UYBANDANTOC | XAY DYNG CHUONG TRINH [ 31 tan hanh : 01
CONG TAC CUA UY BAN DANTOC

Ngay ban hanh: 10/9/2012

MUC LUC
SUA POI TAI LIEU
1. MUC PICH
2. PHAM VI
3. TAILIEU VIEN DAN
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5. NOI DUNG QUY TRINH
6. BIEUMAU

7. HO SO CAN LUU

Trach nhiém Soan thao Xem xét
Ho tén Nguyén Van Hudn | Tri¢u Hong Son/<| “Ha
LJ/L 4 -'- Y
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Chuyén vién Ph¢ \
, uyén vién Phong . . 5
Chtrc vu TKTH Chéanh Van phong
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SUA POI TAI LIEU
Yéu ciu | Trang/Phan Lan ban X
g ks va R . Ak . A Ngay ban
sira doi/ lién quan M6 ta noi dung sira doi hanh / Lan :
Z P s - Zs hanh
bo sung | viéc sira doi stra doi
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1. MUC PICH

Nhim trién khai thuc hién dong b9, chu dong va co6 hiéu qua cac cong viée
trén ting linh vuc hoat dong cta Uy ban Dan tdc, dap ing yéu cau cong viéc dé
ra, phuc vu cho cong tac chi dao, diéu hanh cua Lanh dao Uy ban va tao co so dé
theo ddi, tong két, danh gia dinh ky.

2. PHAM VI AP DUNG

Quy trinh nay dugc ap dung cho hoat dong xdy dung Chuong trinh cong tac
nam, quy, thang va chuong trinh cong tac tuan ctia co quan Uy ban Dan tdc.

3. TAI LIEU THAM KHAO

- Tiéu chuan ISO 9001 : 2008;

- Céc quy trinh chuyén mén ciia Uy ban.

- Quy ché lam viéc ctia Uy ban Dan tdc ban hanh kém theo Quyét dinh
s0 /QP-UBDT ngdy cua Bo trudng, Chi nhiém Uy ban Dan tdc.

4. PINH NGHIA, CAC TU VIET TAT

4.1. Chuong trinh cong tdc:

- Chuong trinh cong tac la van ban xéc dinh, dinh hudéng muc tiéu, nhiém vu
cong tac trong mot khoang thoi gian xac dinh.

4.2. Don vi chu tri xdy dung Chwong trinh cong tac: la don vi chiu trach
nhiém chinh trong viéc t6 chirc xay dung dy thao Chuong trinh cong tac trinh
Lanh dao Uy ban ky ban hanh.

4.3. Lanh dao Uy ban : 13 B trudng, Chu nhiém va céc Thir truong, Pho
Cht nhiém.

4.4. Lanh dao don vi : la cac Thu truong va Phé Thu truong don vi.
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UY BAN DAN TQC

_XAY DUNG CHUONG TRINH
CONG TAC CUA UY BAN DAN TQC

QUY TRINH

Ma hi¢u: QT03-VP

L4n ban hanh : 01

Ngay ban hanh: 10/9/2012

5. NOI DUNG QUY TRINH

TT Hoat dong Tr?.Ch Mo ta Biéu méu
nhiém
Chuong
5.1 trinh cong
tac nam
- Viéc xdy dung du thao Chuong
trinh cong tic phai duge bat dau
trién khai tir nhimng thang cudi cta
nam ké hoach trude.
- Cén ¢t vao nhiém vu chinh tri cta
fJ'y ban Dan tdc, cac nhiém vu do
Chinh phu, Tha tudéng Chinh phu
Trién khai Lanh | giao cho Uy ban va Hudng dan cia
511 xay dung dao Van | Van phong Chinh phu; Lanh dao
© " | Chuong trinh | phong | Van phong Uy ban c6 trach nhiém
cong ticnam | Uyban |tiép nhdn nhiém vy xdy dung
Chuong trinh cdng téc va phd bién
thuc hién tai don vi minh.
- Lanh dao Vén phong phan cong
cho chuyén vién hoac nhém chuyén
vién (sau dady goi tdt la chuyén vién)
chiu trach nhiém soan thao Chuong
trinh cong tac.
Trude ngay 20 thang 10 hang nam,
Chuyén vién dugc phan coéng cé
trach nhiém soan thao cong van gui
Xay dung . Céc'\'ﬁll’" don” vi t’hug)c Uy ban dé
cong van d& Vi; ngh;ﬁ u Emong cac don vi:
519 nghi gé.c d0’n duoe |- I‘(iém diém viéc thuc hién chi dao,
o vi dé xuat h". diéu hanh cia LPUB tai don vi
Chuong trinh p. i minh, kién nghi nhitng dinh hudng,
p cong sa o e m o
cong tac nhiém vu trong tam va giai phép 16n

ctia Uy ban;

- Pang ky cac nhiém vu, dé an dua

vao Chuong trinh cong tac nam sau.
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UY BAN DAN TQOC

XAY DUNG CHUONG TRINH
CONG TAC CUA UY BAN DAN TOC

QUY TRINH

Ma hiéu: QT03-VP

L4n ban hanh : 01

Ngay ban hanh: 10/9/2012

- Trong thoi gian 01 ngay lam viéc,

Xem xét, ky d;a\n]l;m Lanh dao Van ph(‘)ng Uy ban xem
5.1.3 | duyét cong s xét ndi dung cobng vén, yéu cau
van PRODE | chinh sira (néu can) va ky giri cac
Uy ban
don vi.
Trude ngay 10 thang 11 hang nam,
céc don vi thuoc Uy ban giri Vin
Ping ky phong Uy ban dé tong hop:
nhiém vu, dé | Céc Vu, |- Béo cdo danh gia két qua thuc hién
514 | dnvao donvi |chi dao, diéu hanh cia LDUB tai
"~ | Chuong trinh | thuc | don vi minh;
cong tac cua | Uy ban | _ Danh muc nhiém vu, d& 4n can
Uy ban trinh Chinh pht, Thii tuéng Chinh
pht va trinh B¢ trudéng, Chu nhiém
nam sau.
Trudc ngay 15 thang 11 hang nam,
trén co s& danh muc nhiém vy, dé
van | @n dang ky cua cac don vi, Van
Téng hop sé6 | phong phong Uy ban chu tri, phbi hop véi
lidu va xdy | Uy ban, Vu K& hoach — Tai chinh, Vu Téng
dung duy thio Wix hop va cac don vi lién quan xay
515 i NN KHTC, dung, trinh Lanh dao Uy ban xem
nhiém vu, & | Vu Téng xét, cho y kién chi dao:
andwavao | hopva |- Béo cdo kiém diém chi dao, diéu
Chuong trinh | céc don | hanh cta Uy ban;
congtac | vilin | paph myc nhiém vy, @& 4n trinh
quan | B4 Chinh tri, Ban Bi thu, Chinh
phu, Thi tuéng Chinh phu va Bo
trudéng, Chi nhiém trong nam sau.
Lanh | Trudc ngay 20 thang 11 hang nam,
Hoan thién | dao Van | Van phong Uy ban tdng hop, bd
Danh muc phong | sung, hoan chinh danh muc nhimng
5.1.6 | nhiém vy, @& | Uy ban | nhiém vy, dé 4n ctia Uy ban dua vao
an va to trinh | va nhém | Chuong trinh céng tdc cua Chinh
Chinh phu chuyén |phu va xdy dung du thao to trinh
vién | Chinh phu.
Xin y kién Lanh | Vian phong c6 trach nhiém xin y
3.1.7 Phé Chu dao Van | kién chi dao ciia Ph6 Chu nhiém
nhiém phu phong | phy trach Vin phong vé Danh muc
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) X QUY TRiNH Ma h1éu QT03—VP
% B DANITOC .XAY DUNQ CI—!UONG TBINH - Lan ban hanh : 01
CONG TAC CUA UY BAN DAN TOC
Ngay ban hanh: 10/9/2012
trach nhiém vu, dé 4n va du thao to trinh
trudc khi béo céo tai cude hop Lanh
dao Uy ban.
Thong qua | , ot} | Sau khi c6 ¥ kién cia Phé Chi
Danh muc ban y nhiém phu trach, Vin phong Uy ban
5.1.8 | nhiém vy, dé Lﬁnljl cl‘linh stra lai Danh muc nhiém vu,
an va to trinh dao Vin dé an va To trinh, bao cao tap thé
Chinh phu f)hbng Lanh dao Uy ban thong qua.
Ch]?rirrlxgg lt?i oh thE)‘?)g B truong, Chu nhiém xem xét (yéu
5.1.9 BB R Cha * | cdu sika doi, bé sung néu can) va ky
Chinh phi nhigm guri Van phong Chinh phu.
Lanh Cham nhét 5 ngay lam viéc, sau khi
dao Vin Van phong Chinh phu giri Chuong
Du thio chi p.h(‘)ng trinh cong tac ndm cua Chinh phu
i Clticty nhém’ va Thu tuéng Chinh phu, Van
5:1.10 b eng’iie | ehirvén phong Uy ban chu tri, phdi hop vai
olaTe Bar. I wikin v cac don vi thudc Uy ban cu thé hoa
cac don thanh dyu thao Chuong‘ trinh cong
o tac ndm cua Uy ban gui cac don vi
i thudc Uy ban tham gia y kién.
5 1ok Cham nhét 5 ngay lam viéc, cac don
ggll;; )égilir;i Cac V1:1, vi thudc Uy ban phai co y kién
5111 dur thio don vi | chinh thic bang vin ban vé du thao
Chuémg trinh thude Chuong trinh céng tdc nam cua Uy
- Uy ban | ban gui Van phong Uy ban dé tong
hop.
Ngay khi nhan dugc y kién gop ¥
Xin v kién Lanh cua cac don vi, Van phong co trach
5112 Phé Chu dao Vin nhiém téng hop y kién, chinh sira lai
o nhiém phu he du thao Chuong trinh cong tac va
trach PHONE | b40 cdo Phé Chi nhiém phu tréch
Vin phong cho v kién chi dao.
Sau khi ¢6 y kién ciia Phé Chu
B o ~ nhiém phu trach, Van phong Uy ban
113 | gaosaotip | LM | chinh sita, hoan thign Chuong trinh
{y bas ' IShc‘)ng cong tac ndm bao cdo tép thé Lanh
dao Uy ban trudéc khi trinh B
truedng, Chu nhiém.
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UYBANDANTOQC | XAY DYNG CHUONG TRINH |1 3 ban hanh : 01
CONG TAC CUA UY BAN DAN TQC
Ngay ban hanh: 10/9/2012
Lanh | Ngay khi nhan dugc ¥ kién chi dao
g Pl dao Van | cta tép thé Lanh dao Uy ban, Vin
Hoan thién : . , : .o n . od
2o o phong | phong Uy ban cé trach nhiém tong
5.1.14 Chuone trinh Uy ban | hop va chinh 1y dy thao, hoan chinh
e o | vanhom | toan bd tai ligu, 1gp o trinh béo cdo
& chuyén | B0 truong, Chi nhiém xem xét, ky
vién | ban hanh Chuong trinh cong téc.
Phé duyét va tm%‘fl Bo trudmg, Chii nhiém ky quyét
5.1.15 | ra quyét dinh S dinh phé duyét Chuong trinh cong
. Chu A AP
ban hanh i tac ndm cua Uy ban.
nhiém
Ngay sau khi B truong, Chi nhiém
Phét hanh Phong |ky quyét dinh phé duyét va ban
chocac co | Vénthu | hanh Chwong trinh cong tac nam, bo
5116 quan, to -Luu | phén védn thu cia Van phong Uy
b chirc, don vi | trit, Van | ban thuc hién :chﬁ tuc phat hanh cho
cdlién quan | phong | cdc co quan, to chire, don vi co lién
valuuhoso | Uyban |quan va luu hod so (theo cdch thirc
va trinh tw quy dinh).
Chuong trinh cong tac quy I duogc
q"“’"’,’g ban hanh trong Chuong trinh cong
- & trinh cong - ) p
Fi it tdc ndm. Quy trinh sau ap dung cho
™y cac quy IL, IIL, TV.
- Cham nhét ngay 10 cua thang cubi
quy, cac Vu, don vi gui Véan phong
5 ol Uy ban dy kién chwong trinh cong
bang ky dicu : thc quy sau, nhiing céng viée can bo
& 1 ch1nh,Po Cac VL;I’ sung hodc céan diéu chinh vé thoi
sung cong don vi gian.
viéc . )
- Quéa thoi han trén, don vi nao
khong bao cdo coi nhu don vi do
khong c6 nhu cau diéu chinh.
Téng hop, ) - Chamu nhat‘nga)f 13 cua ;chang cudi
B Van | quy, Van phong Uy ban tong hop va
hoan thién . s 3 . . s
5.2.2 : phong | hoan chinh Chuong trinh cong tac
chuong trinh | 2 . . ot g g o s
edng the Uy ban | quy sau cia Uy ban trinh B trudng,
Chu nhiém xem xét, quyét dinh.
Diéu chinh Vin |" P6i v6i nhitng nhiém vy, dé& 4n
523 nhiém vu hon trinh Chinh pht, Thi tuéng Chinh
trinh Chinh | P"°"® | shit néu 6 thay ddi (vé thoi gian,
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ﬁ . QUY TRiNH Ma hiéu: QT03-VP
UYBANDANTOC | XAY DUNG CHUONG TRINH |13 ban hanh : 01
CONG TAC CUA UY BAN DANTOC
Ngay ban hanh: 10/9/2012
phu, Thu Uy ban | néi dung...) Van phong Uy ban xay
tuéng Chinh dung van ban trinh Lanh dao Uy
phu ban ky dé nghi Thi tuéng Chinh
pht cho diéu chinh cham nhét ngay
15 ciia thang cudi quy.
Chuong trinh céng tac thang dau
Chwong quy dugc ban hanh trong Chuong
5.3 trinh cong trinh cong tac quy. Quy trinh sau
tac thang dugc 4p dung cho cac thang thi 2
va 3 cua quy.
Cham nhét vao ngay 20 hang thang,
cin cir vao tién do thuc hién cac
Dang ky cong viéc da ghi trong Chuong trinh
531 Chuong trinh | Cac Vy, | cong tic quy, nhiing van dé con
o cong tac donvi | cham, ton dong va phat sinh trong
thang thang, cac don vi xay dung va gui
Chuong trinh cong tac thang sau
dén Van phong Uy ban dé téng hop.
Céan ctr vao Chuong trinh cong tac
quy, su chi dao, diéu hanh cua Lanh
Tong hop, viq | 920 Uy ban va dé nghj diéu chinh
e an P 9 i 3ot it
539 hoan thién plitiag cta cac don vi, Van phong Uy ban
chuong trinh Uv ban xdy dung dy thao Chuong trinh
cong tac Y cong tac thang ctia Uy ban trinh B9
truéng, Chi nhiém quyét dinh trudc
ngay 25 hang thang.
Phat hanh va, |Chim nhét 1a ngdy cudi cing cia
Chuong trinh : thang, Van phong Uy ban guri Lanh
533 o T phong > g, :
cong tac ny e dao Uy ban va cac Vu, don vi
thang Chuong trinh cong tac thang sau.
Chwong
54 trinh cong
tic tuin
Cham nhét 10 gid sang thir 6 hang
tudn, can cr vao tién do thuc hién
Dang ky Céc Vu. | c4c cong viéc dd ghi trong Chuong
5.4.1 | Chuong trinh donvi | trinh cong tac thing, nhimg van dé
cOng tac tuan " | con cham, tdn dong va phat sinh,
cac don vi xay dung va gii Chuong
trinh cong tac tudn sau dén Van
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QUY TRINH M higu: QT03-VP

UYBANDANTOC | XAY DYNG CHUONG TRINH [ /3o - o1
CONG TAC CUA UY BAN DAN TQC

Ngay ban hanh: 10/9/2012

phong Uy ban dé tong hop.

Cin ctr ¥ kién chi dao, diéu hanh
ctia cac dong chi Lanh dao Uy ban,
can ct Chuong trinh céng tac thang

Téng hop, ” ciia Uy ban va dang ky nhiém vu

¥ L Vin z AL S ;- g

hoan thién L cong tac tuan cua cac don vi, Van
chuong trinh 8 bagn phong Uy ban tong hcyp,\xéy dung
cong tac tuan y Chuong trinh cong tac tuan cua Uy
ban trinh Lanh dao Uy ban quyét
dinh chdm nhét cudi gior chiéu thir 6
hang tuan.

542

Cham nhét cudi gid 1am viée chiéu
Phét hanh Vin | thir 6 hang tudn, Van phong Uy ban
5.4.3 | Chuong trinh | phong | gii Lanh dao Uy ban va céc Vu,
cong tac tuan | Uy ban | don vi Chuong trinh cong tac tudn

sau.
6. BIEU MAU
TT | Ma hiéu Tén Biéu miu
1.
2.
3‘
7. HO SO CAN LUU
TT Tén ho so Noi lru triv ko) s1an
Iru triv
1 Cong van dé nghi cac don vi d& xuét|Van thu Uy ban; 02 nim
Chuong trinh cong tac Pon vi chu tri
Cong van gép y d6i véi du thao Chuong | Van thu Uy ban;
2 | trinh cong tac (cua cac don vi va Lanh dao | Pon vi chu tri 03 ndm
Uy ban)
3 | Quyét dinh ban hanh Chuong trinh céng | Vin thu Uy ban;| 05 nim
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QUY TRINH

Ma hi¢u: QT03-VP

UY BAN DAN TOC XAY DUNG CHUONG TRINH LAn ban hanh : 01

CONG TAC CUA UY BAN DAN TOC

Ngay ban hanh: 10/9/2012

tac da dugc ky duyét

Pon vi chu tri

Chuong trinh cong tac dd dugc phé duyét
va ban hanh

Vin thu Uy ban;

Pon vi chu tri S
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