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PANG UY QUY TRINH Ma higu: QT-VP.04
PHUONG X4y dung va ban hanh Lan ban hanh: | 01
HONG AN chwong trinh cong tac cia Ngay ban hanh:| 06/4/2026
Pang 1y, Ban Thuong vu Pang iy
SUA POI TAI LIEU
Yéu cau Trang/ Phan Lan Noa
stra doi/ lién quan viéc M5 ta ndi dung sira doi ban hanh/ b glily h
b6 sung stra doi stra doi an han




DPANG UY QUY TRINH M3 hiéu: QT-VP.04
PHUONG XAy dung va ban hanh Lan ban hanh: | 01
HONG AN chwong trinh cong tac cia Ngay ban hanh:| 06/4/2026
Pang 1y, Ban Thuong vu Pang iy
1. MUC PIiCH:

cua cac co quan lién quan.

Quy trinh nay théng nhét trinh tu, cac budc tién hanh xay dung, ban hanh
Chuong trinh cong tac ctia Bang uy, Ban Thuong vu Pang uy va trach nhiém

2. PHAM VI, POI TUQNG:

Vin phong Pang uy 1a dau méi tong hop, don ddc, ban hanh Chwong trinh
cong tac cua DPang uy, Ban Thuong vu Pang uy; HDND, UBND, cac co quan

chuyén trach tham muu, giup viéc Pang uy, MTTQ, cac t6 chirc chinh trj - x4
hoi va cac don vi lién quan phdi hop cung cap thong tin va xay dung Chuong
trinh cong tac cua Pang uy, Ban Thuong vu Dang uy.

3. TAI LIEU VIEN DAN

S0, Ky higu A Ss i
STT Ngay ban hanh NOi dung tai li¢u
36 298. OB/TW, Qvuy d%nh ch"u’c;nang: nhiém .\:1,1, t? chu;c b(), may
1. iy 09/6/2025 cua Pang uy cap trén truc tiép cia To chuc co
&2y s& dang ¢ xa, phuong, dac khu
| sommapmy, |90 dnhes v i e i
' ay 09/6/2025 ’ ‘ ’
neay phuong, dac khu
; S6 399-QB/TW, | Quy dinh vé thé loai, tham quyén ban hanh va
' ngay 09/01/2026 | thé thirc vin ban ciia Pang
A S6 36-HD/VPTW, | Hudng din thé thirc va k¥ thuat trinh bay van
' ngay 03/4/2018 | ban cua Pang
5 S6 01-QC/PU, ngay | Quy ché lam viéc (tam thdi) cua Ban Chép
' 03/7/2025 hanh Pang b phuong nhiém ky 2025-2030
, h inh cong tc toan khoa ctia Ban Cha
| SOOS TR, | ohuong khod I nhiém I 2025.
' ngy 25/9/2025 g bo phuchig > e &y
2030
S5 01-QP/DU, Q;uy d,inh \{é ch}jfc na‘}ng, nvhiém Yu, quyf%n haP,
7. nodv 01/7/2025 to chic b0 may cua Van phong DPang uy
i phudong Hong An
S 39-TB/VPDU. ThonAg ba.,E) pharAl co.nAg nhvlf;m Yu lan%l daﬁo,
8. chuyén vién, nhan vién Van phong DPang uy

ngay 03/12/2025

phuong Hong An




DAN(; [00%
PHUONG
HONG AN

QUY TRINH
Xay dung va ban hanh
chuwong trinh cong tac cua
Pang 1y, Ban Thuong vu Pang iy

Ma hiéu:

QT-VP.04

L4n ban hanh:

01

Ngay ban hanh:

06/4/2026

4. PINH NGHIA/ VIET TAT

Cum tir, Dién gii nghia
Chir viét tit
TTbU Thuong truc Pang uy
BCH Ban Chap hanh
BTV Ban Thuong vu
HDND Hoi dong nhan dan
UBND Uy ban nhan dan
MTTQ Uy ban Mat tran T quéc Viét Nam
CT-XH Chinbh tri - xa hoi
VPDU Vién phong Pang uy
CTCT Chuong trinh cong tac




DAN(; [00%
PHUONG
HONG AN

QUY TRINH

Ma hiéu:

QT-VP.04

Xay dung va ban hanh

L4n ban hanh:

01

chuwong trinh cong tac cua

Pang 1y, Ban Thuong vu Pang iy

Ngay ban hanh:

06/4/2026

5.NOI DUNG QUY TRINH:

5.1. Luu db
TT Trinh tw Trach nhiém | Thoi | Biéu miu/
gian Két qua
o Trudc
1 Don doc de xuat VPPU I snvp.04.01
chuong trinh cong tac hang AR
nam
TT HDND,
v UBNP, MTTQ,
cac to chuc CT- ,
A J4 , Trudc
Pé xuat XH, cac co quan 2511
2 Chuong trinh cong tac chuyén trach hin BM.VP.04.02
tham muu, gil’lp i n%
viéc DU, cac to
chirc dang truc
thudc
\ 4
Téng hop, thim dinh, Chuyénvien )
3 &é ,xuét o VPDU, Pho ngay
Chanh VP DU
4 @ Chanh VPQU | 2
ngay
5 Trinh BTV, BCH TTPU n(g’zy BM.VP.04.03
2 . , 03
Tong hgp, hoan chinh VPDU ngy
I
6 ¥ P/c Bi thu, PBT
02
Duyét, k¥ ban hanh TTbY nghy
l T
7 [ Phét hanh CTCT ]_, Vin thu ng‘f BM.VP.04.04




PANG UY QUY TRINH M3 hiéu: QT-VP.04
PHUONG X4y dung va ban hanh Lan ban hanh: | 01
HONG AN chwong trinh cong tac cia Ngay ban hanh:| 06/4/2026
Pang 1y, Ban Thuong vu Pang iy
5.2. Mo ta
Trinh tw Trach nhiém T,h ol Ble:l ma}l /
) j gian Két qua
Buéde 1: Pé xudt xdy dung Chuwong
trinh cong tac
- Van phong Pang uy tham muu van VPbU Truée | BM.VP.04.01
ban yéu cau don vi dé xuét chuong 15/11
trinh cong tac thudc tham quyén cua hang
Ban Chip hanh Pang bo, Ban Thudng nam
vu Dang uy.
Buide 2: Pé xudt Chirong trinh cong tic
- Can ctr chuong trinh cong tac toan | TTHDND, | Truéc | BM.VP.04.02
khoa, Nghi quyét nim cia Pang ty, | UBND, MTTQ, | 25/11
cac yéu cau nhiém vu, cac don vi lién | céc t6 chie CT- héng
quan dé xuat ndi dung xdy dung |XH, ciccoquan| nim
Chuong trinh cong tdc nam cua Dang chuyén trach tham|
uy, Ban Thuong vu Pang uy. muu, giap viéc
DU, céc t6 chirc
dang truc thude
Buée 3: Tong hop, tham dinh, dé xudt
- Tong hop dé xuat cua HDND,
UBND, MTTQ, cac t6 chtrc chinh tri -
xa hoi, cac co quan chuyén trdch tham
muu, gitp viéc Pang uy, cac to chuic
dang tryc thudc thanh Chuong trinh
cong tic DPang uy, Ban Thuong vu
Dang uy trinh Ph6é Chénh Van phong Chuyén vién 0
bang uy phé duyét VPDBU, Pho ‘
, ’ nga
- Phé Chanh Vian phong phé duyét dy | Chanh VP BU &y

thao Chuong trinh cong tac lan 1,
trinh Chadnh Van phong.

Truong hop du thao Chuwong trinh cong
tac chwa dat chuyén lai chuyén vién

- Chanh Van phong DPang uy phé
duyét du thdo Chuong trinh cong tac




DPANG UY QUY TRINH
PHUONG
HONG AN

Xay dung va ban hanh
chuwong trinh cong tac cua
Pang 1y, Ban Thuong vu Pang iy

Ma hiéu:

QT-VP.04

L4n ban hanh:

01

Ngay ban hanh:

06/4/2026

14n 2, trinh Thuong truc Dang uy
Truong hop du thao Chuwong trinh
cong tic chua dat chuyén lai Phé
Chanh Van phong

Bude 4: Xin y kién Thuong truc Pdang iy

- Thuong truc Pang uy phé duyét du
thdo Chuong trinh cong tac.

Truong hop du thdao Chwong trinh
cong tac chiea dat chuyén lai Chanh
Van phong

Chanh VPBU

02
ngay

- Tong hop y kién tham gia cuia
Thuong truc Pang uy, bd sung nodi
dung du thao Chuong trinh cong tac

Chanh VPBU

Trong
ngay

Buéc 5: Xin y kién BTV, BCH

- Trén co s hoan chinh, b6 sung tham
gia cia Thuong tryc DPang uy, trinh du
thdo Chuong trinh cong tac véi BTV,
BCH

- T6 chire hop Ban Thuong vu hoac
ly phiéu y kién vao dy thao Chuong
trinh cong tac, sau d6 VPPU tiép thu
dé trinh Ban Chép hanh

- T6 chirc hop Ban Chap hanh thong
qua hodc lay phiéu y kién thong qua
du thao Nghi quyét

TTbU

02
ngay

BM.VP.04.03

Bué6c 6: Tong hop, hoan chinh, ky ban
hanh

- VPPU tdng hop ¥ kién cua BTV,
BCH, hoan chinh CTCT, trinh ky trén
Hé théng diéu hanh tac nghiép céc co

quan dang

VPDU

03
ngay




PANG UY QUY TRINH M3 hiéu: QT-VP.04

PHUONG X4y dung va ban hanh Lan ban hanh: | 01

HONG AN chwong trinh cong tac ciia | Ngay ban hanh:| 06/4/2026
Pang 1y, Ban Thuong vu Pang iy

- Pho Bi thu Thuong truc Dang uy xtr TTbU 02
1y van ban tai muc cho xir Iy van ban ngay
di, st dung cong cu sua truc tuyén,
thay thé file va duyét chuyén Bi thu
Dang uy.

Truong hop van ban khong dat
chuyén lai cdc co quan chuyén trdach
tham muu, giup viec DU

- Bi thu Pang uy xu ly van ban tai
muc chd xt 1y van ban di, si dung
cong cu stra truc tuyén, thay thé file.
Truong hop van ban khong dat
chuyén lai Truong cdc co quan
chuyén trach tham muu, giup viéc
Dang uy

Truong hop dat ky duyét van ban
bang chir ky s6, chuyén phdt hanh

Buoc 7: Phat hanh Chuong trinh cong

tac
- Tong hop ¥ kién cia Ban Chip hanh, | Chanh VPPU | 01 | BM.VP.04.04
hoan chinh Chuong trinh cong tac, ngay

trinh ky trén Hé théng diéu hanh tac
nghi¢p cac co quan dang.

- Pong dau sé va phat hanh Chuong Van thu 01
trinh cong tac theo muc Noi nhan ngay
Trieong hop vin ban sai thé thire, 16i
trinh bay vin bdn, van thw tir choi
phat hanh, thong tin lai chuyén vién
téng hop CTCT

Lwu V: Cic co quan, don vi, cdc Ban chi dao, Hpi dong xdy dung
Chuong trinh cong tdac twong tw cdc budc trong quy trinh.




PANG UY QUY TRINH M3 hiéu: QT-VP.04

PHUONG X4y dung va ban hanh Lan ban hanh: | 01

HONG AN chwong trinh cong tac ciia | Ngay ban hanh:| 06/4/2026
Pang 1y, Ban Thuong vu Pang iy

6. BIEU MAU:

TT | Ma hi¢u Tén biéu mau

1 |BM.VP.04.01 |Cong vin dé xuat

2 | BM.VP.04.02 | Mau dé xuat chuong trinh cong tac
3 | BM.VP.04.03 | Phiéu xin ¥ kién thong qua du thao CTCT
4 | BM.VP.04.04 | Chuong trinh cong tac cua Pang iy, Ban Thudong vu
Dang uy
7.HO SO LUU
TT Ho so luu Noi hru
1. Cong van dé xuit Van phong Pang uy
2. Chuong trinh cong tac ciia Bang uy, 5 . , ,
Van phong D
Ban Thuong vy Pang uy an phong Lang Wy
3. Phiéu xin y kién thong qua dy thao L L
CTCT Van phong Pang uy

Hoé so dwoc lwu tai: Vin phong Dang uy
Thoi gian luu: 1au dai




PANG UY QUY TRINH M3 hiéu: QT-VP.04

PHUONG X4y dung va ban hanh Lan ban hanh: | 01

HONG AN chwong trinh cong tac ciia | Ngay ban hanh:| 06/4/2026
Pang 1y, Ban Thuong vu Pang iy

BM.VP.04.01

DANG BO THANH PHO HAIPHONG ~ DANG CQONG SAN VIET NAM
DANG UY PHUONG HONG AN

*

S6 -CV/bU

Vv dé xudt chirong trinh céng tdc ...
cua Dang uy, Ban Thuong vu Dang uy

Hong An, ngdy thing ndm

Thuc hién Quy ché 1am viéc, Pang ty phuong dé nghi HDND, UBND, cac
co quan chuyén trach tham muu, gitp viéc Pang uy, UBMTTQ va céac to chiic
chinh tri, cac to chuc dang truc thudc phuong can ctr chirc nang, yéu cau nhiém
vu dé xuit chuong trinh cong tic ........... thudc tham quyén cta Ban Chép
hanh, Ban Thuong vy, Thuong truc Pang uy phuong.

1. Cac nhiém vy dé xuat can rd ndi dung, thim quyén, can cir dé xuat (theo
mau giri kém).

2. Cac ndi dung dé xuat giri ban gidy hodc ban Word vé Vin phong Pang
uy (qua d/c........ ) trong NZAY .eeevvereennnes dé tong hop, trinh Ban Thuong vu,
Ban Chép hanh Pang b phuong./.

T/L BAN THUONG VU
Noi nhan: CHANH VAN PHONG
- Nhu trén,
- Thuong truc Pang uy “dé bao cao”,
- Luu Vén phong Béang uy.

Lam Thi Thuay Dwong



(Ban hanh kém theo Céng vin sé

NOI DUNG PE XUAT CHUONG TRINH CONG TAC

DPANG UY QUY TRINH M3 hiéu: QT-VP.04
PHUONG XAy dung va ban hanh Lan ban hanh: | 01
HONG AN chwong trinh cong tac cia Ngay ban hanh:| 06/4/2026
Pang 1y, Ban Thuong vu Pang iy
BM.VP.04.02

CUA PANG UY, BAN THUONG VU PANG UY

-CV/PU ngay ... ...

cua Dang uy phuong)

STT

Noi dung dé
xuat
(Ghi ngi dung chinh,
ngdn gon, ro)

Can ctr dé xuat
(Ghi trong tam cac
Iy do, cdn cir dé xudt
noi dung)

Thoi gian
thuc hién
(Ghi ro thang
thuc hién trong
nam 20235)

Co quan chu
tri tham muru,
dé xuat thuc
hién
(HDND, UBND,
Ban xdy dung
Dang, UBKT,
MTTO, t6 chirc
CTXH, cdp iy
truc thuoc...)

Ghi
chu

I. Chwong trinh cong tic nim cia Pang uy

I1. Chuong trinh cong tic nim cia Ban Thudng vu Pan

Tén co quan, don vi dé xuat

(Ky tén, déng dau)




PANG UY QUY TRINH M3 hiéu: QT-VP.04

PHUONG X4y dung va ban hanh Lan ban hanh: | 01

HONG AN chwong trinh cong tac ciia | Ngay ban hanh:| 06/4/2026
Pang 1y, Ban Thuong vu Pang iy

BM.VP.04.03

DANG BO THANH PHO HAIPHONG ~ DANG CQONG SAN VIET NAM
DANG UY PHUONG HONG AN

* Hong An, ngdy thing ndm
PHIEU THAM GIA Y KIEN
Vao Du thdo Nghi quyet......ccooviiniiiniiiiiiiiniinnnnne.
Ho va tén ngudi cho ¥ Ki€n: ...........oooooiiiiiiiiiiiie e

Y KIEN THAM GIA:



PANG UY QUY TRINH M3 hiéu: QT-VP.04

PHUONG X4y dung va ban hanh Lan ban hanh: | 01

HONG AN chwong trinh cong tac ciia | Ngay ban hanh:| 06/4/2026
Pang 1y, Ban Thuong vu Pang iy

BM.VP.04.04

DANG BO THANH PHO HAI PHONG DANG CONG SAN VIET NAM
DPANG UY PHUONG HONG AN

*

S6 -CTr/DU

Hong An, ngay thdng ndm

CHUONG TRINH
Cong tac cua Dang uy, Ban Thudong vu Dang uy

Thuchién .............. , Chuong trinh cong tac toan khéa cua Bang uy, Ban
Thuong vu Pang uy, ........ , Pang uy phuong xay dung Chuong trinh cong tac
....... nhu sau:

I. PANG UY

- No1 dung.

(don vi chudn bi)

II. BAN THUONG VU PANG UY
- No6i dung.

(dom vi chudn bi)

Trong qua trinh thyc hi¢n, can ctr chi dao cua Thanh uy va tinh hinh thuc
té Pang uy s& diéu chinh, b6 sung cho phu hop./.

Noi nhan: /M })ANG 10)'
s BI THU

.................... Iy

- Luu Van phong Pang uy.

P6 Viét Hung





