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

XA NGHIA TRUNG Péc lap - Tw do — Hanh phic
sé: €/./QD-UBND Nghia Trung, ngay & thangdynim 2020
QUYET PINH

Ban hanh quy ché thire hién din chi trong hoat dong
ctia Uy ban nhin dian xa Nghia Trung

CHU TICH UY BAN NHAN DAN XA NGHIA TRUNG

Cain cit Ludt t6 chitc Chinh quyén dia phwong ngay 19/6/2015; Ludt sira doi bo
sung mot s6 Diéu cia Ludt Té chirc chinh phii va Ludt t6 chirc Chinh quyén dia
phuong ngay 22/11/2019;

Cén civ Nghi dinh s6 04/2015/ND-CP, ngay 09/01/2015 cia Chinh phi vé
viéc thuc hién dan chu trong hoat dong cua co quan hanh chinh nha nudc va don vi
sw nghiép cong lap;

Xét dé nghi cia Cong chirc VP-TK.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché thuc hién dan chu trong
hoat dong cua Uy ban nhén déan x4 Nghia Trung.

Diéu 2. Quyét dinh nay ¢6 hiéu luc ké tr ngay ky.

Piéu 3. Vin phong Uy ban nhan dan x4, cac co quan, don vi ¢6 lién quan, can

b9, cong chirc, nhitng nguoi hoat dong khong chuyén trach thugec UBND x4 chiu trach
nhiém thi hanh Quyeét dinh nay./.

Noi nhan:

- Nhu Diéu 3;

- CT, PCT UBND x3;
- Luu: VT,
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. QUY CHE
Thue hién dﬁlrcl;i’r’ fong hoat dong cia Uy ban nhan din xa Nghia Trupg
(Kém theo Quyetﬁnﬁd E2%OD-UBND, ngay 16 thang Uy nam 2020 ctia Chi tich
7 e, " 1 . \pP

'{ il

Chwong 1
QUY DINH CHUNG
pidu 1. Pham vi diéu chinh va dbi twgng ap dung

1. Quy ché nay quy dinh thyc hién dan chu trong hoat dong cua co quanAU)‘/
ban nhan dan x4, bao gom: dan chu trong ndi bo co quan, dan cht trong quan hé va
giai quyét cong viéc véi cong dan, co quan, td chirc co lién quan:

a) Dan chu trong ndi bg co quan bao gom: trach nhiém ctia ngudi dung dau
co quan UBND X3 (sau day goi chung 1a co quan) va cua can bd, cong chue, nhtfng
nguoi lam viéc khong chuyén trach trong viée thue hién dén chu trong .h,oat dong
ndi bo cua co quan; nhitng viéc phai cong khai dé can bd, cong chirc biet; nhimg
viéc can by, cong chirc tham gia ¥ kiénz nguoi dimg dau co quan quyét dinh;
nhitng viéc can bo, cong churc gidm sat, kiém tra.

b) Dan chu trong quan hé va giai quyét cong viéc VOl cong dan, co quan to
chtrc ¢6 lién quan bao gbm: trach nhiém cla nguoi dimg dau co quan va cua can
bd, cong chirc trong quan hé va giai quyét cong viéc véi cong dan, co quan, 16
chirc co lién quan; quan hé gilra ngudi dimg dAu co quan, don vi v6i co quan cap
trén va vai co quan cap dudi.

2. Quy ché nay ap dung d6i voi can bo, cong chirc nguoi lam viée khong

1

cuyén trach, hop ddng lao dong (sau day goi chung 1a can bd, cong chirc).
Piéu 2. Muc dich thue hién dan chi trong hoat djng cua co’ quan.

1. Phat huy quyéen lam chi cia can b, cong chirc va nang cao trach nhiém
ctia ngudi dimg dau co quan.

2. Gop phan xay dyng doi ngii can bo, cong chirc 1a cong bdc clia nhan dan,
c6 da pham chat chinh tri, phAm chat dao dtrc, 161 song, nang lyc va trinh do
chuyén mon, nghiép vu, lam viéc co nang suat, chat luong, hiéu qua, dap ung yéu
cau phat trién va doi mdi cua dia phuong.

3. Phong nglra, ngan chan va chéng céac hanh vi tham nhiing, lang phi, quan
liéu, phién ha, sach nhiéu nhéan dan.

.X A *A A ? A b
Dieu 3. Yeu cAu thye hi¢n dan chu trong hoat dong cua co’ quan, don vi
B 1 quu,xc hién dan chu trong hoat dong cua co quan, don vi phai gén lién voi
vige bao dam sy lanh dao cua to chic Dang & co quan, don vi; chép hanh nguyén
thc tap trung dan chi; phat huy vai trd cla nguoi diung dau co quan.
’ 2. Déan c.hAﬁ trong khuon khd ctia Hién phap va phap ludt, ndi quy, quy ché
cuia co quan; kién quyet xit 1y nhitng hanh vi lgi dung dan cha vi pham phép luét,

xam pham quyen, loi ich hop phép clia can bd, cong chirc va quyén lam chi cia
nhan dén, can trd viéc thye hién nhiém vu cua co quan, don vi.
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A ) Chuong IT
DAN CHU TRONG NOI BO CO QUAN, PON V]

r

Muc 1: TRACH NHIEM C{A THU TRUONG CO QUAN VA cONG

Diéu 4. Trich nhiém cia nguwei dirng diu co quan

1. Thyc hién dan cha trong quéan ly va didu hanh hoat dong cua co quan;
trong quan ly, st dung, dao tao, boi dudng, thuc hién ché d¢, chinh sach doi vai
can bg, cong chirc.

. 3. T6 chirc danh gi4 dinh ky hang ndm déi véi can bo, cdng chic thudc thdm
quyén quan l‘)’l theo trinh tu, thy tuc quy dinh taj Nghi dinh sé 90/2020/NP-CP cua
Chinh phu vé d¢anh gid, phan loai can bd, cong chire, vién chitc,

5. Théng bao cong khai dé can b0, cong chirc, vién chirc biét nhitng viéc
duoc quy dinh tai Diéu 7 cua Quy ché nay.

6. Ban hanh Quy ché quan ly trang’thiét bi lam viéc trong Co quan bao dam

cong viéc trong co quan, don vi quy dinh tai Diéu 7, Didu 9 cua Quy ché nay, trir
nhitng tai liéu mat theo quy dinh cua phap luat.

9. Xem xét, giai quyét kip thoi theo quy dinh ciia phép luat cac khidu nai, to
cdo, kién nghj cta can b9, cong chirc va kién nghi cia Ban Thanh tra nhén dan cia
€O quan; kip thdi bao cdo véi co quan co6 tham quyén nhitng van dé khéng thude
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Pitu 5. T6 chirc hoi nghi can bd, cong chire, vién chirc

|. Hang ndm (vao dip cudi nam), phoi hop véi Cong doan co quan to chuc
hoi nghi can bd, cong chic cua co quan. ’

Khi c6 mot ph%‘m ba (1/3) céan bo, cong chirc cua co quan hodc Ban Che;tp
hanh Cong doan co quan yéu cAu hodc nguoi dung dau co quan, don vi thdy can
thiét thi triéu tap hoi nghi can bd, cong qhﬁc cua co quan bat thuong. Thanh phan
du hoi nghi bao gém toan thé ho#c dai biéu can bd, cong churc cua co quan.

2. Noi dung cua hoi nghi, gf“)m:

a) Kiém diém vic thuc hién cac nghi quyét, chi truong, chinh sach cua
Pang, phap luét ctia Nha nudc co lién quan dén chirc nang, nhiém vu cua co quan,
don vi; kiém diém viéc thyc hién Nghi quyét Hoi nghi can bd, cong chuc, vién
chire trude d6 va nhimg quy dinh vé thyc hién dan chu trong hoat df)ng cua co
quan; danh gid, tdng két va kiém didm trach nhiém cta ngudi dimg dau co quan,

don vi trong viéc thuc hién ké hoach cong tac hang nam; thao ludn, ban bién phap
thuc hién ke hoach cong tic ndm tdi cua co quan.

b) Nguoi dimg dau co guan’léng nghe y kién dong gop, phé binh cta can bo,

cong chure; giai dap nhig thac méc, kién nghi ctia can bd, cong chire.

¢) Bao céo két qua thuc hién Quy ché chi tiéu ndi by cua co quan; phat dong
phong trao thi dua va ky két giao uoc thi dua gitra UBND xa véi Chu tich Cong
doan co quan;

d) Ban cac bién phap cai tién didu kién lam viéc, nang cao doi séng cua céan
b, cong chirc trong co quai,

d) Ban Thanh tra nhan dan bao cao két qua cong tac; biu Ban Thanh tra
nhan dén theo quy dinh cta phap luat;

e) Khen thuong c4 nhan, tap thé ctia co quan, don vi co thanh tich trong
cong tac.

o A ” oA - y A A ,
Pieéu 6. Trach nhigm cua can by, cong chirc.

1. Nghiém ghinh chép hanh ndi quy, quy ché 1am viéc cia co quan; thuc
hanh tiét kiém, chong lang phi va bao dam thong tin chinh xac, kip thoi; thuc hién
cac quy dinh ve nghia vu, dao dirc, van hoa giao tiép, quy tic ‘mg XU, nguyén tic
trong hoat dong nghé nghiép va nhing viéc khéng dugc lam theo quy dinh cua
phap luat.

2. Chiu trach nhiém trudc phap luat, trude ngudi phu trach truc tiép va trudc
ngudi dimg dau trong co quan vé viéc thi hanh nhiém vu cta minh. Trong khi thi
hanh cong vy, can bd, cong chirc dugc trinh bay y kién, dé xuat viéc giai quyét
nhimg van dé thudc pham vi trach nhiém cua minh khéac véi y kién cla ngudi phu
trach tryc tiép, nhung van phai chap hanh sy chi dao va hudng din cta nguoi ph{1
tréc}g truc .tiép, dong thoi c6 quyén bao lvu y kién va bao céo 1én chp co thérﬁ
quyen. Péi v4i ngudi dugc quyen tur chéi thuc hién cong viéc hodc nhi¢ém vu trai
v&i quy dinh cua phap luét, dugc quyét dinh van dé mang tinh chu).lén m(”;n géil Vo1
cong viéc hodc nhiém vu duoc giao.




phép stra chita khuyét diém; thing thin dong gop y kién dé xdy dung ngi bo co
quan, trong sach, vitng manh.

4. Péng gbp y kién vao viéc xdy dung céc vin ban, dé 4n cua co quan khi
duoc yéu ciu. :

5. Bdo cdo nguoi ¢ thim quyén khi phét hién hanh vi vi pham phap luat
trong hoat dong cua co quan, don vij. '

. Muc 2: NHOUNG VIEC PHAI CONG KHAJ PE CAN B0, CONG
'CHUC, VIEN CHU'C BIET
Diéu 7. Nhirng vige phai cong khai

1. Chti truong, duong 161 cia bang va chinh sach, phép lut ctiia Nha nudc
lién quan dén cong viéc clia co quan.

6. Két qua thanh tra, kiém tra, giai quyét khidy nai, t§ cdo trong noi bd co
quan, don vj.

7. C4c ndi quy, quy ché cia co quan.

9. Vén ban chi dao, di€u hanh coa co quan quan ly cap trén lién quan dén
cong viéc cua co quan, don vj.

Diéu 8. Hinh thirc va thoi gian cong khai
1. Hinh thirc c6ng khai:

quan, don vi 4p dung mot, mét sé hoic tit ca céc hinh thirc cong khai say day:
a) Niém yét taj tru sé co quan;

b) Théng bao tai hoi nghi can by, cong chirc, vién chirc co quan;

D e
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¢) Thong béo bing van ban giri toan thé can bd, cong chirc;
d) Thong bao cho ngudi phu trach cac by phén cia co quan, don vi va yéu
ciu ho thong bao dén can b, cong chirc lam viéc trong céc bo phan do;
d) Thong bao bang van ban dén clp ty truc tiép, Ban Chép hanh Cong doan
cO quan;
e) Dang tai trén trang thong tin ndi by cua co quan.

2. Thoi han cong khai cham nhit 12 03 (ba) ngay lam viéc, trudng hop dac
biét khong quéa 05 (nam) ngay ke tir ngdy van ban dugc ban hanh hodc ké tir ngay
nhan dugc vin ban cta co quan, don vi cap trén, trir nhitng tai liéu mat theo quy
dinh cta phap luat. Péi v&i van ban niém yet tai try sc”)qcﬁa co quan, don vi thi phai
thyc hién niém yét it nhéit 30 (ba muwoi) ngay lién tuc ké tir ngdy niém yét.

~ Muc 3: NHUNG VIEC CAN BO, CONG CHUC THAM GIA Y KIEN,
NGUOI DUNG PAU CO QUAN QUYET DINH )

Piéu 9. Nhirng viéc can bj, cong chirc tham gia y kien

1. Chu truong, giai phap thuc hién nghi quyét cia Dang, phap ludt cia Nha
nudc lién quan dén cong viéc ciia co quan, don vi.

2. K& hoach cong tac hang nam cia co quan, don vi.

3. T4 chirc phong trao thi dua cua co quan, don vi.

4. B4o cdo so két, tong két clia co quan, don vi.

5. Cac bién phap céj tién to chure, hoat dong va }é 161 1am viéc; phg‘)ng, chéng
tharp nhiing, thuc hanh tiét kiém, chong lang phi, chong quan liéu, phién ha, sach
nhiéu nhan dan.

6. K& hoach tuyén dung, dao tao, bdi dudng can bd, cong chirc; bau ci, bd
nhiém céan b, cong chuec.

7. Thue hién cac ché do, chinh sach lién quan dén quyén va loi ich cia can
bg, cong chirc.

8. Cac ndi quy, quy ché cua co quan, don vi.
Pitu 10. Hinh thirc tham gia ¥ kién

Can cu dac diém, tinh chét hoat dong va ndi dung tham gia y kién, CO quan,
céc don vi ap dung mét trong ba hinh thirc tham gia y kién sau day:

1. Can by, cong chuc tham gia y kién truc tiép hodc tham gia y kién thong
qua ngudi dai dién vdi nguoi ding dau co quan, don vi.

2. Thong qua hdi nghi can bg, cong chirc, vién chirc clia co quan.

3..}Pha'1t’phiéu hoi ¥ kién truc tiép, giri dy thao van ban dé can b0, cong chirc
tham gia y kién.

. Myc 4: NHUNG VIEC CAN BQ, CONG CHUC, VIEN CHUC GIAM
SAT, KIEM TRA

IA o~ *A ’ A A i o r r .
Dieu 11. Nhirng viéc can bd, cong chire giam sat, kiém tra
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L. Thyc hién chu truong, chinh sach ciia Pang va phép lut cia Nha nudc,
ke hoach cong tac hang ndm cta co quan.

2. Sir dung kinh phi hoat dong, chp hanh chinh séch, ché dé quan Iy va sir
dung tai san cia co quan, don vi.

3. Thyc hién cac ndi quy, quy ché cua co quan, don vi.

4. Thuc hién cac ché do, chinh sich cua Nha nuéc vé quyén va loi ich cta
can bg, cong chirc trong co quan, don vi.

| 5. Giai quyét khiéu nai, t6 céo trong ndi b co quan, don vi.

Piéu 12. Hinh thirc giam sat, kiém tra

Co quan, don vi tb chirc dé can b, cong chirc gidm sat, kiém tra thong qua
ba hinh thirc giam sat, ki€ém tra sau déy:

1. Théng qua hoat dong ctia Ban Thanh tra nhan dén cta co quan.

2. Thong qua kiém diém cong téc, tu phé binh va phé binh trong cédc cudc
hop dinh ky ctia co quan.

3. Thong qua hdi nghi can by, cong chirc, vién chirc cia co quan.

. Chwong Il A L
DAN CHU TRONG QUAN HE VA GIAI QUYET CONG VIEC VOI CONG
DAN, CO QUAN, PON VI, TO CHUC CO LIEN QUAN

Piéu 13. Trach nhiém clia ngwdi dirng dau co quan, don vi

1. T6 chtrc, chi dao va kiém tra viéc niém yét cong khai tai try s& lérp viéc
va dang tai trén trang thong tin dién tir ciia co quan d¢ cong dan, co quan, t6 chic
(sau déy goi chung la cong dén, to chirc) biet cac ndi dung sau:

a) B9 phan chiju trach nhiém giai quyét cong viéc c6 lién quan;

b) Thu tuc hanh chinh giai quyét cong viéc;

¢) Mau don tir, hd so cho tung loai cong viéc;

d) Phi, 1€ phi theo quy dinh;

d) Thoi gian giai quyét timg loai cong viéc.

2. Chi dao va kiém tra can bd, céng chirc trong viéc giai quyét cong viéc clia
cong dén, to chire; kip thoi c6 nhig bién phéap xt Iy thich hop theo quy dinh cua
phép luét doi véi nhimg can bo, céng‘cht’rc khong hoan thanh nhiém vu, thi’éu tinh
than trach nhiém, sach nhi€u, gly phien ha, tham nhiing trong viéc giai quyét cong
viéc cua cong dan, t6 chirc.

3. Chi dao viéc bd tri noi tiép dan, thyuc hién viéc tiép dan va td chirc hom
thu gop y; chi dao ngudi phu trach cong tac hanh chinh cta co quan, don vi cing
dai dién Ban Thanh tra nhin dan cta co quan hang tuan m¢ hom thu gép ¥, nghién
clru va dé Kxue‘:t giai q~uyét f:f.'lC y k’ién gop y dugc gu1 dén, bao cdo nguoi dimg dau
Zzpq;}an dé d€ ra nhimng bién phép hop Iy nham tiép thu va giai quyét cac y kién
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4. Ct ngudi c6 trach nhiém gap va giai quyét cong viée co lién quan khi
cong dan, td chirc co yéu cau theo quy dinh cta phép luat; nhig kién nghi, phan
anh, phé binh cua cong dén, t6 chtrc phai dugc nghién ciru va xir ly kip thoi.

Piédu 14. Trach nhiém caa can b, cong chirc

1. Chi duoc tiép nhan tai liéu va giai quyét cong viéc cta cong dan, t6 chire
tai co quan, don vi; bao vé bi mat Nha nudc, bi mat cong tac va bi mat thong tin vé
ngudi to cdo theo quy dinh ctia phap luét.

2. Khi cong dan, td chirc c6 yéu cau, can bd, cong chuc cd trach nhiém g1a1
quyet cac yéu cau do theo thdm quyén. Nhimg viéc khong thude thAm quyén giai
quyét, can b9, cong chirc pha1 thong bao dé cong dan, td chirc biét va hudng din
cong dan, t6 chirc dén noi c6 tham quyén giai quyét. Can bd, cong chic khong
dugc quan liéu, hach dich, cira quyen tham nhiing, gdy kho khan, phién ha, sach
nhiéu trong giai quyet cong viéc cua cong dan, tb chirc.

3. Cong vi¢c cia cong dén, t6 chirc phai dugc can bd, céng chirc nghién ciru
xur ly va kip thoi giai quyét theo ding quy dinh cta phap lut va ndi quy, quy ché
clia co quan, don vi.

4. Nhimg cong vi¢c dé co thoi han giai quyét theo quy dinh thi can bg, cong
chirc phai chp hanh dung thoi han d6. Truong hop phire tap doi hoi phai c6 thoi
gian dé nghlen cuiu giai quyet thi can by, cdng chuce, vién chirc ¢6 trach nhiém bao
cao nguoi phu trach truc tiép va kip thoi théng bao cho cong dan, t6 chirc biét.

Pieu 15. Quan hé giira nguoi dirng dau co quan, don vi véi co quan,
don vi cap trén

1. Chip hanh quyét dinh cua cip trén. Khi c6 can ctr cho rang quyét dinh do
1a trai phap luat thi phai kip thoi bao cao bang vin ban véi ngudi ra quyét dinh;
truong hop nguoi ra quyét dinh van quyét dinh viéc thi hanh thi nguoi thi hanh
phai chép hanh nhung khéng chiu trach nhiém ve hu qua cua vigc thi hanh, dong
thoi bao cdo cap trén truc tiép cia nguoi ra quyét dinh. Ngudi ra quyét dinh phai
chiu trach nhiém trudc phap luat vé quyét dinh ctia minh.

2. Phan anh nhimg vudng méc, khé khan trong qua trinh thyc hién chirc
nang, nhiém vy cia minh; kién nghi co quan, don vi cép trén nhung vén dé khong

phti hop, can sira ddi, bd sung trong cac ché do, chinh sach, céc quy dinh clia phap
luat va trong chi dao, diéu hanh ctia co quan, don vi cép trén.

. 3. Tham gia déng gép y kién, phé binh dbi veéi hoat dong cua co quan, don
vi cap trén; c6 trach nhiém nghién ciru, tham gia y kién vao cac dy thao 4 ché do,
chinh sach, vin ban quy pham phap luit do co quan, don vi cap trén yéu cau.

4. Bao céo co quan, don vi cap trén tinh hinh cong tac cua co quan, don vi
minh theo quy dinh; d6i véi nhitng van dé vuot qua thim quyen giai quyét thi phai

kip thoi bao céo, xin y kién chi dao cua co quan, don vi cap trén. Noi dung bao cao
Ién co quan, don vi cap trén phai khach quan, trung thuc.

Dleu 16. Quan h¢ giira nguoi dirng dau co quan, don vi voi co' quan
don vi cap dudi ,
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1. Théng béo cho don vj cap dudi nhimg chii trvong, chinh séch cua Pang
va cac quy dinh cia phap luat lién quan dén hoat dong va pham vi trach nhiém cua
don vi cap duéi; chi dao, hudng dan va kiém tra hoat dq‘)ng cua don vi cap duéi va
chiu trach nhiém vé nhitng hanh vi vi pham phap luét cia don vi cap duéi néu
nhitng hanh vi vi pham nay c6 nguyén nhan tir sy chi dao, huéng dan ctia minh.

2. Nghién ctru, kip thoi giai quyeét céc kién nghj cta don vi cap dudi; dinh ky
lam viéc véi nguoi dung dau don vi cap dudi. Khi nguoi dimg dau don vj cép dudi
dang ky lam viéc thi phai tra 161 cu thé viéc ti€p va lam viéc.

3. Khi cén thiét, phai cir can b, cong chirc dén don vi cp dudi dé trao doi,
nghién ctru, gii quyét nhing van dé cu thé cia don vi cap dudi; phai xir ly nghiém
khac nhimng can b, cong chitc béo cio, phan anh saj su that, khong trung thye,

Chwong IV
TO CHUC THUY'C HIEN

Diéu 17. T$ chire thire hién
- T6 chirc pho bién, quan triét tGi Cén b, cong chirc nhiing nguoi lam viéce
khéng chuyén trach thuc hién nghiém tac Quy ché.

- Hang nam tién hanh so két, tdng két viée thye hign QCDC ndy; dinh ky
hang quy, siu thdng, ndm phai bio Lanh dao Uy ban nhan dan vé két qua hoat
dong.

- Giao van phong UBND xi 1a b0 phan thuong truc giup Lanh dao Uy ban
nhén dén thyc hién Quy ché dan chi, 3 chire thue hién Quy ché; chiju trach nhiém
don déc, kidm tra viéc thuc hién Quy ché dan chy trong co quan; hang nim t4 chire
tong két, rat kinh nghiém va dé xuét nhig ndi dung can b sung, stra dbi cho phu
hop yéu cau, nhiém vy.

Quy ché ndy s& dugc xem xét, sira doi, bé sung cho phu hop véi tinh hinh
thyc tién clia co quan va céac quy dinh ctia phép lujt./.



