UY BAN NHAN DAN CONG HOA XA HOQI CHU NGHIA VIET NAM

XA LE TRI Doc 1ap - Tw do - Hanh phiic
S6: 28/QD-UBND Lé Tri, ngay 25 thang 01 ndm 2024
QUYET PINH

Ban hanh Quy ché dan chii trong hoat dong
co’ quan hanh chinh Nha nuwéc xa Lé Tri

CHU TICH UY BAN NHAN DAN XA LE TRI

Can cit Ludt Té chire Chinh quyen dia phwong ngay 19 thang 6 nam 2015;
Can cir Ludt sua doi, b6 sung mét sé diéu cia Ludt To chike Chinh phii va Ludt To
chire chinh quyén dia phwong ngay 22 thang 11 ndm 2019;

Can cur Ludt thuc hién dan chu co so va Nghi dinh s6 04/2015/ND-CP ngay
09/01/2015 ciia Chinh phi, Vé thwc hién ddn chii trong hoat dong co quan hanh
chinh nha nuwoc va don vi sy nghiép cong lap;

Can cir Nghi dinh sé 149/2018/NB-CP ngay 07/11/2018 ciia Chinh phii, Quy
dinh chi tiét khodan 3 Piéu 63 ciia B Ludt lao dong vé thuc hién quy ché dan chii ¢
co SO tai noi lam viéc,

Can cit Nghi dinh 161/2018/ND-CP ngay 29/11/2018 ciia Chinh phu, sira doi,
bé sung mét s6 quy dinh vé tuyén dung céng chirc, vién chirc, ndng ngach céng chic,
thang hang vién chirc va thuc hién ché do hop d&ng mot s6 logi cong viéc trong co
quan hanh chinh nha nwoc, don vi sy nghiép cong lap;

Can cit Théng tw sé 01/2016/TT-BNV ngay 13/01/2016 ciia B Noi vu, Huéng
dan mét s6 noi dung cua Nghi dinh 56 04/2015/NP-CP ngay 09/01/2015 cua Chinh
phu, Vé thuc hién dan chi trong hoat dong co quan hanh chinh nha nudc va don vi
sw nghiép cong lap;

Can cit Thong twe s6 13/2019/TT-BNV ngay 06 thang 11 nam 2019 ciia Bé Néi
vu, Huéng dan mét sé quy dinh vé can bé, cong chire cdp xd va nhitng nguwoi hoat
dong khong chuyén trach ¢ cdp xd, & thon, té ddan pho,

Can cir Nghi quyét sé 12/2020/NO-HPND ngay 10 thing 7 ndm 2020, ciia
Héi dong nhén dan tinh An Giang, Quy dinh s6 lwong, chirc danh va mét sé ché dg
chinh sdach d6i véi ngwoi hoat dong khéng chuyén trdach & cdp xd va dp, khém trén
dia ban tinh An Giang;

Can cir Quyét dinh s6 85/2017/0D-UBND ngay 05/12/2017 ciia UBND tinh
An Giang, Ban hanh Quy dinh vé qudn Iy cdn b, cong chitc xd, phwong, thi tran
trén dia ban tinh An Giang;

Xét theo dé nghi ciia cong chirc Van phong Thong ké va phu trach Noi vu xa.
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QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay, Quy ché thuc hién dan cha trong
hoat dong co quan hanh chinh nha nudc xa Lé Tri.

Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky va thay thé Quyét dinh sb
13A/QD-UBND ngay 13 thang 01 nam 2023 ctia Uy ban nhan dan xa Lé Tri.

Piéu 3. Cac 6ng, ba cong chirc Van phong Thong ké, cong chire Tai chinh Ké
toan, Nguoi hoat dong khong chuyén trach, Thu trudng cc co quan, don vi lién
quan chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhin: TM. UY BAN NHAN DAN XA
- TT.HU, HDND, UBND huy¢n; ’

- BCD.THQCDCS huyén (Ban Dan van Huyén ty); CHU TICH

- LDLD huyén;

-TT. U, TT.HDND, TT. UBND x3; (

- BCH.CDCS x3; gfﬁ* e

- Céc co quan, don vi;
- Cac Doan vién CDCS xa va nguoi lao dong (Gui
VNPT;loffice 4.0);

- Luu: VT, T. Huynh Hoai Han
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UY BAN NHAN DAN CONG HOA XA HOQI CHU NGHIA VIET NAM
XA LE TRI Doc lap - Tu do - Hanh phic

QUY CHE
Thuc hién din chu trong hoat dgng co' quan hanh chinh nha nwéc xa Leé Tri
( Kém theo Quyet dinh so:28/0D-UBND ngay 25/01/2024 ciia UBND xd Lé Tri )

A.NHUNG QUY PINH CHUNG

1. Phat huy quyén lam chu cua can bg, cong chirc va nang cao trach nhiém cua
nguoi dung dau co quan.

2. Gop phan xay dung d6i ngii can bd, cong chicla cong boc ciia nhan dan, co
da pham chat chinh tri, phadm chat dao durc, 16i séng, nang luc va trinh do chuyén
mon, nghiép vu, lam viéc c¢6 nang suat, chat luong, hiéu qua, dap img yéu cau phat
trién va d6i moi cua dia phuong, cta dat nude.

3. Phong ngtra, ngén chan va chéng cac hanh vi tham nhiing, ling phi, quan
liéu, phién ha, sdch nhi€u nhan dan.

4. Thyc hién dan chu trong hoat dong cua co quanphai gan lién véi viéc bao
dam sy 1anh dao cua Bang; chap hanh nguyén tac tap trung dan chu; phat huy vai
tro cua nguoi dung dau co quan.

5. Dan cha trong khudn khé ctia Hién phéap va phap luat; kién quyét xir Iy nhimg
hanh vi loi dung dan chtl vi pham phap luat, xAm pham quyén, loi ich hop phap cia
can bg, cong chirc va quyén lam chu cua nhan dan, can trd viéc thuc hién nhiém vu
cua co quan.

B. DAN CHU TRONG NOI BQ CO QUAN:
I. TRACH NHIEM CUA THU TRUONG:

1. Thyc hién dan chi trong quan 1y va diéu hanh hoat dong ciia co quan; trong
quan ly, str dung, dao tao, boi dudng, thuc hién ché dd, chinh sach déi véi can bo,
cong chtrc.

2. T6 chire cac cude hop giao ban dinh ky, hang thang, hang quy va 6 thang dé
danh gia két qua thuc hién cac nhiém vu duoc giao va dé ra cac nhiém vu, giai phap
cht yéu phai thuc hién trong thoi gian téi cia co quan. Cubi nim, ngudi diung dau
co quan phai to chic danh gia tong két hoat dong cuia co quan tai hdi nghi can bo,
cong chirc.

3. T6 chirc danh gia dinh ky hang nim di v0i can bg, cong chure thude tham
quyén quan ly theo trinh ty, thu tuc quy dinh tai Diéu 45 Nghi dinh s6 24/2010/ND-
CP ngay 15 thang 3 nam 2010 ctia Chinh phu quy dinh vé tuyén dung, sir dung, quan
1y cong chtrc.

4. Lang nghe ¥ kién phan anh, phé binh cta cén bd, cong chuc. Khi can bo,

cong chirc dang ky duoc gip va ¢ ndi dung, 1y do cu thé thi bo tri thoi gian thich
hop dé gap va trao doi.
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5. Ban hanh quy ché quan 1y trang thiét bi lam viéc trong co quan, bao dam
thiét thyc, hiéu qua, tiét kiém; sur dung tiét kiém kinh phi duoc cép; thuc hién cac
quy dinh vé céng khai tai chinh. Viéc mua sdm thiét bi, phuong tién va cac tai san
cua co quan, phai thyc hién theo quy dinh cua phép luat.

6. Thyc hién cac bién phap phong ngtra, ngan chdn hanh vi tham nhiing; xur ly
va tao dleu kién dé co quan, t6 chic co thim quyén xur 1y ngudi c6 hanh vi tham
nhiing; néu thiéu trach nhiém dé xay ra tham nhiing trong co quan, thi bi xir 1y theo
quy dinh cua phép luat.

7. Chi dao viéc cung cap day du, kip thoi nhitng thong tin, tai liéu, cach thirc to
chuc thuc hién, trach nhiém thyc hi¢n va trach nhi€m giai trinh nhting ndi dung cong
vi€c trong co quan, trir nhiing tai liéu mat theo quy dinh cta phép luat.

8. Xem x¢ét, giai quyét kip thoi theo quy dinh cta phap luat cac khiéu nai, to
c40, kién nghi cta can bd, cong chirc va kién nghi cua Ban Thanh tra nhan dan cua
co quan; kip thoi bao cao voi co quan c6 thAm quyén nhiing van dé khong thudc
tham quyén giai quyét ciia minh.

9. Kip thoi xtr 1y nguoi ¢6 hanh vi can tr¢ viéce thuc hién dan chua trong hoat
dong cua co quan va nguoi ¢é hanh vi tra thu, tru dap can bo, cong chirc, khiéu nai,
t0 cdo, kién nghi theo quy dinh cua phap luat.

II. TRACH NHIEM CUA CAN BQ, CONG CHUC:

1. Nghiém chinh chap hanh ndi quy, quy ché lam viéc ctia co quan; thuc hanh
tiét kiém, chdng lang phi va bao dam thong tin chinh xac, kip thot; thyce hién cac quy
dinh vé nghia vu, dao durc, van hoa giao tiép, quy tic ing xir, nguyén tic trong hoat
dong nghé nghiép va nhitng viéc khong dugc lam theo quy dinh cua phap luat.

2. Chiju trach nhiém trudc phap luat, trude ngudi phu trach truc tiép va trude
nguoi dimg dau trong co quanvé viée thi hanh nhiém vu ctia minh. Trong khi thi
hanh céng vu, can bd, cong chirc dugc trinh bay v kién, dé xuat viéc giai quyét nhimg
Vén dé thudc pham vi trach nhiém cua minh khac voiy kién ctia ngudi phu trach truc
tlep, nhung van phai chap hanh su chi dao va hudng dan cuia nguoi phu trach truc
tiép, dong thoi co quyén bao luu ¥ kién va bao céo 1én cap co tham quyén.

3. Thyc hién ph€ binh va tu ph€ binh nghiém tuc, phat huy uu diém, co giai
phap stra chita khuyét diém; thang than dong gop ¥ kién dé xay dung ndi bo co quan,
don vi trong sach, viing manh.

4. Bong gbp y kién vao viéc xay dung cac van ban, dé 4n cua co quan khi dugc
yéu cau.

5. B4o cdo nguoi c6 tham quyén khi phat hién hanh vi vi pham phap luat trong
hoat dong ctia co quan.

6. Chi duogc tiép nhan tai li¢u va gidi quyét cong vi¢c cia cong dan, td chire tai
tru s& lam viéc cua co quan; bao v€ bi mat Nha nudc, bi mat cong tac va bi mat thong
tin vé€ ngudi to cao theo quy dinh cua phap luat.
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7. Khi cong dan, t6 chirc co yéu cau, can b, cong chirc c¢6 trach nhiém giai
quyet cac yéu cau do6 theo tham quyén. Nhiing viéc khong thude thAim quyén giai
quyét, can b, cong chirc phai thong bao dé cong dan, t6 chuc biét va huéng dan
cong dén, to chtrc dén noi c6 tham quyén giai quyét. Can bo, cong chirc khong duoc
quan li€u, hach dich, cira quyén, tham nhiing, gay kho khan, phién ha, sach nhiéu
trong giai quyét cong viéc ciia cong dén, to chirc.

8. Cong viéc cua cong dan, t6 chirc phai duoc can bo, cong chirc nghién clru Xur
1y va kip thoi gidi quyét theo dung quy dinh ctia phap luat va ndi quy, quy ché cua
CO quan.

9. Nhimng cong vi¢c da c6 thoi han giai quyét theo quy dinh thi can bg, cong
chtre phai chap hanh ding thoi han d6. Truong hop phirc tap doi hoi phai co thoi
gian d€ nghién ciru giai quyet thi can by, cdng chirc c6 trach nhiém bao cao ngudi
phu trach tryc ti€p va kip thoi thong bao cho cong dan, t6 chuc biét.

III. NHUNG VIEC CAN BQ CONG CHUC PUQC BIET:

1. Chu truong, chinh sach ctia Pang va phap luat ciia Nha nudc lién quan dén
cdng vi¢c cua co quan.

2. Ké hoach cong tac hang nam, hang quy, hang thang cia co quan.

3. Kinh phi hoat dong hang nam, bao gom cac nguon kinh phi do ngan sach nha
nudc cip va cac ‘nguodn tai chinh khac; quyet todn kinh phi hang nam cta co quan;
tai san, trang thiét bi clia co quan; két qua kiém toan.

4. Tuyén dung, dao tao, bdi dudng, diéu dong, bod nhiém, luan chuyén tur chire,
mién nhiém; hop dong 1am viéc, thay d6i chitc danh nghé nghiép, thay d6i vi tri 1am
viéc, chdm dirt hgp dong lam viéc cia cong chire; danh gia, x&p loai cong chirc; khen

thudng, ky luat, thoi viéc, nghi huu ddi véi can bo, cong churc; cac dé an, dy an va
viéc xay dung cac van ban quy pham phap luat ctia co quan.

5. Cac vu viéc tiéu cuc, tham nhiing trong co quanda dugc két luan; ban ké khai
tai san, thu nhap ctia nguoi cd nghia vu phai ké khai theo quy dinh cua phap luat.

6. Két qua thanh tra, kiém tra, giai quyét khiéu nai, t6 co trong ndi bd co quan.
7. Céc ndi quy, quy ché cta co quan.

8. Két qua tiép thu y kién cua cén bo, cong chirc vé nhitng van dé thudc tham
quyén quyét dinh cua ngudi dig dau co quan dua ra lay ¥ kién can bo, cong churc.

9. Van ban chi dao, di€u hanh ctia co quan quan ly cap trén lién quan dén cong
viéc cua co quan.

IV.NHUNG VIEC CAN BQ, CONG CHUCTHAM GIA Y KIEN:

1. Chu truong, giai phap thuc hién nghi quyét cua Dang, phap luat ciia Nha
nudc lién quan dén cong viéc cua co quan.

2. K¢ hoach cong tac hang ndm cua co quan.

3. T6 chirc phong trao thi dua ctia co quan.
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4. B4o c4o so két, tong két clia co quan.

5. Céc bién phép cai tlen t chirc, hoat dong va 18 16i lam viéc; phong, chéng
tham nhiing, thuc hanh tiét kiém, chdng lang phi, chéng quan liéu, phién ha, sach
nhiéu nhan dan.

6. K& hoach tuyén dung, dao tao, boi dudng can bd, cong churc; bau cir, bd
nhiém can bg, cong chirc.

7. Thuc hién cac ché dg, chinh sach lién quan dén quyén va loi ich ctia can bo,
cong chuc.

8. Cac ndi quy, quy ché cua co quan.
V. CONG CHUC THAM GIA GIAM SAT, KIEM TRA:

1. Thuce hién cha truong, chinh sach ctiia Pang va phap luat cua Nha nuée, ké
hoach cong tac hang nam cua co quan.

2. Str dung kinh phi hoat dong, chép hanh chinh sach, ché do quan ly va su
dung tai san cua co quan.

3. Thuc hién cac ndi quy, quy ché cua co quan.

4. Thuc hién cac ché dg, chinh sach ctia Nha nudc vé quyén va o1 ich cia can
bd, cong churc trong co quan.

5. Giai quyét khi€u nai, t6 cdo trong ndi bo co quan.

VI. QUAN HE GIUA NGUOI PUNG PAU CO QUAN VOI CO QUAN,
DPON VI CAP TREN:

1. Chap hanh quyét dinh ctia cip trén. Khi c6 can ¢ cho rang quyet dinh do la
trai phap luat thi phai kip thoi bao cao bang vin ban v&i ngudi ra quyét dinh; truong
hop ngudi ra quyét dinh van quyét dinh vi¢c thi hanh thi ngudi thi hanh phai chap
hanh nhung khong chiu trach nhiém vé hau qua cia viéc thi hanh, d6ng thoi bao cao
cap trén truc tiép cua nguoi ra quyét dinh. Nguoi ra quyét dinh phai chiu trach nhiém
trude phap luat vé quyét dinh ctia minh.

2. Phan anh nhiing vuong mac, kho khin trong qua trinh thue hién chire nang,
nhiém vy ciia minh; kién nghi co quan, don vi cap trén nhitng van dé khong phu hop,
can stra doi, bo sung trong cac ché do, chinh sach, cac quy dinh cua phap luat va
trong chi dao, diéu hanh cta co quan, don vi cap trén.

3. Tham gia dong gop ¥ kién, phé binh dbi vdi hoat dong ciia co quan, don vi
cap trén; c6 trach nhi€ém nghién ctru, tham gia y kién vao cac du thao vé ché do,
chinh sach, van ban quy pham phap luat do co quan, don vi cap trén yéu cau.

4. Bao cédo co quan, don vi cap trén tinh hinh cong tac cua co quan, don vi minh
theo quy dinh; d6i v6i nhitng van dé vuot qué tham quyen giai quyét thi phai kip
thoi bao cdo, xin y kién chi dao cua co quan, don vi cdp trén. Noi dung bao céo 1én
co quan, don vi cap trén phai khach quan, trung thuc.
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VIL QUAN HE GIUA NGUOT PUNG PAU CO QUAN VOI CO QUAN,
PON VI TRUC THUQC VA CAN BQ, CONG CHUC (GQI CHUNG LA CAP
DUOI):

1. Thong bao cho co quan, don vi cip dudi nhitng chu truong, chinh sach cua
Dang va cac quy dinh cua phap luat lién quan dén hoat dong va pham vi trach nhiém
cua co quan, don vi cap dudi; chi dao, hudng dan va kiém tra hoat dong ctia co quan,
don vi cap dudi va chiu trach nhiém v€ nhiing hanh vi vi pham phap luét cua co
quan, don vi cap dudi néu nhitng hanh vi vi pham ndy c6 nguyén nhén tir sy chi dao,
huéng dan ctia minh.

2. Ngh1en ctru, kip thoi giai quyet cac kién ngh1 cua co quan, don vi cap dudi;
dinh ky lam viéc v6i nguoi dimg dau co quan, don vi cap dudi. Khi ngu:o’l dung dau
co quan, don vi cip dudi dang ky 1am viéc thi phai tra 1i cu thé viéc tiép va lam
viéc.

3. Khi can thiét, phai cir can bd, cong chirc dén co quan, don vi cip dudi dé
trao d6i, nghién ctru, giai quyét nhitng van dé cu thé cta co quan, don vi cip dudi;
phai xtr Iy nghiém khic nhiing can bd, cong chic bao céo, phan anh sai su that,
khong trung thuc.

C. PIEU KHOAN THI HANH:

1. Quy ghé nay duoc t6 chue tyién khai trong toan thé can bo, cong chirc co
quan lay y kién dan chu dé thong nhat thyc hién.

2. M6i can b, cong chire phai nghiém tac thyc hién t6t Quy ché nay. Tham gia
y kién dong gop xay dung diéu chinh, bo sung khi can thiét.

3. Quy ché nay c6 hiéu lyc thi hanh ké tu ngay ban hanh va duoc diéu chinh b
sung hang nam cho phu hop hodc khi ¢6 y kién cua 2/3 can bo cong chirc./.
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