UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
PHUONG TRANG DAI Doc 1ap - Tw do - Hanh phuc

Sb:353  /UBND-VP Trang Dai, ngay /3 thang 8§ nam 2025
V/v ra soét, chan chinh quy
dinh va quy trinh tham muru,
xtr 1y van ban
Kinh gtri:

- Phong Kinh té, Ha tﬁng va bo thi;
- Phong Van hoa va Xa hoi;
- Trung tam Phuc vu hanh chinh cong;
- Ban Chi huy quan sy phuong;
- Cong An phuong Trang Dai.

Theo bado cao cia Van phong UBND-HDND phuong Trang Dai tai cudc
hop ngay 08/8/2025 vé ho so, to trinh, vin ban tham muu cta cic phong, don vi
cho UBND phuong con thiéu can ctr phap 1y, chua ding thé thirc van ban theo
Nghi dinh sé 30/2020/ND-CP ngay 05/3/2020 ctia Chinh phu, viét tit nhung
khong c6 chu thich, khong kem theo dy thao va thuc hién khong dung quy trinh.

Can cir Nghi dinh sé 30/2020/ND-CP ngay 05 thang 3 nim 2020 cta Chinh
phu vé cong tac van thu; huéng dan cia S& Noi vu tai Vin ban s6 726/SNV-
CCHC&VTLT ngay 21 thang 7 nim 2025 vé thong tin quy trinh xir Iy vin ban
dén, di tai UBND céc x4, phuong trén Hé théng Quan 1y vin ban va diéu hanh
(Dnis), nhim ning cao hiéu qua cong tic tham muu, xir Iy vin ban di, dam bao
tinh phéap 1y, chit ch&, dang thim quyén va thoi gian quy dinh. Chu tich Uy ban
nhan dan phuong Trang Dai yéu cau cac phong, don vi nghiém tac ra soat, chan
chinh quy trinh nhu sau:

1. V& ndi dung va hinh thirc viin bin

- Céc van ban phai dam bao dugc tham muu chat ché, dung quy dinh, chiu
trach nhiém trudc phap luat vé ndi dung va hinh thirc. Cht ¥ “Noi nhédn” phai thé
hién duoc cac co quan, don vi dé bao céo va phéi hop thuc hién (theo Nghi dinh
s6 30/2020/ND-CP ngay 05/3/2020 ctia Chinh phi).

- Kiém tra tinh day du, chinh x4c cua thong tin, can ct phap 1y trong mdi
du thao van ban.

- Pam bao vin ban dy thao ding thé thirc, ki thuat trinh bay theo Nghi
dinh sb 30/2020/ND-CP.

- Chu trong viéc nghién ctru k¥ ludng cac van ban chi dao cua cip trén, dic
biét 1a hudng dan cua S& Noi vu vé cong tac van thu.

Dia chi sb 462 dudng Bui Trong Nghia, khu phd 3A, phuong Trang Dai, tinh Dong Nai.
bién thoai: 02513 890497
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Riéng dbi véi Cong an phuong va Ban Chi Huy quéin su thuc hién theo
hudng dan cta cip trén tryuc tiép.

2. V& quy trinh tham muru

- P6i v6i quy trinh xtr 1y vin ban di thudc tham quyén cua cac phong
chuyén mén bao gdm cac budc: (1) Chuyén vién phong trinh (soan thao); (2)
Lanh dao phong (ky nhay, truong hop van ban trinh Trudéng phong); (3) Van thu
phong kiém tra thé thirc va k¥ thuét trinh bay; (4) Lanh dao phong (k¥ phé duyét);
(5) Van thu (phat hanh).

- Béi véi quy trinh xtr Iy van ban di thudc tham quyén cia UBND phudng,
bao gdm cac bude: (1) Chuyén vién phong trinh (soan thao); (2) Lanh dao phong
(ky nhéy); (3) Chanh Vin phong (phan cong); (4) Chuyén vién vin phong (thdm
dinh); (5) Lanh dao Van phong (ky nhay); (6) Lanh dao UBND xa, phuong (ky
phé duyét); (7) Van thu (phat hanh).

3. V& thoi gian va quy trinh xir 1y viin ban

- Ra soat thoi gian luan chuyén, xtr 1y vin ban ¢ timg khau, dam bao ding
thot han quy dinh.

- Kiém tra viéc ghi chép, cap nhat thong tin trén hé thong quan 1y vin ban
(néu co) diy du, kip thoi.

- Chan chinh tinh trang cham tré, t6n dong van ban & bat ky khau nao.

- Pam bao viéc dong dau, sb hoa van ban (néu cd) va phat hanh vin ban
duoc thuc hién nghiém tic, dung quy dinh.

4. To chirc thye hién

- Thu trudéng cac phong, don vi ¢6 trach nhiém truc tiép chi dao, to chirc
thuc hién viéc ra soat, chan chinh quy trinh tai don vi minh.

- Giao Vian phong HDND va UBND phuong dén déc, hudng din, kiém tra
viéc thuc hién va tong hop bao céo két qua.

- Cac phong, don vi hoan thanh viéc ra soat va c6 bao cao két qua; dong
thoi, tu kiém tra, ra soat cic van ban chi dao cia UBND tinh, cac Sé, nganh, cac
t6 chuc, ca nhan, cac don phan anh, kién nghi cta cac ho gia dinh ca nhan (tir
ngay 01/7/2025 dén nay chua bao cdo, co van ban phiic dap) khan truong tham
muu UBND phuong xir 1y theo quy dinh. Truong hop cac phong cham tham
muu xtr 1y phai c6 béo céo giai trinh 1y do cham tré & Cha tich UBND phuong
chi dao xtr Iy theo quy dinh. Thong tin bao cao gui vé Vin phong UBND phuong
truge ngay 30 thang 9 nam 2025.
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Yéu cau cac phong, don vi nghiém tic trién khai thuc hién. Trong qué trinh
thuc hién néu c6 vuéng mic, kip thoi bao cao Chu tich Uy ban nhan dan phudng
chi dao xur ly./.

A

Noi nhén: CHU TICH
- Nhu trén; ANG

- bang uy phuong (b/c);

- Chu tich, cac PCT UBND phuong;
- Chanh, Ph6 Chanh Van phong;

- Cac ban nganh (biét)

Luu VT.Hoa

Nguyén Pinh Kién
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