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QUY TRINH Ma hiéu: QT07-VP

UY BANDANTQC | TO CHUC CAC CHUYENBDICONG |3 o0 oo
TAC CUA LANH PAO UBDT DEN '

DIA PHUONG Ngay ban hanh: 10/9/2012

1. MUC PICH

Nham trién khai thuc hién dong bg, chu dong va co6 hiéu qua cac cong vigc
trén timg linh vyc hoat dong cta Uy ban Dén tdc, dap img yéu cau cOng viéc dé ra,
phuc vu cho Léanh dao Uy ban di cong tac & dia phuong, tao co Sy dé theo doi,
tdng két, danh gia dinh ky cong tac dan toc & dia phuong, ciing ¢ kip thoi thiéu
sOt cua bg may hoat ddng cong tac dan tdc tai dia phuong va sat sao thuc tién tinh
hinh hoat dong theo diing chirc nang nhiém vu tai dia phuong.

2. PHAM VI AP DUNG

Quy trinh nay dugc ap dung cho hoat dong xdy dung ndi dung chuong trinh,
k& hoach td chitc cac chuyén di cong téc clia Lanh dao UBDT dén dia phuong.

3. TAI LIEU THAM KHAO

- Tiéu chuan ISO 9001 : 2008;

- Céc quy trinh chuyén mén ctia Uy ban Dén tdc.

- Quy ché lam viéc cta Uy ban Dan tdc ban hanh kém theo Quyét dinh sb
05/2008/QDB-UBDT ngay 24/11/2008 cua B trudng, Chi nhiém Uy ban Dan toc.

4. PINH NGHIA VA CAC TU VIET TAT

4.1. Mt s6 dinh nghia

4.1.1 Lénh dao Uy ban céng téc tai dja phuong : La LDUB t0 chirc Doan
cong tac dén mQt hodc mot s§ dia phuong nham kiém tra, nam tinh hinh viing dan
toc, cong tac trién khai va két qua thuc hién chinh sach dan toc ciia Dang va Nha
nude trén dia ban (khong bao gém nhimg chuyén céng tac cuia LDUB nhu di du
hop, hoi nghi, du 1€ hodc tham gia cac Doan cong tac cia Lanh dao Dang va Nha
nudc).

4.1.2. Ké hoach céng tdc tai dia phwong: La vin ban xéc dinh cu thé cac
bude trién khai di cong tac cia LDUB nhu: s6 luong thanh phan doan cong tac,
khuon kho ndi dung lam yiéc tai dia plguorng, doi tuong lam viéc voi doan cong tac
hay LDUB, thoi gian trién khai du ki€n/chinh thtrc, kinh phi du toan... nham bao
dam thuc hién K& hoach cong tac tai dia phuong..

4.1.3. Don vi chu tri xdy dung ké hoqch.‘ la Vu, don vi chiu trach nhiém
chinh trong viéc t6 chirc xdy dung du thao ké hoach, trinh Lanh dao Uy ban phé
duyét va ban hanh.

4.1.4. Lanh dao Uy ban: 1a B trudng, Cha nhiém va céc Thir trudng, Pho
Cht nhiém.

4.1.5. Lanh dao don vi: 1a Thu trudng va Pho Thu trudng cac Vu, don vi.

4.2. Cac tir viét tit

4.2.1. Lanh dao Uy ban - LDUB;

4.2.2. Uy ban Dan téc — UBDT.
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UY BAN DAN TQC

T(‘)’CHI'{'C CAC CHUYEN PI CONG
TAC CUA LANH PAO UBDT PEN

QUY TRINH

Ma hig¢u: QT07-VP

Lan ban hanh : 01

PIA PHUONG

Ngay ban hanh: 10/9/2012

5. NOI DUNG QUY TRINH

Trach

TT | Hoatdgng | . Mb ta Biéu miu
Céan ctr vao nhiém vu chinh tri cua
UBDT ; Ké hoach Céng tac hang
. LBUB | nam cua UBDT, LBUB ¢6 y kién
I e “ | CécVu, | chi dao t0 chirc cong tic tai dia
e don vi phuong hodc cac Vu, don vi dé xuat
td chirc Poan cong tic tai dia
phuong duge LDUB chép thuan.
Don vi dugc giao nhiém vu chu tri
Ra van ban xdy dung ké hoach cong tac tai dia
5 |guicac DPon vi phuong ra van ban dé nghi céc don | QT07-VP-
“ | don vi lién | cha tri vi ¢6 lién quan d& xuét ndi dung | BMOI
quan cong viée dé chuén bi ndi dung cua
Poan cong téc tai dia phuong.
Tong hop lai y kién tir cac don vi va
53 Xay dung | Don vi trao doi thong phét véi dia phuong | QT07-VP-
"~ | ké hoach | chu tri dé xay dung ké hoach cong tac va | BMO2
trinh lanh dao Uy ban phé duyét.
Trong thoi gian 03 ngay lam viéc
¥ . LPUB xem xét ndi dung ké hoach
em xet, - " i A 2
54 ki duyét LDUB cong tac tai dia phuong (yéu cdu
: chinh swa, hoan thién néu can) va ky
duyét, ban hanh.
Trong thoi gian 02 ngay don vi chu
G ebng . tri’ soan thdo céng van trinh LDUB_
55 | van dén dia Don vi ky hodc ky thira 1énh cong véan g QIQ7-VP-
: AW chu tri dia phuong (kém theo Ké& hoach | BMO3
cong tac tai dia phuong) va cac don
vi lién quan.
- Chuén bi tai liéu bao céo lién quan
56 Chuén bi — dén I}@i dung cong tac. 7
cho chuyén chii it - Phoi hgp véi Van phong chuan bi
cong tac phuong tién di lai , kinh phi...
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UY BAN DAN TQC

QUY TRINH Ma hiéu: QT07-VP

TQ CHUC CAC CHUYENBPICONG | [a (oot 01
TAC CUA LANH PAO UBDT DPEN

DIA PHUONG Ngay ban hanh: 10/9/2012

g

T chirc
cOng tac tai
dia phuong

Pon vi
chu tri

- Thuc hién theo diung ndi dung
chuong trinh, ké hoach da duogc
thdng nhit véi dia phuong.

- Luon cép nhat thong tin tir phia dia
phuong, néu c6 thay d6i phai bao | QT07-VP-
céo lai ngay véi truong doan, dé|BMO04
trrong doan xem xét va chi dao.

- Thu thép tai liéu.

- Thuc hién céc cong viéc phat sinh
khac.

5.8

Két thuc Pon vi
chuyén di | chu tri

- Lam béo céo két qua chuyén cong
tac tai dia phuong trinh lanh dao Uy
ban ky ban hanh (Quy trinh lam béo VD
cdo thyc hién theo quy trinh cong ;3540075 VP
van di, dén - QT01-VP).

- Hoan tt thanh quyét todn tam {mg
theo quy dinh tai chinh.

6. BIEU MAU

TT Mai hiéu Tén Biéu miu
1 | QT07-VP-BMO1 Cong van dé xuit nhiém vu
» | QT07-VP-BMO02 Xay dung ke hoach di cong tac dia phuong cho LD
UBDT
3 | QT07-VP-BMO3 Cong vin giri dia phuong
4 | QT07-VP-BM04 Bién ban lam viéc tai dia phuong
5 | QT07-VP-BMO5 Bao céo két qua chuyén cong tac tai dia phuong

7. HO SO CANLUU

TT

~ A . .
Tén ho so Noi1 lwru triv

Thoi gian
Iwu triv

Ké hoach cong tac cua LDPUB tai dia | Van thu Uy ban; | Thong tu

phuong Don vi chu tri s6 09

5 Céng van gui dia phuong (kem theo ké | Van thu Uy ban; | Thong tu
hoach ctia chuyén cong tac) Don vi chu tri s6 09

3 | Bao céo két qua chuyén cong tac ¥io the Uy b Thifap Gr

Pon vi chu tri sb 09

5/5




QTO07-VP-BMO1

UY BAN DAN TQC CONG HOA XA HQI CHU NGHIA VIET NAM
TEN DON VI (1) Poc lap — Tw do — Hanh phuc
86:  N2)-....(3).... Ha Néi, ngay ... ... thang ... ... nam 20... ...
ViV ........ ¢ ——
Kinh giri:
B OUE oo simsmns sme s o nise s s ssmns s ew sn s s s s b s Labs s o s s apsses g

--------------------------------------------------------------------------------------------------------------------------

................................................................. /

o TL. BQ TRUONG CHU NHIEM
i o QUYEN HAN, CHUC VU CUA
i I NGUOIKY (7)

(Chi¥ ky, ddu)

WL ORI BB RE (B ) sa s s o wooseninbasping i os SR TSRS SES s ws b 555 WA DT RHBSSS

Ghi chii:

(1) Tén don vi ban hanh céng van.

(2) Chir viét tit tén don vi soan thao cong van.

(3) Chir viét tit tén don vi (Phong chirc ning néu c6) soan thio cong vin.

(4) Trich yéu ndi dung cong vin.

(5) Noi dung cong van.

(6) Chir v1et tit tén don vi soan thao va sb lwong ban luu (néu cén).

(7) Ghi quyen han, chirc vy ctia nguoi ky nhu Chanh Van phong, Vién tru‘orng v.v...; néu ngudi ky
cbng vin 1a cdp pho cia ngudi dimg dau co quan, t chirc thi ghi chir viét tit “KT” vao trude chirc
vu ctia ngudi ding dau, bén dudi ghi chirc vy ctia ngudi ky cong van.

(8) Pia chi co quan, td chirc; s dién thoai, sé Telex, s6 Fax; dia chi E-Mail; Website (néu cén).



QT07-VP-BMO02

UY BAN DAN TQC CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

Sé: /KH-UBDT
Ha Noi, ngay ... thang ... ... nam 20... ...

KE HOACH

I. THANH PHAN POAN VA PHUONG TIEN
1. Thanh phin doan cong tic.

--------------------------------------------------------------------------------------

~ Trénday la K& hoach di cong tac cia LDUBDT tir ngay ... thang ... nam .....
dén ngay ... thang ... nam...... ./.

QUYEN HAN, CHUC VU CUA NGUOIKY (')
B 5 . (Chﬁ’ ky, da»-:u)

Ho va tén

" Trich yéu ndi dung ké hoach.

? Ghi céc chirc danh trudng, phé doan va cac thanh vién trong doan cong tac.

3 Phuong tién di lai 1a may bay, tau hoa, 6 t5,...

“ N6i dung cu thé chuong trinh céng tac ciia LDUBDT dén dia phuong.

* Ghi 15 cac loai kinh phi cho ké hoach di cong tac cia doan.

S Chir viét tit tén don vj soan thao va s lugng ban luu (néu cén).

7 Ghi quyén han, chirc vy ctia ngudi ky nhu Bo truéng, Chui nhiém hay céc Phé Cha nhiém UBDT.



QT07-VP-BMO03

UY BAN DAN TOC CONG HOA XA HQI CHU NGHIA VIET NAM

Doc lap — Tw do — Hanh phic

VIV . (2) i Ha Néi, ngay ..... thang ..... nam 20...
Kinh giri:
e 3
Cinel........

oooooooooooooooooo

.................................

- Nhu trén;

Moi chi tiét xin lién hé (7)

--------------------------------------------------------------------

.........................................................................................

TL. BQ TRUONG CHU NHIEM
QUYEN HAN, CHUC VU CUA
NGUOI KY (6)

(Chir ky, ddu)

..............................................................

Ghi chu:

(1) Chir viéy tat tén don vi soan thao cong vin.
(2) Trich yéu ndi dung cong van.
(3) Ghi céc chirc danh trudng, phé doan va céc thanh vién trong doan céng téc.

(4) Noi dung cong van.

(5) Chir viét tat tén don vi soan thao va s6 lugng ban luu (néu can).

(6) Ghi quyen han, chtrc vy cua ngudi ky nhu Chanh Van phong, Vién trudng v.v.. .; néu ngudi ky
cong van 1a cp phé ciia ngudi dimg diu co quan, td chirc thi ghi chit viét tit “KT” vao trude chirc
vu clia nguoi ding dau bén dudéi ghi chire vy ciia ngudi ky cong vén.

(7) bia chi co quan, td chirc; s& dién thoai, sb Telex, s6 Fax; dia chi E-Mail; Website (neu can).



UY BAN DAN TQC CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap — Tu do — Hanh phic

Sé: /BB-UBDT

(1)..., ngay ...... thang ... ... nam 20... ...
BIEN BAN LAM VIEC
....... ORI, W ORLTURET . ; Ao,

1. Gidi thiéu:
(s6 lwong thanh phin tham gia budi lam viéc, muc dich cua chuyén cong téc)

2. Noi dung:
............................................................ B - s R AN RS ATLES RAES S
3. Y kién phan hoi ciia doan cong tac (néu co)
............................................................ BAY  ocomomsosnsiinanen A SRR AR AR SRR
4. Tong ket ciia nguwdi viet
............................................................ (5] smemmives s e DAy
NGUOI VIET BIEN BAN TL. BQ TRUONG, CHU NHIEM
(Ky, ghi rd ho va tén) QUYEN HAN, CHUC VU CUA NGUOI KY (6)
(Chir ky, déu)
Ho va tén

Ghi chi:

(1) Dia danh dén cong téc.

(2) Trich yéu ndi dung 1am viéc.

(3) Noi dung lam vigc: Hién trang, ké hoach giao cho dia phuong, tinh hinh trién khai cong tac tai dia
phuong, dénh gié thuc tién so vai ké hoach, kinh phi st dung so v6i ké hoach (néu c6), dénh gia miit
ton tai, han ché, uu the va d& xuét, khuyen nghi.

(4) Noi dung céacy kién cua céc thanh vién tham gia doan cong tac.

(5) Tinh x4c thyc trong bdo cdo cua dia phuong, ghi nhén y kién lanh dao tai budi lam viéc va dé xuét
gidi phép tir phia UBDT.

(6) Ghi quyén han, chirc vu cua ngubl ky nhu: Chanh Vién phong, Vlen trudng v.v.. .; néu nguoi ky
cong vén 1a cap pho caa nguoi dimg dAu co quan, tb chirc thi ghi chir viét tit “KT” vao trude chic vu
clia ngudi dimg dAu, bén dudi ghi chic vy clia ngudi ky cong van.



UY BAN DAN TQC CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap — Tu do — Hanh phic

S6: /BC-UBDT
Ha Néi, ngay ... ... thang ... ... nam 20... ...

BAO CAO
Két qua chuyén cong tac (1) tai (2)
(T ngay/thang/nam dén ngay/thang/nam)

Cdc tai lidu dinh kém bdo cdo (néu cd):
1. Phu luc A (Noi dung)
2. Phu luc B (Néi dung)
3. Phu luc C (N¢i dung)

Noi nhin: TL. BQO TRUONG CHU NHIEM
-Bo wcr(r;g, Chu nhigm (b/c); QUYEN HAN, CHUC VU CUA
ettt  — T ; )

- Luu: VT, ... (5). NGUOIKY (6)

(ChiF ky, déu)

Ho va tén

Ghi chu:

(1) Noi dung chuyén cong téc.

(2) Pia phuong doan den cong tac.

(3) Noi dung bao cdo: s6 lugng thanh phan tham gia doan céng tac, ndi dung 1am viéc (Hi¢n trang, ké
hoach giao cho dia phuong, tinh hinh trién khai cong tdc tai dia phuong, ddnh gza thiec tién so véi ke
hoach, kinh phi sir dung so véi ké hoach (néu c6), ddnh gid mdt ton tai, han ché va uu the va dé xudt,
khuyen nghi cua dia phuo'ng) céc van d& thu thap duge tir dja phuong va ghi nhén y kién 1anh dao tai
budi 1am viéc va d& xult giai phap tir phia UBDT va ghi 15 cac Vy, don vi lién quan dén ndi dung bao
cdo nghién ctru, tham muu cho LDUB.

(4) Cac Vuy, don vi lién quan dén ndi dung béo cdo.

(5) Chir viét tét tén don vj soan thao va sd lugng ban luu (néu cén).

(6) Ghi quyen han, chirc vu ctia ngudi ky nhu Chanh Vin phong, Vién trudng v.v.. ; néu nguoi ky
cdng vén la cap pho cua ngudi dimg dau co quan, t& chirc thi ghi chir viét tit “KT” vao truorc chirc vu
ctia ngudi dimg dAu, bén dudi ghi chitc vy clia ngudi ky cong vin.



Phu luc A. Chwong trinh lam viéc thye té

Nogi dung lam viéc theo buéi/ngé tai dia phwong

Thoi gian

N§i dung

Chiu trach nhiém/Ngudi bao
cdo

Sang

Thoi gian
cu thé

Chiéu
Thoi gian
cu thé

Phu luc B. Danh sach tham dw budi lam viée

STT

Ho va tén

Chirc vu/Don vi DT/email

Téng sé nguwdi tham dyw
budi lam viée: (s6 lwong
nam/ so lwrgng nir)

Phu luc C. Céc ndi dung lién quan lién quan dén ciac Vu/don vi dwge nhin xir 1y
thong tin sau budi lam viéc tai dia phwong

STT

Noi dung

Vu don vi tiép nhén Ngudi nhin
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