UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA NAM DUONG Doc l1ap — Tw do — Hanh phuc

So:2 /CV-UBND Nam Duwong, ngay 04 thang 01 nam 2024
V/v chap hanh nghiém vé cong tac
Bao cao, soan thao va tham muu
phat hanh vin ban trén hé thong
quan ly, diéu hanh tac nghiép; thuc
hién Dan chu ¢ co s¢ va cong tac
Luu trit ho so

Kinh gui:
- Lanh dao UBND x&;
- Co quan, don vi trén dia ban x&;
- Cong chtrc, ngudi hoat dong khdng chuyén trach thuoc UBND Xx§;
- Trudng thon céc thon.

Pé nang cao hiéu qua giai quyét cong viéc va chat lugng ban hanh vin ban cua
UBND x4, Lanh dao UBND x4, Chu tich UBND x4 yéu cau cac co quan, don vi trén
dia ban va can bo cong chtrc, nguoi hoat dong khong chuyén trach (CBCC) thudc
UBND x4 thuc hién nghiém cac noi dung sau:

1. Poi véi cac ndi dung trinh, xin y Kkién tai cac phién giao ban Linh dao
UBND xa chiéu Thi Nam hang tuan

- Yéu cau Thu trudng cac co quan, don vi trén dia ban vd CBCC ding ky noi
dung trinh, b4o cdo, xin y kién bang van ban co chit ky, kém theo du thao van ban trinh
tai hoi nghi giao ban) giri Van phong UBND x4 (phu trach tong hop) cham nhét trugc
15h00 ngay Thir Tu dé xay dung, ban hanh vin ban thdng bao noi dung chuong trinh
giao ban chinh thtrc vao chiéu Thir Nam hang tuan (Tha trudng cac co quan, don vi va
CBCC chu dong bao céo, xin y kién truc tiép dong chi Lanh dao UBND x& phu trach
khoi, linh vue dé xem xét, cho y kién; hoan thién vin ban trude khi dang ky noi dung
véi Van phong UBND x4).

- C4c noi dung nhiém vy phét sinh ngoai noi dung di dang ky va duoc chap thuan
trong chuong trinh giao ban, Thu trudng cac co quan, don vi trén dia ban va CBCC phai
bao co xin y kién Phé Chu tich phu trach khéi, linh vuc dé xem xét, bao cdo Chu tich
UBND x4 chap thuan cho bo sung ndi dung trinh. Nhiing noi dung khong c6 trong chuong
trinh giao ban chinh thirc, Cha tich UBND x4 s& khong cho y kién két luan, chi dao.

2. P6i véi cac ndi dung trinh giao ban Thuong true Pang iy ngdy Thie Nam
hang tuan

Ngoai cac noi dung do Thuong truc Bang ay c6 van ban yéu cau UBND x3 giao
cho céc co quan, nganh chuyén mén tham muu chuan bj bao cdo, néu ¢é ndi dung nhiém
vu phai trinh xin y kién giao ban Thuong truc Pang ay theo quy ché, thi cham nhét



ngdy Tht Tu hang tuan, Thi truong cac co quan, don vi trén dia ban va CBCC phai
cha dong bao céo, dé xuat ndi dung d6 véi ddng chi Lanh dao UBND x4 phu tréch khéi,
linh vuc dé xem xét; néu dugce ddng chi Lanh dao UBND x4 nhit tri cho trinh giao ban
Thuong truc Dang uy thi Tha truéng co quan, don vi trén dia ban va CBCC dang ky
noi dung trinh véi Van phong Dang uy cham nhét trudc 16h00 ngdy Thir Tw hing tuan.

3. Pdi véi cac noi dung cdng viéc thuong xuyén, hoic phat sinh can cé su chi
dao kip thoi cuia UBND x&, Lanh dao UBND x&, Thu trudng cac co quan, don vi, CBCC
cha dong bao céo truc tiép dé dong chi Lanh dao UBND x& phu trach khéi, linh vuc
xem xét, cho y kién chi dao bang van ban.

4. P6i véi viéc tham muu phat hanh viin ban thwong xuyén trén hé thong
quan ly, dieu hanh tac nghiép (Hé thong quan ly van ban)

- Cac van ban do CBCC chuyén mén tham muu, trinh UBND xa, Chu tich, cac
Ph6 Chu tich UBND x& déu phai tac nghiép trén hé théng Quan 1y van ban (trir ché do
mat va cac quy dinh khac), bat dau tir tai khoan cia CBCC chuyén mon dy thao vin
ban, duoc tham dinh, duyét noi dung, thé thire, sau d6 CBCC gui dén tai khoan lanh
dao UBND xa xem xét va ky ban hanh.

- Y&u cau soan thao vin ban theo diing quy dinh tai Nghi dinh 30/2020/ND-CP,
ngay 05/3/2020 ctiia Chinh phu vé cong tac Van thu. Can b, cong chirc tham muu ban
hanh vin ban theo yéu cau caa cap trén (cham nhat 1a sau 03 ngay c6 vin ban yéu cau),
theo chi dao cia lanh dao UBND x& va chiu trach nhiém toan bd noi dung, hinh thic
vian ban (c6 chit ky nhay cua can bd tham muu tai cudi van ban).

- Lanh dao UBND x4 thuc hién giao nhiém vu hoic giao vin ban trén hé théng
phan mém QLVB&DHTN. Can bo, cdng chirc tu chiu trach nhiém khi khdng thuc hién
nhiém vy dugc giao; khong thuc hién ding quy trinh tai hé thong QLVB & PHTN (két
thic van ban; trinh van ban du thao; trinh ky ...).

- Yéu cau cong chirc Van phong-Théng ké (Van thu) khdng tiép nhan, ban hanh
van ban sai quy dinh.

5. Thuc hién cac quy dinh vé Quy ché dan chii co sé

Yéu cau can b, cdng chic chuyén mdn bat budc thuc hién niém yét cong khai
theo quy dinh tai Luat sé6 10/2022/QH15 ngay 10/11/2022 cua Quéc hoi vé thuc hién
dan chu ¢ co s¢. Hang thang gui bao cao téng hop vé Vian phong UBND dé tong hop
va cap nhat phan mém Quy ché dan chu

6. Cong tac quan ly, lwu trir ho so

Céan bg, cdng chic thuoc UBND xa thuc hién nghiém cac quy dinh cua phép luat
Vvé cong tac van thu, luu trit: Nghi dinh sé 30/2020/ND-CP ngay 05/3/2020 caa Chinh
pht Vé cong tac van thu; Thong tu sé 10/2022/TT-BNV ngay 19/12/2022 cua Bo Noi
vu quy dinh thoi han bao quan tai liéu; Quyét dinh sé 02/2021/QDUBND ngay
08/02/2021 cua UBND tinh ban hanh Quy ché tiép nhan, xi ly, phat hanh va quan ly



van ban dién tir gitra cac co quan trong hé thong hanh chinh nha nudc tinh Bic Giang;
Chi thi s6 06/CT-UBND ngay 11/5/2021 cua Chu tich UBND tinh vé viéc ting cuong
cong tac van thu, luu trit trén dia ban tinh Bic Giang; Ké hoach sé 6319/KH-UBND
ngdy 16/12/2022 cua Chu tich UBND tinh Bic Giang vé thuc hién Quyét dinh sb
2194/Qb-TTg ngay 24/12/2021 cua Thu tusng Chinh phu phé duyét Chuong trinh
“Cong b0 tai liéu lu’u trit qudc gia phuc vu xay dung, phat trlen kinh té - x& hoi, bao vé
cha quyén dat nudc” va cac vin ban hudng dan nghiép vu vé cong tac van thu, luu trit
thuoc phamviquan ly ...

‘ -,Cén b, cong churc xa tu chiu trach nhiém luu trir, bao quan va quan ly toan bo
ho so bat budc phai luu trit theo nganh, linh vue chuyén mén dugc giao phu trach, thuc
hién (theo danh muc quy dinh tai Thong tu s6 10/2022/TT-BNV ngay 19/12/2022 cua
Bo Noi vu quy dinh thoi han bao quan tai liéu va cac van ban lién quan).

7. Thuc hién bao cao:

Yéu cau cac co quan, don vi trén dia ban va can bo cong chire, ngudi hoat dong
khong chuyén trach xa guri bdo cdo vé UBDN xa (qua Van phong), thoi han cu thé:

- Thang: Trudc ngay 20 hang thang;

- Quy: Trudc ngay 20 cudi quy;

- So két: Trudc ngay 15 thang 6;

- Nam: Trudc ngay 10 thang 12.

- Va béo céo dot xuat khi ¢ yéu cau cua Cha tich UBND xa.
8. Thuc hién danh gia, xép loai can bd

- Chu tich UBND x4 chu tri danh gia, xép loai can bg, cong chuc, vién chirc thuoc
UBND xa dinh ky hang thang (vao phién hop giao ban thang). Két qua danh gia xép
loai hang thang 13 can ctr dé danh gia két qua thyuc hién chic trach nhiém vu cudi nam
cua can b, cdng chic, vién chic thuoc UBND xa.

9. Giao céc dong chi Phé Chu tich UBND x&, Vin phong UBND xa don doc,
kiém soat chat ché viéc thuc hién noi dung Cong van nay.

Yéu cau Tha trudng cac co quan, don vi trén dia ban; Cér] bo, cong chac va nguoi
hoat dong khéng chuyén trach thuoc UBND x& nghiém tlc chép hanh./.

Noi nhan:

- TT Pang ity-HDND-UBND XA;

- Thu trudéng céac co quan trén dia ban;
- Can b9, cbng chure va ngudi hoat dong
khong chuyén trach x§;

- Truéng thon céac thon;

- Luu: VP
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