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PANG UY QUY TRINH M3 hiéu: QT-VP.06

PHUONG |xiy dung lich tuiin ciia Pang uy, | LAn ban hanh: | 01

HONG AN |HPND, UBND, MTTQ phuong| Neay ban hanh: | 06/4/2026

1. MUC PICH:

Quy trinh ndy théng nhét trinh ty cic budc diang ky xay dung lich lam
viéc hang tudn cia cua Pang uy, HDND, UBND, UBMTTQ phudng. Lam rd
trach nhiém cua cac don vi lién quan trong xay dung lich tuan.

2. PHAM VI, POI TUQNG:

Ap dung cho céc hoat dong dang ky xay dung lich cong tac hang tudn cua
Thuong truc Bang uy, HDND, UBND, UBMTTQ phuong. Van phong Bang uy
1a dau moi téng hop, xay dung lich tuan.

3. TAI LIEU VIEN DAN

S6, Ky hiéu
STT NOi dung tai li¢u
Ngay ban hanh
36 298. OD/TW, Qquy d%nh CI{ucAnangA, nhiém .\:1,1, t? chu;c b(), may
I. iy 09/6/2025 cua Pang uy cap trén truc tiép cua To6 chuc co
&2y s& dang ¢ xa, phuong, dac khu
| sommapmy, | Q0 s i e i
' ay 09/6/2025 ’ ‘ ’
neay phuong, dac khu
; S6 01-QC/PU, ngay | Quy ché lam viéc (tam thoi) cia Ban Chéap
' 03/7/2025 hanh Pang bd phuong nhiém ky 2025-2030
, h inh cong téc toan khod ctia Ban Chi
| shuscriby, | tns e i Kkt n
' ngy 25/9/2025 8 b9 phueng > T &Y
2030
S5 01-QP/DU, Q;uy d,inh \{é ch}jfc na‘}ng, nvhiém Yu, quyf%n haP,
5. nodv 01/7/2025 to chic b0 may cua Van phong DPang uy
84y phudong Hong An
. Thé 30 phan ¢6 hié lanh
S 39-TB/VPDU. onAg ba.l? p ar} 00.nAg n v1¢m Yu anv davo,
6. ) chuyén vién, nhan vién Van phong DPang uy
ngay 03/12/2025 . N
phuong Hong An
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PHUONG |xiy dung lich tuiin ciia Pang uy, | LAn ban hanh: | 01

HONG AN |HPND, UBND, MTTQ phuong| Neay ban hanh: | 06/4/2026

4. PINH NGHIA/ VIET TAT

Cum tu, .
o Dién giai nghia

Chir viet tat
TTbU Thuong truc Bang 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
VP Van phong
VPDbU Vian phong Dang uy




PANG UY QUY TRINH M3 hiéu: QT-VP.06
PHUONG | x4y dung lich tuan ciia Pang uy,| Lan ban hanh: | 01
HONG AN HDND, UBND, MTTQ phwong| Ngay ban hanh: | 06/4/2026
5.NOQI DUNG QUY TRINH:
5.1. Luu do
TT Trinh tw Trach nhiém | Thoi gian | Bi¢u mau/
Keét qua
TT HDND, UBND,
MTTQ, cac co 1 o 16h
1 N N quan chuyén trach, nodv thit 5
. bé xuat lich tuan tham muu gitp viée h%my 3
bU, cac to6 chuc g
Dang tryc thude
A\ 4
. : A Trude 17h .VP.06.
) Tong hop lich tuan Chuyén vién neav thit 5 BM.VP.06.01
‘ VPPU Say T
’ hang tuan
AT Phé Chanh vp | Trude 10h
3 Ra soat lich tuan séng tht 6
Chanh VP hang tudn
A 4
Xin y kién TTDU Chanh vp | Chicu thr6
hang tuan
A 1
4 TTPU cho y kién TTQU C}}iéu thff 6
hang tuan
A 4
Hoan chinh lich Chénh VP Tha 7
hang tuan
A 4
Phat hanh lich tuan Vin thu ‘Thu: 7‘A
hang tuan
A\ 4 .
5 Chuyén vién
thong thong tin diéu Tha 7
hanh, tac nghiép cac hang tuan
co quan dang
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PHUONG | x4y dung lich tuan ciia Pang uy,| Lan ban hanh: | 01
HONG AN HDND, UBND, MTTQ phwong| Ngay ban hanh: | 06/4/2026
5.2. Mo ta
. . A e . Biéu miu/
Trinh tw Trach nhiém | Thoi gian ; .
Két qua
Buée 1: Dé xudt lich tuan
- Thuong tryc HDPDND, UBND, | TT HDBND, | Trudc 16h
MTTQ, cac co quan chuyén trach, [UBND, MTTQ, ngay thtt 5 | BM.VP.06.01
tham muu gitp viéc DU, cac to| cac co quan | hang tuan
chirc Pang truc thudc ra soat ndi | chuyén trach,
dung, chuong trinh lam viéc, du |tham muu gitp
kién dé xuat ndi dung tham muu |viéc DU, céc to
vao thoi gian tuan ké tiép bao cao |chic Pang truc
Thuong truc Pang uy cho ¥ kién. thudc
Budc 2: Tong hop lich tudn
- Trén co sé& lich cac don vi da | Chuyén vién | Truéc 17h | BM.VP.06.01
dang ky, Vin phong Pang uy tong VPDbU ngay thu 5
hop lich tudn cua Pang uy - hang tuan
HDND -UBND - UBMTTQ tuan
ké tiép.
Bude 3: Ra soat lich tuan
- Pho Chanh Vin phong kiém tra, | Phé Chanh | Trudc 9h
diéu chinh, thong nhit cac cac noi VP sang thir 6
dung dang ky cua cac don vi lién hang tuan
quan (néu trang lich), trinh duyét
Chanh Van phong.
- Piéu chinh, thong nhat ndi dung| Chanh VP | Trudc 10h
trinh Thuong truc Dang uy lich da sang thir 6
tong hop ding ky cta cac don vi, hang tuan
trinh Thuong truc Bang uy
BuGc 4: Xin y kién Thuong truc
- Chanh Vin phong xin ¥ kién| Chanh VP (Chiéu tht 6
Thuong truc Pang uy hang tuan
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Ngay ban hanh: | 06/4/2026

- Hoan chinh lich theo ¥ kién cia| Chanh VP Thi 7

Thuong truc Pang uy va cac lich hang tuan

phat sinh.

Buée 5: Phat hanh lich tudn

- Pong dau sé va phat hanh lich Van thu That7 | BM.VP.06.01

tuan cho Thuong truc DU, HDND,
UBND, MTTQ, cac co quan
chuyén trach, tham muu giup viéc
Pang uy, cic t6 chuc dang truc
thudc

hang tuan

- Cap nhat ‘lich tuan 1én Hé théng Chuyén vién Thu 7‘
thong tin diéu hanh, tac nghi€p cac hang tuan
co quan dang
6. BIEU MAU:
TT | Mai hi¢u Tén biéu miu
1 | BM.VP.06.01 Lich tuan
7. HO SO LUU
TT Ho so luu Noi luu
1. |BM.VP.06.01 Van phong Dang uy

Ho so dwgc luu tai: Vin phong Dang uy

Thoi gian luu: 01 nam
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