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1. MUC PICH
Quy trinh nay quy dinh cich thae 6 chure thyue hign gia quy ¢t thu tue hanh chinh
thuge tham quyén cap huyén vé Noi vy, Quy' trinh nay con 1a tai licu cho chuxén vién
mai. la tai liéu dé tuan thu thue hi¢n. 1a chuan muce dé dinh 2id k¢t qua thue hién cong
vige.
2. PHAM VI
Quy trinh nay ap dung cho linh vire NOivu cap huyén,

Ap dung doi vai Phong N6i vu va cdc 16 chie/ o nhan thue hién thu e nay .
Bao gom cac thu tue sau:

[ I
STT Tén Thu tue hanh chinh (44TTHCO) Ghicha
|
i e ; . ; ;
A | LINH VUC CONG CHUC VIEN CHUC (7TT)
I. | Thu tyc Thu tuc thi tuyén cong chire

2. | Thu tue xét tuyén cong chire

3. | Thu tuc ticp nhan céc truong hop dac bict trong tuyen dung cong chie
t

Thu tuc hanh chinh x¢t chuyén can bj. cong chire cap xa thanh cong chue :
cap huyén QD so

= e T : S - 1655/QD-
3,' Tﬁu_tgfﬁdnlj E:h]j’lh thi tuyén vién chire UBND
6. | Thu tuc XCt tuyén vién chire ngay
7. | Thu lLIL_\Ll ILI_\L?dr.lL cach vién chire 1 27/12/2019
| : 5 TR
K ehe e R VAL S W (o cua UBND
| CLINHVUC THI DUA KHEN FHUONG (8TTHC() Tinh

! g , Thu tye tang Gidy khen cua Chu tich UBND huyén & thanh tich thyc
" | hién nhiém vu chinh tri

J

I e = v g Z CaEi T

J 9. | I'hu tuc tang danh hi¢u I'ap the lao dong ticén tién
{ Jouy ] (i. TI'ﬁrtlTL‘:cilA_a'i_h-gidi]]h/hizf‘u'VC‘hiC"n sy thi dua co sor

11.| Thu tuc té'ng danh hi¢u Lao dong tién tién:

| : _Thu_L_L_lcrt'z_'l_r-lgf(ﬁii_firyﬁklfc11 cua Chu tich UBND c{ip huyén v¢ thanh tich (hj
’ 12.1 dua theo dot. chuyén dé:

T 7'71?971_1-(:—i;fmg_61;5y_khcn cua Chu tich UBND c{ip huyén vé thanh tich dot
xuat,

I:I'ILI_[L;C I_angid;zﬁ khen cua Chu tich UBND c;"ip huvén vé khen thurong
doi ngoai.
[ 15, Thu tuc tang (ii;'i} Khen cua Chu tich UBND c:"np huven cho gra dinh,
CLINHVUCTO CHUC BO MAY (03TTHC)
l’L 16.’ Thu tuc tham dinh thanh ldp don vi sunghiép cong Iap
}r ;7 lhﬁndrnh\lirtla chire lai don vi su nghi¢p cong lip.
i

]g', I'ham dinh vi¢e giai thé don Vi su nghi¢p cong lap

| LINH VU'C QUAN LY NHA NUGC VE QUY XA HOL QUY T"
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THIEN CO PHAM VI HOAT DONG TRONG TiNH
__J Cap giay phcp thanh L|p va umo nhan diéu I¢ quy.

T ong nhan quy du diéu Ki¢n hoat dong va cong nhan thanh vicén 116
* dong quan Iy quy.

21 J (ono nhan tha\ doi. bo sung thanh vién Hoi dong quan Iy guy.

22. lha\ d0| glay phep lhanh lap va cong nhan diéu I¢ (SD. BS) quy.

ap ldi 21‘1\ plnp llmnh Lm va cong nhin diéu 1¢ quy.

( ho phcp quy. hoal dong: tro lai sau khi bi tam dinh chy hoat dong.
75 H(rp nhat. sap nhap tha ld(.h quy.

LINH VUC QUAN l\ NHA NUOC VI HOI
28 | Cong nhan ban van dong thanh lip hoi ¢o pham vi hoat dong tronge
| huy¢én. trong xa
Thanh ldp hoi co pham vi hoat dong trong xa
7 ‘fl | Phé dU\ ¢t dIClI lc hdi co pham vi hoat dong trong xi
1 ]hu tuc hanh chmh chta tach; sap nhap: hop nhat hoi ¢ap xa
2. lhu tuc hanh (,hmh d0| (¢n hm €0 pham vi hoat dong trong xa

')()

33.| Thu tuc hanh chinh gld] thé hoi ¢o pham vi hoat dong trong xa

' Thu tuc hdnh chinh bdo ¢d0 16 chire dai hoi nhi¢m ky. dai hoi bat

thuong héi cap xa

Th tuc tham dinh hd so n. ngum dang truc lle tham gia hoat dong
chr thap do bj tai nan dan dén thigt hai v¢ sire khoe

Thu tuc xem xét. chi tra chi phi cho nguai dang trure Liép tham 2l
hoat dong chir thap do bj taj nan dan dén thigt hai v ¢ sure

Ll’\[ll vycC TON Gl IAO

Thu tue thong bao ma 1ap boi dudme V¢ 1on 1 2ido theo quy dinh 1ai
l\hoan 2 chu 41 T.uat tin nguong. 1on giio

38| Thutue thong béo danh muc hogt dong 1on gido ddi vai 16 chire co
3 -
dld ban hoat dono lon 2ido o nhiéu xa thuge mot huyén

39, Thu tuc théng bao danh muc hoat dong 16n gido bo sung doi véi 16 |
LhU’C co dia ban hoat dong 6n gido & nhiéu xa thude mot huyén |

Ihu tuc lhon bao to LhU(. hm nth thuomg nién cua 16 chie 16n
40, g
glao to chuc ton glao tryc thuoa ¢o dia ban hoat dong o mat huyv¢én

Thu tuc dé nght to LhU‘C dai ho: cua t6 chire ton gido. 16 chire (on
.| gido truc thudc, 16 chire dugc cip chimng nhan dang ky hoat dong
ton gido ¢6 dia ban hoat dong & mot huyén

5 | Ihu tue dé nghj 16 chire cude 1¢ ngoai cor sor ton eido. dia dicm hop
ap da dang ky ¢o quy Mo Lo chire o mot huy¢n

43.] Thu [EL_d_LE&hQ;IaI?g dao ngoai dia ban phu trich. co so (on 2ido.



- dia diém hop phép da dang Ky ¢o quy mo 16 chire o mot huyén
- Thu tuc thong bao t6 chire quyen gop ngoai dja ban Mot xa nhung
44.Llrong dia ban mot huyén. quan. thi xa. thanh pho thuoe tinh.cua co

SO tin ngudng, 16 chire t6n gido. 16 chire ton g1do truc thuoe

3. TAL LIEU VIEN DAN
- Tieu chudan quoc gia TCVN IS0 9001:2013
- Cdc van ban phap quy lién quan dén cdic TTHC rong muc 1.9. Quv trinh noi

bo giai quvét TTHC (Linh viee NOVvw) diwoe ban hanh kém theo Quvér dinh so
) 1655/QD-UBND ngay 27/12/2019 ciia UBND Tinh

4. DINH NGHIA/ VIET TAT
- TTHC: Thu tue hanh chinh
- OCVN: Quy chudn Viét Nam
5. NOI DUNG QuUY TRINH (Theo quy trinh ngi bo giai quvér TTHC QD s
1655/QD-UBND ngay 27/12/2019 ciia UBND Tinh
6. BIEU MAU (7heo quy dinh cua van ban quy pham phep lucr)

7. HO SO CAN LUU (Theo muc 1.10 Liru i So-cua quy trinh noi bi giai qunvér TTHC
QDb s 1655/QD-UBND ngay 27/12/2019 cua UBND Tinh,



UBND HUYEN CHAU THANH

CONG HOA XA HOI CHU NGHIA VIET NAM
PHONG NOI VU

Boclap - Tw do - Hanh phiic

DANH MUC TAI LIEU NOI BO HE THONG QUAN LY CHAT LUONG
THEO TIEU CHUAN TCVN 1SO 9001:2015

s [ Tén tai li¢u S EAY e ity
| e e K ‘ ; hi¢u lue
-1 | Muc tiéu chét lugng \ MTCI.
l 7 ::(r: (i(;nlr(c);::; va trich nhi¢m quyén han cua { HDHCTIH.SDTC .[

3 | Danh muc kiém sodt tai liéu ndi bo hign hanh | BM.OT 11T 01.01 | 1482000
74 Lﬁ?iﬁ;ﬁ;@;?;ga“a' licu ¢o nguon 20¢ ] BMLOTITT01.03 | AR

5 J/i)til‘ﬁi'),"}ff chirc thic hi¢n TTHC thuge finh | GTIERY B

Ngay thang — nam 2020

NGUOI LLAP

Ludng Hoang Minh



DANH MUC KIEM SOAT TAI LIEU CO NGUON GOC

BEN NGOAI HIEN HANH

Ngay co

¥ Ghi chu
hic¢u luc ;

03/4/2017

25/6/2019

05/3/2020

01/6/2010

26/6/2012

; SH 'Ky hi¢u, ngay thang nam ban hanh,
LEY | co' quan ban hanh, trich yéu ndi dung viin ban
| | Luat Thi dua. Khen thuong nam 2013 .
— S - i——— - - !
2 | Luét Tin ngudng. Ton gido '
.| Nb 204/2004/ND-CP ngay 14/12/2004 cua Chinh phu vé ché do A
3 : / L 2
tién luong doi voi CB.CC.VC va lye lugng vi trang
ke oA : ‘
. Nghi dinh s6 34/2017/ND-CP ngay 03 thang 4 nim 2017 cua Chinh
B phu quy dinh chire nang. nhi¢m vu. quyén han va co cau 10 chue cua
‘ Bo NoOi vu:
| Nghi dinh 5O 34/2019/ND-CP ngay 24 thang 4 nam 2019 cua Chinh |
5 phusua déi. bd sung mdt so quy dinh v¢ can bo. cong chure cap xa
'1 va nguoi hoat dong khong chuyén trach o cap xa. o thon. 16 dan pho. |
| Nghi dinh s6 30/2020/ND-CP ngay 05/3/2020 cua Chinh Phu v¢ l
6 cong tac van thu ‘
e T T
Nghi dinh 42/2010/ND-CP ngay 15/4/2010 cua Chinh phu quy dinh |
7 |chi tiét thi hanh mdt s6 didu cua Luat Thi dua. Khen thuong va Luat |
sua doi. bo sung mot s& diéu cua Luat Thi dua. Khen thuong.
| | DS
' Nghi dinh 39/2012/ND-CP ngay 15/4/201 2 cua Chinh phu sua do.
‘| i bo sung mat so diéu cua Nghi dinh s0 42/2010/ND-CP.
: : il :
i l Thong tu s6 02/2011/TT-BNV ngay 24/01/201 I cua Bo Noi vu

S |

| chung ap dung tai cap huy¢n trén dia ban tinh Dong Thap

" hudng dan thue hién Nghi dinh $d 122010/ND-CP ngay 15/472010
T 'I'I-i(-“mg tu S—(""n_(-)i—T/ZO—(_)S-/T"[‘—BNV?g"S_\'_O?l lhang 6 nam 2008 cua BO

| Noi vu huang dan chire nang. nhiem vu. quyén han va co cdu 16
chite cua S& Noi vu, Phong Ngi vu thude UBND cap tinh. cap huyen l

1 Quyét dinh SO 1153/QD-UBND ngay 08 thag 9 nam 2009 cua

UBND Tinh Dong Thap vé vi¢e cong bd bo thu tue hanh chinh

Nghi dinh 22/2005/ND-CP ngay 01/3/2005 huong dan thi hanh mot
s6 diéu cua Phap lénh Tin ngudng (6n gido

| Thong tu s& 08/2013/TT-BNV ngay 31 thang 7 nam 2013 cua Bo
Noi vu huong dan thuc hién ché do nang bac luong thuomg xuyen va
| nang bac luong trude thoi han déi voi can bo. cong chue. vién chure
| va nguoi lao dong

| Quyét dinh s6 16/2019/QD-UBND ngay 15 thang 8 nam 2019 |

| cuia UBND tinh Pong Thap ban hanh Quy dinh phan cap. phan cong |
vé quan 1y 16 chire b may va can bg. cong chtre. vién chire. ngudi lao

| dong trong co quan hanh chinh. don vi su nghi¢p cong lap. cac hoi |

19/6/2008

08/9/2009

16/3/2003

15/9/2013
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tren dia ban unh Dfmg Thip: B [Eoi
| Quyét dinh sd 1655, QD-UBND-IIC ngay 27 lhdl'lé 12 nam 2019 ¢ Sl G o

15 Chu tich UBND tinh E)onu Ilmp Lung, hn danh muc TTHC thude | 27/12/2019
| linh vire Noi vy thuge thi i

am quycn giai quyct ét cua tinh, huyén, x3
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Chau Thanh, ngay thang  nam 2020
KT. FRUON(; PH()N(.




UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
HUYEN CHAU THANH Doc lap- Tu do- Hanh phic

Chau Thanh. ngay thang nam 2020

SO PO TO CHUC PHONG NOI VU

TRUO'NG PHONG
Phu trach chung- -Cong tac t6 chire bo may, XDCQ, CCHC,
TD-KT, TG, VTLT. BGHC, Hoi- -Quy hoéi, Thanh nién

y y

P. TRUONG PHONG P. TRUONG PHONG
Linh vue CCHC, TN, PGHC, Linh vue TPKT, TG, VTLT
H0i-Quy hoi |
o e |
vy . ' :
Chuyén vién j Chuyén vién - Chuyén vién Chuy¢n vién o Chuyén vién
| Tochie bo may- CCHC, VTLT. Héi, - Tong hop Van Chinh sach CB, (. ’
- CBCCVC-Bién ché, Quy hoi, Thanh ~ phong co qua, TDKT VC, XDCOCS: TG:
uén luong-Nhan xét nién - VILT co quan, BGHC r
danh gia CBCC I'hu quy
| g4 |
L AR SPSRASTS 0 A R =
I\I . TRU ()\(. PH()\(. Phé duyét UBND Huyvén
PO CHU TICH

~Ludng Hoang Minh



UBND HUYEN CHAU THANH
PHONG NQI VU

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap — Tw do — Hanh phuc

BANG PHAN CONG TRACH NHIEM, QUYEN HAN CAN BO, CONG CHUGC, VIEN CHUC

T

Chirc danh/hg tén
can bg cong chire

Trach nhiém

Quyén han

Truwdéng phong
(Trwéng Ban Té chire
Huyén uy-Trwéong phong
Noi vu)

- Phu tr:’a‘ch‘ chung, truc tiép chi dao cong tac tham muu UBND
Huyén vé t6 chirc by may va quan ly toan bd kinh phi cua don vi
- Céng tac tb chirc nha nudc

- Cong tac cai cach hanh chinh

- Dia gidi hanh chinh

- Quan 1y nha nude vé ton gido

- Quan ly nha nudc vé hoi

- Quan ly van thu, luu trir nha nude

- Quan ly nha nudc vé cong tac thanh nién

Toan quyén giai quyét cong viée co quan Phong
Noi vu va chiu trach nhiém truéc UBND Huyén,
Chu tich UBND Huyén, S& Ngi vu

(3]

Pho6 Truong phong

' - Tham muu gitp viéc cho Truong phong va duge Truong phong
giao trach nhiém truc tiép vé cong tac t6 chire nha nudce, cong tac cai
cach hanh chinh. Hoi: Dia gi¢i hanh chinh. quan ly nha nuéc cong
' téc thanh nién. Ddng thoi chiu trach nhiém truée Truong Phong ve
. Iinh vuc dugce phan céng phu tréach.

' - Puogc Truong phong ty quyén dé giai quyét cong viée thuong truc
cua co quan.

Xu 1y cong viéc chuyén mén duge phan cong |
trong pham vi quan ly; Chiu trach nhiém trudc
Trudng phong va cung Truong phong chiu trach
nhiém trudc UBND Huyén. SO Noi vu.

d

Pho Truong phong

Chuyén vién

- Tham muu gitp viée cho Truomg phong va duge Truong phong
giao trach nhiém truc tiép vé cong tac Van thu luu trir. Ton gido. Thi

dua - Khen thuong: Dong thoi chiu trach nhigm trude Truong Phong | trong pham vi quan 1v: Chiju trach nhiém trudce

vé linh vuc duge phan cong phu trach.

Truong phong di vang.

Xu 1y cong viéc chuvén moén duge phan cong

- Truong phong va cing Truong phong chiu trach
- Pugce Truomg phong uy quven dé gial quyvét mét sé van dé cua luc |

nhiém trude UBND Huvén. So Néi vu.

- Gitp lanh dao co quan tham muu Uy ban nhan dan huyén quy |

hoach. ké hoach dai han. nam nam. hang nam. chuong trinh. bi¢n

Xur Iv cong vide chuyvén mon trong pham vi
duoc phan cong va chiu trach nhiém trudce lanh




phap to chirc thuc hién nhiém vu thuoe linh vie quan ly Nha
nude duge giao vé cong tac td chirc, bd may cdc co quan chuyén
mén va don vi su nghiép cta huyén vé quan 1y, sir dung bién ché
hanh chinh, su nghiép; cong tac dan van chinh quyén; cong tac
can bd cong chuc, vién chic; chirc nang, nhiém vu, quyén han
cia Uy ban nhén dan x4, thi trin vé cong tac ndi vu; ché do tu
chu, tu chiu trach nhiém déi véi cac co quan chuyén mon, don vi
su nghiép, Uy ban nhan dén céc x4, thi tran.
- Gitp 1anh dao thuc hién viéc tuyén dung, quan ly cong chirc xa,
thi tran va thyc hién chinh séch dbi véi can bd, cong chire va can
bd khong chuyén trach xa, thi trAn theo phén cap.
- Tdng hop cong tac danh gia can by cong chirc huyén hang nam.
- Gidp lanh dao thyc hién quy trinh xir 1y ky luat can bd, cong
chire theo quy dinh (néu co).
Giup lanh dao:
- Thiam dinh viéc ning luong thuong xuyén ddi voi cac don vi su
nghiép gido duc thudc huyén quan ly; nang luong trudce han, nang
ngach ddi vai can bo, cdng chire, vién chirc huyén; xa, thi trén.
- Xay dung dé an thanh lap moi, nhép. chia. diéu chinh dia gioi
| hanh chinh trén dia ban, quan 1y ho so. méc. chi gioi, ban do dia
ﬁ | ui¢i hanh chinh cta huyén.
'~ Huéng dén thanh lap, giai thé. sap nhap va kiém tra, téng hop
Chuyén vién bao cdo vé hoat dong cua ap. khom. 16 dan pho trén dia ban
‘ l - huyén: toéng hop bao cao viéc thuc hién phap luat vé dan chu co
| | | s& déi voi cac co quan hanh chinh, don vi su nghiép. xa. thi tran
i \ . trén dia ban huyén.
|

dao phong.

Xir 1y cong viéc chuyén mén trong pham Vi
duoc phén cong va chiu trach nhiém trudc lanh |
|

dao phong. ".

wn

- \

. - Huong dan Kiem tra va to chuc thuc hién cac chu truong cua |
Pang. chinh sach phap Juat ciia Nha nudc vé 10n gido va cong tac
16n gido trén dia ban. ;
- Quan ly ho so can bo cong chirc cua huyén. xa ... !
- Téng hop cong tac danh gia can bd cong chire xa. thi tran hang |
nam. ,
- Quan ly. su dung h¢ théng ndi mang voi SO Noi vy trong cong '
I o tac quan ly can bo. cong chuc. vién chuec. i
. e - Giup vige cho lanh dao co guan tham muu Uv ban nhan dan |
Chuyén vien By ’

- Thue hién cong tdc quan Iv Nha nude veé cac hoat dong cua cac

e .

6



to chire hdi va té chire phi chinh phu trén dia ban:

- Thue hi¢n cong tac quan 1y nha nudce vé thanh nién.

- Thuce hién cdng tac cai cach hanh chinh & dia phuong.

- Thuc hién quan ly nha nuéc vé cong téc Iwu trix trén dia ban
huyén.

Chuyén vién

- Gidp viée cho lanh dao co quan tham muu Uy ban nhan dan
huyén:

Xu ly cdng viéc chuyén mén trong pham vi

Thuc hién nhiém vu tai kho luu trix tap trung cua Huyén
Kiém thu quy co quan

7 Huong dan, kiém tra, don doc, tong hop viéc thyuc hién ké hoach, duogc phan céng va chiju trach nhiém trudce linh
ndi dung thi dua, khen thuong trén dja ban huyén, quan ly va sir | dao phong.
dung quy thi dua, khen thuéng theo quy dinh cua phap luat.
- Gitp viéc cho lanh dao co quan tham muu Uy ban nhan dan
g i huyén: _ e s ¥ X ’ :
Chuyén vién - Lam céng téc van thy, van phong. Xu ly cong vige ‘chu‘yen mon I‘raong p}')am~ \%
8 2 : 2 3 3 3 . .| dugc phan cong va chiu trach nhiém trude linh
- Tong hop tinh hinh hoat dong nhiém vu cua ¢O quan béo céo ¥ io
nam nam, hang nam, 6 thang, quy, thang, dot xuat vé trén ding | Ee
thoi gian quy dinh.
- Giup viéc cho lanh dao co quan tham muu Uy ban nhan déan | Xir ly cdng viéc chuyén mén trong pham vi
9 Vién chire huyén: duoc phédn cong va chiu trach nhiém trude lanh
Thuc hién nhiém vu tai kho luu triy tap trung ctia Huyén dao phong.
- Giup viéc cho lanh dao co quan tham muu Uy ban nhan dan o i i . . b
. Xu ly cong viéc chuyén mén trong pham vi
! ia ; huyén:
10 Vién chire

dao phong.

1| Vién chirc

- Giup viée cho lanh dao co quan tham muu Uy ban nhan dan
huyén:

Thue hién nhiém vu tai kho luu triy tap trung cua Huyén

Kiém ké toan co quan

| Xu 1y cong viéc chuyén mon trong pham vi
- dugc phédn cong va chiu trach nhiém trude lanh
. dao phong.

. TRUONG PHONG
PRUONG PHONG

dugc phan cong va chiu trach nhiém trude lanh :
\
\

Chau Thanh, ngay thang  nam 2021

T™.

) Phé duyét
UY BAN NHAN DAN
CHU TICH



UBND HuyEN CHAU THANH
PHONG NOI VU

MUC TIEU CHAT LUQNG NAM 2021

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phuc

STT

Muc tiéu chéit lrong

Bién phap thuce hién

Trach nhiém

thue hién

Thoi gian
bat dau

Thoi gian
két thuc

01

Pam bao 95% céc tai liéu va ho
so déu duoc kiém sodt; thuc hién
dung cac quy che quy trinh,
hucmg dan, biéu mau; ap dung co

ché “Mot cua lién théng”
giai quyét cong viéc.

1. Tuan thu quy trinh giai quyét cong viéc
hanh chinh;

2. Khi phat hién sai sét, tién hanh trao doi
théng tin hop ly dé hiéu chinh, khic phuc
trudc khi chuyén giao cho td chirc/cong

dan;

3. B4o cdo két qua thuc hién dinh ky.

502,

Phén déu 100% can bd céng chire
cudi nam hoan thanh nhiém vu.

' 1. Xac dinh céc nhiém vu dugc giao;

2. Lén ké hoach thuc hién;

3. Béo cdo két qua thuc hién kip thoi c6 |
cach xur ly doi véi truong hop chua phu hop |
' quy dinh.

Lanh dao phu
trach, Trudong

phong va

| Chuyén vién

thuc hién

01/01/2021

Ngay 19 thang O] nam 2021
KT TRLONG PHONG




