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QUYET DINH 
Ve viec ban hanh Quy the lam viec 

ciia Tai nguyen va Mill triton tinh San La 

GIAM DOC SO TAI NGUYEN VA MOI TRUYING 

Can ca. Th6ng to so 05/2021/TT-BTNMT ngay 29/5/2021 cica B6 Tai 
nguyen va Mai truy'mg14. viec huong dein chic nang, nhiem vy, quyi1/2  hgn caa So.  
Tai nguyen va Mai truong thu6c Uy ban nhan dan cap tinh, Phang Tai nguyen va 
Mai truong thu6c Uy ban nhan dan cap huyOn; 

Can cr.i. Quyelt dinh so 08/2021/Q-D-UBND ngay 26/5/2021 cica UBND tinh 
ban hanh quy dinh 1e phein cap qucin ly to chic b6 may arc ca quan, to chic 
hanh chink, don vi su nghiOp cong lap tren clia ban tinh San La; 

Can cif' Quyeft dinh so 30/2021/QD-UBND ngay 07/10/2021 cica UBND 
tinh Son La vi; viec quy dinh chic riling, nhiOm vu, quj?en hgn va ca cau to chic 
cica So. Tai nguyen va Mai truong tinh Son La. 

Theo de nghi cica Chanh Van phong Sa Tai nguyen va Mai truong, 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quy6t dinh nay Quy ch6 lam viec cua So Tai 
nguyen va Moi truong tinh San La (co Quy the lam viec kern theo). 

Dieu 2. Quyet dinh nay c6 hieu hrc Ice tir ngay ky va thay the Quy4 dinh 
so 120/QD-STNMT ngay 26/4/2019 ciaa So? Tai nguyen va Moi truong ve viec 
ban hanh Quy the lam v* dm Soy Tai nguyen va Moi trtri:mg tinh San La. 

Dieu 3. Chanh Van phong sa; Thu truerng cac phong, dan vi; cong chic, 
vier' chic va ngtrOi lao dOng thuOc Soy Tai nguyen va Moi truong va cac ca 
quan, dan vi c6 lien quan chiu trach nhiem thi hanh Quy6t dinh nay./. 

4,7  
Noi nhein: 
- BO TN&MT (b/c); 
- TT Tinh uSt, HDND tinh, UBND (b/c); 
- Cac SO, ban, nganh; 
- UBND cac huy0, thinh ph6; 
- Nhtr Dieu 3; 
- Trang thong tin din ter SO; 
- Lau: VT, VP, Pg, 25b. t/ 	 `guyen DAc Luc 



UBND TINH SON LA 
TAI NGUYEN 

VA MOI TRUbNG 

CONG HOA XA.  HOI CHU NGHiA VI VI' NAM 
DOc 14p - Tir do - 114nh phiic  

   

      

QUY CHE LAM VItC 
CiJA SOr TAI NGUYEN VA MOI TRIAING 

(Ban hanh kern theo Quyit clinh so 408/Q-D-STNM7' ngay 15/11/2021 
cfia sa Tai nguyen veil Mai truing) 

Chuang I 
NHUNG QUY DINH CHUNG 

Dieu 1. Ph4m vi, 	tu 	(lieu eu chinh 

1. Quy the nay quy dinh ve nguyen tic, the d6 trach nhiarn, la 16i lam 
viac, trinh to giai quyet cong viac va quan he cong tic cua Sa Tai nguyen va 
Moi truong tinh Son La (sau day g9i tat la Sey TN&MT). 

2. Lanh dao so; lanh dao cac phong, dan vi tivc thu6c s.a; cong chirc, vier' 
chdc va ngtrai lao ,d6ng (g9i tat la cong chdc, vien chirc) lam viac tai Si 
TN&MT; cac t4p,the, ca nhan c6 quan he lam viac vai TN&MT chiu sir dieu 
chinh 	quy the nay. 

3. Nhang van de khac khong de cap trong Quy the nay thi thirc hian theo 
cac van ban pilaf) 1114t hian hanh. 

Dieu 2. Nguyen tic lam viec 

1. Sa TN&MT lam viac theo the d6 Thu truing va Quy the lam viac cUa 
UBND tinh. M9i hog d6ng phai tuan thu theo phap lu;at va quy che lam viac cua 
so. Lanh dao So' TN&MT lam viac theo nguyen tic tap trung dan chu, vixa bao dam 
phat huy vai tre lank dao 	Va) the, vita de cao trach nhiam 	ca nhan Giam 
doe, cac Pito Gam doe sa. Cong chdc, vien chirc thi hanh cong vu dfing pham vi 
trach nhiam, tham quyen theo quy dinh phap luat va sir chi dao cua Gam doe sa. 

2. Giai quyet cong viac theo quy dinh cua phap 114t, sir lanh ciao, chi dao 
diau hanh cua Tinh uSt, HDND, UBND tinh, Bo TN&MT; bao dam sir lanh ciao 
oh cap uSt Dang, su phoi hop, giam sat oh cac down the quan chung trong viac 
thkrc hian chdc nang nhiam vu dugc giao. 

3. Trong phan citing giai quyet cong viac, m8i viac chi giao,cho mot dan 
vi, mot phong, mot ngtrai phu trach va chiu trach nhiam chinh. Cap ten khong 
lam thay cong viac dm cap duoi; tap the khong lam thay ding viac cua ca nhan 
va n4trgc lai. Nu&i dirng dau cac phong, dan vi thu6c si phai chiu trach nhiam 
ve tier' do va chat luting cong viac dtrgc phan cong. 

4. M6i thanh vien thu6c sa phai de cao tinh than trach nhiam, phat huy 
tinh chu dOng, sang tao, thdc to ide; rang lkrc va 	tnrang; de cao 	phoi 
hgp trao doi thong tin trong giai quyet cong viac va trong m9i hog d6ng. 
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5. Cong chirc, vien chirc phai chip hanh nghiem quy che; thirc hien nep 
song van minh, irng xis van hoa trong ding so va giao dich cong tac. Bao dam 
tuan thu trinh tkr, thu tvc va thiyi gian giai quyet ding viec theo dung quy dinh 
cua phap luat, chuang trinh, ke hoach va quy che lam viec (trio truerng hap Os` 
xudt ho'dc có yeu cciu aux ca quan cap fret?). 

6. Bao dam thvc hien nghiem cong tac bao ve chinh tri n6i b6, cong tac 
bac, ve bi mat nha nuac; thvc hien dan chu, cong khai, minh bach va hieu qua 
trong moi hog dOng; thvc hien cai cach hanh chinh, dan gian h6a cac thu tvc 
hanh chinh. 

7. Quart 17 va sir dung dung mvc dich, tiet kiem c6 hieu qua kinh phi, tai 
san, phuang tien cong tac cua ca quan, c6 trach nhiem tham gia gill gin, darn 
bao tat to an toan trong ca quan. 

Dieu 3. Ca cAu to chfrc, bien che va chtrc Jiang nhiem vu 

1. Ca cAu to chirc 

- Lanh duo kr: Giam d8c va 03 Ph6 Giam d8c 

- 06 phong chuyen mon g6m: Van phong; Thanh tra; phong DAt dai va Do 
(lac ban do; phOng Gia dat va Giai ph6ng mat bang; phong Tai nguyen ntrac, 
khoang san va Khi nixing thtly van; phong Quan ly moi tru.o.ng. 

04 dan vi trvc thu6c: Van phong (rang ky dAt dai; Trung tam Oat trien 
quy dat; Trung tam Cong nghe thong tin tai nguyen va moi truerng; Trung tam 
quan trac tai nguyen va moi tnrong. 

2. Bien che 

- Bien che cong chirc: Can cu vao so luting bier' che cong chirc &J ac 
UBND tinh giao hang nam, Giam doc quyet dinh giao bien ch8 cong chirc cho 
cac phong chuyen mon theo quy dinh (dam bao bó tri Vol thieu to 05 
ngzroi/phong tro.  ten). 

- Bien che vien chirc: Giant doc Soy Tai nguyen va Moi trtrOng can cir co.  
cAu ngach, ma so, hang chirc danh nghe nghiep vier' chirc dtrac Sa N6i vu giao 
hang nam, chu d6ng b8 tri, sap xep va tuyen dung vien chirc dung dOi tuvng 
theo quy dinh hien hanh cua nha ntrac 

3. Chirc nang, nhiem vv cua cac phong, dan vi 

- Chirc nang, nhiem vv cua cac phong thu6c So.  (Van phong; Thanh tra; 
Phong Dat dai va Do dac ban do; Ph6ng Gia dat va Giai phong mat bang; Phong 
Quan 1/ moi truOng; Phong Tai nguyen mr&c, Khoang san va Khi arcing thily 
van) thvc hien theo Quyet dinh cua Giam doc Ser. 

- Chirc nang, nhiem vv cua cac dan vi tivc thu6c Soy (Trung tam Quan 
trac 77V&MT; Trung tam Gong ngh"0 thong tin TN&MT; Trung tam phut trign 
quy chat; Van phong clang 19, dat dai) thvc hien theo Quyet dinh cua Uy ban nhan 
dan tinh. 
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Chuang II 
NHICM VIJ, QUYEN HAN GIAI QUYET CONG VICC 

Dieu 4. Trach nhiem, pham vi giai quyet ding viec cua TN&MT 
Sa TN&MT thuc hien chirc nang, nhiem vu theo Thong to so 

05/2021/TT-BTNMT ngay 29/5/2021 dm B6 Tai nguyen va Moi tnreng ye viec 
huerng dan chirc nang, nhiem vi, quyen han cua Ser Tai nguyen va Moi trung 
thu6c Uy ban nhan dan cap tinh, Phong TAi nguyen va M6i truOng thu6c Uy ban 
nhan dan cap huyen;,Quyet dinh 30/2021/QD-UBND ngay 07/10/2021 cua 
UBND tinh Scm La ve viec quy dinh chat 'fang, nhiem vu, quyen han va ca cau 
to chirc cua Se/ TAi nguyen va Moi tnreing tinh San La. 

Dieu 5. Nhiem vu, quyen han giai quyet cling viec cua Giam dOc 
1. Giam doc So la nguati ding du SO, IA Uy vien Uy ban nhan dan tinh, 

chiu trach nhiem s  truOc Uy ban nhan dan, Chi' tich Uy ban nhan dan tinh va 
truOc phap luAt ye thuc hien chirc nang, nhiem vu, quyen han cua SO Tai nguyen 
va Moi truth-1g; thuc hien nhiem vu, quyen han dm uy vien Uy ban nhan dan cap 
tinh theo Quy the lam viec va phan cong cua Uy ban nhan dan cap tinh; 

2. Chi dao, dieu hanh to chirc b6 may cilia so. thuc hien chirc nang, nhiem 
vu va quyen han theo quy dinh cua phap luAt va UBND tinh giao. 

3. Truc tiep chi dao giai guy& hoc giao cho Pho Giam dtic chu tri, phi 
hop, giai quyet nhang van de lien quan den nhieu nganh, nhieu linh vuc, dia 
phuung trong tinh. Truerng hop can thiet Giam doe 	c6 the thanh lAp cac , to 
van giup Giam doc so giai quyet ding viec. 

4. Khi di yang Giam d6c sa uS,  quyen cho 01 Ph6 Giam d6c chi ciao cong 
viec cua SO. Khi 01 PM Giam doc di yang, Giam doc truc tiep giai quyet hoc 
phan cong Ph6 Giam doc khac giai quyet ding viec cua Pho Giam doe di yang. 

Quyk dinh dieu ,chinh viec phan cong nhiem 	cho cac Ph6 Giam d6c 
khi can thiet theo yeu cau nhiem 

5. Chi dao, huang dan, thanh tra, kiem tra viec thgc hien phap luAt, nhiem 
vu da phan cong, phan cap thu6c linh vuc tai nguyen va moi tnrerng trong pham 
vi toan tinh. 

6. Tham gia)",  kien vOi cac co quan trung uang va dia phucmg ve cac not 
dung lien quan den chirc,  nang, nhiem 	linh ,vue quan 1)",  cua soy. Doi vori 
nhang van de vuot qua tham quyen hoc clun,g tham quyen nhung khong du kha 
nang va dieu skien 	giai quyet thi Giam doe so,  phai chu dOng phoi hop voi 
ngueri ding dau cac co. quan co lien quan de hoar chinh ho soy trinh UBND tinh, 
Chu tich UBND tinh xem xet, quyet dinh. 

7. Thuerng xuyen bao cao voi UBND tinh, Chu tich UBND tinh, B6 Tai 
nguyen va Moi truong ve to chirc, hoat Ong cua ser; bao cao ThuOn* truc 
HDND tinh, UBND tinh, khi CO yeu cau; tra loci kien nghi cua ca tri, chat van 
cua dai bieu HDND tinh ye nht-mg van de thu6c linh vuc tai nguyen va moi 
truerng. Du cac cu6c h9p do B6 TN&MT, UBND tinh trieu tap dich danh, 
truerng hop khong du dugc phai bao cao va uy quyen cho Pho Giam doc du 
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8. T6 chirc lay y kien tham gia cua tap the lanh dao sa truac khi quyet 
dinh cac van de sau: 

a) Quy hoach, ke hoach dai han, nam nam, hang nam va cac de an, du an; 
chuong trinh; 

b) Chuang trinh cong tac, ke hoach xay dtmg van ban quy pham phap luat 
hang nam, dai han cua nganh va cac van ban quy pham phap luat du kien trinh 
Uy ban nhan dan tinh tinh, H6i &Ong nhan dan tinh quyet dinh; 

c) Ke hoach cua nganh trien khai cac chu truang, chinh sach va cac van 
ban quy pham phap luat quan tong cua Dang va nha ntrac theo su phan cong 
nhiem vu dm B6 TN&MT va. Uy ban nhan dan tinh; 

,d) Cong tac to chirc b6 may va can 1)6 dm sa theo quy dinh; quyet dinh 
sfra dai, be) sung quy the lam viec, quy the chi tieu not b6, quy the 9uan tai 
san cac quy che, quy dinh khac cua ser theo quy dinh; cong tac dao tao, boi duOng; 

e) Bao cao hang nam ve tong ket tinh hinh thvc hien cong tac tai nguyen 
va moi trugng va kiem diem stx chi dao 	hanh cua tap the lanh dao so.; 

g) Nhang nhiem vu khac theo yeu cau cua Bo TN&MT, Tinh uy, HDND, 
UBND tinh; theo de nghi, 	cac Pho Giam doc set hoc nhting van de khac ma 
Giam doc sathay can thiet phai dua ra thao Wan tap the; 

h) Trong trugng hop khong to chirc dugc cu6c hop, Giam d6c sa chi ciao 
lay y kien cac Pho Giam doe bang van ban. Sau khi coy kien cua cac Pho Gam 
doc, Giam doc sa xem xet, quyet dinh. 

9. Thgc hien viec cong,  khai va quyet dinh hinh thirc ding khai 	cong 
chirc, vien chirc biet nhcmg van de ve chu truang, chinh sach cua Dang va Nha 
nuac lien quan den chirc trach, nhiem vu dm so. 

10. TO chirc thirc hien cac bien phap phong, ch6ng quan lieu, tham 
thirc hanh tiet kiem, chong lang phi va chiu trach nhiem ye viec de xay ra quan 
lieu, tham nhung, lang phi, gay thiet hai trong sa. 

11. T6 chirc thirc hien cac quy dinh cua phap luat ve dan chil co so., van 
hoa cong se( trong sa; xir Vi kip then, nghiem minh cong chirc, vien chirc cua sa 
c6 hanh vi vi pham phap luat, vi pham quy che. 

12. Giai quyet kip then,,  dung phap luat, theo tham quyen hoc kien nghi 
ca quan c6 tham quyen giai quyet khieu nai, to cao va kien nghi cua ca nhan, to chirc. 

13. Giam d6c sei la chi.' tai khoan dan vi du toan cap 1 dm sa. 

14. La Gam d6c Quy bao ve moi truerng tinh. 

15. Giam d6c se( ttvc tier) xem xet, ky duyet cac loci van ban sau day: 

a) Quyet dinh, to trinh, Ke hoach, Chuang trinh cong tac quy, nam cua 
SO; Bao cao sa ket, tong ket nam, bao cao chuyen de; Bao cao cong tac vgi Lanh 
dao B6 TN&MT; bao cao Tinh uy, HDND tinh; UBND tinh; 
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b) Cac Quy'k dinh thu8c thAm quyen cua Giant d6c; cac du an, a an 
thuOc tham quyen cua Se; cong tac tai chinh, ke toan (trio kinh phi chi thuong 
xuyen deluy quyen cho 01 clang chi Pilo Giam cloc); ding tac to chirc can bO; 
cong tac,cai cach hanh chinh; cong tac quan sir quoc phon; cong tac thank tra, 
giai quyet Ichieu nai, to cao, giai quyet kien nghi cir tri, kien nghi phan anh ctia 
to chirc, cong dan, cong tac ph6ng ch6ng tham nhung 

c) Cac van ban chi dao, giai quy6t cac cong viec thuOc linh vkrc do Gam 
doc trkrc tiep phi trach. 

16;  Giai quyk nghi phep, nghi viec rieng cho doi vai cac Pho giam d6c, 
giai quyet nghi phep, nghi viec rieng tir 03 ngay to( len theo quy dinh doi vai 
cong chirc, vien chirc va ngtroi lao Ong thu8c tham quyen cua Giam doc. 

17. Thkrc hien cac nghia vu khac theo quy dinh cua phap luAt. 

Dieu 6. Nhiem vu, quyen h#n giai quyet cling viec can Pho Giam doc 

1. Pho Giam d6c So 	Giam d6c Sathkrc 	 Ti mot hoAc mot s6 nhik 
vu cu the do Giam doe Sa phan ding va chiu trach nhiem tnroc Giam doc So.  va 
truac phap luAt ve thkrc hien nhikn vv dtrgc phan cong. Khi Giam doc Sa yang 
mat, mot Pho Giam floc Sa &roc Giam doc SO( lay nhikri thay Giam dOc Sa dieu 
hanh cac hoat Ong ciia Sa Tai nguyen va Moi trtrimg. 

2. Ph6 Giam d6c so &Jac Giam d6c phan cong,phv trach mot so linh vkrc 
ding tac, chi dao va theo doi boat Ong cila mot so phong, dan vi;  Cac Pho 
Giam doc &roc sir dung quyen han cua Giam doe, thay mat Giam doc khi giai 
quyet cong viec thuOc firth vkrc &roc phan cong. 

Pho giam d6c sa chiu trach nhikn ca nhan truck phap luAt va Giam d6c so 
ve cac nhiem vu dupc giao trkrc tiep php trach va dtrgc 147 quyen cua Giam doc 
Sir; kip thoi phat hien nhang van de Oat sinh bao cao Giam doc de c6 bien phap 
giai quyet; chiu trach nhi'kt1 truck Giam doc ve tier' 0, chat ltrang cac de an, 
van ban va ket qua lam vi'c vai ca quan lien quan thuOc linh vkrc dugc,  phan 
cong; chiu Ong giai quyet cong 	chung 	ca quan, bao cao Giam,  dOc ket 
qua giai quyet cong 	&roc Giam doc,phan cong hoc 	quyen; Ong thei 
cong 	lanh dao sar chiu trach nhikn tap the ve hoat Ong dm So trtrac UBND tinh. 

Giam d6c fly qu34n cho 01 Ph6 Giam d6c la Chi' tai khoan thir 2 cua so. 
01 Ph6 Giam d6c Sa la Pho Giam d6c Qu'y-  bao ve m8i trtrong tinh. 

2. Pho Giam d6c sdr c6 nhikn vv va quykl han 

a) Chu Ong chi dao, di'eu hanh va chiu trach nhikn trtroc Giam d6c trong 
viec xay dkmg du thao cac van ban thuOc linh vut dtrgc Giam doc phan cong, uy 
nhikn bao dam tien di), chat Luang, tinh Icha thi, hien qua cao; 

b) Triki khai thkrc hien cac van ban da &roc phe duyk; th6ng tin, tuyen 
truyen, htrang dan, kiem tra, danh gig cong tac de xuat cac van de thuOc linh vvc 
dugc phan ding, uy nhikn; 

c) Khi dtrgc phan cong den cong tac tai cac ca quan, don vi phai ket hop 
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nhieu not dung ding viec, can chi' Ong nam bat, xir ly de coy kien chi,  dao toan 
din ve cac linh virc cong tac thu6c pham vi 	bao cao lai Giam doe so; 

d) Chi dao, kiem tra cac don vi &roc giao phv trach va thvc hien nhiem vu 
theo chirc nang, nhiem vu &roc giao; 

e) Thay mat Giam d6c so chi dao,, 
  
xir nhang van de phat,  sinh hang 

nOy; nghien ciru, cap nhat, Oat hien va de xuat nhimg vande can bo sung, sua 
&Si, chi dao thu6c link virc dirge phan cong, bao cao Giam floc so; 

g) Chap hanh va thtrc hien nhang cong viec khac do Giam d6c so' giao va 
bao cao ket qua vOi Giam doe so.. 

h) Ky duyet cac van ban chi dao, htrang dan chuyen mon nghiep vu thu6c 
linh virc dirge phan cong phki trach. 

i) Bao cao Giam d6c so tinh hinh, ket qua thtrc hien nhiem vu khi &roc uy quyen. 

j) Dupe Giam d6c Sol uy quyen lam chil tai khoan thir 2, thir 3 dm So.. 

3. Trong dieu hanh cong viec neu c6 lien quan den cac linh virc cong tac 
cua cac Pho Giam doe khac thi chu d6ng phoi hgp de giai quyet, trtrong hgp c6 

kien khac nhau thi Ph6 Giam doc dang chu tri )(Cr 13,  cong viec do bao cao 
Giam doe so quyet dinh. 

4. Hang thang cac Pho Giam d6c tong hop, danh gia tinh hinh cong viec 
minh phu trach bao cao Giam doe so tai cu6c 

de 
giao ban La 	 i' nh dao SO; ch 

d6ng de xuat bao cao Giam doc sonhang van de Oat sinh. 

5. Trong truerng h9p c6 six dieu chinh ve phan cong nhiem vu gifia cac 
Pho Giam d6c, thi cac Pho Giam doe phai chu d6ng phoi hgp ban giao not dung 
cong viec, ho so va tai lieu lien quan. 

6. Giai quyet cho cong chic, vien chirc thu6c b6 phan quan ly nghi phep, 
nghi viec rieng kh6ng qua 02 ngay. 

7. Thvc hien cac nhiem vu khac do Gam d6c giao. 

Dieu 7. Trach nhiem va pham vi giai quyet cong viec cua tru.6ng cac 
phong, don vi thut)c ser (g9i chung la phong) 

, 	1. Truang phong la nguai dung dau phOng, chiu trach nhiem tnthc Gam 
doe SO, Pho Giam doe So phu trach ve thkrc hien chirc nang, nhiem vu, quyen 
flan dirge giao va toan b6 hoat d6ng cua phong. 

2. Trtrong phong c6 nhiem vu, quyen han sau: 

a) Chii d6ng to chirc thtrc hien cong viec thu6c cht'rc nang, nhiem 
quyen han cua phong, chiu trach nhiem truac Lanh dao SO ye chat hrong, hieu 
qua, tien do ding viec cua ph6ng. 

b) Nhang viec phat sinh vuot qua than quyen phai kip thoi bao cao Pho 
Giam doc so phi trach hoac Giam doe so cho y kien chi dao; kh6ng chuy8n 
cong viec thu6c nhiem vu, than quyen cua phong sang phong khac hoc lan 
Lanh ciao so; khong giai quyet cong viec th0c nhiem vu, tharn quyen cua phong khac. 
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c) Quan ly, phan ding nhiem vu cu the cho cap ph6 va cong chirc thu'Oc 
pilot-1g; don doc, kiem tra viec thtrc hien dung cac quy dinh ve chuyen mon, 
nghiep vu, quy the lam viec cua co quan. 

d) Xay dtmg chtrcmg trinh cong tac hang thong, q4, 6 thong va ca nom. 
Chi dao thgc hien va dinh kSi to chirc h9p don vi de kiem diem, danh gia, nhan 
xet ve ket qua cong tac va bao cao ket qua bang van ban vad Giam doc Si, Pho 
Giam doc SO phu trach va giri ye Van phong sa vao ngay 12 hang thong de tong h9p. 

e) Chu Ong phoi hgp vai cac phong, don vi khac thu(ic s& giai quyet cac 
cong viec co lien quan; tham du cac cu'6c h9p, hoi nghi do Lanh dao s& uSI quyen. 

g) Khi yang mat tir 01 bu'Oi tra len phai bao cao xin y kien Ph6 Giam d'Oc 
sa phu trach phong, don vi, Ong theyi thong bao cho Chanh Van ph6ng sa biet; 
uy quyen cho cap pho (hoac phan cong mot ding chtiv chuyen mon) quail 
diet' hanh hog dOng cua phong, don vi. Quan ly, sir dung va bao quan tai san 
dugc giao theo quy dinh. Dugc giai quyet cho cong chirc, vien chirc thuOc bo 
phan quan ly nghi viec rieng khong qua 01 ngay. 

h) Ngoai nhiem vu thu&ng xuyen, Truong phong c6 trach nhiem to chirc 
thtrc hien cac nhiem vu dot xuat do lanh dao Sa giao. 

i) Chiu trach nhiem truck Lanh dao Save viec gay mat doan ket trong not 
bO, c6 don, thu to cao sai su that tai phong, don vi minh (neu co). 

j) Thuc hien cac nhiem vu khac do Lanh dao S& giao. 

3. Ngoai viec thut hien cac quy dinh tai Khoan 1, Dieu nay Chanh Van 
phong sot truong cac phong, don vi true thuO'c s& con thuc hien cac nhiem vu sau: 

3.1. D6i vai Giam doc cac don vi true thug'c s& 

a) La chi' tai khoan don vi du toan doi yeti to chirc, don vi quan 

b) Thuc hien quan ly cong chirc, vier' chirc theo phan cap cua UBND tinh. 

c) Thtrc hien cac nhiem vu khac do cap c6 tham quyen giao va bao cao 
viec thtrc hien \Teri Lanh dao sa. 

3.2. D6i yeti Chanh Van phong so,  

, 	a) Giiip lanh dao s& nom tinh hinh hog de?n chung 	s& va toan nganh, 
tong h9p bao cao tai cac cu'Oc h9p giao ban; chuan bi bao cao dinh kSi (thong, 
quy,  6 thong, 9 thong, nom) va dot xuat. Du va ghi bien ban cac cu'Oc h9p cua 
lath dao SO. 

b) Dugc Giam d'Oc Sa Uy quyen xir,  V/ van ban den dm ,SO (van ban hanh 
chinh, van ban mat), de xuat 	Giam doc, cac Pho Giamdoc viec phan cong 
cho cac phong, don vi thuO;c s& tham muu, xir I. Tham dinh the thirc van ban di 
ciia SO truov khi trinh Lath dao SO ky ban hanh. 

c) TO chirc quan V/, sir dung va cung cap thong tin cho cong chirc, vier' chirc 
cua sa va trao doi thong tin gala cac phong, don vi theo chi dao cua Giam doc SO. 

d) Tham mtru ve cong tac to chirc b() may, can b'O co quan. Xay dung, 
trinh Giam dOc SO guy& dinh Quy the lam viec. Theo de5i, don doc, kiem tra 
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vi& thtrc hien cac van ban dm lanh dao so; ki6n nghi ve cac bien phap nang cao 
hieu ltrc, hiki qua thtrc hiesn. 

d) To chirc phuc vu cac h6i nghi, h6i thao, tap huin 	nganh va 	S. 
To chirc d6n, ti6p khach den ding tac tai So theo dung quy dinh. 

e) Chiu trach nhikn quan ly cong tac van thu, ltru trir, &Au ca quan, bao ve 
ca quan, quan ly tai san, kinh phi cap cho hog d6ng cua So TN&MT theo quy dinh. 

f) Tham muu viec quan ly tai chinh, tai san, kho quy dm So theo quy Binh 
&la phap 111'4; mua sam, 1)8 tri trang thiet bi dam bao diet' kikl lam viec, phuang 
tin di lai, thong tin lien lac kip then, thong suot cua Si. 

g) Dugc Gam doe fly 9u)4n thira le‘nh Giam doc so ky mot s6 van ban g6m: 
thong bao, giiy di duong, giay giai thieu, lenh dieu xe, giay nghi phep cho cong 
chirc, vier' chat; mot so van ban hanh chinh thong thuarng va van ban not 

h) Thtrc hien cac nhikn vu khac do Lanh dao So giao 

Dieu 8. Trach nhiem va pham vi giai quyet cong viec cua cap pho ciia 
cac phong, do'n vi thui)c (goi chung la pho phong) 

1. Pho Twang phong la ngueri giup Twang phong thtrc hie‘n mot hoac 
mot so nhi'kn vu do Twang phong phan cong va chiu trach nhilem truck Twang 
phong, truck phap luat ve thtrc hien nhikn vu dugc phan cong. Khi Truong 
phong yang mat, Ph6 Truang phong dugc Truang phong uy nhie'm dieu hanh 
cac hog Ong dm Phong. 

2. Tham gia thao luan va quyk dinh cac yin de thu6c trach nhi'kn tap the 
cua lanh dao phong 

, 3. De xuat giai phap va thuong xuyen bao cao Truang phong ve tin d6, 
chat luting cong vie‘c dugc giao va ket qua thtrc hie‘n nhikr1 vu cua cong chirc, 
vien chirc thu6c link vtrc dugc phan cong phu trach. 

4. Trvc tip bao cao, giai trinh va thtrc hie'n cac nhiem vu cac nhie'm vu 
can thik khac khi Lanh ciao se( yeu eau. 

5. Thtrc hien cac nhikn Nip khac do Lanh dao So giao. 

Dieu 9. Trach nhiem NIA pham vi giai quyet cong viec cua cong chitc, 
vien chtic va ngiroi lao Ong 

1. Chip hanh sir lanh dao, chi dao, phan cong nhikn vu cua lanh dao 
phong, dan vi theo tham quyen quan ly, sir dung cong chirc, vien chirc ngueri lao 
Ong. Doi vgi nhang nhie'm vu do Giam doc, Pho Giam doc trvc tiep giao, cong 
clink, vien chirc va ngtroi lao Ong co trach nhie‘m chuan bi day du not dung va 
bao cao lanh dao phong, dan vi theo quy dinh va bao cao Lanh dao so theo yeu cau. 

2. Chia Ong nghien cfru, tham muu thtrc hien cong vi* chuyen mon dugc 
giao. Chu Ong trao doi, ph8i hop yeti cac cong chirc, vien chirc va ngtroi lao 
Ong trong Si de giai quyet cong viec ve dugc giao. Khi giai quyet cac nhikn 
vu dugc giao, neu vugt qua pham vi, tham quyen quy dinh phai bao cao Throng 
phong, don vi xin y kien giai quyet. 
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3. Chiu trach nhiem tnr6c Truong phong, dan vi, Lanh dao soy va truck 
phap luat ye y lcien de xuat, tien d6, chat luvng va visc xcr ly cong viec dugc giao. 

, 4. Co trach 	to h9c tap nang cao trinh d6 chuyen mon nghi0 vy; 
chap hanh nghiem kST luat lao dOng va cac quy dinh cua ca quan. 

5. Thyc hien dung chdc trach, nhi01 vu dugc phap luat quy dinh, cac quy 
dinh trong Quy che nay. 

6. Chap hanh the d6 bao mat van ban; khong dugc toy pho to hoac dua 
van ban ra ngoai ca quan khi chua dugc sy nhat tri cua Lanh dao so, lanh dao 
don vi; dux 	vi'c lap ho sa cong 	bao quan day du ho sa, tai lieu, ban 
giao ho sa cong v* de luu trir theo quy dinh. 

7. Thyc hien nghia vy cua cong chirc, vien chdc trong khi thi hanh cong 
vy tai Luat Can b6, cong chdc va Lust Vien chic. 

8. Thyc hien cac nh*ri vu khac do lanh ciao phong, Lanh dao So giao. 

Dieu 10. Nhi01 vy, quyen hsn cos ke toan, van tint va nhan vier' phyc vy 

1. Ke toan 

- T6 chdc ding tac hach toan ke toan theo quy dinh cua Luat ke toan va 
cac van ban huOng dan hien hanh. 

- Thyc hien cong tac tai chinh, lap ke hoach, du toan tai chinh, b6 sung kinh 
phi; thanh wan cac che do chinh sach cho cong chdc va vien chdc; dam bao cac 
hoat dOng thuong xuyen cua So; to,chdc quan bao quan va thyc h*i luu tar ho 
so, chdng td, tai 	c6 lien quan den cong tac tai chinh, ke toan theo qui dinh. 

- Chap hanh nghiem chinh cac quyet dinh chi dao, giao viec cua Lanh dao 
Soy va Lanh dao phong Ice Ca ngoai gio khi ca quan c6 yeu cau. 

- Co quyen tix chi tiep nhan, giai guy& cac tai lieu khong day du thu tyc 
va chirng tir khong hop le theo quy dinh hien hanh. 

- Thyc hien the di, bao cao tai chinh ke toan dinh kY theo dung qui dinh 
hien hanh. Thyc hien ke khai va quyet toan cac loai thue, phi le phi theo quy 
dinh. Thyc hien bao tang, giam lao Ong 	ca quan Bao hiem xa h6i. Thyc 
hi "r1 ding khai tai chinh, tai san; bao cao tang giam tai san theo quy dinh.T6 
chdc kiem ke tai san. 

- Chlu trach nhim tryc tiep truov lanh dao phong, Lanh dao So va truck 
phap luat ve cong vi"& dugc giao. 

- Thirc hi"en cac nhiem vy khac do lanh dao phong, Lanh dao Sa giao. 

2. Van dm 

- Chip hanh nghiem chinh cac quyet dinh chi dao, giao visc cua Lanh ciao 
Sa va Lanh dao Van phong ke ca ngoai giO khi ca quan c6 yeu cau. 

- T6 chdc tiep nhan, chuyen giao day du kip thoi, chinh xac cac van ban 
di, van ban den (van ban hanh chinh, van ban mat); quan 1)% tai lieu, con dau 
theo dung quy dinh. Gift bi mat not dung cac tai lieu theo qui dinh cua phap luat. 
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- Cac van ban gin dtn va cac van ban giri di phai dugc dtra len he th6ng 
quan 1/ van ban hanh chinh VNPT — ioffice cua SO Tai nguyen va Moi tru&ng 
de quan ly, sao chep va ltru trU day du, kip thai theo quy dinh. 

- Nhan van ban dm cac phong, dan vi va chuytn van ban can 1c)'7 duyet 
den Lanh dao SO, sau khi Lanh dao So ky duyet xong thi chuyen van ban lai cac 
phong, dan vi. 

- T8 chirc sip xtp, bao quan tai lieu khoa h9c, diing quy dinh yes s6 lugng 
van ban de thuan lgi trong viec khai thac; N8p ltru ho sa van ban theo quy dinh. 

- Quan ly van ban di, van ban dtn theo quy dinh; tip nhan va sir dung 
ch& ky so dm SO. 

- Khi van ban da dugc lanh dao SO 1c)'/ chinh thirc, van thu ra sok lai ve 
the thirc van ban neu c6 loi chuyen lai cho dan vi soan thao chinh sira, lam cac 
thu ttic chuyen di, &mg thai giri lai chuyen vien du thao ding ltru 

- Dugc quytn tir 
the 

chuytn di, tra lai van ban khong dung \ft thim 
quyen 14 ban hanh va the thirc van ban theo quy dinh cho phong soan thao. 

- Pho to hoc Fax van ban cita SO, Dang uy SO, cac to chirc doan the thu8c 
SO theo quy dinh. 

- Phtic vu cac cu8c h9p, h8i nghi do Lanh dao SO chu tri, chuin bi phong 
hgp cho cac cu8c hop khi can thiet. 

- Thuc hien cac nhiem vu khac do lanh dao phong, Lanh dao SO giao. 

3. Thu quy 

- Chip hanh nghiem chinh cac quyk dinh chi dao, giao viec cua Lanh dao 
SO va Lanh dao Van phong ke ca ngoai gi& khi ca quan c6 yeu cau; 

- Mop so sach theo doi tai san, vat ttr, tin mat trong kho, qui; thirc hien 
thu, chi theo cac chimg tir thu chi da dugc duyet do ke toan chuyen; bao quan 
vat to tai san, tien trong kho, 'qui an toan, khong de hu hong, mat mat; tham gia 
kiem ke kho, qui dinh 14, de xuat bien phap quan 15/, sir dting tiet kiem va hieu qua. 

- Thtrc hien cac nhiem vu khac do lanh dao phong, Lath dao SO giao. 

4. TN) vu 

- Dam bao ditu kien lam viec cho Lanh dao Soy va cac cong viec dOt xuit 
khac do La'nh dao SO quyk dinh. 

- T8 chirc tot viec phtic vu theo yeu 

- Thuc hien cong tac ve sinh moi trtrong trong linh vtrc dugc phan ding. 

- Thkrc hien cac nhiem vu khac do lanh dao phong, Lanh ciao SO giao. 

5. Lai xe 

- Dam bao lai xe an toan, chip hanh dung quy dinh cua Lu4t giao thong 
dueyng be?, san sang nhan nhiem 



11 

- Gift gin xe sach dep, quan 1Sr, sir dung vet tit, tiet kiem nhien lieu có hieu 
qua, dung quy dinh. Co k8 hoach kip thari de xuat voi Lanh deo Van phong viec 
sira chaa va bao cluarng xe o to theo dung dinh kSr, dung qui trinh k"y thuet. 

- Phuc vv Lanh dao SO vai trach nhiem cao theo yeu cAu cua Lanh deo So.  
va Lanh deo Van phong trong thvc hien cong viec chung cua SO. Truing hgp 
dec biet khi sir dung xe vao viec rieng phai coy ki8n dm Ban Giam dac sO. Sau 
khi dua don Lanh deo SO xong thi cat xe o to vao dimg vi tri theo quy dinh, 
khong de xe o to a nha rieng. 

- Tuyet d6i tan thu sit dieu hanh cua Lanh deo SO, gill gin bi met, bao 
dam an toan trong cac chuyen di. 

- Khi can nghi thir 7, chit nhet ra khoi dia ban thanh phO San La, can bao 
cao dugc sit dong )'T cua Lanh deo SO va Lanh deo Van phong SO. 

- Thvt hien cac nhiem vu khac do lanh deo phong, Lanh deo SO giao. 

Chuang III 

MO1 QUAN HE CONG TAC 

Dieu 11. Quan he cong tic gifra Giam thic voi Ding ity 

1. Giam dOc SO, teo dieu kien thuen lgi de Dang uy va ding vien sinh 
hoat theo dung dial 18 Dang. 

2. Giam dOc SO phi h9p \rod Dang uS,  SO phO bien, tuyen truyen, guar' 
triet cu the va to chirc thvc hien cac chit truang cua Dang, chinh sach, phap luet 
cua Nha 'mac trong phem vi SO. 

3. Tham gia \raj Dang uS,  SO xay Ong Dang bO trong sach, yang manh. 

4. Phi h9p vai Dang fly SO thvc hien cong tic to chirc WO may, can bO, 
ding tic bao ve chinh tri not bo va quan I)",  can bo theo phan cap. 

Dieu 12. Quan he cong tic gifra Giam dtic so' voi Ban ChAp hanh 
COng doan 

1. Giam d6c SO lanh ciao, chi deo Ban chAp hanh Cong doan SO thirc hien 
chirc trach, nhiem vv theo quy dinh. 

2. Thong tin day du, kip theri ke hoech cong tic cua sO den to chirc cong doan 
cila sO. au tich cong doan sO duvc mai tham gia cac cuOc h9p giao ban sO TN&MT. 

3. Phoi hop to chirc, dOng vien doan vien, cong chirc, vien chirc va ngtrasi 
lao &Ong tich c‘rc tham gia nghien ciru khoa h9c, cai tien le 16i lam viec, ne.'ng 
cao trinh do chuyen mon, nghiep vv. 

4. Phi h9p to chirc thvc hien quy the dan chit O ca quan; chuan bi not 
dung, to chirc hOi nghi cong chirc, vien chUc va ngtrai lao dOng hang nam theo 
quy dinh. 

5. Phi h9p voi to chirc, chi deo cac phong trio thi dua. 



12 

Dieu 13. Quan he ding tic gifra Giam dOc see veri Doan Thanh nien Ser 

1. Gam dac SO lanh dao, chi ciao Ban chap hanh Doan Thanh nien So. 
thirc hien chgc trach, nhiem vu theo quy dinh. 

2. Thong bao day du, kip thoi ke hoach ding tac dm s& den to chgc down 
dm so.. 

3. Bi tilt!. Doan &Tx miyi tham du mot so cuOc h9p giao ban so. TN&MT. 

4. Tao dieu kien thuan lqi de Doan Thanh nien So. hoat dOng có hieu qua. 

5. Chi doan CO trach nhiem phan anh tam tit, nguyen v9ng ctia down vien 
cho Lanh dao so.. 

Dieu 14. Quan he giera Lanh dqo so. veri Truirng phong, dcrn vi thu'Oc so.  

, 	1. Lanh dao so. dinh 14 hoac clot xuat h9p vOi TruOng phong, dan vi d6 tnrc 
tiep nghe bao cao tinh hinh, chi dao viec thirc hien nhiem vu dm phong, don vi. 

‘ , 2. Tnrong phong, don vi có trach nhiem bao cao kip tiled voi Lanh dao so• 
ye ket qua thirc hien cong tac va kien nghi cac van de can giai quyet. 

3. Lanh dao so. chi dao, htrong dan va kiem tra hoat dOng cila cac phong 
va chiu trach nhiem ye nhang sai sot, khuyet diem do nguyen nhan tir skr chi dao 
htrong dan dm minh. 

Dieu 15: Quan he gifra cac phong, don vi trwc thuiic Sex 

, 	1. ,Quan he giita cac phong, ban, don vi trgc thu8c Sor la quan he binh 
dang, phoi h9p cong tac, giup lanh ciao So. thirc hien chgc nang nhiem vu ve tai 
nguyen va moi truOng. 

2. Trong trtrong h9p, Lanh dao SO giao nhiem vu chung tir 02 phong, don 
vi troy len (giao 01 phong/don vi chit tri) thi not dung van ban tham mtru phai có 
chit 1c)",  nhay dm Lanh dao cac phong, dan vg tham mtru truck khi trinh Lath 
dao SO 14 duyet. 

3. DOi vai not dung don vi sit nghiep tham mut', de xuat voi SO Tai 
nguyen va Moi truOng, yeu cau don vi lap To trinh ggi So.  xem xet, phe duyet. 
Giao Van phong SO phan cong 01 phong chuyen mon chit tri tham dinh ho so 
trinh dm dan vi tn.rOc khi trinh Lanh ciao So. lc)",  duyet. 

Deii vOi nhiem vg dtrac Lath dao SO giao chung tham mini thgc hien 

Dieu 16. Quan he gicra cac Tryon phong va cong chin, vie!' chirc va 
nguiti lao dOng thui)c so.  

1. Truang cac phong, dan vi dtrac giao nhang van de lien quan den nhieu 
phong, don vi ma vtrat,qua tham quyen giai quyet hoac khong du dieu kien thirc 
hien thi bao cao, de xuat Lath dao s& xem xet, quyet dinh. 

2. Tn.rOng phong, don vi khi &Jac giao chia, tri giai guy& cac van de CO 
lien quan den dm phong, don vi khac ,phai trao doi yen Truong phong, dan vi 
do. Trtrang phong, don vi duvc trao doi có trach nhiem phoi h9p, cung cap ho 
so, tai lieu lien quan, ding xu ly theo de nghi dm truOng phong chit tri. 
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Chuang IV 

QUY DINH YE THAM QUYEN 10? VAN BAN 

Dieu 17. Thant quyen ks,  van ban cfia Giam dOc So* 

1.Quyet dinh cua SO; 

2. Bao cao va van ban chi dao ding tac Chung cua toan nganh; 

3. Ti trinh cua sO trinh ca quan c6 tham quyen (BO Tai nguyen va Moi 
trtrang; Tinh uy, Hoi d6ng nhan dan, Uy ban nhan dan); 

4. Van ban ve t'6 chirc 1:10 may va cant* 

5. Van ban thuOc link vtrc Giam d6c sO trvc tiep phi trach. 

Trtrong hgp can thiet, Gam dOc SO c6 the uS7quyen de cac Ph6 Gam d6c 
so. ky cac van ban tren. 

Dieu 18. Than' quyen ks,  van ban cfia Pilo Giant (tic So.  

Cac Pho Giam d8c sO ky cac van ban htrang dan nghiep vi, trao d6i cong 
tac, cac bao cao chuyen de,thuOc 	vvc,  dtrgc phan ding phi trach va theo uy 
quyen 	Giam dOc 	Neu Phi Giam doc phi trach link vtrc di yang thi Giam 
d6c SO hoac Pho Giam d6c khac duyet, 

Dieu 19. Tham quyen 14 van ban ctia Chanh Van phong 

Chanh (hoac Pho) Van phong SO dugc thira lenh Giam d6c SO 14 cac van 
ban huOng dan, kiem tra, th8ng bao y kien cua lanh dao SO; cac van ban giao 
dich: giay gigi thieu, giay m6i, giay di dtrong, sao lic, sao y cac van ban ciia cap 
tren theo quy dinh... mot so van ban hanh chinh thong throng va van ban *1)0. 

Neu Chanh Van phong di ving c6 the ity quyen cho 01 Pho Chanh Van 
phong duyet, 14. 

Dieu 20. Thfim quyen 14 van ban cua Chanh Thanh tra SO.  

Chanh Thanh tra so.  dtrgc ky mot s6 van ban thuOc chirc nang, nhiem vi 
chuyen mon theo quy dinh cua Luat Thanh tra va cac van ban h.rOng dan thi 
hanh Luat. 

Dieu 21. Tham quyen 14 van ban ciia Trtrovg cac phong, don vi 

TruOng cac ph6ng, don vi thu6c SO ky cac van ban thuOc chirc nang, 
nhiem vi, quyen han cua ph6ng, dan vi dtrgc phan ding quan ly va theo phan 
cap cua tinh. 

Chuang V 
TO CHeC HQP, HQI NGHI 

Dieu 22. Quy dinh ve to chirc cac cui)c hop thuirng ky 

1. Figp tap the lanh dao sO, h9p giao ban lanh ciao sO vai cac don vi true 
thu'Oc: moi thang 01 Fan tir ngay 20 den ngay 30 hang thang. Trtrong hgp can 
thiet t chirc h9p bat throng. 
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2. Hop nOi b6 cac phong, don vi trt.rc thuOc 	thong 01 l'an (truyjt 
ngay 20 hang thong). 

3. H9p tan the cong chirc, vien chuc dm so: m8i nam 01 l'An (H "cji nghi 
cong chitc cua ca quan vao thong 01 hang nam). 

4. H9p dOt xuAt khac khi co yeu au do Giam d'Oc s& guy& dinh. 

5. TO chirc cac cuOc hgp chuyen de: Gam dOc so quyet dinh hoc uy 
quyen cho Ph6 Giam ,d8c so. to chirc cac cuOc h9p, hOi nghi trong pham vi php 
trach 	minh 	trien khai cac nhiem vg chuyen nganh. Tat ca cac cuOc hop 
phai c6 n'Oi dung thiet thkrc, cu the. Khi to chirc cac h8i nghi chuyen de c6 mOi 
Lanh dao cac nganh, cac huyen, thanh pho, Pho Giam doc so phai boo cao, xin 
kien va &roc skr &mg y cua Giam d'Oc So ve nOi dung, thanh phan, thoi gian va 
dia diem to chirc hOi nghi. 

Dieu 23. Xfiy dkrng ke hooch to chuc hOi nghi 

1. Cac phong, don vi thuOc se( clugc Giam dOc so giao chu tri chan bi not 
dung, chlu trach nhiem xay dIrrng ke hooch to chirc hOi nghi de xin )", kien Lanh 
dao so quyet dinh ye: 

a) 1\16i dung hOi nghi; phan cong chan bi boo cao, bai phat bieu khai mac, 
be mac hOi nghi; 

b) Thanh phan, thai gian, dia diem to chat hOi nghi; 

c) Du kien chtrang trinh hOi nghi; 

d) Du tru kink phi (nOi dung chi, nguOn tai chinh); 

e) Du kien thanh lOp Ban TO chirc hOi nghi (neu c6); 

g) Cac van de an thiet khac. 

2. Chan bi va thong qua boo cao 

a) Van phOng so thong boo cho cac phong, don vi thuOc so lien quan biet 
cac boo cao chinh, boo cao torn tat va cac tai lieu can phai chuan bi; 

b) Phong, don vi dtrgc phan ding chan bi boo cao, tin hanh du thao boo 
cao va trinh Lanh dao so duyet boo cao va cac tai lieu can thiet khac; 

c) DI; thao boo cao, cac tai lieu lien quan phai dtrgc Lanh dao se( duyet 
truerc ngay h9p ch'Orn nhat la 03 ngay. 

3. Chan bi cac dieu kien phijc vu cuOc hop, hOi nghi 

a) Van phong so in, sao chpp cac tai lieu, bo tri phong h9p (new hop trong 
Sa TN&MT); d61 v6i,cac don vi thuOc 	trach nhiem sao chip cac tai lieu 
theo so' lugng can thiet; 

b) Cac phong, don vi dtrgc giao chan bi nOi dung hop, hOi nghi c6 trach 
nhiem phOi hgp cling Van ph6ng so chan bi tai lieu. 
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Dieu 24. To chin cu(ic h9p, hoi nghi 

1. Trien khai viec t6 chirc cu9c h9p, h9i nghi 

, a) Sau khi chucmg trinh h9p da dugc phe duyet, cac phong gang k9 dai 
bieu va not dung tham Juan; 

b) Ngued chu tri co the quyet dinh dieu chinh chuang trinh hop nhung 
phai thong bao de nhcrng ngugi du h9p biet; 

c) Nguai chu tri cu9c h9p, h9i nghi phai ket Juan r'6 rang ve cac not dung, 
chuyen de da dugc thao Juan trong cu9c h9p. 

2. Trach nhiem cua cong chdc, vien chirc tham gia h9i nghi, cu9c h9p 

a) Nghien dru tai lieu tnrOc; chudn bi truck kien phat Neu tai cu9c h9p; 

b) Phai du h9p dung thanh phAn, den h9p dung gig va tham du het theri 
gian cua cu9c h9p. Twang hop co 19 do d9t xuat có the den muon, ve som horn 
nhung phai dugc su (Jong 9 dm nguari chu tri; 

c) Trinh bay 9 kien phai ngd.n g9n di thing vao not dung van de. 

3. N9i dung dien bin cua cu9c h9p, h9i nghi phai dugc ghi thanh biesn 
ban; ngueri chu tri cir thu k.9 ghi bier' ban cu9c h9p, h9i nghi. 

4. Bao cao ket qua cu9c h9p, h9i nghi 

a) Pho giam d6c bao cao ket qua cu9c h9p, h9i nghi do minh chu tri voi 
Giam doc sau khi ket thuc cu9c h9p; 

b) D6i voi nhung cy9c h9p, Lanh dao SO/ u9 quyen cho True'mg phong, 
dun vi chu tri, sau khi ket ,thuc truerng phong phai bao cao Giam doc va Pho 
Giam doe s& plaki trach ye ket qua cu9c h9p. 

5. Cac cong viec sau cu9c h9p,h9i nghi 

a) Cham nil& 02 ngay lam viec sau ngay ket thuc cu9c h9p, h9i nghi, cac 
phong, dun vi trinh Lanh dao so ban hanh thong bao (cloi vii nhung cuOc hop 
can thiet phai thong bcio); 

b) N9i dung chinh cua Thong bao ket qua cu9c h9p, h9i nghi, g6m: 

- Nguoi chu tri va danh sach nhi-mg nguai tham du có mat tai cu9c h9p; 

- Nhiing van de dugc trinh bay va thao Juan tai cu9c h9p; 

- Y kien ket Wan cua ngueri chU tri ve cac van de dugc dua ra tai cu9c 
h9p; phan cong trach nhiem to chirc thuc hien. 

c) Thong bao ket qua cu9c h9p khong thay the cho viec ban hanh van ban 
ca. Net de giai quyet cac van de lien quan dugc quyet dinh tai cu9c h9p; 

d) Phong, don vi chu tri, Van phong ph6i h9p then doi, don d6c, kiem tra 
va to chirc trier' khai thuc hien, bao cao Lanh dao so ket qua thuc hien ket Juan do. 
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Chuang VI 
KIEM TRA VItC THVC HItN VAN BAN VA NHItIVI V1,1 OVociC GIAO 

Dieu 25. Phm vi va dOi 	kiem tra 

1. Cac phong, dan vi thu9c sa, linh virc do sai quan ly. 

2. Viec kiem tra dc;i vaci cac sec ban, nganh, Uy ban nhan dan cac cap 
trong viec thi hanh cac van ban c6 lien quan dugc tien hanh theo cac quy dinh 
cua phap luat. 

Dieu 26. ThAm quyen kiem tra 

1. Giam dac sa kiem tra m9i hoat Ong cua cac phong, dan vi thu9c 
linh vgc trong pham vi chirc nang, nhiem vu va quyen han cua SO( TN&MT theo 
quy dinh cua phap luat. 

2. Ph6 Giam dOc so' kiem tra hog d9ng cua cac phong, dan vi thu9c SO.  
dugc phan cong phg trach va thgc hien cac nhiem vg kiem tra do Giam doe sa giao. 

3. Twang cac phong, dan vi thu9c sa c6 trach nhiem kiem tra trong pham 
vi chic nang, nhiem vu, quyen han quy dinh va kiem tra viec thgc hien cac cong 
viec do lanh dao sa giao. 

Dieu 27. Hinh thirc kiem tra 

1. Dan vi to kiem tra: Truong cac ph6ng, dan vi thu9c sa thuong xuyen to 
chirc to kiem tra viec thi hanh cac van ban, cong viec dugc giao tai phong, dan 
vi, pilaf hien cac vugng mac va de xuat bien phap xur ly kip then. 

2. Se( tien hanh kiem tra: 

a) Lanh ciao sa, Truang cac phong, don vi thu9c sa va cong chirc, vion 
chirc va ngued lao Ong dugc giao nhiem vg kiem tra tier' hanh lam viec trgc 
tiep tai phong, dan vi can kiem tra de nam tinh hinh; 

b) Lanh dao sa yeu cau cac ph6ng, don vi bao cao bang van ban ve tinh 
hinh va ket qua thgc hien cac van ban, cong viec dugc giao; 

c) Giam dOc sa uy quyen cho mot Tnrong phong, dan vi chu tri viec kiem 
tra hoac quyet dinh thanh lap cac doan kiem tra; 

d) Kiem tra thong qua CO chirc 119i nghi sa kit, tong ket viec thgc hien; 

e) Hinh thgc khac do Giam d9c sa guy& dinh. 

Dieu 28. Ban can ket qua kiem tra 

, 	1. Khi kit fink kiem tra, nguoi chu tri kiem tra phai thong bao kit qua 
kiem tra vbi Thu twang cac phong, dan vi dugc kiem tra. 

2. Nguoi chu tri kiem tra c6 van ban bao cao Llanh dao so. kit qua kiem 
tra. Neu phat hien c6,sai pham thi 	theo tham quyen hoac kien nghi cap c6 
tham quyen 	1)",. Dong then, theo ded viec xir 1/ sau khi kiem tra, bao cao ket 
qua khac phvc sau kiem tra vai Lanh ciao sa. 
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3. Dinh ky hang thang, Trtrong cac phong, dan vi bao cao tinh hinh dux 
hien cac van ban, cac ding viec dirge Lanh dao soy giao. 

4. Van phOng so. tong hop chung, bao cao tinh hinh kiem tra viec thi hinh 
cac van ban, cac ding viec dune giao tai H6i nghi giao ban hang thang. 

Chuang VII 
VE TO CHIIC TIEP CONG DAN, TIEP KHACH 

Dieu 29. Ve to chirc tiep ding dan, tiep khach 

1. Tiep va lam viec 	khach trong ntrec 

, a) Chanh Van ph6ng )(ay dkmg chtrang trinh va bao cao Giam d'Oc ye 
hoach tiep khach; Chanh Thanh tra 	xay dtrng chtrang trinh va bao cao 

Giant d6c se( ve ke hoach tiep cong dan; 

b) Tnr&rIg cac phong, dan vi c6 trach nhiem phi hop voi Van phong 
tiep va lam viec veci khach. 

c) Viec tiep cong dan, tier) khach phai dam bao dung quy dinh, lich str, chu 
dao dung the d6 va bao cao ket qua voi Lanh dao 

2. Viec tier) va lam viec v8i khach ntre‘c ngoai chi duge thgc hien khi Uy 
ban nhan dan tinh giao nhiem vu va dtrac,  thkrc hien theo nghi thirc quy dinh. 
Trong thed gian 03 ngay lam viec sau khi tiep va lam viec 	khach nu& ngoai, 
Van phong trinh,Giam doe sat duthao bao cao Uy ban nhan dan tinh cac 
ca quan 	quan ve ket qua tiep va lam viec vai khach ntrov ngoai. 

Chuo'ng VIII 

QUY DINH DI CONG TAC 

Dieu 30. Di cong tac trong nir&c 

1. Tham gia doan cong tac lien nganh 

a) Cir cong chirc, vien chirc va ngtred lao dons tham gia dung thanh phan. 
Nhang van 	lien quan den nganh phai dune chuan bi bang van ban theo yeu 
cAu cua Truong doan cong tac. 

b) Khi ket thuc chtrang trinh cong tac, chAm nhAt sau 05 ngay lam viec, 
cong chirc, vien chirc va ngtrOi lao dOng tham gia doan phai bao cao ket qua va 
kien nghi bang van ban girl. Lanh dao soy. 

2. Cac doan cong tac khac 

a) Khi c6 chu truang cUa,Lanh dao sO, phong, dan vi dtrgc giao chti tri ph& 
hop \Jai Van phOng sor thong nhat thanh phan doan cong tac trinh Lath dao ser. 

b) Tnrang cac phong, dan vi khi cir ding chirc, vien chdc va ngtrai lao 
d6ng di cong tac phai dam bao dung thanh phan; neu thOi gian cong tac tit.  02 
ngay lam viec tro.  len, phai b6 tri ngtreti thay the giai quyet cong viec thtreng 
xuyen tai phong, dan vi; 

c) Doan phai thong bao va thong nhAt vai dan vi, ca sb it nhAt truorc 03 
ngay lam viec; 
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d) T6 chtic lam viec: Truang doan phi hop vai don vi, co sa trien khai 
cong viec theo chuung trinh, ke hoach da thong nhat va xir ly cac tinh huong 
Oat sinh &mg tham quyen cua doan, &rig th&i ghi nhan day du nhang kien 
nghi c6 lien quan, trinh xin y kien Lanh dao sa khi \mot qua tham quyen; 

e) Sau khi hoan thanh chug trinh, throng doan thao thong bao ket 
qua lam viec, xin kien co sa va y kien cua Lanh dao se/ truck khi 14 ban hanh; 

g) Tru.o.ng  doan cong tac bao cao bang van ban voi Giam doc sa ve ket 
qua chuyen cong tic chain nhat sau 3 ngay lam viec. 

Dieu 31. Di cong tac ntrcrc ngoai 

1. Cong chirc, vien chirc va ngtroi lao Ong di cong tac, hoc tap nubs 
npai (Ice cd di tutor ngoai ye viec rieng) phai duqc cap c6 tham quyen cho phep 
bang van ban. 

2. Tham gia cac doan cong tac cua tinh, cac co quan cap tren 

a) Cong chirc, vien chirc va ngtroi lao Ong &roc ccr tham gia cac doan 
cong tac phai chuan bi bang van ban nhQng not dung lien quan den cong tac cua 
Sa theo yeu cau cua doan cong tac va chiu trach nhiem truck phap luat ve not 
dung d6; 

b) Sau khi hoan thanh chuung trinh ding tac, tong thbi gian 05 ngay lam 
viec phai bao cao Lanh dao ser ve ket qua lam viec va y kien ket luan cua truong doan. 

3. Cac doan cong tac do Lanh dao sar chu trI hoac duvc phan cong chu tri: 
phong, don vi duvc lanh ciao ser phan cong chu tri phoi hop yen Van phong so 
chuan bi cac thu tic thanh lap doan, not dung, chixang trinh, du thao bao cao 
trinh trtrang doan phe duyet, khi hoan thanh chuang trinh cong tac, cham,  nhat 
sau 05 ngay lam viec phai bao cao ket qua cong tac bang van ban girl cap c6 
tham quyen theo quy dinh. 

4. Trach nhiem dm Van,  phong ser: Phi hop voi cac co quan, don vi lien 
quan giai quyet cac th6 tic ye ho chieu, giay th6ng hanh; thi thgc xuat canh, 
nhap canh. 

Chuang XIX 
VAN HOA CONG SO 

Dieu 32. Chu'in my.c xi.r sir cua cong chin, vien cht"rc va ngtroi lao 
dOng trong thi hanh nhiem vy, cong vu, trong quan he xi hOi 

Thgc hien theo Quyet ,dinh s6' 347/QD-BTNMT ngay 06/02/2020 cua 138 
Tai nguyen va Moi tru.&ng ve Quy tac Ung xir dm can b8, cong chuc,,vien chirc 
va ngtroi lao Ong thu8c 	Tai nguyen va Moi trLarng va Quyet dinh so 
1672/QD-UBND ngay 02/7/2019 cua UBND tinh San La ve Ban hanh Quy tac 
irng xir dm can 1)8, cong chirc, vien chirc lam viec trong cac co quan hanh 
chinh, don vi sir nghiep cong lap khi thi hanh nhiem vv, cong vi va trong quan 
he vori doanh nghiep, cong dan. 
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Dieu 33. Trang phyc, giao tiep va (mg xir cua cong cht?c, vier' cluic va 
nguiyi lao dOng 

Thkrc hien theo Chuang 2, Quyet dinh so 129/2007/QD-TTg ngay 
02/8/2007 dm Thii arcing Chinh phil ban hanh Quy che van hoa cong so tai cac 
co quan hanh chinh nha nuac. 

Dieu 34. Bai tri cong 

Thkrc hien theo Chuang 3, Quyet dinh so 129/2007/QD-TTg ngay 
02/8/2007 dm Thu Wang Chinh phi' ban hanh Quy the van h6a cong sa tai cac 
ca quan hanh chinh nha nuerc. 

Dieu 35. Cong tic dim bio ve sinh, an toan cong 

1. Kiem tra cac thiet bi d*1, nuac, khoa cac dm dam bao an toan khi ket 
thlic buoi lam viec; Truong cac phong, don vi c6 trach nhiem kiem tra nhac nha 
viec quan IS7, sir dung cac thiet bi dung chung, chap hanh nghiem chinh cac quy 
dinh, bien phap phong chay, chira chay. 

2. Tiing ve sinh timg phong, don vi ducyc thgc hien 01 thing 1 Van. 

3. 16'ng ve sinh toan ca quan duvc thut hien theo timg thai diem do co.  
Tian phat dOng; Cac to chirc doan the (Cong cloan, Doan Thanh nien) phai hop 
to chirc thvc hien. 

Chuang X 
CHE DO THONG TIN, BAO CAO VA MOT SO CONG TAC KHAC 

Dieu 36. Quy dinh ve the do lam viec 

1. Cac ph6ng, don vi can lam viec vii Lanh dao sa phai ding ky trtrac vai 
Van phong So (qua Chanh Van phong). 

2. Cac d6ng chi Lanh dao sa phai c6 chuong trinh (lich lam viec) hang 
tuan va thong bao cho Van phong ser vao chieu thir 6 tuan tnrorc. True:mg hop c6 
su thay doi Chanh Van phong sa thong bao ngay tai to chic hoac ca nhan co 
lien quan. 

3. Hang nam cac phong, don vi th0c sa to chirc lap h6 so cong viec, kiem 
tra, ra sok va giao nap tai lieu da xir ly xong, tieu huy cac tai lieu het gia tri sir 
dung theo quy dinh. 

Dieu 37. Ve the dO bio cio 

1. Dinh kS/ bao cao theo guy dinh cua UBND tinh Nth BO TN&MT.sChuan 
bi cac bao cao chuyen de, cac de an trinh UBND tinh va cap c6 tham quyen theo 
yeu cau chuyen mon va theo su phan cong cua Giam doc ser. 

2. Van phong sa chuan bi cac bao cao cua so• 

a) Bao cao thing cham nhat ngay 15 hang thing; 

b) Bao cao qui I, III cham nhat ngay 18 dm thing cu6i qui; 

c) Bao cao 6 thing dau nam cham nhat ngay 15 thing 6 hang nam; 
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d) Bao cao 9 thing dAu nam cham nhAt ngay 15 thing 9 hang nam; 

e) Bao cao nam cham nhAt ngay 15/12 hang nam. 

f) To chirc cap nhat cac bao cao, thong tin tinh hinh chung cua toan nganh, 
cac thong tin chi ciao, diet' s hanh, chucmg,  trinh ding tic, cac hoat Ong hang 
ngay cua co quan theo yeu cau 	Giam doc kr. 

3. Trach nhiem cua cac phong, don vi thu6c so 

a) Dinh kS,  bao cao Lanh dao soy ve tinh hinh va k6t qua hoat d6ng cong 
tic cua cac phong, don vi thu6c so', bao cao dot xuat theo yeu cau cua Giam doc 
So' bao dam not dung, thOi gian theo quy dinh cua Soy ve ch6 d6 thong tin bao cao. 

- Bao cao thing cham nhAt ngay 12 hang thing; 

- Bao cao qui I, III chain nhAt ngay 15 cua thing cu6i qui; 

- Bao cao 6 thing dAu nam cham nhAt ngay 12 thing 6 hang nam; 

- Bao cao 9 thing du nam cham nhAt ngay 12 thing 9 hang nam; 

- Bao cao nam chain nhAt ngay 10/12 hang nam. 

b) ChuAn bi cac bao cao chuyen nganh cua so' trinh Tinh uy, HDND, UBND, 
Ban can sir clang UBND tinh, B6 TN&MT theo su phan cong cua Giam Oc SO. 

Dieu 38. Cung cap thong tin ve ho0 'gong cua cac phong, dun vi thuOc sir 

Cac ph6ng, don vi thu6c so' c6 trach nhiem thong bao bang nhQng hinh thdc 
thich hop, thuan tien de cong chirc, vien chirc va ngtrai lao d6ng nam bat clugc 
nhang thong tin sau day: 

1. Chti truong, chinh sach cua Dang, Nha nu& va cua Uy ban nhan dan 
tinh, cua B6 TN&MT lien quan den cong viec cua cac phong, don vi thu(ic so' va 
cua nganh. 

2. Chumg trinh cong tic cua soy. 

3. K6 hoach tuy6n dung, dao tao, bOi duong, khen thuang, kj,  luat, nang 
bac Luang, nang ngach va be) nhiem cong chic, vier' chirc va ngueri lao Ong . 

4. Van ban kk Juan ve viec giai quyk khiL nai, to cao trong co quan. 

5. Cac quy ch& quy dinh, not quy do So TN&MT ban hinh. 

6. Cac van d&‘ khac theo quy dinh. 

Dieu 39. Cung cap thong tin ve ho4t (gong dm S& va nganh tai nguyen 
va moi tru*ng 

1. Ve cung cap thong tin 

a) Bao dam thuong xuyen cung.cAp thong tin phvc vu skr chi ciao diL 
hinh cua UBND tinh va co quan c6 tham quyen; tao diet' kien cho cac co quan 
thong tin dai chung trong viec cung cap thong tin chinh xac, kip tiled ve hoat 
d6ng cua nganh, linh vi,rc; 
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b) Thvc hi8n vi8c tra 1&i tren bao chi theo de nOi cua cac ca quan bao chi 
hoac theo chi dao cua Chtit tich UBND tinh; yeu cau cac Ca quan bao chi da 

phat cac tin, bai c6 not dung sai su that phai cai chinh. 

c) Trong cung cap thong tin khong dtrac d'8 de to cac thong tin thuOc danh 
muc bi mat Nha mrac va th6ng tin ve nhang cong vi8c nhay cam dang trong qua 
trinh 

2. Vic tra loci phong Van bao chi thlic hi8n theo quy dinh cua phap luat va 
cac quy dinh ve cong tac quan l thong tin. 

Dieu 40. Truyen thong tin tren nwg Internet 

1. Cac van ban sau day dupc dang ten ang thong tin din tir cua tinh, 
hoac Trang thong tin din tir cua Sa TN&MT: 

a) Van ban quy pham phap luat c6 lien quan d'8n nganh tai nguyen va moi 
tru*ng da ban hanh. 

b) Cac van ban hanh chinh, bao cao cac loai, bi8u matt va van ban khac 
&Jac Ban Giam dew chi dinh; cac tin, bai do cong chirc, vier' chirc viet da &rot 
cluy8t theo quy dinh. 

c) Du thao cac van ban QPPL do So. Tai nguyen va Moi tnrOng chti tri 
sop thao can lay y kien, g6p y de hoan chinh not dung van ban. 

2. Trung tam Cong ngh8 th6ng tin TN&MT c6 trach nhi.8m quan ly, duy 
tri hog Ong Trang thong tin din tir dm SO; Cap nhat, dang tai thong tin theo 
quy dinh cua phap luat ve dang tin ten Internet va cac quy dinh lien quan cua co.  
quan c6 tham quyen; Dinh k5f bao cao ket qua thkrc hi8n vai Lanh dao SO. 

3. Cac phong, dan vi thuOc sa phai thkrc hi8n ch8 dO trao d61, theo doi 
th6ng tin teen Trang thong tin din tir cua Sa TN&MT theo quy dinh. 

4. Cong chirc, vier' chirc phu trach Cling ngh8 th6ng tin dm Sa htrang clan, 
giup da ding chirc, vien chirc cua Sa khai thac thong tin teen mang. 

Dieu 401. Bao ye bi mat Nha ntrerc 

Thirc hi8n dimg quy dinh tai Luat Bao ve bi mat nha nu& ngay 
15/11/2018; Npi dinh sO,26/2020/ND-CP ngay 28/02/2020 dm Chinh 	y8 
quy dinh chi ti8t mot so dieu cua Luat bao v8 bi mat nha ntrac. 

Dieu 42. KSIIu4t ph& nein va bao ve bi mat 

Gift nghiem kS,  luat phat ngon va tuy8't doi giir bi mat cac tai li8u va thong 
tin dm ca quan; khong duac not va lam trai chu tnrang, &rang loi cua Dang, Phap 
lug cua Nha nuot. 

Dieu 43. Ngoai nhimg not dung quy dinh trong Quy ch8 nay, cong chirc 
TN&MT thtrc hi8n theo cac quy 68, quy dinh da thrgc Sa TN&MT ban hanh. 
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Chuang XI 
DIEU KHOAN THI HANH 

Dieu 44. Xir IS/ vi pham 

Cong chirc, vier' chirc va ngtroi lao dOng vi pham cac quy dinh * Quy ch6 
nay thi thy theo tinh chat, milt d6 vi pham phai chiu mot trong cac hinh thirc 1(5,  
luSt &roc quy dinh tai Lust can b6, cong chirc, LuSt Vien chirc; B6 LuSt Lao dOng. 

Dieu 45. Khen thtro'ng 

, C6ng chire, vier' chirc va ngubi lao Ong thirc hin tot cac quy dinh tai Quy 
the nay cluvc,xem xet binh bau, khen thtrong cua ca nhan, dcm vi; la mot trong 
cac tieu chi de xem xet khi than hin cac the d6, chinh sach khac. 

Dieu 46. TO chirc thkrc hqn 

Giao Chanh Van ph6ng SO, Trithrig cac,phong, dun vi thu6c SO c6 trach 
in nhi' trien khai thvc hin nghiem thc Quy the nay den toan the cong chirc, vien 

chirc va ngtred lao Ong. Thuorng xuyen kiem tra, don doc, danh gia vic thvc 
hin Quy che, Ong vien khen thuang kip that tso dial kin de cong chirc, vien 
chirc va ngtred lao dOng hoan thanh tot nhim vv duvc giao. 

Trong qua trinh thvc hin nL c6 van de liming mac hoc khong phil hop 
thi cac phons, dun vi trvc thu6c so., cong chirc, vien chirc va nguoi lao Ong bao 
cao Giarn doc (qua Chanh Van phong SO tong h9p) xem xet de chinh sira, 1)6 
sung kip theril. 
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