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MUC LUC
SUA BOI TAI LIEU
1. MUC PiCH
2. PHAM VI

3. TAI LIEU VIEN DAN

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

7.HO SO CANLUU

Trach nhiém Soan théo Xem xét Phé duyét
Ho vatén | Nguyén Thi Hanh Chu Dirc Long Cao Trwong Son
P Y

Chir ky w

——

Chirc vu Chanh Vin phong Phé Giam déc Giam doc
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SO XAy QUY TRINH ‘ Q
DUNG TINH Xav du 1c b0 cho t4 Lan ban hanh 01
; : ng cac bao cao ton
NINH BINH y 'hf,p dinh ky s Ngdy ban hanh: ~ 05/11/2020
SUA POI TAI LIEU
Yéu cau | Trang / Phan Lan ban
. " \ Ngay ban
stra doi/ lién quan M0 ta nfi dung sira doi hanh / Lan banh
. ., . an
bo sung | viéc sira doi stra doi
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A ] M3 hiéu: T-03.VP
G XAY QUY TRINH ‘ Q
DUNG TINH Xav d ¢ bio cio t4 Lan ban hanh 01
d 3 a wng cac pao cao ton
NINH BINH Y .hgp dinh ky S |'Ngay ban hanh:  05/11/2020
1. MUC PiCH

Quy trinh quy dinh vé nguyén tic, thim quyén ban hanh va noi dung ché do
bao cao cia co quan hanh chinh nha nudc trong viéc thuc hién cong tac bao cao gitra
cac co quan hanh chinh nha nuéc voi nhau va gitta co' quan hanh chinh nha nuée voéi
cac to churc, c4 nhan lién quan.

2. PHAM VI AP DUNG

Ap dung dbi véi cac phong chirc nang, don vi thuéc S6 va UBND thanh phd,
huyén trong vi¢c 1ap bao cdo tong hgp dinh ky (tuan, thang, 03 thang, 06 thang, 09
thang va ca nam).

Vin phong S& chiu trach nhiém giup Giam ddc So t6 chirc thuc hién quy trinh
nay.

3. TAI LIEU VIEN DAN

- Nghi dinh 09/2019/ND-CP ngay 24/01/2019 quy dinh vé ché d6 bao cao cua
cac co quan hanh chinh nha nudc.

- Yéu cau béo céo cia UBND tinh Ninh Binh, Bo Xay dung, cac co quan chtrc
nang khéc.

- Cac cong vin yéu cau va don doc bao céo dinh ky, dot xuat cua Sé Xay dung.

4. PINH NGHIA/TU VIET TAT

- VPS: Vian phong S&

- UBND, HBND: Uy ban nhan dan, Hoi déng nhan dan

- GDS/PGDS: Gidm déc s¢/Phé Gidm doc s&

- B4o c4o dinh ky: Béo cdo tuan, thang, 03 thang, 06 thang, 09 thang va nim

- Pon vi: Thanh phd, huyén, cac don vi truc thudc SO va cac phong chuyén
mon thudc So.

5.NOI DUNG
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QUY TRINH M4 hiéu: QT-03.VP
LAn ban hanh 01
Ngay ban hanh:  05/11/2020

SO XAY
DUNG TINH
NINH BiNH

X4y dung cac bio cio tong
hgp dinh ky

Biéu
mau/Keét
qua

Trach Thoi gian

b Trinh ty nhiém thuc hién

Huéng din lap bao cio

Van phong S¢ cd trach nhiém
xay dung ban hudéng dan ndi < \ \
Bude 1 | dung bao cdo dinh ky va thong Vansp ;1 ong {(Illlu%rrllg
bdo huéng dan cic don vi lap Y
béo cao giri vé S¢ theo thoi han
quy dinh

Huéng dan
no1 dung
bao céo

Lap bao cao dinh ky

Céc don vi cO trach nhi¢m lap
bao cdo dinh ky theo ndi dung
thong bao, hudéng dan cia Vin
phong S& va nop vé So theo thoi
han sau:

- Bao cép tuan trudc sang thtr | - Cac phong,
ba hang tuan don vi
Theo quy

5 - Bao céo thang trud ay 20
Budc 2 ao cao thang truoc ngay dinh

hang thang

Bao cao
- Van phong
- Baéo cdo quy trudc ngay 15/3 S§

- Bdo cdo 06 thang trudc ngay
10/6

- Bdo cdo 09 thang trudc ngay
10/9

- B4o cdo c4 nam truéc ngay
10/12

Tong hop bio cio

Van phong Sé ¢6 trach nhi¢m:

- Tiép nhan béo céo cua cac don
vi, néu don vi nao lap bao cdo
chua dap trng n6i dung da thong
béo thi yéu cau lap va giri lai bao | Van phong
cao; N

Tbi da sau 3
ngay tiép
nhan bao cao

Budc 3

- Téng hop, du thao bao cao
dinh ky (Can ctr b4o cdo cua céc
don vi da gui va chi dao cua
Giam doc So6);

Trinh Lanh dao S phé duyét du
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NINH BiNH
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LAn ban hanh

01

Ngay ban hanh:

05/11/2020

thao bao cao

Budc 4

Phé duyét bao cao

Lanh dao S& xem xét phé duyét
bao cdo dinh ky. Truong hop
chua dap ung yéu cau thi chi dao
Vian phong bo sung, hoan chinh

Lanh dao So

01 ngay

Budc 5

Ban hanh bao cao

Vin phong S& ¢6 trach nhiém b
sung, hoan chinh bao cdo theo y
kién chi dao cua Lanh dao S&;
Van thu c¢6 trach nhiém nhan
ban, vao s, dong dau va gui bdo
cao da phé duyét dén cac dia chi
nhan bao cao (thuc hién theo qui
trinh quan ly van thu) theo dung
thoi gian sau:

- Bao cao tuan trude tha 5 hang
tuan

- B4o cao thang trudc ngay 24
hang thang

- Bao cao quy trude ngay 25/3

- B4o cao 06 thang trudc ngay
20/6

- Béo cao 09 thang trudc ngay
20/9

- Bao cdo ca ndm trudc ngay
20/12

- Vén phong
S&

- Van thu

Theo quy
dinh

Van ban
bao cao

Budc 6

Luu ho so

Chuyén vién dugc phan cong
cua Van phong S& co6 trach
nhiém tap hop, luu git hd so
theo quy dinh & muc 6 ctia quy
trinh nay

Chuyén vién
Van phong
S&

Theo quy
dinh

6. BIEU MAU
Khoéng &p dung
7.LUU HO SO
- Bao céo dinh ky cua cac don vi (ban géc);

- Bao céo tong hop dinh ky (ban gbc);
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QUY TRINH M4 hiéu: QT-03.VP
LAn ban hanh 01
Ngay ban hanh:  05/11/2020

SO XAY
DUNG TINH
NINH BiNH

X4y dung cac bio cio tong
hgp dinh ky

Céc ho so trén do cac chuyén vién duoc phan cong ctia Van phong So luu giir
01 ndm, sau d6 chuyén cho bd phan luu trir ciia So.
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