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QUYET DINH
Ye viec ban hanh Quy che lam viec ciia So1 Khoa hoc va Cong nghe 

tinh Quang Ngai

GIAM DOC SO KHOA HOC VA CONG NGHE TINH QUANG NGAI

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tu’ do - Hanh phuc

Quang Ngai. ngay3(^thdng 7 nam 2025

GIAM DOC

sd Zy

f*\^NGI^GHF733---- ----

guyen Tan Liem

Can cu Ludt Can bp, cong chuc ngay 24/6/2025; Ludt Vien chuc ngdy 
15/11/2010; Ludt Sua ddi, bo sung mot so dieu cua Ludt Can bp, cong chuc va 
Ludt Vien chuc ngdy 25/11/2019;

Can cu Ouyet dinh so 45/2018/QD-TTg ngdy 09 thdng 11 nam 2018 cua 
Thu tucmg Chinh phu quy dinh che dp hop trong boat dong qudn ly, dieu hanh 
cua co quan thupc he thong hanh chinh nhd nude;

Can cu Nghi quyet so 05/NQ-HDND ngdy 01 thdng 7 nam 2025 cua Hoi 
ddng nhdn dan tinh Quang Ngai ve thdnh lap cdc co quan chuyen mon thupc 
VEND tinh Quang Ngai;

Can cu Quyet dinh so 16/2025/UBND ngdy 15/7/2025 cua UBND tinh 
Quang Ngai ve viec ban hanh Quy che lam viec cua UBND tinh Quang Ngai 
nhiem ky 2021-2026;

Can cu Quydt dinh so 04/2025/QD-UBND ngdy 01/7/2025 cua UBND tinh 
Quang Ngai ban hanh Quy dinh chuc ndng, nhiem vu, quyen han vd co cdu to 
chuc cua Sd Khoa hoc vd Cong nghe tinh Quang Ngai;

Theo de nghi cua Chdnh Van phdng Sd Khoa hoc vd Cong nghe.

QUYET DINH:

Dieu 1. Ban hanh kem theo Quyet dinh nay Quy che lam viec cua So Khoa 
hoc va Cong nghe tinh Quang Ngai.

Dieu 2. Quyet dinh nay co hieu lire ke tu ngay ky.
Quyet dinh nay thay the Quyet dinh so 72/QD-SKHCN ngay 15/7/2025 cua 

Giam ddc So Khoa hoc va Cong nghe tinh Quang Ngai.
Dieu 3. Chanh Van phdng Sd; Truong cac phdng; Thu trudng cac don vi 

thuoc Sd Khoa hoc va Cong nghe, Thu trudng cac co quan, don vi lien quan va 
toan the can bo, cong chuc, vien chuc va ngudi lao dong chiu trach nhiem thi 
hanh Quyet dinh nay./. > 
Nffinhan: f
- Nhir Dieu 3;
- UBND tinh (bao cao);
- So Noi vu (de biot);
- Lanh dao So;
- Cac phdng, don vi thuoc So;
- Luu: VT, VP.

UBND TINH QUANG NGAI
SO KHOA HOC VA CONG NGHE

Sd:^3 /QD-SKHCN
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Sd KHOOQCAVIACGd'

CONG HO A XA HQI CHU NGHIA VIET NAM 
Doc lap - Fir do - Hanh phuc

iq^a:

QUY CHE
Cong nghC tinh <2uang Ngai

(Ban hanh kem theo Quyet dinh sd /QD-SKHCN ngciyu(^/7/2()25 
cua Gidm doc Sd Khoa hoc vd Cong nghe tinh Qudng Ngai)

Chirong I 
NHLTNG QUY DINH CHUNG

Dieu 1. Pham vi dieu chinh va doi tuoTig ap dung
1. Quy che nay quy dinh ve nguyen tac lam vice, che do trach nhiem, quan he 

cong tac; each thuc, quy trinh giai quyet cong viec cua cac phong chuyen mon, don 
vi true thuoc cua So Khoa hoc va Cong nghe tinh Quang Ngai (sau day goi la So).

2. Quy che nay dupe ap dung doi voi cong chuc, vien chuc, nguoi lao dong va 
cac phong chuyen mon, don vi true thuoc Sb, cac to chuc, ca nhan lien quan trong 
qua trinh lam viec voi Sb.

3. Nhung noi dung lien quan den cong viec cua Sb khbng quy dinh tai Quy che 
nay thi thuc hien theo quy dinh cua phap luat hien hanh.

X A rDieu 2. Nguyen tac chung
1. Sb Khoa hoc va Cong nghe lam viec theo che do thu trubng, de cao trach 

nhiem nguoi dung dau, giai quyet cong viec theo dung Quy dinh chuc nang, nhiem
> r 7 r r

vu, quyen han va co cau to chuc cua Sb dupe ban hanh kem theo Quyet dinh sb 
04/2025/QD-UBND ngay 01/7/2025 cua Uy ban nhan dan tinh Quang Ngai (sau day 
gpi tat la Quyet dinh 04/2025/QD-UBND). Moi boat dong cua Sb phai tuan thu quy 
che lam viec cua Sb va cac quy dinh cua phap luat.

2. Trong phan cong cong viec, moi nhiem vu chi giao mot don vi chu tri xu ly, 
mot nguoi phu trach va chiu trach nhiem chinh, cap dubi phuc tung su lanh dao, chi 
dao cua cap tren. Nguoi dung dau chiu trach nhiem chinh ve ket qua, chat lupng va 
tien do nhiem vu dupe giao.

3. Tuan thu tham quyen, trinh tu, thu tuc va thbi han giai quyet cong viec theo 
quy dinh cua phap luat, chuong trinh, ke hoach, lich lam viec va quy che lam viec 
cua Sb, tru nhung cong viec do yeu cau dpt xuat phai giai quyet hoac do yeu cau cua

r

co quan cap tren.
4. Bao dam nguyen tac dan chu, cong khai, minh bach; phat huy nang luc, sb 

trubng cua cong chuc, vien chuc va nguoi lao dong; de cao trach nhiem trong phbi 
hop cong tac, trao doi thong tin giai quyet cong viec; bao ve bi mat nha nubc theo 
quy dinh hien hanh.

z

A CONGNGHE /♦

lam viec cua Sb Khoa hoc va Cong nghe tinh Quang Ngai
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Chuong II
NHIEM VU, QUYEN HAN, TRACH NHIEM, PHAM VI GIAI QUYET 

CONG VIEC VA QUAN HE CONG TAC
Dieu 3. Nhiem vu, quyen han, trach nhiem, pham vi giai quyet cong vice 

ciia Giam doc So’
1. Giam doc So la ngirdi lanh dao, quan ly, dieu hanh toan dien moi boat dong, 

cong viec cua So; quyet dinh cac van de thuoc chuc nang, nhiem vu cua So; chiu 
trach nhiem ve toan bo boat dong cua So theo Quyet dinh so 04/2025/QD-UBND va 
Quyet dinh so 16/2025/QD-UBND ngay 15/7/2025 cua Uy ban nhan dan tinh.

2. Giam doc So thubng xuyen giu moi lien he vdi Dang uy, Ban chap hanh Chi 
doan So, nham phat huy tri tue tao nen su thong nhat cao trong co quan, dong thoi 
co trach nhiem cham lo dbi song vat chat, tinh than cua cong chuc, vien chuc va 
ngubi lao dong trong pham vi che do, chinh sach hien hanh cua Nha nude.

3. Giam doc So uy quyen cho mot Pho Giam doc So chi dao cong viec cua Sb 
khi Giam doc di vang. Khi mot Pho Giam doc di vang, Giam doc true tiep giai quyet 
hoac phan ebng Pho Giam doc Sb khac giai quyet ebng viec thay Pho Giam doc Sb 
di vang. Chanh Van phbng thong bao kip thoi cac noi dung uy quyen va ket qua giai 
quyet ebng viec cho Giam doc, Pho Giam doc di vang biet.

4. La ngubi phat ngbn va cung cap thong tin cho bao chi lien quan den boat 
dong cua Sb.

5. Giam doc So co the dieu chinh viec phan ebng giua cac thanh vien trong 
Lanh dao So khi thay can thiet.

6. Nhung ebng viec can duoc thao luan, lay y kien trong tap the Lanh dao Sb 
trudc khi Giam dbc Sb quyet dinh hoac trinh cap tren quyet dinh:

- Chien luoc, quy hoach, ke hoach ebng tac 5 nam, Chuong trinh ebng tac, ke 
hoach xay dung van ban quy pham phap luat hang nam, dai han cua nganh va cac 
van ban quy pham phap luat du kibn trinh Hoi dong nhan dan, Uy ban nhan dan tinh 
quyet dinh.

- Cong tac to chuc bb may va nhan su cua Sb theo quy dinh.

- Phan ebng nhiem vu trong Lanh dao Sb.

- Mot sb noi dung khac ma Giam dbc Sb thay can thiet phai dua ra thao luan 
trong tap the Lanh dao Sb.

Trong trubng hop khbng co dieu kien to chuc thao luan tap the, Giam doc Sb 
chi dao lay y kien cua cac Pho Giam dbc Sb bang phieu.

Dieu 4. Pham vi, trach nhiem giai quyet ebng viec cua Pho Giam doc Sb
1. Pho Giam dbc Sb thuc hien nhiem vu, quyen han do Giam doc Sb phan ebng 

theo ITnh vuc ebng tac cua Sb, chiu trach nhiem ca nhan trubc Giam dbc Sb va trubc 
phap luat ve cac quyet dinh thuoc linh vuc, pham vi, quyen han duoc phan ebng.
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2. Moi Pho Giam doc So duoc Giam doc So phan cong phu trach mot so linh 
vuc cong tac cua So; phu trach, chi dao va theo doi hoat dong, nhiem vu chuyen 
mon cua mot hoac mot so phong chuyen mon, don vi true thuoc So. Pho Giam doc 
So ky cac van ban co lien quan den cong viec thuoc linh vuc dupe phan cong phu 
trach, ky cac van ban khac dupe Giam doc So uy quyen.

3. Trong ph^m vi quyen han dupe giao, cac Pho Giam d6c So chu dong xu ly 
cong viec. Neu van de co lien quan den cac linh vuc cong tac cua Pho Giam doc So 
khac phu trach thi chu dong phoi hop de giai quyet. Truong hop co y ki£n khac nhau 
thi Pho Giam doc So dang chu tri xu ly cong viec do bao cao Giam doc Sb xem xet 
quyet dinh.

Dieu 5. Pham vi, trach nhiem giai quyet cong viec cua Chanh Van phong 
Sb

1. Chanh Van phong Sb la ngubi chiu trach nhiem trubc Lanh dao Sb va trubc 
phap luat ve thuc hien chuc nang, nhiem vu, tham quyen quan ly nha nubc theo linh 
vuc dupe giao.

2. Xay dung chuong trinh, ke hoach cong tac tuan, thang, quy, nam. Nam bat 
tien dp thuc hien cac npi dung, chuong trinh, ke hoach cong tac da dupe Lanh dao 
Sb thong qua cua cac phong chuyen mon, don vi true thuoc va bao cao ket qua thuc 
hien.

3. Tham muu cho Giam doc Sb dieu hanh cac mat cong tac dupe quy dinh tai 
Quyet dinh sb 73/QD-SKHCN ngay 15/7/2025 cua Giam doc Sb Khoa hoc va Cong 
nghe.

4. Chanh Van phong Sb ky thira lenh Giam doc Sb cac giay to, van ban nhu: 
Giay nghi phep, sao luc van ban, giay gibi thieu, giay di dubng, lenh dieu xe, thong 
bao, mot sb van ban luu hanh npi bp co quan va chiu trach nhiem trubc Giam dbc 
Sb va phap luat ve nhung giay to, van ban da ky.

5. Thuc hien cac nhiem vu khac do Lanh dao Sb giao va bao cao ket qua cong 
viec vbi Lanh dao Sb.

6. Khi vang mat tai co quan phai xin phep va dupe su dong y cua Giam dbc Sb.
Dieu 6. Pham vi, trach nhiem giai quyet cong viec cua cac Truong phong 

chuyen mon, do’n vi true thuoc Sb
1. Truong cac phong chuyen mbn, don vi true thuoc Sb la ngubi chiu trach 

nhiem trubc Lanh dao Sb va trubc phap luat ve thuc hien chuc nang, nhiem vu, 
tham quyen quan ly nha nubc theo linh vuc dupe giao.

z • r r 9 r2. Giai quyet cong viec tren co sb ke hoach cong tac cua Sb, xay dung ke 
hoach, chuong trinh cong tac thang, quy, nam thuoc phong chuyen mbn, don vi 
minh phu trach; to chuc thuc hien cac npi dung cong viec theo chuc nang nhiem vu 
dupe giao va ke hoach chuong trinh, npi dung da dupe Lanh dao Sb thong qua.

7 7

3. To chuc thuc hien, theo doi, kiem tra cac cong viec thuoc chuc nang, nhiem 
vu dupe giao.
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rr\ a > \ r r a r r r > a • a4. Tong hop tinh hinh, bao cao cong tac thang, quy, nam va nhung cong vice 
cua phong, don vi minh dam nhiem hoac Lanh dao So giao.

5. True tiep quan ly cong chuc, vien chuc va ngudi lao dong cua phong, don 
vi minh, phan cong cong vice hop ly, phu hop vdi trinh do, nang lire de cong chuc, 
vien chuc va nguoi lao dong phat huy het kha nang, hoan thanh tot nhiem vu duoc 
giao; duy tri ky luat lao dong theo quy dinh cua Nha nude va cua Sd; to chuc gdp y 
nhan xet, danh gia hang nam ddi vdi cong chuc, vien chuc va ngudi lao dong trong 
phong, don vi theo phan cap quan ly, phdi hop vdi Chanh Van phong Sd tong hop, 
de xuat vdi lanh dao Sd thuc hien cac chinh sach ddi vdi cong chuc, vien chuc va 
ngudi lao dong cua phong, dan vi minh quan ly. Quan ly co sd vat chat, phuong tien 
lam viec, tai lieu duqc giao, phuc vu co hieu qua cho cong tac chuyen mon.

6. Chu dong phdi hop vdi cac Truong phong, don vi khac chuan bi cac ndi 
dung tai lieu: bao cao, chuong trinh va cac viec cd lien quan khac ma phong, don vi 
minh phu trach, chu tri khi cd yeu cau.

7. Truong cac phong chuyen mdn, don vi phai de cao trach nhiem ca nhan, 
thuc hien dung quyen han duoc giao, khdng chuyen viec thudc chuc nang, tham 
quyen cua minh len lanh dao Sd hoac dun day, ne tranh trach nhiem, nhiem vu cho 
cac phong, don vi khac khdng dung tham quyen. Tich cue phoi hop vdi cac co quan, 
don vi, dia phuong khi giai quyet cong viec cd lien quan, phai nghien cuu ky va cd 
chinh kien rd rang {ye co1 sd'phdp ly vd thuc tien, phuong an xu ly, gidi quyet).

8. Khi vang mat tai co quan phai xin phep va phai duqc sir dong y cua Pho 
Giam ddc Sd phu trach, trudng hop can thiet thi bao cao Giam ddc Sd.

Dieu 7. Pham vi, trach nhiem giai quyet cong viec cua cac Pho Truong 
phong chuyen mdn, don vi true thuoc So*

1. Pho Trudng phong chuyen mdn, don vi true thudc giup Trudng phong, don 
vi phu trach mot sd nhiem vu do Trudng phong, don vi phan cong, chiu trach nhiem 
trudc Trudng phong, don vi va Lanh dao Sd ve cac nhiem vu duqc phan cong phu 
trach.

2. Thay mat Trudng phong, don vi giai quyet cong viec cua phong, don vi khi 
Trudng phong, don vi di vang; sau do phai bao cao lai va chiu trach nhiem trudc 
Trudng phong, don vi va Lanh dao Sd ve nhung cong viec minh da giai quyet.

3. Khi vang mat tai co quan phai xin phep va duqc sir dong y cua Trudng 
phong, don vi; trong trudng hqp can thiet thi bao cao Pho Giam ddc Sd phu trach.

Dieu 8. Pham vi, track nhiem giai quyet cong viec cua cong chuc, vien 
ch ti c va ngu di lao dong

1. Tat ca cong chuc, vien chuc va ngudi lao dong phai nghiem chinh ch£p hanh 
chinh sach, phap luat cua Nha nude, tuan thu Luat Can bo, cong chuc, Luat Vien 
chuc va thuc hien nghiem ndi quy, quy chd lam viec cua co quan, don vi; thuc hien 
dung quy trinh nghiep vu chuyen mdn va phai chiu trach nhiem trudc phap luat, 
trudc Trudng phong chuyen mdn, don vi true thudc, Lanh dao Sd ve kdt qua thuc 
hien nhiem vu, cong vu cua minh.
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2. Trong khi thyc thi nhiem vu, cong chuc, vien chuc va ngu’di lao dong phai 
phuc tung sir chi dao, phan cong cua cap tren. De xuat giai quyet cong viec dupe 
giao theo dung nguyen tac, che do quy dinh hien hanh va phai chiu trach nhiem ca 
nhan ve cac cong viec do. Tat ca cac cong viec deu phai bao cao thong qua Truong 
phong (hoac Pho Truong phong dupe uy quyen khi Truong phong di v&ng). Truong 
hop khi thong qua Lanh dao Phong neu chua co su thong nhat ma co co sb xac dinh 
viec chi dao cua Lanh dao phong khbng dung quy dinh thi bao cao true tiep vbi 
Lanh dao Sb de xem xet, chi dao. Nhung cong viec lien quan den nhieu cong chuc, 
vien chuc va ngubi lao dong thi phong, don vi chu tri chu dong phoi hop giai quyet 
va phai chiu trach nhiem chinh tu dau den khi ket thuc cong viec.

3. Khi vang mat tai co quan phai xin phep va dupe su dong y cua Truong 
phong.

Dieu 9. Quan he lam viec gifra lanh dao Sb vbi cac phong chuyen mon, don 
vi true thuoc Sb• • •

1. Lanh dao Sb chi dao, dieu hanh boat dong cua cac phong thuoc Sb thuc hien 
chuc nang, nhiem vu cua cac phong theo chuong trinh, ke hoach cong tac chung cua 
Sb.

2. Lanh dao Sb phu trach phong, don vi nao thi quyet dinh, giai quyet cong 
viec thuoc ITnh vuc dupe phan cong, tren co sb lam viec va chi dao true tibp vbi lanh 
dao phong, don vi do.

3. Lanh dao Sb dinh ky thang, quy hoac dpt xuat (khi can thiet) lam viec vbi 
lanh dao phong, don vi dupe phan cong phu trach.

4. Khi Lanh dao Sb lam viec vbi Truong phong chuyen mon, don vi true thuoc 
Sb ve npi dung cong viec lien quan den phong, don vi nao thi cong chuc, vien chuc, 
ngubi lao dong true tiep theo doi, thuc hien cong viec do cung tham du.

5. Hang thang, Truong phong, don vi co trach nhiem cap nhat, bao cao vbi lanh 
dao Sb bang van ban ve ket qua thuc hien va ke hoach boat dong cua phong, don vi

9 9

minh de Van phong Sb tong hop va bao cao tai cube hop giao ban hang thang hoac 
true tiep (khi co yeu cau).

Dieu 10. Quan he cong tac gifra cac phdng chuyen mon, do’n vi true thuoc 
Sb

1. Quan he cong tac giua cac phong chuyen mon, don vi true thuoc la quan he 
phoi hop. Truong phong thuoc Sb chu tri giai quyet nhung cong viec thuoc chuc

9 \ r r \ /

nang, nhiem vu, tham quyen dupe giao; neu van de co lien quan den phong, don vi 
khac thi phai phoi hop trao doi y kien giua cac phong, don vi co lien quan de thong 
nhat each thuc thuc hien nhiem vu chung do Lanh dao Sb giao.

r r \

2. Trong cac boat dong phoi hop lien quan den nhieu phong: Lanh dao Sb chi 
dinh mot phong chu tri lam dau moi, cac phong khac co trach nhiem phoi hop, cung 
cap thong tin va chiu trach nhiem ve noi dung de Truong phong chu tri tong hop, de 
xuat, bao dam su thong nhat trong cong tac chi dao cua Lanh dao Sb.
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Chirong III
CHE DO LAM VIEC, THONG TIN, BAO CAO, VAN HO A CONG S6 
Dieu 14. Xay dung va thwc hien chirong trinh cong tac

Dieu 11. Quan he giua lanh dao phong chuyen mon, don vi true thuoc voi 
cong chirc, vien chirc, ngudi lao dong

1. Quan he giua lanh dao cac phong chuyen mon, don vi true thuoc So voi 
cong chuc, vien chuc, ngudi lao dong cua phong, don vi duoc giao quan ly la quan 
he chi dao thuc hien. Lanh dao cac phong, don vi chi dao true tiep doi voi cong 
chuc, vien chuc, ngudi lao dong cua phong, don vi minh. Truong hop can thiet, 
Lanh dao So chi dao true tiep doi voi edng chuc, vien chuc, ngudi lao dong va sau 
do edng chuc, vien chuc, ngudi lao dong phai bao cao lai cho Truong hoac Pho 
Truong phong, don vi biet.

2. Quan he giua edng chuc, vien chuc, ngudi lao dong trong So la quan he binh 
dang, phdi hop edng tac de hoan thanh nhiem vu. Khi giai quyet edng viec duoc 
giao, neu cd van de gi khdng thong nhat ve each giai quyet, phai bao cao Truong 
phong, don vi hoac trinh Lanh dao So xem xet, quyet dinh.

Dieu 12. Moi quan he giua Thu trudng co’ quan voi Dang uy va cac to chirc 
doan the

Mdi quan he giua Thu trudng co quan voi Dang uy, Chi doan thanh nien thuc 
hien theo quy che boat dong va phdi hop giua Dang uy voi Thu trudng co quan, 
giua Dang uy voi co quan, voi Doan thanh nien.

• A Ar* ArDieu 13. Quan he voi co* quan, to chirc khac va edng dan
1. So Khoa hoc va Cong nghe cd quan he phdi hop cac so, ban, nganh thuoc 

tinh, UBND xa, phudng, dac khu trong edng tac quan ly nha nude ve khoa hoc va 
edng nghe tren dia ban tinh.

2. Trong pham vi nhiem vu duoc phan edng, So Khoa hoc va Cong nghe dupe 
yeu cau bao cao tinh hinh va cac van de cd lien quan den viec thuc hien nhiem vu 
phan edng theo su chi dao cua Uy ban nhan dan tinh.

3. Trudng cac phong chuyen mdn, don vi true thuoc chiu trach nhiem chi dao
'•aaz* •

va kiem tra edng chuc, vien chuc, ngudi lao dong giai quyet edng viec cua edng dan, 
to chuc bao dam nhanh gpn, thuan tien, dung tham quyen theo quy che quy dinh. 
Trong tmdng hop vupt tham quyen, Trudng phong chuyen mdn, don vi true thuoc 
xin y kien cua Lanh dao So.

4. Giam ddc So chi dao xu ly nghiem theo dung phap luat ddi voi nhung edng 
chuc, vien chuc, ngudi lao dong thieu tinh than trach nhiem, gay phi£n ha, sach 
nhieu, tham nhung, vi pham quy che trong viec giai quyet edng viec voi td chuc, 
edng dan, loi dung viec phat ngdn, nhan xet, danh gia tuy tien, xue pham den ngudi 
khac.
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1. Thang 11 hang nam, cac phong chuyen mon, don vi true thuoc xay dung du 
thao chuong trinh, ke hoach cong tac nam chuyen Van phong So t6ng hop va trinh 
Lanh dao So xem xet, phe duyet.

2. Truong cac phong chuyen mon, don vi true thuoc can cu chuong trinh cong 
tac hang nam cua phong, don vi minh da dupe phe duyet, lap chuong trinh cong tac 
quy, thang va to chuc thuc hien. Truong hop dot xuat can thay doi noi dung hoac 
thoi gian thuc hien, trudng phong chuyen mon, don vi true thuoc chu tri phai bao 
cao Van phong So trinh Lanh dao So xem xet, quyet dinh.

3. Hang thang, Trudng phong, don vi cd trach nhiem cap nhat, bao cao vdi lanh 
dao So bang van ban ve ket qua thuc hien va ke hoach hoat dong cua phong, don vi 
minh de Van phong So tong hop va bao cao tai cuoc hop giao ban hang thang hoac 
true tiep (khi cd yeu cau).

Dieu 15. Che do thong tin, bao cao
1. Cac trudng phong chuyen mon, don vi true thuoc phai thuc hien day du che 

do thong tin, bao cao vdi Van phong So ve noi dung, thoi han, hinh thuc gui, quan 
ly, khai thac, su dung thong tin, bao cao theo quy dinh, cu the nhu sau:

- Bao cao tuan dupe Trudng cac phong, don vi bao cao true tiep tai cupc hop 
giao ban tuan;

- Bao cao thang, ke hoach cong tac thang sau gui cham nhat vao ngay 12 hang 
thang;

- Bao cao quy, ke hoach cong tac quy sau gui cham nhat vao ngay 12 cua thang 
cudi quy;

- Bao cao 6 thang dau nam, ke hoach cong tac 6 thang sau gui cham nhat vao 
ngay 12 thang 6;

x r r

- Bao cao 9 thang dau nam, ke hoach cong tac 3 thang sau gui cham nhat vao 
ngay 12 thang 9;

- Bao cao nam, chuong trinh cong tac nam sau gui cham nhat vao ngay 07 
thang 11 hang nam.

Trudng hop cac ngay quy dinh tren trung vao ngay nghi trong tuan thi bao cao 
phai dupe gui vao ngay lam viec trudc ngay nghi.

- Theo yeu cau cong tac, Giam doc So yeu cau phong, don vi lap bao cao dpt 
xu£t theo hinh thuc chuyen de. Trudng phong, don vi cd trach nhiem to chuc soan 
thao dam bao dap ung yeu cau, npi dung, thoi han de ra;

- Trudng hop cac bao cao cd lien quan den nhieu phong, don vi thi phong, don 
vi dupe giao chu tri soan thao cd quyen yeu cau cac phong, don vi lien quan tham 
gia y kidn, cung cap thong tin; dong thoi phong, don vi dupe yeu cau cd trach nhiem 
tham gia, cung cap day du thong tin, dung thoi gian cho phong, don vi chu tri soan 
thao;

- Khi cd van dd dpt xudt phat sinh trong phong, don vi hoac trong pham vi chuc 
nang, nhiem vu quan ly cua phong, don vi; Trudng phong, don vi phai kip thoi bao
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2. Che do cung cap thong tin
Khach den lam viec ydi So de nam thong tin lien quan den nganh, chi co Giam 

doc Sb hoac Pho Giam doc Sb duoc phan ebng moi cung cap thong tin cho khach. 
Truong hop noi dung thong tin khach yeu cau, Lanh dao Sb thay co the phan ebng 
cho Truong phong, don vi lien quan cung cap thi Lanh dao Sb se phan ebng cho 
Truong phong, don vi lien quan cung cap. Cac phong, don vi chi duoc cung cdp 
nhung thong tin theo yeu cau da cho y kien, khbng dupe cung cap nhung thong tin 
ma Lanh dao Sb chua cho y kien.

Dieu 16. Che do ebng khai thong tin
1. Nhung viec sau day se dupe co quan thong bao ebng khai cho ebng chuc, 

vien chuc va ngubi lao dong dupe biet:
- Cac chu truong, chinh sach cua Dang va Nha nubc lien quan den ebng viec 

cua co quan, don vi;
- De an, ke hoach, bao cao, chuong trinh ebng tac hang nam, quy, thang cua co 

quan, don vi;
'X A- Du toan va quyet toan kinh phi quan ly hanh chinh cua co quan, don vi hang 

nam;
- Tuyen dung, khen thubng, ky luat, nang bac luong, chuyen ngach, nang 

ngach va dao tao, quy hoach, de bat, bb nhiem, luan chuyen, dieu dong... ebng chuc, 
vien chuc va ngubi lao dong;

- Cac vu viec xu ly vi pham trong co quan, don vi da dupe ket luan; ket qua 
giai quyet khieu nai, to cao trong nbi bb co quan, don vi;

- Nbi quy, quy che boat dong cua co quan, don vi;
- Cac nbi dung khac thuc hien ebng khai theo quy dinh cua phap luat.
2. Tuy theo dieu kien thuc te cua co quan, don vi su dung mot trong cac hinh 

thuc ebng khai sau:
- Niem yet tai co quan, don vi;
- Thong bao tren ebng thong tin dien tu cua Sb;
- Thong bao tai Hbi nghi can bb, ebng chuc, vien chuc va ngubi lao dong cua 

co quan, don vi;
- Thong bao bang van ban gui toan the ebng chuc, vien chuc va ngubi lao dong 

co quan, don vi;
- Thong bao cho Truong phong, don vi va yeu cau ho thong bao den ebng 

chuc, vien chuc va ngubi lao dong trong phong, don vi;
- Thong bao bang van ban cho Dang uy, Ban chip hanh Doan Thanh nien trong 

co quan, don vi;
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- Cac hinh thiic khac thuc hien cong khai theo quy dinh cua phap luat.
Dieu 17. Then gio* lam viec, che do nghi 6m, nghi phep, nghi viec rieng, 

nghi khong hird’ng luong
1. Thai gid lam viec: Thue hien theo quy dinh cua Luat Lao dong, cua UBND 

tinh.
- Budi sang lam viec tu 7 gid 00 den 11 gid 30.
- Budi chieu lam viec tu 13 gid 30 den 17 gid 00.
2. Ngudi dung dau dan vi su nghiep edng lap quy dinh cu the thdi gid lam viec 

cua dan vi minh.
3. Che do nghi phep cua can bd, edng chuc, vien chuc va ngudi lao dong thuc 

hien theo quy dinh hien hanh.
Dieu 18. Chuang trinh hop, hoi nghi cua So*
1. Hop giao ban Sd:
Giao ban thang, quy vao sang ngay thu hai tuan cudi cung cua thang, quy: 

Thanh phan tham gia la Lanh dao Sd, Truong, pho cac phdng, don vi thudc Sd, Ke 
toan trudng. Van phdng Sd chuan bi ndi dung.

Trong trudng hop can thiet thi tap the Lanh dao Sd thong nhat trieu tap hop dot 
xuat.

2. Hoi nghi can bd, edng chuc: Thuc hien theo quy dinh ve thuc hien dan chu 
trong boat dong cua co quan hanh chinh nha nude va dan vi su nghiep edng lap.

3. Hoi nghi tap huan, hoi nghi chuyen de, hoi thao, hoi nghi so ket, tong ket: To 
chuc theo yeu cau cua edng tac chuyen mdn, tren co sd dugc su thong nhat y kien 
cua Giam ddc Sd. Ndi dung lien quan den phdng/dan vi nao thi phdng/dun vi do chu 
tri, phdi hop vdi Van phdng Sd de chuan bi.

4. Hop lien nganh de giai quyet edng viec: To chuc theo yeu cau cua edng tac 
chuyen mdn, dugc su thong nhat y kien cua Giam ddc Sd. Chu tri cudc hgp la Giam 
ddc Sd hoac Pho Giam ddc Sd. Ndi dung lien quan den phdng, dan vi nao thi phdng, 
dan vi do chu tri, phdi hgp vdi cac phdng, dan vi lien quan chuan bi.

5. Hgp phdng: Moi thang cac phdng, dan vi to chuc hgp mot lan, cd su thong 
nhat ve danh gia tinh hinh boat dong cua phdng, dan vi va de xuat ke hoach edng 
tac, ban nhtrng ndi dung edng tac can thiet can tap trung. Ndi dung cudc hop phai 
thiet thuc, do Trudng phdng, dan vi chuan bi, mdi Giam ddc va Pho Giam ddc Sd 
chi dao chuyen mdn du. Ngoai cac trudng hgp hgp dinh ky, cac phdng, dan vi cd the 
to chuc hop dot xuat khi can thiet hoac theo yeu cau cua Lanh dao Sd.

Dieu 19. Giao tiep, irng xii’ va trang phuc edng sd
Cong chuc, vien chuc, ngudi lao dong phai thuc hien nep song van minh, trong 

giao tidp d edng sd phai cd thai do lich su, ton trgng, lang nghe y kien cua dong 
nghiep; ngdn ngu giao tiep phai chuan muc, rd rang, mach lac; cd tinh than khiem 
ton, cau thi, edng bang, vd tu, khach quan khi nhan xet, danh gia dong nghiep, thuc
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Nghiem cam nhung bank vi ung xu va phat ngdn thieu chuan muc, cd tinh lang 
ma, xue pham, phan biet ddi xu, dung tuc trong hoi hop, sinh boat cua co quan va 
trang phuc khdng phu hop vdi thuan phong, my tuc cua dan toe. Nhung trudng hop 
vi pham, bat ke la ai, tuy theo muc do vi pham phai cd bien phap giao due tuong 
xung, phu hop hoac xu ly ky luat theo quy dinh cua phap luat, khdng cd vung cam 
va ngoai le.

Chiro’ng V 
TO CHlTC THVC HIEN

Dieu 22. Dieu khoan thi hanh
1. Quy che nay duoc pho bien den tat ca cac phong, don vi true thuoc So, td 

chuc Dang va cac td chuc doan the, toan the edng chuc, vien chuc va ngudi lao dong 
dupe biet va cd trach nhiem thuc hien nghiem tuc Quy che nay.

2. Moi hanh vi vi pham cac dieu khoan trong Quy chd nay, tuy theo tinh chat, 
muc do se bi xem xet xu ly ky luat theo quy dinh cua phap luat hien hanh.

3. Trong qua trinh trien khai; neu cd gi khd khan, vudng mac hoac noi dung 
nao chua phu hop vdi tinh hinh thuc te can sua ddi, bd sung, dd nghi cac phong, don 
vi true thuoc phan anh vd Van phong So dd tdng hop, bao cao Giam doc So xem xet 
sua ddi, bd sung kip thdi./.

Chiro’ng IV
THI DUA, KHEN THU ONG, KY LUAT

Dieu 20. Thi dua, khen thirdng
1. Lanh dao So td chuc phat dong phong trao thi dua hang nam nham phan dau 

hoan thank tot cac nhiem vu chinh tri, chuydn mdn cua co quan, don vi.
2. Hoi dong Thi dua - Khen thudng cua So thuc hien tham muu cho Giam ddc 

So khen thudng hoac dd nghi cap trdn khen thudng cac phong, don vi true thuoc va 
ca nhan dat thanh tich xuat sac trong nam va qua cac dpt thi dua.

Dieu 21. Ky luat
1. Ddi vdi edng chuc, vien chuc va ngudi lao dong neu vi pham quy chd tuy 

theo muc dd se bi xu ly track nhiem theo quy dinh cua phap luat.
'1. Ddi vdi Giam ddc So, Pho Giam ddc So va Trudng cac phong, don vi true 

tidp quan ly va su dung edng chuc, vien chuc va ngudi lao dong ndu dd edng chuc, 
vien chuc va ngudi lao dong dd vi pham quy che thi tuy muc dd vi pham ma xu ly 
theo quy dinh cua phap luat.
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