DANG BO THANH PHO HAI PHONG
PANG UY PHUONG HONG AN

QUY TRINH

Bién tap va phat hanh
Ban tin Pang by phuwong Hong An

Ma hiéu: QT-XDD.14

Lan ban hanh: 01
Ngay ban hanh: 08/4/2026
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PANG UY QUY TRINH M3 hiéu: QT-XDD.14

PHUONG | Bién tip va phit hanh Ban tin Lan ban hanh: |01

HONG AN Ding b phuong Hong An | Ngay ban hanh: | 06/4/2026
MUC LUC

1. SUA POI TAI LIEU

2.
3.

4. TAI LIEU VIEN DAN.

MUC PIiCH.
PHAM VI.

5. DINH NGHIA/ VIET TAT.
6. NOI DUNG QUY TRINH.

7.
8.

BIEU MAU.
HO SO LUU.

Trach nhiém Soan thio Xem xét Phé duyét
Ho va tén Pham Thi Thu Tran Thi TAm Lé Van Mich
Chirc vu Pho truéng BXDD Truéng BXDD Pho Bi thu Thuong

truc Pang uy
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PANG UY QUY TRINH M3 hiéu: QT-XDD.14
PHUONG | Bién tip va phit hanh Ban tin Lan ban hanh: | 01
HONG AN Ding by phwong Hong An | Ngay ban hanh: | 06/4/2026
SUA POI TAI LIEU
A A Trang/ Phan Lan
Yeéu cau o Az As . 5
sira déi/ lién quan Mo ta noi dung sira ban Ngay
z viéc doi hanh/ ban hanh
bo sung . e aRe
sura doi sira doi
PHAN PHOI TAI LIEU
Noi nhgn Ban ) Tai Noi nhgn Ban | Tai
: s0 | licu : s0 | li€u
Ban luu 00 Cht nhiém UBKT bU 04 | O
Bi thu Pang uy 01 | & | Chanh Van phong 05 | O
Pho Bi thu Thuong truc 02 | U | Van phong Pang uy 06 | U
Trudng Ban Xay dung Pang | 03 T4 duy tri ISO 07

X Pon vi, ca nhan dugc phan ph01 tai liéu ban gidy (ban cing).
[0 Pon vi, ¢4 nhan dugc phan phdi tai lidu ban dién tir (ban mém).

3/9




PANG UY QUY TRINH M3 hiéu: QT-XDD.14
PHUONG | Bién tap va phat hanh Ban tin | Lan ban hanh: | 01
HONG AN Ding by phwong Hong An | Ngay ban hanh: | 06/4/2026
1. MUC PiCH
Quy dinh trinh tu, nd1 dung qua trinh bién tap va phat hanh Ban tin Pang bo phuong
Hong An
2. PHAM VI

- Ap dung doéi véi cac co quan, don vi, to chiic, can bg, dang vién va Nhan dan
trén dia ban phuong

- Ban X4y dung Pang Pang uy 1a ddu mdi thuc hién quy trinh nay.

3. TAI LIEU VIEN DAN

STT

S6, Ky hiéu
Ngay ban hanh

NOi dung tai li¢u

Quy dinh s6 299-QD/TW, | Quy dinh vé chirc ning, nhiém vu, t chirc bd

1 | ngay 09/6/2025 cua Ban | may co quan chuyén trach tham muu, giap
Bi thu viéc dang uy xa, phuong, dac khu
Chi thi s6 58-CT/TW, vé ting cuong su lanh dao cua Pang ddi vai
2 | ngay 10/01/2026 ctiia Ban | cong tac tuyén truyén trong tinh hinh méi

Bi thu

4. PINH NGHIA/ VIET TAT

Cum tir, Chir viét tit

Dién gii nghia

BT Bi thu

PBT Pho Bi thu

TTBU Thuong truc Pang uy
UVTV Uy vién thuong vu
VPDU Vian phong Pang uy

VP HDND- UBND

Vin phong Hoi dong nhan dan- Uy ban nhan dan

BXDD

Ban Xay dung Pang
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PANG UY QUY TRINH M3 hiéu: QT-XDD.14

PHUONG | Bién tap va phat hanh Ban tin | Lan ban hanh: | 01

HONG AN Ding by phwong Hong An | Ngay ban hanh: | 06/4/2026
5.NOI DUNG QUY TRINH

5.1.1: Luu dd quy trinh:

Budéc Trinh tu céng viéc Ngudi thue hién Thoi gian Mau biéu. Két
qui
1 4
Dé xuat L,
Ilél dung To trinh deé xuat Cn n .
ndi dung Ban tin Ban Bién tap /2ngay | T¢ trinh
2
Duyét .
P TTDU xem xét, 1 \
ndi dung cho ¥ kién -TTbU V2 ngay
3
Thu thap Phat hanh Cong van thu thip
tin, bai thong tin, bai viét
Ban Bién tap 2 ngay
y Céc dia ph
iép nha < - Cac dia n
Tl?p nl‘le:m Cac don vi cung cap tin, bai N L ;p u:o g .
tin, bai don vi, t6 chuc co | 05 ngay
s¢ dang
5 ‘
Bién tép o
Bién tap n¢i dung - Ban Bién tap 03 ngay
6
Duyét Duyét Bén tin
Ban tin - TThU 2 ngay
7
Phit hinh Phat hanh Bin tin dién tir
athan - Ban Bién tap 2 ngay
8 ‘
Tlép nhan Tié ha han anh
b p nhin phén 4n .
phan 4nh - Ban Bién tap Thuong
’ xuyén
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PANG UY QUY TRINH M3 hiéu: QT-XDD.14

PHUONG | Bién tap va phat hanh Ban tin | Lan ban hanh: | 01

HONG AN | Diangb) phuong Hong An | Ngay ban hanh: | 06/4/2026

5.1.2. Mo ta quy trinh:

Budc 1: Ban Bién tap xac dinh chu dé, muc dich, cac noi dung sé& trién khai
trong s6 Ban tin Pang bg, xay dung To trinh.

Budc 2: Thuong truc Pang oy xem xét, cho ¥ kién vé noi dung Ban tin
hang thang.

- Néu khong nhat tri: chuyén lai Ban Bién tap chinh stra (Budc 1)

- Néu nhit tri: chuyén Budc 3

Budc 3: Thu thép tin, bai: Ban Bién tip phat hanh Cong vin viét tin, bai toi
cac phong, ban, don vi, dong thoi chu dong viét tin bai, chup anh, ghi hinh theo

ké hoach.

Budc 4: Tiép nhan tin, bai: Cac dia phuong, don vi, td chirc co s& dang guri
cac tin, bai vé Ban Bién tap theo nd1 dung da dat trudc.

Budc 5: Bién tap Ban tin: Dan trang, thiét ké: Sap xép tin bai, hinh anh vao
maquette (ban thiét ké mau) cia ban tin..

Budc 6: Thuong truc Bang iy xem xét, duyét ndi dung van ban:
- Néu ddng ¥ voi ndi dung van ban duy thao, chuyén xin Phat hanh.

- Néu khong ddng ¥ v6i ndi dung Ban du thao; chuyén lai, yéu cdu can
bo/Phé Ban chinh stra ndi dung van ban. (Chuyén lai BS)

Budc 7: Ban Bién tap phat hanh Ban tin di¢n tur trén trang fanpage cua
bang by phuong va cac nén tang xa hoi

Budc 8: Tiép nhan cac phan hoi tir nguoi doc dé cai thién chat lugng céac so
sau.

6. BIEU MAU
TT Ma hiéu Tén biéu miu
1 BM-01-XDD28 T& trinh
2 BM-02-XDD28 Cong van
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PANG UY QUY TRINH M3 hiéu: QT-XDD.14
PHUONG | Bién tip va phit hanh Ban tin Lan ban hanh: | 01
HONG AN Ding by phwong Hong An | Ngay ban hanh: | 06/4/2026
7.HO SO LUU
TT Hb so lru Noi luu
1 | Vian ban cta cap trén, Ban Xay dung Dang

cap uy cung cap

2.

Van ban duoc ban hanh

Ban Xay dung Pang, Van phong Dang uy.

Hb so duoc luu tai Ban Xay dung Pang.

Thoi gian luu: Lau dai
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PANG UY QUY TRINH M3 hiéu: QT-XDD.14
PHUONG | Bién tip va phit hanh Ban tin Lan ban hanh: |01
HONG AN Ding by phwong Hong An | Ngay ban hanh: | 06/4/2026

BM 01

DANG UY PHUONG HONG AN PANG CONG SAN VIET NAM

BAN XAY DUNG PANG ‘
o Hong An, ngay thang nam
S6 -TTr/bU

TO TRINH
Xin y kién vé n¢i dung Ban tin Pang by phuwong so thang ...

No6i dung

T/M BAN THUONG VU
Noi nhan:
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PANG UY QUY TRINH M3 hiéu: QT-XDD.14
PHUONG | Bién tip va phit hanh Ban tin Lan ban hanh: |01
HONG AN Ding by phwong Hong An | Ngay ban hanh: | 06/4/2026

BM 03
DANG UY PHUONG HONG AN PANG CONG SAN VIET NAM
BAN XAY DUNG PANG
* Hong An, ngay thing ndm
S6 -CV/BXDPPU

V/v cung cdp tin, bai cho Ban tin
Pang bg phwong sé thang....

KNl Ui e

No6i dung

TRUONG BAN
Noi nhan:
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