
HOI DONG NHAN DAN TINH DONG THAP 
VAN PHONG DOAN Dig SEW QUOC HQI 

VA HQI DONG NHAN DAN TINH 

CQNG HOA XA HQI CHU NGHIA VMT NAM 
DOc 141) — Tir do — 1-1?nh phtic 

St): 	/QD-VP 	 D:Ong Thcip, ngely.t thing 01 nam 2021 

QUYET DINH 
Ve viec ban hanh Quy the lam viec ctia Van phong 

Doan dtti bieu Quec hoi va Hoi ding nhin din tinh Ding Thap 

CHANH VAN PHONG DOAN DAT BLEU QUOC HOI VA 
HOI BONG NHAN DAN TINH 

Can ctr Nghi quye't s6 1004/2020/UBTVQH14 ngay 22 thing 11 am. 2020 
cilal:Jy ban Thlrong vy. Quoc hOi ye viec thanh 1ip va quy dinh vi tri, chirc nang, 
nhiem vu, quyen,h4n, co cau, to chirc dm Van phong Doan dai bieuQuirk hOi va HOi 
ding nhan dan cap tinh; 

Can cir Nghi quye't s6 395/NQ-HDND ngay 08 thing 12 nam 2020 dm HOi 
dOng than dan tinh Dong Thap ye viec thanh 14p Van phong Doan d4i bieu Quoc hOi 
va HOi ding nhan din tinh D6ng Thap; 

Can cir Quye't dinh s6 01/QD-HDND ngay 11 thing 01 nam 2021 caa ThlrOng 
true HOi Tong than dan tinh Dong Thai) ye viec b6 nhiem ong Mai Ng9c Dinh gift 
chirc vu Chanh Van pi-long Doan dai biL Qu8c hOi va HOi ding nhan dan tinh DOng 
Thap; 

Xet de nghi cua Truing phong Hanh chinh, T6 chirc, Quan tri, 

QUYET DINH: 

Dieu 1. Ban hanh kem theo Quye't dinh nay Quy ch6 lam viec dm Van phong 
Doan dai hiL Qu6c hoi va Hoi ding nhan dan tinh Dong Thap. 

Dieu 2. Quy& dinh nay c8 hieu hrc thi hanh ke to ngay. 

Dieu 3. Throng Phong Hanh chinh, T6 chirc, Quan tri, Truing cac phong trvc 
thuOc Van phong , ding chirc va ngtroi lao ding Van phong Doan dqi bieu Quoc hoi va 
HOi Sing than dantinh D6ng Thap co trach nhiem thi hanh Quyet dinh nay./. 

Noi nhem 	 A 1. VAN PHONG 
- Nhu• Dieu 3; 
- Doan DBQH, TT/HDND Tinh; 
- Cac Ban HDND Tinh; 
- VP Tinh Ciy, VP UBND Tinh; 
- VP HDND va UBND cac huy0, thi, thanh phi; 
- LDVP, Hang ay, BCH Cong Doan co quan; 
-Ltru: VT, Phong HC — TC — QT(S). goc Dinh 

cf OpiN kuouck OI 
* -HcitvaiiGNHAN A  

TINH floNG TH 
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HOI DONG NHAN DAN TiNH DONG THAP 
VAN PHONG DOAN DAI BIEU QUOC HQI 

VA HQI BONG NHAN DAN TINH 

LONG HOA XA HOI CHU NGHIA VIET NAM 
D(ie lap — Tir do — 1411h pink 

QUY CHE 
Lam viec dm Van phong Doan do ,bieu QuO'c hOi 

va Hi)i,dtong nhan din tinh Wing Thar, 
(Ban hanh kern theo Quyet dinh sa23 /QD-VP ngay,t4 thong 01 nom 2021 cf,ta 

Chanh Van phong Doan clai bieu Quoc h'cji va Hoi (long nhcin dein Tinh) 

Chtrcrng I 

QUY DTNH CHUNG 

Dieu 1. Pham vi dieu chinh va doi tuvng Ai) dung 

, 1. Quy the nay quy dinh ve nguyen tac lam viec; trach nhiem, tham 
quyen, phqm vi giai quyet cong viec cua cong chgc, nguOri lao dOng va cac 
phOng chuyen mon; che (JO lam viec, hOi hop, thong tin, boo coo; the d0 chinh 
sach ap dung doi voi cong chgc, nguoi lao dOng dm Van phong Doan dai bleu 
Quoc hOi (DBQH) va HOi &Ong nhan dan (HDND) tinh Dong Thai). 

2. Cong chgc, ngueri lao dOng thuOc Van phong Doan DBQH va HDND 
Tinh (sau day g9i tat la Van phOng) chiu su dieu chinh ciaa Quy the nay. 

Dieu 2. Nguyen tAc lam viec 

1. Thuc hien tot nhiem vu tham muu, to chirc phgc vg hoat dOng dm Doan 
DBQH, Tru&ng Doan, Pho Trugng Doan DBQH (g9i chung la lanh dao Doan 
DBQH), DBQH, HDND, Thuerng true HDND, cac Ban dm HDND va dai bieu 
HDND Tinh; 

2. Van phong lam viec theo the dO Thu trugng, ket hop vgi the dO 
Chuyen vien do Chanh Van phong Doan DBQH va HDND Tinh dieu hanh; 

3. Van phong chiu su chi dao, quan 1)"/ ye to chirc, hien the va hoat &Ong 
cda lanh 4o Doan DBQH va Thuong trgc HDND Tinh; 

4. Chanh Van phong, cac Ph6 Chanh Van PhOng (g9i chung la lanh dao 
Van phOng) va lanh dao cac Ban HDND Tinh c6 moi quan he phoi hop trong to 
chirc thgc hien nhiem vg chung cua HDND Tinh. 

5. Trong phan cong cong viec, moi viec chi giao cho mot phong, mot ca 
nhan lam dau moi chU tri, theo doi xir ly va chiu trach nhiem chinh. Cac phOng 
thuOc Van phong c6 trach nhiem phoi hop de hoan thanh nhiem vu dugc giao. 
Neu cong viec giao cho phong thi Trugng phOng la nguai chiu trach nhiem ve 
tien dO va ket qua cong viec dugc phan cong; chuyen vien thuc hien chiu trach 
nhiem xix ly cac not dung lien quan thuOc linh vgc chuyen mon, nghiep vg dugc 
phan cong. 
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6. Trong giai quyet,  cong viec phai bao dam tuan thu, ke hoach, chuong 
trinh cong tac va Quy the lam viec, trir truorig hop dot xuat hoc c6 yeu cau 
khac cUa Thuong trut HDND, lanh dao Doan DBQH Tinh ho4c co quan cap 
tren. Giai quyet cong viec &mg tham quyen va pham vi trach nhiem dugc giao; 
cap ten khong bao bien cong viec cila cap duoi, cap clued phuc tong cap tren. 

7. Tuan thu trinh tkr, thU tuc, theri han va cac quy dinh &la phap luat ye 
giai quyet cac cong viec; thkrc hien cai cach thu tuc hanh chinh kip th6i, phit 
hgp va &mg quy Binh nham nang cao hieu qua hoat &Ong dm Van phOng. 

8. Bao dam str phoi hgp, trao doi thong tin trong giai quyet cong viec gifta 
cac chuyen vien trong tong phong; gida cac phong veri nhau va giaa cac lanh 
ciao Van phong. 

9. Bao dam dan chU, cong khai, minh bach, kY 11*, trach nhiem va hieu 
qua trong moi hoat d9ng. 

10. Trong,  cac cu9c h9p, 119i nghi, sinh boat 6 co. quan cong chdc, ngt.r6i 
lao dOng c6 quyen phat Neu y kien cua minh, nhtmg khi cla cO,ket luan 	lanh 
dao chit tri cu9c hop thi phai chap hanh thkrc hien. Neu xet thay quyet,dinh cda 
lanh dao chd tri cu9c hop khong,dUng quy dinh phap luat, thi trkrc tiep 	va 
trinh bay vui Chanh Van phOng de dugc xem xet giai quyet. 

Chiming II 
TRACH NHIEM, THAM QUYEN, PRAM VI GIAI QUYET 

CONG VIEC CUA CONG CIFCC, NGU'OI LAO HONG VA CAC PHONG 
CHUYEN MON THUOC VAN PHONG 

Dieu 3. Trach nhiem, thin] quyen va pham vi giii quyk cong viec 
ciia Chanh Van phong 

Chanh Van ph6ng la ngueri dung dau, dieu hanh cong viec chung cda 
Van phong, chiu trach nhiem truck lanh dao Doan DBQH, Thuong trtrc HDND 
Tinh \Ta truck phap luat ye toan b9 hoat Ong cila Van phong. Chanh Van phOng 
trkrc tiep phi trach mot so linh vuc, cong tac cu the nhu sau: 

1. Xi:r lY bulk dau cac van ban den; tham dinh cac van ban truck khi trinh 
Thuong trgc HDND, lanh dao Doan DBQH Tinh ky va kiem duyet cac van ban 
có lien quan truac khi cho ban hanh. Ky cac van ban thu9c tham quyen va cac 
van ban do lanh ciao Doan DBQH, Thuong trtrc HDND Tinh uy quyen. 

2. Trkrc tiep chi dao cong tac to chirc, can b9; thi dua khen thuerng; tai vu 
cita Van phOng; lam Chu tich cac H9i (long trong co. quan; Truerng Ban bien tap 
Trang tin dien tir "Dai bieu Nhan dan tinh Deng Thap"; lam Chit tai khoan cua 
Van phong. 

3. Duov lanh dao Doan DBQH, Thuong tnrc HDND Tinh Phan cong lam 
ngugi phat ngon va cung cap thong tin cho bao chi; dugc uY quyen lam Chit tai 
khoan ngu'on kinh phi boat dOng dm Doan DBQH, HDND Tinh; chi dao viec 
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lap dg toan kinh phi hoat d6ng hang nam, to chirc thgc hien, quail 1)",  viec sir 
dung tai san cong, kinh phi hoat d6ng cilia Doan DBQH, HDND Tinh va cua 
Van phong theo quy dinh cua phap 141 

4. Gia mOi quan he ph6i hop cong tac voi Van phOng Tinh uy, Van phong 
US,  ban nhan dan Tinh; Ban Thizerng trgc,UST ban Mat tran To quoc Viet Nam, 
cac SO., ban, nganh Tinh va. cac co quan, to chirc, don vi c6 lien quan to chirc 
phvc vu cac boat d6ng cda Doan DBQH va HDND Tinh; giu moi,quan Oita 
Van phong voti cac Ban ,ctia HDND Tinh, 	Dang b6, Ban chap hanh Cong 
doan co,  quan; xin kien lanh dao Doan DBQH, Thuerng trkrc HDND Tinh 
nhang van de quan trong nharn thgc hien tot nhiem vu dugc giao. 

5. Lam viec dinh kSt -yen cac doan the cila co quan; tao dieu kien thuan lgi 
va thgc hien moi quan he cong tac vai to chirc Dang, Ong Doan co quan diing 
theo quy dinh. 

6. Chuan bi n6i dung, chi' tri cac cu6c hop, h6i nghi cila Van phong; trgc 
tiep phv trach Ph6ng Thong tin, Dan nguyen; thgc hien cac nhiem vv khac do 
Thuang trgc HDND va Truong Doan, Ph6 Truong Doan DBQH phan cong. 

, 7. Chanh Van phOng dugc uSi quyen cho cac Pho Chanh Van phong giai 
quyet cac van de thu6c than.' quyen ctia Chanh Van phong khi Chanh Van phong 
di yang va chiu trach nhiem ye six uS, quyen do. 

Dieu 4. Trach nhiejn va phan vi giai quyet cong viec ciia Pho Chanh 
Van phong 

1. Gill') Chanh Van phong c6 03 Pho Chanh Van phOng 

a) 01 Pho Chanh Van phong phi trach cong tac Qu6c h6i; la thanh vien 
cac H6i dung trong co quan; gup Chanh Van phong theo dOi cong tac Dan 
nguyen; trgc tiep phv trach, chi dao hoat Ong cua Phong Cong tac Quoc h6i. 

b) 01 Ph6 Chanh Van phong phv trach cong tac HDND, chiu trach nhiem 
tham muu va to chirc phvc vu hoat d6ng cua HDND, Thuerng trgc HDND, Ban 
&la HDND va dai bieu HDND Tinh; la thanh vien cac Hoi gong trong co quan; 
lam PhO Truong Ban bien tap Trang tin dien to "Dai bieu Nhan dan tinh Dong 
Thap", trgc tiep phv trach, chi dao hoat d6ng cua Phong Cong tac HDND. 

c) 01 Ph6 Chanh Van ph6ng phv trach cong tac hanh chinh, to chUc, quan 
tri, chiu trach nhiem tham mtru, to chirc phvc vu hoat d6ng ctia Doan DBQH va 
HDND Tinh c6 lien quan den cong tac hanh chinh, quail tri; la Ph6 Chu tich cac 
H6i dong trong co quan; trgc tiep phv trach, chi dao boat d6ng cua Phong Hanh 
chinh, T6 chirc, Quan tri. 

2. Cac Pho Chanh Van phong c6 trach nhiem va quyen han 

a) Gil:1p Chanh Van phong xay dung va to chirc thgc hien cac chuong 
trinh, ke hoach cong tac chung cua Van phOng theo phan cong; 

b) Giai quyet nhang van de da dugc ban thOng nhAt trong tap the lanh dao 
Van phong va nhang van de moi phat sinh thu6c link vtrc phv trach; trgc tiep chi 
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ciao, phan cong nhiem vu, quart 1Y, dieu hanh, kiem tra, danh gia lc& qua thgc 
hien nhiem vu dm can b6, cong chirc thu6c linh vgc cong tac clugc phan cong; 

c) Trong pham vi trach nhiem va quyen han &roc giao, Pho Chanh Van 
phong chu &Ong xir 15f cong viec va phoi hop voi cac 

can 
Chanh Van phOng 

khac giai quyet cac van de c6 lien quan. Tru6ng hop can c6 kien cua Chanh 
Van ph6ng hoac gifra cac PhO Chanh Van phong con coy kien khac nhau, thi 
Pho Chanh Van pilot-1g gang xir lY cong viec do bao cao xin y kien quyet dinh 
cda Chanh Van phong; 

d) DLIVC trgc tiep lam viec voi lanh ciao ,Doan DBQH, Thugng trirc 
HDND Tinh, lanh dao cac ban cda HDND Tinh de giai quyet nhung cong viec 
thu6c linh vgc php trach; (long th6i bao cao Chanh Van phong ye not dung cong 
viec do de thong nhat chi dao chung; 

d) Chiu trach nhiem kiem tra not dung, the thdc cac van ban do cac 
chuyen vien dg thao thu6c linh virc phi trach va cac van ban khac khi &roc 
phan cong truck khi trinh lainh dao; &roc ky cac van ban thu6c linh vgc phan 
cong phg trach; 

e) Dtroc thay mat Chanh Van phong dieu hanh cong viec cila Van phOng 
va l(ST nhang van ban thu6c pham vi quyen han dia. Van phong khi Chanh Van 
phong di yang uST quyen; 

g) PhO Chanh Van phorT, chiu trach nhiem truck Chanh Van phong va 
truerc phap luat ye nhting quyet dish dia minh khi giai quyet cac cong viec 
thu6c linh vgc cong tac ducyc phan cong. Khi Chanh Van phong dieu chinh sg 
phan cong giva cac PhO Chanh Van phong, thi cac Pho Chanh Van phong phai 
ban giao not rdung cong viec, ho sa, tai lieu c6 lien quan cho Ph6 Chanh Van 
phong med. tiep nhan va bao cao cho Chanh Van ph6ng. 

3. Cac Pho Chanh Van phong con thgc hien cac nhiem vu khac khi dugc 
Thu6ng trirc HDND, lath dao Doan DBQH Tinh va Chanh Van phong giao. 

Dieu 5. Nhiem vu, quyen han cua cac phong chuyen man 

1. Ph6ng Cong tac Qu6c h6i: Gidp lanh dao Van phong tham muu, gidp 
viec, phgc vg hog Ong cila Doan DBQH, DBQH, Cu the: 

a) Tham muu xay clgrig va to chic thgc hien chuang trinh lam viec, ke 
hoach hog d6ng hang thang, hang quy, 06 thang va ca nam dm Doan DBQH; 
trieu tap cac cu6c hop cda. Doan DBQH, gtir moi lien he voi DBQH trong Doan; 

b) Tham muu, to chirc phix vg Doan DBQH trong cong tac xay dung 
phap lug; thao Juan, gop y kien ye cac not dung theo yeu cau cua Uy ban 
Thuimg vu Quoc h6i; 

c) Tham muu, phgc vg hog dOng giam sat, khdo sat cda Doan DBQH, 
DBQH;thgc hien chi dao cua lanh dao Doan DBQH, lanh dao Van phong trong 
viec phoi hop vOi cac co quan, to chirc huu quan phuc vg hoat d6ng giam sat, 



J 

khao sat dm Quoc h8i, UST ban Thuong vu Quaic hoi, H8i dC3ng Dan t8c, UST ban 
cua Quoc hOi, ca quan thu8c UST ban Thuong vu Quoc 11(5i tai dia phucmg; 

d) Tham muu, giup Doan DBQH chuan bi bao cao ve tinh shinh hog Ong 
dm Doan DBQH, DBQH, 06 thang, ca nam hoc theo yeu cau ciaa UST ban 
Thuong vu Quoc h8i; 

d) Ph81 hop phuc vu hog dOng cUa Doan DBQH, DBQH tai kST h9p Q0c 
h8i; giup DBQH tham gia hoat Ong dm Hoi dong Dan t8c, UST ban cUa Quoc 
h8i ma dai bieu la thanh vien va cac hoat d8ng khac cua Quoc h8i, UST ban 
Thuong vu Quoc hOi, cac ca quan cua Quoc h8i, cac ca quan thuOc UST ban 
Thuong vu Quoc h8i. 

2. Phong Cong tac HDND 

a) Gitap lanh ciao Van phong tham muu, gidp viec, phuc vu hog Ong cna 
HDND, Thuong tnrc HDND, Ban dm HDND, dai bieu HDND Tinh, cu the la: 

b) Tham muu, xay dkrng va to chic thi.rc hien chuong trinh lam viec, ke 
hoach hog cl8ng hang thang, hang q4, 06 thang va ca nam cua Thuamg trvc 
HDND, Ban dm HDND Tinh; 

c) Tham mini xay dung chucmg trinh, to chirc phuc vu kST hop HDND, 
phien hop Thu mg 

to 
HDND, cu8c hop cila Ban dm HDND Tinh; phoi hgp 

v6ri cac ca quan, 	chirc huu quan chuan bi tai lieu phuc vu l(ST h9p HDND, 
phien hop Thuong trvc HDND, cu8c hgp ciaa Ban dm HDND Tinh; tham muu, 
phuc vu Ban dia HDND Tinh trong viec tham tra du thao nghi quyet, de an, bao 
cap; hoan thien cac du thao nghi quyet, de an, bao cao cua HDND Tinh; 

d) Tham muu, phuc vu HDND, Thuong tnrc HDND, Ban cUa HDND, To 
dai bieu va dai bieu HDND Tinh trong hog dOng giam sat, khdo sat; tong hgp 
chat van dm dai bieu HDND; theo dOi, tong ,h9p, don doc ca quan, , chic, ca 
nhan thuc hien nghi quyet ve giam sat, chat van; 

d) Tham muu Thuang,trvc HDND Tinh 	kin ca cau, thanh phan, so 
lugng dai Hai HIND Tinh de chuan bi to chic bau cu dai bieu HDND nhiem kST 
sau; phe ,chuan ket qua bau, mien nhiem, bai nhiem ChU tich, Pha Chu tich 
HDND cap huyen; giai quyet cac van de gittahai 1(T hop HDND; gift moi lien he 
v ii cac Ban cila HDND, To dai 'Dieu \Ta dai bieu HDND Tinh; 

,e) Tham 	phuc vu Thuarng truc HDND, Ban cita HDND Tinh trong 
viec to chic cac cuOc hop giao ban, trao doi kinh nghiem, boi duerng 1(`)-T nang 
hog &Ong cho dai bieu HDND cac cap; 

g) Phuc vu Thuong tivc HDND, Chu tich, Pho Chia tich HDND Tinh dieu 
hanh cong viec chung cua HDND Tinh; dieu Ma, phoi hop hog dOng cac Ban cila 
HDND Tinh; bao dam viec thut hien Quy che hoat Ong cua HDND, Thuong tnxc 
HDND, Ban dm HDND, not quy kST h9p HDND Tinh; phuc vu HDND, Thuong 
trirc HDND, Ban cua HDND, dai bieu HDND Tinh trong hoat dOng doi ngoai. 
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3. Ph6ng Hanh chinh, T6 chtrc, Quan tri: Gip lanh dao Van ph6ng trong 
ding tac tham muu, to chirc phuc vu lanh ciao Doan DBQH, DBQH, HDND, 
Thuang trvc HDND, cac Ban dia. HDND Tinh trong linh vvc hanh chinh, to 
chirc, quan tri, cu the nhu sau: 

a) Lap du toan ngan sach nha nu6c phuc vv hoat Ong dm Doan DBQH 
va HDND Tinh tren co soy da xin y kien cua Truerng Doan DBQH, Thuemg trvc 
HDND Tinh; to chirc thuc hien, quan ly kinh phi hog Ong dm Doan DBQH va 
kinh phi hoat d6ng cua HDND Tinh. 

b) Bao dam dieu kien boat d6ng ciaa. Doan DBQH, DBQH, HDND, ThuOng 
tnrc HDND, Ban cua HDND, TO dai bieu va dai bieu HDND Tinh; tham muu viec 
thuc hien the d6, chinh sach d6i yeti DBQH, dai bieu HDND Tinh; Ung dung cong 
nghe thong tin trong quan tri mang may tinh va mang thong tin dien not b6 
cua cda. ca quan (phan mem iDesk). 

c) Quan ly ca so vat chat, tai san cong, cong tac hanh chinh, bao ve va le 
tan cua Doan DBQH va HDND Tinh. 

d) Tham gia xay dt.mg quy hoach, ke hoach dao tao, b6i duang va thuc 
hien viec quan lY cong chirc cua Van phong theo quy dinh cua phap luat. 

4. Ph6ng Thong tin, Dan nguyen: GiUp lanh dao Van phong trong cong tac 
tham muu, to chirc phuc vv lanh dao Doan DBQH, DBQH, HDND, Thuaing trvc 
HDND, cac Ban dm HDND Tinh trong linh vvc thong tin, dan nguyen, cu the 
nhu sau: 

a) Tham muu xay dung ke ,hoach tiep 	tri, chit Ong phi hop voi 
cac ca quan, , chirc trong viec to chirc DBQH, dai bieu HDND Tinh tiep xuc 
cir,  tri; gidp lanh dao Doan DBQH, Thuerng trvc HDND Tinh tong hop kien, 
kien nghi cua cir tri chuyen den cac co quan, to chdc, ca nhan c6 tham quyen 
xem xet, glad quyet theo quy dinh cua phap luat; 

b) Tham muu, phuc vu lanh dao Doan DBQH, DBQH, Thu6ng trvc 
HDND va dai bieu HDND Tinh tiep cong dan; tiep nhan, tham muu xir 1.Y khieu 
nai, to cao, kien nghi, phan anh cua cong dan giri den lanh dao Doan DBQH, 
DBQH, Thuerng trvc HDND, cac Ban cua HDND va dai bieu HDND Tinh; theo 
dOi, don doc viec giai quyet khieu nai, to cao, kien nghi, phan anh cua cong dan 
do lanh dao Doan DBQH, DBQH, .HDND,Thuong trvc HDND, cac Ban dm 
HDND, dai bieu HDND Tinh chuyen den co.  quan, chirc, ca. nhan c6 tharn 
quyen giai quyet va dinh ky bao cao lanh dao Doan DBQH, Thuerng trvc HDND 
Tinh theo quy dinh; 

c) Tham muu, de xuAt Doan DBQH, lanh dao Doan DBQH, DBQH; 
HDND, Thuerng trvc HDND, cac Ban HDND, dai bieu HDND Tinh trong viec 
bien tap, khai thac, cap nhat to lieu, tai lieu, clang tai tin, bai va cung cap cac 
thong tin, tuyen truyen ve hoat d6ng cua DBQH, dai bieu HDND Tinh; thu6ng 
xuyen cap nhat, dang cac van ban thong thuorng, hanh chinh, van ban quy pham 
phap luat; 
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d) Tham muu, de xudt lanh dao Doan DBQH, Thuong tryc HDND Tinh 
xay ch,mg video clip ,tiep 	tri truck va sau cac kSi hop, cac chuyen de 
chuyen myc ve dai bieu dan cir voi cir tri; 

d) Thtrong xuyen theo clOi, xay dung, khai thac, quan 13'T va van hanh 
Trang thong tin dien tir "Dai bieu Nhan dan tinh D6ng Thap". 

Dieu 6. Meii quan quan he phOi hqp giira the Phong thuc Van phong 

Cac phong thuc Van phong c6 trach nhiem ph& hop de thuc hien nhiem 
vu khi lanh dao Doan DBQH, DBQH; Thuarng true HDND, cac Ban HDND, dal 
bieu HDND; lanh dao Van phong HDND Tinh giao. Phong dugc giao nhiem vu 
neu lien quan den cong tac chuyen mon cac PhOng khac, Trugng phong phai chu 
dOng ph& hop veri cac Phong de thyc hien nhiem vu. Cac phong c6 trach nhiem 
ph& hop, ho trg de hoan thanh tot nhiem vu dugc giao. Trong qua trinh ph& 
hop thuc hien neu c6 kh6 khan, vuong mac phai bao cao lanh dao Van phOng 
tryc tiep phy trach de kip thoi thao go. 

Dieu 7. Nhi@n vy, quyen han cua Truii.ng phong 

1. Nhiem vu, quyen han chung cua TnrOng phong 

a) Truamg cac Phong chuyen mon thuc Van phong c6 trach nhiem giup 
Chanh Van phong, cac Ph6 Chanh Van phOng phy trach dieu phOi, don doc thuc 
hien nhiem vu chuyen mon cua phong, chiu trach nhiem ve nhiem vu dugc giao 
truck Chanh Van phong, Pho Chanh Van phong phi trach. 

b) Tren co so nhiem vu dugc giao, Tnrang phong c6 trach nhiem xay 
dung ke hoach, phan cong nhiem vu cu the dOi \Teri tirng cong chdc cua Phong, 
thugng xuyen theo doi, kiem tra, don doc thyc hien cong viec; dinh kS/ hang 
thang bao cao tinh hinh hoat dOng cua PhOng 	lanh dao Van phong; giir mai 
lien he, phoi hop \Tali cac phong trong qua trinh thyc hien nhiem vu dugc giao. 

c) Cac Truarng phong con thuc hien cac nhiem vu khac c6 lien quan den 
Phong do lanh dao Doan DBQH, ThuOng tnyc HDND, lanh dao cac Ban dm 
HDND Tinh, Chanh Van phong giao; khi thuc hien phai bao cao 	Pho Chanh 
Van phong phy trach linh vyc biet de dieu phoi cong viec c6 hieu qua, dung thari 
gian quy dinh. 

2. Nhiem vu, quyen han cu the cua cac Trugng ph6ng 

a) Truong PhOng Cong tac QuOc hOi: Giup lanh dao Van phong tham 
ginp viec, phyc vu hoat &Ong cua Doan DBQH, DBQH. Chiu trach nhiem 

chung trong viec thuc hien nhiem vu chuyen mon cua Phong Cong tac Quoc 
Thuc hien mot so nhiem vu khac do lanh dao Doan DBQH, Thuarng truc HDND 
Tinh, lanh ciao Van ph6ng phan cong. 

b) TnrOng Phong Cong tac HDND: Giup lanh ciao Van phong tham muu, 
ginp viec, phyc vu hoat dOng cua HDND, Thuarng tryc HDND, Ban cua HDND, 
dai bieu HDND Tinh. Chiu trach nhiem chung trong viec thgc hien nhiem vu 
chuyen mon cua Phong Cong tac HDND. Thuc hien mot so nhiem vu khac do 
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lanh dao Doan DBQH, Thugng truc HDND Tinh, lanh dao Van phong phan 
cong. 

c) Trugng Phong Hanh chinh, T6 chirc, Quan tri: Ginp lanh dao Van 
phOng trong cong tac tham muu, to chirc phuc vu lanh dao Doan DBQH, DBQH, 
HDND, Thiel-1g truc HDND, cac Ban dm HDND Tinh trong Firth vuc hanh 

to chirc, quan tri. Chiu trach nhiem chung trong viec thuc hien nhiem vu 
chuyen mon ctia PhOng Hanh chinh, TO chirc, Quan tri. Thuc hien cac nhiem vu 
khac do lanh dao Doan DBQH, Chu tich, PhO Chu tich HDND, Thuong true 
HDND, Ban ciia HDND Tinh va lanh dap Van phong giao. 

d) Truang Phong Thong tin, Dan nguyen: Giup lanh dao Van phong trong 
cong tac tham mtru, to chirc phuc vu lanh dao Doan DBQH, DBQH, HDND, 
ThuOmg truc HDND, cac Ban cila HDND Tinh trong linh vgc thong tin, dan 
nguy'0. Chiu trach nhiem chung trong viec thgc hien nhiem vu chuyen mon dm 
PhOng Thong tin, Dan nguyen. Thuc hien cac nhiem vu khac do lanh dao Doan 
DBQH, Thuang truc HDND, cac Ban dm HDND Tinh va lanh dao Van phong 
giao. 

Dieu 8. Nhiem vu, quyen h#n ctia Ph6 Trtr6ng phong 

1. Ph6 Tn.rong phong la ngued giup viec Trugng phong trong viec dieu hanh 
hoat clOng cua phong, true tiep dam nhiem thuc hien mot so cong viec chuyen mon 
theo su phan cong cua Truang ph6ng; chiu trach nhiem 	Trugng phong va 
lanh dao Van ph6ng ve nhiem vu dugc giao. 

2. Cac Ph6 Truang phong con thgc hien cac nhiem vu khac c6 lien quan 
den Phong do lanh dao Doan DBQH, Thugng true HDND , lanh dao cac Ban ciia 
HDND Tinh, lanh dao Van phong giao; khi thuc hien phai bao cao voi TruOng 
pilot-1g Met de dieu phoi cong viec c6 hi'eu qua, diing thaii gian quy dinh. 

Dieu 9. Nhietn vu, quyen h4n ciia chuyen vien 

1. Hoc tap, ren luy'en, nang cao nang Luc cong tac, trinh do chinh tri, guar' 
ly nha ntrac, phap 11*, chuyen mon, nghiep vu, ngoai ngil, tin hgc; thuc hien 
viec tham mtru, to chirc phuc vu hog dOng dm Doan DBQH, HDND Tinh kip 
th6i, dam bao chat lugng, hieu qua, dung 1u4t. 

2. Theo nhiem vu dugc phan cong, chuyen vien dugc lam viec va chiu sir 
chi dao truc tiep cda lanh dao Doan DBQH, Thirong truc HDND, lanh dao cac 
Ban cda HDND Tinh va lanh dao Van phong; chiu sir quan ly ve mat hanh chinh 
va sir phan dog cong viec cua Truang phOng, PhO Trugng phong ma chuyen 
vien truc thuOc. 

3. Thuc hien the dO bao cao, xin y kien giai quyet cong viec kip th6i; dinh 
k7 hang tuan, thang phai bao cao v&i Trugng phong, Ph6 Truarng ph6ng Rhu 
trach ve nhang cong viec da thkrc hien va de xuat nhang cong viec trong tuan, 
thang 

4. Thuc hien the do nOp, luu 116 so, tai lieu luu trir theo dung quy 
Bao quan tot tai san cua co. quan giao cho ca nhan sir dung lam viec va phuc vu 
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cong vu; thgc hanh tiet kiem trong sir dung dWi, nuac, dien thoqi va cac vat 
dung khac trong ca quan. 

5. Tham du h9i nghi, h9i thao, cu9c h9p cua Doan DBQH, cac ky h9p 
HDND, Thuemg truc HDND, cac Ban ciia HDND Tinh va cua cac co quan, don 
vi c6 lien quan khi c6 giay mai hoac c6 su phan cong cua lanh dao Van phong. 

6. Thgc hien cac nhiem vu khac c6 lien quan do lanh dao Doan DBQH, 
Thuong tivc HDND, lanh ciao cac Ban dm HDND Tinh, Chanh Van phong, Ph6 
Chanh Vanyhong php trach giao, khi thgc hien phai bao cao voi Tnromg phong phu 
trach Net de dieu phoi ding viec cua Phong c6 hieu qua, dung thai gian quy dinh. 

Dieu 10. Nhiem vu quyen h4n cua ke toan 

1. Lap du tru kinh phi hang nam cda Doan DBQH, HDND Tinh va dm 
Van phong; thgc hien cac the d9 ye quail ly tai chinh, ke toan, sir dung cac trang 
thiet bi, tai san cUa co quan; thanh quyet toan theo dung quy dinh cua phap luat. 

2. Thuc hien nhiem vu cua ke toan theo Luat ke toan va cac van ban 
huong dan thgc hien Luat ke toan cua co quan c6 tham quyen; c6 trach nhiem 
bao quail chimg tir, cac tai lieu, ho so sO sach c6 lien quan den cong tac ke toan 
theo quy dinh; khong dirge toy cung cap cac thong tin c6 lien quan ve tai chinh 
cho nguai khOng c6 trach nhiem. 

3. Thuc hien nhiem vu khac,  c6 	quan do Chanh Van phong, Pho 
Chanh Van phong phi trach truc tiep va Truang phong Hanh chinh, To chirc, 
Quan tri giao. 

Dieu 11. Nhiem vu quyen han cfia thu quy, thu kho (kiem nhiem) 

1. Quan ly tien mat dia co quan theo dUng quy dinh; khi xuat tien quy 
duoi bat cir hinh thirc nao deu phai coy kien cua Chu tai khoan hoac nguai dugc 
usi quyen va phai c6 phieu chi do Ice toan lap; thu, chi dung so tien ghi tren phial 
thu, phieu chi hop phap; khong dugc to y dem tien dia co quan ye nha cat gid 
hoac cho nguai khac mugn; c6 quyen tur chOi khi nguai khong c6 nhiem vu hoac 
chua dugc phep yeu cau kiem tra so quy, so tien mat; cap nhat quy tien mat hang 
ngay theo dimg bieu rnAu quy dinh; cong quy, kiern tra doi chieu so sach voi 
thgc to tien mat va ban giao chimg dekes toan theo 	quan 	cuoi thang 
ding ke toan doi chieu so sach, kiem ke , tien thu, chi, ton quy va ciing,k)"/ vao 
sO theo 	sau do bao cao, 	tad khoan. Neu xet thay viec nhan tien, van 
chuyen tien khong an toan, ton quy qua quy dinh hoac vat dung de quan 1)",  tien, 
giay to khong dam bao chac chan thi thu quy co trach nhiem bao cao ChU tai 
khoan hoac nguai dugc uy quyen va Truong phong Hanh chinh, To chirc, Quail 
tri de c6 bien phap xir ly ngay. 

2. Ma s9 theo doi va thuc hien viec nhap, xuat kho dimg quy dinh; quan 
bao quail hang h6a, vat tu, tai san trong kho, khong de hu hong, mat mat; cap 

phat, nhap kho cac tai san, hang hoa cUa co quan theo quy dinh va theo phieu 
xuat, thu 	, toan. 
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3. Cu6i miSi thang, thu quy, thti kho ding ke toan doi chieu quy, hang hod 
da nhap, xuat, ton kho va bao cao Chanh Van phong, Pho Chanh Van phOng phu 
trach va Truang phong Hanh chinh, To chirc, Quan tri. 

4. Thgc hien nhiem vu khac c6 lien quan do Chanh Van phong, Ph6 Chanh 
Van phong phu trach va Truang phong Hanh chinh, To chirc, Quan tri giao. 

Dieu 12. Nhiem vu, quyen h4n ciia Wan vien van thir, liru tar 

1. Ve viec tiep nhan xir ly van ban din 

, a) Tip nhan, dang kY, chuyen giao deg van din; theo 	qua trinh luan 
chuyen cita van ban theo,  dia chi, cap nhat, quan 11/ ho so, tai lieu ten phan 
mem iDesk, dia cung, so theo quy dinh. 

b) Chuyen tai lieu, cong van din hang ngay cho Chanh Van phong xir' 11 
theo quy dinh. Truang hop Chanh Van phong di yang thi chuyen cho Pho Chanh 
Van phong dugc u1/ quyen xir 11/; vao so theo doi va chuyen kip thoi den nguoi 
tiep tuc xu ly khi coy kien cua lanh dao. 

2. Ve viec tiep nhan xir 11 van ban di 

a) Kiem tra the thirc, hinh thirc k'S/ thuat trinh bay van ban cid 1(1/ tnrac khi 
&mg dau, vao so, chuyen in sao van ban dung so luting phat hanh theo yeu cau; 
dong dau va gin van ban theo dia chi nori nhan. Truemg hop phat hien van ban 
chua day du thil tuc hoac chua dung the thirc, hinh thirc va 1(y/ thuat van ban thi 
van thu bao cao Chanh Van ph6ng hoac Ph6 Chanh Van phong phu trach xir 111. 

b) Quan 11 cac con dau va sir dung con dau dung quy dinh, khong 41. 1 de 
dau cho ngtrai khac dong hoac tg minh dong dau 'thong chi, dong dau khOng 
dUng tren cac giay to kh8ng c6 chit kY hoac kh8ng c6 chit k1/ cua ngtrai co tham 
quyen k1/ trong co quan. Trueyng hop yang mat a co. quan hoac nghi phep, di 
cong tac, nghi 	deu phai bao cao vai Twang phong Hanh chinh, To 
chirc, Quan tri va thuc hien ban giao con dau theo dung thd tuc cho nguai khac 
do Truang phong Hanh chinh,To chirc, Quan tri phan cong. 

3. Ve viec luu trit ho so, tai lieu, in sao tai lieu 

a) Quan 11/ cong van, tai lieu, ho so trong thai gian chua nOp ltru vao 
Trung tam Ltru trit Tinh theo quy dinh; dam bao viec thu thap, phan loci, lap ho 
so tai lieu,hxu trit day du, dung quy dinh, dap irng yeu cau cung cap tai lieu kip 
thai khi can thiet; c6 trach nhiem chuyen tai lieu, ho so den flan n8p luu cho 
Trung tam Lau trit Tinh theo dung quy dinh hien hanh; gift bi mat not dung cac 
tai lieu va thirc hien nghiem chinh cac quy dinh ve bao mat tai lieu. 

b) In sao, nhan ban cac van ban khi c6 chi dao cua Chanh Van phong, PhO 
Chanh Van phong va Truang phong, Ph6 Truang ph6ng dung so luting, not 
dung van ban goc, hinh thirc cac loci van ban. 

c) Thuc hien tiep nhan, ban giao cac loaf van ban, tai lieu tnrac va sau khi 
in sao cho ngueyi c6 trach nhiem theo quy dinh; Ichong de xay ra mat mat, that 
lac van ban, tai lieu hoac thuc hien cham tre anh huang den phuc vu cong vu; 
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giir bi mat not dung cac tai lieu va thgc hien nghiem chinh cac quy dinh ye bao 
mat tai lieu. 

d) Bao quan, bap duang va dinh ky ve sinh cac may moc, trang thiet bi ky 
thOt dugc giao. 

d) Thuc hien nhiem vu khac cc') lien quan do lanh dao Doan DBQH, Thugng 
truc HDND, cac Ban HDND Tinh, Chanh Van phong, Pho Chanh Van ph6ng phi 
trach, TruOng phong Hanh chinh, To chirc, Quan tri giao. 

Dieu 13. Nhiem vy, quyen han cua lai xe 

1. Chip hanh tot Luat Giao thOng dugng be), bao dam lai xe an toan; phpc 
vu dua don can be, cong chirc di cong tac dimg gi6, chu dao, lich thiep; dam bao 
dimg tuyen va dia diem theo quy dinh. Trong tru6ng hop có trg ngai khi km 
thong ten di/Ong, xe khong chac chan an toast khi phpc vu hoac stiv khoe khong , 
dam bao thi lai xe phai bao cao ngay ved Truong phong Hanh chinh, 	chirc, 
Quan tri hoac ngugi ma minh gang phpc vu de chit dOng xir ly, khong de tinh 
tang mat an toan hoac to, ngai den cong vu. 

2. Trong gia hanh chinh cua cac ngdy lam viec, neu khong dugc phan 
cong di cong tac, lai xe thuong xuyen co mat tai co. quan de dam bao phy.c vu 
kip thai cong viec dm co quan; duoc quyen tir,choi sir dung xe khi,phtrang tien 
khong dam bao an toan ho4c khi chin. c6 kin 	nguai có quyen dieu dOng 
xe di cong tac. 

3. Quan ly, sir dung, bao quan xe tot; thuc hien nghiem 	cac quy dinh 
viec bao duang, 	chita va tiet kiem xang dau; ghi chep dung, chinh xac, day 
du nhat trinh van hanh xe trong nhang lan &roc dieu dOng di cong tac, co xac 
nhan dm can bO, cong chirc sir dung xe va lap thu tpc thanh toan xang, dau theo 
dung quy dinh. 

4. Thuc hien cac nhiem vu khac khi diroc lanh dao Doan DBQH, Thugng 
truc HDND, cac Ban HDND Tinh, lanh dao Van phong, Trugng phong, Pho 
Truong phong Hanh chinh, T6 chirc, Quail tri giao. 

Dieu 14. Nhie'm vu, quyen han cua nhan vien phyc vy 

, 	1. Phai dam bao ye sinh cac ph6ng lam viec trong co quan; thuong xuyen 
kiem tra dien, nugc, caa, khod va cac thiet bi khac dm tat ca phong lam viec, khu 
Yuc chung trong co quan de xir ly hoac co de nghi xir 1)'T phil hop, bao dam an toan. 
Trong truong hop 'mot qua 

To 
nang quyen han 	nhiem vu thi bao cao cho 

TnrOng phong Hanh chinh, To chirc, Quan tri de có bien phap giai quyet ngay; 

2. Bao dam day du kip th6i cac dieu kien vat chat phpc vu cuOc hop, hOi 
nghi, tiep khach; 

, 	3. Quail 	sir dung cac loai phuong tien, dung cu, vat dung chuyen dUng 
tiet kiem va dung quy dinh. Dinh kSi cuoi thang bao cao quyet toan cac hang 
hod, vat pham da tieu dung phpc vu cho hoat &Ong cna co quan trong thang cho 
Truong phong Hanh chinh, TO chirc, Quan tri. 
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4. Thkrc hien cac nhiem vu khac c6 lien quan khi dugc lanh dao Van 
phOng, Truong ph6ng, PhO Truong phong Hanh chinh, To chirc, Quan tri phan 
cong. 

Dieu 15. Nhiem vu, quyen hyn cua nhan vien ban ve, cham soc cay 
kieng, sirs china dien, ntrov 

1. Bao ve ca quan; kiem tra, cham soc hoa kieng va ve sinh khuon vien ca quan. 

2. Kiem tra, sira china dien, nuot ca quan khi hu hong; thuang xuyen kiem 
tra theo dOi cac thiet bi phong, chong chay no, bao dOng, dien, nuerc (kheri dOng 
may barn nu& moi thang mot lan) de c6 bien phap xir ly khi c6 tinh huong xay 
ra; thirc hien dUng, day du cac quy dinh ye ph6ng, chong chay no trong co quan. 

Chtmeng HI 
CHE DO LAM VIEC, HQI HQP, THONG TIN BAO CAO 

Dieu 16. Che do lam viec 

, 	1. Cong chirc, ngueri lao &Ong c6 nghla 	viec 05 ngay trong mot 
tuan; duoc nghi ngay tha. Bay, chil Nhig va ngay Le, Tet theo quy dinh. 

2. M8i ngay lam viec 08 gia: 

BuOi sang: Tir 7 gi6 den 11 gi6 30 phut; 

BuOi chieu: Tir 13 gio.  30 phUt den 17 gi6. 

3. Trong gi6 lam viec tai co. quan, cong chirc, ngueri lao &Ong phai deo 
The cong chirc; an mac chinh to theo dUng quy dinh ye trang phvc tai cong so; 
khOng dugc u6ng rucru bia trong gi6 lam viec. 

4. Trong truang hop vi yeu cdu cong tac, can giai quyet cong viec gap, 
lanh dao dieu &Ong lam viec, ngoai gi6 hanh chinh hoac lam viec vao ngay nghi, 
ngay Le, Tet thi dugc sap xep nghi bu, neu Ichong sap xep cho nghi bit thi dugc 
tinh the dO lam them gi6 theo quy dinh. 

5. Lanh dao Van phong di cong tac tinh, thanh phe; trong nu& phai bao 
cao Thuerng trirc HDND hoac lanh dao Doan DBQH. Truong phong, Ph6 
TruOng ph6ng, chuyen vien, ngu6i lao dOng di cong tac phai bao cao yeti lanh 
dao trgc tiep; di cong tac xa, dai ngay phai ban giao lai cong viec; chuyen vien, 
ngueri lao dOng phai thirc hien the do bao cao not bo theo quy dinh cua Phong. 

Dieu 17. Che di) hi)i h9p 

1. Van phong to chirc, 
the 

cuOc h9p Thuerng trirc HDND Tinh moi 
thang mot Ian (th6i gian cu the do TT/HDND quyet dinh tir,ngay 22 den ngay 25 
hang thang) de danh gia ket qua hog dOng trong thang, trien khai chuong trinh, 
ke hoach hog dOng trong thang teri cua Thuerng truc HDND va cac Ban HIND 
Tinh. Phong Cong tac HDND chudn bi not dung, tai lieu, ghi bien ban cuOc hop; 



13 

tie') thu y kien gop YT, hoan chinh cac n6i dung trinh Thuang trgc HDND Tinh 
1c)"/ ban hanh. 

2. TO chgc phvc vu cac cu6c h9p lien tich dm. Doan DBQH, Thuong trgc 
HDND Tinh truck cac ky h9p QuOc h6i, kSr h9p HDND Tinh theo dung luat dinh. 

3. ThIng 7 gig sang thir Hai hang tuan Van phong to chdc chao Co; 9 gig to 
chgc hop giao ban lanh dao,  Van phong 	Twang cac phong chuyen mon 
de danh gia cong viec trong tuan va de ra ke hoach cong tac tuan tad, neu can thiet 
c6 the mei cac Pito Truong phong tham du. 

4. Dinh ky moi qu)",  mot ran, hop toan the cong chgc, ngugi lao,d6ng Van 
phong (thei gian the do Chanh Van phong guy& dinh ngay 19 den ngay 21 
hang thang) de pho bien cac chit truong, chinh sach; danh gia ket qua hoat d6ng 
trong quy, trien khai chuang trinh, ke hoach hoat Ong 	dm Van ph6ng. 
Lanh dao Van phong mgi dai dien Thuong trrc HDND Tinh, Ph6 Trugng Doan 
DBQH dv hop de gop 3'f, chi dao cong tac tham muu, phvc vu cila Van phong. 
Pilot-1g Ranh chinh ,TO chgc Quan tri chuan bi bao cao quy, not dung, tai lieu 
va ghi bien ban cu6c hop; tiep thu y kien gop y, hoan chinh cac not dung trinh 
Chanh Van phong ky ban hanh. 

5. Lanh dao Van phong phOi hop voi Cong down ca quan to chtk H6i nghi 
can b6, cong chuc vao cuoi nam de tong ket cong tac nam va de ra Ke hoach 
cong tac nam tiep theo. 

6. Cac phong chuyen mon h9p m6i thang m6t lan (thOi gian cu the do 
Truang phong quyet dinh tit ngay 16 den ngay 18 hang thang) de danh gia ket 
qua hoat d6ng trong thang; xay dung chuang trinh cong tac thang salt; hoan 
chinh bao cao thang gui cho lanh dao Van phong (qua PhOng Hanh chinh, TO 
chgc, Quart tri) cham nhat la cuoi ngdy 18 mOi thang. 

7. Ngodi cac cu6c h9p ten, theo yeu cau cong viec, lanh dao Van phong va 
cac phong c6 the trieu tap cu6c h9p bat thuang. 

8. Cac cu6c h9p Van phong, h9p lanh dao Van phong do lanh dap Phong 
Harth chinh ,TO chgc, Quan tri hoac chuyen vien to chuc, thi dua khen thuang 
ghi chep day dia vao so h9p ciaa Van phOng va cu the thanh van ban thong tin 
den cong chirc, nguoi lao d6ng cua Van phong biet. 

Dieu 18. Che dO thong tin, bat) cao 

1. Chanh Van phong c6 trach nhiem phO bien, quart triet va cung cap 
thOng tin, bao chi, van ban, tai lieu ve &rang loi, chu truong, chinh sach cua 
[Yang, phap luat cua Nha nuuc ye nhfing not dung can thiet lien quan den nhiem 
vv cua cong chirc, nguoi lao d6ng Van phong. 

2. Cac phOng chuyen mon thvc hien the d6 thong tin bao cap theo dinh ky 
va theo chgc nang nhiem vu dugc giao. 

3. Tat ca cac loai van ban, bao cao, tuy theo chtk nang, nhiem vv dugc 
giao, cac phong chuyen mon c6 trach nhiem soan thao, trinh lanh dao phi trach 
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theo trinh to de xem xet, gop 5/, ban hanh dam bao ve mat theyi gian va gui dung 
quy dinh, cu the la: 

a) Cac loci van ban, bao cao c6 lien quan den Doan DBQH Tinh do Phong 
Cong tac QuOc hei du thao trinh Pho Chanh Van phong php trach xem, gOp Y, 
tham dinh xong, chuyen Chanh Van phong xem trinh lanh ciao Doan DBQH 1c5/ 
ban hanh. 

b) Cac loai van ban, bao cao có lien quan den HDND Tinh do Phong 
COng tac HDND du thao trinh Pho Chanh Van phong php trach xem, gOp Y, 
tham dinh xong, chuyen Chanh Van phong xem trinh Thueng truc HDND k5/ 
ban hanh. 

c) Cac loai van ban, bao cao c6 lien quan den cac Ban dm HDND Tinh do 
chuyen vi'en truc tiep giUp viec cho Ban thuec Phong Cong tac HDND du thao 
trinh, lanh dao Ban xem xet, quyet dinh k5/ ban hanh. Trong thuc hien nhiem vu 
dugc lanh dao Ban phan cong, chuyen vien phai bao cao cong viec cho lath dao 
Phong Cong tac HDND biet, theo cloi. 

d) Cac loai van ban, bao cao có lien quan den cong the thong tin, dan 
nguyen do Phong Thong tin, Dan nguyen dg tilde trinh Ph6 Chanh Van phong 
php trach xem, 	tham dinh, chuyen Chanh Van phong kY ban hanh; hoac 
Chanh Van phong trinh lanh dao Doan DBQH, Thueng truc HDND IcY ban 
hanh. 

d) Cac loai van ban, bao cao c6 lien quan den Van ph6ng do Phong Hanh 
chinh, TO chirc, Quan tri du thao trinh Pho Chanh Van phong php trach xem, 
gop 5/, tham dinh,truov Ichi trinh Chanh Van phong (hoac Ph6 Chanh Van phOng 
neu dugc Uy quyen) Ic5/ ban hanh. 

Chirang IV 

DAO TAO, BOI DUNG CHUYEN MON NGHItP VU, CHE DO CHiNH 
SACH AP DUNG DOI VOI CONG CHtit, NGUOI LAO DONG 

Dieu 19. Cling tic dao tao, bei dir&ng chuyen mon nghiep vu 

1. Tren ca ser quy hoach can be, cong chirc theo quy dinh chung ,cita Tinh 
va yeu cau nhiem vu cong tac 	ca quan; lanh dao Van phOng sap xep h9p 15/ 
de cong chirc co quan dirge h9c tap, tham du cac Ich6a dao tao, boi duemg de 
nang cao trinh do 15/ luan chinh tri, chuyen mon nghiep vu, ngoai ngir, tin h9c,... 
nham dap irng yeu cau nhiem vu cong tac. 

2. T6 chirc va tao diL kien cho cong chirc, ngu6i lao deng dugc tham gia 
h9c tap, quan triet day du cac chi thi, nghi quyet cua Dang va phap luat cua Nha 
nuoc. 

3. Tao dieu kien cho cong chirc, ngu6i lao Ong duet di h9c tap va trao 
dOi kinh nghiem hoat Ong 	cac don vi ban, tinh ban (met nam it nhat moi 
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cong chdc, ngueri lao dOng dugc di mot Lan) de tiep thu kinh nghiem, van dung 
vao cong tac. 

Dieu 20. Che cho tien ltrcrng, khen thtromg, 134 nhiem cong chin 

1. Cac the dO tien lucrng, khen thuong, bO nhiem cong chirc dugc thgc 
hien dimg theo quy dinh cua phap luat. 

2. Cong chdc, ngued lao dOng dugc tra luong qua the ATM vao clAu thang 
(khong qua ngay 08 hang thang); thgc hien viec nang lucmg truerc theri han, khi 
ca nhan do c6 thanh tich xuat sac dung theo quy dinh; dugc huong cac che dO 
theo quy dinh ve tang thu nhap tix thgc hien tiet kiem trong hoat dOng thuang 
xuyen va tren co so/ quy dinh cua Quy che chi tieu not 130 cua ca quan; 

Dieu 21. Che c#o nghi phep, nghi viec rieng, nghi benh 

1. COng chdc, ngued lao &Ong dugc nghi viec rieng va nghi phep hang 
nam theo quy dinh cila BO luat Lao dOng va dugc thgc hien trong pham vi, tham 
quyen nhu sau: Nghi mot buoi do Truang phong quyet dinh; nghi mot ngay phai 
coy kien &Ong Y cua Pho Chanh Van phong phu trach; nghi tux ngay thin hai tr6- , 
len phai c6 kien 	Chanh Van phong va Truang Ban dm HDND Tinh (doi 
vad cong chdc phpc vu ding tic cua cac Ban). 

2. Cac Truong phong theo doi the do nghi phep, nghi viec rieng cua cong 
chirc thuOc, 	(long theri phai thong tin den Phong Hanh chinh, To chirc,
Quart tri biet de theo doi chung theo quy dinh. 

3. Cong chirc, ngued lao dOng dugc nghi dieu tri benh theo quyet dinh cua 
Benh vien va huang the do bao hiem xa hoi theo quy dinh cua phap luat hien 
hanh; ban than hoac gia dinh ngued benh c6 trach nhiem bao cao cho lanh dao 
Van phong biet. 

Chirong V 

TO CHU'C THI1C HItN 

Dieu 22. To chirc thwc hien 

Quy the nay dugc trien khai va to chdc thgc hien trong co quan Van phong; 
cong chirc, ngued lao &Ong Van phong c6 trach nhiem thi hanh Quy the nay. 

Trong qua trinh to chic thgc hien Quy the nay, neu phat sinh kh6 khan, 
vuong mac, lanh dao Van phong se xem xet sda doi, bo sung cho phi hop./. 
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