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QUY TRINH Ma hiéu: QT-07.VP
UY BAN TO CHUC CAC CHUYENBI | 31 ban hanh : 01
DAN TQC CONG TAC CUA LANH PAO e
UBDT PEN DIA PHUONG |5 o0 0%
1. MUC PiCH

Nhim trién khai thuc hién ddng bo, chu dong va co6 hiéu qua cac cong viéc trén
timg linh vuc hoat dong ctia Uy ban Dén toc, dap g yéu clu cong viéc dé ra, phuc vu
cho Lanh dao Uy ban di cong tic & dia phuong, tao co s& dé theo doi, téng két, danh gia
dinh ky cong tic din toc & dia phuong, cing cb kip thoi thiéu sét ciia bd may hoat dong
cong téc dan tdc tai dia phuwong va sat sao thuc tién tinh hinh hoat dong theo diing chrc
ndng nhi¢ém vu tai dia phuong.

2. PHAM VI AP DUNG

Quy trinh nay dugc ap dung cho hoat dong xay dung ndi dung chuong trinh, ké
hoach t6 chirc cac chuyén di cong tac ciia Lanh dao UBDT dén dia phuong.

3. TAI LIEU THAM KHAO

- Tiéu chuan ISO 9001:2015

- Céc quy trinh chuyén mén ciia Uy ban Dan toc.

- Quy ché lam viéc cia Uy ban Dén tdc ban hanh kém theo Quyét dinh sb
559/Qb-UBDT ngay 25/9/2017 cua B truong, Chi nhiém Uy ban Dén tc ban hanh quy
ché 1am vi¢c cia UBDT

4. PINH NGHIA VA CAC TU VIET TAT

4.1. Mt s6 dinh nghia

4.1.1 Lanh dao Uy ban cong tdc tai dia phuong : La LDUB td chirc Poan cong
tac dén mot hodc mdt s6 dia phuong nham kiém tra, nim tinh hinh vung dan tdc, cong tac
trién khai va két qua thyc hién chinh sach dan tdc cuia Pang va Nha nudc trén dia ban
(khéng bao gdm nhitng chuyén cong tac cia LDUB nhu di du hop, héi nghi, du 1& hoic
tham gia cidc Poan céng tac cuia Lanh dao Dang va Nha nudc).

4.1.2. Ké hoach céng tdc tai dia phwong: La vin ban xac dinh cu thé cac budc
trién khai di cong tac cia LDUB nhu: sb lugng thanh phin doan cong téc, khuén khd ndi
dung lam viéc tai dia phuong, d6i tugng 1am viéc véi doan cong tac hay LDUB, thoi gian
trién khai dy kién/chinh thirc, kinh phi du todn... nhim bao dam thyc hién Ké hoach

cong tac tai dia phuong..

4/6



QUY TRINH M4 higu: QT-07.VP
UY BAN TO CHUC CAC CHUYEN DI | 1 31 ban hanh : 01
DAN TQC CONG TAC CUALANHDAO |-
UBDT PEN PIA PHUONG | 57 o010

4.1.3. Don vi chu tri xdy dung ké hoach: 1a 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 Bo truéng, Cha nhiém va ciac Thu truéng, Phéd
Chu nhié¢m.

4.1.5. Lanh dao don vi: 1a Thu trudng va Phé Thu truéng cac Vu, don vi.
4.2. Céc tir viét tit
4.2.1. Lanh dao Uy ban - LDUB;
4.2.2. Uy ban Dén tdc — UBDT.
5. NOI DUNG QUY TRINH

Hoat Trach . %
TT M@ ta Biéu mau
dong nhiém
Can cir vao nhiém vu chinh tri cta
UBDT; Ké hoach Céng tic hang
_ LbUB nim ciia UBDT, LDUB c6 ¥ kién chi
Xac dinh : ¢
3.1 ) Cac Vu, dao t0 chirc cong tac tai dia phuong
nhiém vu N F. @
don vi hodc cac Vu, don vi dé xuét to chirc
Doan cong tac tai dia phuong dugc
LDUB chép thuan.
Pon vi dugc giao nhiém vu chu tri
Ra véan , o
xdy dung ké hoach cong tac tai dia
ban gri . < .
Pon vi chi | phuong ra van ban dé nghi cic don | BM 01/QT-
5.2 | cacdon 3 " .
tri vi ¢6 lién quan d€ xuat ndi dung 07.VP
vi lién ¢ ; .
cdng viéc d€ chuan bi ndi dung cia
quan
Poan cong tac tai dia phuong.
Tong hop lai ¥ kién tir cac don vi va
55 Xay dung | Pon vi chu | trao dbi théng nhét véi dia phuong | BM 02/QT-
' ké hoach | tri dé xay dung ké hoach cong tic va 07.VP
trinh lanh dao Uy ban phé duyét.
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QUY TRINH M4 hiéu: QT-07.VP
DANTOC | CONGTAGCUALANMDAD |Lntebish:o
UBDT DEN DA PHUONG | &3 ban banh:
Trong thoi gian 03 ngay lam viéc
] LDUB xem xét ndi dung ké hoach
54 et 55k LDbUB cong tac tai dia phwong (yéu cdu
ky duyét ¢ s
chinh siwra, hoan thién néu can) va ky
duyé¢t, ban hanh.
Trong thoi gian 02 ngay don vi chu
Gui cong tri soan thdo cong van trinh LDUB
55 vindén | Ponvichu | ky hodc ky thira 1énh céng ’vﬁn gui | BM 03/QT-
dia tri dia phuong (kém theo Ké hoach 07.VP
phuong cOng tac tai dia phuong) va cac don
vi lién quan.
Chuén bi - Chuén bj tai liéu béo céo lién quan
5.6 |cho Pon vi chii | dén ndi dung cong tac.
chuyén tri - Phéi hop v6i Vin phong chuén bi
cong tac phuong tién di lai, kinh phi...
- Thuc hién theo dang n¢i dung
chuong trinh, ké hoach d3 dugc
théng nhét véi dia phuong.
T chire - Ludn cip nhat thong tin tir phia dia
s cong tic | Pon vi chi | phuong, néu cé thay d6i phai bé.c? BM 04/QT-
tai dia tri cao lai ngay vdéi truong doan, dé 07.VP
phuong trudng doan xem xét va chi dao.
- Thu thép tai liéu.
- Thyuc hién cac cong viéc phat sinh
khac.
- Lam bao cao két qua chuyén céng
i Két tl’u'lc Pon vi chu | tac tai dja phuong trinh lanh dao Uy | BM 05/QT-
chuyén di | tri ban ky ban hanh (Quy trinh lam béo 07.VP
c4ao thuc hién theo quy trinh cong
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I’{Y BAN
DAN TQC

TO CHUC CAC CHUYEN PI || 4, ban hanh : 01
CONG TAC CUA LANH PAO
UBDT DPEN DPIA PHUONG Istieog

QUY TRINH M hiéu: QT-07.VP

Ngay ban hanh:

van di, dén - QT01-VP).
- Hoan tét thanh quyét toan tam tng
theo quy dinh tai chinh.

6. BIEU MAU

TL

Ma hiéu Tén Biéu miu
1 | BM01/QT-07.VP | Céng van dé xuét nhiém vu
2 BM 02/QT-07.VP | Xay dung ké hoach di cong tac dia phuong cho LD UBDT
3 BM 03/QT-07.VP | Cong van gui dia phuong
4 BM 04/QT-07.VP | Bién ban lam viéc tai dia phuong
5 | BM05/QT-07.VP | Béo cdo két qua chuyén cong tac tai dia phuong
7.HO SO CAN LUU
X Thoi gian
TF Tén ho so Noi luru triv
lIru triv
| K& hoach cong tic cua LDUB tai dia| Vin thu Uy‘ ban;
phuong Don vi chu tri
. i : Theo thoi

Cong van gui dia phuong (kém theo ké | Van thu Uy ban; )
2 ; gian quy

hoach ctia chuyén cong tac) Pon vi chu tri o

- 1
. i Vin thu Uy ban;
3 | Béo céo két qua chuyeén cong tac -~
Pon vi chu tri
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UY BAN DAN TQOC
TEN PON VI (1)

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

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

Noi nhin:
- Nhu trén;

Moi chi tiét xin lien hé (8). .......

BM 01/QT-07.VP

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phic

Ha No¢i, ngay ...... thang ...... nam 20... ...
...................................... :
...................................... :
...................................... :

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

QUYEN HAN, CHUC VU CUA
NGUOIKY (7)

(Chiz ky, déu)

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

Ghi chu:

(1) Tén don vj ban hanh céng van.

(2) Chir vnet tat tén don vi soan thao coéng van.
(3) Chir v1et tat tén don vi (Phong chirc ning néu ¢6) soan thao cong van.

(4) Trich yéu ndi dung c6ng vin.

(5) Noi dung cdng van.

(6) Chir viét tét tén don vj soan thao va s luong ban luu (néu cin).

(7) Ghi quyen han, chirc vy cia nglrorl ky nhu Chanh Van phong, Vu trudmg v.v. : néu nguoi ky
cong vin la cip pho ciia ngudi dimg dau co quan, tb chirc thi ghi chir viét tat “KT” vao trude chic
vu cua ngudi ding dau bén dudi ghi chitc vy cia nglro'l ky cong van.

(8) Dia chi co quan, t6 chirc; s6 dién thoai, sé Telex, s& Fax; dia chi E-Mail; Website (néu can).



BM 02/QT-07.VP

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

S6: /KH-UBDT

Ha N¢i, ngay ... ... thang ... ... nam 20... ...
KE HOACH 1
.................................................................... @
81 3 I e § SO OPR OIS !

1. THANH PHAN POAN VA PHUONG TIEN

1. Thanh phin doan cong tic.

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

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

QUYEN HAN, CHUC VU CUA NGUOI KY (')
Noi nhin:

] ! (Chit ky, ddu)

Ho va tén

' Trich yéu noi dung ké hoach.

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

* Phuong tién di lai 1a may bay, tau hoa, 6 14, ...

“ N¢i dung cu thé chuong trinh céng téc cia LDUBDT dén dia phuong.

S Ghird cac l'oai kinh phi cho ké hoach di qﬁng tac cua doan.

° Chir vict tét tén don vj soan théo va s6 lugng ban luu (néu cin).

" Ghi quyén han, chitc vu ctia ngudi ky nhu B trudéng, Chii nhiém hay cdc Thir trrong, Phé Cha nhiém
UBDT.



BM 03/QT-07.VP

UY BAN DAN TOC CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phic

ViV ........ () IPPRIRES Ha Néi, ngay ..... thang ..... nam 20...
Kinh giri:
Cén ctr

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

................................. 2 SRR,
2. Noi dung chwong trinh, ké hoach cong tac
................................................................ (4) o,
................................................................. 5
. TL. B() TRUONG CHU NHIEM
gl QUYEN HAN, CHUC VU CUA
fadoe NGUOI KY (6)

(Chit ky, ddu)

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

Moi chi tiét xin lién hé (7)

Ghi cha:

(1) Chix v1et tat tén don vi soan thao cong van.

(2) Trich yéu noi dung cong van.

(3) Ghi cac chire danh trudng, phé doan va cac thanh vién trong doan céng téc.

(4) Noi dung cong van.

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

(6) Ghi quyen han, chirc vu cta nguofl ky nhu Chanh Van phong, Vu truo’ng v.v...; néu nguoi ky
cdng van la cap phé cia ngudi ding diu co quan, td chire thi ghi chir viét tit “KT” vao trude chirc
vu clia nguoi dimg dau bén dudi ghi chirc vu ciia ngudi ky cong van.

(7) Pia chi co quan, té chirc; sé dién thoai, s6 Telex, sb Fax; dia chi E-Mail; Website (néu can).



BM 04/QT-07.VP

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

Sé: /BB-UBDT

(1)..., ngay ...... thang ... ... nam 20... ...
BIEN BAN LAM VIEC
........................................... ) J

1. Gioi thiéu:

(s6 lugng thanh phéan tham gia budi lam viéc, muc dich cta chuyén céng tac)

2. N§i dung:
............................................................ (3) e
3. Y kien phan hoi ciia doan cong tac (néu co)
............................................................ () s s
4. Tong ket ciia nguwoi viet
............................................................ (B) “luasvmsnisnvnssssusiesins aisassssiamas v SRR RS
NGUOI VIET BIEN BAN _ TL. BQ TRUONG, CHU NHIEM
(Ky, ghi rd ho va tén) QUYEN HAN, CHUC VU CUA NGUOI KY (6)
(Chitr ky, dau)
Ho va tén

Ghi chu:

(1) Pia danh dén céng téc.

(2) Trich yéu néi dung lam viéc.

(3) N6i dung lam viéc: Hién trang, ké hoach giao cho dja phuong, tinh hinh trién khal cong tac tai dia
phuong, danh gid thuc tiZn so vai ké hoach, kinh phi sir dung so véi ké hoach (néu c6), d4nh gia mat
ton tai, han ché, wu thé va dé xuét, khuyen nghi.

(4) No6i dung céc ¥ kién ctia cdc thanh vién tham gia doan cong tac.

(5) Tinh xac thuc trong béo cdo cua dia phuong, ghi nhan y kién 1anh dao tai budi 1am viéc va d& xuét
giai phép tir phla UBDT.

(6) Ghi quyen han, chirc vy cua ngudi ky nhu: Chanh Vian phong, Vu trudng v.v.. ; néu ngudi ky
cong van 1a cép pho cta ngudi dimg dAu co quan, tb chirc thi ghi chir viét tit “KT” Vao trude chire vu
clia ngudi dimg dau, bén dudi ghi chic vy cla ngudi ky céng van.



BM 05/QT-07.VP

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

Sé: /BC-UBDT
Ha N¢i, ngay ... ... thang ... ... ndam 20... ...

BAO CAO
Két qua chuyén cong tac (1) tai (2)
(Tir ngay/thing/nim dén ngay/thiang/nim)

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

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

Noi nhén: TL. BQ TRUONG CHU NHIEM
-Bo trucr(ri% Chu nhiém (b/c); QUYEN H AN, CHUC VU CUA
- Lau: VT, (5) NGUOI KY (6)

(Chit ky, ddu)

Ho va tén

Ghi chu:

(1) N6i dung chuyén céng tac.

(2) Bia phuong doan den cdng tac.

(3) N6i dung bdo céo: sb lugng thanh phan tham gia doan cong tac, ndi dung lam viéc (Hién trang, ké
hoach giao cho dia phuong, tinh hinh trién khai céng tdc tai dia phuong, ddnh g:a thuc tién so véi Ice
hoach, kinh phz sir dung so véi ké hoach (néu c6), danh gid mdt ton tai, han ché va wu thé va dé xudt,
khuyen nghz cua dia phuong), cac vén @& thu thap dugc tir dia phuong va ghi nhan y kién lanh dao tai
budi 1am viéc va d& xuét giai phap tir phia UBDT va ghi 16 cac Vuy, don vi lién quan dén n6i dung bao
céo nghién clru, tham muu cho LBUB,

(4) Céc Vu, d(m vi lién quan dén noi dung bdo cao.

(5) Chir v1et tét tén don vi soan thao va sb lugng ban Iwu (néu cén).

(6) Ghi quyén han, chitc vu ctia nguoi ky nhu Chénh Vian phong, Vu trudng v.v. ; néu ngudi ky cong
van 1a cap phé cia nguoi dimg dau co quan, t6 chirc thi ghi chir viét tht “KT” vao truée chirc vy cia
ngudi ding dau, bén dudi ghi chirc vu ctia ngudi ky cdng van.



Phu luc A. Chwong trinh lam viée thye té

N§i dung lam viéc theo buf)i/nga‘a tai dia phwong

Thoi gian Noi dung Chiu trach nhiém/Nguwdi bao
cdo

Sang

Thoi gian
cu thé

Chiéu
Thoi gian
cu thé

Phu luc B. Danh sach tham dw budi lam viéc

STT Ho va tén Chirc vu/Don vi PT/email

Téng s6 ngudi tham du
bubi lam viée: (s6 lwong
nam/ s6 lrgng nik)

Phu luc C. Cic ndi dung lién quan lién quan dén cac Vu/don vi dwge nhan xir Iy
théng tin sau budi lam viéc tai dia phwong

STT Noéi dung Vu don vi tiép nhin Negwdi nhin




