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Thai Nguyen, ngay /it thong 4 nom 2020 

QUYET DINH 
Ye vqc ban hanh Quy che lam vqc dm Ban Quan ly thy an dAu tu• xay dtyng 

cac cong trinh giao thong tinh Thai Nguyen 

GIA1VI DOC BAN QUAN LY Did AN DAU Tif 3CAY DUNG 
CAC CONG TRINH GIAO THONG TINH THAI NGUYEN 

Can cit. Luat vien chirc ngay 15/11/2010; 

Can cti. cac Nghi clinh cua Chinh phis: so 29/2012/ND-CP ngay 12/4/2012 vi 
tuyin dyng, sir dyng va quan lj) vien chzi.c; so 41/2012/ND-CP ngay 08/5/2012 quy 
clinh ve vi tri vi'Oc lam trong clan vi str nghi0 cong lap; so 16/2015/ND-03  ngay 
14/02/2015 quy clinh ca chi tit. chit cua don vi str nghi -ep cong lap; so 56/2015/ND-CP 
ngay 09/6/2015 ve clanh gia va phan logi can ba, cong chirc, vien chirc; so 
30/2020/ND-CP ngay 05/3/2020 vi cong tac van thin; 

Can cit. Quyit clinh so 01/2015/QD-UBND ngay 07/01/2015 cua UBND tinh 
Thai Nguyen 14 vi'ec Ban hanh Quy clinh phan ca'p quart if> to chirc ba may, bien 
che, tien luang, can ba, cong chzrc, vien chirc va lao clang hap clung trong cac ca 
quan, clan vi thuac tinh Thai Nguyen; 

Can cti. Quyit dinh so 3582/QD-UBND ngay 23/12/2016 cua UBND tinh Thai 
Nguyen Quyit clinh thanh lap Ban Quart ly cly• an clau xay dung cac ding trinh 
giao thong tinh Thai Nguyen; 

Can cit. Quyit clinh so 248/0D-UBND ngay 02/02/2017 cua UBND tinh Thai 
Nguyen vi vi& Ban hanh Quy chi to chirc va hoot clang cua Ban Quart ly cl4r an 
clau to xay dyng cac cong trinh giao thong tinh Thai Nguyen; 

Can cti. Quyit clinh so 03/QD-BOLDAGT ngay 02/01/2020 cua Ban Quart ly 
dtr an cliju to xay dung cac cong trinh giao thong .tinh Thai Nguyen vi vi'c ban 
hanh Quy che lam vi& cua Ban Quan ly clte an clau tu. xay dyng cac cong trinh 
giao thong tinh Thai Nguyen; 

Theo de nghi cua Trzthng Phong Ke hooch va Quan ly dau ttr xay dyng, 

-QUYET DINH: 

Dieu 1. Ban hanh kern the() Quyet dinh nay Quy cite lam viec cua Ban Quan 
l3"7 du an &au to xay Ong cac cong trinh giao thong tinh Thai Nguyen. 
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Dieu 2. Quyet dinh nay c6 hieu hrc thi hanh ke tit ngay ky va thay the Quyet 
dinh so 03/QD-BQLDAGT ngdy 02/01/2020 dia. Ban Quan ly du an d'au to xay 
Ong cac cong trinh giao thong tinh Thai Nguyen. 

Dieu 3. Giam dOc, cac Ph6 Giam dOc Ban; Chanh Van phong Ban; Truong 
cac Phong thu6c Ban va toan the can b6, vien chirc, ngtred lao dOng trong Ban chiu 
trach nhiem thi hanh Quyet dinh nay./. 

Noi nhijn: 
- Nhur diL 3; 
- UBND tinh Thai Nguyen(bao cap); 
- SO.  Mc:5i vu tinh Thai Nguyen (bac) cao); 
- Ltru: KH&QLDTXD, VT, VP. 
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LONG HOA XA HOI CHU NGHIA VIVI' NAM 
Doc lap - Tir do - 114nh phtic 

UBND TINH THAI NGUYEN 
BAN QLDA DAU TU.  XAY DUNG 

CAC CONG TRiNH GIAO THONG 

QUY CHE LAM VItC 
dm Ban Quin 1ST du an dau to xay dung cac cong trinh giao thong tinh Thai Nguyen 

(Ban hanh kem theo QuyEt dinh so:  ,ZO'f• /QD- BQLDAGT ngay/14 /4/ 2020 dux 
Ban Quail ly dtr an clau ttr xay dung cac cong trinh giao thong tinh Thai Nguyen) 

Chuang I 

QUY DINH CHUNG 

Dieu 1. Pham vi dieu chinh, dOi turcrng Ai) citing. 

1. Quy the nay quy dinh 	Pham vi trach nhiem; Viec xay Ong chuang 
trinh, ke hoach cong tac; Quan ly, soan than va ban hanh van ban; Ch'e di) hOi h9p, 
thong tin, bao cao; Di cong tac, tip khach; Cong Lac phi hop, trach nhiem giai 
quyet mot s9 cong viec, nhiem vg cg the va mot so the d9 khac cila Ban Quan ly 
dg an dAsu to xay Ong cac cong trinh giao thong tinh Thai Nguyen trong viec quan 

dieu hanh, thgc hien chirc nang, nhiem vg dia. Ban. 

2. Giam d9c, cac Pho Giam d9c, Chanh Van phong, Trugng cac Phong 
chuyen mon va can b9, vien chirc, nguai lao dOng ciia Ban Quan 15T dg an dau tu 
xay Ong cac cong trinh giao thong tinh Thai Nguyen; Cac to chirc, ca nhan có 
quan he lam viec voi Ban Quan ly dg an dau tu xay Ong cac cong trinh giao thong 
tinh Thai Nguyen deu chiu six dieu chinh cua Quy the nay. 

Dieu 2. Nguyen tac lam viec. 

Ban Quan VT dg an dAu tu xay Ong cac cong trinh giao thong tinh Thai Nguyen 
lam viec theo cac nguyen tac sau day: 

1. Thgc hien nguyen tac tap trung dan chu, vira bao dam phat huy vai tro lanh 
dao dm tap the Ban, vira de cao vai tro trach nhiem ca nhan cua Giam d9c, cac Pho 
Giam doc, Trugng cac phong chuyen mon, mcx)i can b9, vien chuc lao dOng trong 
co quan nham xay Ong khOi doan ket, hoan thanh tot mgi nhiem vg dugc giao. 

2. Gial quye't cong viec theo quy dinh cua phap luat, sg chi dao, dieu hanh cua 
UBND tinh, B9 Giao thong van tai; bac),  dam sg lanh dao 	Cap uy Dang trong 
viec thgc hien chirc nang, nhiem vg, quyen han dugc giao. 

3. Trong phan cong giai quye't cong viec, moi viec chi dugc giao cho mot 
phong, mot ngued phg trach va chiu trach nhiem chinh. Cap ten khong lam thay 
cong viec cila cap duoi, tap the khong lam thay cong viec dm ca nhan va ngugc lai. 
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Chanh Van phong, TruOng,cac phong chuyen mon dugc giao cong viec phai chiu 
trach nhiem ve tin d6 va ket qua cong viec phong dugc phan cong. 

4. Bao dam tuan thu trinh tg, thU tuc va,theYi han giai quy& ding viec theo 
quy dinh 	phap 11*, theo chuong trinh, ke hoach cong tac va sir chi dao cua 
Giam d6c Ban. 

5. Cac hoat d6ng dm Ban Quail 1)',  du an dau to xay dt..mg cac ding trinh giao 
thong tinh Thai Nguyen phai bao dam phat huy nang luc va so truing cua m8i can 
b6, vien chdc, ,ngued lao d6ng; de cao sir phOi hgp cong tac, trao doi thong tin 
trong giai quyet cong viec va trong m9i hog d6ng theo elide nang, nhiem vu, 
quyen han dugc phap lu'4t quy dinh. 

6. Bao dam dan chU, ro rang, minh bach va hieu qua trong m9i hoat d6ng. 

Chuang II 

QUY DINH CU THE 

Muc 1: PHAM VI TRACH NHIEM 

Dieu 3. Nhiem vu, quy'en han, trach nhiem, pham vi giai quyet cong viec 
cua Giam 

1. Giam d6c Ban la nguoi ddng d'au co quan, la nguori lanh dao, quan 
dieu hanh m9i cong viec dm Ban theo the d6 thu truong; chiu trach nhiem truoc 
ThuOng trgc Tinh uy, H6i d6ng nhan dan tinh, US/ ban nhan dan tinh, Chu tich 
US,  ban nhan dan tinh va truOc phap 14t ve viec thgc hien chdc nang, nhiem vu, 
quyen han va to chdc b6 may dm Ban. 

2. Phu trach chung cac link vgc dm Ban va true tip phu trach ve quy hoach, 
ke hoach, cong tac to chdc va tai chinh dm Ban. 

3. 1(T cac hop d6ng xay dung voi cac nha thau dugc lua ch9n, hgp d6ng lao 
d6ng d6i vai can b6, vien chdc thu6c Ban. 

4. Giam doc Ban c6 trach nhiem danh gia va phan loai can b6, vien chirc 
thu6c quyen quail ly theo quy dinh. Thgc hien viec be'• nhiem, mien nhiem, khen 
thuemg, kST 1u4t can b6, vien chdc theo phan cap; cu di dao tao, sir dung, b6 tri, 
chuyen doi vi tri cong tac dm can b6, vien chdc theo quy dinh nham nang cao Wang 
luc cong tac dap dng yeu cau nhiem vu dugc giao; chi dao thuc hien cong tac cai 
cach hanh chinh trong co quan theo quy dinh; dux hieu cac bin phap thgc hanh 
tiet kiem, chong lang phi, phong ngira, ngan clfan hanh vi tham nhiing; tao dieu 
kien de co quan, to chdc va can b6, vien chdc dux hien quyen dan chU, kiem tra, 
giam sat cac boat d6ng cda co quan; kip then xir 1)'T m9i hanh vi vi pham phap 1u4t, 
quy the lam viec cua co quan thu6c tham quyen 	Giam d6c. Giam d6c nguOi 
dai din cao nhat trong cac moi quan he doi n6i, d6i ngoai thu6c Ban. 
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5. Giam dOc phan cong (fly quyen theo tham quyen) cho cac Ph6 Giam dOc 
phu trach mot so linh vvc cong tac va chi dao sir phoi hop gifra cac Pho Giam el& 
trong qua trinh thgc hien nhiem vv dugc giao. 

Khi Giam dOc vang mat, Giam dOc usf quyen cho mot Ph6 Giam dOc dieu 
hanh hoat dOng va giai guy& cac cong viec dm Ban. 

6. Giam d'Oc thueng xuyen giir mOi lien he voi Cap fly, Ban Chap hanh Cong 
doan, Ban Chap hanh Doan Thanh nien, nharn phat huy tri tue tap the tao len skr thong 
nhat cao trong co quan, &mg thed c6 trach nhiem cham lo ded song vat chat, tinh than 
dm can bO, vien chirc trong pham vi the dO, chinh sach hien hanh cua Nha nuot. 

Dieu 4. Nhiem vu, quyen han, trach nhiem, pham vi giai quytt cong viec 
clia cac Pho Giam dOc. 

1. Cac Pho Giam dOc la ngueii ghlp Giam d'Oc chi dao, dieu hanh mot so linh 
vvc cong tac dugc Giam doc uy quyen, phan cong; thuong xuyen bac, cao Giam 
d'Oc cac cong viec dugc phan cong phu trach; chin trach nhiem truov Giam doc va 
truov phap luat ve nhiem vv cong tac dugc phan cong. 

2. Ph6 Giam dOc ky cac van ban c6 lien quan den cong viec thuOc linh vvc 
dugc phan cong phij trach va cac van ban khac dugc Giam doc fly quyen. 

3. Trong pham vi quyen han dugc giao, the PhO Giam dOc chu dOng xir ly cong 
ne'u c6 van a lien quan den cac link vvc cong tac cua Ph6 Giam doc khac phv 

trach thi chit dOng phi hop de giai quye't. Trueng hgp coy  kin khac nhau thi Pho 
Giam &Se gang chu tri xir 15T cong viec d6 bao cao Giam doc quyet dinh. 

4. Hang tuan cac Ph6 Giam d'Oc tong hop tinh hinh cong viec minh phv trach 
bao cao Giam doc tai cuOc hop giao ban dau tuan. Trong chi dao dieu hanh, neu c6 
van de lien quan thuOc linh vvc Giam dOc trvc tiep phv trach, nhfing Oat sinh 
ngoai ke hoach, nhang van de chua dugc quy dinh, cac Pho Giam el& chn dOng de 
xu'at, bao cao Giam dOc guy& dinh. 

Dieu 5. Nhiem vu, quyen han, trach nhiem, pliant vi giai quytt cong viec 
ciia Chanh Van phong, Truileng cac phong chuyen mon. 

1. Chanh Van phong, Truemg phong thuOc Ban (cea  Trizong phong) lam viec 
theo che dO thu truemg, ghap Giam dOc, cac PhO Giam dOc va chiu trach nhiem 
truerc Giam doc, cac PhO Giam doc dugc phan cong phv trach va truerc phap luat 
ve to chirc thvc hien cac nhiem vv, quyen han cua phong; ve tien do, chit hxgng, 
hieu qua thvc hien cac nhiem vu dugc giao. Truemg hop cap Truang phong yang 
mat khong trvc tiep chi dao, dieu hanh dugc hoat dOng cila dun vi dugc giao phv 
trach thi phai fly quyen cho cap ph6 cua minh giai quyet nhung phal chiu trach 
nhiem voi vai tro la ngueri dirng dau cap phong. 
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2. Chanh Van phong thtrc hien nhiem vu, quyn han quy dinh tai Khoan 1 
Dieu nay va nhiem vu, quyen han sau day: 

- Xay dtrng chuang trinh, ke hoach cong tac tuan, thang, quy, nam; de xuat \Teri 

Giam d6c cac giai phap dam bao thtrc hien chucmg trinh, ke hoach cong tac dm Ban. 
Don d6c cac phong chuyen mon to chirc thtrc hien cac not dung, chuong trinh, ke 
hoach ding tac da dugc lanh dao Ban phe duyet va bao cao ket qua thut hien. 

- Chanh Van phong ky thira lenh Giam d6c cac giay to., van ban nhu: Giay gioi 
thieu, Giay di duang, Lenh dieu xe, Thong bao, mot s6 van ban lint hanh not 1)8 co quan. 

- Tham muu xay dung Quy the lam viec dm Ban va theo d'Oi, kiem diem viec 
dux hien Quy the &mg thai tiep nhan y kien phan hoi, tong hop nhirng van de 
vuang mac phat sinh trong qua trinh thtrc hien, bao cao de xuat Giam doc xem xet, 
quy& dinh sera d6i b6 sung Quy the cho phu hop. 

- Giup Giam d6c ve cong tac to chic, can bO \Ta the dO, chinh sach dm can 
bO, vier' chirc. 

- T6 chirc quan ly va huang dan thtrc hien cong tac: Quail tri not vu ca quan; 
C8ng tac van thu - hru tit Cong tac an town ve sinh lao dOng - Phong chang chay n6; 
Cong tac an ninh not 1)0, bao ve co quan; Tham muu thkrc hien cong tac thi dua, 
khen thuemg, kST 

- T6ng h9p thong bao ket luan cua Giam d6c hoac cac Pho Giam dOc trong 
giao ban dinh kST hang thang, q4; cac hOi nghi kiem diem tien dO va chat luting 
cong trinh hoac cac not dung khac c6 lien quan. Theo doi don d6c cac bao cao 
chuyen de khac cua cac phong chuyen mon. 

- GiUp Giam d6c trong viec cung cap thOng tin d6i voi cac phucmg tien th6ng 
tin dai chUng, cac to chirc, ca nhan theo quy dinh; Quan tri cong thong tin dien tir 
dm Ban va he thong quan VT van ban dien tir. 

- Phan cong nhiem vu, kiem tra, don d6c viec thvc hien cong viec cua cac Pho 
Chanh Van phong va can bO, vien chirc, nguei lao dOng thuOc phong quan VT. Theo 
d'Oi danh gia can bO, vien chirc, lao dOng dugc giao quan 

- Ky trach nhiem yeti cac van ban dm Van phong truarc khi trinh Lanh dao 
Ban 14 ban hanh. TnrOng hop yang mat, phai fly quyen lai cho Pho Chanh Van 
phong 1c3'T thay nhung van phai chiu trach nhiem d6i voi van ban nay. 

- Quan VT co so vat chat, tai san, bao dam phuang tien, dieu kien lam viec cua 
don vi. 

- Thtrc hien cac nhiem vu khac do Giam d6c, cac Pho Giam d6c giao va 
bao cao ket qua cong viec voi Giam d6c, cac Ph6 Giam d6c. 
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3. Truing phong thgc hien nhiem vv, quyen han quy dinh tai Khoan 1 Di'eu 
nay va cac nhiem vv, quyen han sau day: 

- Xay dung chucmg trinh, ke hoach cong tac theo chirc nang, nhiem vv cua 
phong, lanh dao Ban; ChU dOng tham muu cho Giam dOc hoac Pith Giam doc trgc 
tiep phv trach ve viec thgc hien cac nhiem vu thu'Oc chirc nang, nhiem vv cua phong. 

- Xay dung, trinh Giam dOc,xem xet trinh cap co tham quy'n ban hanh cac 
van ban quy pham phap luSt; de xuat, kin nghi sira dOi cac van ban quy pham 
phap luSt, cac the do, chinh sach thuOc rinh vgc cong tac dugc giao. 

- Thgc hien the dO thong tin bao cao theo quy dinh nhiem vu cua phong trong 
linh vgc cong tac ma ph6ng dam nhiem hoac lanh dao Ban giao. 

- Phan cong nhiem vv, kiem tra, don d6c viec thgc hien cong viec cua cac Pho 
Truing ph6ng va can bO, vien chirc, ngu6i lao dOng thuOc phong quan VT. Theo deii 
danh gia can 1300, vien chirc, lao Ong dugc giao quan 

- Chit tri hoac tham gia phi hop yeti cac Truing phOng khac chuan bi cac not 
dung tai lieu trong giai quyet cong viec có lien quan. 

- Ky trach nhiem vii cac van ban cua Ph6ng truoc khi trinh Lath dao Ban 1(-5/ 
ban hanh. Truing hop yang mat, phai Uy quyen lai cho Pith Truing phong 1c3"/ thay 
nhung van phai chiu trach nhiem doi vii van ban nay. 

Dieu 6. Nhi'On vu, quyen han, trach nhiem, pli4m vi giii quyet cong v* 
cua Pho Chanh Van phong, Pho TrirCeng phong. 

1. Pith Chanh Van phong, Ph6 Truing phong (c4,  Pho Tricang phong) la 
nguOi giup viec cho cap Truing phong, dugc cap Truing phan cong phv trach trgc 
tiep mot so mat cong tac cu the, chiu trach nhiem truck cap Truing phong, truov 
Lanh dao Ban va truck phap lust ve cac nhiem vu dugc phan cong phi trach. 

2. Thay mat cap Truing phong khi Truing phong di yang, sau do phai bao cao 
lai va chiu trach nhiem tnroc Truong phOng, truck Lanh dao Ban, truck phap luSt ve 
nhUng cong viec ma minh da giai quy6t. 

Dieu 7. Nh*n vu, quyen han, trach nhiem, pham vi giai quyet cong v* 
cila can b0, vien chin. 

1. Can bO, vien chirc cac phong lam viec tivc tiep vii Truing phong, cong viec 
cu the do TnfOng phong phan cong va chiu trach nhiem ve phan viec dugc giao. 
Truing hop lath dao Ban giao nhiem vv tivc tiep thi phai to chirc thgc hien sau do 
bao cao lai vii Truing phong biet de tong hgp, theo doi tinh hinh thgc hien nhiem vv. 

2. Can bO, vien chirc khi thi hanh nhiem vv, ding vu phai tuan thU va thgc 
hien dUng cac quy dinh cua phap lust ve can bO, vien chic. Chap hanh nghiem tuc 
tiled gian lam viec theo quy dinh cua phap lust, dam bao ngdy lam viec 08 gieY c6 
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chit luting, hieu qua. Trugng hop lam them gia thi dugc huang the d9 lam them 
gia theo quy dinh cua phap luat. 

3. ChU dOng xay dung chucmg trinh cong tac, de xuat phucmg an giai quy& 
cac cong viec lien quan den chirc nang, nhiem vu thu9c linh vtrc ding tac theo 
dung tham quyen, trinh ttr, thu tuc cua phap luat. 

4. Co trach nhiem phi hop vgi clang nghiep trong viec thu.c hien nhiem vu 
khac ngoai cong viec dugc giao hoc ho trg can b9 khac hoar' thanh nhiem vu theo 
yeu cau cong tac cUa ph6ng, don vi. 

5. Co quyen de xuat y kien giai quy& d9i \Tad nhiem vu dugc phan cong. Neu 9 
kien dm can b0, vien chirc khac vai y kien cua ngugi phti trach thi phai chap hanh 
kien chi dao cua ngoai phu trach trgc tiep, dugc bao luu y kien va bao cao cap teen. 

6. Dugc h9c tap, b9i dual-1g,  ve chinh tri, nghiep vu theo ke hoach dm Ban de 
nang cao trinh d9, dap irng yeu ca cong tac. 

7. Co 19i slang lanh math, trung thvc, can, kiem, liem, chinh; dao tranh voi 
nhising bieu hien nhilng nhigu, tieu cgc de xay dung ca quan trong sach \Tung manh. 
Thtrc hien nghiem the cac quy tac irng xir da can b9, cong chirc, vien chirc lam 
viec trong nganh giao thong van tai. 

8. Can b9, vien chirc phai dugc danh gia, phan lc* hang nam theo quy dinh. 

Muc 2: QUAN LY, SOAN THAO VA BAN HANH VAN BAN 

Dieu 8. Tiep nh4n va xir 157 van ban gui den. 

1. Cong van, tai lieu dia ca quan, dan vi, ca nhan giri den Ban Quan 19 du an 
dau to xay clung cac ding trinh giao thong tinh Thai Nguyen dugc tiep nhan qua can 
b9 van thu de cap nhat vao muc "Cong van den" teen phan mem quan 19 van ban dm 
tinh, sau do chuyen Giam doc VT 19. Giam d6c ghi y kien but phe chi dao, giai quyet 
va chuyen xir 19 tnyc tiep cho cac Pho Giam doc, cac tnrong phong va cac can b9 
lien quan thong qua He th6ng quan 19 van ban dien tir trong ngay lam viec. 

2. D9i voi dan, thu khieu nai, to cao thi gift lai phong bi va dinh kem v6i don, 
thu. 	vai loai cong van den ma ngoai phong bi c6 (long clau "M4t", "Tti mat", 
"Tu3* 'Or thi van thu khong dugc ma phong bi ma chuyen nguyen ca phong bi 
cho Giam doc Ban. 

3. D9i veyi cong van có dong clau khan, hoa tOc, giay mei hop, van thu phai 
trinh ngay Giam d9c de xfr 19. Truang hgp Giam d9c di Vang thi Pho Giam doc 
dugc uy quyen trvc tiep xir 19. 

4. Cong van phai dugc giao ngay, dUng don vi va nguai nhan, khong de 
nguai khong c6 trach nhiem xem cong van, tai lieu va vao khu vtrc lam viec cua 
van thu, luu tat. 
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Dieu 9. Che d quan 1y, bao ve bi mat nha 

1. Can b0, vien chic phai th‘rc hien dUng, nghiem chinh cac quy dinh cua 
Chinh phu, cua Uy ban nhan dan tinh va quy ch6 dm Ban ye bao ve: bi mat nha 
nu6c; khong dugc cung cap, trao doi, sop did°, ltru tru trai pile') thong tin c6 not 
dung bi mat nha nuerc, bi mat cua ca quan, clan vi. 

2. Vic danh may, in, sao, chvp tai lieu mat phai dam bao dung so lugng, 
giri dung dia chi dal dugc duyt. Khong dugc mang tai lieu c6 dung dau "1‘14t", 

mat", "Tuy't mat" ra khoi ca quan, dan vi. Khong toy sao km, chuye'n 
tai lieu c6 clang dau "MP", "TOi mat", "Tuy't mat" teen H" thong quail ly 
van ban di'41 tir va Email. 

3. Giam dac c6 trach nhi'm ban hanh Quy ch6 Bao \Ts bi mat nha nuacc theo 
quy dinh. 

Dieu 10. Soan thao van ban. 

1. Do'i vai van ban quy pham phap luSt do I-10i clang nhan dan, Uy ban nhan 
dan tinh ban hanh, Ban Quan ly du an dau to xay dung cac cong trinh giao thong 
tinh Thai Nguyen dugc giao soan thao, Giam (I& giao cho mot phong lam dau moi 
chu tri dux hien. Vic soan thao van ban quy pham phap luSt dugc thvc hien theo 
quy dinh cua Lu4t Ban hanh van ban quy pham phap luSt \Ta cac van ban huong 
dan thi hanh. 

2. Deii voi van ban hanh chinh thuOc tham quy&I ban hanh dm Ban, cac 
phong chit tri sop thao c6 trach nhiem hoan chinh di; thao va trinh Giam do'c ky 
ban hanh hoac Pho Giam d6c V ban hanh theo su uST quy'en cua Giam d6c. 

3. Trueing hop not dung dm van ban c6 lien quan den linh vuc chuyen mon, 
nghi0 vi; cua phong khac, phong chu tri soan than c6 trach nhiem ph6i hgp, trao 
d6i 3'7 kin \Ted phOng do. Phong c6 lien quan c6 trach nhiem tham gia y  kin theo 
not dung va thoi hsn yeu cau cua phong chu tri. 

Dieu 11. Kiem tra van ban trirk khi 147 ban hanh. 

1. Ngued dugc giao trvc tiep soan thao van ban phai kie'm tra va chiu trach 
nhiem v'e do chinh xac ctia cac sa.  lieu, lot chinh to trong van ban, phai ghi ten ngued 
soan iliac, va ky nhay/tat vao vi tri cuo'i ding dm ten ngued sop thao trong van ban 
truck khi trinh cap Tnrong phong. 

2. Truong phong dugc giao chu tri soan thao van ban phai ki6m tra va chiu 
trach nhiem chinh, toan din v'e cac not dung dm van ban, k3"/ nhay/tat vao cuo'i not 
dung van ban (sau clan ./.) truck khi trinh Lanh dso Ban VT ban hanh; de xuat mire 
di) khan; d6i chiu quy dinh cua phap lust .\Ts bao ve bi mat nha nu6c xac dinh vies 
&mg dau met, doi tugng nhan van ban, trinh ngued 1(57 van ban quye't dinh. 
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Pho Trtrong phong dugc thay mat Truang phong ki6m tra, xir 13"/ va ky 
nhay/tat van ban cua phong dOi voi pham vi cong vi& da dugc Tnrong phong phan 
cong phu trach hoac theo uy quyLl khi Tnrang phong di yang. Ph6 Tivang phong 
có trach nhiem bao cao, xin y  kin va chi dugc trinh Lath dao Ban ky ban hanh khi 
coy  kin chdp thuan cua Truth-1g phong. Truang phong van phai chiu trach nh*n 
dOi \Ted cac van ban da dOng y cho PhO Tnrang phOng ky nhay/tat, trinh Lanh dap Ban 
1c5f ban hanh. 

3. Chanh Van phong giup Giam dOc Ban to chirc kiem tra lan cuOi va chiu 
trach nh*11 ve th6 thirc, k5f thuat trinh bay, thil tuc ban hanh van ban cua co quan 
va phai 1(f nhay/tat vao vi tri cuOi ding o "Noi nhan". 

Truang hop Chanh Van ph6ng di \Tang, Pho Chanh Van ph6ng dugc thay mat 
Chanh Van phong ki"e'm tra, xir 1/ van ban va phai chiu trach nhi'm truck Chanh 
Van phong, truck Lanh dao Ban, truck phap luat ve cong viec minh da giai quy6t. 

Dieu 12. Tham quyen 147 van ban. 

1. Giam dOc 14/ to trinh du thao van ban quy pham phap luat do Ban soan 
thao; cac bao cao, chucmg trinh, ke hoach cong tac dm Ban; cac van ban thuOc 
thdin quyLl ban hanh cua Ban, cac van ban N7. ' to chirc bO may, can 130 theo phan 
cap va cac van ban khac ma Giam dOc xet thdy can thi6t. 

2. Pho Giam dOc 1c5,  thay Giam dOc va chiu trach nhim truck phap luat N./' 14,  
cac van ban theo linh virc cong tac dugc phan cong. Cac van ban do cac Ph6 Giam 
dOc ky phai gin 01 ban bao cao Giam dOc. 

3. Chanh Van phong 1c3',  thira lenh Giam dOc cac van ban, cong van hanh 
chinh thong thuong khi Giam dac coy  kin chi dao; cac gidy giai thieu, gidy di 
duang dm can bO, vien chirc trong co quan; sao y, sao luc cac van ban theo y  kin 
chi dao dm lath ciao Ban. 

Dieu 13. Ph& hanh va ltru tar van ban. 

1. Sau khi van ban dugc 14T theo thdm quy&i, Van phong c6 trach nh*n phi 
hgp voi phong soan thao phat hanh. Van ban ban hanh phai dirge danh so, ghi ngay, 
thang, nam, &rig ddu vao so va luu trir van ban theo quy dinh cua phap luat NT' van 
thu, luu trill. Van ban truck khi phat hanh phai ghi vao so "Cong van di" tren Trang 
he thOng quan 13'7 van ban din tir va giri dung theo dia chi not nhan dm van ban. 

2. Viec cung cap thong tin, van ban, tai lieu cho cac co quan va bao chi phai 
dugc sly dOng y dm Giam dOc. 

Muc 3: CHE DO HOI HOP 

Dieu 14. TO chtk h9p va h9p giao ban. 
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1. Giam d6c, cac Ph6 Giam doc, Trugng cac ph6ng chuyen mon, nghiep vu 
(thy tong cuOc h9p cu the, c6 the yeu cdu them cap Pho trugng phong tham dkr) 
h9p giao ban dinh kST 01 tudn/ldn vao ngay thir Hai, trugng hop thir Hai tilling vao 
ngay nghi le, hoac co quan c6 sir kien lon phai to chirc hoac ca. Giam d6c va cac 
Pho Giam doc deu yang mat thi cuOc h9p giao ban se duoc bo tri vao mot ngay 
thich h9p, gdn nhAt. 

2. Cac phong chuyen mon, nghiep vu c6 trach nhiem chudn bi tai lieu, not 
dung bao cao tai cuOc h9p; Trugng phong va Ph6 Trugng phong chi duoc phep 
vang mat trong nhttng trugng h9p dac biet va phai bao cao truoc cho Giam d6c. 

3. Ngoai cac cuOc h9p thugng kST, Giam d6c va cac Pho Giam d6c c6 quyen 
trieu tap cac cu'gc hop dOt xudt neu thdy can thiet. 

Dieu 15. WO cir d4i dqn lanh d4o Ban tham gia cac cuOc h9p. 

1. Giam doc tham du cac cu"(5c h9p cua Tinh uy, HOi d6ng nhan dan, Uy ban 
nhan dan tinh, BO Giao thong van tai theo gidy trieu tap va cac cui5c hop mei dich 
danh Giam d6c. Truang h9p Giam doc khong the tham du duoc va. dugc su dong 
cila co quan trieu tap, thi Giam d6c fly quyen cho cac Ph6 Giam d6c du h9p thay 
va cho 5/.  kien chi dao cac Pho Giam doc trugc khi tham du. Pho Giam d6c c6 trach 
nhiem bao cao voi Giam d6c ve ni5i dung, ket qua cua cuOc h9p. 

2. Twang hop gidy meri dai dien Ban Quan ly du an ddu to xay dung cac cong 
trinh giao thong tinh Thai Nguyen, net' Giam doc hoac cac ph6 Giam doc khong 
the tham du thi cir Trugng ph6ng hoac Ph6 Truang phong du h9p. Ngugi duoc 
Giam d6c, cac Ph6 Giam doc dr di h9p dai dien cho Ban c6 trach nhiem xin y kien 
chi dao cua Giam d6c, Pho Giam d6c truo.c khi tham du va bao cao voi Giam d6c, 
Pho Giam d6c ve ket qua dm cuOc h9p do. 

3. Truang hop duoc Giam d6c, Pho Giam d6c phi trach hoac Trugng phong, 
Pho Truang phong cu chuyen vien di h9p, di cong tac, thi chuyen vien di h9p, di 
cong tac c6 trach nhiem xin y kien chi dao fru& khi di va bao cao \Teri Giam d6c, 
Pho Giam dOc phv trach, Truang phOng, Ph6 Trugng phong ve not dung va ket qua 
cu(ic h9p do. 

4. Cac phOng c6 not dung lien quan den cuOc h9p c6 trach nhiem chudn bi ht) 
so., tai lieu cho lanh dao Ban hoac ngtrod duoc lanh dao cir di h9p. 

Muc 4: CHE DO THONG TIN, BAO CAO 

Dieu 16. Nhi@n vu bao cao. 

Chanh Van phong, Truang cac phong chuyen mon c6 nhiem 
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1. Bao coo dinh kY (thong, quy, 06 thong, 9 thong va nom) ve tinh hinh, ket 
qua thuc hien cac nhiem vv cong tac, cac de an dugc phan cong theo quy dinh. 

2. Dinh ky (thong, quy, 06 thong, 9 thong va nom) cac phong chuyen mon 
phai gin boo coo bang van ban tinh hinh thuc hien nhiem vu dm phong (qua Van 
phong cue tang Op) boo coo Giam d'6c. 

3. Van phong c6 trach nhiem thong boo trieu tap hOi nghi, hop dung theo 
thanh phan; to chirc ghi bien ban trong cac lan hOi nghi va ban hanh thong boo (na 
can) nhang not dung can thiet trong ket luan dm Giam Mc hoac cac Ph6 Giam Mc 
a cac phong lien quan biet va thuc hien. 

4. Bao coo de xin Y kien chi ciao cUa Giam Mc hoac cac Pho Giam d6c true 
tiep phi trach,  dOi voi nhUng cong viec mai phat sinh, nhang kilo khan, vuong 
mac, nhfing van M con coy kien khac nhau gift cac don vi trong qua trinh thuc 
hien cac nhiem v1,1 dugc giao. 

5. Bao coo lien quan den cong tac thi dua, khen thuOng thuc hien theo yeu call 
dm I:Jy ban nhan dan tinh va cac dan vi có lien quan. 

Muc 5: DI CONG TAC, TIEP KHACH 

Dieu 17. Di cong tac. 

1. Khi Gam Mc, cac Pho Giam Mc di ding tac, Chanh Van phong c6 trach nhiem: 

- Thong boo voi Truong phong c6 lien quan chuan bi not dung, thoi gian di 
cong tac cila lanh dao Ban. 

- Trung hop di cong tac tai ca so, thong boo ted dia phuang ve lich lam viec 
dm lanh dao Ban truck 03 ngay lam viec, trir truOng hop Mt xuat. 

2. Truong phong, cac can b'O, vien chirc di cong tac c6 trach nhiem xay dung 
ice hooch, ghi ro not dung thanh phan va thOi gian di cong tac trinh Giam dOc phe 
duyet. Sau khi di cong tac ve phai boo coo ket qua cho Lanh dap Ban, Truong 
phong dugc biet. 

Dieu 18. Tiep khach. 

1. Khach la lanh dao cac so, ban, nganh,,  doan the cap tinh, lanh dao cac 
huyen va thanh phO, cac tinh, dm Trung uang den: Van phong c6 trach nhiem don 
tiep va boo coo ngay voi Giam Mc ho4c Pho Giam Mc dugc dy nhiem de co 
chuang trinh lam viec va tiep khach. Neu lanh dao Ban ay quyen cho cac phong thi 
cac phong c6 trach nhiem don, tiep khach. 

2. Khach den lam viec voi cac phong phai thuc hien theo quy dinh dm don vi; 
Bang ky voi Van ph6ng a dugc phi hop phvc vu chu dao. 
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3. Khach den lam viec, tiep cong dan: Thixemg trut ca quan hoc can b6 khac 
dugc giao nhiem vu phai c6 thai d6 van minh, lich six va c6 trach nhiem lam cac 
tha tuc can thiet giai quyet theo the d6 quy dinh, truOng hop ca biet phai xin y kien 
lanh d4o Ban. 

Muc 6: MOT SO CHE DO KHAC 

Dieu 19. Che cho quan 157tai san. 

1. Tap the, ca nhan dugc giao quan ly va sir dung tai san va phuang tien lam 
viec cua ca quan c6 trach nhiem bao quan, sir dung c6 hieu qua. Triremg phong c6 
trach nhiem quan 11 chung doi voi tai san dugc giao cho phong sir dung. TruOng hgp 
mat mat, hu h6ng phai bao ngay cho Van phong de xir 11. Tai san hu hong khong con 
gia tri sir dung, Van phOng phoi hop voi Phong Ke toan - Tai chinh tien hanh cac 
tha tuc thanh ly tai san theo quy dinh. 

2. Can b6, vien chirc c6 trach nhiem sir dung tiet kiem dien, nuoc, van phong 
phdrn, gift gin ve sinh moi truOng trong khuon vien ca quan. 

3. May vi tinh, may in, may photocopy chi phuc vu cong tac chuyen m6n, 
nguOi khong ce, trach nhiem khong dugc sir dung. 

4. Xe o to dugc sir dung de phtic vu cong tac theo quy dinh. Van phong co 
trach nhiem b6 tri, dieu d6ng xe o to phuc vu cong tac cho lanh dgo Ban. Cac 
phong chuyen mon khi c6 yeu cdu cong tac thi clang 1c1 voi Van phong de bao cao 
Giam doc cho y kien. 

5. May fax, dien thoai chi phuc vu cong tac va thvc hien dinh mirc chi phi 
theo quy dinh cua nha nook va Quy the chi tieu not b6 dm Ban. 

6. Van phong c6 trach nhiem quan 13"7 toan b6 tai san co quan; phi hop voi 
phong Tai chinh 	toan kiem ke tai san vao cuoi nam; 14p s6 theo dol; c6 ke 
hoach va to chirc viec mua sam, sira china, thanh 11, 1716 tri sir dung tai san, phuong 
tien hog Ong dm ca quan. 

7. Giam d6c guy& dinh cac de nghi lien quan den quan 12, sir dung tai san, 
phuang tien lam viec cua ca quan. 

Dieu 20. Che do Tai chinh, Ke toan. 

1. Giam d6c (Chit tai khain) guy& dinh va c6 trach nhiem sir dung c6 hieu 
qua cac cac ngu6n kinh phi, cac quy ciia Ban theo du toan hang nam dugc duyet, 
theo Quy the chi tieu not b6 cua don vi va theo cac quy dinh cua phap ludt; Thuc 
hien cong khai tai chinh theo quy dinh. 

2. Ke toan truong (Phu trach ke toan) tham muu va chiu trach nhiem truoc 
Giam d6c Ban, tar& phap luat ve viec sir dung cac ngu6n kinh phi va cac qu5T cua 
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dcm vi theo quy dinh. Thgc hien cac quy dinh cua phap luat va ka toan, tai chinh, 
thu theo mo hinh cua don 

3. Thu quy chiu trach nhiem theo doi quan ly quy tien mat ciia,don vi; hang 
thang kiam k'e quy tien mat theo dung quy dinh. Thgc hien thu, chi tien mat khi có 
ddy du chit ky cda Giam dac, Ke toan truong (Phu trach ke toan). Nghiem cam 
Thu qu5',  dung tien van viec rieng cua ca nhan, xuat tien ma khong có day du chill 
14T cua Giam dOc, Ke toan truong (Phu trach ke toan). 

Dieu 21. Che dO tham, vieng, nghi phep, nghi viec rieng 

1. Khi can 130, vien chic, nguoi lao dOng ho:ac ti than,phu 	can Ix), 
vien chirc, ngtroi lao dOng Om dau hoac,qua deri: co. quan phi hop vai Cong doan, 
Doan thanh nien to chirc viec tham, vieng, giUp d^d, theo quy dinh va quy the chi 
tieu not 130. 

2. Hang nam can bO, vien chirc, ngtred lao dOng: Dugc nghi phep theo quy 
dinh, sau khi c6 sir (long y cda Truong phong NIA Giam dOc; Dugc nghi le, nghi de 
giai quyet viec rieng theo quy dinh cua phap luat ve lao &Ong. 

, 3. Can bO, vien chirc nghi 01 (mot) ngay lam viec do cap Truong phong giai 
quyet; nghi tir 02 !hat) ngay troy len phai bao cao va dugc six dong y cua Giam &L. 
Cac Pho Giam doc, Truong ph6ng thuOc Ban nghi tir 01 (m()t) ngay lam viec tro 
len phai bao cao va dugc sir dong 3'T cua Giam dOc. 

Chuang III 

CONG TAC PHOI HOP VA TRACH NHItM CUA CAC BO PIViN, CA 
NHAN TRONG VItC GIAI QUYET MOT SO CONG VItC, NHItM VU 

Muc 1: MOT SO CONG TAC CHUYEN MON 

Dieu 22. Cong tic Iva ch9n nha thAu. 

1. TO chuyen gia lira chon nha thAu, TO than' dinh kat qua lira ch9n nha thAu: 

- Truong ph6ng Quan ly dix an tham mtru thanh lap TO chuyen gia lira ch9n 
nha thAu, trong dO Truong phong Quart 15T dix an IA TO truong. 

- TruOng phong Ka hoach va quan 1)'T dAu to xdy dung tham 1111Th thanh lap TO 
thdm dinh kat qua lira ch9n nha thAu, trong do Truong phong Ka hoach va quan ly 
dAu to xay dung la TO truong. 

2. Ka hoach lira chon nha thAu: 

- Phong Quan 15i dg an chu tri tham muu, soan thao dOi vari cac cong trinh, dg 
an dugc giao dieu hanh, quan ly. Truong ph6ng Quart 1)'T dg an Ic)', nhay va chiu 
trach nhiem ve not dung, so lieu trong cac Ka hoach lira ch9n nha thu do phong 
chu tri tham muu, soan than. 
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- Truang phong Ke hoach va Quan ly dau tu xay dung c6 trach nhiem kiem 
tra, chiu trach nhiem ve sir phu hgp cac quy dinh cua phap luat cua Ke hoach lira 
chgn nha thau truerc khi trinh Gam dOc Ban V duyet. Rieng doi vgi buck chuan bi 
dAu tu, Phong Ke hoach va quan 12 dAu tu c6 trach nhiem tham dinh Ke hoach lira 
ch9n nha thAu va trinh Giant d6c Ban phe duyet theo quy dinh. 

3. Dang tai thong tin: Truong phong Quan ly dix an chili trach nhiem gang tai 
cac thong tin ve cong tac lira ch9n nha tWau theo quy dinh. 

4. Ban h6 so med thau: Phong Quan 15,  du an thong bao mi c gia ban ha so mei 
thau cho Phong Tai chinh — Ke toan. Khi c6 don vi den mua 116 so moi than, Phong 
Quan ly du an gioi thieu don vi n6p tien mua ho so,meei tWau tai Phong Tai chinh - K6 
toan. Sau khi don vi da 	tien mua so uteri thau cho Phong Tai chinh - Ke toan, 
Phong Quail lY dix an thirc hien cung cap hO so med thau cho don vi theo quy dinh. 

5. T6 chirc lira chon nha than: 

- Phong Quan 1Y,  dix an chil tri lap 116 so med thAu cac goi tWau thuOc cac cong 
trinh, du an dugc giao quail 1Y, dieu hanh; Can 1)6 trirc tiep soan thao, Trugng 
phong Quail ly du an chill trach nhiem ve cac not dung trong Flo so mei thau dam 
bao phii hop, tuan thu cac quy dinh cua phap luat hien hanh. 

- T6 chuyen gia lira ch9n nha thAu thirc hien danh gia h6 so dg thAu dam bao 
tuan thu theo quy dinh cua phap luat va chiu trach nhiem ve sir hop 1Y, tinh chinh 
xac cua cac not dung nhan xet, danh gia trong Bao cao danh gia W6 so du tWau. 

- T6 tham dinh ket qua lira ch9n nha tWati thirc hien tham dinh va chit' trach 
nhiem ve sir tuan thu phap luat cUa h6 so mad thAu, ket qua lira chgn nha tWati. 

- Lam ro, sira d61, dinh chinh H6 so mod thau: Truong phong Quan ly du an chili 
trach nhiem tham muu, soan thao, ky nhay tnr6c khi trinh L'anh ciao Ban V duyet. 

- Lam ra H6 so dir 	Khi can lam rO cac not dung trong qua trinh danh gia 
h6 so dir thAu hoac khi coy kien de nghi lam rO dm T6 thAin dinh ket qua lira ch9n 
nha thAu, Truong phong Quan lY di; an chili trach nhiem tham muu, soan thao, ky 
nhay van ban de nghi lam rO tnrot khi trinh Lanh dao Ban ky duyet. 

5. Luu trtt 116 so trong qua trinh lira ch9n nha tWau: Phong Quail 15/ du an c6 trach 
nhiem luu giu toan 1)0 cac h6 so lien quan d6i voi cac g6i thAu, cong trinh, dir an dugc 
giao gnarl 1Y, dieu hanh. 

Dieu 23. Quan 1ST, thtyc hien cac hqp deng do Ban lam Chii dau ty. 

1. Soan than, ky ket fluxing thao hop d6ng, hop d6ng va phix luc hop d6ng: 

- Phong Quan ly dir an chu tri tham muu, soan thao d6i \Teri cac cong trinh, dir 
an &roc giao dieu hanh, quan 1Y. Truong phong Quan ly du an chili trach nhiem ve 
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not dung, so lieu dm cac thuang thao hgp d'Ong, h9p &Ong, phi lic hop dong do 
phong chu tri tham muu, soan thao. 

- Twang phong Ke hoach va Quail ly dau tu xay dung c6 trach nhiem kiem 
tra, soat xet va ky nhay truck khi trinh Giam dOc Ban kY duyet. Khi phat hien cac 
not dung sai sot, chua phu hop, thgc hien trao doi, thong nhat voi Truang phong 
Quan ly dg an de chinh sira, hoan thien truck khi trinh kY, truang hop c6 not dung 
khong thOng nhat bao cao Giam dOc Ban xem xet, guy& dinh. 

2. Ban giao hgp dong, cam ket chi hgp dOng. 

- Phong Quail ly dg an c6 trach nhiem don d'Oc nha thau trier' khai thgc hien 
cac cong viec tiep theo (bao lanh tien tam dng, bao dam thgc hien hop dOng, ...) va 
ban giao cho cac don vi, 13,9 phan sau dam bao thai gian theo quy dinh: 03 b9 geic 
cho Phong Tai chinh — Ke toan; 01 b9 gOc cho Phong Ke hoach va Quan ly dau tu 
xay dung; Nha thau theo quy dinh cUa hop dOng. 

- Trong \Tong 02 ngay lam viec ke tix ngay nhan hgp dOng tir Phong Quan lY 
dg an, Phong Tai chinh — Ke toan c6 trach nhiem tham muu Giam dOc Ban kY 
duyet Cam ket chi va gui ra Kho bac de thgc hien cac cong viec tier) theo. Truemg 
hop cham gui Cam ket chi ra Kho bac clan den phai n9p phat theo quy dinh, phong 
nao la nguyen nhan gay ra sir cham tre thi Truang phong do phai chiu hoan toan 
trach nhiem (Phong Quail ly dg an cham ban giao hgp dOng hoac Phong Tai chinh 
— Ke toan cham tham muu, cham girl Cam ket chi). 

3. Tam Ung, thanh toan, quy& town cac hgp dOng: 

- Xac nhan khi luting hoan thanh: Can b9 to van giam sat, Tu van giam sat 
truang c6 trach nhiem tinh toan, xac dinh, soan thao Bien ban nghiem thu khOi 
luting hoan thanh cua cac Nha thau va chiu trach nhiem ve tinh chinh xac, h9p 
phu hop quy dinh cua cac nOi dung, so lieu trong Bien ban. Truang phong Quan ly 
dg an c6 trach nhiem kiem tra, soat xet va ky nhay truck khi trinh PhO Giam d'Oc 
phi trach ky duyet. 

- Xac nhan gia tri khi luting hoan thanh: Can b9 quan ly dg an có trach nhiem 
tham muu, soan thao Bang xac dinh gia tri khOi luting hoan thanh cua cac Nha thau 
tren ca so. Bien ban nghiem thu khai luting hoan thanh, cac quy dinh cua hop ding 
va chiu trach nhiem v'e tinh chinh xac, hop ly, phi' hop quy dinh cua cac not dung, 
so lieu trong Bang xac dinh. Tnrang phOng Quan ly dg an co trach nhiem kiem tra, 
soat xet va ky nhay truac khi trinh Giam d'Oc ky duyet. 

- Sau khi Ho so thanh toan dugc Lanh dao Ban IcY duyet, Phong Quan ly dg an 
co trach nhiem ban giao cho cac don vi, b9 phan sau dam bao thed gian theo quy 
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dinh: 03 1706 g6c cho Phong Tai chinh — Ke toan; 01 b6 g6c cho Ph6ng Ke hoach va 
Quan 13% dau tu xay dung; Nha than theo quy dinh cua hap gong. 

4. Giai ngan von dau tu: 

- Ke hoach giai ngan: Teen co so.  mirc von, cong ng cila,cac du an, gia tri b6i 
thuemg GPMB, gia tri kh6i lucyng hoan thanh 	cac Nha thau va yeu cau ve tien 
d6 trian khai thvc hien, cac dieu kien, can cu khac, Truang phong Ka hoach va 
Quan 1T clAu tu xay Ong chu tri, phi hop cung Tru6ng cac phong: Quan 15/ du an, 
Tai chinh - Ke toan xay Ong ka hoach giai ngan trinh Ban Giam d6c xin y kian. 
Sau khi Ban Giam d6c cho y kian, Phong Ke hoach va Quan ly dau tu xay diyng 
tong hop, trinh Giam d6c Ban xem xet, quyat dinh. Truemg cac phong: Quan 15,  du 
an, Tai chinh - Ke toan c6 trach nhiem phi hap, cung cap thong tin, s6 lieu, de 
xuat gia tri giai ngan cho tong nha thau, tong goi thau de xay diyng ka hoach giai 
ngan chung cila Ban. 

- Giai ngan von dau tu: Can cir vao ke hoach giai ngan da dugc Giam dac Ban 
quyet dinh, trong \Tong 02 ngay lam viec ke tir khi nhan dugc day du h'6 so phvc vu 
giai ngan theo quy dinh, Phong Tai chinh - Ka toan thvc hien cac thu tvc thanh 
toan von cfau tu dam bao chinh xac, day du, dUng quy dinh, khong gay kilo khan 
phien ha cho cac ca,nhan, don vi c6 lien quan. Ka toan truemg (Phu trach toan) 
chiu trach nhiem kiem tra, sok xet cac nOi dung trail va 14T trach nhiem truck khi 
trinh ky Giam d6c Ban 14T duyet. 

Dieu 24. Quail 1ST, thtrc kien cac Imp ding veri cac Chu dAti ttr khac. 

- Ngay sau khi 1(3'7 Thuong thao Hap dmg, Hgp d6ng, Phu lvc Hop emg, H6 
so Thanh toan voi Chu dau to khac, Phong Quan 1/ du an c6 trach nhiem ban giao 
02 b6 g6c cho cho Phong Tai chinh - Ke toan de theo doi va trian khai cac cong 
viec tip theo. 

- Viec cham tre ban giao h'6 so gay hau qua bi co quan thue phat cham xuat hoa 
don, cham nOp thua, Phong Quan ly du an phai chiu hoan toan trach nhiem. 

- Phong Tai chinh — K'a toan c6 trach nhiem tham muu xuat hOa don cho cac 
Chu dau tu khac tren co so cac quy dinh cila hop dong va cac quy dinh cua phap luat 
c6 lien quan. Viec cham tre xuat hoa don gay hau qua bi co quan thua phat cham xuat 
boa don, cham nOp thua, Phong Tai chinh — Ka toan phai chiu hoan toan trach nhiem. 

Dieu 25. Cong tac quail 1ST chi phi va quail 1ST chat luvng. 

1. Phong Quan ly O.  an chu tri lap va chiu trach nhiem ve tinh chinh xac, hop 
Vf, tuan thu quy dinh dm de cucmg, nhiem vu, du toan cac chi phi: phijc vu lap du 
an; phuc v1.1 lap thiet ke ban ve thi cong, du toan; ra pha born min, vat no; danh gia 
tac dOng moi tnrong; do dac ban d6 dia chinh; thdm tra an toan giao thong, ... 
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Phong Ke hoach va Quan ly dau tu xay dung xem xet, th'Am dinh de cuang, nhiem 
vv cac cong tac tren truck khi trinh Giam doc Ban phe duyet theo quy dinh. 

2. Khi phat sinh cong viec trong qua trinh thuc hien cac cong trinh, du an do 
phong phv trach, dieu hanh, Twang phong Quail ly du an c6 trach nhiem kip died 
bao cao Ph6 Gam doc phti trach xin y kien chi dao thuc hien. 

3. Dieu chinh, be> sung du an, thiet ke, du toan: 

- Phong Quan ly du an c6 trach nhiem: chu tri meYi cac ca quan, don vi c6 Hen 
quan va Phong Ke hoach va Quan ly dau tu xay dung thuc hien kiem tra hien 
truemg xac dinh nguyen nhan, nghien ciru cac giai phap, phuang an xix 1Y; don doc 
don vi tu van hoan thien ho so dieu chinh, bo sung thiet ke, du toan (hoan thien 
theo thOng nhat cua cac ben tai hien trueng va hoan thien theo y kien tham dinh); 
kiem tra, chiu trach nhiem ve tinh chinh xac, hop lY cua ho sa thiet ice dieu chinh 
(nOi dung, khi luting, an toan, chiu luc, 

- Phong Ke hoach va Quan ly dau tu xay dung c6 trach nhiem xem xet, tham 
dinh, trinh Glom doc Ban phe duyet khi nOi dung dieu chinh, 1:16 sung thuOc tham 
quyen phe duyet ,cua Ban va,  chiu trach nhiem 	tinh chinh xac, hop lY dm du 
toan, dm bang tong hop khoi luting va khoi luting trong du toan. Trueyng hop 
khong thuc tham quyen tham dinh, phe duyet dm Ban, bao cao Pho Giam dOc phi 
trach xem xet, chi dao thuc hien. 

4. Thay d6i bien phap thi cong, ngu'on vat lieu: 

- Phong Quan ly du an c6 trach nhiem tier) nhan cac de xuat thay doi bien phap thi 
ding, nguon vat lieu dm cac Nha thau, bao cao PhO Giam doc phki trach hien trueyng 
trux9c khi trinh Gam (I& Ban xem xet, phe duyet lam co so.  trien khai thuc hien. 

- Phong Ke hoach va Quan lY dau to xay dung c6 trach nhiem xem xet, tham 
dinh, tham muu Van ban chap thuan cho Gam dOc Ban kY duyet. 

5. Hoan cong ding trinh: 

- Phong Quan lY du an chii tri lap hO sa hoan cong cong trinh theo tong dot 
nghiem thu, thanh toan va hoan thanh cong trinh. 

- Can 1)0 tu van giam sat, tir van giam sat truong chiu trach nhiem ve nOi 
dung, su phii hop, tuan thu cac quy chuan, quy trinh, tieu chuan, quy dinh theo 
phap luat cua ho so hoan cong cac goi thau, ding trinh, du an. 

6. Luu trot ho sa: Phong Quan lY du an c6 trach nhiem hru giu toan bO cac ho sa 
cua cac cong trinh, du an &roc giao quan ly, dieu hanh. 

Dieu 26. Ging tac phoi hcrp xay cityng bao cao. 

Moi mot bao cao se giao mot Phong chu tri thgc hien. Cac phong c6 lien quan 
c6 trach nhiem phi hop, cung cap thong tin, nOi dung, so lieu phix vu xay dung 
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bao cao dam bao tien dO theo de nghi cua Ph6ng duoc giao chu tri xay dung bao 
cao. Trugng cac phong 1c3'7 xac nhan va chiu trach nhiem ve tinh chinh xac, su phu 
hop dm cac thong tin, not dung, so lieu cung cap. 

Dieu 27. Ging tac phOi hqp, lam v* veri cac dun vi thanh tra, kiem toan. 

1. Pho Giam dOc phu trach dugc giao chu tri cong tac phi hop, lam viec vai 
cac dun vi thanh tra, kiem toan c6 trach nhiem don dOc, chi dao cac phong, cac bO 
phan trien khai thuc hien cong viec; bao cap, xin y kien chi dap cua Giam dOc Ban 
khi phat sinh tinh hung phirc tap, vuerng mac trong qua trinh thuc hien nhiem 

2. Truang phong Quan lST du an c6 trach nhiem: 

- Chun bi ht) so, tai lieu, so lieu va phi hop lam viec, giai trinh theo yeu cL 
cua dun vi thanh tra, kiem toan d6i vol cac cong trinh, du an phong &roc giao quan 

dieu hanh. TruOng hop viec giai trinh so lieu c6 lien quan tad cac dun vi, cac 
phong khac, bao cap Pho Giam dOc phu trach de xin y kien chi dao giai quyet. 

- TO chirc trien khai thuc hien cac ket Juan cea thanh tra, kiem toan. 

3. Truong phong Ke hoach va quan 13'T d'au to xay dung co trach nhiem don 
dOc, tong hop viec thgc hien ket Juan thanh tra, kiem toan cua cac phong va bao 
cao Ph6 Giam dac phu trach de xem xet, giai quyet theo quy dinh. 

Dieu 28. Cong tac quyet town du' an hoan thanh. 

1. Pho Giam do'c phu trach: chu tri cong tac ph& hop, lam viec vai cac dun vi 
CO lien quan va co trach nhiem don dOc, chi dao cac phong, cac bO phan trien khai 
thuc hien cong viec; bao cao, xin y kien chi dao cua Giam dOc Ban khi phat sinh 
tinh hung phirc tap, vuong mac trong qua trinh thuc hien nhiem vu. 

2. Trueyng ph6ng Quan 13"/ du an c6 trach nhiem lap ht) so quy& toan, tap hop 
cac chi phi de nghi guy& toan cua cac cong trinh, du an gici Phong Tai chinh — Ke 
toan dam bao tin dO theo quy dinh 

3. Phong Tai chinh — Ke toan c6 trach nhiem: Lap bao cao quyet toan du an 
hoan thanh; Chun bi hO 	tai lieu, so lieu va phi hop lam viec, giai trinh theo 
yeu cL cua dun vi tham dinh. Tru6ng hop viec giai trinh se') lieu c6 lien quan tai 
cac dun vi, cac phong khac, bao cao Ph6 Giam dOc phu trach de xin y kien chi dao 
giai quyet. 

Muc 2: MOT SO CONG TAC KHAC 

Dieu 29. Mua sam, bao tri, sira china phuc vu host dOng ciia Ban. 

- Cac phong de xudt nhu cau mua sam, bao tri, sua china de Van phong tong 
hop, trinh Giam dOc Ban xem xet, quyet dinh. 

19 



- Truomg phong Tai chinh — Ke town c6 trach nhiem xay dung du toan mua 
„ 	„ sam, bao sua chua hang nam trinh cap co tham quyen phe duyet. 

- Chanh Van phong chu tri to chirc trien khai thuc hien cong tac mua sam, bao tri, 
sira chira. 

Dieu 30. Dao tao, boi diro'ng can b0. 

- Teen co so quy hoach, nang lac, so truamg can b0, Van phong xay dung ke 
hoach dao tao, boi clueing theo nam trinh Giam doc Ban phe duyet. Truamg hgp 
dao tao, boi duang phuc vu cong tac nang ngach, bo nhiem can b0 phai thong qua 
Cap dy, Ban Giam d0c truov khi guy& dinh. 

- Van phong c6 trach phi hgp cac phong ra soot, thOng nhdt y kien de xudt 
truac khi tham muu cu can b0 tham gia cac kh6a hoc, dao tao, boi duarng. 

Dieu 31. Nang b4c 	phan phei thu nh4p. 

1. Nang b4c luang thuamg xuyen: 

- Van phong thong bao danh sach can b0 du dieu kien ve than gian xem xet 
nang b4c luang van cac phong, cac b0 ph4n thuc Ban. 

- Cac phong xem xet, cue xudt danh sach can b0 de nghi nang blac luang. 

- Chanh Van phong c6 trach nhiem tong hap danh sach can b0 cle nghi nang 
b4c luang bac. ca.() HOi dOng Luang xem xet, quyet dinh. 

2. Nang b4c Krung truck thoi han: 

- Van phong thong bao tieu chudn, dieu kien, tong hgp danh sach can b0 clu 
dieu kien nang b4c Krung truov then han giri cac phong thuc Ban. 

- Cac phong phi hgp veri Van phong ra soot, de xudt danh sach can b0 cle 
nghi nang b4c luang truerc than han. 

- Chanh Van phong c6 trach nhiem tong hop danh sach can b0 cle nghi nang 
b4c Luang truck then han bao cao I-10i &Ong Luang xem xet, quyet dinh. 

, 3. Phan phi thu nh4p thgc hien theo Quy the chi tieu not 1345 cua Ban dugc 
cap c6 tharn,quyen phe duyet. Truang cac phOng c6 trach nhiem chu tri, thuc hien 
danh gia, xep loai can bo trong phOng hang thong, tir d6 de xu'at mirc clo hoan 
thanh, hang thanh tich tirng thong de bao cao Hoi d0ng Luang xem xet, guy& dinh. 

Dieu 32. Khen thtro.ng, liSTIOt can b0. 

1. Truong cac phOng chu tri thuc hien theo don, danh gia can 1)0 trong phong 
va de xudt danh sach can 13,0 thuc dien khen thuang, kST 14t theo quy dinh. 

2. Chanh Van phong tong hgp danh sach can 130 thuc dien khen thuong, kSi 
14t bao ca.() HOi clang Thi dua — Khen thuamg; de xudt thanh lap HOi d0ng KS,  1u4t 
neu c6 truang hgp can xem xet kSi Ludt. 
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Chuang IV 

TO altrC THIXC HICNI 

Dieu 33. Dieu khan thi hanh. 

1. Cac cong tac, ding vi6c chua duvc d6 cap tai Quy ch6 nay, Lanh dao Ban, 
Lanh dap cac phong va toan 1)6 vien chirc, ngued lao d6ng thu6c Ban Quan 1)'T dg 
an dau tu xay dung cac cong trinh giao thOng tinh Thai Nguyen to chirc trien khai 
thgc hi6n theo cac quy dinh hi6n hanh khac cua Nha nuerc. 

2. Can b6, vien chirc hoar' thanh xua't sac nhi6m vg,dugc xem xet, 	nghi 
khen thtfong; nett khong hoan thanh nhi6m vg, khong chap hanh day du cac quy 
ch6, not quy dm co quan thi bi phe binh, gop y va xir b'T kSi luat theo quy dinh cua 
Luat Can b6, cong chirc, vien chirc va cac quy dinh hi6n hanh. 

, 3. Lanh dao cac cap, can b6, vien chIrc cac phong thu6c Ban Quan 1)'T dg an 
dau tu xay dung cac cong trinh giao thong tinh Thai Nguyen c6 trach nhi6m thgc 
hi6n nghiem bac quy che nay. 

Tren day la quy ch6 lam vi6c dm Ban Quail ly dg an d'au tu xay dgng cac 
ding trinh giao thong tinh Thai Nguyen. Trong qua trinh thgc hi6n, neu c6 phat 
sinh vuong mac, cac phong va ca nhan c6 trach nhi6m de xuat y kien de Giam doc 
Ban xem xet sua d6i, b6 sung cho phU hop].  Ilk 

opN 

BAN 
2 	NBLY DU AN 

EAU Tlf XAY DUNG "• 
CC CONG TRiNH  I 
GIAO THONG TINH  

61 	THAI NGUYEN 
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Ngo Minh Ctrolig 
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