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QUYET DINH 
Ve viec ban hanh Quy che lam yiec elm So• Tai chinh Ha Giang 

GIAM DOC SO TAI CHINH TINH HA GIANG 

Can cit Thong tu lien tich s 220/TTLT-BTC-BNV ngay 31/12/2015 dm 
Lien be.Tai,chinh, be Nei vizi ye viec huerrig dan chdc nang, nhiem v,  quyen han 
\fa co cau to chirc caa SO Tai chinh thuec Uy ban nhan dan tinh, thanh pho true 
thuec Trung ucmg va Phong Tai chinh - Ke hoach thuec Uy ban nhan dan quart, 
huyen, thanh phi), thi xi thuec tinh. 

Can dr Quyet‘drnh s6 2507/QD-UBND ngay 26/10/2016 dm fly ban nhan 
dan tinh Ha Giang ve viec quy dinh chirc nang, nhiem vu, quyen han va co cau to 
chirc caa SO.  Tai chinh tinh Ha Giang; 

Sau khi hop theng nhtt trong tap the Cap ay, lanh dao SO, dal dien cac 
chirc Doan the trtrc tin* Sec 

Xet yeu cAu v nhiem vu va de nghi caa Chanh Van ph6ng set, 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyet clinh nay Quy che lam viec cUa SO Tal 
chinh tinh Ha Giang. 

, 	Dieu 2. Quyet dinh nay co hieu lac thi hanh k tü ngay 15/12/2017 va thay 
the cho cac Quyet dinh fru& day dm SO Tai chinh vã ban hanh Quy che lam viec. 
Giao cho Chanh van ,pheing SO có trach nhiem don doe, ,kiem tra viec thuc hien 
Quy che va bao cao ket qua/ thtrc hien Quy che voi Gram doc SO. 

Dieu 3. Lanh dao SO; Chanh Van phong se; Tnrearg cac phOng chuyen m6n, 
don vi, can b'e, cong chdc, vien chile thuec SO va cac to chirc, cá nhan lien quan 
chiu trach nhiem thi hanh Quyet dinh nay./. 

Nal nitipt: 
- Nhu dieu 3; 
- TTr UBND tinh (BC); 
- Ser Nen vu; 
- Lanh dao SO; 
- Cac phong NV, Trung tarn DVTC; 
- Trang fining tin din tir SO TC; 
- Vnptioffice; 
- Um VT; CVPiy/ 



ONG HOA XA HQI CHt NGHIA VIET NAM 
DO lip - Ty do - Hunh ph&  

Ha Giang, ngay4 theing 12 ruin, 2017 

QUY CHE 
LAM VISC CITJA SO TAI CHI NH (Sin dal b xung) 

(Ban hanh kern theo Quyat Oink sabaIngityoethcinglatnam 2017 
cila So Tâi chinh tinh Ha Giang) 

Chuang I 
NHUNG QUY DINH CHUNG 

Dieu 1. Thum vi, (161 ttnyng Ai) dung 

Quy dinh v nguyen the, che de trach nhiem, th 16i lam viec, mei quan he 
ding tac va trinh t gig quye't ding viec cUa cac be' phan true thuec SO Tai chinh. 

Quy ch6My ap dung UM veri can 116, cong chirc, vien chftc, nguesi lao deng 
(sau day g9i tat la CBCCVC); cac t6 chirc true thuec SO Tai chinh; cac t6 chirc, ea 
nit trong qua trinh quan he ding tac, lam viec vol SO Tai chinh. 

Dieu 2. Nguyen tic ram viec 

SO Tai chinh lam viec theo che ctO TIM truemg va tuan the nguyen the tap 
trung dart chi", tap the lanh dao, cá nhan php trach. (ham dee SO IA nguei dimg dau 
SO, mei hog Ong Ma Sex du phai tuan the theo quy dinh cea phap luat va Quy che 
lam viec caa SO Can be, eeng chirc thuec SO xir 15,  va giai quyet cong viec dung 
pham vi trach nhiem, tham quyen. 

Trong phan cong cong viec, m6i viec chi dugc giao met phOng, dun vi true 
thuec, met nguti php trach va chiu trach nhiem chinh. Cong viec duce giao cho 

don vi thi trueng phOng, dun vi de phai chiu trach nhiem chinh ve thing viec 
dugc giao; be phan nao dugc phan &Ong ph& hop thi lanh dao ph6ng do den dee can 
be trong phOng phei hgp tithe hien; dam ban viec tham muu, giai quy6t cong viec 
phai dung quy dinh elm phap lug. 

Bao dam than the trinh to, the tpc va tiled han giai quyet ding viec theo dung 
quy dinh elm phap luat, chucmg trinh, ke hoach eeng tac elm SO va Quy che lam viec, 
tit truemg help d6t xuAt hoc co yeu eau Ma co quan cap ten. 

Bao dam phat huy nang lire va sO trueng elm CBCCVC; d cao su ph& hop 
trong cong tac; trao dei th6ng tin trong gig quyet thing viec va trong thuc hien nhiem 
vp theo chire nang, nhiem vv, quyen 	dugc phap that quy 

Dam bao dan cgt, re rang, minh baeh va hieu qua trong mi hoat deng caa SO. 

HBHD TINH HA thIANG 
SO TAI CHINH 



Chuang II 

'MACH NHItM, PHAM VI, CACH THIIC GUI QUYET CONG VItC 
VA QUAN HE CONG TAC 

11.)iu 3. Trach nhiem, phum vi giai quyet ding viec Qua Glom doe Se 

1. Giam dc SO la ngueri chiu trach nhiem tru6c Tinh u9, HDND, UBND tinh, 
ChU tich UBND tinh, Be Tai chinh vã utak phap luat ye lanh dap, chi do va to chit 
dieu hanh mpi boat Ong tha SO. 

, 	2. True tip phan ding cac Ph6 Giant dee SO giüp Giam dee SO phu trkh rnet 
s6 linh vtm cong tac chuyen m6n va theo dOi, pita trach met s6 eac huyen, thanh ph6. 
Khi Giam doe SO di yang, uS, quyen cho met Pho Om doe SO dieu hanh ding viec 
cna SO. 

au deng lam vie ved BO Tai chinh hok cac BP, nganh cua Trung ucmg c6 
lith quan den hoot cleng cilia SO, dm nganh hoc theo chi dao tha Tinh. Tranh thU su 
huerng an ye nghiep vij chuyen men oh Be Tai chinh de tham muu cho US'  ban nhan 
dan tinh, Chn tich UY ban nhan dan tinh time hien tot nhiem vu thuec cac 1Inh yuc 
Quart 19 nha nuerc ye Tai chinh 0 dia phtnmg. 

CIM dPng phi hop veri Thu trueng cac SO, Ban, nganh; Chu tich IJI3ND cac 
huyen, thanh phO; cac cg quan, dun vi kthe có lien quan ge giat quyet ding vie có 
lien quan theo ehirc nang, nhiem vu cna SO hok the van de do Tinh uy, FIDND, 
UBND tinh, Chit tich US'  ban nhan dan tinh phan cong theo quy dinh cUa phap luSt. 

Chi doe) viec huemg clan chuyen men, nghiep Am; thanh tra, kiem tra hoot 
dOng thuth linh vat phan cap pan lY cna Set 

Chiu trach nhiem ph o bin, quan triet day dit, kip thei cac chit twang, chinh 
sach, righi quy6t, thi [hi dm Bang, phap lust clia,Nha ntrefe, quy chE, quy dinh cUa SO 
den mi CBCCVC thuec SO va the don vi, the cap có lien quan. 

Quyet dinh phe chuan (bang van ban) ve phan cang nhiem tin cho the phOng 
chtic nang tha SO theo d nghi ena TmOng ph6ng \fa Chanh Van phong SO. 

Trac tip giai quyet met se van de da giao cho Ph6 Giarn dee SO dam nhiem 
nhimg xet thay can thiet do nei dung cong viec cap bach, quan trong, nhang viec con 
có 9  kien khac nhau lien quan den the Pho Giant doe SO tit len. 

Thuemg xuyen quan tam va tao dieu kien thuth Igi de the tO chirc Bang, 
Doan the, ck Hei dling, Ban chi dao do SO thanh lap boat clOng c6 hieu qua theo quy clirth 

Nhfmg cong,viec can thao luan tap the Lanh do SO tnrec khi Giam dee SO 
trinh tinh xem xet quyet dinh: 

a. Chien lugc, quy hoach, ke hooch phat tri'en nganh, linh we; 



Chtrcmg trinh cling tic thang, quy, nam; ka hoach xay dtmg van ban quy 
pham phap luat hang narn va dai hon eUa SO, nganh, do that) cac van ban quy pham 
phap luat trinh Uy ban nhan dart tinh, Hi (long nhan dan tinh quyet dinh; 

Ka hooch dm nganh Tai chinh trian khai the chit truong, chinh sach quan 
tong tha Bang Nha nuot, cac van ban quy pham phap 101 quan gong dm cap tren dã 
ban hanh; 

Cac chtrong trinh, d'e an do Sit chit tri; 

d. Mua sam tai San co dinh, trang thiet bi van phong, sira chila lam [di san cO 
dinh hang nam, thanh ly tai sin ca dinh. Dv toan ke hooch ngan sach hang nam; 

Quyet dinh phan ding nhiam \to cho cac PIM Giam doe SO; 

Gong the to chOc 60 may va nhan skr elm SO theo quy dinh; 

Bao cao hang nam \la thng kat danh gid tinh hinh thvc hien nhiam vv c6ng 
the dm SO, nganh tai chinh va kiam diem skr chi (too diau hanh dm SO; 

Nhang van,dav ky kat va tham gia hop the quae th dm SO, nganh; ké hoach 
thvc hien cac cam kat bao dam hi nhap vac te; 

Nhimg van de kit ma Giam dew SO thay can thiat phai dua ra thao Mn. 

Trong, truamg hop kthing co dieu kian th chirc thao luan tap tha, theo,  chi dao 
cita Giant doe Sat, don vi chit tri xay dkmg de an, to trinh, nghi quyet, quyet dinh,.. 
phiii hop van Chanh Van phong SO lay y kith the Ph6 Giam doc SO, trinh Giárn doc 
SO quyet dinh; 

Sau khi cac Ph6 giam dec SO da c6 9  kien, Giám doc Sat la nguesi dua ra quyat 
dinh cu6i cung Nth chit' trach nhiam ve quyet dinh etth minh. 

Dieu 4. Track nhiem, phpn vi giii quyet thug viec cüa Pho giam dec So.  

Cac Pith Giam dac SO dugc Giam d6c Set phan c6ng phn trach mat s6 linh 
vtrc, phOng, don vi va &roc sir dong quyen han cIta Giam doe, nhan danh Giam doc 
khi giai quyet cOng,  viac thuac lTnh nrc throc (ham doe phan cong \fa chin trach 
nhiam try& Giam dOe va tnrac phap luat ye &rang quyet dinh thla minh. 

Chit dang tham muu, d xuat yeti (ham dific Set va nai edung chuong trinh, 
hoach cang the trong tarn dm Sat, nganh theo dinh ky, dot xuat; cac giai phap trong 
lanh dao, chi dao dieu hanh eong viec dm Sit de hoan thanh tat mpi nhiem 	theo 
chirc nang elm SO. 

, 	3. Khi Giam daic SOquyét dinh diCu chinh sçr phan cOng gicra cac Pho 
doe SO thi cac Ph6 giant dOe Sit do phai ban giao MX dung thing viec, h6 so, tai liau 
lien quan cho nhau va bao cao Giam doe SO. 

4. Chi dao kiem tra viec [lien khai thkrc hian cac chit twang, chinh saeh, nghi 
quyat, chi thi cita Bang, phap luat ctia NM nuae; cac ,quyat dinh, kat luan cita Giam 
doe So trong pham vi doge phan thing. Thoc hian che da thOng tin, bao cao thtremg 
xuyen va dat xuat vad Giam deic SO cac kat qua chi dao, trien khai thvc hian cac linh 
vkrc c6ng the doge Giam doc SO phan cang, phat hien va de xuat nhOng van de can 
sin dOl, b6 sung. 



Chu deng chi ciao giai quyet cOng viec dirge phan cong, neu c6 van de lien 
quan den linh we cüa Ph6 giám doe khac thi trkrc tiep phoi hop vet Ph6 Clam dOc do 
de thong nhat giãi quyet. Twang hop can c6 9  kien cda Giam dee SO /hoac gitTra cac 
Ph6 ,giam doe SO cOn co cac 9  kien khac nhau, phai bac) cao Gam dot SO xem xet 
quyet dinh. 

Dei vOi nhimg van de thuec v8 chit twang hoac c6 tinh nguyen tac ma chin 
c6 van ban quy dinh tac Ong den tinh hinh kinh t8 - xã hei ega tinh, tinh hinh cüa SO, 
nganh; viec ky ket thoaI thuan hgp tác quoc te ve,Tai chinh, the linh vgc &cc giao va 
nhilIng van de quan trgng khac thi PIM giam doe SO phai xin 9  kien Giam doe SO 
tilt& khi quyet dinh. 

Ph6 giam dee SO duct Gam dec So uS,  quyen lam nhiem vkt thuang try° khi 
Giant doe SO di cOng the yang dugc giai quyet, xir 19 cong viec thuec tham quyen cim 
Glom doe (oth ding tac TCCB), dugc bao cao va lam viec vOi Chit tich Uy ban nhan 
dan tinh hoac Ph6 chit tich Lly ban nhan dan tinh, duct dkr cac cuec‘h9p do Tinh uy, 
HDND, UBND tinh trieu tap, dirge k9 cac van ban thuec tham quyen cüa Giarn dOc 
SO. Khi Clam dOc SO di cOng tac vE, Ph6 giant doe SO duct uS,  quyen c6 trach nhiem 
báo cao,tean b cong viec dirge u9 quyen yeti Giam dOe SO \fa chiu trach nhiem truac 
Giam doe SO vá fru& phap luat ye quyet dinh cua minh. 

Diéu 5. Chit Ong xay dung ka hoach d bao cao Giarn dee So.  be tri tiled gian 
thich hop di cOng tac tai co SO (dinh k9, det xuat) de kiem tra, don doe chi dao va phoi 
heap giai quyet cac cong viec thuec tham quyen va trach nhiem cim SO. 

Dieu 6. Trach nhim, phm vi giai guy& ding vic cfia Truirng phnng Ara 
twang &rang 

I. Chit ding te chive thkrc hien ding viec chuyen mon [hue chirc Wang, nhiem 
vu cüa phOng, don vi; Quart 19 can 1)(5, Gong chdc /thuec phOng \TA can bi5, cong chirc 
thuec quyen quart 19 (sau khi trao dOi, thông nhat vOi Chanh Van phang SO, trinh 
Giam doe SO ra quyet dinh phe duyet bang van ban). Chi ciao, don dOc can be, cong 
chdc that hien va hoan thanh cac nhiem vg dirge phan cons dam bao co chat lugng, 
hieu qua lid [hart gian theo quy dinh; cha deng tham mini, de xuaIt cac bin phap nham 
[hoc hien t6t chirc nang, nhiem vg cita phOng, don vi. 

2. Chit &mg phi hop vOi Ph6 phOng va Torang cac phOng nghiep vu khac • 
xir 19 nhOng van de c6 lien quan den cOng viec thuec chirc nang, nhiem vg cüa phOng 
minh va thgc hien nhiem vii chung eüa SO. Nhirrig viec,phat sinh vtrgt qua ,tharn 
quyen phi kip that bao cao Clam doe SO hoc Ph6 giam dee plot trach cho 9  kien chi 
dao dE giái quyet; khong ttr 9  chuyen giao ding viec thuee nhiem vu, tham quyen cda 
pilling minh sang ph6ng kit& hoc len Lanh dao SO; khong giãi quyet Ong viec thoec 
nhiem vu, tham quyen cua cac phOng khac khi chtra three Ph6 giam doe, Glom dee se 
phan cOng giai quyet. 

3. Truck khi duce car di hoc, di cong tac phai bao cao Giam deic SO, Ph6 giam 
(lac SO pho trach &Ong theri thOng bac} cho Chanh Van phOng biet (twang hop di h9c 
phai bao cao bang van ban) va u9 quyen, ban giao Ong viec cho pho tnreng phOng 
quan 19, dieu hanh hoat Ong cUa phOng. Ng-yeti duce u9 quyen chiu trach nhiem 



truck truerng phemg, truem Giam dgc SO va threw phap Mat ve mai hoat dOng cita 
phemg trong thai gian dtrgc u9 quyen; yang mat tai co quan tir 1 ngay lam vice trey len 
phai bao cao Gram doe SO. 

P110 bin, quan triet clay du chü truang, Nghi muyet, chi thi cüa Dang, phap 
luat dm. Nha nuerc; n'ei quy, quy che, quy dinh cüa ca quan; the van ban lien quan den 
hoat dOng chuyen mon dm SO, Phong, dun vi theo quy dinh. Tao,dieu kien thuan lgi 
giap can b0, ding chirc c6 dü thong tin va ca sO Oat) 19 can thiet plaw vii cOng tac 
tham mutt, gam viec. 

True tiep trinh lanh dao SO xet duyet vã ky cac van ban do phOng tham mtru 
soan thao, 	nhay van ban truck khi trinh kern theo the tai lieu lien quan de lam can 
Cu giem lanh dao SO xem xet giài quyet hoac phe duyet. Chlu trach nhiem tnrem Clam 
dem SO ye hinh that, the there \fa kyr thuat trinh bay van ban cang nhu chat lugng, nen 
dung van ban theo quy dinh. 

Thkrc hien cac nhiem vi,i khk do Giam dc SO hoc Ph6 Giam dgc SO phan 
cOng theo quy dinh. 

ChM trach nhiem truck Clam dc SO, totem phap luat ve toan 130 cong tac 
chuyen m6n nghiep vii cUa phemg, don vi. 

Dieu 7. Trich nhiem, pimm vi giái quyet ding viee elm Pho trurimg pining 
vA twang throng 

I. Ph6 truerng ph6ng giap trueng phong thkrc hien meg so' nhiem vv cOng tac 
eUa phemg, xir 19 mOt so cOng viec dOt xuat do Tn.rang phemg phan cOng; xir 19 cong 
viec cria pheng khi dugc Tnrerng phemg 	quyen; chiu trach nhiem truac truemg 
phong va truem phap Mat trong viec thkxc hien nhiem vj dugc phan cOng. 

2. True tip trinh lanh dao SO xet duyet va k9 cac van ban thuem Iinhvim Ph6 
phemg dugc giao quan 19 va truc [Top tham mutt soan thao, k9 nhay van ban truck khi 
trinh kern theo the tai lieu lien quan de lam can Mr giim lanh dao SO xern xet giai 
quyet hoc phe duyet. ChM trach nhiein truac Clam dem So.  ye hinh them, the thirc va 
k5 thuat trinh bay van ban clang nhu chat lugng, nai dung van ban theo quy dinh. 

, 	3. Ciing Tatting pheng to cherc chi dao, quan 19 can N, cong chirc; dOn dgc, 
kiem tra vie thkre hien nhiem vii cong vii dm can bc), cong chic thuem quyen quan 19 
ciia pheng; yang mat tir 2 ngay lam viec trer len phai bao cao Giam dem SO hoc Pho 
Giam doe SO.  phi,' trach va th6ng bao cho Chanh Van ph6ng SO. 

Tlarc hien cac nhiern vu khac do Giam dgc SO Mac Phe Giam dem SO phan 
cOng theo quy dinh. 

Chiu trach nhiem truot Giam Mc SO, truck phap luat v6.  nhfing nei dung 
cOng viec thuem linh we Pho phemg dugc giao quan 19 hoac trim tiep tham mut. 

Dieu 8. Trach nhiem, phum vi giai quyet cong viee elm can be, ding chat 

I. Chit clOng nghien ciru, tham muu, de xuat ve ding tac chuyen mon nghiep vv 
thuec pham vi nhiem km, quyen hn duge giao va hoan thanh cac nhiem vt chuyen 
mon dugc lanh dap phong phan ding theo chirc nang, nhiem v  cüa phemg. Tnrerng 



hop cOng viec dugc Lanh dao SO giao trgc tip thi phai bao can 10 Trueng ph6ng và 
phai chiu trach nhiem cá nhan truck Lanh dao SO, fru& phap luat. 

Chiu trach nhiem cá nhan truck Truerng phi:mg va tnrerc phap luat v chAt 
lugng, hieu qua cna timg cOng viec dugc giao Ira 9  kien de xuat, quy trinh giai quyet 
cOng viec dugc phan cOng theo dOi. Kh6ng dugc ttr 9  bao cao, de xuat hoac xin 9  kien 
vugt cap len Lanh ciao,SO giai quyet cOng viec thuec than quyen, trach nhiem cita 
phong khi chua c6 sg dong 9  cna Trutng phong. 

- Twang hp xet thay 9  kin chi dao, giai quyet ding viec cüa lanh dao pi-1ring 
chua dung, chua hop 19 hoc c6 9  kien khac vet 9  kien chi dao cüa lath dap pheng thi 
c6 quyen de xuat, bao cao xin 9  kien chi dao cUa Giam doc SO hoc Ph6 giam doc SO 
ph g trach linh vtrc va phai chiu trach nhiêm truerc Giam d'ec Se, trueyc phap luat ye 9 
kien tham muu, de xuat do. 

Cac van ban sau khi snail thao xong kip thei chuyen cho TruerngphOng, hoac 
Ph6 twang phring ph a trach true tiep de kiem tra, chinh situ bao dam chat Itrgng, nei 
dung van ban theo yeu eau sau de hoin thin chuyen lai cho lanh dao ph6ng trinh 
Lanh dap SO xem xet k9 ban hanh theo quy dinh tai Dieu 6 dm Quy che nay. 

Thee hien nghiem tüc cac quy dinh cita phap luat ve can be, cOng chirc va 
cac quy dinh cUa SO. 

Viec giai guy& cOng vie tai 13'e phan tiep nhan Ara tra ket qua hanh chinh cüa 
SO tai Trung tarn hanh chinh ding dugc thgc hien theo quy clinh ye cai each hAnh 
chinh theo co che "met dm" va cac van ban quy dinh liCu quan. 

Ching III 
LE LOI LAM VIEC VA QUAN H CONG TAC 

Dieu 9. Le 18i lAm viec 
Giam dôc So' la ngueri dirng dau SO, thuc hien chirc trach cUa Thu throng co 

quan theo quy dinh cUa phap luat; chi dao, dieu hanh toan dien cac libh vac cong tac 
theo chirc, nang, nhhiem \Tv cna SO, cita nganh; true tiep bao cao Gong tac tnrerc Tinh 
uy, Wei clang nhan clan Uy ban nhan dan tinh, Chit tich U9 ban nhan dan tinh, Be Tai 
chinh theo quy dinh,  va theo yeu cau. Tnyc tiep bee cao va lam viec veri Chit tich U9 
ban nhan dart tinh ye nhang van de quan trpng c6 lien quan. Tnrc tiep k9 cac van ban 
ye cOng tac t6 chirc be may va nhan sir theo quy dinh cüa tinh va tham quyen cüa SO; 
cac bao cao chuyen de, cac ter trinh, de an, du an trinh cap tren, cac van ban do SO 
soan thao tham muu trinh cap tren k9 ban hanh de chi ciao cOng tac chuyen mon, 
nghiep v11 theo quy dinh. Trieu tap va chit'  tni cac cuec hap do SO to chirc, hoc uy 
quyen cho met Ph6 giam doe SO chü tn. 

Pho giam dc SO la ngueri giüp Clam ct6c SO chi ciao, (lieu hanh met se linh 
vac cOng tac dugc Gram doc SO phan cOng, chiu trach nhiem tnrerc Giam cloc SO lid 
three phap luat ye cac mat cOng tac dirge (lam doe SO phan cOng, dugc k9 cac van 
ban tham gia giai quyet, xir 19 cac van .de thuec linh vire dugc Giam,d6c SO phan 
ding, u9 quyen (tit cac van ban thuec tham quyen quy dinh cUa Giam doe Sa). 

- 6 - 



3. Lanh dao cac phOng eh& /fang, don vi thuee SO cha deng t6 chirc thuc hien 
cong viec thuee chire rang, nhiem Iry va quyen han cüa minh; chiu trach nhiem tnrerc 
Giam doe ,Ser va tnrerc phap luat ye toan be eac mat &Ong tac theo quy dinh. Thtrc hien 
day dit che d th6ng tin, bao cao theo quy dinh cita phap luat va quy dinh cila SO. 

, 	4. Chanh Van phOng SO; ngoai viec chap hanh va thtre hien eac quy .dinh tai 
Dieu 6, chucrng II va quy dinh tai khoan 4 dieu nay, dugc thin lenh Gidm chic SO k9 
met se giay ter hanh chinh,trich ket luan Cu L5nh dao SO., in sao cac van ban (khi di 
Ming tac yang phai 	quyen bang van ,ban cho Ph6 Van phOng kY thira lenh cac loai 
giay tä tr'en). GiUp Lanh ciao SO don doe, theo dôi, kiem tra nhiem va ena cac ph6ng, 
dart vi, nhiem vn oh can b0, Ming chic cita SO theo quy dinh ena phap luat va quy 
dinh caa SO; dugc du cac cuee hop oh Lanh dao SO, cac cuec hop do SO trieu tap, 
ghi bier' ban cuec hop lien quan tai Gong tic nei bo van ph6ng. Ginp Giam cloc SO 
quan IY tai chinh, ngan sach, cac loai tai san, phucmg tin va trang thiet hi lam viec 
dm SO theo quy dinh cUa phap ludt. Ginp Giam doc SO.  trong viec phoi hop, trao doi 
thong tin yin Van pheng BO Tai chinh, SO îàí chinh cac tinh, thanh pho; cac SO, Ban 
nganh; cac ta chirc chinh tri - xä hei, to chile xa hi - nghe nghien;,  Van pheng HDND 
- UBND \TA Ph6ng Tai chinh - ke hoach cac huyen, thanh ph6 de phuc vi mei hot 
Ong, chi dao dieu hanh cUa Lanh dao SO theo quy dinh cUa phap luat. 

Ph6 tnramg ph6ng va tuang throng dirge phan c6ng quan ly true tiep met se 
linh yuc va chin trach nhiem fru& Truerng ph6ng, Lanh dao SO ve nhiem vu dugc 
giao 

Can be, Ming chirc chlu sty chi dao, quan lY tray tiep cüa lanh ciao pheng va 
chiu trach nhiem truerc Twang plaing va truck phap luat ye nhiem va ming va &roc 
giao. 

Dieu 10. med quan tif cling tic 
1. DOi veri Tinh u57, HDND, UBND tinh Ha Giang 

SO Tai chinh chiu sir lanh dao true tier, toan dien elm Tinh uy, HDND, 
UBND tinh, Dui tich,UBND tinh. SO Tai chinh c6 trach nhiem trier' khai thuc hien 
cac Chi thi, Nghi quyet, ket luan cUa Tinh uy; cac Nghl quyet, quyet dinh va van ban 
lien quan ena HDND, UBND tinh caa Chu tich UBND tinh va cac quy dinh cUa phap 
ludt lien quan den cac linh vat Ming tac cUa ca quan TM chinh 0 dia phuang. 

Thge hien ehe de thinh thi, bao cao dinh kY, dot xuAt theo quy dinh caa tinh; 
chd deng tham mini, de xuat xin kien chi dao dui tinh theo chirc nang, nhiem va 
duet giao cho nganh. 

2. D6i yfri Bi) Tai chinh 
SO Tai chinh chiu sa chi dao, hem tra, huerng dan v chuyen mon, nghiep vij 

dm BO TM chinh. Thuong xuyen gni mei quan he cong tac vai cac Cac, Vi, Vien... 
eita Be Tai chinh trong Ming tac chuyen m6n nghiep vu, tranh tint str huong da'n ye 
nghiep ,vu chuyen mon de tham mtru cho tinh thuc hien tot cac linh yuc quan nha 
nude ye TM chinh 0 dia phucmg. 

SO,Tai chinh c6 trach nhiem [den khai thuc hien Gong tac quy hoach, 
hooch cac de An, du an.... thuec nganh, Iinh vac; tO chat thgc hien nhang nhiem vu 



theo sy phan ding cila B Tai chinh va thoc hien che de thOng tin, thinh thi, bao cao 
dinh ky, 4th xuat voi B Tai chinh theo quy dinh. 

3. DOi yeti Sc So', ban, nginh, tit) chat chinh tri - xä 110i Cu tinh 
a) SO Tai chinh chU tri, phei hop chat che veri cac SO, ban, nganh, cac t6 cluk 

chinh tri - xa hi cita tinh nham thyc hien va hoan thanh tot cac nhiem vu chung theo 
quy dinh cüa tinh va quy dinh cita phap luat. 

b),Ser Tai chinh phei hop veri cac nganh trong viec thkrc hien cac Chi thi, Nghi 
quyet, ket luan cüa Tinh 	cac Nghi quyet, quyet dinh cna HDND, UBND tinh, Chi) 
tich UBND tinh va cac quy dinh cUa phap luat lien quan den cac linh vyc ding tac 
chuyen mon de tham mutt cho Tinh uY, HDND, UBND tinh, Chit'  tich UBND tinh 
lanh dao, chi ciao thkrc hien có chat Itrong, hieu qua cac linh voc cong tac cUa SO, dm 
nganh. 

c) Kip thai dé xuat va phei hop de xuat bin phap thao ga nhiing vuerng mac, 
kh6 khan trong qua trinh thkrc hien nhiem vy chuyen men cña nganh, don vi c6 lien 
quan den chirc nang, nhiem vg cila SO Tai chinh. 

4. Doi vol US,  ban nhfin dfin dc huyt'n, thanh phO 

Phei hop vOl UBND cac huy'en, thanh ph6 trong viec hi/Ong dan kiem tra, 
chuyen man, nghiep vy ye cong tac Tai chinh; phOi hop chi dao to chat trien khai 
thoc hien cac Chi thi, Nghi quyet, quyet dinh cita Tinh uy, HDND, UBND tinh, ChU 
tich UBND tinh, Be Tai chinh ve ph& trien kinh t6.- xä hei c6 lien quan den cac linh 
vyc Tai chinh ten ten dia ban cac huyen, thanh ph6. 

Giai guy& kip [hal cac d xuAt, kin nghi elm UBND huyen, thanh phó ve 
nhirng kilo khan vireing mac trong ding tac quan tai chinh, ngan sach, tai san ding 
nen clia ban. 

5. MÔi quan he veri Sc to chttc, th nhfin den cling tac 

I. Khach den co quan lam viec, giao dich cong the, phai clang Icy qua pluing 
thoemg troc (trir lanh dao cap tren va lanh dao Sc nganh, huyen, thanh phO). 

Neu khach den lam ,viec vOl pheng nghiep vy hoc be phan "Met cira" thi 
can b6 nghiep vy het), viec tip khach phai darn bao van minh, lich skr, khoa hoc, giai 
quyet ding viec nhanh, chinh xac va dung nguyen tac, nghiem cam viec gay kh6 
khan, hach dich, sach nhieu, phien ha. Dac biet viec tiep va giai quyet Sc birc xfic cua 
nhan dan (tip dan) phái thyc so mm deo, giai thich, ro rang, c6 tinh thuyet phyc. 

Neu cO d nghi lam viec tryc tier, \Teri Lanh dao SO thi Van phong phai nam 
ro nei dung ding viec can giai quyet bao cao Lanh dao SO de viec bá tri tiep, lam viec 
dat ket qua. 

96ivOi cac cuec tier, va lam viec chinh thirc yeti Lanh dao SO hoc Lanh ciao 
tinh. Van phOng SO c6 trach nhiem trinh Clam doe viec de xuat tiep khach; thong bao 
kip theri 5  kin cüa Clam d6c cho cac Ph6 giam d6c (nett ducrc phan cong) va cac 
phong, don vi lien quan biet de thkrc hien. Khi c6 ké beach lam viec vOl cac doan 

- 



khach, Van pining SO titling nhat veri ca quan dei tac ve Ice hoach chuan bi de bao cao 
Lanh dao SO. Ke hoach phai chi tit, cO phan ceng Cu the ve: Chuan bi bao cao, thanh 
phan tham du, phuong,an don tiep dal bleu, ph6ng lam viec, nei dung churn trinh 
lam viec. Sau khi cif) k hoach &roc phe duyet, Van pheing SO.  thong bao cac phong, 
don vi throe phan cOng, chuan bi va kiem tra den dc va chiu troth nhiem ve ding tac 
chuan bi; t chirc don khach, ghi danh sach dai bleu; Oat tat lieu, ghi hien ban buOi 
lam viec... 

Bei veri cac et* tip khach xa giao, cac doan tham lid lam viec vai Lanh dao 
So., Van phOng SO co trach nhiem b8 tri chtrang trinh va chit tri c6ng tac phitc vi theo 
yeu can tha Lanh dao SO, phi' hop ved quy dinh tha phi') luat va guy clinh tai Quy che 
nay. 

Viec don, tier, khkh nuot ngoai (nu ca) duce thuc hien theo quy dinh hien 
hanh cüa Nha nu& va quy dinh ena tinh. 

6. Si quan he trong nei be SO 

Quan he giita lanh dao SO: Thoc hien theo nguyen tAc "Tap trung dan chit, 
tap,  the lanh dao, ca nhan phu nth". Lanh dao SO throng xuyen, dinh IcY hoc (let 
xuat trao dOi, giao ban de theng tin, giai quyet cac ding viec cüa Set Trong qua trinh 
giài quyet c6ng viec th6ng qua thao Mk, quyet dinh dm Gam dOc Set la quyet dinh 
cuoi ding. 

Quan h giila lanh do SO yeti cac phOng, don vi trim thuOc: Thtyc hien 
nguyen tk lanh 4o theo che de TIM twang. Lanh dao SO truc tiep nghe va lam viec 
vifri lanh dao the ph6ng, don vi thttec SO, khi can thiet lam viec true tiep vOi chuyen 
vien de nghe va giai quyet the can viec co lien quan. 

Quan h gifta the ph6ng, don vi true thuec vai nhau la quan he phi ket hop, 
binh dang thong nhat ye phuong phap nghiep vu tao dieu kien giiip der nhau, ding 
hoan thanh nhiem vv chung. 

Dieu 11. ray dung va quan 	trinh cOng tac va Wei hop 

1. ray dung chirong trinh ding tic: 

Hang thang, quY, nam Lanh clao SO de,ra chucrng trinh, ke hoach ding tac tha 
SO, nganh tren so ser tinh hinh time te Ira yeu cau chung cüa BO, cita tinh. 

Cac pining, don vi va mtii can 6'0, ding chirc can dr chtrcmg trinh ding tac tha 
SO, xay dung chuang trinh ding tac cu the cho minh, nham thtre hien tot nei dung 
chuong trinh ding tac cna SO de ra. 

Jiang quji, nam SO.  t chirc danh gia ket qua trien khai thue hien cac chuong 
trinh, ke hoach cong tac va de ra Ice hoach ding tac trong tam trong quy, Mm sau. 

2. ye Hi hop: 

- Lanh ciao SO hop giao ban dinh ky met Man met lAn vao dau tun, hop bat thuerng 
khi can thiet 



LaInh dao SO hop giao ban venial-1h dao cac phOng, ban, don vi mi thang met Ian, 
then gian vao cu5i [hang hoac dan thang sau lien ke. 

- Hei ngh1CBCCVC dinh ky met nam Met Ian vao quY I hang nam. 

Hi nghi then khai cOng tic nganh tai chinh t6 chirc vao quY I hang Kam). 

Hop bat thuOng khi can thiet. Hop giai quyet c6ng viec lien quan den ck co quan, 
don vi the() cherc nang, nhiem vv ciia SO hoAc thco yeu can cua cap tren. 

thiet). - Hang [hang cac phong, don vi thuec SO hop met Ian (hoc hop det xuat khi can 

- M9i can be, c6ng chic phai chAp hanh nghiem bac che de hi, hop do SO trieu tap. 

Dieu 12. Quy dinh di thug tac 

Giant (16c SO di cong tac ,ngoai tinh phai bao cao Thireing truc Tinh us', 
Thuemg tn,rc UBND tinh va uy quyen cho met PM Giam doe lam nhiem vu thirting 
trim giai guy& cling viec cUa SO. Cac Pho Giam dee SO di con& tk phài bao cao 
Giam doe Sex, ket thitc chuyen phai bao cao ket qua dot c6ng tac (Bang van ban). 

CBCCVC di,cong tac phai xay dung ke hoach cong tac (chi tiet ve Wei dung, 
then gian va thanh,phan di c6ng tac) &roc Lkh dao SO duyet. Ket thitc chuyen cOng 
tac phai bao cao ket qua van L5nh dao SO. 

,Khi di ding tac, CBCCVC c6 trach nhiem ban giao lai nhimg c6ng viec c'An 
giai quyet cho ngueri c6 trach nhiem Cr co quan tiep tue thuc hien, dam bao hoan thanh 
nhiem vu ciwyc giao. 

Dieu 13. Che dO bao cáo 

Can be, ding chic c6 trach nhiem bao cao ket qua cong the veil Throng 
don vi minh theo yeu eau cüa Lanh d@o SO hoc Tnreing pheng, don vi minh. 

Truemg ph6ng, don vi thuec SO c6 trach nhiem bao cao ket qua c6ng tac voi 
SO dinh kY hang thang, quY, 6 thang, mOt nam giri ve Van phOng SO tong hop chung. 
Nei dung bao cao phai nen r5 ket qua nhimg c6ng viec hoan thanh; nhimg viec chua 
hoan thanh, neu 19 do, nguyen nhan chua hoan thanh; nhang kh6 khan, vueing mac vi 
dé xuat ke hoach c6ng tac cho then gian ti'ep theo và chiu trach nhiem ve bao cao cüa mink 

Thai gian girl ban cao: 

Bao cao thang girl ve Van phOng SO vao ngay 18 hang thang, bao cao quy vã 
6 thing, bao °do nam gin vao ngdy 20 thing cuoi qui. 

Cac bao cao chuyen de, bao cao dC.it xu'At phai gin ve Van phong 01 ban d'e theo 
dOi chung. 

Dieu 14. Ve hoc top, dao too vã bôi derng 

I. Mei can be, ding chirc phai br nghien ciru, hoc tap cac Chi thi, Nghi quyet, 
chit trucmg chinh sach cüa Dang, phap luat cCia nha nueic, de nang cao trinh di chuyen 
mem nghiep v9, dap (mg you cau nhiem va dirge giao. 

2. Hang nam, Van,  phong Sei ,c6 trach nhiem tham muu cho Lanh ciao SO thy 
dirng ke hoach dao tao, ben dueing doi von can be, cong cherc dm SO ciia nganh. 

- 



CAn cir quy hoach, Ice hoach, nhu ciu dao tao, b6i duerng hang nam Lanh dao 
SO xem xet quyet dinh hO tri can be, Gong chirc di dao tao, boi throng chuyen mem 
nghiep vv. Nheing can be, cOng chirc di h9c cac lOp tai tinh do cac ph6ng be tri ding 
viec hop ly de vita hoc, vita giai quyet cOng viec dugc phan ding. 

Can be, cOng chirc c6 ter 3 nam cOng tac trong nganh tra len, hoan thanh tat 
nhiem vv throe xet dr di hoe tap cac 16p dao tao nang cao nghiep vii, &roc huang cac 
che de theo quy dinh hien hanh cim Nha riverc vã Quy the chi Oen nOi be tha Sot 

Dieu 15. ye tuyen dung, tip Oen, danh gia, be nhiem, Man chuyen, biet 
phai, trung tap can bo, cOng chirc 

1;  Vic tuyen clang, tip nhan can 60, ding chdc ve SO ding tac do Lanh dao 
SO guy& dinh theo diing Nghi quyet, ket Man cim Bang tren co se( chi Oen bien che 
duce UBND tinh giao hang nam, dam bao trinh dO chuyen m6n dap Cmg yeu cau 
nhiem vv va phü hcm yeti thvc te cac cfritc danh, ngach cOng chic, vier) chirc va vi tri 
viec Mm. 

Hang nam thvc hien danh gia can be, cling chirc theo quy dinh; h so clanh 
gia can be duce Itru he so canhan. 

Vic b6 nhiem can bO lanh dao to:Ong, ph6 ph6ng, don vi thuec SO phai dam 
bao cac fiat chuan: Co sire khoe tot, co trinh do chuyen mOn Dal hoc, sir dang thanh 
thao may vi tinh, la Bang ,vien &roc quan chung tin na, có it nhat 5 nzrun kinh 
nghiem cOng tac trO len, nam trong quy hoach Al, A2, hoan thanh tot nhiem va va 
thuc hien theo phan cap plan ly ciia US'  ban nhan clan tinh. 

Viec 66 nhiem lai, luan chuyen, biet phai, chuyen dOi vi tri cOng tac cim can 
be, cOng chirc duqc that hien theo quy dinh hien hanh vl phan cap (man 15/ cim UV 
ban nhan clan tinh. 

Can cir you cu nhiem va cOng tac ciia SO.  va you cau dm cap tren, Giam dOc 
SO quyet dinh biet phai, trtmg tap can be, ding chew theo guy dinh hien hanh. 

Di'eu 16. Quy dinh v quan 19 con din 
Van thu c6 trach nhiem quan 	sir dung cac loai con dau co quan theo dung 

quy dinh. Nshiem cam viec sir dung clau, hoc cho clang dau khong dung tham 
quyen, de mat con dau phai tniy ctM trach nhiem va chlu hinh thirc kj,  luat. 

DiOu 17. Quin 19 van ban di, den vã Iuu trir he SY 

, I. Toan be van ban den phai dime tap trung Hi van thu elm SO de lam thti tvc 
tiep nhan, clang k9. Nhimg van ban den .khong duct clang ky tai van thu thi cac don 
vi, phemg khong co trach nhiem giai quyet. 

Cac loai van ban den, van thu co trach nhiem chuyen Lanh dao SO xet duyet 
va phan ding nhiem vii xir ly van ban cho the plying ban. Khi nhan ducre kien xir 19 
van ban ciaa Lanh dao SO, chuyen giao cho lanh ciao the ph6ng theo dung dia chi. 
Viec chuyen giao van ban tir lanh dao ph6ng den CBCCVC khong qua 04 giO ke tir 
khi nhan &roc phan cOng ala Lanh ciao Sot 

D6i veri van ban di din mirc do "Mat, T6i mat, Tuyet mat" phai dirge Ivan 19 
theo quy dinh tai Quy che bao v bi mat caa SO va cac van ban quy dinh lien quan. 



Van ban co /tau mix de "Khan, Thugng khan, Hod toe N/A Boa toe hen gier" van thu 
tiep nhan va kip Mei bao car) Chanh Van phOng trinh Lanh dao SO cho 9  kien chi dao 
giai quyet kip tlun. Van ban giri dich dant), phai chuyen theo dimg dia chi ngtreri 
nhan. 

4. Van ban "Khan", "Boa toe" do SO Oat hanh kip thei chuyen true tip hoc 
FAX ngay theo dia chi nal nhan, deng thei phai chuyen Oat nhanh 01 ban theo throng 
btru din (dOi voi van ban FAX) va phai theo dOi viec gin van ban di theo quy 

5. Tat ea the loai van ban do SO ban hanh, hoac than) mini trinh cap tren ban 
hanh (g9i chung la van ban di) phai dung the thirc van ban theo quy dinh hen hanh 
cita nha ntrec. Khi phat hanh van ban di Van thu co quan phai km ban c6 ehfr k9 true 
tiep, lanh dao phOng phai ky tat vao van ban. Viec phat hanh van ban di phai dugc 
phat hanh ngay sau khi ngueri c6 than) quyen ky duyet (ke ca ban in va ban clien tir). 

Del veri cac teal van ban Oat hanh có tinh chat "bac, mat" thi khOng dugc gUi 
qua thu dien tit dueri m9i hinh thitc. 

6. Viec 	tit, bit() mat: Cac loai van ban nghiep vu bao cao nghiep Nit) phai 
dagc giu bao mat theo quy dinh ena Nha nuere N/A quy che ye bao ve hi mat oh SO, 
cita nganh. 

7. Cac phOng, don vi thuec SO va m6i CBCCVC co trach nhiem lap ha so, bao 
quan he so; giao nep nhiing ha so, tai lieu dr gia tri km tit vao km ti -tico quan 
dung quy dinh hien hanh. Twang the ph6ng, don vi thuec SO chlu trach nhiem tnrerc 
Giam doe SO ye viec chi dao can be, cOng chirc don vi lap ho so, bao quan h6 so va 
giao nep he so, tai lieu vao ltru trit hien hanh dm co quan. Then 	giao nap tai lieu 
vao km frit hien hanh dug° quy dinh nhu sau: 

Tai lieu hanh chinh: Sau met nam ke tix nam cong viec ket thitc; 

Tai lieu nghien ciru khoa hoc, img dung khoa hoc cling nghe: Sau met nam 
ke tir nam cOng trinh clugc nghiem thu chinh thirc; 

- Khi giao nap ha so phai lap "muc lac ha so, tai liCu nep ltru" va lap "bien ban 
giao nhan tai lieu" cho van thu 	tin. 

- CBCCVC truerc khi nghi him, th6i viec hay chuyen cOng tac khac deu phai 
ban giao lai ho so, tai lieu cho co quan hoc nguai ke nhiem theo quy dinh. 

- Van phOng SO c6 trach nhiem gin)) Giant dc SO trong viec chi dao,,kiem tra, 
huOng dan viec lap ho so va giao nep 116 so, tai lieu vao km tr.& hien hanh din veri cac 
phOng, ban, don vi thuec 

8. Cac tai lieu km tra dm co quan, nu muen khai tháe, sir dung phai c6 9  kien 
phe duyet cUa Lanh dao SO hoac Chanh Van ph6ng (khi (Woe Lanh dao SO u9 quyen). 
Khi sir dung xong phai tra lai ngay. Van thu km trit co quan c6 trach nhiem lap so 
theo del viec khai thac, sir dung tai lieu km trit co quan theo quy dinh. 

9. Chi cung cap tai liCu, selieu nghiep vçi cita SO cho the co quan, don vi khac 
khi dugc stt nhat tri cua Lanh dao SO hoac Chanh Van phOng (khi dugc u9 quyen). 

Been 18. \Pe quart IS,  Ian Ong 
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, 	1. MOi can 130, cong chirc, yien chirc pha.i chap hanh nghiem che dO cong ve va 
chap hanh ky bat lao deng, lam yiec theo quy dinh cüa phap Mat \fa nei quy, quy che, 
quy dinh cüa co quan. San sang nhan va dam nhan nhiem ve theo su phan cOng, diêu 
deng cila to chirc; lam viec nghiem titc dam bao chat lumig, hieu qua eau viec dirge 
giao 

Timing cac phOng chuyen mon,  dm SO can cd yeu eau nhiem vv hoc khei 
lurong ding viec duce giao, khi can thiet,phai dr can be, cOng chirc lam them gine, 
ngoai gier hanh chinh quy dinh phai lap ke hoach lam them giO, ngoai gia gin Chanh 
Van phOng SO de xuat Lanh dap SO xem xet phe,duyet de time hien. Van phong SO co 
tech nhi'em theo d6i, ch'am cOng thee te va kiem tra ket qua khoi luong cOng viec 
hoan thanh lam co ser cho viec thanh tonn che de cho can be, ding chat theo ding 
quy dinh. 

Che de nghi phep hang nam cUa CBCCVC: Hang nam, cac phOng, dun vi 
chti dOng lap ke hoach vá be tri then gian nghi phep cho can be, cong chdc thuec 
phOng, don vi quart 19 theo quy dinh. Vic gen quyet phep dOi Yen can be, cong chirc 
trong co quan do Lanh ciao SO giãi quyet. TruOng help do yeu cau ding viec co quan 
khOng 66 tri dirge thin gian nghi phep theo quy dinh thi lap danh sach bao cao lanh 
ciao SO xem xet thanh toan bang ti'en theo quy dinh hien hanh va quy che chi tieu nei 
be cila co quan. 

Vic giai guy& cho can be nghi viec rieng, ngoai quy dinh cua Nha nuerc: 
Can be, cong chirc nghi viec rieng 01 ngdy lam vice bao cao Twang phOng; nghi 02 
ngdy lam viec bao cao Lanh duo SO, dOng [hal thong bao cho Chanh Van ph6ng biet. 
Nhang can be, cong chirc nghi qua phep, qua hin thOi gian di cong tac, nghi khOng 
bao car) tir 01 ngdy lam viec tra len se kitting ducc hu&ng lucmg tir ngay do; nhi'mg 
tn.rong hop nghi tir 03 ngay lam viec tre len se xem xet ky Mat. 

Can be, cong cline thuec SO cO trach nhiem Oa gin in ninh trat tu; gia gin ye 
sinh, an Wan lao deng nui lam viec, nth cOng 	Tong [hal phai chap hanh 
nghiem chinh quy che, quy dinh cna dia phuong nui CU trn. 

Dieu 19. Che d quin 157 tai chinh, tii sin, thiet bi van piling 

1. Quin IS/ chi tieu tai chinh: Viec chi tieu va sir deng nguen kinh phi phec vi 
cho hoit ding eUa SO phai dam bao: 

Chi dUng che de, chinh sach, dinh mire, thee sr tiet kiem, hieu qua. Time 
hien chi tieu ding Quy che chi tieu nei be dã ban hanh. Chi tieu trong ke hoach &rot 
tinh giao hang nam, neu CO phat sinh ngoai ke hoach phai bao cao cap có tham quyen 
phe duyet twee khi time hien. 

Chi tiou phai clang name dich,,dimg ctei Meng phai c6 cac cluing tir,hup phap, 
hop le theo quy dinh cUa phap IS Tat ca cac khoan chi tieu da time hien ten da sau 7 
ngay phai dirge tap hop day dU chi:mg tir giri Van pheng SO de kiem tra tinh hop phap, 
hop le, tong het) trinh Lanh dao,  Se( duyet chi. Nhang khoan chi phi phat sinh ion 
nhieu chimg tit lien quan den nhieu don vi khac nhau thi duet keo dai khOng qui 15 
ngdy. 
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c. Tat cà cae ngi dung kinh t6 phat sinh phai duge theo den trong sO sach, clay 
dU chimg tir ke toan A/a duce hach toan [rung thgc dung theo quy dinh hien hanh; bao 
quan, Itru trd chirng tir so sach theo dimg quy dinh cita phap Mat. 

2. Quan I tai sin va trang thiet bi van pining 

CBCVC ea trach nhiem bao quan, sir dung dung nave dich c6 hieu qua cac 
loai phuang tin, tai san; trang thiet bi van phong; cac loai cOng cu, dung cu; van 
phOng pham dugc trang bi de phuc vu cho ding tac chuyen mon theo dung quy dinh 
hien hanh ca Nha nude va quy dinh eita,Set. Can b6, cong chirc dugc giao quail 19, sir 
dung tai san, trang thiet bi van phOng, neu do chit quan lam hang truck theyi han hoc 
lam mat thi phai boi thuang thee quy dinh. 

Sir dung het kiem, hieu qua nude sinh hoat, din thap sang, dien thoai chi 
phuc vu cho nhu cau cang viec chung cUa ea quan. Nghiem cam ,sir dung din thoai 
\Tao viec rieng. Qua trinh sir dung clien, nuoc, vat hr van ph6ng pham phai het sire tiet 
kiem, c6 hieu qua \fa tuan thiiyheo Quy che quart 19, sir dung tai san con& Het giet lam 
viec, khi ra khea phong phai tat het cac thief N dien \fa khoá cira dé bao darn an Wan. 

Quan 19 xe 0 t6: 

- Sir dung xe 6 te: xe 6 t6 chi sir dung Owe vg cho hoat cleng &mg vu cüa 
Lanh dao SO theo quy dinh cüa Nha nuerc. Viec bo tri, clieu &Nig xe 0 to do Lanh dao 
SO thgc hien, hoac theo chi dao trgc tie") cha Cam dee SO tong died phai tuan thu 
theo ditrig:Quy che chi tieu nei be.  cua SO. Tatting hop can be, cong chirc Co quan co 
nhu cau cap thiet sir dung xe 6 te) cho viec rieng (trong diêu kin cho phop) phai dugc 
sr (long 9  ena Giam doe SO vã to titc xang dau, cac khoan phi eau, duang b theo quy 
dinh. 

- Lai xe c6 [itch nhiem bao quân, gift gin xe; thtrimg xuyen tg kiem tra, tg bao 
duang may mac yea cac chi het nha; dam bat) an toan tuyet den ve tinh mang dm can 
be) di Gong tac va tai san cita Nha nude. Viec sir dung xe 0 to phai ding quy clinh, khi 
di lam nhiem vu phài c6 lenh dieu xe ella SO. Tnremg hop xe hong hoac can thay the 
phu timg dam bao an toan khi van hanh, phai bao cao kip thai vai Chanh Van phOng 
xem xet can doi kith nang kinh phi trinh Lanh dao SO xem xet quyet dinh. 

- Vic sira chem. Ion xe‘o to do Chanh Van phimg xem xet trinh Clam dew SO 
phe duyet, tren ca se( phieu de xuat Nth bien ban kiem tra time te tinh trang xe cita ccr 
quan dang kiem. Sau khi c6 9  kien phe duyet cha Giam dOc SO, Chanh Van phong c6 
trach nhiem tham muu cho Lanh ciao SO thgc hien viec sira chda xe 6 to theo quy dinh 
va phai dam bao nguon kinh phi dugc cap trong nam. 

Doi yea may Photocopy \fa may vi tinh phai quail 19 chat che theo quy dinh. 
Cam ngudi kh6ng c6 trach nhiem sir dung; earn khong sir dung vi tinh, photocopy áé 
danh may \fa in van ban cho the ca quan khac va bat cir ca nhan nao khi chua dugc six 
nhat tn ala Lanh dao SO hoc Chanh Van phOng. Viec khai Mae mang tren may tinh 
thgc hien theo Quy dinh hien hanh. Nghi8m cam viec six dung may tinh ca quan de 
ket n6i man xã hOl Facebook... lid sir dung viec ca nhan. 

Viec mua sam van ph6ng pham, tai san, trang thiet bi, c6ng ci dung eu Lao 
deng phai dugc dam bao theo kha nang ngan sach cita ca quan va dugc time hien theo 
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Quy cha chi tieu,n6i b0. D61 veri mua sat tai san, trang thiat bi c6 gia tri lan (trit tai 
san throe mua sam tap trung theo quy dinh caa tinh) Chenh Van pheng phai tham 
muu cho Lanh dao SO: trinh cap co tham quyen phe duyat hoac trinh tham dinh gia 
Mr& khi mua. 

V sinh ccr quan: Cac pheng chuyen m6n, can b0 cong chat ca trach nhiam 
gift gin va sinh chung 0 nai lam vi'ac, khuon vien lea trong co quan. Van ph6ng !than 
cong CCVC phac vu the phang lam viac caa Lanh dao SO, lam cong tac va,sinh tai 
pheng va sinh chung, cau thang, hanh lang, khan vien eüa SO hang ngay. Deng that 
có trach nhiam nhac nhe: cac phemg that hian cong the va sinh chung hang ngdy tai 
nui lam viac; t6 chirc va sinh chung ca quan vao eual gier chieu ngay thit 6 hang man; 

ye ding tac bao va ca quan: Van phOng c6 trach nhiam to chirc cong tac bao 
ca quan, bao v tai Mn; quan 1st, theo dOi nguoi ra, vao ea quan ca. trong Ira ngoai 

gier hanh chinh; ngay le, chit nhat. Theo dOi viac chap hanh gier giac caa can bO,  cong 
chi:re dm SO, ngan chan Bong cho nguai l vao cci quan chao, ban hang rong trong 
gier lam viac. Xe may, hoac phucmg tin di lai dm can 66, ding chirc co quan phai de 
tap trung dung vi tri quy dinh cda ca quan. 

Dieu 20. Che d khen thufrng, 14141 

Can 136, cting chirc c6 thanh tich xuAt sAc trong viae that hien nhiam va dugc 
giao, chap hanh tot cac quy che, nal quy, quy dinh cüa SO thi (Tuve xem xet khan 
thuemg theo quy dinh caa Nha nuat vã Quy che chi tieu nei be. 

Can 1A0, cling clam khOng chip hanh Quy cha, Ni quy, Quy dinh caa SO, vi 
pham kY Mat lao Ong, vi pham che do, chinh sach, tham gia vao the ta nan xã 116.1 thi 
tuY theo mat de vi pham se bi xu l ky Mat theo quy dinh hien hanh caa NhA tarec. 

Dieu 21. T0 chfrc thyt hien: 

Giao cho Chanh Van ph6ng SO cá tech nhiam theo dOi, don &Se, kiam tra 
viac thue hian Quy che nay, dinh Ict hang thing, báo cao kat qua truerc Lanh dao SO. 

Lanh dap SO, cac phong, don vi thuac SO va cling chire, vier) chirc trong ca 
quan c6 trach nhiam tO chitc thac hien Quy oho lam viac. 

Trong qua trinh thkrc hien nu c6 gi vuOng mac hoc chua pha hop phan anh 
qua Van phong SO tong hop chung bao cao Giarn d6c SO xem xet, dieu chinh cho phi) 
hop veyi Mac tel. 

Ha Vit Hung 
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