi du toan Van phong. True tiep chi dao cong tac tong 
hop tai chinh cua cap uy theo quyen han duoc giao. Tham muu, de xuat nhung van 
de Ion ve tai chinh, tai san cua co quan Thanh uy theo nhiem vu duoc giao de 
Thuong true Thanh uy hoac Ban Thuong vu Thanh uy quyet dinh.

7. Ky cac van ban thua lenh Ban Thuong vu, cac van ban, thong bao y kien 
chi dao cua Thuong true, Ban Thuong vu Thanh uy; cac van ban cua Van phong 
trinh Ban Thuong vu, Thuong true Thanh uy hoac gui den cac cap uy, to chuc 
dang; ky cac van ban nhan xet, danh gia hang nam doi voi can bo, cong chuc va 
ngubi lao dong theo phan cap quan ly can bo.

8. Chanh Van phong co trach nhiem tham muu, giup nguoi chu tri hoi nghi to 
chuc viec ghi bien ban; bao dam cac dieu kien cho viec ghi bien ban cac hoi nghi 
Ban Chap hanh Dang bo thanh pho, Ban Thuong vu, Thuong true Thanh uy va cac 
hoi nghi cua Thanh uy theo Quy che lam viec cua Thanh uy, Huong dan so 16- 
HD/VPTW cua Van phong Trung uong Dang; Cong van so 1564-CV/TU, ngay 
01/8/2023 cua Ban Thuong vu Tinh uy.

9. Chi dao xem xet, giai quyet kien nghi, khieu nai, to cao theo quy dinh cua 
Dieu le Dang va phap luat cua Nha nude, tiep nhan va xu ly ban dau cac loai cong 
van, don thu gui Thanh uy; chi dao thuc hien tot cong tac noi chinh, cai each tu 
phap, phong, chong tham nhung, thuc hanh tiet kiem.

Dieu 4. Pho Chanh Van phong Thanh uy
1. Pho Chanh Van phong phu trach Tong hop
1.1. Giup Chanh Van phong chi dao, dieu hanh, giai quyet cong viec d linh 

vuc, duoc phan cong phu trach. Chiu trach nhiem trudc cac quy dinh cua Dang, 
phap luat cua Nha nude, trudc Chanh Van phong ve moi cong viec d linh vuc duoc 
phan cong phu trach. Bao cao kip thdi vdi Chanh Van phong tinh hinh thuc hien 
nhiem vu va nhung van de Ion, quan trong thuoc linh vuc duoc phan cong phu

Z A

trach, nhung van de moi phat sinh.
1.2. Giup Chanh Van phong theo doi, don doc, tong hop viec chuan bi dieu 

kien phuc vu cac hoi nghi Ban Chap hanh Dang bo thanh pho, Ban Thuong vu, 
Thubng true Thanh uy lien quan den linh vuc cong tac duoc giao. Phbi hop vdi cac



4

ca quan co lien quan nghien cuu, dS xuSt cu thS hoa cac chi thi, nghi quySt, ket lu|n 
cua cSp tren theo chiic nang, nhiem vu duoc giao; tham dinh, tham tra.cac de an 
hoac van ban dir thao cua cac ca quan, to chiic trinh Thuong tiyc, Ban Thuong vu 
Thanh uy, Ban Chap hanh Dang bo thanh pho; tham gia y kien ve noi dung, the thirc 
van ban voi cac de an; chi dao chu&i bi tai lieu, bien tap cac van ban hen quan phuc 
vu cac cuqc hpp Ban Chap hanh Dang bo thanh pho, Ban Thuong vu, Thuong true 
Thanh uy va cac hoi nghi khac cua Thanh uy; du cac cuqc hop cua Ban Chap hanh 
Dang bo thanh pho, Ban Thuong vu, Thuong true Thanh uy va cac hoi nghi cua 
Thanh ily. Chu tri theo doi, tdng hop noi dung va giiip dong chi chu tri cuqc hop 
chuSn bi du thao kit luan vi nhung vSn di Ion, quan trqng trong cuqc hop Chi dao, 
hoan thien du thao van ban kit luan (thong bao ket luan, y kien chi dqo ;I sau cac 
cube hop cua Thuong true, Ban Thuong vu Thanh uy, Ban Chap hanh Dang bq 
thanh phi trudc khi trinh Chanh Van phong. Chi dao ghi bien ban, lap ho so cac hoi 
nghi cua Thuong true, Ban Thuong vu Thanh uy. Ban Chap hanh Dang bq tha 
phd va cac hoi nghi cua Thanh uy.

1.3. Thua lenh ky cac van ban khi duoc Chanh Van phong uy quyen ho|c 
phan cong. Lien he chip mdi, quan xuyen mot so cong viec khi co yeu cau, dieu 
hanh cong viec cua Van phong khi Chanh Van phong uy quyen. Duoc ky thay 
Chanh Van phong cac van ban thuoc tham quyen cua Van phong hen quan den Im 
vuc duoc phan cong phu trach.

1.4. Bien tap du thao mot so van ban, bao cao dinh ky, bao cao dot xuat, bao 
cao chuyen di do Thuong true Thanh uy va Chanh Van phong giao; theo doi tong 
hop tinh hinh cong tac cac Khii, quan ly so lieu cua Van phong cap uy. True tiep 
thuc hien nhiem vu tiip cong dan, xu ly don thu giri den co quan Thanh uy.

1.5. NSm sat tinh hinh don vi; dinh huong cong tac, chi dao va thuong xuyen 
kiim tra, ddn doc viec thuc hien cac cong viec duqc giao, viec thirc hiqn chuc 
nang, nhiem vu, quy che lam viec cua Van phong. Chi dao don doc viec xay dung 
va gift gin doan ket nqi bq, xay dung co quan trong sach, vung manh.

1.6. Giup Chanh Van phong chi dao cong tac thi dua - khen thuong cua Van 
phdng; cong tac bao ve bi mat Nha nuoc trong toan Dang bq thanh pho; true tiep chi 
dao vibe ung dung cong nghe thong tin trong boat dong chuyen mon tai co quan.

2. Pho Chanh Van phong phu trach cong tac Hanh chinh - Quan tn
2.1. Giup Chanh Van phong chi dao, dieu hanh, giai quyet cong viqc b linh 

vue, etirqe phan edng phy trtich, Chiu trach nhiem trudc cac quy djnh cua Dang, 
phap luat cua Nha nude, trudc Chanh VSn phong ve mqi cong viec d linh vuc duqc 
phan cong phu trach. Bao cao kip thoi voi Chanh Van phong tinh hinh thuc hiqn 
nhiem vu va nhung vSn de Ion, quan trqng thuqc linh vuc duqc phan cong phu 
trach, nhung van de mdi phat sinh.

2.2. Giup Chanh Van phong theo doi, ddn ddc, tdng hop viec chudn bi dieu 
kien phuc vu cac hqi nghi Ban ChSp hanh Dang bq thanh phd, Ban Thuong vy, 
Tliubng true Thanh uy lien quan ddn linh vuc cong tac duqc giao. Phdi hop voi cac 
co quan cd lien quan nghien cuu, de xuat cu the hda cac chi thi, nghi quyet, ket
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luan cua cap tren theo chuc nang, nhiem vu dirge giao.
2.3. Tham mini giup Chanh Van phong chi dao thirc hien cac nhiem vu ve 

cong tac van thu, liru tru, hanh chinh quan tri, thanh quyet toan tai chinh cua co 
quan, dam bao phuang tien lam viec, dieu hanh d to phuc vu cong tac cho Thuong 
true Thanh uy, lanh dao cac Ban Xay dimg Dang; tham mini tong hop quan ly tai 
san cua co quan Dang; cham lo doi song, vat chat, tinh than cho can bo, cong chuc, 
nhan vien Van phong.

2.4. Du cac cuoc hop va ky cac van ban cua Van phong lien quan den linh vuc 
cong tac dugc giao.

Dieu 5. Trach nhiem, quyen han cua can bo, cong chirc, ngubi lao dong
1. Guong mau thuc hien nghiem tuc, day du, dung cac nghi quyet, chi thi cua 

Dang, chinh sach, phap luat cua Nha nude, cac noi quy, quy che, quy dinh va phan 
cong cua lanh dao Van phong; chu dong, sang tao trong cong tac, hoan thanh tot 
nhiem vu dugc giao. Trong tham muu va thuc hien cong viec dugc giao phai tuan 
thu va thuc hien nghiem tuc cac quy dinh cua Dang, phap luat cua Nha nude; chiu 
trach nhiem trudc Chanh Van phong, Pho Chanh Van phong phu trach linh vuc ve 
tien do, chat lugng, hieu qua thuc hien cac nhiem vu dugc giao va ve the thuc, trinh 
tu, thu tuc, quy trinh giai quyet cong viec dugc phan cong theo doi. Cd trach nhiem 
chung trong viec tham gia xay dung cac quy che, quy trinh lam viec, ke hoach 
cong tac va boat dong cua Van phong gdp phan xay dung co quan, don vi trong 
sach, vung manh.

2. Dugc cung cap cac thong tin, cac dieu kien lam viec can thiet theo che do 
quy dinh, du cac hoi nghi lien quan den cong viec dugc giao; chu dong de xuat, 
kien nghi vdi lanh dao Van phong nhung van de ve xay dung co quan va doi vdi 
cong viec dugc giao; chap hanh che do thong tin, bao cao, thuc hien viec lap ho 
so, nop luu ho so vao luu tru co quan theo quy dinh; quan ly va su dung tai san, 
phuong tien lam viec dugc giao hieu qua, dung muc dich, dung quy dinh; de cao 
trach nhiem ca nhan trong cong tac bao ve bi mat Nha nude, an toan thong tin, 
bao ve tai san, giu gin an ninh trat tu, ve sinh moi trudng trong phong lam viec va 
trong co quan.

3. Trong sinh boat va cong tac phai chap hanh dung quy dinh cua Dang, phap 
luat cua Nha nude. Thuc hien nghiem ky luat, ky cuong hanh chinh, van hda cong 
so trong thuc hien cong vu; cd trach nhiem phdi hgp vdi can bg, cong chuc, nhan 
vien cd lien quan den linh vuc dugc phan cong theo doi trong qua trinh xu ly cong 
viec de tham muu tong hgp, phuc vu boat dong bao dam toan dien, tong the, khoa 
hgc thong nhat. Trong qua trinh giai quyet cong viec, neu phat sinh nhung van de 
moi ngoai pham vi, quyen han dugc giao thi can bo, cong chuc, nhan vien xin y 
kien lanh dao co quan trudc khi thuc hien. Tham muu xu ly cong viec bao dam chat 
lugng, tien do, khdng cd thai do cua quyen hach dich, nhung nhieu, thieu trach

z

nhiem trong qua trinh xu ly cong viec; khdng nhan van ban den khdng qua he thong 
xu ly van ban (tru van ban Mat).

4. Dugc dao tao, bdi dudng nang cao trinh do chuyen mdn, nghiep vu dap ung
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Chiromg III
CHE DO LAM VIEC CUA VAN PHONG

yeu cSu thuc thuc hien nhi|m vu duac giao; dtroc dam bao 
cac ch§ do lien quan d6n tien hrong theo quy dinh.

5. Thuc hien lap ho so trinh, trinh xu ly van ban, cong viec duoc phan cong 
theo dung quy dinh, quy trinh xu ly cong viec cua Van phong va nhiem vu dirqc 
phan cong, phai thong qua lanh dao Van phong truoc khi trinh cap co tham quyen, 
dbng thoi chiu trach nhiem ve y kien tham muu, de xuat cua mlnh.

6. Thye hien cac nhiem vu khac theo quy dinh va phan cong cua lanh dao co quan.

ve che do tiSn luong va

Dieu 6. Che do lam viec
1. Lanh dao Van phong chi dao cong viec cua don vi thong qua chuong trinh, 

k6 hoach cong tac, cac k§t luan hop lanh dao don vi, ket luan hop giao^ ban va 
nhung cong viec dot xuat. Chanh Van phong dieu hanh, giai quyet cong viec thong 
qua cac Pho Chanh’ Van phong va cac chuyen vien, nguoi lao dong.

2. Khi Chanh Van phong di vdng thi uy quyen cho mot Pho Chanh Van phong 
di§u hanh, giai quySt cong viec thubng xuyen cua don vi va thong bao lanh dao 
Thanh uy, cac co quan, don vi lien quan va toan the can bo, cong chuc, nguoi lao 
dong trong don vi biet.

3. Van phong hop dinh ky it nhSt 01 thang mot ten (vao ddu thdng, ciing vdi 
td Me sinh boat Chi b<5), hop dpt xuat khi cSn thtet de danh^ia tinh hinh thuc 
hien nhiem vu thang truoc va trien khai nhiem vu cua thang tiep theo. Lanh dao 
Van phong, can bo, cong chuc, nguoi lao dong duoc phan cong phu trach cac nnh 
v\rc co trach nhiem chuSn bi noi dung v8 nhung van de co lien quan duoc phan 
cong phu trach de bao cao, dua ra thao luan tai cuoc hop. Ngoai cac cuoc hop dinh 
ky, Iftnh d^o co quan co th£ h^i y dpt xu£t de trao doi thong tin, thong nhat mpt so 
noi dung cong viec theo yeu cau.

4. Can bo, cong chuc, nguoi lao dong thuc hien thoi gian lam viec hanh chmh 
theo quy dinh cua Bo Luat lao dong, quy dinh cua don vi theo yeu cau cong viec; 
khi vdng mat phai xin phep, bao cao lanh dao don vi. Ngoai ra theo yeu cau nhiem 
vu lanh dao co quan co th® yeu cSu can bo, cong chile, nguoi lao dong lam them 
gib, ngay nghi, ngay le.

Dieu 7. Chuan bi cac van ban do Van phong dirtfc giao chu tri tham muu
1. Dong chi Pho Chanh Van phong phu trach linh vuc theo phan cong, nhiem 

vu chi dao xay dung du thao cac chi thi, nghi quyet, ke hoach, chuong, ket luan,... 
vi chiu trach nhiem vS noi dung, th® thuc van ban va tien do thuc hien truoc Chanh 
Van phong va trinh xin y ki®n Ban Thuong vu Thanh uy, Ban Chap hanh Dang bo 
thanh ph6 theo Quy ch® lam viec.

2. Ho so trinh du thao van ban gbm:
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- Dir thao van ban (ke cd dy thdo van ban hiccmg dan).
-Ta trinh (neu rd nhimg van de chinh, quan trong cua van ban vd nnimg van 

de can xin y kien).
f r \ rw-rt- Van ban tong hap y kien gop y cua cac dong chi Uy vien Ban Thuang vu 

Thanh uy, Uy vien Ban Chap hanh Dang bo thanh pho va cac co quan, dan vi co 
lien quan.

- Cac tai lieu can thiet khac (neu co).
Dieu 8. Tham dinh, th am tra cac de an, noi dung cua cac co* quan, to chirc 

trubc khi trinh Thu-dug true, Ban Thu-ong vu Thanh uy, Ban Chap hanh Dang 
bo thanh pho

•> \ 9 • A rr-rl X 91. Doi vdi van ban cua cac ban xay dung Dang va Uy ban Kiem tra Thanh uy
r r

trinh Ban Thuang vu Thanh uy, Ban Chap hanh Dang bo thanh pho, Van phong chi 
thuc hien nhiem vu tham dinh, tham tra ve tham quyen va the thuc van ban; viec tham 
dinh noi dung van ban thuc hien theo su phan cong cua Thuang true Thanh uy.

2. Viec tham dinh, tham tra van ban phai bao dam thai gian, tien do, chat 
luong va quy dinh bao mat (bao ve bi mat cua Dang, bi mat cua Nhd nude} trong 
tham dinh, tham tra van ban. Quy trinh tham dinh, tham tra thuc hien theo Huong 
dan so 07-HD/VPTW, ngay 22/12/2021 cua Van phong Trung uang Dang ve 
huerng dan edng tdc tham dinh, tham tra van ban trinh thuang true, ban thuang vu, 
ban chap hanh dang bo tinh, thanh pho cua van phong tinh uy, thanh uy.

t i r r

3. Bao cao tham dinh, tham tra (neu co) phai dugc Chanh Van phong thong 
nhat trudc khi trinh Ban Thuang vu Thanh uy, Ban Chap hanh Dang bo thanh pho. 
Pho Chanh Van phong, chuyen vien dugc giao nhiem vu chiu trach nhiem tham 
dinh, tham tra ve tham quyen, the thuc va noi dung van ban theo quy dinh cua 
Dang, phap luat cua Nha nuac va chiu trach nhiem truac Chanh Van phong ve noi 
dung tham dinh.

Dieu 9. Che do thong tin, bao cao
1. Cac Pho Chanh Van phong thuc hien che do bao cao thuang xuyen, kip 

thai vdi Chanh Van phong ve nhung noi dung dugc giao phu trach; nhung van de 
Idn, quan trgng trong cac cuoc hgp ma cac dong chi Pho Chanh Van phong du; cac 
cuoc hop do co quan to chuc ma Chanh Van phong uy nhiem cho Pho Chanh Van 
phong chu tri.

2. Chuyen vien, nhan vien dugc phan edng theo doi linh vuc phai thuc hien 
day du che do thong tin, bao cao dinh ky, thuang xuyen vdi Phd Chanh Van phong 
phu trach linh vuc, dong thdi bao cao kip thdi nhung van de phat sinh vdi Phd 
Chanh Van phong phu trach hoac Chanh Van phong khi cd yeu cau hoac khi thay 
can thiet; xay dung bao cao chuyen de theo quy dinh. Thudng xuyen theo doi lich 
edng tac tuan, lich edng tac thang va bieu theo doi tien do edng viec hang tuan de 
chu dong tham mini cac ndi dung theo phan edng, nhiem vu dam bao tien do, chat 
lugng va kip thdi bao cao ket qua thuc hien nhiem vu dugc giao vdi Phd Chanh 
Van phong phu trach.
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3. Can bo, cong chuc, nguoi lao dong thuoc tham quyen quan ly cua Van 
phong khi nghi phep, nghi 6m, nghi thai san, nghi vice rieng phai bao cao bang van 
ban voi ddng chi Chanh Van phong de giai quyet theo quy dinh. Truong hop nghi 
lam viec 1/2 ngay, bao cao va duqc su dong y cua Pho Chanh Van phong phu 
trach; nghi tu 01 ngay tro len bao cao va duoc su dong y cua Chanh Van phong. 
Thai gian bao cao truoc 01 ngay (trie truang hop thuc su cdp bach). Van ban de 
nghi nghi phep cua can bo, cong chuc, nguoi lao dong sau khi duoc phe duyet phai 
chuy6n v6 Ke toan Thanh uy d6 tdng hop, theo doi.

Dieu 10. Che do di co so
Lanh dao, chuyen vien Van phong duoc phan cong theo doi chi, dang bo co so 

h&ng thang di co so du cac cuoc hop cap uy, du sinh boat voi chi, dang bo co so thuc 
hien ch6 do thong tin bao cao voi lanh dao Van phong truoc va sau khi di co so.

Dieu 11. Cong khai minh bach cac thong tin ve boat dong cua Van phong
Can bo, cong chuc, nguoi lao dong Van phong duoc cung cap thong tin ve cac 

chu truong, dubng loi cua Dang, chinh sach, phap luat cua Nha nuoc lien quan den 
chuc nang, nhiem vu cua Van phong; ke hoach cong tac hang thang, quy, 6 thang, 01 
nam cua co quan, don vi; Quy che, quy dinh, noi quy, thong bao phan cong nhiem 
vu cua Van phong; Ban ke khai tai san, thu nhap h^ng nam cua can bo, cong chuc 
Van phong Thanh uy thuoc dien phai ke khai theo quy dinh; cong tac danh gia can 
bo, cong chuc, nguoi lao dong hSng nam theo quy dinh...

Dieu 12. Che do bao mat va ky luat phat ngon
Moi can bo, cong chuc, nguoi lao dong cua Van phong phai chap hanh nghiem 

tuc cac che do, quy dinh cua Dang, phap luat cua Nha nuoc, cua co quan ve bao dam 
an toan, an ninh thong tin, an ninh mang va bao ve bi mat nha nuoc, cac quy dinh 
v6 ky luat phat ngon. Can bo, cong chuc, nguoi lao dong thuoc Van phong phai dam 
bao an toan, bao mat thong tin trong luu trir, gui nhan van ban; che do bao cao, luu 
tru ho so, tai lieu; thuc hien nghiem quy dinh v6 viec soan thao cac van ban Mat, 
Toi mat, Tuyet mat tren may tinh do co quan da bo tri, tuyet doi khong soan thao 
tren may tinh ca nhan co ket noi mang Internet.

Dieu 13. Che do hoc tap
1. HSng nam, can bo, cong chuc, nguoi lao dqng thuoc Van phong chu dong de 

xuat voi co quan v6 ke hoach hoc tap ca nhan (ddo tqo, boi duerng, hoc tap chinh 
tri, chuyen mon, nghiep vu...). Viec bo tri di hoc nang cao nghiep vu phai phu hop 
voi vi tri viec lam gan voi cong tac quy hoach, quan ly, su dung can bo; uu tien can 
bo dang ky theo hoc khoa bdi duong de b6 sung cac van bang, chung chi theo quy 
dinh ve chuan hoa can bo, cac noi dung lien quan den linh vuc duoc phan cong 
theo doi, phu trach.

2. Can bo, cong chuc, nguoi lao dong duoc cu di hoc hoac co nguyen vong di 
hoc de nang cao trinh do phai duoc lanh dao Van phong thong nhat tren co so de 
xuat cua can bo, cong chuc, nhan vien Van phong ngay tu dau nam.

3. Can bo, cong chuc, nguoi lao dong trong thai gian duoc cu di hoc, boi
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Dieu 15. Voi Van phong Tinh uy
1. Van phong phoi hop voi Van phong Tinh uy trong cong tac huong dan 

nghiep vu, trao doi boi duong kinh nghiem ve cong tac van phong cap uy; cong tac 
tai chinh Dang, van thu, luu tru, cong nghe thong tin; trong cong tac thong tin va 
thuc hien che do bao cao cua Thanh uy, Ban Thudng vu Thanh uy voi Ban Thuong

r

vu, Thudng true Tinh uy; thuc hien che do bao cao dinh ky voi Van phong Tinh uy 
va chiu su huong dan, kiem tra ve chuyen mon, nghiep vu va cong tac thi dua - khen 
thudng cua Van phong Tinh uy theo quy dinh.

2. Tao dieu kien cho can bo, chuyen vien cua Van phong Tinh uy duoc phan 
cong theo doi dia phuong thuc hien tot chuc nang, nhiem vu theo quy dinh.

Dieu 16. Voi Ban Thtrd’ng vu va Thudng true Thanh uy
1. Van phong chiu su lanh dao, chi dao ve moi mat cua Ban Chap hanh Dang

Chuang IV 
MOI QUAN HE CONG TAC

dudng phai cd trach nhiem phoi hop voi ca nhan, bo phan lien quan hoan thanh cac 
cong viec thuoc ITnh vuc duoc phan cong phu trach, theo doi. Neu hoc tap trung dai 
han phai de xuat Chanh Van phong phan cong nguoi khac dam nhiem cac cong 
viec duoc phan cong, sau ket thuc khoa hoc phai bao cao ket qua hoc tap cua ca 

z

nhan cho lanh dao Van phong biet.
Dieu 14. Che do tu- phe binh va phe binh, danh gia, nhan xet can bo, cong 

chirc, nguoi lao dong do’n vi hang nam
1. Hang nam, tap the lanh dao Van phong tien hanh kiem diem ket qua thuc 

hien chuong trinh cong tac cua Van phong va cac nhiem vu duoc Thudng true, 
Ban Thudng vu Thanh uy giao.

A 9

2. Cac dong chi lanh dao Van phong tu phe binh va phe binh trong tap the 
lanh dao, Chi bo Van phong theo quy dinh cua Dieu le Dang, Quy che va huong 
dan cua co quan cd tham quyen.

Z • /w A 9

3. Cudi nam, moi can bo, cong chuc, ngudi lao dong deu phai cd ban tu kiem 
diem cong tac cua ca nhan nham danh gia, kiem diem rut kinh nghiem tren co sd 
chuc trach, nhiem vu duoc giao de kip thdi phat huy uu diem, khac phuc khuyet 
diem nham nang cao chat luong, hieu qua cong tac cua can bo, cong chuc, ngudi 
lao dong; trong nhung trudng hop cu the, lanh dao Van phong phoi hop vdi Chi bo 
thong nhat goi y kiem diem doi vdi can bo, cong chuc, ngudi lao dong ve nhung 
noi dung phai lam ro.

4. Lanh dao Van phong thuc hien che do nhan xet can bo, cong chuc, ngudi 
lao dong hang nam theo quy dinh ve phan cap quan ly can bo, gan vdi viec tu phe 
binh va phe binh trong ky tong ket cong tac nam cua chi bo va co quan, chuyen luu 
ho so ca nhan cua can bo, cong chuc, ngudi lao dong theo quy dinh.
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bo thanh pho ma true tiep, thuong xuyen la Ban Thudmg vy va Thuorng true Thanh 
uy; thuc hien che do bao cao, xin chi thi va de xuat cac van de thuoc trach nhiem 
cua linh vuc duoc phan cong vdi Ban Thuong vu va Thuong true Thanh uy.

2. Lanh dao Van phong duoc thua l?nh Ban Thuong vu Thanh uy ky thong 
bao kSt luan, y ki6n chi dao, cong van, gi4y moi hop va nhung van ban khac duoc

y

uy quyen.
3. Lanh dao va chuyen vien Van phong duoc du cac hoi nghi Ban Chap hanh 

Dang bo thanh pho, Ban Thuong vu, Thuong true Thanh uy theo Quy che lam viec 
cua Thanh uy hoac du khi ban nhung noi dung thuoc linh vuc duoc phan cong.

Dieu 17. Voi Thirong true Hoi dong nhan dan va lanh dao Uy ban nhan 
dan thanh pho

1. Van phong va Thuong true Hoi dbng nhan dan, lanh dao Uy ban nhan dan 
thanh pho co quan he phdi hop tham muu phuc yu su lanh dao cua Thanh uy, Ban 
Thuong vu, Thuong true Thanh uy; thuc hien che do bao cao thong tin tinh hinh va 
chuan bi cac van ban trinh Thanh uy, Ban Thuong vu Thanh uy theo chuong trinh 
cong tac hoac khi co yeu c4u; ho trq lan nhau trong trien khai thuc hien nhiem yy 
tham muu co gan voi cong tac quan ly nha nude tren cac linh vuc kinh te - xa hoi, 
qudc phong - an ninh. Lanh dao Van phong duoc du cac ky hop Hoi dong nhan dan 
thanh pho, cac ky hop Uy ban nhan dan thanh phd khi ban cac noi dung lien quan 
den e&c ITnh vue kinh - xa h$i, qudc phong - an ninh.

2. Cac noi dung can thiet khac, lanh dao Van phong lam viec true tiep vdi 
Thuong true Hoi dong nhan dan, lanh dao Uy ban nhan dan thanh phd de phdi hop 
thuc hien nhiem vu cua mdi ben.

Dieu 18. Vdi cac co* quan tham mini giup viec cua Thanh uy; cac phong, 
ban, Uy ban Mat tran To quoc va cac doan the chinh tri xa hoi thuoc thanh 
pho; cac chi, dang bo true thuoc Thanh uy

1. Phdi hop trien khai thuc hien cac nghi quydt, quyet dinh, chi thi, quy dinh, 
quy chd cua Trung uong, Tinh va Thanh uy. Phdi hop vdi cac Ban Xay dung Dang 
to chuc thuc hien va kiem tra, danh gia kdt qua thuc hien cac chu truong, chi thi, 
nghi quyet, quydt dinh, quy chd cua Trung uong, Tinh uy va Thanh uy.

2. Phdi hop nghien cuu, hudng dan trien khai cac nghi quyet, quyet dinh, chi 
thi, quy dinh, quy che va kiem tra theo chuc nang, nhiem vu duoc giao.

3. Phoi hop trao ddi thong tin; chuan bi noi dung, dd an phuc vu cong tac lanh 
dao, chi dao cua Thanh uy, Ban Thuong vu, Thuong true Thanh uy.

4. Phdi hop trao ddi, hudng dan, gdp y trong thuc hien ve cong tac chuyen 
mdn va cong tac can bd theo phan cap.

Dieu 19. Voi Van phong HDND va UBND thanh pho
1. Phdi hop xay dung cac chuong trinh cong tac cua Thuong true HDND va 

UBND phu hop vdi chuong trinh lam viec cua Ban Thuong vu va Thuong true 
Thanh uy; ddn doc thuc hien cac thong bao, ket luan cua Ban Chap hanh Dang bd
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Dieu 21. To chirc thwc hien • •

1. Can bo, cong chuc, nguoi lao dong Van phong, cac to chuc va ca nhan co 
lien quan co trach nhiem thuc hien nghiem Quy che nay.

Chiro’ng V
DIEU KHOAN THI HANH

thanh pho, Ban Thuong vu, Thuong true Thanh uy. Thuang xuyen trao doi kinh 
nghiem cong tac va nhtrng van de co lien quan den boat dong cua Van phong phuc 
vu cong tac lanh dao cua Thanh uy, HDND va UBND thanh pho.

2. Phoi hop xay dung chuong trinh cong tac toan khoa, nam, thang cua Thanh 
uy, Ban Thuang vu, Thuang true Thanh uy, Thuang true HDND va UBND thanh 
pho; phoi hap thuc hien che do bao cao tai cac cuoc giao ban hang tuan, thang, 
quy... giua Thuang true Thanh uy vai Thuang true HDND, UBND thanh pho; 
chuan bi noi dung trinh hoi nghi Thanh uy, Ban Thuang vu, Thuang true Thanh 
uy. Phoi hap phuc vu to chuc Dai hoi Dang bo thanh pho; phuc vu cac hoi nghi, 
cuoc lam viec cua cap uy thanh pho, chuan bi va to chuc cac hoat dong doi ngoai 
cua Bi thu, Pho Bi thu Thanh uy, tiep dan va giai quyet dan thu...

3. Van phong cd trach nhiem cung cap cac van ban cua Trung uang, Tinh uy va 
Thanh uy theo su chi dao cua Thuang true Thanh uy. Thong bao, truyen dat cac chu 
truong, ket luan cua Ban Chap hanh Dang bo thanh pho, Ban Thuang vu va Thuang 
true Thanh uy ve nhung van de lien quan; tong hap bao cao kip thdi nhung kien nghi 
cua cac co quan, dan vi doi vdi Thuang true hoac Ban Thuang vu Thanh uy.

Dieu 20. Quan he cong tac gifra Lanh dao Van phong vai Chi bo va to 
r y Achirc doan the

r e

1. Lanh dao Van phong phoi hap Chi bo Van phong trong cong tac chinh tri
? r

tu tuang; to chuc nghien cuu, hoc tap, quan triet cac chi thi, nghi quyet cua Trung 
uang va cap uy dang cap tren cho dang vien, can bo, cong chuc, ngudi lao dong 
cua Van phong; xay dung Chi bo va to chuc doan the trong sach, vung manh.

2. Lanh dao Van phong thong bao vdi Chi bo va to chuc doan the chuang 
trinh cong tac 6 thang, 01 nam va cac cong tac trong tarn trong nam de Chi bo va to 
chuc doan the cua Van phong phoi hap lanh dao, chi dao, to chuc thuc hien.

3. Lanh dao Van phong trao doi vdi Chi bo ve to chuc bo may cua Van 
phong; danh gia, nhan xet ve tu each dang vien trong quy hoach, dao tao, bdi 
dudng, bo nhiem, luan chuyen, dieu dong; ve cong tac thi dua, khen thuong, ky 
luat va thuc hien che do chinh sach doi vdi can bo, cong chuc theo quy dinh.

4. Lanh dao Van phong tao dieu kien cho Chi bo, cac doan the hoat dong dung 
Dieu le; phoi hop vdi Chi bo va cac to chuc quan chung cua Van phong thuc hien 
Quy che dan chu trong hoat dong thuc hien nhiem vu; cham lo ddi song vat chat va 
tinh than cua can bo, cong chuc, ngudi lao dong trong don vi.
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Mac Xuan Tu

Nod nhan:
-Van phong Tinh uy (b/c),
- Thuong true Thanh uy (b/c),
- HDND, UBND thanh ph6,
- Cac Ban xay dung Dang Thanh uy,
- Kh6i MTTQ va cac doan thd CT-XH TP,
-Van phong HDND&UBND thanh pho,
- Lanh dao, chuyen vien VP. Thanh uy,
- Cac chi, dang bo cu sa,
- Luu VPTU.

2. Can cu Quy che nay, Van phong ban hanh thong bao phan cong nhiem vu 
cu the doi voi ttmg can bo, cong churc, ngubd lao dong thuoc Van phong.

3. Quy che nay co hieu luc ke tu ngay ky, cac quy dinh, quy che trudc day trai 
voi Quy chd nay deu bai bo. Trong qua trinh thuc hien neu co vudng mac, phat 
sinh, Van phong se xem xet sua doi, bo sung cho phu hop.

CHANH VAN PHONG

iff
*van
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