UBND TINH HA TINH CONG HOA XA HQI CHU NGHIA VIET NAM

SO NQI VU Doc lap - Tw do - Hanh phic
S6: 09 /QD-SNV Ha Tinh, ngay 22 thang 02 nam 2023
QUYET PINH

Vé viéc ban hanh Danh muc hé so ciia S& N§i vu niam 2023

GIAM POC SO NOI VU

Can cur Ludt Luu trit ngay 11 thang 11 nam 2011;

Can cut Ludt bao vé bi mdt Nha nuoc ngay 15 thang 11 nam 2011,

Can cuw Nghi dinh go‘ 01/2013/ND-CP ngay 03 thang 01 nam 2013 cua
Chinh phu quy dinh chi tiét thi hanh mot so diéu cua Luat Luu trir;

Can cir Nghi dinh s6 30/2020/NP-CP ngay 05 thdng 3 nam 2020 cua
Chinh phu vé céng tac van thu;

Can cir Théng tw s6 10/2022/TT-BNV ngay 19 thing 12 ndm 2022 Quy
dinh thoi han bao quan tai liéu,

Can cir Quyét dinh so 20/2022/QD-UBND ngay 26 thang 7 nam 2022
cua Uy ban nhan dan tinh ban hanh Quy dinh chitc nang, nhiem vu, quyen han,
co cau to chic cua So Nol vu;

Theo dé nghi ciia Chanh Vin phong S6.

QUYET PINH:

Picu 1. Ban hanh kém theo Quyét dinh nay Danh muc ho so nam 2023 cua
S Noi vu.

Piéu 2. Trach nhiém thuc hién

1. Pau thang 01 hang nim, lanh dao, cong chac Mo hd so; trong nim, thu
thap cong vin, gidy to trong qué trinh giai quyét cong viéc dua vao hd so.

2. Pén thang 12 hang nam, cac hd so trong nam di giai quyét xong phai
dugc nop vao Luu trit co quan. Phy trach luu trir cua co quan c6 trach nhiém
thyc hién cac quy trinh nghiép vu luu trir theo quy dinh.

3. Trong qua trinh thyc hién, néu c6 hd so chua sat voi thuc té hoic co
cong viéc giai quyét phat sinh thuoc trach nhiém 1ap ho so cua don vi hoic cé
nhan nao thi don vi hoic ca nhan dé kip thoi bdo cdo vé Van phong S¢ dé trinh
lanh dao S¢ stra doi, b6 sung Danh muc hé so ciia So.
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Piéu 3. Quyét dinh nay cd hiéu luc ké tir ngay ky va thay thé cac quyét
dinh lién quan dén Danh muc hé so ctiia S& Noi vu trude day.

Chanh Van phong, Trudng cac phong chuyén mén va céng chuc co quan
Vin phong Sé Noi vu chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhan: KT. GIAM POC
- Nhu Diéu 4; y , g

- Gidm déc, cic PGD So; _PHO GIAM BOC
- Luu: VT, VP,

—hh—




DANH MUC HO SO CO QUAN NAM 2023

(Ban hanh kém theo Quyét dinh s6 ~ /OD-SNV ngay  /02/2023 ciia S6 Néi vu)
S.? Va}ky Tén dé muc va tiéu dé hd so Thot h%n bao Nguoi 1ap ho so Gh,l
hiéu ho so quan chu
(1) _ _ (@ ©) (4) ©)
l. VAN PHONG
1. Thong tin tong hop
01/VvP HO‘ s0 Ho1 nght so ket hoat dong 5 nam Nguyén Tran Chung
nganh, co quan
02/\/P Kve hoacg, Bato cado tong két hang Vinh vidn Nguyen:Tran .Chlmg;
nam, nhi€u nam Nguyén Thi Van
Ké hoach, Béo cdo so két 6 Neuvin Trin Chune:
03/VP thang, 9 thang, quy, dot xuat, 10 nam guyen - ung;
AP Nguyén Thi Van
chuyén dé
04/\VP HG so g dung ISO cua co quan Vinh vién Nguyén Tran Chung
05/VP H?. so. CCHC cua co quan S0 20 nam Nguyén Tran Chung
NoO1 vu
06/VP qu 59 .Klem soat TTHC co quan 20 nam Nguyén Tran Chung
S& NoO1 vu
Ho so xay dung, ban hanh Quy
ché lam viéc, ché dg, quy dinh, . . R
07/vVP . X A A 4 RN Vinh vién Vo6 Thi Vinh
huong dan vé to chuc, can bd
cua co quan
HO so phap ché: Cong tac phd
bién gido duc phap luat, h¢ thong
héa van ban quy pham phap luét,
Cong tac kiém tra va xtr ly van X oA
08/VP | ban QPPL, Cong tic theo doi| 10 ndm Nl%}‘yenégr;ﬁi%‘;lng
tinh hinh thi hanh phap luat va guyen 1
kiém tra vi¢c thuc hién phap
luat; cai cach tu phap; tuyén
truyén PBGDPL...
Ho6 s0 ky niém céc ngay 1€ 16n, ) V6 Thi Vinh
su kién quan trong do co quan 20 nam x A
. Nguyén Tran Chung
chu tri
09/VP Hf) 9 hoat df'mg cua Ban vi su 10 nam Nguyén Thi Vin
tién bg phu nir ciia Sé.
S6 ghi bién ban cac cudc hop
giao ban, s6 tay cOng tac cua
lanh dao co quan Vo Thi Vinh
10/VP A 1. < X o
- SO ghi bién ban cac cudc hop 9 Nguyéen Tran Chung
. 05 nam
giao ban
- S6 tay cong tac cua lanh dao 10 nam
11/VP Ho so tai liéu cua thanh vién céc 10 nam Nguyén Tran Chung




Ho6i dong, BCP cap tinh (Lanh
dao S¢)

Nguyén Thi Vin

12/VP

Ho so vé bao cao thuc hién theo
yéu cau nhiém vu

10 nam

Nguyén Tran Chung
Nguyén Thi Van

Thi dua, khen thudéng

13/VP

H(A)’ so xdy dung, ban hanh quy
ché/quy dinh, hudng dan thi dua,
khen thuong

20 nam

Nguyén Tran Chung

14/\VP

Ho so, tai lidu cac cude hop xét
khen thuwong cua Hoi dong thi
dua - Khen thuéng; Hoi dong
Sang kién cap co so cua S& Noi
vu

20 nam

Nguyén Tran Chung

15/VP

H& so khen thuong cho ap the,
cd nhan (c4ac hinh thirc khen
thudng va danh hi¢u thi dua)

20 nam

Nguyén Tran Chung

16/VP

Ho so, tai liéu vé cac dot kiém
tra cong tac thi dua khen thudéng
tai co quan

5 nam

Nguyén Tran Chung

17/VP

Hb so, tai liéu vé so két cong tac
thi dua khen thuong

10 nam

Nguyén Tran Chung

18/VP

Ho so, tai liéu vé tong két cong
tac thi dua khen thuong

20 nam

Nguyén Tran Chung

19/VP

Ho so, tai liéu giai quyét kién
nghi, don t6 cao vé cong tac thi
dua, khen thudng

10 nam

Nguyén Tran Chung

20/VP

Tai lieu vé xay dung, quan ly
quy thi dua, khen thudéng

10 nam

Nguyén Tran Chung

21/VP

Ho so, tai liéu vé hop xét, dé
nghi tang ky niém chuong vi su
nghiép nganh

20 nam

Nguyén Thi Vin

22/\VP

Bao céo cong tac thi dua, khen
thuong dai han, hang nam

Vinh vién

Nguyén Tran Chung

23/VP

Bé4o cdo cong tac thi dua, khen
thudng 6 thang, 9 thang

20 nam

Nguyén Tran Chung

Van thu, luu triv

24/VP

Ho so xay dung, ban hanh quy
dinh hudéng dan cong tdc hanh
chinh, van thu, luu tri

Vinh vién

Tran Thi Hong

25/VP

Tap luu, s6 ding ky vin ban di
cua co quan (quy pham, chi thi,
quyét dinh, quy dinh, quy ché,
huéng dan...)

Vinh vién

Tran Thi Hong

26/VP

Tap luu, s6 ding ky vin ban di
cua co quan (van ban khéc)

50 nam

Tran Thi Hong

27/\VP

Quyét dinh ban hanh Danh muc
hd so so co quan

20 nam

Nguyén Thi Vin




K¢é hoach Chinh 1y tai liéu Phong

28/VP S& Noi vu 20 nam Nguyén Thi Van
HO so vé bao cdo, trién khai . x R
29/\VVP cong tac VTLT nim 2023 20 nam Nguyén Thi Van
4, Quan tri cong sé
Hoi nghi cong chuce, vién chuc - SR
30/VP  an 20 nam V6 Thi Vinh
cua S¢
31/VP Ho6 so phong chay, chita chay 10 nam Nguyén Tran Chung
3o/vp | 1O 80 ve cong tic quoc phong |y ) Neuyén Trin Chung
toan dan, tu vé cua co quan
33/VP HVO S0 X1y kién vé céc dy thao 10 nam Nguyén Thi Vin
van ban
Ho so bao céo tién do thuc hién N
34/\VP cong viéc theo chi dao cua 10 nam Nguyén Thi Van
UBND tinh
Ho so dang ky lich 1am viéc cua < x s
35/VP UBND tinh 10 nam Nguyén Thi Van
H6 so vé Phong chdéng dich - x s
36/VP COVID - 19 10 nam Nguyén Thi Van
37/\VP Ho6 S0 clr thanh vién tham gia 10 nim Nguyén Thi Vin
theo yéu cau
38/VP 216)220 ve dao tao, boi dutng nam 10 nam Nguyén Thi Vin
39/VP g? S0 vé nghi et cac ngay I, 5 nam Nguyén Thi Vin
A . —_— g Nguyén Thi Vin;
40/VP Ho so moi1 hop, xin vang hop 5 nam Neguyén Trin Chung
A A 14 Oy < Nguyén Thi Vin;
41/VP Ho so vé lay phiéu y kién 5 nam Nguyén Trin Chung
Ho so vé thuc hién Béao vé . Nguyén Thi Vin;
42IVP BMNN co quan S Noi vu 10 ndm Nguyén Tran Chung
Vo Thi Vinh
Hb so vé Quan tri Van phong 9 Nguyén Thi Vin
43/VP phat sinh 10 ndm Nguyén Tran Chung
Phan Thi Thanh Hién
5. T6 chitc, cian bd
Ké hoach, bao cao dai han va
44/\/P hang ndm vé cong tac tO chuc Vinh vién Vo Thi Vinh
can by S¢&
g5/vp | 050 Ve thanh lap, gidi the, doi |y ix) V5 Thi Vinh
tén co quan
ag/vp | HO so gdc cdn by, cong chir, 70 nam V& Thi Vinh
vién chtrc, ngudi lao dong
HO6 so quy hoach cén bo, cong
47/\VP chtrc, vién chirc cuia s& V4 Thi Vinh
Phiéu tin nhiém quy hoach 05 nam




Céc thanh phan tai liéu khac

10 nam

48/\VP

HO so danh gia, phan loai can
b0, cong chuc, vién chuc cua S&
nam 2023

20 nam

Nguyén Thi Vin

49/VP

Hb so giai quyét cac ché do, tro
cdp db6i vé6i cong chuc, vién
chtrc, nguoi lao dong thudc So
nam 2023

20 nam

Vo Thi Vinh

50/VP

HO6 so b6 nhiém, bo nhiém lai
can by cong chirc vién chuc co
quan

Phi€u tin nhiém bd nhiém, bo
nhiém lai

10 nam

Céc thanh phan tai liéu khac

20 nam

V6 Thi Vinh

51/VP

HO so vé viéc tiép nhéan, diéu
dong, thuyén chuyén, chuyén doi
vi tri viéc lam, biét phai, ky luat
can bg, cong chuc, vién chuec,
nguoi lao dong

20 nam

Vo Thi Vinh

52/VP

HO so vé viée cho thoi viéc,
chuyén coéng tic cia can bo,
cong chure, vién chic, nguoi lao
dong

20 nam

Vo Thi Vinh

Ho6 so Ké toan

53/VP

Ho so Béo céo két qua thuc hién
tu chu tai chinh

20 nam

Pham Thi Thanh Hién

54/VP

Ho so bao cdo lién quan cong tac
tai chinh, quan 1y tai san.

20 nam

Pham Thi Thanh Hién

55/VP

Hb so gép y vé ché d6 chinh
sach tai chinh

5 nam

Pham Thj Thanh Hién

56/VP

HoO so nang ngach, bac, chuyén
ngach cua cdn bd, cong chuc,
vién chirc

20 nam

57/VP

Ho6 so nang luong cén bd cong
chure, vién chirc ciia co quan nam
2023

20 nam

Pham Thi Thanh Hién

THANH TRA

01/TTr

Ho so xdy dung, ban hanh quy
che, quy dinh, huéng dan vé
thanh tra, kiém tra cua co quan

20 nam

Phan Thi Thuy Huong

02/TTr

Ho so xdy dung, ban hanh quy
ché, quy dinh, huéng dan vé tiép
cong dan va giai quyét khiéu nai,
t6 C40 cua co quan

20 nam

Doan Thi Chung

03/TTr

K& hoach, Béo céo cong tac
thanh tra, kiém tra, tiep cong
dan, giai quyet khiéu nai, t6 cao

20 nam

Doan Thi Chung




(hang quy, 6 théng,’ 9 thang,
nam, bdo cdo dot xuat theo yéu
cau)

04/TTr

Ké hoach, Bao cdo cong tac
phong, chéng tham nhiing (hang
quy, 6 thang, 9 thang, nam, bao
céo dot xuat theo yéu cau)

20 nam

Phan Thi Thuy Huong

O5/TTr

Quyét dinh phé duyét Ké hoach
thanh tra, Kiém tra hang nam

20 nam

boan Thi Chung

06/TTr

Ho so thanh tra theo ké hoach,
dot xuat

20 nam

Lé Thi M§ Hanh

07/TTr

Ho so kiém tra theo ké hoach,
dot xuat

20 nam

Phan Thi Thay Huong

08/TTr

HO so thanh tra (cac vu Viéc
nghiém trong)

Vinh vién

Lé Thi My Hanh

09/TTr

Ho so giai quyét vu viéc khiéu
nai, to cao

20 nam

Doan Thi Chung

10/TTr

Ho6 so giai quyét vu viéc khiéu
nai, to6 cdo (Cac vu viéc nghiém
trong)

Vinh vién

Lé Thi M§ Hanh

11/TTr

Ho so, tai lidu vé viéc xur 1y don
thu khiéu nai, t6 cdo, kién nghi,
phan anh khéng thuoc tham
quyén giai quyét

05 nam

Doan Thi Chung

12/TTr

Pon khiéu nai, té céo, kién nghi,
phan anh cua co quan, t6 chuc,
cong dan giri dén nhung khong
giai quyét (Luu don)

05 nam

Doan Thi Chung

13/TTr

Ho so tiép cong dan

05 nam

Nguyén Thi Van
Chung

14/TTr

Ho so vé cong tac phong, chong
tham nhiing, tiéu cuc

20 nam

Phan Thi Thuy Huong

15/TTr

Tai liéu vé hoat dong cua to chirc
Thanh tra nhén dan (Bao cao
nam)

20 nam

Nguyén Vin Thao

16/TTr

Tai liéu vé hoat dong cua to chirc
Thanh tra nhan dan (Tai liéu
khéc)

05 nam

Nguyén Vin Thao

17/TTr

Cong van trao d6i vé cong tac
thanh tra

05 nam

Lé Thi M§ Hanh

18/TTr

Cong van trao doi vé cong tac
kieém tra

05 nam

Phan Thi Thuy Huong

19/TTr

Cong van trao doi vé cong tac
giai quyet khieu nai, to cao,
phong chong tham nhiing

05 nam

Doan Thi Chung

PHONG XDCQ - TCBC

1

Cbng tac can bé thugc dién




Ho so vé tham muu cong tac bd
nhiém, diéu dong, luan chuyén

Og?gg(? can b dién Ban Thuong vu Tinh 10 nam Nguyén Thanh Huing
uy, Ban can sy dang Uy ban
nhan dan tinh quan ly (mat).
Ho so vé quy hoach can bo thudc
dién Tinh uy, Uy ban nhan dan
tinh, Chu tich Uy ban nhan dan
tinh quan ly trong cac co quan
hanh chinh, don vi su nghiép, - x
02/XDCQ cén bo quan Iy doanh nghiép va 20 nam Nguyen Duy Quang
ngudi dai dién phan von nha
nudc trong doanh nghiép do Uy
ban nhan dan tinh la cha s¢ hiu
theo quy dinh.
2 Linh vuc té chirc bién ché
Ho6 so huong dan, kiém tra, trinh
03/XDCQ | cap c6 tham quyén phé duyét va o i
&TCBC | quan Iy vi tri viée lam doi voi | ¥R Vien Phan Hién Anh
cac co quan, don vi
04/XDCQ ;E)a;r/l du:nglke hoach bién ché va L N
guoi lam viéc trong cac co Vinh vién Phan Hién Anh
&TCBC
quan, don vi.
3 Linh vyc to chirc b may
Ho so phan cong, phan cap quan
05/XDCQ | ly t6 chic bo may cac té chic - x o
&TCBC | hanh chinh, don vi su nghi¢p 20 nam Nguyen Thi Thay An
cong lap.
06/XDCQ | Hb so xép hang cac don vi su 9 X s 17 A ,
&TCBC nghiep cbng lap. 20 ndm HO Thi Hong Quy
HO so quy dinh chirc néng,
Og_l)_(g;g nhiém vu, quyén han va co cau | Vinh vién Nguyén Thi Thuy An
t6 chuc céc so, ban, nganh.
Ho so cho y kien ve chue nang,
&TCBC | 8¢ 30, ban, nga g Ho Thi Hong Quy
chuc nang, nhiém vu cac co
quan, don vi.
Ho so vé kiém tra cong tac to
09/XDCQ | chirc bd may; ra soat chic nang, 1 X x o,
&TCBC |nhiém vu, quyén han cdc co| VoRvien | Nguyén ThiThiy An
quan, don vi.
Ho so bao cdo cong tac to chic
1§c/'l)'<CDI§(? bo may, thuc hi¢n chirc nang, Vinh vién Nguyén Thi Thuy An
nhiém vu.
11/XDCQ | Cong vin trao d6i vé cdng tac to 05 nam Nguyén Thi Thiy An;




&TCBC | chuc bo may, chic ning, nhiém H6 Thi Hong Quy
vu chung.
4 Linh vuc xdy dwng chinh quyen
Ho so vé cdng tac dan chi co so
12/XDCQ |+ dan van chinh quyén, dan chi | 20 nam Déng Anh Dirc
&TCBC | ., .
¢ cac co quan, don vi
Ho so vé bau, mién nhiém, bai
13/XDCQ | nhiém Chu tich, Pho Chu }ich va 20 nim Nguyén Duy Quan
&TCBC | c4c thanh vién khac cua Uy ban guyen Duy LQuang
nhan dan tinh.
Ho so ve phé chuan ket qua bau
cu, mién nhiém, béiﬁ nhiém Chua
tich, Pho Chu tich Uy ban nhén
14/XDCQ | dan cip huyén; dé nghi diéu L x x
&TCBC | dong, cach chic Cha tich, Pho | ¥ Vien | Neuyén Duy Quang
Chu tich Uy ban nhan dan cap
huyén va giao quyen Chu tich
Uy ban nhan dan cap huyén
Ho6 so vé huéng dan to chic va
15/XDCQ hE)at (?Qng Cua cdc co quan thuoc ] A
bo may chinh quyén dia phuong 20 nam Nguyen Duy Quang
&TCBC LA PP
cac cap trén dia ban theo quy
dinh caa phap luat
16/XDC Ho so vé tham muu Uy ban nhan
&TCBC? dan tinh danh gia, xép loai cac 10 nam Nguyén Duy Quang
co quan, don vi, dia phuong;
Ho so ve to chie va huong dan
17/XDCQ | cong téc‘ bau cu daiq biéu Quoc . x «
&TCBC | hoi va bau cir dai biéu Hoi dong Vinh vien Nguyén Duy Quang
nhéan dan céc cap;
Ho so ve thong k&, tong hop, béo
18/XDC cao s0 lugng, chat luong dai biéu
&TCBC? Hoi dong nhan dan, thar]h Vién Vinh viéen Nguyén Duy Quang
Uy ban nhén dan céc cap theo
quy dinh.
19/XDCQ | Hb so sap xép cac don vi hanh X x
&TCBC | chinh cép huyén, cip x& Vinh vién Nguyen Duy Quang
20/XDCQ | Ho so bao cao cong tac t6 chuc X X
&TCBC | chinh quyén dja phuong. Vinh vien Nguyén Duy Quang
21/XDCQ Corng van trao do: vé cong tac to ] ]
chiac chinh quyén dia phuong 05 nam Nguyén Duy Quang
&TCBC | hing
22/XDCQ | Hb so vé phan loai don vi hanh L x
&TCBC | chinh cac cip Vinh vién Nguyén Duy Quang
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HO so xdy dung cac van ban ve

23/IXDEQ t6 chirc, hoat dong cua thon, to Vinh vién Nguyén Duy Quang
&TCBC A £
dan pho
24/XDCQ | Ho so, d& &an vé sap xép, sap o x
&TCBC | nhap thon, t dan phé Vinhvien | Nguyén Duy Quang
25/XDCQ Hp SO .CAhl dao, hucing dAan, tham o A
dinh lién quan deén xay dung Vinh vién Nguyén Duy Quang
&TCBC . A .
ndng thon mai
5 Linh vuc doanh nghiép
Ho so vé ché do chinh sach cua
26/XDCQ \ s A < n \ < A < TTA .
&TCBC ng@l quan ly doanh nghiép nha 20 nam Ho6 Thi Hong Quy
nuocC
HO so vé danh gia, xép loai
27/XDCQ | nguoi quan ly doanh nghiép, g X s 1A ,
&TCBC kiém soat vién, nguoi dai dién 20 nam Ho6 Thi Hong Quy
phan von nha nudc
28/XDCQ | Cong Van trao doi vé thuc hién - A e vr A ,
&TCBC | nhiém vy d6i méi doanh nghiép > nam Ho6 Thi Hong Quy
HO so quan ly can bo quan ly
29/XDCQ | doanh nghiép, nguoi dai dién - X e 1o ,
&TCBC |phin vén Nha nuoc di muoc| O " Ho Thi Hong Quy
ngoai veé viéc riéng
HO so quan ly can bo quan ly
doanh nghi¢p, nguoi dai dién
30/XDCQ phan vén Nha nuéc di nuéc 10 ndm Ho Thi Hong Quy
&TCBC .. . -2
ngoai tham du hoi thao, trién
I&m, hoc tap, khao sat ...
6 Linh vue dia gié¢i hanh chinh
31/XDCQ | H6 so bao quan, sir dung ban dd L x
&TCBC | dia gidi hanh chinh cac cip Vinh vien Nguyen Duy Quang
32/XDCQ Hp so huong dan, _lflem tra cac L A
dia phuong thuc hién quy dinh Vinh vién Nguyén Duy Quang
&TCBC A A P .
V¢ cong tac dia gidi hanh chinh
Ho so thong ke, tong hop, xay
33/XDCQ dung co s¢ dir lieu vé dia gigi Vinh vién Nguyén Duy Quang
&TCBC : .
hanh chinh
34/XDCQ | Ké hoach, b4o c&o vé linh vuc L x X
&TCBC | dia gi¢i hanh chinh Vinhvien | Nguyen Duy Quang
35/XDCQ | Cong van trao d6i vé linh vuc } x
&TCBC | dia gi¢i hanh chinh 05 ndm Nguyén Duy Quang
7 Linh vuc Quan ly Hoi, Quy
HO so vé viéc cho phép dat van
36/XDCQ | phong dai dign cua hoi . X .
&TCBC | & dia phuong Vinh vien Pham Thi Dung
37/XDCQ | Ho so vé Viéc giai quyét cac thu _ .
&TCBC |tuc vé hoi, quy x& hai, 10'ndm Pham Thi Dung
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quy tu thién hoat dong o dia
phuong

Linh vac QLNN vé Cong tac thanh nién

38/XDCQ
&TCBC

Ho so vé to chuc thuc hién
chinh sach, phap luat, chién
luge, chuong trinh, ké hoach
phat trién thanh nién tai dia
phuong

10 nam

Pham Thi Dung

39/XDCQ
&TCBC

Ho so giai quyét ché do tro cap
TNXP theo Quyét dinh s6
40/2011/Qb-TTyg ngay
27/7/2011 caa Thu tuéng Chinh
phi va dé nghi cp gidy bao tu,
gidy chiing nhan bi thuong cho
cuu TNXP

Vinh vién

Pham Thi Dung

PHONG CAI CACH HANH CHINH - VAN THU, LUU TRU

Cai cach hanh chinh

1/CCHC

Béo cdo Cong tac Cai cach hanh
chinh hang Quy, 6 thang va ca
nam

20 nam

Tran Hoai Nam

2/CCHC

Ho so tham muu va trién khai ké
hoach do luong su hai long cua
ca nhan, té chuc trong giai quyét
TTHC nam 2023 theo K& hoach
cua BNV

20 nam

Tran Hoai Nam

3/CCHC

Ho so Ging dung Cong nghé
théng tin va Chuyén doi so6

20 nam

Tran Hoai Nam

4/CCHC

Tai ligu vé xay dung, chi dao,
doén doc, trien khai cong tac
CCHC tinh 2023

20 nam

Poan Xuan Hoai

5/CCHC

Trien khai tu danh gia chdm
diém chi so0 PARINDEX nam
2022 cua tinh

20 nam

Poan Xuan Hoai

6/CCHC

Ho so cac vin ban gop y vé cac
noi dung dugc phan cong

10 nam

Poan Xuan Hoai

7/ICCHC

Bao cao, trién khai cac noi dung
litn quan dén c&c chi so
PARINDEX, PAPI cua tinh

20 nam

Poan Xuan Hoai

8/CCHC

Tai liéu to chirc Hoi nghi so két,
tong ket cong tac CCHC cua tinh

20 nam

DPoan Xuan Hoai

9/CCHC

Ho so lién quan cong tac kiém
tra CCHC ndm 2023

10 nam

Poan Xuan Hoai

10/CCHC

Tham muu cac bai viét vé
CCHC lién quan dén nhiém vu
duoc phén cong

10 nam

Poan Xuan Hoai

HO so t6 chirc thuc hién kiém tra

Tran Thi Nga
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11/CCHC

CCHC tai cac don vi, dia
phuong trén dia ban tinh nam
2023

10 nam

12/CCHC

HO6 so trién khai do luong sy hai
1ong cua ca nhén, t6 chic trong
giai quyét TTHC nidm 2023 theo
K& hoach ciia UBND tinh

10 nam

Tran Thi Nga

13/CCHC

HO6 so trién khai tham dinh, xac
dinh chi s6 CCHC tai cac don vi,
dia phuong trén dia ban tinh ndm
2023

10 nam

Tran Thi Nga

14/CCHC

Hb so sira doi Quy ché va Tiéu
chi chdm diém xac dinh chi sb
CCHC tai cac don vi, dia
phuong

20 nam

Tran Thi Nga

15/CCHC

Ho6 so tham muu gop ¥ cac nodi
dung lién quan vé CCHC theo
linh vuc phan cong phu trach
(bao gdom cong tac Cai cach thé
ché, Tai chinh cong...)

05 nam

Tran Thi Nga

16/CCHC

Ho6 so tham muu cac van ban chi
dao vé trién khai, thuc hién cac
nhiém vu CCHC

20 nam

Tran Thi Nga

17/CCHC

H6 so tham muu tdp huan cong
tac cdi cach hanh chinh cua tinh

05 nam

Tran Thi Nga

2

LINH VUC VTLT

18/VTLT

Ho so xdy dung ké hoach vin
thu luu trlt ndm 2023

20 nam

Hé Thi Niém

19/VTLT

Trién khai thuc hién thi diém
nop luu tai ligu dién tr vao Luu
trir lich st tinh

10 nam

Hb Thi Niém

20/IVTLT

Trién khai thuc hién 1ap ho so
dién ti trén phan mém ho so
cong viéc (cap xa),

10 nam

Hb Thi Niém

21/VTLT

Ho so td chic thuc hién ché do,
quy dinh hudng dan vé van thu,
lvu trix

20 nam

Hb Thi Niém

22IVTLT

Ho so tong hop bao cao thong ké
cong tac van thu, luu trit hang
nam

Vinh vién

Hb Thi Niém

23/VTLT

HO so b4o cdo cong tac van thu,
luru trir hang nam, cham diém thi
dua

20 nam

Hb Thi Niém

24/NVTLT

Ho so Tham dinh tai liéu hét gia
tri

20 nam

Hé Thi Niém

25/VTLT

H6 so Tham dinh muc luc tai
liéu nop luu vao Luu trix lich sir

20 nam

Hbé Thi Niém
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26VTLT | Ho so tdp hudn hang nim 05 nam Ho Thi Niém
HO so thanh tra, kiém tra con X e N A
27/VTLT | tac van thu, luu trir cac co quag 20 nam Ho Thi Niem
dqn !
2gnvTLT | M0 80 86p y du thio cdc van ban 5 ndm Hb Thi Niém
Ve van thu, luu trir
B4o c4o dinh ky hang thang két
29/VTLT | qua thuc hién nhiém wvu cua 5 nam Ho6 Thi Niém
phong CCHC-VTLT
V. PHONG CONG CHUC VIEN CHUC
1. Cong tac quan ly CBCC, VC
HO so vé viéc tiép n}lan, diéu
Pan Qs N,
oL/ccve | cruyen, chiuyen cot Vi il vie 20nim | Hoang Nhu Quynh, Lé
lam, bi¢t phai, ky luat can bg, )
o , A . . Thi Hoa
cong chire, vién chirc, nguoi lao
dong
Hb so vé huéng dan, tham muu
02/CCVC | danh gia, xép loai chat luong can 20 nam Hoang Nhu Quynh
b0, cong chirc, vién chirc
HO so huéng dan, tra 1oi vé ché Phan Quéc Nam, Tran
03/CCVC dEf), chin%l séc'll dbi ,V(')'i f:én bff)3 10 nim Anh ‘Tuén, Hoé}ng Nhu:
cong chuce, vién chuc va nguoi Quynh, Nguyén Thi
lao dong Duong, L& Thi Hoa
Ho6 so Bado cao thong ké chat . o
04/CCVC |lugng d6i ngli can bd, cong 20 nam HoangA th: Quynh;
, A , Lé Thi Hoa
chirc, vién chirc.
2 Cong tac thi, xét nang ngach, thing hang, chuyén ngach, bo nhiém
' ngach
Hb so cir cong chirc, vién chirc
05/CCVC | tham gia thi nang ngach, thiang 05 nam Nguyén Thi Duong
hang 1én chuyén vién
Hb so cir cong chirc, vién chirc
06/CCVC |tham gia thi nang ngach 1én 05 nam Nguyén Thi Duong
chuyén vién chinh
Hb so cir cong chirc, vién chirc
07/CCVC | du thi nang ngach, thang hang 05 nam Nguyén Thi Duong
lén chuyén vién cao cap
Ho so cir vién chtc tham gia thi
08/CCVC |thing hang chic danh nghé 05 nam Nguyén Thi Duong
nghiép vién chirc hang 11
Ho so cir vién chirc tham gia thi
09/CCVC |thang hang chtic danh nghé 05 nam Nguyén Thi Duong
nghiép vién chirc hang |
H6 so bd nhiém ngach va xép
10/CCVC | luong cong chue, vién chue 20 ndm Nguyén Thi Duong

tring tuyén trong ky thi nang
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ngach 1én chuyén vién

11/CCVC

Hd so b6 nhiém ngach va xép
luong cong chic, vién chic
trang tuyén trong ky thi nang
ngach 1én chuyén vién chinh

20 nam

Nguyén Thi Duong

12/CCVC

Hd so bo nhiém ngach va xép
luong cong chuc, vién chuc
trang tuyén trong ky thi nang
ngach 18n chuyén vién cao cip

20 nam

Nguyén Thi Duong

13/CCVC

H6 so bo nhiém va xép luong
chic danh nghé nghiép vién
chic trang tuyén trong ky thi
thang hang 1én hang II

20 nam

Nguyén Thi Duong

14/CCVC

H6 so bo nhiém va xép luong
chic danh nghé nghiép vién
chtic trang tuyén trong ky thi
thang hang Ién hang I

20 nam

Nguyén Thi Duong

15/CCVC

Hb so chuyén ngach, bo nhiém
ngach cong chirc chuyén vién
chinh

20 nam

Nguyén Thi Duong

16/CCVC

Ho6 so chuyén ngach, bo nhiém
ngach cong chirc chuyén vién
cao cap

20 nam

Nguyén Thi Duong

17/CCVC

Ho so chuyén chtc danh nghé
nghiép, bo nhiém chtc danh
nghé nghiép vién chic hang II
hodc tuong duong

20 nam

Nguyén Thi Duong

18/CCVC

H6 so chuyén chitc danh nghé
nghiép, b6 nhiém chtc danh
nghé nghiép vién chic hang I
hodc tuong duong

20 nam

Nguyén Thi Duong

19/CCVC

H6 so tham dinh dé 4n thing
hang chirc danh nghé nghiép céc
don vi; dé xudt chi tiéu thi hoic
xét thang hang chuc danh nghé
nghiép; thong nhat két qua xét
thang hang

10 nam

Nguyén Thi Duong

20/CCVC

H6 so du thi hodc xét nang
ngach cong chirc

05 nam

Nguyén Thi Duong

21/CCVC

Ho6 so to chtc thi nang ngach
cong chuc

10 nam

Nguyén Thi Duong

22/CCVC

H6 so du thi hodc xét thang hang
chirc danh nghé nghié¢p

05 nam

Nguyén Thi Duong

23/CCVC

H6 so to chuc thi hodc xét thing
hang churc danh nghé nghiép

10 nam

Nguyén Thi Duong

24/CCVC

Ho so bo nhiém ngach thanh tra
vién, thanh tra vién chinh

20 nam

Nguyén Thi Duong
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25/CCVC

HO so mién nhiém ngach thanh
tra vién, thanh tra vién chinh

20 nam

Nguyén Thi Duong

3.

Ho so giai quyét ché d chinh

sach cho can bg,

cong chirc, vién chirc

26/CCVC

Ho so giai quyét ché do nghi huu
doi véi can b, cong chuc, vién
churc

20 nam

Tran Anh Tuin

27/CCVC

HO 50, danh sach dbi tuong, van
ban dé nghi gidi quyét ché do
theo Nghi dinh 26/2015/ND-CP.

20 nam

Lé Thi Hoa

28/CCVC

Ho so, danh sach dbi tuong, van
ban tham dinh va du toan kinh
phi giai quyét ché do TGBC theo
Nghi dinh 108/2014/ND-CP

20 nam

Lé Thi Hoa

29/CCVC

Ho so, danh sach dbi tuong, van
ban tham dinh va du toan kinh
phi giai quyét ché do theo Nghi
quyét 71/2022/NQ-HDND

20 nam

Lé Thi Hoa

30/CCvC

Ho so, danh sach dbi tuong, van
ban thAm dinh va du toan kinh
phi giai quyét ché do theo Nghi
quyét 96/2018/NQ-HPND

20 nam

Lé Thi Hoa

4

Cong tic chinh sich tién lwong

31/CCVvC

HO so Xac nhan danh sach bién
che, quy tién luong ndm 2023
cho céc co quan, don vi

20 nam

Hoang Nhu Quynh

32/CCVC

H(‘A)’ SO Xéc‘ nhan danl} sach bién
ché, quy tién luong bd sung nam
2023 cho céc co quan, don vi

20 nam

Hoang Nhu Quynh

33/CCVvC

Hb so Nang bac luong thuong
xuyén, nang phu cap tham nién
vuot khung ddi véi can bo, cong
chirc, vién chirc

20 nam

Hoang Nhu Quynh

34/CCVC

Ho so Nang bac luong trudce thoi
han do6i véi can bd, cong chuec,
vién chtic

20 nam

Hoang Nhu Quynh

35/CCVC

Cong van trao doi vé tién luong

05 nam

Hoang Nhu Quynh

36/CCVC

HO so huéng dan, thyc hién Quy
ché nang bac luong

20 nam

Hoang Nhu Quynh

37/CCVC

Ho so theo ddi thuc hién thang,
bang luong, ché d phu cap

20 nam

Hoang Nhu Quynh

5

Cong tac dao tao, boi dudng

38/CCVC

HO S0 xay dung Ké hoach dao
tao boi dudong CBCCVC cua tinh

Vinh vién

Tran Anh Tuén

39/CCVvC

Ho so bdo cao tong hop vé cong
tac dao tao boi dudng:
- Nam, nhi€u nam,;

Tran Anh Tuén
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- Chuyén d¢ 6 théng, 9 thang; Vinh vién
- Chuyén dé thang, quy, theo yéu 10 nam
cau. 5 nam
Hd so quan 1y, cir can b, cong
chuc, vién churc di dao tao, boi
40/CCVC | dudng: 10 nam Tran Anh Tuan
- Trong nudc;
- Nudc ngoai.
41/CCVC | Ho6 so to chire cac 10p boi dudng, _ 3 £
tap hu An cho CBCCVC 05 nam Tran Anh Tuan
42/CCVC Hp SO" tra 101 Xe c}~16 do, chinh 10 nim Trin Anh Tuin
sach dao tao, boi dudng
43/CCVC Cf)ng van _traoN doi vé cong tac 05 nim Trin Anh Tuin
dao tao, béi dudng
HO6 so quan ly can b, cong
chure, vién chtrc di nude ngoai
44/CCVC A X
- Di cong tac; 10 n3m Tran Anh Tuan
- B1i vi viéc riéng. 05 nam
6. Cong tac tuyén dung cong chire, Vién chire
HO6 so tuyén dung cong chuec,
vién chuc %
45/CCVE 1S so du thi, bai thi 05 nam Phan Quoc Nam
- Céc tai liéu khac 10 nam
A - 9 LA A A ’ Kho
Tham d\mh Ehl t}eu,mco cau tuye’n Phan Quéc Nam, L& | :)rr;%g
46/CCVC dung va mot s6 noi dung khac ] Thone
lién quan dén tuyén dung cong Thi Hoa 10/20‘%22/
chtrc cap xa TT-BNV
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