
So~n thao 

~ 

Xem xet Phe duy~t 

'-A---I-,r 

KT. BD TRUONG 

~NG 

4tJj
.~ 

. 
...• ..'~.i';.. :. • *­ • • . 

HQ ten: Vil Thi Thuy Nga 

Chuc V\l: Chuyen vien 

HQ ten: Thai Quang Toan 

Chuc V\l: Pho V\l tmang 

BQNQIVV 

QUYTRINH 

GIAO BIEN CHi CONG CHtrC 

HANG NAM DOl VOl cAc BQ, 

NGANH VA DlA PHUONG 

Mil sA: QT-TCBC-02 

1.	 Nhfmg nguai co lien quan phai d9C, hieu va thvc hi¢n theo dung n{5i dung 

cua quy dinh nay. 

2.	 N{5i dung trong quy dinh nay co hi¢u lvc nhu Sl! chi dc;ro cua Lanh dc;ro B{5. 

3.	 MJi dan vi chi dU(1c phiin phc5i duy nhat 01 bim (co dong dau cua B{5 N{5i 

v¥), cac ban sao co rna sc5 khac v&i ban gc5c phai dU(1c loc;ri bi) ngay, tuy¢t 

dc5i khong dU(1c sir d¥ng. 

PHANPHOr 

TT NO'i nh~n TT NO'i nh~n 

n Lanhd~o BQ 0 VanphongBQ 

0 V\l To chuc-Bien che 0 
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va Uta pnuong 

1. Ml}CDiCH 
- Th6ng nh~t Cae buae eong vi~e th~m dinh va giao bien eh~ hanh ehinh hang nam 

d6i vai cae BQ, nganh va dia phuang. 

- Nang eao eh~t lugng, baa dam thai gian th~m djnh, giao bien eh~ hanh ehinh hang 
nam thea quy djnh. 

2. PHAM'VI Ap DUNG. . 
Ap d\lng d6i v6i eong vi~e th~m dinh, giao bien eh~ hanh ehinh hang nam d6i vai 

cae BQ, nganh va dia phuang. 

3. TAl LI~U THAM CHIEU 
- Nghj dinh sf> 61/20 12/ND-CP ngay 10/8/2012 eua Chinh phu quy dinh ehll'e nang, 

nhi~m v\l, quy~n h~n va co e~u t6 ehue eua BQ NQi V\l. 

- Nghi dinh s6 21/2010fND-CP ngay 08/3/2010 eua Chinh phu v~ quan \1' bien eh~ 
eong Ghll'e. 

- Thong tu s6 07/2010/TT-BNV ngay 26/7/2010 eua BQ NQi Vl,l huang dan thl,l'e hi~n 
mQt s6 di~u quy djnh t~i Nghj d!nh sf> 21/20101ND-CP ngay 08 thang 3 nam 2010 eua 
Chinh phu v~ quan 11' bien eh~ eong ehue. 

- Cae van ban quy ph~m phap lu~t quy djnh ehue nang, nhi~m V\l, quy~n h~n va co 
e~u t6 ehll'e ella t6 ehue d~ ngh! b6 sung bien eh~. 

- Cae van ban quy~t d!nh thanh l~p t6 ehll'e. 

- Cae van ban quy dinh vi~e b6 sung nhi~m V\l eha cae t6 ehue d~ ngh! b6 sung bien 
eh~. 

- Tieu ehu~n Vi~t Nam TCVN ISO 9001 :2008 

- S6 tay eh~t ]uQ11g 

4. CHUVIETTAT 

- TTCP: Thu tuang Chinh phu 

- QD: Quy~t dinh 

- BNV: BQ NQi v\l 

- QT: Quy trinh 

- P.HCVTLT: Phong Hanh ehinh Van thu Luu tril' - Van phong BQ 

- V. TCBC: V\l T6 ehue - Bien eh~ 
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5. NOI DUNG QUY TRiNH: 

5.1 Quy trinh Th~m dinh k~ ho~ch: 
5.1.1 Lu'u dB: 

Trach nhi~m 

Cong chuc d\l'9'c 
phan cong 

~ 

~ 

HO:;tt dQng 

Nh~, th:1m dinh, t6ng hQ'P k~ 
ho?ch bien ch~ ca nO'ac 

Uti Ii~u/ H6 so'! Bi~u rnfiu 

- Nghi dinh so 21, Thong to' so 
07; 
- QT Xu ly van ban di va d~n 
cua BQ; - 5.1.2.1; - Bi~u mau 
t?i m\lc 7; - BM-OllTCBC-02 
va BM-02/TCBC-02 

V\l truemg 

~ 
- Xem 5.1.2.2. 

Uinhd?o BQ 
" 

Van thO' VI,I, 
P. HCVTLT 

... 
Ky trinh TTg 

•
Lam thu t\lc phat hlll1h 

van ban di 

I 

- -

- QT trinh ky van ban CLIa B9; 
- Xem 5.1.2.3. 

--­

- QT Xu Iy van ban di va d~n 
cua Be> 
- Xem 5.1.2.4. 

-

Van thO' BQ, Van 
thO' V\l, cong chuc 
dm!c phan cong 

Luu tru h6 sa I 
- Xem 5.1.2.5. -

5.1.2 Diin giiii: 

5.1.2.1 Thdm atnh, t6ng h9'P kd hOQch bien chd cong chuc ca nwyc 

Sau khi nh~n duqc van bim d@ nghl k~ ho~ch bien ch~ cong chlJ'c Clla cac B<), 
ngimh va tinh, thanh ph6 trvc thu<)c trung uang (tham chi~u Quy trinh XLI' ly van ban di 
va d~n cua B<)), c6ng chuc du9'c phan cong co trach nhi~m nghien Cll'll, th~m dinh d@ 
nghj kS ho~ch bien chS c6ng chuc cua cac BQ, nganh va dla phuong va l~p bimg t6ng 
hQ'P k~ ho~ch bien chS cong chuc cua ca nucYc phan thea BQ, nganh va dja phuong; mQt 
cong chuc dugc V\l tru6'ng giao nhi~1TI Vl) so~n thilO ta trlnh Thu tuang Chinh phu phe 
duy~t kS ho~ch bien chS cong chuc cua ca nuac. Thai gian hoan thanh trong vong 60 
ngay lam vi~c. 

Vi~c th~m djnh kS ho?ch bien ch~ c6ng chll'c cua d.c B<), nganh va dja phuong 
dva tren 1TI<)t s6 can cu nhu sau: 

- Nhi~m Vl) phat tri@n kinh tS-xa h<)i, di[lc di@m dia ly, tv nhien, dan s6, di~u ki~n 
thvc hi~n. 
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va 0la pnU'o'ng 

- Chuc nang, nhi~m V\l cila tUng co quan dan vi, t6 chuc, k~ ho~ch b6 tri ngu6n 
nhan h,rc s~p x~p t6 chuc b<) may; kha nang dam bao cila ngan sach nha nuDc. 

- Cac bi~u mau s6 li~u neu t~i m\lc 7. 

Vi~c l~p bang t6ng hqp k~ ho~ch bien ch~ cong chuc cila ca nUDc thvc hi~n thea 
bi~u mau sau: BM-O lITCBC-02 va BM-02/TCBC-02. 

5.1.2.2 Xem xh: 

Thai gian hoan thanh: khong qua 5 ngay lam vi~c. 

N<)i dung cong vi~c: V\l trnemg xem xet, trinh B<) trnemg d~ B<) trnemg ky trinh 
Thil tUOng Chinh phil phe duy~t k~ hOl;lch bien ch~ cong chuc ca nuDc. 

- N~u d6ng y vDi y ki~n dV thao va bao cao giai trinh (n~u co), ky trinh va chuySn 
van thu V\l d~ trinh Ulnh dl;lo B<) xem xet. 

- N~u khong d6ng y vDi y ki~n dv thilO va bao cao giai trinh (n~u co), thao lu~n va 
yeu c~u cong chtl'C du<;yc phan cong chinh sua. 

'. 

5.1.2.3 Xem xet, kY trinh Thu tuang Chinh phiL 

B<) truang xem xet, ky trinh Thil tUOng Chinh phil dV thao k~ ho~ch bien ch~ 
cong Chll'C. Thai gian hoan thanh khong qua 5 ngay lam vi~c. 

5.1.2.4 Lam thu t1;JC phat hanh van bim eli: Van thu V\l nh~n I~i dv thao k~ hOl;lCh 
bien ch~ cong chuc ca nUDc dii dugc B<) truong ky xem xet, ph6i hgp vDi P. HCVTLT 
lam thil t\lc phat hanh van ban di. 

5.1.2.5 Lu'U h6 sa: Xem chi nit t(li M1;Jc 6
 

Lu'u V:
 

Thai gian thl:l'C hi~n:
 

- Bdt dOu: thang 01/8 hlmg niim
 

- Holm t!tanh: khong qua 30/9 hang niim
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5.2 Quy trinh giao bien ch~: 
5.2.1 LU'u ita: 

Tili li~u / H6 so'!
 
Bi~u m~u
 Ho~t dQngTrach nhi~m 

Cong chuc dU<lc So~n d\l' thao QD cua B(> 
phan eong truemg BNV 

v\! truemg <:e>... 
Xem xet, ky QDB(> tru6ng 

.L 
Van thu V\!, 

Uun thti We phM Moo van
P. HCVTLT 

ban di 

I 
+Van thu B(>, Van 

thu V\!, cong Luu h6 sa 
chuc duQ'c phan 
cong 

- N ghj djnh s6 71, 
Thong tu s6 07; 

- Xem 5.2.2.1; 
BM-03/TCBC-02 
va BM-04/TCBC­
02 

- Xem 5.2.2.2 

- QT trinh ky van 
ban cua B(>; 
- Xem 5.2.2.3 . 

- QT xu Iy van ban 
di va d~n CLla B(>; 

- Xem 5.2.2.4. 

- Xem 5.2.2.5. 

5.2.2. Diln gild: 

5.2.2. J Dl! thao Quyit ajnh cua B<} trU'ong B<} N<}i v~ 

Sau l<hi nh~n dU9'e Quy~t dinh eua Thu tuang Chinh phu v~ vi~c phe duy~t bien 
eh~ eong ehue ea nu6e (Tham ehi~u Quy trinh Xu ly van ban di va d~n eua BQ), cong 
ehue dU9'e phan eong dV thao Quy~t dinh eua B9 tru6ng B9 N9i V\l v~ vi~c giao bien 
eh~ eong ehue nam k~ ho~eh dbi v6i cae BQ, nganh va dia phuong. Bi€u m~u kem thea 
quy~t dinh giao bien eh~ cong ehue thve hi~n thea bi€u m~u BM-03/TCBC-02 va BM­
04/TCBC-02. 

Thai gian haan thanh: 1<hong qua 15 ngay lam vi~c. 

5.2.2.2 Xem xet: 

Thai gian hoan thanh: l<hong qua 5 ngay lam vi~c. 

V\l tru6ng xem xet, ky trinh B<) truang dv thaa quy~t djnh giaa bien ch~ eong 
ehue nam k~ ho~eh eho cae BQ, nganh va dja phuong. 
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,," U!" plluong 

- N~u d6ng y v6i dV thao thi leY trinh va chuy~n van thu V\l d~ trinh Lanh d~o Be) 
xem xet. 

- N~u kh6ng d6ng y v6i dv thao thi thao lu?n va yeu c~u c6ng chuc dugc phfm 
c6ng chinh sua. 

5.2.2.3 Xem xet" kY quy~t ainh:
 

Be) truong xem xet, ky quy~t dinh giao bien ch~ c6ng chuc nam k~ ho~ch cho cac
 
Be), nganh va dia phuang. 

Thai gian hoan thanh kh6ng qua 5 ngay lam vi~c. 

5.2.2.4 Lam thu tl:/C phdt hcmh van him ai: 

Van thu V\l nh?n Quy~t dinh giao bien ch~ c6ng chuc cho cac Be), nganh va dja 
phuong da dugc Be) truCmg ky; xem xet, ph6i hgp v6i P. HCVTLT lam thu t\lC phat 
hanh van ban di. 

5.2.2.5 Luu h6 sa: Xem chi ti~t t9i Ml:/c 6 - H6 So' cua Quy trinh 

L';'u y: Thai gian hoim thimh giao bien chi cong chirc cho cae Bp, nganh va ilia 
phu'ong khong qua 31/12 himg nam. 
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1. HO so eVA QUY TRINH
 

TT Ten H6 sO' Trach nhi~m I PhU'o'ng I ThO'i gian Noi lu'u Ghi chii 
IU'u phaplU'u IU'u 

To trinh Thu tuang1 VP BO, Van ban 12 thang VP BQ; 
Chfnh phu phe duy~t k~ Van thu V\l, V. TCBC;hOl;lch t6ng bien ch~ Cang chuc Cong chilc cang chuc narn k~ hO<;tch 
eua ca nU<1c 

- Ban g6e Van thu Bo Van ban Theo Van phong 
guy BQ 

trinh luu 
van ban 
cua Bo 

- Ban chfnh V. TCBC, I Van ban I 12 thang I V.TCBC 
Chuyen vien 

Bang tong hqp k~ hOl;lCh2 VPBO, Van ban 12 thang I VP BQ; 
bien ch~ cang chuc nam Van thu V\l, V.TCBCke hOl;lCh cua ca nu6c Cang chuc 
(gui kern thea To trinh
 
Thu tuang Chinh phu)
 

- Ban g6c Van thu Bo I Van banl Theo IVan phong 
guy Bo 

trinh luu 
van ban 
cua Bo 

I 
- Ban ehfnh 12 thangV. TBC, I Van ban V. TCBC 

Chuyen vien 

3 Giao bien ehe eong chile Van ban VP Bo, 12 thang IVP BQ; 
narn k~ hOl;lCh eua tung Van thu V\l, V. TCBC
BQ, nganh va dja phuong Cong chue 
do BQ truang Bo Noi V\l 
ky 

......................................................................... . , ,....... . ······1····· ·····f···
 

- Ban g6e Van thu Bo Van ban Theo Van ph6ng 
quy BQ 

trinh luu 
van ban 
eua BQ 
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... " uta p'AUUAAl; 

TT Ten H& so' Tnich nhi~m 

lU'u 
PhlfO'ng 
phaplU'u 

ThOi gian 
IlfU 

NO'j lU'u Ghi chu 

- Bfm chinh V. TCBC, 
Chuyen vien 

Van bfm 12 thang V.TCBC 

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

4 H6 sa d~ ngh! k€ ho~ch 
bien bien ch€ cong chuc 
hfmg nam cua B<), ngfmh 
va dia phuang 

Cong chuc 
dugc phan 
cong 

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

Van ban 12 thang V.TCBC Sau 12 
thang, 
chuy~nluu 
t~i Van 
ph6ng B<) 
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2. BIEU MAu KEM THEO 

TT Ten bi~u m~u, ph\J l\Jc ---r- Mil s6 
- ­

-~------

I 
Ke ha~ch bien ch~ cong chuc hang nam trong cac cO' quan, t6 Bi~u s5 lA 
chuc hanh chinh aTrung uang (Ban hfmh kem thea Thong tu 
s5 07/2010 ITT - BNV ngay 26/7/2010 eua BO NOi V\l). 

1 

--~-

Ke ha~ch bien che cong chuc hang nalTI trong cae cO' quan, t6 Bi~u s5 1B 
chuc hanh chinh adia phuang (Ban hanh kem thea Thong tu s5 
07/2010 ITT - BNV ngay 26/7/2010 cua BO NOi V\l) 

2 

Ke ha~ch bien che cong chuc hang nam trong eac dan vi S\I Bi~u s5 2A
 
nghi~p cong l~p aTrung uang (Ban hanh kem thea Thong tu s5
 

. 07/2010 ITT - BNV ngay 26/7/2010 clla BO NOi v\l)
 

3 

I 

4 Ke ha~ch bien che cong ehuc hang nam trong cac dan vi S\!I Bi~u s5 2B 
nghi~p eong l~p adia phuang (Ban hanh kem thea Thong tu so 
07/2010 ITT - BNV ngay 26/7/2010 cua BO NOi V\l). 

----~-

Th5ng ke, t6ng hqp s5 li~u bien che cong chuc hi~n c6 trong cO' 
quan, t6 chuc hanh chinh aTrung uang (Ban hanh kem thea 

5 

Bi~u s5 3A 
IThong tu s5 07/2010 ITT - BNV ngay 26/7/2010 clla BO NOi 

V\l) 
.. - ­

Th5ng ke, t6ng hqp s5 li~u bien che cong chue hi~n c6 trong cO' 
quan, t6 chuc hanh chinh a dja phuang (Ban hanh kem thea 

6 

Bi~u s6 3B 
Thong tu s5 07/2010 ITT - BNV ngay 26/7/2010 cua BO NOi 
V\l) 

Th5ng ke, t6ng hqp s5 li~u bien che cong chue hi~n e6 trong 
dan vi S\I nghi~p eong l~p aTrung uang (Thong tu s5 07/2010 

7 

Bi~u 4A 
ITT - BNV ngay 26/7/2010 ella BO NOi V\l) 

Th5ng ke, t6ng hqp s5 li~u bien ehe eong ehue hi~n ~6 trong 
dan vi S\I nghi~p cong 1~p adia phuang (Thong tu so 07/2010 

8 

Bi~u 4B 
ITT - BNV ngay 26/7/2010 eua BO NOi V\l) 

BM-Ol/TCBC - 02Chi tieu bien chS cong chuc Nha nuac a trung uang9 jBM-02/TCBC - 02Chi tieu bien chS cong chuc Nha nuac adia phuang10 

----~-------------
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va uta lJUlCUug 

TT Ten bi~u m§u, ph\} l\}c Ma s6 

11 Chi tieu bien eh~ eong ehue nam k~ ho~eh eua B(> ... BM-03/TCBC-02 

12 Chi tieu bien eh~ eong ehue nam k~ ho~eh eua tinh, thanh 
ph5 ... 

BM-04/TCBC-02 

--
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lEU MAU HM-O lITCHC-02=y nYITV 
I 

Chi tieu bien ch~ c6ng ch(rc nam .... cua cO' quan, t6 chuc hanh 
chfnh Nha nu6c atrung uang 

BO NOI Vl} eONG HoA XA HOI eHU NGHIA VI-E:T NAM 
DQc l~p - Tl)' do - H~nh phuc 

CHi TIEU BIEN eHE eONG entre TRONG cAe co QUAN, TO eHue
 
HANH eHiNH 0 TRUNG u'ONG
 

(Kern thea Ta trinh Thu tU'6ng Chinh phil sb .... , ngay .. .1. ../. ...
 
cua B9 N9 i V1;l)
 

S5TT Ten co' quan Bien ch~ cong chu'c 

-. 

-­
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BONOr Vl) BIEU MAu BM-02/TCBC-02 

Chi tieu bien ch~ cong chuc nam .... cua co quan, t6 chuc himh 
chinh Nhil nUDc 6 dja phuong 

BO NQI Vl) CQNG HoA XA HOI CHU NGHIA VI-eT NAM 
DQc I~p - T\l' do - H~nh phuc 

CHI TIEU BIEN CHE CONG CHUC TRONG cAc CO QUAN, TO CHUC
 
HANH CHINH NHA NUaC (j DIA PHUONG
 

(Kern thea To trinh Thu tuang Chinh phu 's6 .... , ngay .. ./. ../. ...
 
cua B(j N(ji v~)
 

sa .. 
TT 

, 
Ten tinh, thanh phD tr\l'c thuQc Trung 

u'o'ng 
Bien ch~ cong chtfc 

- - ­

. 
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I ~ Y .... 9 1 • Y I BlbU 1V1AU .JjM-UJIl Cl::K;-U2 

Chi tieu bien ch~ cong chuc nam k~ ho~ch cua B9 .... 
.---J 
~ 

BO NOI VlJ CONG HoA XA HOI CHV NGHIA VI~T NAM 
DQc l~p - T\}' do - H~nh phuc 

CHi TIEU BIEN CHE CONG CHUC NAM KE HOACH CVA BD ,..
 
(Ban hanh kern thea Quy~t dinh s6 ".lQD-BNV ~gay .. .1. ..1....
 

cua B(J tru'ang B(J N(Ji v~)
 

T6ng s6 bien ch~ cong Chll'C 
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BlED MAD BM-04/TCBC-02 

Chi tieu bien ch~ cong chll'c nam k~ ho?ch cua tinh, thanh ph6 .... 

BO NOI Vl) 

BQ NQI VI) CQNG HoA XA HQI CHV NGHiA VI~T NAM 
DQc l~p - Tl}' do - H~nh phuc 

CHi TIED BIEN CHE HANH CHINH NAM KE HO~CH CVA tinh, thanh ph6...
 
(Ban hcmh kern thea Quyit atnh s6 .. .lQD-BNV ngay .. .1. ..1. ..
 

cua Be) truirng Be} Ne}i v~ )
 

T6ng s6 bien ch~ cong chuc 

BM-04/TCBC-02 Ngay ban hanh JqN-l/,l'l\i-L Trang: 15115 
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