






















































Thu leY Lanh d~o Be> giup Lanh d~o Be> nh~ cac van ban, thong bao 
mai hQp thee sv chi d~o va phan cong cua Lanh d~o Be>. 

Hang ngay, Nguai dUng d§.u ca quan, dan vi thue>c, tn,rc thue>c Be>, Thu 
kY Lanh d~o Be>, cong chuc, vien chuc phai thuang xuyen kiSm tra he>p thu 
cong V\l dS xu ly cacvan ban, thong tin duqc trao d6i qua m~ng ne>i be> cua Be>. 

Ngay sau khi nh~ duQ'c van ban mai hQP, cac tai li~u hQP kem theo, 
Nguai dUng d§.u ca quan, dan vi thue>c, tn,rc thue>c Be>, Thu kY Lanh d~o Be>, 
cong chuc, vien chilc co trach nhi~m xac nh~ vi~c nh~ van ban, tm li~u (xac 
nh~n qua m~g may tinh) dS ca quan, dan vi mai dUQ'c bi~t. Thu leY Lanh d~o 
Be> co trach nhi~m bao cao Lanh d~o Be> vS cue>c hQp thee ne>i dung thong bao 
cua ca quan, dan vi mai hQp; 

b) Trir truang hqp co ne>i dung m~t va trir truang hqp thvc hi~n thee y 
kiSn chi d~o cua Lanh d~o Be>, vi~c mai hQp duQ'c Van phong Be>, ca quan, dan 
vi chu tri t6 chilc cue>c hQp gui van ban mai hQP, cac tai li~u lien quan dSn 
cue>c hyp qua m~ng may tinh dSn he>p thu cong V\l cua cac thanh vien dv hQp 
dS biSt va dv hQp; d6ng thai, Van phong Be>, ca quan, dan vi chu tri t6 chilc 
cue>c hQp co thS thong bao vi~c t6 chilc cue>c hQp tren m~g thong tin ne>i be> 
cua Be> dS cac thanh vien dv hQp biSt. 

3. T6 chuc he>i nghl. triSn khai nhi~m V\l cong tac: 

a) Khi thvc sv c§.n thiSt phai t6 chilc he>i nghi dS quan tri~t, t6 chilc triSn 
khai tren ph~m vi toan qu6c nhfrng chu truang, chinh sach lOn, quan trQng va 
c~p bach cua Bang va Nha nuac thue>c nganh, linh vgc quan ly cua Be> Ne>i V\l, 

thi Be> truOng Be> Ne>i V\l co van ban trinh va phai duQ'C sv d6ng y cua Thu" 
tUOng Chinh phu vS m\lc tieu, yeu c§.u, ne>i dung, thanh ph§.n tham dv, thai 
gian, hinh thilc va dia diSm t6 chilc he>i nghi; 

b) DV kiSn t6 chilc he>i nght phai duQ'c dua vao chuang trinh, kS ho~ch 
t6 chuc cac cue>c hQp cua Be> ngay ill d§.u nam va gui truac cho nhfmg ca quan, 
t6 chuc, ca nhan duQ'c tri~u t~p ho~c duQ'c mai it nh~t 1a 01 thang truac ngay t6 
chuc he>i nght. 

4. T6 chilc cac he>i nghi sa kSt, t6ng kSt, cac cue>c hQp chuyen dS~ 

a) Vi~c t6 chilc cac he>i nghi sa kSt, t6ng kSt, cac cue>c hQp chuyen d8 
phai duQ'c sv phe duy~t cua c~p co th~m quySn. 

Vi~c t6 chilc he>i nghi toan nganh, he>i nghl. toan qu6c dS triSn khai 
nhi~m·V\l quan trQng cua Be> va cua nganh do Be> truOng quySt diM tri~u t~p 
ho~c do Be> truOng trinh c~p co thfun quySn cho phep thvc hi~n; 
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b) van phong BQ chu tri t6 chuc cac hQi nghi so kSt, t6ng kSt; cac cUQc 

hQp chuyen d@ lien quan dSn vi~c xay dvng va thvc hi~n chuang trinh cong tac 

cua Be> va cua nganh NQi V\l; 

c) Cac co quan, dan vi thUQC, trvc thuQc BQ chu tri t6 chuc cac hQi nghi 

so kSt, t6ng kSt; cac CUQC hQp chuyen d@ lien quan tfl,IC tiSp dSn cong tac 

chuyen mon cua co quan, dan vi; 

d) Cac cUQc hQP, lam vi~c vai cac co quan hfru quan do BQ tru6ng ho~c 

Thu tru6ng chu tri thi co quan, dan vi duQ'c pharr cong chuin bi nQi dung co 

trach nhi~m dang kY vai Van phong BQ v@ thanh ph§n, thCri gian, dia diSm dS 

b6 tri phong hQP va xsp lich lam vi~c trong tu§n; 

d) Nguai dUng d~u co quan, dan vi thuQc va tl'\IC thuQc BQ quySt dinh 

cac cUQc hQp do Hlnh d~o co quan, dan vi chu tri dS giai quySt cong vi~c 
chuyen mon va cac cong vi~c khac thea chuc nang, nhi~m Vl,l duQ'c giao. 

5. T6 chuc cac he>i nght, he>i thao qu6c tS: 

Vi~c t6 chuc cac hQi nght, hQi thao qu6c tS cua BQ NQi Vl,l thvc hi~n thea 

quy dinh cua phap lu~t va phai duQ'c Lanh d~o Be> phe duy~t. 

a) VI} HQ'P tac qu6c tS lam d~u m6i, ph6i hQ'P vai cac co quan, dan vi 

lien quan t6 chuc cac hQi nght, he>i thao qu6c tS do Lanh d~o Be> chu tri; 

b) Cac co quan, dan vi thuQc, tfl,Ic thu(>c Be> chu tri, ph6i hQ'P vai Vt;t 

HQ'P tac qu6c tS, Vt;t KS ho~ch - Tai chinh trinh Lanh d~o 13Q phe duy~t vi~c t6 

chuc cac h(>i nghi, hQi thao qu6c tS do co quan, dan vi minh chu tri t6 chuc. 

ChU'O'ng vn 
DI CONG TAc TRONG NUOC VA NUOC NGoAI 

DiSu 22. Di cong tac trong nU'o-c 

1. Vi~c th8nh l~p doan va Cll cong chuc, vien chlic di cong tac trong 

nuac phai can cli VaG yeu du nhi~m Vl,l va n(>i dung, m\lc dich cua chuYSn 

cong taco 

2. £)6i vai doan cong tac cua Lanh d~o Be>. 

a) Khi Be> truOng lam vi~c vai cac Be>, ban, nganh, dia phuang, Van 

phong BQ· co trach nhi~m ghi bien ban va thong bao y kiSn kSt lu~~ cua B(> 

tru6ng dSn cac co quan, dan vi co Hen quan dS nghien CUu giai quySt. Truang 

hQ'P Van phong BQ khong tham gia doan cong tac cua B(> tru6ng thl dan vi 

dUQ'c BQ tru6ng phan cong chu tri co trach nhi~m ghi bien ban, thong bao y 
kiSn kSt lu~ cua B(> tru6ng dSn cac co quan, dan vi co lien quan dS nghien 

cUu, giai quySt; 
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