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. I f*m 
BAN THI DUA - KHEN THL~&G 1 

(Ban h h h  k im ~ h e o  

~ i g u  1. Pbam vi, &hi twwg Bp d p g  - 

1. Quy ch8 ngy quy Yjnh vi nguy& tk 1Bm vi C ; llk,l, 
c8ng thc v& trinh gi&i quy6t c6ng viec ciia Ban lhi t~ limJ 
Ria - Vthg TAU (sau &y ggpi dt 1L Ban Wi dua - Khe L~ 

2. C8w chirc, a V~&I thu@ Ban Thi dua - , i * b a  I 

cB n h h  c6 quan h$ l h  viec v~ Ban Thi dua - Khen 411ut  4 

cfia Quy ch& n$. 1 1 .  . - 1 a fi.. 'I!:*, 

N ~ G ,  N W M  Vl), ~m 
VA D o  L& VI$C &A BAN 

~ i h  2. Vi tri chac s h g ,  nhlfm vv, quybn 
Ban Thi dua - Khen tbvbng 

1. Ban Thi &a - Khen thuhg tinh 18 ca quan 
chi cyc) Wc thuoc SEr NOi vy, gicp G i h  d5c Sit NOi 
nhAn d8n rinh thgc hien c h k  nbg q u h  19 nhA nubc 
thuhg; 

2. Ban Thi &a - Khen thuhg 1A ca q 
dua - Khen huhg ti&, &iu sy chi dao, q u h  1y v 
dQng &a S& Noi v(l; dbng thiri chiu sq chi dqo, h 
nghieg WJ c ia  Ban Thi dua - men thuhg 

3. Ban Thi dua - Khea thubng c6 tu cach phi 
khoh rieng, c6 tm sfis b i h  chh kinh phi h q t  dong d 
the0 quy dioh cGa phAp lust; 

4. Nhim YI, quy&n h+n d a  Ban Thi dua - 
tqi ThSng trr 55 15/20 14m-BNV ngAy 3 1 
theo Q U ~ C ~  dinh s6 D 1 SIQD-UBND ngiy 29 thkg 9 
BA Ria - VDng Tiu v i  vitc quy dinh vi tri, chirc nHa 
ccr chu tb chirc cria Ban Thi dua - Khm thuimg. 



~ i e u  3. Ccr ciu t6 chire va bi$n chi c ia  Ban Thi dua - Khen thrrtng 
1 .  T& chirc b6 mhy: Ban Thi dua - Khen thutmg co Tnrbng ban va khBng 

qu6 02 Ph6 T n r h g  ban va cac phong tham muu giup viec (&m: ph6ng H a  
chinh - ~ 6 n ~  h q ;  phbng Nghiep vv thi dua, khen thnhg I vh phong Nghiep 
thi dua, khen thuhg 11); 

2. Bien chk c6ng chuc v6 Hq dhng lao dong theo Nghi dfl  s6 
6812000bTB-CP cha Ban Thi dua - Khen thuhg duuc UBND tinh giao hang 
n5m theo quy dinh clia phkp lugt. 

%lieu 4. NguyEn t i e  lhm viec c i a  Ban Thi dua - Khen t h u h g  

1. Ban Thi dua - Khen thuimg 1I b6 m8y th6ng nhet lam vi@c theo chk d$ 
th8 tnrimg, tub inthir cac ch6 tnrang, dubng 16i cua Dbng, chinh sach phap lu$t 
ciia Nhh nu(tc. Hoat dong theo nguyen tic tap trung, dAn chli; tnrirc khi quykt 
dinh nhimg vin d& quan trpng thi@c nOi b6 Ban phii t6 chirc I& f kien ciia cin 
bij chi1 chBt gbm: L5nh dqo ban, cap liy, t n rhg  ph6 ciic phbng chuyh m8n; c6 
nh3ng tnrhg h q ~  phai 1hy y kien cSla cbng chirc, nhln viCn va quykt djnh theo 
da s8, trir nhmg t n r h g  hqp huoc tham quy&n c ia  Tnrimg ban; 

2. Dhm bao thuc hien chirc nang, nhi@rn vu quin 1y nhi nukc vk c6ng tk 
thi dua, khen thuhg  tr& toen tinh. Tuin thu thbi han, uinh ty giii quy6t cbng 
vi@c the0 dung quy dinh v$ xir 19 hd so thi dua khen thoimg; 

3. ~6 chirc b8 may tinh ggn, chuyen nghiep; b5 iri cBng tic phu hhp vai 
trinh d6, n2ng 1uc va  sir trubng cua timg can bO, c6ng chirc h a m  thgc hien 16t 
nhiem vll duqc giao. ~4 cao s(r hpp trong cdng lac, trao d6i thBng tin Lrang 
gi6i qiiy6t cBng viec va trong mqi hoqt dong theo chirc ngng, nhiem vp, quyBn 
b n  duqc quy dinh. 

~ i i u  5. Chdc ning, nhifm vg eirn phbng Hanh chinh - ~ d n ~  hqp 
Phhng Hanh chinh - ~ 6 n ~  hgp tham muu giilp Truimg ban thyc hien cac 

cang viec sau: 

I .  Theo d6i. d6n d6c c8c phbng chuydn m8n twc thuoc Ban thuc hien 
nhiem vq do Ianh dao Ban phin c8ng; 

2. ~ h 6 i  hpp viri cac phong chuyEn m6n xfiy dyng ch~rmg trinh, k6 hogch 
cBng t5c hang n&n. Thlrc hien vifc bb cao d/nh k+ v i  dot xu& ve tinh hinh thrrc 
hien nhiem vy cua Ban theo quy djnh; 

3. Th!rc hifn cdng tic t6 chuc ba miy, nhln s\r (thlj tyc tiep nh& tuy& 
dung, b6 nhiem, mien nhi@rn, luin chuy$n, ky lu$t, quan 19 hb so cBng chuc.. .) 
vA lhvc hien cdc ch i  do chinh sich dBi vui cBng chuc, nhiin vien trong cu quan; 



BQi ngi cb bo, c6ng chIlrc; c6ng the thi dua khen thu 
cfia ca quan; 

ki&m tra vi& c6ng chUc, nhPn vien tbyc h i e  d c  quy 

6. ~ i k  nh& van b&n, quh 1y vHn b h ,  phit h 
bh vA luu tm ha so, tAi lieu theo quy dinh; 

hm: - -, 

8. Xiy dyng dy t o h  n g h  sich h h g  nlim cGa c 
toAn thu chi ngin sbh trong phqm vi q u h  Iy; t6 ch 
tinh hinh thu chi ngfin s6ch hang quf, 6 t h h g  v i  
toso nghn shch va cAc RhiFm khic lien quan din 1 
theo quy dinh; 

9. Th* hi@ c6ng tac mua sh v l  qu(m If tY s 
phyc vu hoqt dong quan 19 diiu h h h  cia co quan; 

10. fieo d6i q u b  15. Website HOi dhng Thi dua 
dZri CNTT ca quan, he th6ng q u h  1 j  chat lupng (ISO); 

1 1. Thuc hien cac tang viec khhc do l&h dg 

~ i h  6. Chirc nHng, nhiem vy c8a p h h g  
thuhg I vB phbng Nghitp vy thi dua, khen th 
phbng Nghiep Q I va phbng Nghiep q~ 11) 

a) Nhitrn vq chting: Trang pbam vi duqc 
citc cym, kh6i thi dua, Phbng Nghitp vp I va Phbng 
sau: 

- Gihp Lgnh $go Ban tham muu cha UBND tinh 
ke hoach. noi dung thi dua, khen thuimg cho timg ~hbi  
thvc hien thhg ipi cac myc ti& phht trikn kinh tE - XH 

cba &la phumg; 

- ~ i 6 ~  nhan, tham dinh, tham muu db xu& h 
tich UBND tinh vA Nha nu6c ciic danh hieu thi dua, 
thuhg kim theo chc danh hi$u thi dua, cac h 
&Am chlnh xic, kip thhi vh theo ding quy dinh cG . . 

- Theo d6i vi$c triin khai v i ~  t6 chllrc thuc hien L 
cfic v3n bAn chi dgo cGa Trung uong vii cua t 
thlrbng (r chc cip, cAc nginh, c t  dun vi. Qua d6, 
lihh dqo Ban va Hoi d6ng Thi dua - Khen thrrbng co 
I36ng thbi chiu trach nhi&rn huhg  d h  v6 chuyen mB 
c6ng cchirc l h  c6ng thc thi dua ciia cac nghnh, cac ccp t 



- Thyc hien cBng thc ki&m tra dinh kf vh phbi hpp cac nganh c6 lien quan 
kiim tra theo c g ,  khhi thi dua theo k i  hoach; 

- Tham muu d$ xuh viri 1Hnh dgo Ban k6 hoach, chc gihi phbp th chirc 
thgc hi& nham thic diy phong t r io  thi h a ,  c6ng tic khen t huhg  en ddja ban 
tinh; dk x d t  nhimg v& dt c h  kikn nghi vdi uY ban &in d6n ttinh, b4, nginh 
T m g  m g  cb lien quan d$ chinh slch, chk d$ d c6ng tic thi dua, khen 
thuhg phi hqp vdi tinh hinh cy thb cia dja phumg; 

- ~6 eMrc nghih  c h  ch6 66, chioh sach, cac vin dde c6 l i h  quan d$ 
cBng tAc thi ha, khen thuhg, gihp L h h  dao Ban the0 d6i, dBn doc, kiim Ira 
viec t r i h  khai vA td c h u ~  t h q  hien; 

- ~ h 6 i  hpp vbi cic ca quan th8ng tin dai chhng ttuyan !myin, nhin fing 
c C  dikn hhinh ti& tiin; 

- Thqc hien mot s6 nhigrn vu khhc do lanh dqo Ban giao. 

b) Plhiem vy rieng: 
- Phbng Nghifp vy I: 
+ r6ng hqp h6 so vk khen Lhuhg chp Nha nuire d bao cb HGi dbng Thi 

bua - Khen thuhg tinh; 

+ Chi  tri x5y dyng dy thio chc v b  bAn chi d?u9 h u h g  d& chuyen m6n, 
nghiep wy; trien khai chc chk do, chhh dch d cbng tlc thi dua, khcn thuhg 
cbo cac ctr quan, don vi trSn dia b h  tinh; 

+ ~ i 6 ~  nh@, thbn dinh, tham muu dd xdt,  hoAn $1 cac thli tpc khen 
thuimg c6 lien quan dn t h h  tich k h b ~  chidn; 

+ ~ h 6 i  hqp viri Phbng Nghiep I1 trong viec t&ng hqp hb sa d khen 
thuhg $ng kkt hhg nhn cda tinh; x&y dwg cac bbb cao dinh kj, dot xuit v6 
c6ng thc hi dua, khen thuhg; xiy dyng k6 hogch kiem tra, giam sit c6ng ~c hi 
du3 cha cyrn va kh6i thi dua trong tinh. 

+ hqp h6 so va khen thuing t&lg kh hAng nfim cua tinh d6 bho cao 
HOi dbng Thi dua - Khen thuhg tinh. 

+ Chti til xPy dmg chc b8o cPo dinh kp, dot xdt  v6 c6ng t i c  hi him, khen 
thrrbng; xily dgmg kk hoqch kikm ua, giam sit cbng tlac hi dua cia cym vd kh6i 
thi dua trong tinh. 

+ Theo d6i c6ng thc thi dua, khen thudng cda tinh trong cym thi dua d c  
tinh m i h  DDBng Nam b6; 

+ ~ 6 r g  hpp hd su, xly dyng c6c van bin vk giai thtrhg Ngqn H6i Dgng 
cua tinh vh cac gi%i thubng cua b6, nghnh, bung umg phat dong; 

+ ~ h b i  hpp vdi Phong Nghiep vy I trong viec tbng hhpp, hodn tht cAc thfi 
tpc vk khen t h u h g  tip Nha nir6c; x8y dung dq thAo cic vtin b h  chi daq h u h  
db chuytn mSn, nghiep vu. ~ r i k  khai cac chi de, c h i d  d c h  v i  c6ng the thi 
dun, khen thubg . 



~ i e u  7. c h i  B$ l l m  vitc ctia cPc ph6ng 
Phdng HAnh chinh - ?6ng hpp v l  chc phhn& 

thuimg ih viec theo ch& do thli tnrimg. 

~ i i u  8. Trvdng Ban 

1. Tn rhg  ban 1I nguiri d h g  diu co quan; cw 
quHn 1y va di€u hanh toiin be hoqt dong cca Ban t h e 0 9  

hqn dH duqc quy dinh; : v b d  

2. ~6 chhc thyc hi* ciic Chi thi, Nghi pYit d 
Oy, HDND, UBND tinh lien quan d&1 c6ng thc thi B 
xiy dwg chumg trinh, k6 hoqch c6ng tk cia ccr quan; *1$1:%p 

3. Tqrc ti$ phv tdch cBng thc t6 chirc; c8ng ti 
ngii c6ng chirc, n h h  vi$n cfia Ban vA c6ng t8c d6i n g q  

4. P h h  cBng c6ng vi&c CIJ th& cho Pho Tmhg 
n chirc 
thi tn 

ia Ban. Tuy th 
mot s8 cdng 

Tnrhg ban, c8c phbng hoac d i b  chinhlgi sy p h h  d 
bAo mpi hoat dong trong Ban duuc th6ng d t  vB dat hi! 

5 .  Trieu tbp va chi tri chc cuGc hqp thuhg xuyZi 
hpp tbng kit  CIMI giit kkt quii cang t i c  hbg  th+, I 
Ban; ham dv chc cuoc h ~ p ,  hai n&i, hai thho do cip t 
vh noi dung cia hoi nghi c6 thd 6y quy6n cho Ph6 ~ n a  

IC hop 
let mot 

cac 
ve c 

cugc hip vbi 
:6ng tic thi dur 

dua - Khen thubng hy nhiem; 8; 
6. ~6 chirc chi dao thyc h i b  t61 chi cBch h h h  

trong hoqt d$ng cua Ban vA cbng viec c6 lien quan; 

7. Dim bb8o m8i lien he vbi chp by-, chi ba va cic 
cca co quan; 

8. L i  chi  tai  khoin vA quin 19 cAc mat thu, chi 
quy dinh cia Lu@t ngin sirch. Chiu trhch nhiem v i  an to 
quan vh bEto ve bi mat th6ng tin, tAi lieu thco quy dinh cu 

9. mttng van d; ye C ~ U  tmmg, phmng hubng cc 4 . 
chirc bO m8y; cBng lac 16 chlrc & bO phii thBng qua h a  
cda Ban d6 bin bac tnr5.c khi T m h g  ban quy?t d a  h d  
d inh; 

10. Viri nhhg  viec quan trgng lih quan bin nhiid 
n h i h  chp c h  duqc thio lu$n trong tap th6 l h h  dao Ban; 1 

I 



th6 d chirc iiy 9 kiin cda cBng chik, nhftn vien trong ccr quan hogc viri cac d m  
vj, ch nhin c6 lien quan; 

I I .  Khi Tmhg ban vftng rns d i i  ngay, phC c6 6y quqtkn bing v h  b h  
cho Ph6 Tnrimg ban dd thay m#t Tnrhg  ban d i b  h b h  c ic  ho@ dong cua Ban; 

12. Tmhg ban c6 him quy$ kf cac v h  b8n cQa Ban, v h  bin c6a Sir 
NOi 1-y v i  v&n bin cua Hoi dbn: Thi dua - Khen thubng tinh khi duqc Chu tich 
Hi)i dbng dy cpyinn. NgoAi ra, Tmhg ban c6 the uy quyyen cho Ph6 Tmhg ban, 
1&d1 &o cac phbng k j  van bb v i  mot s6 linh vvc duqc ph5n c h g .  

~ i k u  9. Ph6 Tru6ag ban 

1. Phb Tmhg ban 18 ngudi gi6p viec cho Tmhg ban v i  duqc Tnrhg 
ban @ p y e n  phu thch mot s6 i?nh \?tc cang tac, chiu trich nhi&m tnrbc TNbng 
ban va tnrirc phbp 1ugt vk cac c6ng viec duqc p h b  c6ng; 

2. Cb trhch nhiem ham gia vhi T&g ban t r o y  viec thgc hien nhiem 
vy, ki hopch tang thc, ccBng thc s$ x$ bQ may, bbS tri chn bQ, thvc h i b  chi 68 
chinh sdch, chd 4 1Am vi&c, sinh hoat ciia Ban Thi dua - Khen ~hlrirng; 

3 .  Thay mat Tnrhg  ban giii quykt cac c6ng viec duqc phiin ccng, darn 
bbo thuc hien ding chu trumg3 d u h g  ibi cfia BDBng, chinh sach ph$lu$t cia 
Nhh nubc chg  nhu muc lieu, ph~rmg huhg c6ng t ic  thi dua khen thuhg va 
chiu trich n h i b  v6 citc quy&t ddinh c8a minh. NhCmg viec giii quykt wrfi qui  
t h h  quy&n h o g  cAc y' k i h  chi dgio clia Tmirng ban phii bao d o  v i  xin y ki&n 
ctia Trubng ban; 

4. Chi dgo kiem tra viec tridn khai thyc hien cac chu t tnrmg,  chinh sach 
cda Dbg, phip Iu$t c8a Nhh nude v& c6ng tb hi dua khen thubng; cic quy6t 
dinh cGa Tmhg ban trong ph+m vi dugc p h h  c6ng; phht hi& vd db xu& nhmg 
vh d & sua dbi, b6 sung cho ph8 hgp; 

5.  Khi duqc Tnrhg  ban iiy nhiem, trong phgm vi trach nhiern duac giao, 
Ph6 Tmhg  ban drrpc chti tri cac cuac hpp, @ chc van bb giQi y y 6 t  c6ng vitc 
trong pham vi t rkh  nhi$mn duqc ph%n c6ng hoec liy nhiem. 

1. ChG dong t6 c h ~ c  thpc hien cic c6ng viec thuoc chitc nm, nhicm vp, 
q u y h  hm cda phong; chiu trhch nhi&m tru6c l&h nheo Ban v& kbt quP ~ ! r c  hien 
cBng viec duqc giao; 

2. CHn cir chumg trinh, k6 hoach cdng tic cua Ban, x5y dyng kk hoach 
cla  phbng, phPn c6ng nhiem vu cy the cho timg cBng chirc, nh6n vi6n; 

3. Chi dao, dong viCn cbng chirc, nhh vien ciia ph6ng phat huy tinh 
n a g  dong, chu dong, s h g  tao trong viec n&h c h ,  d b  xu% ckc chd tnmng, 
b i b  phAp cdnrr tic nhhn hoin thanh tat c6c nhifm vy dupe phin cbng, dhm bao 
thiri gian, c h ~ f i l r q n ~  c6ng vifc; 

4.  huh bi noi dung vA chd tri  cac bu6i sinh hoar cda phhng, nim va 
b b  cia day dd, kb thbi tinh hinh thqc hien nhiem vu c6ng t ic  c h i  phbng viri 





Eli&, 13. XPy d\mg chuang trinh c3ng t ic  ciia Ban 

1. Can cir d i e m  vp cBng tic cua Ban va cap tkn  giao, Tmhg ban chi 
dao lap chuung trinh v l  ki hoqch c6ng thc cda Ban, thdng qua lInh dao Ban v i  
liinh dqo ciia chc phbng chuy&n m6n; 

2. CBn cir chuong rrinh, kk hoach dB dogc Ban thBng qua, cac phbng 
chuyen man lep ch~rong trinh, k& hoach tri&n khai thqc hi@n cu thk timg nbi 
dung, t h g  chuy&n d6, thbi gian Lhqc hien tirng thing, qu);, nAm d& bio cho 1Inh 
dgo Ban vA truc tiep trien khai thuc hien. 

~ i e u  14. chi dij hei hpp 

1. Hpp dbh kg vb dot xuht trong n6i bo Ban: llnh dao Ban h ~ p  giao ban 
vdi l h h  Uao cac phbng 2 tu&l lan v io  chieu thir sau, nhhm b i o  clo tinh hinh, 
tiin do thgc hien nhiem d u ~ c  giao d e  cir co sb bao cao trong cubc hpp giao 
ban 1W ddgo SO Noi vu vao ngiy thir hai t u b  k& dP; giao ban toan the cBng 
chirc, nhln v i h  trong co quan 1 thhgi l  lb vao thir ba t u b  dh cua thhg; 
ngoai ra khi c b  thiet c6 thk hpp bat thlrbllg theo yEu c iu  ciia Tnrimg ban; 

2. Hpp chuyen d&; theo y8u c8u c6a cbng vi@c; td chirc hai nghi, hdi thio 
khoa hpc, t$p h u h  nghiep vv chuyen m8n; noi dung, thdnh phh ,  thiri gian t6 
chirc hpp do ibh dqo Ban quykt dinh; 

3. Nhng ntim hpp dng  kkt co. qunn v io  rhang 1 nilm sau, de d h b  ggii viec 
thyc hien nhi@m vu cua Ban vB thbng qua phumg h u h g  nhiern vu cbng tic cua 
n8m sau, binh b h ,  biku d~rmg! khen ihotmg nhmp cBng chirc; nhln viCn cb 
thhh tich trong cSng tic. 

~ i e u  15. chi d$ thbng tin, bho e io  

1. Phong Hanh chlnh - ~ 6 n ~  hgp c6 trach nhiem tang h q  cac nQi dung 
hoat dong cia Ban theo hang t hhg ,  hang quf , ca niim trinh Iinh bao Ban kq; ban 
h b h .  Bao c6o thang h o b  thhh tnrirc ngay 30 hang thing, bho cao quy tm6c 
nghy 25 thing cuei quf; biio cao nhn t r d c  ngiy 30/12 dk bao cho v(ri S6 Nai 
vy, UBND ti& va Ban Thi dua - Khen thuhg  Trung umg; 

2. Phbng Nghiep vy Thi dua - Khen thuhg cb trich nhiem thuhg  xuyZn 
pban hnh vbi lanh dqo Ban tinh hinh thuc hien c h g  tac thi dua, khen thuhg 
the0 nhiem vu cua phbng va tinh hinh thuc hien tai co sw, dm vi thuac phgm vi 
the0 dai; 

3. Khi nhan duqc nhimg rhBng tin cin sic I)', co nhirng nai dung wgt q u i  
thbm quyen, 16nh dw phbng phai bdo c h  rwc tiep cho l5nh dao Ban, d6ng thbi 
tham muu bit" phip d+ giai yyk t ;  

4. Cbng chirc, nhin vien ca quan c6 trich nhi@m thuc hien nghi&m tuc ch i  
do rhBng tin biio cio d/nh kp hoac d4t xuht vbi cAp men theo quy dinh dim bio 
chillh xhc, kip thiri; 



5 .  C6ng chGc, nhin v i h  duqc phhn c6ng di ctr s 
k i t  quH noi dung lam viec v6i 1Hnh dao phhng ngay s 
bi&n phhp gihi quyk Sau d6 lgnh &o phbng c6 t r k h  
dqo Ban ve kit qu8 c6n3 viec phbng d5 thgc hien. 

~ i & u  16. ~ h u k n  bi clic cuoc hpp v a  dm v[ liEn 

1 .  NOi dung hpp lien quan dkn chuy&n d& cua 
trach nhitm ch& bi chuwng trinh, nOi dung dv ki 
13nh d@o Ban tnrbc 03 ngay dd& xem xdt, chub bi; 

2. Phbng H M  chinh - ~ 6 n ~  hpp cb trkh nhi 
bpp db chc thsnh vien duqc mbi h ~ p ;  bAm bb chc d 
phvc vy d& cuoc hgp dqt k&t qui; l2n danh shch s6 nngu 
btin cuoc hqp s2 do cBng ch3c &am gia cuQc hpp thvc 

1W dao Ban. 

~ i b u  17. ~ b 6  do soln thao, ban h h h ,  quln lf, 

1. Sogn thAo, trhh @ viin b h :  

a) T m h g  chc ph6ng chiu trhch nhiem vv& nOi dun 
khi t rhh  I h h  dw Ban k$ ban h h h ;  

b) Ngubi duqc phh  c6ng sow thho v h  bh phhi 
I& cu6i tnrdc khi trinh k$; 

c) V h  b h  trinh linh dao Ban, 1hh dao. phong 
goc phAi th&n quy&n cCa ngubi ky v h  ban, sau 
chinh thbc; 

d) V h  b h  trinh. I5nh dgo Sb Noi vy, 15nh da 
phimg phii dpc kJ vB I@ t i t  v b  poc trbi p h h  lm c6a n 
hoac Phh6 Ban IOf &t vPo g6c phai phh thkn quy&n 
trinh 13nh dgo SIr Noi vy, lanh @o UBND tinh Ij chin 

2. PhAt hanh v&n bin: 

a) Cac van b8n phit h b h  phhi Buqc trinh bAy 
dinh; ph& dupe dhng Ij va luu t f l  $i b@ p h b  v& thu, 
v2n b h  sao thgc hien theo quy djnh; cAc vtin b h  chuy 
d6i tumg, dirng dia chi; 

b) Viec hat, chuyin cBng vih, tb trinh ph5i cb 9 P tnrdc Wli chuyen din dia chi xir ly theo thhn  quysn; 

c )  Ph6ng HBnh chinh - ~ b n ~  hqp khdng dbng d i  
ban h M  nhhg cbng vvHn, gihy tb hang d h g  thd thirc v 

3. Xir 19 van b h  din: 

a) Chc loqi van bin, dun thu, tai lieu do ca quan 
d$ Ban, H$i dbng Thi dua - Khen thuhg tinh, phons 
c6 t r k h  nhiem tikp nh& d& xuk vcti Tnrhg Ban bien 
~6 the0 doi vh d6r1 d6c cbc d m  vi thuc hien theo s\r ch 
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Kh6ng d6 t6n dgng tqi b8 ph$n VHn thu qul01 ngay k6 tir khi nhb dugc v b  
b h .  ~ 6 i  vdi c6ng vvHn h6a t&, &g v h  cBng chuc phu tAch vip thu ch 
trich nhiem chuyh ngay trong ngay; 

b) Nhilng c6ng van d i  ngohi bi gbi 1211 rifng cha c6ng c h k ,  nhh vitn co 
quan chi phbng Hgnh chinh - T6ng hpp c6 trach nhiem vho s8, chuy& nguyen bi 
cho ngubi ci, ttn ghi trEn bi c8ng v8n; 

c )  Nhbg cbng vin do linh dao Ban, 1W ddp cac phhng, c6ng chirc nh@n 
t q ~ c  tikp lir ccil BQ nginh; Trung uung; UBND tinh; tic sb, ban, nginh; cac 
huyen, thilnh ph6 d h  phai lhm thJ tvc dhg ij tqi v h  thu theo quy dbh. 

a) Ph6ng Hinh chhh - ~ b n ~  hqp c6 trhch nhiem quan 19 &6ng nhht c L  
logi c6ng vHn, tY l i b ,  giiy tb; 

b) Viec qu&n 19, luu &it, sa dung v k  b h  cba cac phong vA Barl theo quy 
dm cba NhB nubc. CBng chirc, nhin viEn ca quan thuc hien khai thic vB srIr 
dyng tAi lieu luu M theo quy djnh cua Ban phii c6 y thirc gi(f g i  v l  M h6 so, 
t&i lieu IUU W dung thlvi h p ;  

c) Sau t6ng kk&t m8i dqt thi dua, xet @ng chc danh hi@ thi h a ,  chc phbng 
Nghiep c6 trhch nhiern chinh 19 t o i n  bb 88 so chuh bi n$p vAo luu tm. ~ u d i  
thhg 01 hing nam, c l c  phbng chuydn men ban giso c i c  hh so d h o b  t h  cho 
bO phgn V h  thu d6 1m W vB quhn l j  theo quy dinh Sau khi tikp nh& h6 scr 
cha chc ph6ng chuyen m8n nap luu tr3; V&I thu c6 trach nhiem lga chgn chc 
lopi t&i lieu c6 gib tri IUU trU vinh v i h  d& nap cho Chi cyc V b  thu - Luu W 
tinh g&m: ha sa xiiy dmg, ban h h h  quy ch&lquy djnh, hvimg d h  v6 thi dua, 
khen thuhg; hh so hoi nghi thi dua do ca quan chd tri td chuc; kk hoach, b4o 
cao c6ng thc thi duq, khen thubng di i  hm, hing n2m; h6 so khen thuhg cAp 
nhA nuirc; hh so khm thuhg dhi vbi ngubi nu& ngoii (quy dinh tgi ~ u ~ i t  d* 
s d  955/QD-UBND ngiy 12/5/20 14 ciia UBND ttnh). 

d) CQg chlrc, nhh vidn cu quan phai tub thil cac quy dinh vk ch& 66 
bbo m@t tts lieu. Tuyet d6i khhg dugc cung chp th6ng tin, tai lieu cho cii nhh ,  
dm v j  ngoaj co quan khi chua duqc phCp cua dgo Ban; nghidm cim chuy6n 
ra ngohi nhhg v h  b b  cb but tich x~ 19 c6ng viec cira I k h  dao UBND tinh, ji 
kiin lenh dao Ban, I & h  dao cac phbng ghi b b  16 c6ng vBn hogc tren phi$ xir 19 
c6ng van. Nhhg 9 kien 46 phai dugc the chk h6a bhg van b i b  khi chuy8n dn 
chc co qua, chc nhh c6 lien quan; 

e) Khi c6ng chirc chuykn cBng tac khkhac hoac nghi vi&c the0 chk do phhi 
bhn giao d y  dri h6 sa cbng viec (c8ng v b ,  tai li@u.. .) cho nguiri h a y  m'hh phy 
trich hoac nOp lai thi lieu cho bo phQ v b  thu d6 luu trtt. 

1. Tnrbc khi phit h h h  vEn bin, VHn thu phbi kikrn tra lgi th6 thirc nhu: 
trich y6u, s6, ngiy, t h h g ,  chirc danh, tham quy6n w, noi nh& van bin. N ~ U  66 
di& ki@ thi liun rhfi tyc phht h h h  ngay, khdng dC cham qu5 02 why; 



2. Con dhu do Van thu q u h  19, ni dyng vB c6 tr(l 
hly& d6i kh6ng d6 mit con &u; khhg giao con d h  c 
sfi dwg; chi trao con dhu cho hgudi khhc khi dupe s 
v8 phAi l(rm W&n bin bb giao. Phai ty tsy ddng d h  
dun vi. Chi W c  d6ng dh vv8o n h b g  v h  bh, gi$ 
da eb cbiP I@ ciha lanh dao Ban. KMng duqc d6ng diu 
tm&c khi @. 

3. gibi rhitu Ban Thi dua - Khen W h  
dupe cbp giiy gibi thjtu khi c6 16nh nhcba l h h  dqo Ban. C 

~ i & u  19. CBng the thanh h, id&m tra; eh6 do 
c8c dm thu kbih nqi* i,6 etio 

1. C-, &hc$ nhh v i k  di c6ng th trong vA n 
dbw g vA p h h  &g c8a lanh dpo Ban; 

3.  Khi ham muu, d chIrc cho lHnh dgo Ban h@c 
chc hog d$ng @ 00 s& W d?o phbng c6 t8ch 
chub bi t6t nei dung, chumg trlnh theo quy binh. I. 

~ i e u  21. ~ h 6  d$ quPn If tBi srln vii bPo v# caqu 
l.~bgn&nkicih k9 danhgihi4iss8n,e6 k& boa 

cdc trang thikt bL d h  bHo cBE loqi m8y mQc, d d h g  hhc 

3. Thyc hien n6p sbng v2in mlnh trong ccr quan, 
pMng hpp, phbng viec, noi Cang con& kho h g ;  
chhg  chhy n6; gia &I c h h  qquan mbi mbng w quan x 

2. Thyc hien vi@ bhb d o  quybt t o h  tinh 
lidm xg hoi, bb hi& y d ddi v6i e6ng chirc, 

4. Cic phbng phhi 1$ kk hoqch kinh phi mua 
bi m6i ho& sira choa; dam b-b cAc quy d/ 

5 .  C6ng chirc, nhlln vim thuoc Ban phii thqc 
thwc henh ti& ki@n nhu: tmdc khi ra khbi phb 

. --. . 
th$r bj d i b ,  kh6a cW; khdng so dwg &&I thaai v8o vie 
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6. LA, vi&c ngohi gib, nghy chd nhlt, ngdy 12, tit phii thhg bbo cho bao 
vc khi vho v i  khi ra co q u w  

7. Khhg dugc rnang t;li sAn cbng ra kh6i co quan; khi c b  hi$ phai dugc 
sq  d6ng ); c6a lHnh dao Ban. KhBng di chuyen cbc phlrmg tien, dgng cg tir 
phbng nhy, qua phbng khAc khi chlra c6 )i ki6n c6a 1W dao Ban; 

8. Cdng chirc, nhln v i h  khi nghi huu, chuy$ ~ 6 n g  tbc c6 trirch nhiem 
b h  giao diy dfi cac .cmq bi, p h m g  tien, tAi lieu duqc giao quh 19 sl i  dpng 
cho ca quan ho$c ngubi ke thira cBng viec. 

~ i e u  22. Sb dyng xe 6 t8 

1. Xe 6 t6 phhi dvpc quin I); chat che, giir gin sach s2, bio duhg xe d h g  
quy d*, dim bho cldt luqng xe t8t, phyc vy Qp thbi m ~ i  hoat dong cia Ban; 

2. Chc phbng cb nhu c h  sir dpng xe di cBng tAc c h  dhg kj tmbc 01 
nghy (trir tnrirng hqp dot xuht). Khi d h g  k$ sir dyng xe cin ghi rd ng$, giir, dja 
didm, quilng dubng xe di, vk; 

3. Liii xe dAm bho 1Am viec vA di c6ng tBc dhng gib theo yeu tau cda ca 
quan; dim bao thyc hien d h g  nbhg quy dm cia Lust Giao thbg  duhg bo, 
nhimg quy djnh vk an t o h  giao th6ng; lii xe phii c6 s6 dB the0 d8i boat dong 
ciia xe; hb thhg  phPi blo cia km thvc t6 di, s6 nhih lieu dB sir dyng d6 kk toiin 
c6 ca sh t6ng hpp t o h  s 5  rthiCn lib dB cep phat. mc hi& chk do bao 
duhg xe dw kjl. 

~ i 8 u  23. c h i  fig chinh shch d8i vbi csng chire, ohan viEn (CCNV) 

1. Nghi ph$, nghi vi&c r ihg ,  nghi am, nghi thai s k :  

a) CCNV co quan dugc hum chi d$ nghi phep, nghi lg, nghi vi& rieng, 
nghi dm, nghi thai sh.. . theo quy d a ;  

b) CCNV n 9 i  ph$ phai lh dm xin phkp va duqc SF dbng f clia 
Tnrhg  Ban; 

c )  Tnrbng hpp CCNV cb nhu ciu n_&i vitc r i b g  dot xuet dubi 01 ngPy 
ph&i duqc sy dbng 9 coa Tnrimg phbng, Tnrimg Ban (d6i viri T m h g  Phb 
phbng), thbi gian nghi t r h  0 1 ngiy tr6 l2n phii c6 don xin nghi phep; 

d) Phong Hanh chinh - ~ 6 n ~  hqp c6 tldch nhiem tham muu c6c chi dB 
chinh sdch d6i vbi CCNV d& Tnrbng Ban xem xtt quydt dinh. 

a) CCNV co quan bi Bm dau, thai shn phhi nghi vi€c, gia dinh g@p rCi ro: 
h6a how, bPo lut giy this h+i nghiCm trpng tai s h . .  .Ban t6 chuc t h h  h6i, 
gifip do, dong vien; 

b) I36 me dd (b6 m(: vq hogc ch&ng), con dk  ciia CCNV tir t r h :  Ban t8 
chhc thhm h6i, pheng vikng; 



c )  CCNV dang cdng tac trong ca quan boec dB 
huu hudng Iuang rir quy lumg ciia co quan) tir &, 
dinh lam cac thfi ~c truy dieu, mai ~ g ;  

d) CCNV dang lh viee mi co quan hogc d l  nghi 
duqc hubng lumg tir quy Iuang clia ca quan) b/ b e d  d 
t h h  hoi. 

3. ch i  do di hpc: 

a) CCNV thuoc dien quy hogch, dupc xkt c3 di 
lu& chinh ~, q u h  19, chuyen m6n nghiep vy; 

b) Ngubi duqc cir di hpc duqc huhg  cAC chk ds 

E) CCNV kh6ng thu$c dien n8u b. di6m a, kh 
nguyb vqng di hgc Be n h g  
xdt ~o di$ kien thth gian the 
1 tuh/thhg); CCNV di hpc p 
lanh 830 phbng vB Truhg ban 
ngoAi gib duqc co quan go dieu 
nhAn tq bang Mi. 

~ i e u  24. Khen t h h g  - 1u)t 

1. Khen thuhg: C k  @p ththe vP cB n h k  
trong c6ng thc diu dugc xet h e n  thuhg theo 
thuhg cia Dihg v i  ma nu&c quy dw , HQi 
xem xet d6 nghi Tnrimg ban hosc chp tren khen t huhg  ; 

2. K9 lu&: cL t$p ththk, cb nhh vi phq 
nhiem w, x h  phgn t8i sh Nki nudc hoa 
dh, thiku Mch nhiern g 8 ~  thi&t hai c6ng q 
g$ met dobn kit nOi b6.. . d&u phai b i  ki&m 
bj thj h h h  k j  lu@t theo quy dinh hien M c i a  D h g  vB 

MOI QUAN H@ C ~ N G  T ~ C  

~ i k u  25. Quan he v6i co quan dp trzn 
1. Ban Thi dua - Khen thuhg c&u sv chi dao 

Hoi ddng Thi dua - Khen thubng 
Thi dua - fien t h ~ r h g  Trung 
sdch chug, dbng thbi chiu sv hu 
lrmg v i  nghiep vy c8ng thc thi dua, khen thubag; 

2. Dim bko thpc hien chk d0 lh6ng tin, bao c l o  vbi 
dua - Khen thuhg Tung umg the0 dbh ky ha@ dot x~ 
chung vl  viec thuc hien cac chd tnrmg, chinh skch vd 
thuhg; 

3. Tham gia dbng g6p y kikn viri ca quan ckp t r h  



~ i Q u  26. Quan he v&i c4c s&, ban, nghnh; c l c  co. quao Blng, Bohn the; 
c9c huyen, thj xi, thhnh ph6 thuoc tinh 

I .  Ban Thi dua - Khen thudng cb quan he v6i chc s&, ngiinh vB chc huyen, 
thi xe, thHnh phb thuoc tinh d6 nh tinh tinh hoat dong trong linh k y c  thi dua 
khen thlrimg; theo d6i, h u h g  d h ,  dBn dbc, ki&m tra vi&c thuc hi@n cac v5n bin 
cua UBND tinh va cac quy dinh khhc vk cBng dc thi dua khen thuhg; 

2. ~ h 6 i  hq, s i y  dmg chumg trinh c6ng thc v i  c h u h  b/ noi dung c8c 
cuQc hpp theo yeu ccu clia Hoi d6ng Thi dua - Khen thuhg tinh, UBND tinh vk 
c6ng tAc thi dua khen thudmg. 

~ i e u  27. Quan h$ viri cPe ca quan Trung vmg vA chc tinh 

1. Giir m6i q u a  he vdi c8c bo, nganh c6a Trung umg; Ban Thi dua - 
Khen thltimg cPc ti&, thiinh ph6 vk viec thvc hien chc nhiim vy v8 cang thc thi 
dua &en thubng; 

2. Thdng tin, trao d6i k~nh nghiem trong quin  lf v i  thvc hien cic nhiem 
vu v& cBng tdc hi dua, khen thubg .  

Tmbng cic phdng cht~yen men thuac Ban Thi dua - Men thuhg c6 trhch 
nhiem c8n c u  quy dCnh nay dde tri&n khai thvc hien cho phi1 hpp vui chirc n8ng 
nhi&m vu clia phbng minh, n h h  khdng n g h g  nAng cao chat lugng, hi@u qua 
trong cdng tac; 

Cdng chirc, nhin vi& cila Ban Thi dua - Khen t h u h g  chiu trich nhiem 
thuc hi&n d$ du, nghi@m tuc quy chi nay; 

Trong qua t i i  thpc hien, niu  g$p kh6 khh,  v r r h g  mhc cilc phbng kip 
thbi c6 f ki6n d6 xuat binF v b  ban giri vk phong H M  c h i d  - ~ 8 n ~  h q  tdng 
h~ bAo cao Tmhg  ban de xem xkt, dieu chinh cho phh hpp./. 




