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guyen Thinh 

UBND THANE! PHO HA NOI 	CONG HOA XA HOI CHU NGHTA VIeT NAM 
QUY-  DAV TUPHAT TR1EN THANH PHO 	Dc 14p - Tty do - H3nh phtic  

SO: AS3 /QD-QDTPT 	 Ha Nai, ngay .24 thang,10 nam 2023 

QUYET DINH 
viec ban hanh Quy che lam viec cfia QuyDAu fir pith Id& Thinh IMO 

TONG GIAM DOC QUI MU TIC PHAT TRIEN THANH PHO HA Ned 

Can ar Quyit dinh so 418/QD-UBND ngay 21/01/2017 clia UBND thanh 
phd Ha Not vj viec td chirc iqi Qui7 Ddu tit phat triên thanh phe Ha Nal tren co 
sã hop nheit Q107 Mu tic phat triEn thanh pho' Ha Nai, Quy" Phat triln ddt thanh 
pho Ha NOi va Qup 13cio ve mai throng trite thuac So. Tài nguyen va Mai trizerng; 

Can cif Quyat clinh so' 08/2023/QD-UBND ngay 25/5/2023 cua UBND 
thanh phe Ha No ve. Wee ban hanh Di'Eu re to' char va hoot ("Ong caa Quji-Ddiu tie 

phat triEn thanh pha Ha Neil; 
Can dr Quyit dinh sa 16/2021/QD-UBND ngay 15/9/2021 cilia UBND 

thanh phis' Ha Nai vI viec ban heinh Quy chl lam vrec czia UBND thanh pha Ha 
Noi; 

Theo dl nghi cua Trtrang phang char - Hanh chinh, 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh nay "Quy che lam viec cüa Quy 
Du tu phdt then Thanh ph6". 

Dieu 2. Quyat dinh nay c6 hieu lye Ice t& ngay Icy va thay th'e Quyet dinh 
s6 189/QD-QDTPT ngly 25/12/2018 dm Quy Dâu tu phdt trien Thanh ph() ve 
viec ban hanh Quy che lam viec ena Quy Du tu phat trien Thanh ph& 

Dieu 3. Ban Gidm doe, TruOng cac phOng va toan th'e vien chin, nguei lao 
dOng cUa Quy Du tu phat trien Thanh ph6 va cac t6 chirc cá nhan c6 lien quan 
chiu nth nhiem thuc hien Quy the nay./. iv  



UBND THANH PH6 HA NO' 	CONG HOA X 'A ROI CHU NGHIA VItT NAM 
QUI DAR TI]' PRAT THAN THANH PRO 	Dec lap - Tv do - Ildnh phtic 

QUY CHE LAM VICC 
CIJA 	DAU TI! EFIAT THAN THANH P116 HA NO! 

(Ban hanh kern theo Quyit djnh s64c/QD-QDTFTngàyJ34Mng Oncim 2023 
act Qu9Dáu tit ph& &ten thanh pile HO NOV 

Chturng 
NHUNG QUY DlINH CHUNG 

Dieu 1. Ph3m vi, dei tuerng áp dung 

Quy che nay,  quy dinh ve' nguyen the, eh e de, trach nhiem, lei lam 
vice, trinh Ar gidi quyet Gang viec, quan he ding tic va che de bdo can, hei h9p, 
tiep Ichach tha Quy DAu tu phat trien thanh ph6 Ha Nei (sau day g9i tat la Quy). 

Todn the can be, vien chirc, nguoi lao deng tha Quy vd the tO chfre, cá 
nhan co quan he thing Mc vài Quy c6 Welt nhiem thue hien Quy che nay. 

3;  Hodt deng tha Hei dng quan 13? vd Ban Kiem soat dugc thuc hien theo 
Quy che rieng yd. Ichong thue hien theo Quy che nay. 

Dieu 2. Nguyen tic lam viec 

Quy lam viec theo the dO thAm quyan rieng, ket hgp trach nhiem cUa 
tdp the Lath eddo voi trach nhiem cá nh'dn cüa TOng Giarn ctic, the Pho T8ng 
Giam dee, Ke todn twang va can be, viên chirc, ngueri lao deng. Mgi hodt dOng 
eüa Quy phdi titan thA ck quy dinh cüa phap ludt va su l'Anh dao, chi dao cüa 
Thanh Ay, Hei deng than clan, UBND Thanh phi!, vd Hei deng quan 15r. 

M8i thong viec chi giao cho met ngued phu trach yà chiu trdch nhiem 
chinh xuyen suet, dam bào nguyen the: "Mat dclu mot - mat viec xuyen suot"; 
neu nhiem vi giao cho phOng thi Truong phong phdi chiu trach Orem chinh; 
thue hi'en phucmg chAm 5 re: "125 ngufri, ra viec, ra trcich nhiem, it quy trinh, 
rii hieu qua". 

Vin chirc, ngubi lao Ong gidi quyet cOng vice theo ding chat natig, 
nhiem vu, quyen hart va trial nhiem dirge phdn c6ng; tudn thU ding quy dinh, 
quy trinh, guy che tha Quy vd quy dinh eUa phdp ludt. 

Bdo ddm yeu eau phei hgp c8ng Mc, trao dei thOng tin trong gidi quyet 
c6ng viec và trong mei hoat deng theo chirc rid/1g, nhiem vv, quyen hart tha mei 
pheng va cá than theo quy dinh hie'n hanh. 

Dam bdo tinh he thong, cap duai phuc tAng cAp tren. Vien chirc va 
ngutri lao deng phdi chiu nth nhiem ye cling viec dirge giao; Trueng pheng 
ehju trach nhiem ve nhiem vt; dirge phan cOng. linh we phi; trdch; phi:5 TOng 
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Giam doe chiu trach nhiem cá than twee Teing Giam doe va ding vei thanh 
vien khac trong Ban Giam doe chiu trach nhiem tap the vet boat dOng càa Quy 
tor& Thanh Ay, HOi (tong nhan dan, UBND Thanh phi') va HQi ding quan l. 

Dam bao dan chit, tap trung thang nhat, gia gin su doan k'et nham phat 
buy sue manh oda tap the Bang Ay, lath dao Qu9, lanh dao phOng trong thirc 
hien nhiem vv. Thuc hien cai cach hanh chinh, dam bao ding khai, minh bach, 
kip thei va hieu qua. Thirc hien ph'an cap, fly quyen theo quy dinh cUa phap luat. 

Thuc hien thing qur dinh cUa Dang ve &Ong tac bao v chinh tri noi b0 
va quy dinh càa phap luat ye bao v bi mat nha wee, ye quan he, tie xfic vei to 
chuc, cá nhan nuec ngoai, di c8ng tac nude ngoai, di nuec ngoai ve viec rieng 
oh can bi), vien thee, lao dong thuOc Quy. 

Chucvng H 
IRACH ?MEM, PHAM VI, CACH THirc Gal QUYET CONG VOX 

vA QUAN HE CONG TAC 

Dieu 3..Trach nhiem, pham vi giai guy& cong viec 

Quy giai quyet cong viec theo chec nang, nhiem vi va quyen han &roc 
quy dinh tai Nghi dinh so 147/2020/ND-CP ngay 18/12/2020 dm Chinh phà ye 
to chi:re và boat d'Ung cua Quy dau tu phat trien dia phuong; Quyet dinh so 
08/2023/QD-UBND ngay 25/5/2023 càa UBND Thanh phO ye viec ban hanh 
Dieu le tO chfre va boat dong cfra Quy va cac quy dinh khac lien quan truc tiep 
den to chile va hoat dOng cUa Quy. 

Dieu 4. Trach nhiem, ph3in vi vl each that giii quyet cang viec cM 
Teng Giant dec 

1. Pham vi, trach nhiem gig quyet cling viec cita Teng Giam dee 

Wing Giam doe chlu trach nhiem thuc hien day dà cac nhiem vu quyen 
han dirge giao theo quy dinh tai Dieu 12 Nghi dinh so 147/2020/ND-CP ngay 
18/12/2020 dm Chinh phil; Dieu 17 Quyet dinh so 08/2023/QD-UBND ngay 
25/5/2023 cM UBND thanh phe Ha NOi; cac quy dinh khac lien quan true tiep 
den to Ghee va hoat dOng cM Quy; cac Quy che boat dung dirge HØi dOng quan 
11 ban bath. 

Tong Giam dee la ngtrai dai din theo phap luat càa Quy, chiu trach 
nhiem tru6c US/ ban than dan thanh pho Ha N0i, HOi thing quan ,l1 va trtrec 
phap luat ye toan b0 heat dOng càa Quy; lath dao  toan din va dieu hanh cac 
boat dOng eM Quy theo chuong trinh, ke hoach da de ra... theo quy dinh. 

2. Cfich thtit giii quyet cling viec ciia Teng Clam etc: 
a) Tn,rc titp hoe phan Gong, Ay quit Ph6 Tong Giam dec gitp Ring 

Giam (Mc theo &di, chi dao, xir 11, giai quyet va quyet dinh cac ding viec thuOng 
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xuyen theo tUng rinh nrc cling tac cM Qu'y theo quy dinh phap luat va Quy che 
nay. 

Trong trutmg hap xot thay can thiet do tinh chat, mire dt) quan tr9ng, cap 
bach cia cOng vic, Tong Giám d6c c6 the trvc tiep chi dao giii quyet doing  vic 

da phan deg, uy quyen cho Ph6 Tong Giam dac. 
Khi yang mat vá nu thay can thiet, Tong Giant citic Uy quyen cho mOt 

Ph6 T6ng Giam doe thay mat giE guy& ck ding viec cfra ca quan. 

Khi Ph6 TOng Giam doe vang mat thi Tong Giam d6c trvc titp hoc phan 
c8ng mOt Ph6 Tong Giam doe khk x1119 ding viec c/a phan c6ng cho Ph6 Tong 
than doe do. 

Tn:rc tiep than clu hoc phan ding Ph6 Tong Giam doe thay mat Quy 
h9p, lam viec vol lanh dao ca quan, t6 chirc, cá nhan c6 lien quan. 

Cac each thirc khk theo quy dinh cria phap luat va quy dinh tai Quy 
che nay. 

3. Ping Giant oliSc trip tip xem xet, k duy?t cfic loai vfin bin sau 
Gay: 

Quy dinh, quy trInh, huang 	ck hoat dOng chuyen mon, nghiep 
vu cfra Quy. 

Cac van ban, bao cao trinh gui Thanh ph6 (bao gem: Bao cao thang, 
qu9, 6 thang, 9 thang, nam, caz chuyen de c6ng viec), cac ke hoach, chucmg 
trinh caa Quy. 

Cac quyet dinh nherng van de ve chfr twang, bin phap quan tong hoac 
c6 ,tinh nguyen tac; nhcmg van de mai phat sinh; nhang van de nhay cam, dOt 
xuat xay ra... gay anh Sang den hoat dOng cüa Quy. 

Cac van ban de quyet dinh, chi dao, giai quyet ck ding viec thuOc rinh 
vim Ding Giam dOc true tiep phi tech. 

d) Ck van ban giai quyet nhfing van de quail tr9ng lchk. 
. Bleu 5. Trich nhiem, pham vi vi each thin giãi quyet ding vit'c cüa 

Phi Tting Gifim dim 
1. Pham vi, trach nhiem gifii quyet cling vitic ctia Phi Tling Giim diSc 

Ph6 Tang Giam dew chiu trach nhiem thirc hien day dir cac nhiem viz 
quyen han duqc giao theo quy dinh tai  Khoan 1, Dieu 13 Nghi dinh sO 
147/2020/ND-CP ngay 18/12/2020 cM Chinh phri; Dieu 18 Quyet dinh s6 
08/2023/QD-UBND ngay 25/5/2023 crla UBND thanh ph6 Ha NOi. 

PIth T6ng Giam d6c duqc Ring Giara doc phan deg phu trach mOt s6 
linh virc  cong tac cM Quy, duqc six dung quyen han cM Tong Giam doc de chi 
dao thve hien, giai quyet ding viec; c6 trach nhiem trien khai cac ding viec, 
nhiem viz  ducc giao den ket qua cued cUng va phai bdo cao yeti Tong Giant dec. 
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Ph6 TOng Giam doc chiu trach nhiem tnr6c Tong Giam dOc, HOi &Ong 
quan 1 va trugc phap luat trong pham vi nhiem vv dugc giao. 

Pho Ding Giarr,i dOc chU dOng giai quyet ding viec duce phan c8ng; 
trong tnremg hgp can thiet kip thgi bao cao xin kien eta TOng Giam doe; trong 
thoc thi nhiem vii, neu c6 van de lien quan den nth wc cad Pho Tong Giam dOc 
khde thi bye tiep ph8i hgp de giai quyet. 

, 	Throng help giaa cac Pho Tong Giam doe con co 9 kien khae nhau tin Pho 
T6ng Giam doe chñ trl giai tquyet deg viec do phai tham muu, bao cao Tting 
Gam dOc xem xet chi dao de trien lchai thoe hen. 

2. Cfich these giii quyet cling viec ella Hui Ding Giant dec 

De xuat vài TiOng Giam doe cac chU tnrong, phuong thire, giai phap 
tang euerng hieu qua ding tdc chi dao, quan 1 dm Quy doi vOl cac 111th we c6ng 
tie duce phan ding. 

Chi dao cac ph6ng lay dkmg kt hoach, tó chile trien khai, don doe kiem 
tra viec thoc Men cac chfi twang, chi dao, ke hoach, chic nang, nhiem vothuOc 
linh vrc cong tac,dugc Tong Giam doe phan cling hoc cac c8ng viec co the khde 
do Tgng Giam d8c giao; bao cao, de xuat vad T6ng Giam doe nhang van de can 
süa d6i, b6 sung. 

Chll trl xir 19, giai quyet nhang vAn de can phoi hyp giaa cac phong 
trong pham vi duce phan cong. 

Thuang xuyen theo dOi va xfr 1 cac van a cp the' thuoc lilt we 
phi:mg dugc phan &Ong pho trach; giai quyet cac van de phat sixth hang ngay 
thuee rinh voc, pham vi minh pho trach. 

d) Tham gia kin, trao dOi, thao luan dOi yeti nhfing vAri de Tong (ham 
Mc dua ra hgp tap the Lath dao Quy. 

Thay mat TOng Giam doe k9 cac van ban &Si vgi eac nhiem vo dugc 
giao khi duce Tong Giam d8c phan c6ng va cac van ban khac khi dirge ay 
quyen. Coe van ban nay dugc phat hanh vá giri Tong Giam dOc de bao cao; 

g) ChAp hanh va thkre hien nhang c'Ong viec khac do TOng Giam Mc giao 

Dieu 6. Trach nhiem, phnnt vi grail quyk ding viec cüa Tru'&ng phong 

1. Trach nhiem va pham vi giai quyet cong viec cUa cac Tnrang phong: 

, 	a) Tnreng pheas chiu trach nhiem truge TMg Giam Mc, Pho Tong (ham 
doe pho trach troc flop va trugc phap 101 ve thoc hien chirc nang, nhiem vii, 
tham quyen, Dinh we dugc giao; ke ca khi dä phan c6ng hoc ay quyen cho ph6 
Twang phOng thl Twang phong phai lam het trach nhiem ca than, Ichong ne 
tranh, dun day trach nhiem, khong ehuyen cong viec thuOc nhiem vo, tham 
quyen cad ,minh len Tong Giam doe, Ph6 TOng Giám doe pho trach troc tiep 
hoac chuy8n cho phi:mg lchac; Ichong giai quyet conf viee thuOc chic nang, 
nhiem viii cM pheing khac. Neu giai quyet khong kip tien dei quy dinh hoe chin 
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thoc hien dugc phai kip tired bao cao re IY do. Doi vei ode bao cdo cüa phong, 
Truemf phOng phal thong qua nOi dung bap cdo truec khi trinh Tang Giam doe, 
Ph6 Tong Giam doe. 

Chit Ong trien khai thoc hien cong viec thuOc chirc nang, nhiem vi, 
quyen hon duce giao; thutrng xuyen kiem tra, bao can Tang Giam doe, Ph6 
Tang Giam Mc pho trach troc tip ye ket qua thoc hien nhiem vii; Tnrang hop 
vugt qud tham quyen dirge giao can bao cao xin kien T8ng Giam Mc, Ph6 
Tong Giam dOc phiz trach ye hueng giai quyet. 

Troc tiep quan Jyc  vien chec, ngtxtri lao deng trong phOng; phin cong 
Gang viec hgp ly, phil hop vei trinh do, nang loc de vien chec va ngtrei lao dOng 
hoan thanh t8t chile trdch, nhiem vv  dugc giao; chap hanh nghiem chinh k luat 
Lao &Ong. Chi doo vien chirc, ngtrei lao deng trong phOng xay &long va thoc hien 
ke hooch cong tic than, thang:  quy vá eá nam Ho dam c6 chat hrong, dung tiled 
gian quy dinh. Hang thang to chirc danh gia chat luong vien chirc, ngutri lao 
dung theo piton cap. 

Tham gia de xuat kien ye nhimg ding viec chung cna,Quy vá thoe 
hien mOt so cong viec co the theo phan cong cna Tang Giam Mc, Ph6 Tang 
Gidm dOe pho trdch troc tiep. 

d) Phoi hop chat che voi cdc phOng trong Quy de thoc hien ck nhiem vo 
duct giao. Tham gia kien vei the phi:mg khac de xir l cdc van de thuOc chile 
nang, nhiem vii; chn dOng, kip tiled tham gia kien theo trdch nhiem cüa phong 
dOi vei nheng vAn de, ck you can dOt xuat ma Tang Giam Mc, Ph6 Teng Giam 
dOc giao. Neu c6 van de chua thong nhat, mei phat sinh thi kip thei bao cdo 
Tong Gidm Mc, Ph6 T6ng Giam Mc quyet dinh. 

Truieng hop can thiet, Tong Giam d'Oc c6 the chi do° true tiep §iai quyet 
cong viec ena ck phOng thuOc l'inh vire da phan cong cho cdc Ph6 Tong them 
doe pho trkh troc tiep; sau khi thoc hien xong, Truerng phOng 05 tacit nhiem 
bdo cdo loi Ph6 TOng Giam doe pho trdch trot tiep. 

g) Duot ky thin uY quyen met 0 van ban trong twang hop duce Tang 
Giam Mc try quyen, theo thin gian nhat dinh vd ban cdo Tong Gidm dOc thong 
qua twee khi ky. 

2. Trach nhi'em yá phom vi giái guy& cong viec cna Trtheng phOng TO 
chirc - Hanh chinh 

Tatting phOng TO chirc - Hart chinh c6 trach nhiem thoc hien day dir the 
quy dinh ye trial nhi'em vi quyen hon nhu ck Tartmg phOng khac, ngoai ra, 
phai thoc hien ck nhiem vo sau: 

o) Dinh kY (hanf tu'an, thang, quy, 6 thang, nam) bao cap Tang Giam Me, 
PhO' Tong Wm doe ye nhang nOi dung sau: Ket qua cong tdc theo dOi, don doe, 
kiem tra cdc phong trong viec thge hi'en chec nang, nhiem vçi duct giao. 
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Giitp Tang Giam dac giam sat viec thvc hi'en duy ti-I, chap hanh cac nai 
quy, quy che ala ca quan. 

De xuat voi Tang Wm Mc nhimg van d'e chuyen mon can giao cho 
cac phang nghien ciru, xay citing trinh Tang Giam doe, Ph6 TOng Giam Mc. 
Truyen dat, theo dOi, don doe cac phi:mg thtrc hien cdc quyet dinh, ket luan cita 
Trung uang, Thanh pho, Hai ding quan ly, Dang us', Ban Giam Mc. 

Thuang true cac Hai dang va tharn mtru giop viec Tang Giarn dac, Ph6 
Tong Giam Mc ye nhiem vix, quyen han cac Hai dong thuac trach nhiem tham 
muu cita phang To chirc - Hanh chinh. 

Thtrc hien nhiem vii phat ngon cüa Qu'9, Tong Giam die; 

g) Dugc k.3? cac van ban thira lenh: Thong bao, GiAy gieci thieu... cUa 
Tong Giam doe ve viec nhac nher, don Mc the phang,  thvc hien chucmg trinh 
cling tac, chi dao, ket luan cUa Tong Giam dick, Ph6 TOng Giam doe; xac nhan 
giay giai thi'eu quan h cong tac yeti cdc ca quan va theo ny quyen cita Tang 
Giam Mc. 

Dieu 7. Trach nhim, pham vi giai quyet cong viOc cüa Ph6 Truifrng 
phong 

Ph6 Tnrang phOng la ngtrai giáp viec Twang phong theo deli, chi dao, 
dieu hanh mat s8 nhiem,  vi cUa phimg theo sty phan tong dm Twang phOng; 
dugc ity quyen giai quyet cong viec khi Twang phimg yang mat. Ph6 Tnrang 
phong phai th'Ong qua Truemg phOng v nai dung cac bao cao twee khi trinh 
Tang Giam doe, Ph6 Tang Giam Mc. 

, 	Twang hop 5,  kin cita Twang phong va Ph6 Truang phong khemg thOng 
nhat; Ph6 Twang phOng thvc hien theo,  chi dao cña Tnrang phOng va dugc 
quyen bao hru kien bang van ban gin Tang Giam d6c, Ph6 Tong Giam dick de 
xem xet, quyet dinh (kern theo bien ban lam viec giira PH, Twang phOng va 
Twang phOng). 

Chiu trach nhiem truac Tang Giam doe, Ph6 TOng Giam doe, truac 
Twang phang va tstrac phap luat ye c8ng viec duce phan ding. 

Pho Twang phang chit dang hien khai thvc hien cac nhiem vi dugc 
phan °Ong; bao cao thuang xuyen, kip thai voi Throng phong ket qua thtrc hien 
theo chile trach, nhi'em vi dugc phan deg. 

Quan 1, chi dao, theo dOi, don doe, kiem tra, danh gia cong vice cita 
vien chirc, nguai lao clang trong phang thuac linh vrc cong tac dugc phan c6ng 
pho trach. 

Dieu 8. Trach nhiOnt, pham vi giai quyet ding viOc ctia vien chat, 
ngutri lao dOng 

1. Phai than tha nghiem chinh quy dinh phap luat ala nha nuac; cac the 
do chinh sach; quy che, quy trinh nghiep vçi, quy dinh ala ca quan; dam bao 
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trach nhiem ca nhan ea lien quan den nhiem vu chuyen mon nghiep vv. duqc 
giao. 

Kh8ng duqe lam nhAng viec cArn theo quy dinh eüa Luat viên chire; 
chiu trach nhiem Walk phap lut, truac lanh dao phong, Tong Giant doe, Ph6 
TOng Giam dOc yE cong vie duce phan cang. 

Trong khi dive hien nhiem vu, vien chirc va ngtred lao dOng phvc timg 
sr chi dao, phan cling ctia Lath dao phong; de xuat giai quyet ding vi'ec duqc 
giao theo ding nguyen tac, che dO hien hanh va dung thai gian quy dinh. 

Truang hop 5T kien caa Lanh dao phOng va vien chire, ngtrei lao dOng 
lchong thong nhAt thi vien chic, ngtr6i lao Ong do thue hien theo kien chi dao 
eüa Lanh dao phOng va ducce,quyen bao km lcien bang van ban gin len T6ng 
Giam Mc, Ph6 T8ng Giam doe de xem xdt, quyet dinh (kern theo bi'en ban lam 
vice giita Lanh dao pheng vá vien ehüe, nguai lao &Ong) 

Khi dirge giao nhiem vv. phOi hop thuc hien theo chire trach, nhiem vi 
throe phan ding: KhOng nd tranh, lchfong dim day trach nhiem, kitting chuyen 
cling viec thuOc nhi'em vu cUa minh cho ngu6i lchae... 

Dieu 9. Quan h cling tfic gitra Teng Gam clOc v6i cac Ph6 TOng 
Giant dee; giita the Ph6 Tong Giam doic 

, 	1. Ngoai 111th we dirge phan c8ng phu trach, khi c6 you eau, nhiem vn dOt 
xuat, uhftng van de mei nay sinh, TOng Giant Me Ay quyen cho Ph6 TOng (lam 
doe thut hien cac ding vie d6. 

2.,Cac Ph6 Ring Giam Mc phai ehü d'Ong phOi hop chat che voi nhau de 
giai quyet c6 hieu qua ding viee theo nguyen tac: 

Nhang cong,viec thuOc linh we do Ph6Ong Gam Mc nao phi; trach 
thi Ph6 TOng Giam doe M chiu trach nhiem giai quyet den ket qua cuOi cong. 

Pho TOng Giam doe phu trach cac l'inh we c8ng tac c6 tacit nhi'em 
tham muu, de xuAt truck khi dua ra xin 3",  kien T8ng (lam docc hoac tap the Lanh 
dao Quy. 

Khi Tong Giam doe dieu chinh sir phan Gong nhiem vv giita cie Ph6 
TOng Giam Mc thi cac Ph6 Ping Giam Me phai ban giao nOi dung cling vice, 
h8 so, tai lieu lien quan bang bien ban va bao cao T8ng Giam doe bang van ban. 

Dieu 10. Quan h cling tac gicta TOng Giam dOc, Pho Ping Giam dac 
voi cac Phong 

Cie phimg chiu su chi dao, dieu hanh eüa tong (lam doe, Phi!, TOng 
Giam Me theo chat nang, nhiem w dirge giao va Quyet dinh phan cling nhiem 
vu Ban (lam doe. 

Throng pheng/ Ph6 Twang phang !chi dirge Tong (lam doe, Pho -Ring 
(ham dOc Ay quyen lam vie°, tham du caz cuOc hop vdri cac co quan, don vi lien 
quan chi dirge the hien quan diem theo caz nOi dung da duqc Ding Giam Mc, 
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Pho TOng Giarri dee theng nhat chi dao,,  deng thin bao cap veri Teng Giam doe 
hoe Ph6 Tong Giam doe phv trach ye ket qua cuOc h9p. 

3. Trong quA trinh giai quyet cOng viec: Twang phOng phai thong qua 
Pho Tang Giam doe phy trach trugc khi trinh Tong Giam dec. Truems hgp 
kheng c6 skr thOng nhat 9  kien gifia Twang phi:mg va Pho Tong Giam doe phv 
trach thi Twang phong thvc hien theo chi dao eüa Ph6 T6ng Giam doe phv 
trach va co van ban bao luu 9  kien trinh Tong Giam doe a duce chi dao,,giai 
quyet (kern theo bien ban lam viec gitia Twang phOng va Pho Tong Giam doe). 

Dieu 11. Quan h0 ding tac gift cac phong 

Quan h cOng tac ifta the phongia moi quan h phoi,h9p clued sv chi 
dao, dieu hanh tap trung, thong nhat dm Tong (Ham doe, Ph6 Tong (Ham doc de 
hoan thanh nhiem vv cfm Quy, bao dam thvc hien dung chirc nang, nhiem vx 
cUa pheng. 

Phong dirge giao nhiem vv chit tn phai ehU dOng chiu tech nhiem thvc 
hien theo dims quy dinh, darn bao chat lugng, dung tiled han. Thong chit tri to 
chirc xin 9  kien cac phOng lien quan bang mOt trong hai hinh tilde: Med hgp 
trao doi trite tiep hoc gin lay 9 kien bang van ban. 

Truong kip xin 9  ki'en bang van ban: Neu qua thai han guy dinh cdc 
phOng chua geri 9 kien phan hei thl dugc hieu la cac phong do th6ng that v6i 
ban dv thao (cà ye ket can va nOi dung). 

Twang hgp cac phOng lien quan khong giri van ban tham gia 9  kien kip 
thai, c6 kha nang lam anh huemg den chat,  luring, tien dO cOng vic thi phong 
chii tri phai kip thai bao cao Tong Giam doe, Ph6 Tong Giam doe de duce chi 
dao. 

Chuang HI 
alit DO LAM VIEC, GIAO BAN, HOI NG111 

Dieu 12. Ch e dt) rain vioc 
Tong Giam do'c, PH, Tong (Ham doe, lanh dao cac phi:mg va vien chirc, 

ngtrai lao dOng phai chap hanh day dir cac noi quy, quy dinh cUa ca quan; thvc 
hien hgc tap va lam theo tu tuang, dao dire, phong each HO Chi Minh: "Trung 
thvc - can kiem - hem chinh - chi cOng - v6 tu". T6ng Giam doe, Pho Tong 
Giam dOc, lath dao cac phOng phai gucmg Meu thvc hien de vien chüe, nguoi 
lao dOng lam theo. 

Che dO nghi phep hang nam; nghi i tet; nghi viec rieng; nghi khong 
huerng Wang; nghi che dO thai san thvc hien ding quy dinh phap luat hien hthrh 
eUa Nha nugc. 

Vic xin nghi phep thvc hien nhu sau: 
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Ph6 Teng Giam doc, K yian trtrOng, Tn.rang phong xin nghi phop phai 
&roc sv ding Sr Gila Tong Giam doe. 

Ph6 Truang phong va vien chüc, nguoi lao dOng xin nghi phep 01 ngay 
tra )(Wing ,phai bao cao va duoc sr d6ng 9 cüa Throng pheng; tren 01 ngay phai 
dugc sir dong 9  Ding (3iarn d6c. 

Lath dao phong,,  vien chfrc, ngutri Lao dOng di nuge ngoai v viec 
rien$ lam don bao cao T8ng Gitlin Mc (Weir it that gian, myc dich, nal din, 
ngwon kinh phi, cam kit thyr hien cdc guy 	giri dun qua phong TO chirc - 
Hanh chinh it that 07 ngay truck khi bat dau nghi; trong Wing 10 ngay sau khi 
ye nuerc, bao cao Thng Giam doe (bAng van ban) ye ket qua Chuyen di. 

Tong Giam Mc, Pho T6ng Giam Mc di nuerc ngoai ye viec rieng bao cao 
Thanh 8y, UBND Thanh ph6 theo quy dinh. 

Dieu 13. Giao ban, hi nghi, 110i thao 

1. Giao ban dinh 	gifra T6ng Giám d6c, PhO T6ng Giam cleic va cac 
phong 

Thai gian: 

TOng Giam doe t6 chfic giao ban dinh kY hang thang (tit 24 den 31 hang 
thang). Tnremg hop can thiet Tang Giam doe to chirc giao ban dOt xuat. 

Thanh phan: 

T6ng Giam d6c, PM Tong Giam dc; 

Ban Kim soat; 

- Twang, ph6 cac phong thuOc Quy 

Truang hgp can thiet thanh phan dv h9p c6 the mtri Ban chap haph Cong 
doan, Ban chap hanh Doan thanh nien,... theo chi do dm Wing Giam Mc. 

c) NOi dung 	 • 
7  NOi dung hop giao ban g6m nturmg van de, nhiem vi T6ng Giam Mc, 

Ph6 Tong Giam Mc can trao di lay 9 kien tap the; tithing viec chua dugc icir 11; 

Tai  cuoc hop giao ban: Phong Te chic - Binh chinh bao cao nhimg 
&Ong viec trgng tam cila co %tan trong thang, cac cong viec con t6n d9ng can 
xin 9  kien; ck phong We tap bao cao ye nOi dung ck ding viec dirge giao. 
Sau 'chi tap the Lath dao  Quy va Lath dao ck phong do h9p tham gia 9  kien. 
Tong Giam dOe ket luan timg van de, ding viec., 

d) Phong TO chic - Hanh chinh c6 Udell nhiem thvc hien cac ding viec 
sau: 

- Xay clung lich hop theo chi dao dm Tong Giam Mc; 

- Chuan bi tai 1iu hgp va girl den cac thanh phan tham dv cuOc h9p; 

- Ghi bien ban cuOc hop; 
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- Ban hanh thong bap kat ban mac hap: Can dr ket luan dm Tang Gidm 
doe, phOng TO chat - Hanh chinh c6 trach nhiem ban hanh thong bao ket luan 
cuac h9p giao ban trong yang 03 ngay sau Ichi cuac hyp ket thac. Dv thdo Thong 
bao phai duqc TOng Giam doe duyet tnrerc khi phat hanh. 

- PhOng TO chi:re - Hanh chinh e6 trdch nhiem d8n dac vice thvc hien cdc 
cOng vie da &rat Ding Gidm doe ket luan. 

2. Giao ban Tang Gam doe vã cac Pho Tang Gidm doe 

Vie t6 chfrc hyp giao ban, hOi 9... dm Tong Giam di& va cac Pho Tong 
Giam doe do Tang (hdm doe chit tri trieu tap, Ichang thuae giao ban dinh oda 
Quy. 

3. Hai nghi so ket 6 thang du nam 

Thai gian: Thing 7 hang nam. 

Nai dung: So ket viec thvc hien cong tdc 6 thang dau nam,,danh gia ket 
qua, mac da hoan thanh hay kh8ng hoan thanh; nguyen nhan, de xuat nhimg gidi 
phdp, nhiem vv tryng tam 6 thang cuoi nam. 

Thinh phan: Toan the vien chirc, nguai lao 

4. Hai nghi tong ket cling tde .nam va Hai nghi vien chac va nguai lao 

a) Thai gian: ThOng 1 hoe dau thang 2 hang nam 	 eA 

Nal dung: Tang ket thvc hien c6ng the nam, phuang huerng, nhiem vv 

	

nam tiep theo; Kiem diem viec thvc hien Nghi quyet cita Hai nghi can WO, vien 	it 
chirc, nguai lao clang nam Mtge; danh gid viec thvc hien ke hoach, chuang trinh 
citing tac nam va thao lun ye bien phdp thvc hien ke hoach, chuang trinh cOng 
the nam tiep theo cüa Quy; bdo cdo ding khai tinh hinh thve hien Icinh phi, cac 
nguen tái chinh, cac mat hoat tang khdc cita ca quan; bail Ban Thanh tra nhan 
dan (neu co)... 

Thanh phan: Toan the vien ehüc, nguai lao 

5. Hai nghi chuyen de, h'ai nghi tap huan, hair thao 

, 	Thai gian, mai dung, thanh phan than dv hai nghi, hOi thdo do Tang Gidm 
doe hoac Ph6 Tang .Giam doe phv trach quyet dinh. 

6. Ve vi'ec t6 chire cuac hyp, hai nghi... phai thiet thve vá dugc t6 chac 
ngari gyn, fret kiem, gidm cdc cuac hgp kh6ng can thiet. 

Dieu 14. Tham thy the cui)c him 
1. Cdc cuac hyp do ca quan Trung wmg, Thanh ay, Hai clang nhan dan, 

UBND Thanh phi% cdc ser, ban, nganh mai thi can et vao thanh phan mài dv, 
tinh hinh thvc te, Tang Gidm doe tham dv hoe than c6ng Ph6 Tang Gram doe, 
lath dao cap phang than dv; 
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A Trugc yd. sau lchi hgp ngtr6i dugc cis di dv c6 trach nhiem trao dot thong 
nhat phuong an xi: 15,  va bdo cdo ket qud cuOc hgp cho Tang Giam doe, Pho 
Tang Giam d6c c6 lien quan dirge biet. 

Khi c6 giAy men hoc thong bdo h9p, phong T6 chIrc - Hanh chinh trinh 
T6ng Giam doe; T6ng Giant dec true tip hoc phan c6ng ngubi tham d. Khi 
Tang Clam d6c, Ph6 Tong Giam Mc yeu cau ck phOng nye thuOc chub bi Mi 

nOi dung h9p (*Cu tai lieu cho Tong Giam Mc, PM Tang Giam Mc three 1 
ngdy, throng hgp giay,  meri h9p gap thl chuAn bi va gin trade lchi h9p va than dv 
h9p ding lanh dao (nou you cau). 

Cdc cur)c hgp nQi b0 co quan v Gong tdc chuyen mon lien quan d'en 
phOng nao thl Truong phong de quyect dinh cU vien chtic, ngubi lao dOng thuOc 
phOng than dv attic h9p cling thanh phart, dung thai gian. 

CHISONG IV 
XAY DUNG VA KAM rw& VIEC T111,1t HIfN T4.1 CAC VAN BAN 

Dieu 15. Chti tri va trach nhifr cud Tang Giam Me, PIA Tang Giam 
Mc trong viec xay dryng van bin 

Chu tri xay dung van ban 

Theo sir phan cling chuan bi van ban a dugc ghi trong ke hoach, chuong 
trinh cong Mc, phieu chi dao eüa Tang Gam dac, Phi:5 Tang Gam Mc; can dr 
tinh chat, nOi dung van ban can soan thao; Tong (Ham Mc hoc Pho Teng (ham 
dee phu track giao cho met pheng (hoc cd nhan) soan that, hoc che tri soan 
thao. Pherig (hoc ca nhan) dugc giao soar' thdo van ban c6 trach nhiem xay 
dung ddm bdo dung you cAu v nOi dung, the thirc van ban va thOri han quy dinh. 

Cac phOng dugc giao nhiem vv ph6i hgp c6 trdch nhiem cung cap, trao 
doi thong tin, Milieu, s6 lieu kip thei, chinh xac cho phong chit tri soan thdo. 

Trach nhiem cUa Tang Giam doe, Ph6 Tong (Ham d6c trong viec xem 
xet gidi quyet cdc Van dà trong qud trinh xay dung van ban 

- Xem xet cho 9 hn, neu re nth:mg vAn de deng 9, khong d6ng 9 vi 
kien chi dao xlx 19 tiep dOi yeti ding hO so, &rig cling viec. 

Train-1g ho, can thiet a xa 19 kip thin Gong viOc thuong xuyen, Tong 
Giam dOc, Ph6 TOng Giam Mc co the trao doi, lAm viec twc tiep vdd chuyen 
vien duce phan Gong theo den, xay dung van ban. 

Nhang van ban ,lien quan den vAn de 16n can trao aOi, thdo luan cüa 
Tang Giam Mc, Ph6 fling Giam doe thi Pho Tong Gam doe dtrgc giao phv 
trach xem xet, bao cdo Tang Giant Mc quyet dinh nOi dung can din ra xin 
kien dm Ban Clam Mc. 
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Dieu 16. Muc dich kiem tra 

Don doe, huong d'an vice thtrc hien the van ban quy pham phap luat, 
cdc van ban chi dao dieu hanh eüa UBND Thanh phO, HOi dong quan 19, Lanh 
dao Quy; kip thin phat hien xir 19 nhang van de wrong mac nay sinh trong qua 
trinh lam vie. 

Bao dam cho hog dOng chi dao dieu hanh dirge thong suot; gift nghiem 
k9 cuang, ky luat cheing tham nheing, lang phi va moi bieu hien tieu eve  trong 
quan 19. 

De cao 9  thirc k9 luat va trach nhiem cá than cUa ngtred dung Mu va 
can 130, vien chire, ngueri lao Ong. 

Tang thong sau sat, tong ket rut kinh nghiem trong chi dao dieu,hanh, 
dam bao the thU tnrang, chi dao di vao cuOc song va phat huy hieu qua tot ten 
the mat hog dOng cUa Quy. 

Kim tra firth kith thi tha van ban. 

Dieu 17. Nguyen tic kiem tra 
Kim tra la ding tac phai dirge lien hanh thutmg xuyen va c6 k hoach, 

(long theri phai c6 so ph6i hop de tranh chong cheo. TOng Giam dOc quyet dinh 
ke hoach va hinh thirc kiem tra. 

Kim tra phai bao dam clan cha, cling khai, thing phap luSt, khong gay 
phien ha va khong lam can tra den hoat dOng binh thuang cUa del tuorng &roe 
kiem tra. 

qua trinh kiem tra phai lap bien ban, kat tithe kiem tra phai e6 ket luan 
rO rang, nu phat hien co sai pham phai xir 19 theo ding quy dinh. 

Qua kiem tra phai tao &roc nhang k'et qua tich the trong quan 19, chi 
dao, dieu bath, k9 ctrang, ky luat hanh chinh. 

Dieu 18. Ph#m vi, d& hrqng, tham quyen kiem tra 
'Ring Giam doe kiem tra toan dien yiec thi hart nOi dung the van ban 

quy pham phap lust, ck van ban chi So dieu hanh eUa UBND Thanh pho, HOi 
dong quail 19, Ban Kiem soat, Tong Giam doe, Ph6 Tong Giam doe va viec tilt= 
hien nhiem vv tha vien chire, ngu6i lao dOng. 

Cac Ph6 TOng (lam doc gift') Tong Giam doe hem tra vie thi hart 
cac van ban va cong viee neu tren theo pham vi, Mt we &Mg the dirge phan 
Ong. 

PhOng Kiem sok nOi b.° va quail 19 rai ro tham,muu cho TOng Giam 
doe, Pho Tong Giam d8c phi trach thoe hien clang tac kiem tra, giam sat trong 
cac boat dOng nghiep vu theo quy che, qu trinh, quy dinh phap luat; ch6 WI xay 
dtmg va to °hire thtm hien ke hoach hem tra, giam sat viee thue hien cac quy 
dinh phap luat c6 lien quan doi veri guy hang n'am hoe cho timg giai doan. 
Tham mtru, de xuat giai phap chi dao, quan 19, dieu hanh. 
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4. Pheng TO chile — Hanh chinh la ca quan Mu m6i giup TOng Giam doe, 
Pho Tong Gidm dOc theo döi, don doe, kiem tra, danh gid viec thuc hien nhiem 
At do Ting than d6c, P1I6 Tong Giam Mc chi dao, bao g6m: NhiOm vii giao c6 
thei han thuc hien, phai trinh, phai bdo cao, hoac thong phai trinh, khong phai 
bao cao nhung phai thuc hien trong thoi han nhat dinh; nhiem vi giao khong c6 
theri hart thuc hien nhtmg phai trinh, phai bao cao theo yeu cau ding viec hoac 
Ithong phai trinh, kheng phai bdo cao thing van thuc hi'en. Chiu trach nhiem 
tham mint thuc hien ke hoach kiem tra thtrang xuyen, dot xuAt theo you cau chi 
dao dieu hanh tha Tong Giam doe. 

Dieu 19. Phirang thin kiem tra 
TOng Giam Mc, Pho Tong Giam Mc thuc hien ke hooch kiem tra 

thuOng xuyen, dinh 	hoac dOt xuat viee thi hanh noi dung tai cdc van ban, 
ding viec trong pham vi va than quyen dal phan cong. 

TOng Giam dOc hphan clang Pho TOng Giam di& chit tri viec hem tra 
hoac Tong Gidm doe ret dinh thanh 1p doan lciem tra viec thuc hien nOi dung 
van ban, sir chi dao, dieu hanh va the cong viec duce giao. 

Ping Gidm doe, PH, TOng Giam clOc hem tra thong qua lam viec true 
tiep voi Twang phong hoac vien chüc, ngtrOi lao (long khi can thiet. 

Kim tra th6ng qua phan mem quan 19 van ban. 

Dieu 20. Blo cao ket qua kiem tra 

1. Khi ket tithe kiem tra, nguOi chit tri visOc hem tra phai bao cao ket qua, 
neuphat hien c6 sai pham thl xf.r 19 theo tam quyen hoac kin nghi cAp c6 thdm 
quyen xü 19 theo quy dinh cita phdp luat. 

, 	2. Dinh ky hang ,tuan, Tnxerng pheing c6 trach nhiem bao cap TOng Giam 
doe, Pho TOng Glom dee phi trach tinh hinh Iciem tra viec thi hanh the van ban, 
ding viec duce giao. 

3. Phong TO ethic - lianh chinh hoac phong duot giao chit tri tOng hop 
chung, bdo cdo Tong Giam dOe, Pho Tang Wm doe tinh hinh kiem tra viec thi 
hanh cdc van ban, viec thuc hien nhiem vi tha cdc pheng tai the cuOc hop giao 
ban hang thong. 

Chuang V 
TO CHliC TIEP 10EIACH, DI CONG TAC 

Dieu 21. Tip khich trong nut 

1. Tren ca so Clang Ic)",  lam viec cita cdc ca quan, don vi; Pheng TO chtic - 
Hanh chinh bdo cao Tong Clam dee re; nOi dung can lam viec, kien nghi nhang 
vAn d6 can xi: 19; xay dung lich c6ng tdc, thong bdo cho cac phong c6 lien quan 
biet, chuan bi cdc nOi dung, tai lieu lam viec. 
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Thy theo noi dung,  ttng cuOc hop, lam viec vai cac ca quan, don vi, 
Tong Giam doe hoac Ph6 Tong Giam d8c (khi duce TOng (iiam deo phan cOng) 
guy& dinh thanh phan tham du hop. 

TOng Giam doe c6 the phan cOng cho Pho TOng Giam dOc hoac Truang 
phi:mg chit tri lam viec tied cac ca quan, don vi, dam bao &mg nguyen the, tham 
quyen. Trong truirng hgpr  vugt qua tham quyen thi ngubi chit tri nhat thiet phai 
xin kin T6ng Giam doe hoe Pho TOng Giam doc piw trach xem xet, quyet 
dinh. 

Dieu 22. Tip khach nutc ngoai 

Khi c6 yeu cu tier' khach, lam vifrec \Teri tó chirc va cá nhan ngtrai nuac 
ngoai, phong dugc siao tham mtru x'ar dung bao cao ye nOi dung, hilt thire buoi 
lam viec, thanh phan tham du, cac de xuat va kien nghi de bdo cao TOng Clam 
doe, Pho Tong (Ham doe phi trach xem xet, chi dao. 

Phong TO chirc - Hanh chinh phei hgp vài cdc phOng lien quan th chirc 
phuc vt.t, chuan bi tai lieu  b8 tri phucmg tin di lai, an it, tang phem... theo quy 
dinh hien hanh ye deg the doi ngoai. 

Dieu 23. Che di) di ding tic 
Teng Giant dOc di c6ng tac trong nu& tir 05 ngay Ws len hoac di nuot 

ngoai phai bao cao xin phep Chit tich UBND Thanh ph6, Ph6 Chit tich UBND 
Thanh ph8 phi; trach filth vtrc va uY nhiem cho 01 Ph6 Tong Giam doe giai 
quyet cOng viec tai ca quan. 

Vic di Gong tic mzot ngoai titre hien theo cac quy dinh,hien hanh cita 
Thanh pho. Trong uteri sian cham nhat sau 10 ngay ke tit khi ye phai kip thai 
bao cao bang van ban ket qua di ding tac vai Chit tich UBND Thanh pho hoe 
Ph6 Chit tich UBND Thanh phe phu tech filth we, 

Neu di c6ng tac theo su chi 40 hoe ity quyen elm Cho tich UBND 
math pho thi,trong thtri gian khOng qua 05 ngay lam viec ke tCr khi ye phai kip 
thin bao cao bang van ban ket qua lam viec voi Chit tich UBND Thanh pito hoc 
Ph6 Chit tich UBND Thanh ph6 phu trach tinh we. 

Khi cif Ph6 Tong (lam dee, Tnrang phOng/PhO Tnrang phong, vien 
chirc di Gong tac phai dam bao clang thanh phen. Neu then ian ding tac tir 03 
ngay lam viec ter len thi phai be tri ngtrai thay the giai quyet citing viec thuang 
xuyen; ngtrbi dirge cir di ding tac c6 trach nhi'em ban giao deg viec cho ngutri 
dugc thay the a giai quyet ding viec. 

Doi voi cac doan ding tac elm Quy 

Ngutri dirge cir di cong tac c6 trach nhiem chit tri, phei h9p cac pheng 
lien quan chuan bi nOi dung, chucmg trinh ding tac...bao cao Tong Giam doe 
phe duyet.,  Sau khi ket thitc thin gian Gong tac, ngubri dugc cir di cOng tac phai 
bao cao T6ng Giam (16c ye ket qua ding tac. 
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4. Doi vOi cdc doan ding the ctia lien nganh Thanh phi') 
a) Tatting hop Quy dugc giao là co quan chit tn trong c6ng the chuan bi 

cho doan c6ng tac lien nganh Thanh phO, T8ng Giam doe chi dao: 

Dg thao van ban gin cac So, ban, nganh lien quan de de nghi phoi hgp 
vOi Quy chuan bi nOi dung, tai lieu cuOc hop dm doan Gong the lien ngenh; 

TOng hop nOi dung, tai lieu lam viec elm doan ding tic lien nganh trinh 
Tnrong doan th6ng qua de bdo ado co quan ra quyet dinh eü doan ding the lien 
nganh Thanh phO xem xet, chi dao; 

- Chuan bi cong the Mu can; 
Sau khi ket fit& th6i gian ding the, dg thao Bao cao ket qua dm doan 

c6ng tac trinh Throng doan c6ng the theng qua de bao cao co quan ra quyet dinh 
cir doan ding the lien nganh Thanh phOs 

b) Truerng hop Quy dirge giao la quan phói hgp trong ding tac chuan 
bi cho doan c8ng the lien nganh Thanh pho 

Quy phoi hop voi co quan chit tri chuan bi nOi dung, tai lieu culgc h9p 
eIta doan c6ng tdc lien nganh; 

Sau khi ket thlic thtri gian ding the, lchi dirge co pan chit tri de nghi, 
Quy tham gia dong g6p 2  hen din vgi do thao Bao cao ket qua dm doan ding 
the. 

5. Pheng T8 chfrc - Hanh chinh chit tri, phOi hop vei phong Ke hoach - 
Tai chinh va cac pheng lien quan chiu nth nhiem tO chirc thgc hien Gong the 
hau can cho cac doen c6ng tac eUa Quy, dm lien nganh Thanh ph6 theo quy 
dinh. 

Chuang VI 
CONG TAc Gal QUYET KTITEU NAI, TO CAO 

Dieu 24. Giii quyet dun, thu khieu nni, t6 cáo 

Mci khieu nai, tó cao lien quan den hoat dOng elm Quy,  va vien chirc, 
ngutri lao Ong thgc hien theo dung quy dinh tai  Lug 1Chieu nai,  Luat T6 cao va 
cac quy dinh, nOi quy co quan Quy. Ph6ng TO chirc — Ilanh chinh la dau moi 
tiep nhan, dé xuat xi: 12 nOi dung de Tang Giam doe xem xet, chi dao 

Chuang VII 
MOI QUAN ll TRONG GIAI QUYET CONG VIEC 

Dieu 25. M61 quan h girra Tong Gilm dee vai Ding iiy 
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, 	1. Tong Giam doe va Dang uy bao dam va tao dieu kien ding tinier Men 
tot chirc na'ng nhiem vi theo quy dinh. Dang u9 thuong xuyen thong bao vei 
Tong Giam doe kin cila dang vien, quan chimg ve viec thuc Men cdc the dO 
chinh sdch trong cu quan. 

2.,  Dinh Icy hang thang, 6 thang, mOt nam hoc dot xuat (nu c6), Tong 
Giam d8c bao cáo vei Bang 119,  ye tInh hinh thuc hien cac mat c8ng the va 
nhang chü tracing, nhiem vu sap tad cüa cu quan a Dang thao luan ra ngh1 
quyet va lanh dao cdc chi b0, clang vien, vien chüe, ngutri lao dOng trien Ichai 
thirc hien. 

3. BI thu Ding fly, Ring Giam Mc phai,  thong nhat ding the quy hoach, 
b6 nhiem can b0, ding the to chec be' may, to tire can b0; ehju trach nhiem 
three phap luat va t6 chile Dang khi de xay ra tham nhiing, rang phi va the bijou 
hien tieu cue trong ccr quan. 

, 4. Khi Dang Uy, Tong Giam doe c6 9  kien Ichac nhau thi Tong Gidm dOc 
quyet dinh theo tham quy8n va chiu trach nhiem ve quyet dint' de; dOng died 
Dang üy va T6ng Giam doe bdo cao len cap tren ce tham quyen xem xet guy& 
dinh. 

Dieu 26. Quan h gift Tang Gifim thic sti Ban chap hanh Cling doln 

1. Tang Giam dOc phti hep vei Ban chap hanh Cong doan tO chat HOi 
nghl vien cite va nguei lao Ong m6i nam mOt Mn theo quy dinh tai Khoan 4 
Dieu 16 Quy the nay. 

Khi c6 2/3 can b0, viOn chirc, ngutri lao dOng hoc Ban Chap hanh Gang 
doan dê nghl hoac Tong Giáxn d6c thay can thiet thi trieu tap HOi nghl vien 
chirc, ngutri lao dOng bat thu?mg. 

2. TOng Giam doc tao dieu kien mcii mat de Ban Thanh tra nhan dam hoat 
Ong theo dung phap luat va dam bao cho Ban chap hanh Cong doan time hien 
kiem tra theo dung Luat C6ng doan. 

Dieu 27. Quan h phai hqp cfing tic cfia Quy vai tit) chfit khfic 

Quy thqc Men niem yet cOng khai quy dinh tiep nhan hO scr trong giao 
dich del vei cdc te chide c6 you eau giai quyet ding viec. 

Tnrong cdc phong chlu trach nhiem chi dao va kiem tra vien 
ngutri lao dOng giai quyet c8ng viec cüa cac tO cite bao dam nhanh gon, thuan 
ten, dung tham quyen quy dinh. Tn.remg Iwp de biet, Truerng phting xin 9  kien 
T6ng Giam doe de giai quyet. 

Tong Giam doe xfr 19 ng,hiem theo dUng phap luat doi vei nhang vien 
nguai lao dOng thieu tinh than trach nhiem, gay phien ha, sach nhieu, tham 

vi pham quy che trong viec giai quyet ding viec vei cac to chirc. 
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Chutmg VHI 
Cat ER) THONG TIN, BA° cAo 

Dieu 28. Bao cao dinh 	bao cao tra Ibi cap teen 
Cac phong chap hanh nf,hiem tue che dO bao cao Ding Giam doc, Pho 

Tong 6.Am dOc ye fink hinh, ket qua caring tac, thvc hien 9 kien chi dao cüa 
Tling Giam &Se, Ph6 TOng Giant d6c va de nghi tha cac phOng theo dinh 
man, thang, qu9, 6 thang, 9 thang va eá Om. 

Dtii ,vai cac bao cao you cau Quy tra 16ri cap tren va the ca quan, don 
vi; cac phOng c6 trach nhiem tham muu de xuat yr% Tong Giam d8c, Ph6 T6ng 
Giam doe dam bao dung thotri han quy dinh trong phieu xir 12 van ban hoc van 
ban. Neu Ichong c6 thtri han quy dinh thi trong pham vi 05 ngay lam viec, the 
phang trinh Ring (Jiam doe, Ph6 Tong Giam doe tra 16i; qua thtri gin quy clinh 
kh8ng c6 9  kien phan Mi hoc IchOng Up 19 do chinh dang) Truang phOng se bi 
xem xet de tit diem doi vai danh gia hang thang va danh gia natn. 

Pheng TO chirc - Hanh chinh c6 trach nhiem: 

Theo dOi thin gian thvc hien dm cac phOng. 

Tong hop bao cao v tinh hinh, ket qua cling tae, thvc hien 9  kith chi 
dao tha T6ng Giam doe, Ph6 Tong Giam doc va d nghi tha cac pheng de bao 
cao T6ng Giam dOc. 

Cung cap thong tin kip that chinh xac phvc vi sv chi dao, dieu hanh tha 
Tong than' doe, Ph6 Tong chain doe bang cac bao cao nhanh hang ngay ve cac 
van de can de bit quan tam; bao cao tong hop ye sv chi dao, dieu hanh elm 
Ding Giam doe, Ph6 T6ng Giam di& dinh k9 thang, 6 thang, nam; cac bao cao 
khac theo you can tha T6ng Giam doe; 

Huang clan, theo dOi, don doe cac phOng thvc hi'en che dO thong tin bao 
cao va tO chi:re lchai thac thong tin lchac phuc sv chi dao, dieu hanh tha Tong 
Giam d6c, Pho Tong Giam doe. 

Dieu 29. Bao cao dOt xuat 

Theo yeu cau thing tac, T6ng Giam dee, Pho Tong Clam doe you eau 
phong l4p  cac bao cao dQt xuat. Truang phOng eó trach nhiem t6 chire sop thao 
dam bao dap ung yen eau, noi dung, thbi han de ra. 

Tnrong hop cac bao cao c6 liOn quan den nhieu phang, phong dugc 
giao chit tri son thao c6 quyen yeu cau the pheng lien quan tham gia 
cung cap thong tin; tong thtri dugc you cau c6 trach nhiem tham gia, cung cap 
day dü thong tin, dung thai han cho phOng chU tri soan thao. 

Dieu 30. Thong fin veil eq quan thong tin di chang, cic quan khac 

Tat ea mgi yeu eau ve viec cung cap, trao dOi thOng tin vei cac ea quan, tt 
chirc ben ngoii, cac co quan thong tin dai chtng lien quan den tai li'eu, so lieu 
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caa Quy dirge thvc hien theo quy dinh eta phap luat va phai dirge sr deng Si dm 
Tong Giam Mc. 

DTA' 31. Vic cling khai thong tin 

1. Qu'y thong bao c6ng khai cho vien ehüc, nguei lao tong duce Net 
niang thong tin sau: 

Cac cha truang, chinh sach eta Dang va Nha nuec lien quan den deg 
viec MI a Quy; 

Cac van ban phap luat cUa UBND Thanh pho va elm Quy ban hanh; 

Ke hooch., chucmg trinh c6ng the hang nam, 6 thang va lich c6ng the 
tuan. cUa Quy; 

Nei quy, quy che hog deng ena Quy; 

d) Tuyen dung, khen thueng, k hat, nang bac lining, chuyen ngach, 
nang ngach va dao tao, quy hoach, b6 nhiem, lufin chuyen, dieu deng, lcy hop 
deng... doi vai vien chüc, nguei lao &Ong; 

Cac vçi viec xir ly vi pham trong ca quan dA dirgc ket luOn; ke't qua giai 
quyet Ichieu nai, to cao trong nei be ca quan. 

g) Cac thong tin lchac phai cong khai theo quy dinh; 

2. Thy theo niji dung can thong tin va dieu kin thvc ye, se dung met trong 
cac hinh thee sau: 

Niem yet Gong khai tai ca quan. 

Th6ng bao tren tang thong tin n'ei be. 

Thong bao tai Wei nghi vien chüc, ngtroi lao deng. 

Th6ng bao bang van ban gin toan the vien chfre, ngtrei lao Mng. 

d) Thong bao cho the Twang phong de phe bien den toan the vien chirc, 
ngtrei lao deng lam viec tai pheng. 

Thong bao bang van ban teri Dang fly, Chi be, Ban chap hanh Cong 
doan, Ban chap hanh Doan thanh nien va cat to chec doan the khae. 

3. Pheong T6 chirc - Hanh chinh cal trach nhiem tó chirc thvc hien viec 
c6ng khai th6ng tin. 

Chiurng IX 

TO cHirc 'THI1C HISN 

Dieu 32. TO chot thtyc hien 

Viec sfra del, bti sung Quy che dirge thvc hien khi,Nha mem, Thanh phe 
c6 nhang quy dinh mei hoc trong qua trinh thvc hien, neu c6 Icho khan, vuemg 
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mac, the phong bao cao kjp that ve phong To chuc - Hanh chmh de tong hop, 
trinh Tang Giam doe xem xet sfra cloi, b6 sung cho phn hop./.11fiti, 
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