
DANG CONG SAN VIET NAM

Udng Bi, ngay 03 thcmg 4 nam 2024

QUY CHE LAM VIEC 
Cua Ban Tuyen giao Thanh uy Long Bi

THANH UY UONG BI
BAN TUYEN GIAO

*

So 01 - QC/BTGTU

- Can cu- Dieu le Dang Cong san Viet Nam va Huong dan thuc hien;
- Can cu Quyet dinh so 238-QD/TW, ngay 30/9/2020 cua Ban Bi thu Trung 

uong ve Quyet dinh ban hanh Quy che phoi hop giua ban tuyen giao cac cap vdi 
co quan nha nude cung cap trong viec thuc thi phap luat, trien khai ke hoach phat 
trien kinh t£ - xa hoi, giai quyet cac van de noi com, nhan dan quan tam;

- Can cu Quy dinh 46-QD/TW ngay 03/12/2021 cua Ban Bi thu Trung uong 
quy dinh vS "Chuc nang, nhiem vu, to chuc bo may co’ quan chuyen track tham 
mtm, giup viec huyen uy, quan uy, thi uy, thank uy true thuoc tinh uy, thank uy"\

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

- Can cu Quyet dinh so 757-QD/TU, ngay 29/12/2023 cua Ban Thudng vu 
Thanh uy Uong Bi ve viec to chuc sap xep lai mo hinh Ban Tuyen giao Thanh uy

r

va Trung tam chinh tri thanh pho;
- Can cu Quy dinh so 762-QD/TU, ngay 10/01/2024 cua Ban Thudng vu 

Thanh uy Uong Bi ve chuc nang, nhiem vu, quyen han, moi quan he edng tac cua 
cua Ban Tuyen giao Thanh uy Uong Bi

Ban Tuyen giao Thanh uy Uong Bi ban hanh Quy che lam viec, cu the:
CHVONGI

QUY DINH CHUNG
Dieu 1. Pham vi dieu chinh va doi tuong ap dung
- Quy che nay quy dinh ve nguyen tac, trach nhiem, le loi lam viec, trinh tu 

giai quyet cong viec va moi quan he cong tac cua Ban Tuyen giao Thanh uy.
- Quy che nay dupe ap dung doi vdi can bo, cong chuc Ban Tuyen giao Thanh uy.
Dieu 2. Nguyen tac lam viec
- Ban Tuyen giao Thanh uy lam viec theo che do Thu trudng va nguyen tac tap 

trung dan chu. Trudng Ban land dao quan ly chung moi boat dong cua Ban thuc hi<|n 
nhiem vu, quyen han cua minh theo qui dinh cua phap luat, chiu trach nhiem vdi cap 
co tham quySn ve toan bo cong viec thuoc chuc nang, nhiem vu cua minh.

- Pho trudng ban giup Trudng ban chi dao nhung Imh vuc cong tac,cua Ban do 
Trudng ban phan cong va chiu trach nhiem trade Trudng ban ve linh vuc cong tac 
dupe giao; tra nhung viec Trudng ban uy quyen true tiep cho chuyen vien thuc hien.



2

- Lanh dao, chuyen vien Ban thuc hien cong vice theo chuong trinh, ke hoach 
de ra, can ctr cac quy dinh ciia phap luat, lich lam viec, noi quy, quy che cua co 
quan dan vi dS thuc hien (Tru-ffng hop khong thuc hien dung chuorng trinh, ke 
hoach, lich lam viec; noi quy, quy che cua co quan phdi bdo cdo va duoc su dong 
y cua Truong ban moi duoc thuc hien).

- Lanh dao chuyen vien Ban phai dam bao su thong nhat trong cong tac chi 
dao, moi cong viec do mot ca nhan phu trach, chiu trach nhiem; thuc hien ky luat, 
ky cuang cong vu; cai each hanh chinh, thuc hanh tiet kiem chong lang phi; tuyet 
doi khong gay phien ha doi vdi to chuc, ca nhan va nhan dan.

A r- Dam bao phat huy nang luc, sb trubng ciia can bo, cong chuc; de cao tinh 
chu dong phdi hop cong tac, trao doi thong tin trong giai quyet cong viec theo chuc 
nang, nhiem vu, quyen han quy dinh.

- Duoc dao tao, bdi dubng, quy hoach, luan chuyen, bo nhiem, nang ngach, 
nang luong hang nam va cac che do, chinh sach khac theo quy dinh.

- Duoc cap, bo tri trang thiet bi can thiet dam bao dieu kien lam viec
Dieu 3. The thuc soan thao, ban hanh van ban, su’ dung con dau
Khi tham muu, giup viec cho cap uy va ban hanh van ban chung cua Ban su 

dung the thuc van ban cua Dang theo quy dinh hien hanh. Su dung con dau cua 
Ban Tuyen giao theo dung quy dinh;

CHUO’NG II
TRACH NHIEM VA QUYEN HAN

Dieu 4. Nhung van de tap the ban, thao luan, truoc khi quyet dinh
- Cac chuong trinh, ke hoach, nhiem vu, giai phap cua Ban de to chuc thuc 

hien nghi quyet, chi thi, quyet dinh, ket luan cua Thanh uy, Ban Thubng vu, 
Thubng true Thanh uy va cac nhiem vu khac do Thanh uy giao; thuc hien che do, 
chinh sach ciia Nha nude trong Ban; cac nghi quyet ciia chi bo.

- Cac du thao nghi quyet, chi thi, ket luan, chuong trinh hanh dong, cac bao 
cao, dd an do Ban chu tri trinh Thanh uy, Ban Thubng vu, Thubng true Thanh uy.

- Chuang trinh, ke hoach cong tac nam, cac nhiem vu trong tarn cua Ban, cac 
bao cao 6 thang, bao cao tbng kdt cong tac nam hoac bao cao chuyen de; cac chii 
truong, ke hoach boat dong Ion ciia Ban.

- Kien toan to chuc bo may, chuc nang, nhiem vu; cac quy che, noi quy co 
quan; cong tac quy hoach can bo; dao tao, boi dubng, xet nang bac luong cho can 
bo, cong chuc Ban.

Dieu 5. Trach nhiem, quyen han cua Truong ban
- Trubng Ban la ngubi dung dau Ban Tuyen giao Thanh uy, chi dao, dieu hanh 

chung cong viec cua Ban Tuyen giao Thanh uy va chiu trach nhiem truoc Thanh uy,
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Ban Thuong vu, Thuang true Thanh uy ve cong tac xay dung Dang thuoc cac ITnli 
vuc cong tac Tuyen giao va toan bo boat dong cua co quan Ban Tuyen giao Thanh uy.

- Phan cong nhiem vu va uy quy£n cho cac pho trubng ban, chuyen vien thirc 
hien cac nhiem vu tren cac linh vuc cong tac Tuyen giao va cac nhiem vu cu the. 
Chu tri cac hoi nghi lanh dao Ban; kiem tra, don doc thuc hien chuong tiinh, ke 
hoach cong tac cua Ban.

- True tiep phu trach cong tac chinh tri, tu tudng cua can bo, cong chuc, cong 
tac dbi ngoai; thi dua, khen thuong, ky luat cua co quan va cua nganh Tuyen giao; 
quyet dinh chuong trinh cong tac Tuyen giao thang, quy, nam, nhiem ky Dai hoi.

- Trieu tap, chu tri, k£t luan cac cuoc hop Ban; cac cuoc hqp, hoi nghi chi bo 
co quan, danh gia, nhan xet can bo, cong chuc hang nam theo tham quyen.

- Ky cac van ban trinh Ban Chap hanh Dang bo thanh pho, Ban Thuong vy, 
Thuong true Thanh uy; van ban gui Ban Tuyen giao Tinh uy; bao cao tong ket 
nam, cac van ban nhu: noi quy, quy che, quy dinh,... cua co quan.

- Chi dao di£u hanh boat dong cua Trung tarn chinh tri thanh phd vbi vai tro la 
Giam doc Trung tarn Chinh tri.

Dieu 6. Trach nhiem, quyen han cua cac Pho Truong ban
- Pho Truong Ban tham muu, giup viec chung cho Truong ban. Cung Truong 

ban chiu trach nhiem trudc Ban Chap hanh Dang bo thanh pho, Ban Thuong vu, 
Thuong true Thanh uy ve to chuc boat dong cua Ban theo chuc nang, nhiem vu.

- Co trach nhiem bao cao va chiu trach nhiem trudc Truong ban ve toan bo noi 
dung cong viec dupe giao theo quy che, quy trinh, quy dinh, tien do hoac cac noi dung 
cong viec dupe phan cong theo doi, chi dao. Chu dong chi dao trien khai, kiem tra, 
don doc cong viec phan cong cho can bp, cong chuc do minh phu trach.

- Thay mat Truong ban giai quyet cong viec khi Truong ban vang mat hoac 
uy quyen; ky thay Truong ban cac van ban thupc linh vuc dupe phan cong phu 
trach sau Ichi dupe Truong ban uy quyen.

- Giup Truong ban kiem tra, theo doi, don doc viec thuc hien chuong trinh cong 
tac cua co quan, cua can bp, cong chuc da dupe tap the lanh dao ban thong qua.

- Chu dong phoi hop vdi cac co quan, don vi, Pho Truong ban khac trong giai 
quyet nhung cong viec dupe giao phu trach. Kip thdi bao cao Truong ban doi vdi 
nhung v4n d£ dpt xuat, phuc tap, vupt qua tham quyen dupe giao hay nhung van 
d£ ma cac Pho Truong ban phoi hop giai quyet nhung con cd y kien khac nhau.

- Quan ly, phan cong nhiem vu, danh gia, nhan xet ket qua cong tac hang nam 
cua cong chuc do Phd Truong ban true tiep phu trach.

- Chiu trach nhiem don doc, phoi hop, tong hop, danh gia so ket, tong ket cac 
nghi quy£t, chi thi, k£t luan... cua Trung uong, cua tinh, thanh phd ve nhung linh . 
vuc dupe giao phu trach. Tham gia cac cuoc hop cua Ban Thuong vu, Thuong true 
Thanh uy trong linh vuc true tiep tham muu theo phan cong.

- Chi dao chuyen vien Ban thuc hien nhiem vu theo linh vuc dupe phan cong.
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Dieu 7. Trach nhiem va quyen han ciia chuyen vien
- Chuyen vien Ban co trach nhiem chap hanh nghiem chinh cac chu truong, 

duong loi ciia Dang, chinh sach phap luat cua nha nude; thuc hien cac nghia vu, 
quyen han duoc quy dinh trong Luat can bo, cong chuc; quy dinh cua Ban.

- Chuyen vien chiu su lanh dao, chi dao, dieu hanh va phan cong cong viec cua 
lanh dao Ban. Chu dong nghien cuu, tham num va thuc hien nhiem vu duoc phan 
cong, chiu trach nhiem trudc lanh dao co quan ve tien do, chat luong, hieu qua thuc 
hien cac nhiem vu dugc giao. Co trach nhiem chung trong viec tham gia xay dung 
cac quy che, quy trinh lam viec, ke hoach cong tac cua co quan.

- Chap hanh cac che do thong tin, bao cao; quan ly luu tru ho so cong viec 
khoa hoc va ban giao luu tru ho so quan ly theo quy dinh; co trach nhiem quan ly, su 
dung tai san, phuong tien, trang thiet bi lam viec dugc giao.

- Chuyen vien Ban dugc lanh dao co quan phan cong thuc hien cac nhiem vu 
cong tac theo cac ITnh vuc cong tac Tuyen giao; Phoi hop chat che vdi cac don vi, 
ca nhan trong giai quyet cac cong viec dugc phan cong theo doi. Trong qua trinh 
giai quyet cong viec, neu phat sinh nhung van de moi ngoai pham vi, quyen han 
dugc giao thi chuyen vien xin y kien lanh dao Ban trudc khi thuc hien.

- Dugc dao tao, boi duong nang cao trinh do chuyen mon, nghiep vu dap ung 
dugc yeu cau thuc hien nhiem vu dugc giao.

CHUONG III
NHIEM VU CU THE LANH DAO, CHUYEN VIEN

Dieu 8. Dong chi Truong Ban Tuyen giao Thanh uy - Giam doc Trung 
tam Chinh tri thanh pho (Bi thu chi bo - Thu triccmg co quan)

- Dieu hanh chung moi boat dong cua Co quan; chiu trach nhiem trudc Ban 
Chap hanh, Ban Thudng vu, trudc het la Thudng true Thanh uy ve toan bo cong 
tac cua Co quan Ban Tuyen giao - Trung tam chinh tri thanh pho (goi tat la Co 
quan). Thuc hien Quy che phoi hgp vdi UBND thanh pho trong thuc hien nhiem 
vu phat trien kinh te - xa hoi, giai quyet nhung van de buc xue cua nhan dan.

- Lanh dao, quan ly Co quan thong qua viec true tiep ban hanh cac quyet 
dinh (bang van ban hoqc menh lenh loi not); phan cong phu trach, phan cap quan 
ly va quan tri cac boat dong; chu tri cac hoi nghi cua Co quan; kiem tra, don doc 
thuc hien chuong trinh, k£ hoach cong tac cua Co quan, phan cong nhiem vu cho 
cap pho va cong chuc, chuyen vien phu trach.

- True tiep dim tinh hinh chinh tri, tu tudng, dao due, loi song cua can bo, cong 
chuc cua Co quan; cung vdi chi bo co quan danh gia, nhan xet can bo, dang vien hang 
nam theo quy dinh.

- True tiep phu trach cong tac to chuc, can bo cua Co quan; tham gia y kien 
v£ cong tac can bo cua Co quan theo quy dinh cua Thudng true, Ban Thudng vu,
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cua

Ban CMp hanh Dang bo Thanh pho. Phu trach cong tac thi dua - khen thuong va 
ky luat cua co quan.

- Lam nhiem vu cua Bi tu chi bo, thuc hien nhiem vu do Dang uy co quan 
giao theo quy che lam vice.

- Giu moi quan he cong tac vdi Ban Tuyen giao Tinh uy, trirong Chinh tri 
NguySn Van Cu tinh; vdi Ban Thudng vu Thanh uy, UBND, UB MTTQ thanh pho 
va cac don vi lien quan.

- Lam nhiem vu la cum trudng cum co so Dang so 1; thuc hien nhiem vu khac 
do Thudng time va Ban Thudng vu Thanh uy giao.

Dieu 9. Dong chi Pho Ban Ban Tuyen giao - Pho Bi thir chi bo.
- Ky cac van ban thuoc cac linh vuc cong tac dugc phan cong; thay mat Thu 

trudng Co quan thuc hien cac nhiem vu, ky thay cac van ban, du cac cuoc hop khi 
dupe Thu trudng uy quyen.

- Giup Trudng Ban Tuyen giao kiem tra, theo doi, don doc viec thuc hien 
chuong trinh cong tac cua Ban. Cd trach nhiem tham muu danh gia ket qua cong 
tac hang thang, quy, nam cua cong chuc thuoc linh vuc phu trach.

- True tiep giup Trudng Ban phu trach cong tac chuyen mon ve chinh tri, tu 
tudng, dao due, khoa giao, ly luan chinh tri cu the:

(1) Tham muu, hudng dan trien khai thuc hien cac chi thi, nghi quyet, quyet 
dinh, quy dinh, quy chd, cac dd an, chuong trinh hanh dong, ke hoach cua Thanh 
uy va cac van ban thuoc linh vuc phu trach.

(2) Tham muu to chuc nghien cun, hoc tap, tuyen truyen, quan triet, hudng 
dan trien khai thuc hien cac chi thi, nghi quydt cua Dang khi dupe ban hanh.

(3) Tham muu chuan bi xay dung cac de an, nghi quyet, chi thi, ket luan, 
quy dinh, quyet dinh, quy che, chuong trinh, ke hoach cua cap uy, Ban Thudng vu 
Thanh uy vd cong tac Tuyen giao theo linh vuc dupe phan cong.

r

(4) Tham gia lam giang vidn kiem nhiem Trung tarn Chinh tri thanh pho, 
phdi hop tham muu thuc hien cong tac ly luan chinh tri; phu trach bidn soan Ban 
tin - Hudng dan sinh boat chi bp (Ban tin noi bp Ban Tuyen giao Thanh uy).

(5) Tham muu noi dung, chuong trinh to chuc hoi nghi giao ban cong tac 
Tuyen giao - Khoa giao dinh ky theo quy dinh.

(6) Tham muu xay dung bao cao quy, 6 thang, 9 thang, nam cua Ban Tuyen 
giao. Danh gia, tong hop tinh hinli boat dong hang thang cua cac chi, dang bp 
thuoc cum co sd Dang do dong chi Thu trudng Co quan lam cum trudng.

- Tham muu cho dong chi Bi thu Chi bp chi dao trien khai cac nhiem vu cua 
Chi bp theo dung quy dinh.

- Giu1 moi lien he vdi cac phdng chuyen mon cd lien quan cua Ban Tuyen 
giao Tinh uy, Hoi Phu nu, LDLD, Hoi Ndng dan thanh phd va cac don vi lien quan 
klii cd phan cong.
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Dieu 10. Dong chi Pho Ban Tuyen giao Thanh uy.
- Ky cac van ban thuoc cac linh virc cong tac duoc phan cong; thay mat Thu 

trixang Ca quan thirc hien cac nhiem vu, ky thay cac van ban, du cac cuoc hop khi 
duoc Thu trucmg uy quyen.

- Giup Trucmg Ban Tuyen giao kiem tra, theo doi, don doc viec thuc hien 
chuomg trinh cong tac cua Co quan thuoc 1 inh vuc phu trach.

- True tiep tham muu giup Truong Ban phu trach cong tac chuyen mon: Cong 
tac tu tuong, du luan xa hoi; tuyen truyen, bao chi, xuat ban, van hoa, van nghe, bao 
ve nen tang tu tuong cua Dang, 1 ich su dang; hoc va lam theo Bac, cu the:

(1) Nghien cuu, theo doi, tong hop tinh hinh tu tuong trong can bo, cong chuc, 
vien chuc, dang vien va nhan dan; nhung dien bien tren linh vuc tu tuong - van hoa, 
du luan xa hoi; nhung am muu, thu doan chong pha cua cac the luc thu dich ve linh 
vuc chinh tri tu tuong tren dia ban. Du bao nhung dien bien, xu hubng tu tuong co the 
xay ra, tham muu ve phuong hubng, nhiem vu, noi dung, bien phap giai quyet.

9 X e^-j^AA

(2) Tham muu chuan bi xay dung cac de an, nghi quyet, chi thi, ket luan, quy 
dinh, quySt dinh, quy che, chuong trinh, ke hoach cua cap uy, Ban Thubng vu Thanh 
uy ve cong tac Tuyen giao theo linh vuc duoc phan cong.

(3) Tham muu to chuc thuc hien tuyen truyen mieng, hoi nghi bao cao vien 
cua Dang: Thong tin thbi su, tuyen truyen chu truong, chinh sach theo ke hoach, 
chuong trinh cua cap tren va cua Thanh uy. To chuc, quan ly mang lubi va chi dao 
noi dung boat dong doi vbi bao cao vien thanh pho, tuyen truyen vien, cong tac 
vien tir thanh pho den co sb.

(4) Phu trach chi dao, hubng dan viet tin, bai tuyen truyen (phan ddu gdi 02 
tin, bdi/ thang cho Ban tin, Cong thong tin thanh phan Ban Tuyen giao Tinh uy). 
Tham muu noi dung cung cap thong tin cho bao chi, cac thong tin phuc vu cong 
tac tuyen truyen tren cac phuong tien thong tin dai chung.

(5) Tham muu, hubng dan thuc hien cong tac van hoa, van nghe, du luan xa 
hoi tren dia ban; cong tac doi ngoai, tuyen truyen phan gibi cam moc; cuoc thi viet 
Chinh luan, Giai Bua liem vang (khi cap cd tham quyen trien khai).

(6) Tham gia lam giang vien kiem nhiem Trung tarn Chinh tri; la thanh vien 
Ban Chi dao 35 thanh ph6 - lam Td truong To thu ky giup viec Ban Chi dao 35.

(7) Tham muu trien khai thuc hien Ket luan so 01-KL/TW, ngay 18/5/2021 
cua Bo Chinh tri ve tiep tuc thuc hien Chi thi so 05-CT/TW cua Bo Chinh tri ve 
''Day mqnh hoc tap va lam theo tu- tuong, dao due va phong each Ho Chi MinlC\ 
Chi thi so 16-CT/TU cua BTV Tinh uy va Kd hoach 74-KH/TU cua BTV Thanh 
uy thuc hien cac noi dung tren, gan vbi tham muu thuc hien tot phong trao “Hoc va 

f

lam theo Bac” tren dia ban thanh pho.
- Giu moi lien he vbi phong chuyen mon lien quan cua Ban Tuyen giao Tinh 

uy va cac don vi co lien quan thuoc UBND thanh pho: Cac co quan khoi Tuyen
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truyen, Doan thanh nien, Hoi Cu’u cliien binh thanh pho...
Dieu 11. Dong chi Chuyen vien Ban Tuyen giao Thanh uy.
Giup lanh dao Co quan trong cong tac chinh tri, tu tubng, van hoa - du loan 

xa hoi; tuyen truyen cong tac hanh chinh, tong hop; boat dong BCD 35 thanh pho.
(1) Ve cong tac chinh tri, tu tuang, van hoa - du Juan xa hoi, hoqt dong BCD 

35 thanh phd; cong tac thong tin dot ngoqi,..
- Theo doi, tong hop tinh hinh tu tudng trong can bo, cong chuc, vien chuc, 

dang vien va nhan dan, nhung dien bien tren linh vuc tu tudng - van hoa, du luan 
xa hoi; nhung am muu, thu doan chdng pha cua cac the luc thu dich ve linh vuc 
chinh tri tu tudng tren di a ban. Du bao nhung dien bien, xu hudng tu tudng cd the 
xay ra, tham muu cho lanh dao Ban ve phuong hudng, bien phap giai quyet.

- Tham muu de xuat lanh dao Ban cac de an, nghi quyet, quyet dinh, chi thi, 
quy dinh, quy che cua Thanh uy, Ban Thubng vu Thanh uy va cac van ban cua Ban 
Tuyen giao Tinh uy chi dao, dinh hudng ve cong tac chinh tri, tu tudng, van hoa - 
du luan xa hoi.

- Tham muu thuc hien cac hoat dong cua Co quan thubng true, bo phan giup 
viec BCD 35 thanh pho, la thu ky giup viec BCD 35 thanh phd; duy tri hoat dong 
cua doi ngu cong tac vien BCD 35, dpi ngu cong tac vien dieu tra du luan xa hoi; 
tham muu cac bao cao cua BCD 35 theo yeu cau; tham muu trien khai cong tac 
dieu tra du luan xa hoi theo chi dao cua cap cd tham quyen dung quy dinh.

- Tham muu trien khai cong tac doi ngoai, tuyen truyen phan gidi cam mdc 
khi cd hudng dan chi dao cua cap tren.

(2) Ve cong tac hanh chinh - tong hop
- Tham muu, giup viec cho lanh dao Ban xay dung chuong trinh, ke hoach, 

lich cong tac thang; cac quy dinh, quy che va cac van ban giai quyet cong viec dot 
xuat cua lanh dao Ban.

- Tbng hop tinh hinh hoat dong cua can bo phu trach cong tac Tuyen giao co 
sb; Tong hop bao cao hang thang cua Ban Tuyen giao Thanh uy.

- Phoi hop chu^n bi tai lieu, van ban phuc vu cac cube hop cua lanh dao Ban, 
cac hoi nghi do Ban chu tri, cac hoi nghi phbi hop vdi cac don vi lien quan va cac 
hoi nghi do Thubng true Thanh uy chi dao.

- Tham gia y kibn vb thd thuc van ban cua cong chuc chuyen mon trudc khi 
trinh lanh dao Ban ky hoac trinh BTV, Thubng true Thanh uy ky, phat hanh. Thuc 
hien nhiem vu cong tac van thu, luu tru, cong tac bao ve bi mat cua Ban.

- Tham muu ddn tibp khach den lien he cong tac; theo doi tai san cac phdng 
lam viec cua Ban; hubng dan viec thuc hien cac che do, chinh sach doi vbi can bo, 
cong chuc Ban theo guy dinh.

- Tham muu giup dong chi Truong Ban tbng hop cong tac thi dua - khen 
thubng va ky luat cua co quan.
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- Giup lanh dao Ban ti^p dan va d£ xuat hudng giai quyet dan thir, kien nghi 
cua cac to ch de, cong dan lien quan den nganh (neu co).

- Xay dung dir thao cac thong bao, ket luan cac cuoc hop theo sir chi dao cua 
lanh dao Ban.

(3) Ve cong tdc Itch su dang
- Tham mini lanh dao Ban huong dan va kiem tra, giam sat viec bien soan 

lich sir dang bo, lich sir truyen thong cac nganh, doan the thanh pho va chi, dang bo 
true thuoc thanh uy.

- Nghien cuu, tham muu, de xuat cac van ban cua Ban Tuyen giao; du thao 
thdm dinh cac d£ an, y ki£n cua Ban Tuyen giao tham gia voi cac co1 quan Dang, 
Nha nude, to chuc doan the cua thanh pho lien quan den cong tac lich su Dang.

- Tham muu hudng dan cong tac suu tarn, bien soan, tuyen truyen, giao due 
lich su dia phuong, don vi cd to chuc dang true thuoc Thanh uy.

(4) Ve cong tdc tuyen truyen
- Dinh ky thuc hien viec theo doi, giam sat thudng xuyen cong tac tuyen 

truyen cd dong true quan tren dia ban, tong hop bao cao lanh dao Ban.
- Tham muu danh gia boat dong, nghien cuu, de xuat phuong hudng, giai 

phap tren ITnh vuc Tuyen truyen; dinh hudng chinh tri, tu tudng va kiem tra noi 
dung thong tin cua cac co quan thong tin tuyen truyen d dia phuong.

- Tham muu noi dung thong tin cung cap cho bao chi, cac thong tin phuc vu 
cong tac tuyen truyen tren cac phuong tien thong tin dai chung khi cd yeu cau.

CHUONG IV
CHE DO LAM VIEC, THONG TIN BAO CAO, DI CO SO

Dieu 12. Che do lam viec

- Lanh dao co quan chi dao cong viec cua co quan thong qua chuong trinh, ke 
hoach cong tac, cac ket luan hop lanh dao co quan, ket luan hop giao ban va ve 
nhung cong viec dot xuat. Trudng ban dieu hanh, giai quyet cong viec thong qua 
cac Pho Trudng ban va cac chuyen vien.

- Khi Trudng ban di v^ng thi uy quydn cho mot Pho Thu trudng ban dieu 
hanh, giai quydt cong viec thudng xuyen cua co quan va thong bao co quan biet.

- Ban Tuyen giao Thanh uy hop dinh ky it nhat 01 thang mot lan, hop dot xuat 
khi cdn. Trudng ban va can bo, cong chuc duqc phan cong phu trach cac ITnh vuc 
cd trach nhiem chuan bi noi dung ve nhung van de cd lien quan duoc phan cong 
phu trach dd bao cao, dua ra thao luan tai cudc hop. Ngoai cac cuoc hop dinh ky, 
lanh dao co quan cd the hoi y dot xuat de trao ddi thong tin, thong nhat mot so noi 
dung cong viec theo yeu can Thu trudng co quan.

- Can bd, cong chuc thuc hien thdi gian lam viec hanh chinh theo quy dinh 
cua Bd Luat lao dong va theo quy dinh cua co quan cong tac; khi vang mat phai
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xin phep, bao cao lanh dao co quan. Ngoai ra theo yeu can nhiem vu, lanh dao co 
quan co the yeu cau can bo, cong chuc trong co quan lam them gio, ngay nghi, 
ngay le de dap ung yeu cau nhiem vu.

Dieu 13. Che do thong tin, bao cao, di co’ so
1. Che do thong tin, bao cao
- Ban Tuyen giao thuc hien che do bao cao dinh ky hang thang, quy, nam va 

dot xuat theo quy dinh.
- Lanh dao Ban Tuyen giao chiu trach nhiem chi dao tong hop, bao cao ITnh 

vuc cong tac dupe giao phu trach.
- Can bo, cong chuc thuc hien nhiem vu dupe phan cong co trach nhiem 

giai quyet cong viec dupe giao va bao cao tien dp, ket qua thuc hien nhiem vu 
dupe giao vdi pho trudng ban phu trach hoac truang ban giao nhiem vu true tiep.

2. Che do di co’ so’
- Lanh dao Ban phan cong can bp, cong chuc co quan theo doi cac chi, dang 

bp co sb trong viec thuc hien chuc nang, nhiem vu va cum co sb dang dupe giao 
theo doi. Can bo, cong chuc di co sb du cac cube hop cap uy co sb, sinh boat chi 
bp true thuoc Dang uy co sb theo dinh ky hoac dpt xuat klii can; thuc hien che dp 
thong tin bao cao vbi lanh dao co quan trudc va sau khi di co sb.

- Can bo, cong chuc dupe phan cong theo doi co sb co trach nhiem hubng 
dan, theo doi, don doc co sb thuc hien tot cac nhiem vu cong tac Tuyen giao.

Dieu 14. Che do tu phe binh va phe binh, danh gia can bp, cong chiic va 
cong tac thi dua khen thuong hang nam

- H&ng nam, tap thS lanh dao co quan tien hanh kiem diem viec to chuc thuc 
hien chuong trinh, ke hoach cong tac cua co1 quan, cac nhiem vu dupe Thanh uy, 
Ban Thubng vu, Thuong true Thanh uy giao.

- Cac dong chi lanh dao co quan tu phe binh va phe binh trong tap the lanh 
dao va chi bp co quan. Lanh dao co quan phoi hop gpi y nhung noi dung can thiet 
phai kiem diem.

- Thuc hien ch6 dp nhan xet, danh gia, x£p loai can bp, cong chuc hang nam, 
gan vbi tu phe binh, phe binh trong ky tong ket cong tac nam cua co quan va chi 
bo co quan; tb chuc kibm diem, rut kinh nghiem thuc hien nhiem vu hang thang, 
quy, nam hoac khi co yeu cau cua lanh dao co quan va theo quy dinh.

- Cubi nam, moi can bo, cong chuc dbu phai co ban tu kiem diem cong tac 
cua ca nhan tren co sb chuc trach, nhiem vu dupe giao; trong nhung trubng hop cu 
the, lanh dao co' quan phbi hop vbi Chi bp thong nhat gpi y vbi can bb, cong chuc 
ve nhung nbi dung phai lam rd.

- Cong tac thi dua, khen thuong va ky luat dbi vbi can bb, cong chuc thuc 
hien theo Luat can bp cong chuc, Luat thi dua khen thubng, quy dinh khen thubng 
cua tinh va quy che thi dua khen thubng cua thanh phb.
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phan anh ve lanh dao Ban xem xet bo sung, sua doi cho phu hop./.

fqSG SAX]?

r

Hoang Quoc Trung

Dieu 15. Che do bao mat
Can bo, cong chuc trong co quan phai chap hanh nghiem chinh quy dinh cua 

Dang, Nha nude ve bao dam an toan, an ninh thong tin va bao ve bi mat nha nude.
CHlTONG V 

DIEU KHOAN THI HANH 
Dieu 16. To chuc thuc hien
- Quy che nay cd hieu lire tu ngay ky ban hanh.
- Can bo, edng chuc Ban Tuyen giao Thanh uy cd trach nhiem thuc hien 

nghiem tuc cac quy dinh tai Quy che nay.
- Trong qua trinh thuc hien, noi dung nao chua phu hop, can bo, cong chuc
-I A , 4 T-, ’ ’ 1 - J - • 1 I ' 1 /

LUONG BAN

Vs-A 
j * 11 »

Hj .

Noi nhan:
- Ban Tuyen giao Tinh uy (b/c),
- Thuong true Thanh uy (b/c),
- HDND - UBND Thanh ph6,
- Cac phong chuyen mon BTG Tinh uy,
- Cac Ban XDD, Van phong Thanh uy, TTCT TP,
- Khoi MTTQ va cac to chuc CT-XH thanh pho,
- Cac chi, dang bo true thuoc,
- Luu LD,CV Ban.
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