UBND XA GIA PHUC CONG HOA XA HQI CHU NGHIA VIET NAM

VAN PHONG HPND-UBND Péc lap - Tu do - Hanh phic
86: 01 /CTr-VP Gia Phuc, ngay 01 thang 7 nam 2025
CHUONG TRINH LAM VIEC

Cua Vin phong HPND va UBND x4 Gia Phiic 6 thang cudi nim 2025

Cian ctr Quy ché lam viéc cua Thuong trye HDND x3 Gia Phuc khoa I
nhiém ky 2021-2026; Quy ch¢ lam viéc caa UBND xa Gia Phuc nhiém ky 2021-
2026;

Can ctt Chuong trinh l[am viéc caa Ho1 déng nhan dan, Thub’ng,tru:c HDND
xa; Chuong trinh 1am viéc cia UBND, 1anh dao UBND x4 6 thang cudi nam 2025;

Can ctr Quy ché lam viéc cua Vian phong HPND va UBND x3;
Can ct tinh hinh nhiém vu caa dia phuong, dé xuat cia cac chuyén vién;

Van phong HDND va UBND x& xay dung chuong trinh lam viéc cua Van
phong HPND va UBND x4 6 thang cubi nam 2025 nhu sau:

Lanh dao Vian phong HDND va UBND x4 t6 chuc hoi y hang tuan, Co quan
Vian phong hop giao ban dinh ky hang thang nghe céc chuyén vién bao céo két
qua thyc hién nhiém vy thang trudc, trién khai nhiém vy trong thang; nghe va cho
y kién chi dao vé cac noi dung dugc quy dinh trong Quy ché 1am viéc caa Van
phong HPND va UBND x4; cac noi dung dot xuat, cap bach thuoc tham quyeén
giai quyét ciia Van phong HPND va UBND x& va cac noi dung sau:

I. CONG VIEC THUONG XUYEN
1. Tiép nhan, xir ly, phat hanh cong van, vin ban di — dén

2. Tham muu cac van ban, dam bao cac diéu kién phuc vu sy diéu hanh cua
Thuong truc HDND, Uy ban nhan dan va 1anh dao UBND, céc cudc hop, hoi nghi
cua UBND, HDND.

3. Theo ddi, dén doc cac phong ban thuc hién cac nhiém vy theo chi dao
cua Thuong truc HDND, cua UBND va lanh dao UBND.

4. Soan thao va luu trit van ban hanh chinh, nghi quyét, quyét dinh.
5. Thuc hién cong tac 18 tan, phuc vu hop, tiép khéach, t6 chirc doan cong tac.

6. Thyuc hién cac nhiém vu cong tac tu phép, gidi quyét thi tuc hanh chinh
thugc tham quyen.

7. Tiép cong dan, tdng hop don thu khiéu nai, t6 cao va tham muu xt Iy.
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I1. NHIEM VU TRONG TAM THEO THANG

* THANG 7:

1. Tham muu xay dung Quy ché lam viéc ciia Thuong trye HDND xa Gia
Phac khoa | nhiém ky 2021-2026; Quy ché lam viéc caa UBND x&@ Gia Phuc
nhiém ky 2021-2026;

2. Tham muu quyét dinh phan cong nhiém vuy cho 1anh dao UBND, Uy vién
UBND x& Gia Phuc

3. Tham muu xdy dyng chuong trinh lam viéc cua Hoi dong nhan dan,
Thuong truc HDND; Uy ban nhan dan, 1anh dao UBND x& 6 thang cuo6i nam
2025.

4. Tham muu cac van ban, ndi dung, co so vat chat to chic ky hop thir nhat,
Ky hop gitta nam HDND xa

5. Tham muu quyét dinh ban hanh Quy dinh chirc nang nhiém vu quyen
han va co cau to chuc; Xay dung Quy che lam viéc; phan cong nhiém vu cho lanh
dao, cong chtrc, nhan vién Van phong; chuong trinh cong tac 6 thang cudi nam
2025 cua Van phong.

6. Pé xuat cac nhiém vy can tap trung trién khai thuc hién ngay sau sap nhap
Cua cac phong, co quan thuoc UBND xa.

7. Phéi hop t6 chirc cac hoat dong ky niém 78 nim Ngay thuong binh liét
si27/7/1947- 27/7/2025.

8. Trién khai cac van ban chi dao tir thanh phd, trung wong.

9. T6 chic tiép nhan, xu Iy va tra két qua giai quyét TTHC linh vuc phu
trach.

10. Xay dung ké hoach cdng tac kiém tra, xu ly, ra soat hé thong hoa Vian
ban quy pham phap luat.

11. Xay dung ké hoach theo ddi tinh hinh thi hanh phép luat va quan 1y, xir
ly vi pham hanh chinh.

12. Kién toan To hoa giai va tuyén truyén vién phap luat cac thon trén dia
ban xa.

13.Tham muu cac ndi dung lien quan cong tac tiép cong dan, giai quyét
don thu khiéu nai to cao.

14. Tham muu xay dung Chuong trinh lam viéc cia UBND, lanh dao
UBND théang 8 ndm 2025 va xay dung chuong trinh lam viéc cua Van phong
thang 8 nam 2025.

* THANG 8:
1. Ra soat tién d6 van ban chi dao UBND, tong hop bao cao dinh ky.

2. Phdi hop chuan bi cac diéu kién cho viéc tuyén chon va goi cong dan
nhap ngti nam 2026.
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3. Theo d@i tinh hinh thién tai bao céo hang tuan.

4. Tb chuc tiép nhan, xu ly va tra két qua giai quyét TTHC linh vuc phu
trach.

5. Tham muu x4y dung Chuong trinh lam viéc cia UBND, 1anh dao UBND
thang 9 nam 2025 va xay dung churong trinh lam viéc cua Van phong thang 9 nam
2025.

* THANG 9:

1. Xay dung bao cdo cong tac cai cach hanh chinh quy I11; trién khai nhiém
vu quy IV nam 2025.

2. Chuan bj ké hoach t6 chirc tiep xic cur tri cua dai bicu HDND trudc ky
hop cudi nam.

3. Kiém tra, d6n déc cac phong ban vé tién do thuc hién nhiém vy nam.

4. Tham muu du thao bao céo tinh hinh phat trién kinh té - xa hoi, QP- QN
9 thang nam 2025.

5. T6 chuc tiép nhan, xir Iy va tra két qua giai quyét TTHC linh vuc phu
trach.

6. Bao c4o két qua giai quyét don thu, khicu nai, to cdo, phong chong tham
nhiing 9 thang dau ndm 2025.

7. Xay dung bao céo du thao Chuong trinh lam viéc cia Uy ban nhan déan,
lanh dao UBND x& thang 10 nam 2025.

* THANG 10:

1. Chuan bi cac to trinh, dy thao nghi quyét trinh HDND tai ky hop cudi
nam.

2. Tb chirc tiép nhan, xu Iy va tra két qua giai quyét TTHC linh vuc phu
trach.

3. Xay dung bao céo du thao Chuong trinh lam viéc cia Uy ban nhan déan,
lanh dao UBND x& thang 11 nam 2025.

* THANG 11:
1. Xay dung ké hoach phat trién kinh té, x4 hoi giai doan 2026-2030.

2. Xay dung bao co tinh hinh thuc hién ké hoach phat trién kinh té - x& hoi
nam 2025 va ké hoach phat trién kinh té- xa hoi nam 2026.

3. Ra soat cong tac chuan bi ky hop cubi naim HDND xa.

4. T6 chuc tiép nhan, xir Iy va tra két qua giai quyét TTHC linh vuc phu
trach.

5. Xay dung béo céo du thao Chuong trinh lam viéc cia Uy ban nhan déan,
lanh dao UBND xa thang 12 nam 2025.



* THANG 12:

1. Xay dung bao céo két qua kiém tra van ban quy pham phap luat do
HDND- UBND xa ban hanh va cong tac tuyén truyén pho bién gido duc phap luat
nam 2025.

2. B0 c4o cong tac cai cach hanh chinh ndm 2025 cua phong; trién khai
nhiém vu nam 2026.

3. Du thao ké hoach cong tac nam 2026.
4. Tham muu t6 huc ky hop HPND cudi nam.
5. Hoan thién béo céo téng hop nam trinh UBND, HDND xa.

6. To chirc tiép nhan, xu Iy va tra két qua giai quyét TTHC linh vuc phu
trach.

7. T6 chire binh xét, dénh gia thi dua t6 chirc, ca nhan co quan Vian phong.

8. B4o céo két qua giai quyét don thu, khiéu nai, t6 céo, phong chéng tham
nhiing nam 2025.

9. B4o céo cong tac xay dung, kiém tra, xu ly, ra soat hé théng hoa Vin ban
quy pham phap luat.

10. B&o cao cong tac theo doi tinh hinh thi hanh phap luat va quan ly, xt ly
vi pham hanh chinh.

11. B4o cédo du thao Chuong trinh lam viéc caa Uy ban nhan dan, 1anh
dao UBND x& thang 01/2026 va nam 2026.

Yéu cau cac dong chi chuyén vién cin ctr vao chuong trinh lam viéc cua
Van phong HDND — UBND xa trién khai thyc hién./.

Noi nhgn: CHANH VAN PHONG
- Thuong truc Bang uy;

- Thuong truc HDND X&;

- Lanh dao UBND x4;

- Lanh dao, chuyén vién Van phong HDND-
UBND x3&;

- Luu VP.
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