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UBND TiNH THANH HOA 
S6 NQI VI,J 

CONG HOA XA. HQI CHU NGHIA VITT NAM 
DOc 14p - Ttr do - 1.14nh phtic 

-XDCQ&CTTN 	Thanh Hcia, ngaA3 thong 10 nom 2017 
i lieu on tap thi tuyen 
hi trAn nom 2017 

"nh 	Uy ban nhan dan cac huyen, thi xa, thanh ph6 

ien Quyat din,h s6 3857/QD-UBND ngay 11/10/2017, Chu tich Hoi 
cong chirc cap xa nom 2017 da ban hanh phe duyet not dung on tap 

mon Kien thirc chung, cac mon Nghiep vu chuyen nganh va mon Tin h9c van 
phong, kSithi tuyan cong chirc cap xa nom 2017, Si NOi vu da clang tai town bO not 
dung On tap da citryc phe duyet len Trang thong tin dien tir cua Ser" NOi vv. D'Ong 

bien soon tai lieu on tap mon Kian thirc chung; sao gtr' i danh muc tai lieu On tap 
cac mon Nghiep v1.1 chuyen nganh, mon Tin h9c van phOng giri den UBND cac 
huyen, thi xa, thanh phO de cung cap cho thi sinh on tap. 

(Co tai hVu On Op mon Kie'n thirc chung va Quyk clinh so 3857/QD-UBND 
kern theo) 

Da nghl UBND cac huyen, thi xa, thanh ph6 nghien dru, cung cap cho thi 
sinh phvc vu cho viec On tap./.4r. 

Noi nhjn: 
- Nhtr tren; 
- Chu tick Hoi ci6ng thi (de b/c); 
- Giam d6c SO.  (416 b/c); 
- Lcru VT-XDCQ&CTTN. 

KEGIAM DOC 
PH&GIAM DOC • 

 

Nguyen BA Tai 



UBND TINH THANH HOA 
MN BONG TM TUYEN 

CONG CIIfiC CAP xA  NAM 2017 

SO: 385-T /QD-HDTT 	Thanh Hod, ngdy 4-1 thong 10 nam 2017 

QUYET DINH 
Phe duyet not dung on tap mon Kien fink chung, cac mon Nghiep vu 

- , ip_ . q va Tin hoc van phong,kYthi tuyen cong chfrc cap xi nam 2017 

,-.,„ s '''' • •Ag. _ ,C1,---,--) ''''' Ho 1 BONG THI TUYEN CONG CHtt CAP la 

1 C huy,=,n ., /F7:14#1V. • IN 

144 
li "  	t '' 	- .- e5ii-   ' ghi dinh s6 112/2011/ND-CP ngay 05/12/2011 dm Chinh phir v'e ufty 
. . 	—idc, cong chuc xa, phuimg, N. tan; 

riA a; p' Can cu Thong tir so .06/2012/TT-BNV ngay 30/10/2012 cta BO NOi vv 
14E4/  huerng clan v'e chirc trach, tieu churn cu th& nhiem vu va tuy6n dung cong chirc 

(4,2. 4;.. xa, phuong, thi trap; 

Can cu Quy6t dinh sO 1725/2017/QD-UBND ngay 26/5/2017 cta UBND 
tinh v'e viec ban hanh Quy ch6' tuye'n dung cong chirc xa, phuang, thi tin ten 
dia ban tinh Thanh Hoa; 

Can cir Quyk dinh sO 2998/QD-UBND ngay 15/8/2017 dm Cht tich 
UBND tinh v& viec thanh lap HOi dOng thi tuy6n cong chfrc cap xa nam 2017; 

Xet a nghi cua Uy vien kiem Thukr HOi song thi tuytn, 

QUYET DINH: 

Dieu 1. Phe duyet not dung on tap mon KiL thirc chung, cac mon Nghiep 
vu chuyen nganh va Tin h9c van phong, kST thi tuyen cong chirc cap xa nam 
2017; cu th'e' nhu sau: 

1. NOi dung on tap mon Kin thirc chung: Phu lvc 01 kern theo. 

2. NOi dung on tap cac mon Nghiep vu chuyen nganh: Phu lvc 02 kern theo. 

3. NOi dung on tap mon Tin h9c van phang: Phu lvc 03 kern theo. 

Dieu 2. Soy NOi vu c6 trach nhiem in An tai lieu on tap va clang tai toanbO 
not dung on tap tren cong thong tin dien tir cna SO.  NOi vv; cac kr, nganh dugc 
phan cong bien sop a cuang on tap cac mon Nghiep vu chuyen nganh có trach 
nhiem dang tai not dung on tap mon Nghiep vu chuyen nganh tren ding thong 
tin dien tir eta co quan, don vi:  minh. 

LONG HOA XA HOI CHU NGHIA VItT NAM 
D'Oc 1ap - Tv do - Hanh phfic 

KHAN 



Dieu 3. Quy6t dinh nay co h* hyc thi hanh ke to ngay 

Chanh Van phong UBND tinh, Thanh vien H9i d6ng thi, Ban De thi kS/ 
thi tuy6n cong chUc cap xa, Giam dOc cac s&: N9i vv, Tai chinh, Tu phap, Tai 
nguyen va Moi truang, Nang nghip va Phat trien nong than, Xay dung, Van 
hoa, The thao va Du lich, Lao d9ng - Thuang binh va xa h9i, Hieu truang 
Truang Dai hoc Hong Duc, Thu truong cac co.  quan, dun vi có Uen quan chit' 
trach nhiem thi hanh Quy6t clinh nay./. 

Noi nhCzn: 
- Nhu.  Dieu 3 QD; 
- ChU tich UBND tinh (de b/c); 
- PCT UBND tinh Pham Dang Quyen; 
- Ban Giam sat thi tuy'en cong chirc cap xa; 
- Luu: VT, HDTT, THKH. 

TM. HO' BONG THI 
CHIT TICH 

PHO CHU TICH UBND TiNH 
Ph ;gym Bang Quyen 

t. (LAJIA'Ydi  
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Phu iv 01 

TAP MON MEN THfrC CHUNG 
h 3g5 /Q-D-HDTT ngc'2y AI /1 0/20 17 

hi tuye'n cong chiec cap  nam 2017) 

Chuyen.d'e 1. NHUNG NOI DUNG CO BAN VE 14 THONG CH1NH TRI 

I. Tling quan ve he th6ng chinh tri. 

II. He th6ng chinh tri a co so.. 

Chuyen de 2. NHA NtrOC VA TO CH1 C HANH CHINH MIA NU'OC 

I. Nha nuac va bO may nha nuac. 

II. T6 chirc hanh chinh_nha nuerc. 

Chuyen de 3. QUAN LY HANH CHINH NBA NI & 

I. Quan 17 nha nuac. 

IL Quan 1)'7 hanh chinh. nha 

Chuyen de 4. TONG QUAN VE CAN BO, CONG cHtrc CAP x.A.  
I. Can b6, cong chirc va can b'6, cong chirc cap xa. • 

II. Vi tri, vai tro, cia'c diem ciaa can IDO, cong chirc cap xa. 

Chuyen de 5. SOAN THAO VAN BAN HANH CH1NH VA KY NANG 
TRA 	HE THONG HOA VAN BAN QUY PHAM PHAP LUAT 

I. Van ban quan ly nha nuac. 

II. Ban hanh van ban quan 1y nha nuac a cap 

III. Quy trinh sop thao va ban hanh van ban quan 1St nha nuac cua UBND 
cap xa. 

IV. KS'i nang tra ciru, he th6ng h6a van ban phap 1114. 

Chuyen de 6. CAI CACH HANH CHINH NHA NIYOC 

I. Nhang van de chung ve cai cach hanh chinh. 

IL Co the mot cira, co the Mat cira lien thOng./. 



„ 
I DUNG ON TO CAC MON NGHItP VV CHUYEN NGANH 
(Kern theo Quyert dinh 335.1-  /QD-HDTT ngay 4-f /10/2017 

cua Hoi clang thi tuye'n ding chtec cap xei nam 2017) 

Phu luc 02 

• 
4. t• 

.• • 

 

    

\,,• ',;1/  ----_-- 	 I. VAN PHONG - THONG KE 

1 

Lu4t TO chtic chinh quyen dia phnang ngay 19/6/2015 

Chuang I. Nhang quy dinh chung. 

- To chdc chinh quyen dia phuang or cac don vi hanh chinh. 

- HOi clang nhan dan (HDND). 

- I.J'' y ban nhan dan (UBND). 

- Ca quan chuyen mon thuOc UBND. 

- Nhiem lcSf cua HDND, UBND. 

- Phan dinh tha'm quy'en cua chinh quyen dia. phuang. 

Chuang II. Chinh quyen dia phuang a nong than. 

1\41.1c 3. Nhiem vv, quyen Ilan va ca cdu to chdc dm chinh quyen dia. phuang O.  xal. 

Chuang III. Chinh quyen dia phuang a dO thi. 

Mvc 4. Nhiem vv, quyen han va ca cdu to chdc dia chinh quyen dia phuang O.  phuang. 

M‘ic 5. Nhiem vu, quyen han va ca cdu to chdc dm chinh quyen dia phuang a thi trdn. 

Chuang VI. Hoat dOng cua chinh quyen dia phuang. 

Mix 1. Hoat clang cua HDND. 

- Hop HDND. 

- Bau cac chdc danh cua HDND, UBND. 

1 



- Hoat dOng 0am sat cua HDND. 

- Quyan va trach nhiem cua dai biau HDND. 

- Nhiem vu, quyan flan dm. Thuanag trvc HDND. 

Muc 2. Hoat dOng dia. UBND. 

2 

Nghi dinh so 37/2014/ND-CP ngay 05/5/2014 cua Chinh phil quy dinh to chtrc cac co' quan chuyen mon thuac UBND 
huyen, qu4n, thi xa, thanh phO thuac tinh; Nghi dinh so 92/2009/ND-CP ngay 22/10/2009 cua Chinh phu ve chtk danh, so 
prong, met so the do, chinh sach diii veri can 	b0, cong chirc r xa, phtrimg, thi trAn va nhiing nguiyi host clang khOng 
chuyen tricho' cap xa 

- Cu quan chuyen mon dm. UBND. 

- Chirc danh chuyen mon cua UBND cap xa. 

3 

IA* Ban hanh van ban quy pham phi") luUt ngay 22/6/2015 va Nghi dinh so 34/2016/ND-CP ngay 14/5/2016 cua Chinh 
phii quy dinh chi tiet met so dieu va bien phip thi hanh Lu4t ban hanh van ban quy pham phip 11* 

- Dinh nghia van ban quy pham phap luat. 

- He thong van ban quy pham pilaf) luat. 

- Tham quyan ban hanh van ban quy pham phap luat. 

- Trinh tg, thU tuc xay dung ban hanh van ban quy pham phap ludt cilia HDND va UBND cap xa. 

- The thirc, lcy thuat trinh bay van ban quy pham phap luat. 

4 

Nghi dinh so 110/2004/ND-CP ngay 08/4/2004 cua Chinh phu ve cong tac van thtr; Nghi dinh so 09/2010/ND-CP ngay 
08/02/2010 cua Chinh phti sira dai, ba sung mat so dieu cua Nghi dinh sii 110/2004/ND-CP ngay 08/4/2004 cua Chinh phit 
ye ding tic van thtr; Nghi dinh so 99/2016/ND-CP nay 01/7/2016 cua Chinh phit ve quail Viva sir dung con da'u 

- Giai thich tir ngfr. 

2 



- Hinh thirc van ban. Hinh thirc va th" thirc ciia van ban harsh chinh. 

- Quan 1T van ban d6n, van ban di dia co quan, to chirc (Ale 1, 2, Chuang III Nghi dinh 110/2004/ND-CP). 

- I(3",  van ban; ban sao van ban; chuyn phat va dinh chinh van ban, luu van ban. 

- Quan 13"/ va sir di..ing con d'Au trong co quan, to chirc (Muc IV, Chuang III Nghi dinh 110/2004/ND-CP va Nghi dinh s6 
99/2016/ND-CP). • 

5 Lu4t Ltru till ugay 11/11/2011 

Chuang I. Nhttng quy dinh chung. 

- Gidi thich tir ngfr. 

Chuong II. Thu thap tai lieu luu trir. 

Mcic I. Lap ho so' va quail ISi 1115 so tai li'u tai luu tra co quan. 

- Trach nhi'61-1 dia luu trir ca quan. 

- Thai han Op luu h6 so', tai liu vao luu trir ca quan. 

- Trach nhi'm giao, nhan h6 so, tai li'u vao luu trir co quan. 

- Quan 1.T tai lieu luu tell dm xa, phuong, thi trdn. 

Mix 2. Chinh Vi, xac dinh gia tri tai listi. 

- Thai han bao quan tdi. lieu. 

Chuang III. Bdo qudn, thong ke tai lieu luu tra, huy tai li'u het gia tri. 

- Huy tai lieu h6t gia tri. 

Chuang IV. Sir dying tad lisu luu tax. 

6 Thong tir so 01/2011/TT-BNV ngay 19/01/2011 cila '9 NOi vu htrOmg clan the thtic va k-Si thu4t trinh bay van ban hanh chinh 
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- Dinh 18 trang van ban. 

- Th8 thirc VA ky thuat trinh bay van ban (Chuang II). 

- Th8 thirc va ky thuat trinh bay ban sao (Chuang III). 

- Thgc hanh sop thao ()Ivan ban hanh chinh cila Chu tich UBND xa/phuomg/thi tram 

7 

Lust Tilting Ice ngay 23/11/2015 va Nghi dinh so 94/2016/NB-CP ngay 01/7/2016 cila Chinh phi' quy dinh chi tiet va 
litr&ng an thi hanh mot so dieu dm Lu4t Thiing ke 

Chuang I. Nhdrig quy dinh chung. 

- Giai thich tir ngd. 

- Cac hanh vi bi nghi8m cam trong hoat dOng thOng Ice va six dung thong tin thOng k8. 

Chuang IL He thOng thong tin thong ke Nha nuot. 

- He thOng thong tin thOng ke cap huy8n. 

- He thOng chi tieu thong ke cap tinh, huy8n, xd. 

- Phan loci thOng Ice. 

Chuang III. Thu thap thong tin thOng-ke Nha mr&c. 

Muc 1. Di8u tra thong ke. 

Muc 2. Ch8 dO bac) cao thOng ke. 

Chuang IV. Phan tich va du bac) thOng k8, cong bO va phO bin thong tin thOng ke Nha nuoc. 

- Phan tich va du bac) thOng la 

4 



- Cong b6 thong tin th6ng ke Nha nuoc. 

- Ph6 bin thong tin th6ng Ice Nha nuoc. 

Chuang VII. T6 chirc th6ng Ice Nha nuO.c. 

8 

Thu ttic hanh chinh linh vtic thi ilea, khen thifo'ng cap x5 

- Quyet clink s6 4192/QD-UBND ngay 28/10/2016 dm Chia tich -UBND tinh Thanh HOa cong b6 thii.tlic hanh chinh Oc thii 
trong linh vgc Thi dua - Khen thuOng thuOc tham quyen giai quyk cua UBND cap xa, tinh Thanh Hoa. 

- Quyet dinh so 1052/QD-BNV ngdy 10/10/2014 cua BO NOi vu cong 136 thii tuc hanh chinh thuOc pham claim nang quail lY cua BO 
NOi vu (phan TTHC linh v?,cc thi clua, khen thuerng thuOc thcim quyen giai quyet cua cap xa). 

II. TAI CHINH - KE TOAN 

1 
Nghi dinh so 163/2016/ND-CP ngay 21/12/2016 cua Chinh phil quy dinh chi tiet thi hanh mot so dial cua Luat Ngan sach'Nha 
mak (khong bao gam cac Dieu: 4, 5, 8, 13, 14, 20, 35). 

2 
Chuang I va Chuang V cua ThOng tu s6 343/2016/TT-BTC ngay 30/12/2016 cua BO Tai chinh huang an thvc hien cong khai 
ngan sach nha nuOc dOi voi cac 63.p ngan sach. 

3 
ThOng tu so 344/2016/TT-BTC ngay 30/12/2016 cua BO Tai chinh quy dinh ve guar' 1Y ngan sach xa va cac hoat dOng tai chinh 

'- 
khac cua xa, phu&ng, thi tran. 

4 
phlin A; Mac II, III phan B; imic III phan C DiLi 1, Quye't dinh s6 4761/2016/QD-UBND ngay 09/12/2016 dm UBND tinh 
Tbanh Hoa v13 vie_ c phan cap ng_,-u6n thu., nhiem viii chi; ty Fe phan tram (%) phan chia ngu6n thu gala cac cap ngan sach dia 
phuong giai down 2017 - 2020 cua. tinh Thanh Hoa. 

Cac Khoan 1, 2, 4, 7, 11, 12, 13 Muc I; Muc IV; 1\4y,c V Phan thin nhat "Quy dinh chung" cua Quyet dinh so 94/2005/QD-BTC 
ngay 12/12/2005 cua BO Tai chinh ve viec ban hanh "Che dO ke toan ngin sach va tai chinh xa.". 

6 Thong tu so 28/2012/TT-BTC ngay 24/02/2012 cilia BO Tai chinh quy dinh ve quan 1Y von dau tu thuOc ngu6n von ngan sach 

5 



xa, phueyng, thi tran. 

7 
Thong to so 71/2014/TTLT-BTC-BNV ngdy 30/5/2014 dm BO Tai chinh - BO Ni vu. quy Binh the (10 tix chn, to chiu trash 
nhiem ye sir dung kink phi guar' 13'T hanh chinh doi vai cac co quan nha ntroc. 

III. TIf PHAP - HQ TICH 

1 

Thong tir lien tich se; 23/2014/TTLT-BTP-BNV ngay 22/12/2014 dm Igo Tu. phap va Be, NOi vu hu•O•ng daz n chirc 'tang, 
nhiem vu, quyen han va co' &Au to chti•c ciia So.  Tu. phap thue.c -6y ban nhan clan tinh, thanh pito trirc thuOc Trung u•o•ng 
va Phong Tir phap thu'cic Uy ban nhan dan huyen, qu4n, thi xa, titanh phe thuOc tinh 

- So.  Tu phap (chuang I). 

- Phong Tu phap (chuong II). 

- TO chirc thgc hien (chuong III). 

2 

Luit Ban hanh van ban quy pham phi') It* nam 2015 

- Quy pham phap luat va van ban quy pham phap luat (Dieu 2 va Khoan 1, Dieu 3). 

- Nghi quyet cna HDND, Quyet dinh cUa UBND cap huyen (Dieu 30). 

- Xay dgng, ban hanh Nghi quyk, Quyet dinh dia. HDND, UBND cap xa (Chuang XI: Dieu 142, 143, 144 va Dieu 145). 

Lu4t 1-4, tich 

- Nhiling quy dinh chung (Chuang I: Dieu 2, 3, 5 va Dieu 7). 

- Dang kSi hO tich tai UBND cap xa (Chuang II: Dieu 13, 14, 15, 16, 17 va Dieu 18). 

- Trach nhiem quan 13"/ Nha nude ve hO tich, cong chirc lam tong tech() tich (Chuang VI: Dieu 71, 72, 73 va Dieu 74). 

4 

Nghi dinh so 123/2015/ND-CP ngay 15/11/2015 clia Chinh phi' quy dinh chi tiet mot so dieu va bien phap thi hanh Lu4t 
HO tich • • 

- Nhang quy dinh chung (Chuang I: Dieu 8). 



- Danglc5f hO tich tai UBND dip xd (Chuang II: Dieu 14, 15, 16, 21 va Dieu 22). 

5 

Nghi dinh ski 23/2015/ND-CP ngay 16/02/2015 dm Chinh phii ve cap bin sao tir so gOc, chirng thtrc bin sao 'Ur ban chinh, 
chting thtic chir 14 va chfing thterc hqp ang, giao dich 

- Nhimg quy dinh chung (Chuang I: Dieu 2, 3, 4, 5 va DiLi 6). 

- Chung thuc ban sao tir ban chinh, Chung thgc chirlc$r (Chuang II: IVIvc 2 va Muc 3). 

- Quail 13'T nha nu& ve chimg thuc (Khoari 2, Dieu 43). 

IV. VAN.  HOA - X.A HOI 

A LINH vvc VAN HOA, THE THAO, DU LICH VA GIA DINH 

1 

Linh Nitre van hoi: 

- Nghi quyet HOi nghi,lan thir 5 Ban Chap hanla.Trung uang Dang khOa VIII ve xay dung va pliat trien nen van hoa Viet Nam 
tien tien, dam da,ban sac clan tOc.,  
- Luat sira Mi., b sung mot so dieu dm Luat di san van Ma so 32/2009/QH12. 

- Thong tu so 04/2011/TT-BVHTTDL ngay 21/01/2011 cila BO Van hOa, The thao va Du lich quy dinh ve viec thuc hien nep 
song van minh trong viec cued, viec tang va le hOi. 

- Thong tu so 12/2011/TT-BVHTTDL ngay 10/10/2011 cila BO Van Ma., The thao va Du lich quy dinh chi tilt -va. deli chuAn, 
trinh tu, thd AIL, ho so cong nhan danh hieu "Gia Binh van hoa."; "Thor' van hOa", "Lang van Ma.", "Ap van hoa''', "Ban van 

, 	, 
hoa", "To clan pho van hoa." va tuong &rang. 

- Thong tu lien tich so 04/2014/TTLT-BVHTTDL-BNV ngay 30/5/2014 cna. BO Van Ma, The thao va Du, lich, BO NOi vu 
huong an viec thuc hien nep song van minh tai cac ca so' tin ngua'rng, Ca so.  ton giao. 

- Thong ,tu so 08/2014/TT-BVHTTDL ngay 24/09/2014 cfra. BO Tru6ng Bo Van hOa, The thao va Du ljcii quy dinh chi tiet 
tieu,chuan, trinh tu, thil tuc xet va cong nhan "co quan dat chuan van hoa", "don vi dat chuan van hOa", ",,],, iiih. nghiep dat 
chuan van hoa". 

- Thong to so 15/2015/TT-BVI-ITTDL ngay 22/12/2015 dia. BO Truong BO Van hOa., The thao va Du lich quy 6.11.11. ye, to chirc le 
hOi. 
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- Thong to se) 06/2011/TT-BVHTTDL ngay 08/3/2011 dm BO truerng BO Van Ma, The thao va Du lich quy dinh mau ve to 
chirc, hoat dOng va tieu chi dia. Nha van hOa - Khu the thao thOn. 

- Thong to so 12/2010/TT-BVHTTDL ngay 22/12/2010 dm BO truang BO Van Ma, The thao va Du lich quy dinh nik v'e t 
chirc, hoat dOng va tieu chi dm Trung tam Van Ma - The thao xa. 

- Quyet dinh so 2060/QD-UBND ngay 17/6/2013 cita UBND tinh Thanh Hoa ban hanh Quy dinh quart 19, bao \re Ira phat huy 
gia tri Di tich Lich sir - Van Ma, Danh lam Thang canh tren dia ban tinh Thanh Hoa. 

- Quyet dinh se) 5382/QD-UBND ngay 22/12/2015 cita Chit tich UBND tinh Thanh Hoa ban hanh Quy dinh quail 19, to chirc le 
hOi tren dia ban tinh Thanh HOa. 

- Ke hoach so 130/KH-UBND ngay 18/9/2015 ve trien khai thkrc hien Nghi quyet so 33/NQ ve xay dtmg_ phat trier) van Ma con 
nguai Viet Nam dap img yeu cau pilaf trien ben viing dat nuerc. 

2 

Linh vu'c The due the thao: 

Thong to so 18/2011/TT-BVHTTDL ngay 02/12/2011 dia. BO Van hoa, the thao va Du lich quy dinh mau ve to chirc va hoat 
dOng ciia cau lacbO the thao co so.. 

3 

Linh vkrc Gia dinh: 

Nghi dinh so 08/2009/ND-CP ngay 04/2/2009 cila Chinh phi' quy dinh chi tiet va huerng an thi hanh mot s6 eat cita Luat 
phong chOng bao ltrc gia dinh. 

4 

Linh \Arc du Lich: 

Quyet dinh so 718/QD-BVHT IDL ngay 02/3/2017 dm BO till:Ong BO Van Ma, The thao va Du lich ve vi'ec ban hanh BO quy tac 
irng xir van minh du lich. 

5 
Lien he thirc to cong tac quan 19 linh vtrc van hoa, the thao, du lich va gia dinh tai xa, phuerng, thi tan; nhung ton tai, vuerng mac 
trong cong tac quail 19 firth vtrc tai dia phuang, de xuat cac giai phap. 

B LINH VI1C LAO BONG - THVONG BINH VA XA 110I 



1  

Linh Artyc nguoi có ding: 

- Dieu 1, Dieu 21; Dieu 25 Phap l'Llt so 04/2012/UBTVQH13 ngay 16/7/2012 cua U' y ban Thuemg vu gutic hOi khoa 13 sira d6i, 
b6 sung met so di'eu dm Phap lsri.h uu dai nguoi c6 ding voi cach mang 

- Dieu 4, 10, 17, 20, 21, 24, 27, 32, 36, 43, 45, 47, 53, 62, 64, Nghi dinh so 31/2013/ND-CP ngay 09/4/2013 cua Chinh phi' quy 
dinh chi tiet, huong din thi hanh mot s6 dial cua Phap lnh uu dai nguoi c6 cong vai cach mpg. 

- Dieu 1 va DiL 3 Nghi dinh s6 70/2017/ND-CP ngay 06/6/2017 cilia Chinh phu quy dinh ma; chudn de xac dinh cac mire trq 
cap, phy cap uu dai doi voi nguoi c6 cong voi each mpg. 

- Dieu 2 va Dieu 8; Nghi dinh s6 56/2013/ND-CP ngay 22/5/2013 cua Chinh ph.ta quy dinh chi tit va huong dan thi hanh Phap 
lenh quy dinh danh hieu vinh dg Nha nu& "Ba me Viet Nam anh hung". 

- Dieu 39, 40 va Dieu 50 Thong tu s6 05/2013/TT-BLDTBXH ngay 15/5/2013 dm BO Lao dOng - Thuong binh va rd hOi 
huang ddn ye thu tyc lap h6 so, guan bri ho so, thgc hien the d6 uu dai nguoi c6 ding vol each mang va than nhan. 

- Dieu 4 va Dieu 17 Thong to lien tich s6 13/2014/TTLT-BLDTBXH-BTC,ngay 03/6/2014 cua BO Lao dOng - Thuong binh va 
X'd 116- BO Tai chinh huong ddn the (10 dieu duong phyc h6i sire khOe, cap phuong tien try ginp, dung cu chinh hinh d'6i vol 
nguoi c6 cong voi each mang va than nhan; guan 1)% cac cong trinh ghi cong 1* si. 

Linh vtrc giam ngheo: 

- DiL 1, Dieu 2 Quyet dinh so 59/2015/QD-TTg ngay 19/11/2015 cua Thu Mang Chinh phii ye vice ban hanh chuan ngheo tiep can da 
chieu ap dung cho giai clop 2016 - 2020. 

- Dieu 1 Quyet dinh so 289-QD/TU ngay 27/5/2016 cila. Ban Chap hanh Dang bO tinh KhOa XVIII ban hanh.  Chuang trinh giam ngheo 
nhanh va ben yang tinh Thanh H6a, giai 'down 2016 - 2020. 

- Dieu 2, Dieu 4; muc 2, muc 4, muc 6 Dieu 6, Dieu 7 Thong tu s6 17/2016/MBLDIBX1-1 np;ty 28/6/2016 cua 130 Lao Ong -
Thuong binh va M.' Nii ve huong dan quy trinh ra soot ho ngheo, 11.0 can ngheo hang Ilaril theo chuan ngheo tiep can da chieu acp dung 
cho giai doan 2016 - 2020. 

- Myc I, II cua Ke hooch so 35/KH-UBND ngay 07/3/2017 cua UBND tinh Thanh Hoa ye Chu :mg trinh giam ngheo nhanh va ben 
virng nom 2017 tinh Thanh H6a. 

- Dieu 5 Nghi guyet s6 66/2017/NQ-1-Li-ND ngay 12/7/2017 cua HOi d'ng nhan dan. tinh Thanh Wm. khOa XVII ban hanhTitx dinh ve  
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nguyen tAc, tieu chi, Binh muc phan b9-  von n.gan sach trung uang va t.V le von d9i Ung cilia ngan sach dila phuong thirc hien Chuung 
trinh muc tieu guoc gia giarn ngheo ben vilng giai doan 2016 - 2020 tren dia ban tinh Thanh Hoa. 

- Muc 6, Dieu 1 Quyet dinh s9 1722/QD-TTg ngay 02/9/2016 cfra TM Wang Chinh phil ve Chuang trinh mix tieu guOc gia giam 
ngheo ben vi_Ing giai doan 2016 - 2020. 

- Phu luc TOng hop danh sach kern Quyet dinh s9 900/QD-TTg ngay 20/6/2017 cila Thu tuang Chinh phil phe duyet danh sach xa 4-.; 
biet kho khan, xa bi'en gied, xa an town khu vao dien dau ttr cila Chu(mg trinh 135 giai doan 2017 - 2020. 

- Muc 2, Dieu 1 Quyet dinh sá 1559/QD-TTg ngay 05/8/2016 en' a Thu Me/rig Chinh phi' ban hanh tieu chi xa dac biet kho khan v-Ung 
bai ngang yen bien va hal dao giai doan 2016 - 2020. 

Linh vtyc Bao trq xa I*: 

- Dieu 3, Dieu 5, Dieu 6, Dieu 21, Dieu 23, Dieu 24 Luat Ngubi cao tu9i. so 39/2009/QH12 ngay 23/11/2009. 

- Dieu 3, Dieu 4, Dieu 5, Dieu 11, Dieu 15, Dieu 16, Dieu 18, Dieu 19, Dieu 32, Dieu 33, Dieu 50, Dieu 52 Luat Ngtrgi khuyet tat s9 
51/2010/QH12 ngay 17/6/2010. 

- Dieu 2 Nghi dinh so 28/2012/ND-CP ngay 10/4/2012 quy dinh chi tiet va htrgng din thi hanh mot so dieu cita Luat Nguoi 
khuyet tat. 

- Dieu 4, Dieu 5, Dieu 8, Dieu 12, Dieu 13, Dieu 14, Dieu 18, Dieu 32, Dieu 33, Dieu 41 Nghi dinh s9 136/2013/ND-CP ngay 
21/10/2013 cim Chinh phil ye chInh sach trg giAp xa hOi doi voi cac doi tugng bao trg xa h9i. 

- Dieu 5 dm Nghi dinh so 06/2011/ND-CP ngay 14/01/2011 dm Chinh phU quy dinh chi tiet va htrang dan thi• hanh mot s'9 dieu 
cila Luat Nguoi cao tuoi. 

- Mau so 01 - Thong to lien tich so 37/2012/TTLB-BLDTBXH-BYT-BTC-GD&DT ngay 28/12/2012 ye xac dinh mire d9 
khuyet tat do Hioi gong xac dinh mix dO khuyet tat thgc hien. 

4 

Linh vtre ban ve, cham soc tre em: 

- Dieu 2, Dieu 3, Dieu 4 Quye't dinh so 34/2014/QD-TTg ngay 30/5/2014 dm Thu ttramg Chinh phi' ban hanh quy dinh tieu 
chuan xa, phuomg phii hop vii tre em. 

- Muc I, II, IV Ke hoach phOng, ch6ng tai nan, thucmg tich tre em tinh Thanh H6a giai doan 2016 - 2020 ban hanh kern theo 
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Quyet dinh so 2010/QD-UBND ngay 10/6/2016 cira UBND tinh Thanh I-16a. 

- Mx I, II, VII Ke hoach so 140/KH-UBND ngay 27/9/2016 cira UBND tinh Thanh FR% ve phong ngira, giam thieu lao dOng tre 
em tinh Thanhtloa giai doan 2016 - 2020. 

- Dieu 1, 5, 6, 10, Chuang I; Dieu 47, 48, 49, 50, Mix I, Chuang III &la Luat Tre em narn 2016. 

- Dieu 1, Mtic I cua Quyet dinh s6 1776/QD-UBND cila UBND tinh Thanh I-16a phe duy'et Ke hoach thvc hie:n Chuang trinh bao 
Ve tre em tinh Thanh floa giai doan 2016 - 2020. 

V. DIA CHINH - NONG NGHltP 

A LINH 	C TAI NGUYEN VA MOI Tgtf6NG 

Thong tu s6' 06/2012/TT-BNV ngdy 30/10/2012 cilia BO NOi vu hithng clan ve chic trach, tieu chuan cu the, nhism vu va tuyen 
dung cong chirc xa, phuorng, thi tran: Dieu 6. 

2 
Thong tu lien tich s6 50/2014/TTLT/BTNMT-BNV ngay 28/8/2014 ciia BO Tai nguyen va IVIOi tru:Ong, BO NOi vu huong clan 
chirc nang, nhiern vu, quyen ban va ca cau CO chirc cna So' Tai nguyen va Moi truong thuOc UBND cap tinh va Phong Tai 
nguyen va MOi truOng thuOc -WIND cap huyen, Om cac Dieu: 4 , 5. 

Lot Dat dai so 45/2013/Q1113 ngdy 29/11/2013, g6m cac Dieu: 3, 5, 7, 8, 10, 12, 13, 15, 16, 17, 22, 35, 36, 37, 39, 40, 54, 55, 
56, 57, 59, 61, 62, 66, 74, 75, 82, 100, 118, 119, 125, 126, 129, 143, 144, 166, 170, 179, 191, 203. 

Nghi dinh se) 43/2014/ND-CP ngay 15/5/2014 cila Chinh pH quy dinh chi tiet thi hanh mot so dieu cita Luat Dat dai, Om cac 
Dieu: 18, 19, 68, 97. 

Nghi dinh s6 45/2014/ND-CP ngay 15/5/2014 cilia Chinh phi' quy dinh ve thu tien sir dung clAt, dom. cac Dieu: 5, 6, 7, 8, 9, 10, 11. 

6 
Nglii dinh so 47/2014/ND-CP ngay 15/5/2014 ciia Chinh phU quy dinh ve 1)('3i thu&ng, h8 trg, tai dinh cu khi nha nufk thu hOi 
&It, gorn cac Dieu: 19, 28. 

7 
Nghi dinh so 102/2014/ND-CP ngdy 10/11/2014 cila Chinh phii ye xir phat vi pham hanh chinh trong linh vvc dat dai, Om cac 
Dieu: 2, 4, 5, 12, 14, 27, 28, 31. 
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8 Luat Khoang san so 60/2010/QH12 ngay 17/11 /2010, dam cac Dieu: 4, 8, 42, 81. 

9 Luat Bao ye moi truerng so 55/2014/QH13 ngay 23/6/2014, Om cac Dieu: 4, 7, 8, 22, 30, 33, 68, 72, 80, 112, 143. 

10 

Nghi dinh so 19/2015/ND-CP ngay 14/02/2015 dm Chinh phis quy Binh chi ti& thi hanh mot so dieu cita Luat Bao ve mOi 
truemg, gOm cac Dieu: 5, 6, 17, 18. 

11 
Nghi dinh so 155/2016/ND-CP ngay 18/11/2016 cUa Chinh plaU quy dinh ve )(fir phat vi pham hanh chinh trong linh wc bao ye 

• • mOi truerng, gOm cac Dieu: 1, 4, 8, 9, 10, 11, 48, 52. 

12 
Quyet dinh so 4463/2014/QD-UBND ngay 12/12/2014 dia. UBND tinh Thanh Hoa ve viec ban hanh Quy dinh han ram giao dat 
6; dien tich toi thieu dugc tach thUa doi \Teri dat O.; han mUc cong nhan dat O. va han rink giao dat trong, dOi mai troc, dat co mat 
nuOc thuOc nhOm dat chua sir dung cho hO gia dinh, ca nhan ten dia ban tinh. 

13 
Quyet dinh so 3162/2014/QD-UBND ngay 26/9/2014 ve viec ban hanh Quy dinh ve be3i thuong, ho trg, tai dinh cu khi Nha 

• • 
nuoc thu hoi dat tren dia ban tinh Thanh Hoa. 

B LINH VVC XAY DIEING - DO THI 

1  

Luat Xay dung so 50/2014/QH13 ngay 18/6/2014: Ngay có hieu hie; ngay QuOc hOi thong qua; so dieu. 

Cac Dieu: 3, 4, 7, 10, 12, 13, 14, 	15, 20, 23, 25, 32- 35, 40-44, 50-52, 54-55, 	57-58, 68-71, 75, 109, 111, Dieu 112 (Khoan 1), 
113 (Khoan 1), 118, 123, 134 (Khoan 2), 147 (Khoan 2), 147 (Khoan 4), 148 (Khoan 3). 

2 Nghi dinh so 59/2015/ND-CP ngdy 18/6/2015 cna Chinh plin ve quan1Y du an dAu tu xay dung: Dieu 18. 

3 
Nghi dinh so 42/2017/ND-CP ngay 05/4/2017 cfla Chinh phi]. ve sfra doi, bo sung mot so dieu Nghi dinh 59/2015/ND-CP ngay 
18/6/2015 cna Chinh phil ye quan 1Y dg an dau tu xay dung: Dieu 1. 

4 
Nghi dinh so 46/2015/ND-CP ngay 12/5/2015 cUa Chinh ph* ve quail 1y chat lugng va bao tri cong trinh xay dung: Cac Dieu 4- 
6, 25, 32, 35, 43, 49 va 51. 

5  Quyet dinh so 484/2017/QD-UBND ngay 15/02/2017 dm UBND tinh Thanh Hoa phan deg, phan cap, 4 quyen kiem tra cong 
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tdc nghi@n thu cong trinh xay dipg tren dia ban tinh Thanh Hod: Dieu 1 va Dieu 2. 

6 Nghi dinh s6 24a/2016/ND-CP ngay 05/4/2016 cila Chinh pha ve guan15,  vat liL xay dung: Cdc Dieu 4, 6, 11, 14, 15 va 33. 

Nghi dinh so 32/2015/ND-CP ngay 25/3/2015 cilia Chinh phil ve guanIST chi phi au tu xay dung: Cdc Dieu 4.-6, 7, 10, 28-30. 

8 
Nghi dinh so 37/2015/ND-CP ngay 22/4/2015 cila Chinh phil quy dinh chi fiat ye hop dong xay Ong: Cdc Dieu 3, 6, 16, 27, 35-
37 va 39. 

ThOng tu so 03/2016/TT-BXD ngay 10/03/2016 cfia BO Xay dung quy dinh ve phan cap cong trinh xay dung va hudng an dp 
dung trong quan 13',  hog dOng dau to xay dung: Ten Thong tu. 

-'' 
Th8ng tu so 06/2016/TT-BXD ngay 10/3/2016 ciaa BO Xay dung huong dan xac dinh va pan 13",  chi phi dau .tu xay dung: Ten 
Thong tu. 

11 Thong tu so 15/2016/TT-BXD ngay 30/6/2016 cda BO Xay dung hudng dan ve cap giAy phep xay dung: Toan bO. 

12 
Quyet dinh so 699/2017/QD-UBND ngay 07/3/2017 cila UBND tinh Thanh Hod Quy dinh tliAin gliyen cap Giay phep xay dung, 
quy in'd Gong trinh dugc cap phep xay dung co thai han teen dia ban tinh Thanh Hod: Dieu 3 va Dieu 4 dia. Quy dinh. 

13  Thong to so 16/2016rfT-BXD ngay 30/6/2016 dm BO Xay dung hudng dan thuc hi@-irnOt so dieu cila Nghi dinh so 59/2015/ND-CP 
ngay L-18/6/2015 ciaa Chinh pha ye hinh thirc to chirc guanbrf du an dau Pr xay dung: Ten Thong tu. 

14 
Thong tu so 18/2016/TT-BXD ngay 30/06/2016 cila BO Xay dung quy dinh chi tiet ve than]. dinh, phe duy8t du an dau tu xay 
dung va thiet ke, du toan xay Ong.cong trinh: Dieu 3. 

C LiNii VU'C NONG NG11413  VA PHAT TRIEN NONG THON 

1 
PhAn III, Thong to so 61/2008/TTLT-BNN-BNV ngay 15/5/2008 dia. BO Nang nghiep va Phat trien nong thon - Bo Ni vu v'e 
hudng dgn chdc nong, nhiem vu, guyen han va,  co cau to chic dm co quan chuyen m'on thuOc UBND cap tinh, cap huyen va 
nhieni vu quan 1y nha ntrac dia. UBND cap xa ye Wong nghiep va phat trien nong thon. 

2 Chuang II, Quyet dinh so 3912/2016/QD-UBND ngay 10/10/2016 dm UBND tinh Thanh Hoa ban hanh quy dinh phan cong 
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trach nhiem pan 13% nha nuoc ye vat to nong nghiep va an toan thuc phalli tren dia ban tinh Thanh Hoa. 

,., 
--' 

Phan II, Thong to so 116/2006/TT-BNN ngay 18/12/2006 cda BO NOng nghiep va Phat trien nong than ve viec Huang dan thgc 
hien mot so not dung cna Nghi dinh so 66/2006/ND-CP ngay 07/7/2006 cila Chinh phil ye phat then nganh nghe nong than. 

Quyet dinh so 1980/QD-TTg ngay 17/10/2016 dia. Thu tuang Chinh phu ve viec ban hanh BO tieu chi quOc gia ye xa nong thOn mai 
giai doan 2016 - 2020. 

Mijc I, Mpc II, Mpc III, Mpc IV Quyet dinh so 1600/QD-TTg ngay 16/8/2016 cua Thu twang Chinh phu phe duyet Chuang trinh 
• • 

aux tieu quoc gia ye xay ch,mg nong than mai, giai down 2016 - 2020. 

6 Chuang 1, Chuang 2, Chuang 3, Chuang 4, Chuang 5 va Chuang 8 Luat Hap tac x`d so 23/2012/QH13 ngay 20/11/2012./. 
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Phu ltic 03 

:AP MON TIN HOC VAN PHONG 
/QD-HDTT ngay.14 /10/2017 

tuyen ding chic 	neim 2017) 

I. He diet' hanh Windows, m4ng, Internet 

- Khai niem, chirc nang cila he dieu hanh. 

- COng dung cita cac nh6m bieu Wong trong man hinh Desktop: Menu 

Start, Taskbar, My Computer, Recycle Bin. 

- Thao tac_tren_cira so: phOng to, thu nhO, dong 	_dung), _chuyen 

ai qua lai gala cac img dung. 

- Cac khai niem: 6 dia, tap tin, thu mvc, dueng an; cac thao tac 	tep 

(File) va thu muc (Folder): tao moi (Folder, Shortcut), ch9n, sao elle!), di 

chuyen, x6a, d6i ten, thiet rap thuOc tinh. 

- Cach thiet lap the dO bao ve man hinh, Tat the do man hinh nghi, thiet 

lap dO phan giai ctila man hinh, thay d6i ngay, giO ten may tinh. 

- Xir ly tieng Viet: Font chi/ tieng Viet (.vnTime, .vnTimeH, Times New 

Roman, Arial, Tahoma, Verdana,...); sit tuong thich giir'a font chit, kieu go va 

bang ma; chuyen d6i qua lai gala cac font chit, bO go tieng via Unikey,.... 

- Nen va giai nen du lieu (phan mem WinZAR). 

- Cac thao tac khi sir dung mot trinh duyet Web (Mozilla Firefox). 

- Phan biet duoi cita dia chi ten mien, phan biet trang tim kiem thong tin 

(may tim kiem) vOi trang thong tin. 

- Dang kST tai khoan email va cac thao tac v(fri email (sogn, giai, xem, tra 

loi email,...). 

- Tim kiem thong tin trong may tinh va tren Internet. 

- MOt so phim tat thong dung teen Windows. 
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II. PhAn m6.1 sown thao van ban Microsoft Word 

- Cac thao tac 	tep van ban: tao tep 	tep da có -ten dia, km tit 

tep tin. 

- Cac thao tac ca ban tren kho'si van ban: ch9n (boi den), sao chep, di 

chuy'en, xod, tim kiem va thay 

- Dinh clang van ban: 

+ Dinh clang k57 to (Text): font chit, c& chit, kieu chit, mau chit, chi s0 

tren, chi so 

+ Dinh dang cho down van ban (Paragraph): can le, dO rang cua dung, 

khoang cach giita cac down. 

+ Dinh dang trang in (Page): kh0 giAy, huong giAy, le trang, tieu de 

trang 

+ Dinh clang khac: k3'T to d'au clown (Bullets and Numbering), cot bao 

(Columns), chit rai (Drop cap), dinh vi Tabs,.... 

- Chen di tuvng vao van ban: 1(-5/ to dac biet, hinh anh, khung chit, chit nghe 

thulat, so trang, nga*.t trang, duong ke, hinh ca ban, ding thirc town hoc, bieu d0,.... 

- Bang bieu: then bang, xod cot, xoa dang, them cot, them dung, tach o, trOn 

6, tach bang, thy chinh bang, sap xep du lieu trong bang, tinh town trong bang,.... 

- In van ban: in mot s0 trang, in town bO van ban, in trang than, in trang le, 

in I ban, in nhieu ban,.... 

- MOt so phim tat thOng dung khi thao tac v&i van ban. 

III. PhAn m'n1 xir 157 bang tinh Microsoft ENcel 

- Khai 	dia chi twang di, dia chi tuyet di, dia chi h8n h9p, bang 

tinh (Sheet), Worksheet,.... 

- Dinh clang cho cac 0 du lieu trong bang tinh: chit (font chit, kieu chit, ca.' 

chfr, mau chit,...), can le dix lieu trong 6, dir lieu xuAt hien nhieu dung trong mot 
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o (Wrap text), Op o (Merge cells), dueyng bao, mau n&'n; dinh dang ki'eu aft lieu 

(s6 - Number, chil - Text, ngay thang - Date,...). 

- Dinh clang cho cot /clang: thay 6i dO rOng cot, dO cao clang. 

- Them mm, ai ten, sao chep, di chuyL, x6a bang tinh. 

- Sao chep, di chuyen, xoa, phuc h6i dir 

- MOt s6 ham thong dung trong Excel: sum, average, max, min, count, 

counta, rank, lower, upper, proper, left, right, day, month, year, today, now, and, 

or, if, vlookup, hlookup. 

- MOt so loi thugng gap khi sir dung ham. 

- BiL 6: tao bi..6u 6, chon/ thay 6i k.i6u biL cho, c ien chu giai, lien tieu 

6 cho biL 6 va cho cac truc X, Y cua biL 6. 

- Sap xh du lieu, trich loc du lieu, tong hop da 

- Thi6t lap trang in va in bang tinh: kiL giay, huang giay, le giay, in mot 

vimg dm bang tinh, in mot so trang, in town bO bang tinh, in lap lai tieu 6 bang 

tinh tai cac trang sau,.,./. 
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MON 

MEN TicWC CHUNG 



1W(JC LIJC 

T 
T 

NOi dung Trang 

1  

Chuyen a 1: NHVNG NQI DUNG CC( BAN VE HE THONG 
CHINH TRI 

1 

I. TONG QUAN VE HE THONG CHINH TRI 1 

1. Khai ni.'m chinh tri 1 

2. Khai nilem quyLl lgc chinh tri 1 

3. Khai nie:m h' thOng chinh tri 1 

II. HE THONG CHINH TRI 6 co sO 2 

1. Khai nibm he thong chinh tri a ca so.  2 

2. Quan W giira cac thanh vien cila he thong chinh trio Ca so 2 

2 

5 Chuyen de 2: NHA NU'OC VA TO CHf.rC HANH CHINH 
NHA NU'OC 

I. NHA NU'OC VA BQ MAY NHA NU'dC 5 

1. Khai ni'm nha nuoc 5 

2. Khai ni@ri quy&I lgc nha nuoc 5 

3. Chirc nang ca ban caa nha nuoc 6 

4. BO may nha nuoc 6 

5. Mc trung cua nha nuoc phap quy'en XEICN V* Nam 8 

II. TO CHOC HANH CHINH NHA MAC 8 

1. Khai n*n to chirc hanh chinh nha nuoc 8 

2. Cac ca quan hanh chinh nha nuoc a V* Nam 9 

Chuyen de 3: QUAN Ll'i.  HANH CHINH NHA NU'OC 11 

3 I. QUAN LY NHA NU'OC 11 

1. TOng quan 1,7' quan 1ST 11 
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2. Quan VT nha ntr6c 12 

3.Quan VT nha ntr6c cila chinh quy'n dia. phirang 6 xa, phirong, thi 
tran 

15 

II. QUAN L\"7 :HANH CHiNH NITA NU(OC 17 

1. Taal niem 17 

2. D'ac diem co ban cila quan i hanh chinh nha nook 18 

3. Nguyen tac quan 1)'T hanh chinh nha nir6c 19 

4. Hinh thirc, cong cu va pinrcmg phap quan 15r hanh chinh nha 
ntrOc 

23 

4 

Chuyen de 4: TONG QUAN VE CAN BO, CONG CHtrC CAP 
Li. 

28 

I. CAN BO, CONG CHffC VA CAN BO, CONG CHUt CAP XA. 28 

1. Khai niern v' can b6 28 

2. Khai niem NT' cong ch-Crc 28 

3. Khai niem -v.e can b6, cong chirc cap xa 29 

4. Chirc vu, chirc danh can b6, cong chirp cap xa 30 

31 II. VI TIZI, VAI IRO, DAC DIEM CUA CAN BO, CONG CHfrC 
CAP XA 

1. Vi tri, vai tro dm can b6, cong chirc cap xa 31 

2. Mc di&n cna can b6, ding chirc cap xa 33 

5 

35 Chuyen de 5: SOAN THAO VAN BAN HANH CHiNH VA la.  
NANG TRA CU'U, HE THONG HOA VAN BAN QUY PHAM 
PHAP LU :AT 

I. VAN BAN QUAN L'\"7-  NHA NU'OC 35 

1. Van ban la gi? 35 

2. Van ban quan 1ST nha mrot 35 

3. He thong van ban quy pham phap luat 37 

4. The thirc van ban hanh chinh 38 
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II. BAN HANH VAN BAN QUAN LY NHA NUOC 6 CAP XA 39 

1. Thdm quyL ban hanh van ban a cap xa 39 

2. Xay clgng va ban hanh van ban quail VT dia cap xa 40 

III. QUY TRiNH SOAN THAO VA BAN HANH VAN BAN 
QUAN LY NHA NUOC CUA UY BAN NHA/\' I DAN CAP XA 

41 

1. Yeu cAu dm van ban quan157nha nu6c 41 

2. Quy trinh soar thao va ban hanh van ban quy pham phap luat 42 

3. Quy trinh soan thao va ban hanh van ban hanh chInh 45 

47 • IV. K? NANG TRA CIAJ, IT THONG HOA VAN BAN PHAP 
LUAT 

.1. ICy nang tra cdu, stru tam tai lieu 47 

2. He th6ng h6a van ban phap luat 49 

Chuyen de 6: CAI CACH HANH CHINH NHA NtrOC 50 

I. NIONG VAN DE CHUNG VE CAI CACH HANH CHINH 50 

1. Su can thi& cai cach hanh chinh 50 

2. Chucmg trinh tong the cai cach hanh chinh 6,  Viet Nam giai doan 
2011 - 2020 

50 

3. K6 hoach cai each hanh chinh nha nuac giai 2016 — 2020 dm 
Chinh phil 

51 

6 
II. CO  CELE MOT CtJ' A, CO CITE MOT CO' 'A LIEN THONG 52 

1. Cac khai niem 52 

2. Cac nguyen tdc thgc hien Cu ch6 mot dm, ca ch6 mot cila lien thong 53 
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Chuyen de 1 

NIII7NG NOT DUNG CO BAN VE HE THONG CHiNH TRI 

I. TONG QUAN VE Ht, THONG CH1NH TRI 

1. Khai niem chinh tri 

Chinh tri la mot loaf quan he xa hoi d4c bit, do la "m61 quan he giita cac giai 

cap, cac dan t6c, cac quOc gia trong viec gianh, gilt va sir dung quyen hrc nha ntroc"1. 

Chinh tri the hien qua cac mOi quan he giQa nha nu& va cong dan; gifra nha 

nuck va cac tap doan, giai cap, dan t6c; gifla cac quOc gia ve to chirc, bao ve va sir 

dung quyen ltrc. 

Chinh tri la mot loai hoat d6ng xa h6i dac thu, trong do, cac giai cap, clang 

phai, xuat phat tilt lgi ich co ban cilia minh cle ra du6-ng loi, phtrcmg huong, mijc tieu 

va tien hanh cac hog ding thgc tin cle thuc hilen dueyng loi, mix tieu dat rat. 

2. Khai niem quyen lyc chinh tri 

Quyen hxc chinh tri la quyLl sir dung sirc manh cUa mot hoac lien minh cac 

giai cap, tap doan xa h(ii de dat dtrgc mtic dich thong tri xa hOi. 

Quyen hrc chinh tri la quyen hrc cua giai cap thOng tri xa hoi, bao g6m quyLl 

cac to chirc (nhu cac clang phai, nha nuac, to chirc chinh tri - xa hoi, dan 

tOc,...) va quyen luc cilia con ngixori chinh tri (thU linh chinh tit chinh khach, cong 

dan), trong dO, quyen hrc nha nwk la b6 phan quan trong nhat, có vai tr6 guy& dinh. 

3. Khai niem he th6ng chinh tri 

He thOng chinh tri la he thOng to chirc quyen 11;rc chinh tri, dO la he thOng cac 

clang chinh tri hgp phap, nha ntrac va cac to chirc chinh tri - xa hoi, ding cac quan he 

va tac dOng qua lai gala cac yeu to do, de thgc hien cac chirc nang chinh tri nhat dinh.3  

Tai moi quOc gia, trong m6i thei kY lich sir khac nhau, có he thOng chinh tri 

khac nhau. He thOng chinh tri 0.  rank to hien nay, bao g6m 3 b6 ph'an cdu thanh: 

1\46t la, Dang COng san Vi't Nam, hai la, Nha ntreec COng h6a xa hOi chu nghia 

(XHCN) Viet Nam, ba la, cac to chirc chinh tri - xa h6i bao g6m: M'a't tan TO quOc 

I  H9c vien Hanh chinh Queic gia: "Chinh tri h9c Mac-Lenin", NXB CTQG, 1997 
2  H9C vien Hanh chinh Qu6c gia (da" dan) 
3  Ducmg Xuan Ng9c - Luu Van An: "Tim hie'u mon h9c Chinh tri h9c", NXB LLCT, 2006 



Viet Nam, Lien doan Lao dOng Viet Nam, Doan Thanh nien COng san Ha Chi 

Minh, Lien hiep h9i Phu nil Viet Nam, 119i Nang dan Viet Nam va H9i Cvu chin 

binh Viet Nam. 

Trong he thong chinh tri, Dang giu vai tro lanh dao, Nha nuoc ddm quyen 

quan ly, voi sir tham gia cua cac to chuc chinh tri xa h9i. 

II. HE THONG CHINH TR! CO SO 4  

1. Ichai nitn hl thiing chinh tri. co.  so.  

He thong chinh trio nuoc to hien nay dugc chirc thanh 4 cap: Trung mmg, 

cap tinh (tinh, thanh phi 'aye thu9c trung nang), cdp huyen (huyen, quan, thi xa, 

thanh ph9 thu9c tinh) va cap xa. (xa, phueng, thi trdn). 

He thong chinh tri cap xa dugc to chirc tai cac xa, phuong, thi trdn, g9i la he 

thong chinh tri ca so.. He thong chinh tri co so co vai tro rat quan trong trong viec 

to chfrc va van dOng nhan dan thirc hien chit twang, dizong lai cua Dang, phap 

luat, chinh sach caa Nha nuoc, tang cueing dai coat ket toan dan, phat huy quyen 

lam chi' cua nhan dan, huy dOng mgi kha nang phat trien kinh to - xa h9i va to 

chfrc cu9c sang dm cong gong dan cu. 

xa, phtreng, thi trdn khong co to chirc Lien down Lao dOng, do do, he 

thong chinh tri Co so( o cap xa bao gam to chfrc Dang o cap xa, chinh quyen cap xa, 

va 5 to chirc chinh tri - xa h9i la Mat. tran To qu9c, Doan Thanh nien, H9i Phu 

H9i Nang dan va H9i. Cuu chin binh. Trong coo, to pink Dang o co so la hat nhan, 

gift vai tro lanh dao he thong chinh tri, chinh quyAn cap xa la lvc lugng chic dao, 

gift vai tro quan ly, dieu hanh cac hoat dOng cfla co so va. cac to claire chinh tri - xa 

h9i la cac to chirc dai dien quyen lam chi' cfia cac tang lop nhan dan. 

Masi thanh vien cila he thong chinh tri có vai tro, vi tri, chirc nang, nhiem vu 

khac nhau, nhung lien N chat the veri nhau va th6p.g nhAt voi nhau duai sv lanh 

dao cua cap uy Dang co se, va sir quail V' caa Chinh quyen co so. 

2. Quan he gifra cac thanh vien cita he thCng chinh tri co' so.  

Thin nhat, quan he Oita to chirc Dang o co so.  va Chinh quyen ca 

Ban chdt dia moi quan he glib. to chfrc Dang 0.  co so. va Chinh quyen ca so.  
la "Dang lanh dao Chinh quyen", thong qua Dang 1.V va Ban ThuOng vv Dang 

4  Chi Bao (chi' bien): He th6ng chinh tri 
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M61 quan he Oita Dang va Chinh quyen o co' sa the hien qua cac mt)i quan he: 
Quan he gift Dang ity va 119i ding nhan dan; quan he giita Dang Ay va fly ban 
nhan dan; quan he gala Bi thu Dang ity va Chu tich H9i dtmg nhan dan; quan he 
gicra bi thu Dang fly va Chu tich Uy ban nhan dan. Moi quan he do con the hien 
qua cac m6i quan he gift chi b9, chi Ay, bi thu chi .b9 voi thon, t'(.'3 dan pho (dp, 
ban) hoc co quan, tnrong hoc tren dia. ban. 

Dang thtrc hien six lanh dao cua minh doi vai 119i clang nhan dan, Uy ban 

nhan dan cap xa bang chi' twang, duong 16i, thong qua viec ban hanh cac nghi 

quyet, chi thi, de ra cac bien phdp ion va giam sat, kiem tra viec chdp hanh cua H9i 

d6ng nhan dan va Uy ban nhan dan. Dang con thuc hien sir lanh dao cua minh 
thong qua viec bo tri can b0, phan ding cac Dang vien phu trach va ding tac trong 

H9i Sing nhan dan va Uy ban nhan dan. 

Can c* nghi quy& dai h9i Dang b9 va cac nghi quy& cua Dang fly cap xa, 

H9i 6ng nhan dan cap xa ra nghi guy& có tinh phdp 157 de trien khai thgc hien. 
Tren co 'so.  do, Uy ban nhan dan cap xa xay dung hoach phat trien kinh to - xa 
h9i, dg town ngan sach hang nam cua dia phuong, bap cdo Thuong vg Dang fly 
thong qua va trinh H9i d6ng nhan dan xem xet, quyet dinh. Dinh kY 6 thang, IJy 

ban nhan dan cap xa bdo cdo truov Dang ity ve tinh hinh thgc hien ice hoach phat 

trien kinh to - xa h9i cua dia phuang va cac chu tniang cua Dang bo da de ra. 

Thu hai, quan he gitta to chirc Dang co so va cac to chirc chinh tri - xa h9i o co so: 

Dang fly khong chi lanh dao chinh quyen co so, ma con lanh dao cac to chirc 

chinh tri xa hOi o ca so.. Dang ity, Thuong vg Dang uy chi dao boat Ong dia cac 

to chirc chinh tri - xa h0i, cho y kien ve cac chit truang, bien phap cua cac to chirc 

chinh tri - xa h9i. Cdc to chic chinh tri xa h9i co trach'nhiem bdo cdo hog d9ng cua 

minh 	Dang uy cap xa de xin y kien chi dao. Bi thu Dang uy, thay mat Dang Ay, 
Thuong vg Dang ity, coy kien chi dao, chi thi, don.d6c cac Dang fly vien la nguei 

dimg dau cac to chic chinh tri xa h9i. 

To chirc Dang o ca so lanh dip cac to chirc chinh tri xa h9i bang chil twang, 

quan diem, bang cong tac can b9 (dg kien, dao tao, de xudt can b9 chu ch& va ndm 

cha."c can b9 chu ch9t), bang cong tac chi dao, don dac, kiem tra. 

Trong qua trinh thgc hien nghi quy& gang iiy, cac to chirc chinh tri - xa hOi 
tap h9p y kien, nguyen v9ng, sang kien cua cac tang lop nhan dan tren dia ban de 

dOng gop, I:16 sung cho nghi quyet elm clang Ay. 



Thin ba, quan gala chinh quy&I co s& va cac to chirc chinh tri - xa h6i & co s6: 

Ben canh m6i quan giira Dang va Chinh 	ll.' gi a fang va cac to chirc 

chinh hi - xa h6i, quan he Oita H6i d6ng nhan dan va Uy ban nhan dan \Ted cac to 

chirc chinh tri - )(a h6i, clac biet la dui 	Mat tran T6 qu6c la rat quan trgng. 

Theo Khoan 1 Dieu 9 Hi6n phap 2013 "Kat trail T6 qu6c Viet Nam la to 

chirc lien minh chinh tri, lien hiep to nguyen cua to ehire chinh tri, cac to chirc 

chinh tri - xa h6i, to chirc xa h6i va cac ca nhan tieu bieu trong cac giai cap, tang 

16p xa hOl, dan t6c, ton giao, nguei Viet Nam dinh cu & nuac ngoai. 

Kat tan T6 quac Vilet Nam la co s& chinh tri cua chinh quy.en nhan dan, dai 

dien, bao ye quy'en va lgi ich hgp phap, chinh clang cua Nhan dan, tap hop, phat 

huy sue manh dai *loan ke't toan dan t6c, thIrc hiep dan chi', tang cuong d6ng thua'n 

xa h6i, giam sat, phan bien xa h6i, tham gia xay cityng bang, Nha nu:6(c, hog &Ong 

d6i ngoai nhan dan gop phan xay citing va bao ve T6 qu6c. 

Trong lc-ST hgp cua HOi dong nhan dan, dai dien cua cac to chirc chinh tri - xa 

h6i phai bao cao ve hog dOng cua minh trong viec xay dung chinh quyen. Dai dien 

cac to chtic chinh tri - xa hOi dugc mOi chr cac cuOc hop cua Uy ban nhan dan ve 

nhang van d'e' lien quan. 
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Chuyen de 2 

NHA NUOC VA TOEltrC HANH CHINH NHA. NUOC 

I. NHA NIXOC VA BO MAY NHA 

1. Khai niem nha nigre 

Nha nuOrc la mot to chic xa h6i dac biet caa quyen lgc chinh tri, dugc giai 

cap th6ng tri thanh lap, nham thgc hien quyen lgc chinh tri caa minh. Nha ntr6c la 

san pham caa cu6c dau tranh giai cap trong xa h6i c6 giai cap va mang ban chat 

giai cap. 

O ntrot ta, ke thira Hiien phap 1946, 1959, 1980 va 1992, Hien phap 2013 tiep 

tkic khLg dinh "Nha nuot cong hoa xa h6i chit nghia Viet Nam la Nha nt.r6c phap 

quyen xa h6i chit' nghia caa Nhan dan, do Nhan dan va vi Nhan dan" (Khoan 1 Dieu 

2), "tat ca quyen lgc nha nu& thu'6c ve Nhan dan ma nen tang la lien minh gifia giai 

cap cong nhan va giai cap nong dan va d6i nga tri thi'rc" (Khoan 2 Dieu 2). 

Nha nuot có quyen lgc chinh tri cong cong cac biet, có b6 may ctrang che, 

quan 1ST nhimg cong viec chung cua xa hoi, c6 quyen quan ly dan cu, phan chia 

lanh thO thanh cac don vi hanh chinh, có chit quyen qu6c gia, c6 quyen ban hanh 

phap luat va dieu chinh cac quan he xa h6i bang phap luat, co quyen ban hanh cac 

sac thue va thu thue. 

Vai tro cua nha ritr6c dtrqc the hien qua viec ban hanh phap luat va cac quy 

pham phap luat dtrOi luat, che ra chinh sach kinh to vi mo va dieu chinh chinh sach 

kinh to - xa h6i, dau tit, cung cap cac san pham, dich vg xa h6i co. ban, giai quyet 

nhang van de xa h6i, bao ve moi truemg, giao thong, phong chOng thien tai, bao la. 

2. Khai niem quyen Itrc nha ntro'c 

Quell lgc nha nuoc la bOs ph4n chit ye'u, c6 vai trO quyet dinh cua quyen lgc 

chinh tri. Quy'en lgc nha nuoc la quyen lgc tOi thuong, la cong cud nha nuot ap 

chat y chi dm minh cho toan xa hoi, thong qua viec ban hanh phap 1u:a va ap dung 

cac bien phap cuong che thi hanh va xir ly cac vi pham phap 

Quyen lgc nha nueic bao gOm: Quyen 14p phap (quyen ban hanh phap luat). 

quyen hanh phap (quyen to chdc thgc hien phap 	quyen to phap (quyen bao 
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ve phap luat). Cac quyen lap phap, hanh phap, to phap dugc trao cho cac ca quan 

quyen lac nha nuoc de that hien. 

Quyen lc nha nuoc duct sir di:mg nhu the nao la tity timg nha nuoc, dOng 

thai bi chi phi bad hoan canh lich, sir cu the Giza nha nuoc do. Tir do sinh ra cac 

hinh thirc nha nuoc khac nhau ve chinh the nha nuoc (quan chi' hay cong hoa), t6 

chat nha nuoc (lien bang hay don nhdt) va co the chinh tri cua nha nuoc (dan chit 

hay d6c tai). 

D6i vai Viet Nam, Khoan 3 Dieu 2 Hien phap 2013 xac dinh "Quyen lye 

nha nuoc la th6ng nhdt, co su phan cong, phi hop, kiem soat gifia cac co quan nha 

nuoc trong viec that hien cac quyen lap phap, hanh phdp va tu phap". 

3. Chin nang ccr ban dm nha ntrerc 

Chirc nang cua nha nuoc la cite hog d6ng ca ban da nha nuoc, ph.an anh 

ban chdt, mile tieu, chien lugc dal han 	nha nuoc. Chirc nang cua nha nuoc 

dugc chia thanh 2 nhorn: Chuc nang (1.61 not va chuc nang d6i ngoai. 

Chirc nang doi not la nhom cac chirc nang chi tac d6ng trong not b6 dat 

mac, bao goill cac chUc nang to chirc, quan 19 nen kinh te, to chirc, quan 19 cac 

hoat d6ng van h6a - )(a h6i, dam bao an ninh teat tkr, an toan xa h6i. 

Chirc nang d6i ngoai la nhom cac chirc nang tac dung ra ben ngoai ddt nuoc, 

bao gOm cac chirc nang bao ve to qu6c, thiet lap quan he voi cac qu6c gia trong khu 

vac va ten the gioi, that hien cac m6i quan he qu6c t6' vo7 cac qu6c gia, to chirc va ca 

nhan nuoc ngoai, theo throng 16i, chinh sach d6i ngoai cua Dang va nha 

4. BO may nha 

BO may nha nuoc la he thong cac ca quan nha nuoc, tir trung -acing den dla 

phuong, dugc thanh lap de that hien quyen lac nha nuoc. Trong do, moi co. quan, 

to chirc trong b6 may nha nuoc dugc trao mot pham vi quyen lac nhdt dinh de that 

hien quyen lac nha mot. 

Quyen lac nha nuoc chia thanh 3 quyen: Lap phap, hanh phap va tu phap, do 

do, ve ca ban, b6 may nha nuoc bao gOm cac ca quan: Cu quan lap phap (Qu6c h6i 

ho4c Nghl vien), co quan hanh phap (Chinh phu hoc N6i cac va chinh quyen dia 

phucmg), ca quan tu phap (TOa an, Vien Kiem sat). 

B6 may nha nuoc C6ng hOa XHCN Viet Nam bao gOm: Qu6c hoi, Chd tich 

nuoc, Chinh phi", Ua an nhan dan va Vien kiem sat nhan dan. 
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- Quoc hOi la co quan dai biau cao nhdt cua Nhan dan, co quan quyen lvc 

nha mr6c cao nhdt cua nude COng hoa XHCN Viet Nam. Quo'c h9i thvc hien 

quyen lap hien, quyen lap phap, quy& dinh cac van de, quan tr9ng cua dd't ntrorc va 

giam sat t6i cao d6i vOi hoat cong cua Nha mr6c5. Qu6c h9i la co quan nha ntrac 

do nhan dan ca nu& bau ra, có nhiem IcY la 05 nam. 

- Chu tich nu& la nguei ding dau Nha nuac, thay mat nuoc COng hOa 

XHCN Viet Nam ve d i not va d6i ngoai (Dieu 86 Hiasn phap 2013). Chi' tich nuoc 

do Quac hoi bdu trong s6 dai bieu QuOc h9i, chin trial nhiem va bao cao cong tac 

tnroc Qu6c h9i. 

- Chinh phu la co quan hanh chinh - nha nu& cao nhdt cua nuck COng hOa 

XHCN Viet Nam, thirc hien quyen hanh phap, la co quan chdp hanh cua Qu6c hOi, 

Chinh phu chiu trash nhiem truck Quac hOi va bao cao cong tac truck Qu6c hOi, 

Uy ban Thuong vg Qu6c hOi, Chu tich nu&c (Dieu 94 Hian phap 2013). 

Co cdu cua Chinh phu g6m cac BO, co quan ngang BO la cac co quan quan 

ly nha nuac, do Qu6c hOi quyat dinh. Ngoai ra, trong co. cdu cua Chinh phu con có 

cac co quan thuOc Chinh phil, do Chinh phu thanh lap cue thgc hien viac cung cap 

cac dich vg cong phgc vu cho cac co quan cua ha. th6ng chinh tri, dap Ung nhu cdu 

xa" hOi. 

Co cdu nhan sg cUa Chinh phu bao gom Thu Wong Chinh phu, cac Pho Thu 

tuOng, cac BO tnrOng va Thu truang co quan ngang b9. Thu Wong Chinh phi]. do 

Quac h9i bau trong so cac dai bleu Quo'c h9i theo gidi thieu cua Chit tich 

danh sach cac thanh vien khac cua Chinh phfi do Qu6c hOi phe chudn, theo d nghi 

cua Thu tuong Chinh phn. 

- Toa an nhan dan la ea quan xet xir cua nuo.p COng hoa XHCN Viet Nam, 

thgc hien quyen tu phap (Khoan 1 Dieu 102 Hien phap 2013). 

He th6ng Toa an nhan dan, g6m.: Ma an nhan dan t6i cao va cac Ma an khac 

do Luat dinh. 

Chanh an TOa an nhan dan t6i cao do Qu6c hOi bdu trong s6 dai biau Qu6c 

hOi theo gidi thiau cua Chu tich nuac. 

- Vin kiam sat nhan dan thgc hanh quyen cong t6, kiam sat hoat Ong tu 

phap (Khoan 1 Dieu 107 Hian phap 2013). 

5 	• Hien phap 2013, Dieu 69 
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He thong vien kiem sat nhan dan, gOm: Vien hem sat nhan dan tOi cao. Vien 

kiem sat nhan dan tinh, thanh phoO trix thuOc trung ucmg. Vien kiem sat nhan dan 

huyen, quan, thi xa, thanh phO thuOc tinh va cac Vien kiem sat quan sv. 

Vien tnrimg Vien kiem sat nhan dan tOi cao do Quac hOi bdu trong so dai 

bieu QuOc hOi theo gioi thieu cua Chu tich nuoc. 

5. D4c trtrng cua nha ntroc phap quyen XHCN Viet Nam 

NhA nuoc phap quyen XHCN Viet Nam co 7 d4c trung co ban sau: 

- LA nha nuoc cua Nhan dan, do Nhan dan va vi Nhan dan. Tat ca quyan l‘rc 

nha nuoc dau thuOc ve nhan dan. Cac ca quan rina nuoc chiu s-kr giam sat dm nhan 

dan va su phan bien xa hOi cua cac to chirc chinh tri - xa hoi. 

- Quyan hrc nha nuoc la thong nhdt, có sly phan cong, phi hop va kiem soat gala 

cac ca quan nha nuoc trong viec thijc hien cac quyan lap phap, hanh phap, to phap. 

- Dugc to chirc va hoat dOng tren co s& hien phap, phap luat, trong do hien 

phap va .cac dao luat gift vi tri tai thugng trong viec diau chinh cac quan he xa 

hanh vi cua ca nhan, to chirc trong m9i linh vve cua (lei song xa hOi. 

- Tea an co vai tro quan tr9ng trong viec giai quyet cac tranh chap. 

- Ton tr9ng va bao dam quyan con ngtr&i, quyan cong dan, nang cao trach 

nhiem phap ly gift nha nuoc va cong dan, thvc hanh dan chil dOng thari tang 

cuing ky luat, Icy cuing. NhA nuoc va cong dan 'Dinh dang vii nhau va quyan va 

nghia vu phap 

- Dat duoi &kr lanh dao cua Dang COng san Viet Nam. 

- Nghiem tuc thvc hien cac cam ket quOc 

H. TO CHtrC RANH CHiNH NHA NIrOC 

1. Khai nqm to chtic hanh chinh nha Duck 

To chirc hanh chinh nha nuoc IA to chirc nam trong bit) may nhA mare, có 

chic nang thvc thi quyan hAnh phap (quyan to chile thgc hien phap 140. 

TO chirc hanh chinh nha nuoc bao gOm to chirc hanh chinh cong quyan va to 

chic hAnh chinh su nghie'p: 

- To chirc hanh chinh cong quyan la cac to chirc dugc trao quyan krc nha 

nuoc trong mot pham vi nhat dinh va dugc sir dvng quyan luc do nhu la cong cu de 
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lam viec, tirc la a ban hanh cac quy dinh, to chirc thvc hien va ap dung cac bien 
phap can thiet a cu&ng the viec thi hanh va xir ly cac vi pham. 

Cac co quan hanh chinh cong quyen o Viet Nam goi la co quan quan 15,  nha 
nuac, bao 	Chinh phu, cac ca quan cua Chinh phu la cac B9 va co quan ngang 

B9, Uy ban nhan dan cac cap va cac ca quan chuyen mon thu9c Uy ban nhan dan 

cap tinh, cap huyen. 

- T6 chirc hanh chinh sly nghiep la to chirc khong dugc trao quyen ltrc nha 

nuac va do do cling IdaOng dugc sir citing quyen ltrc nha nuac de lam viec. Cac to 

chirc nay sir dung chuyen mon, nghiep vu theo cac nganh, nghe Ichaz nhau de cung 

cap cac san pham, dich vu can thiet, phvc vu cho hoat dOng cua b9 may nha nuac 

va dap img cac nhu c'au xa h9i. 

2. Cac co' quan hanh chinh nha nuirc a Vi?t Nam 

He thong cac ca quan hanh chinh nha nuac o nuac to hien nay, bao g6'm 

chinh quyen trung ucmg va chinh quyen c is phuang. 

Chinh quyen trung uang a Viet Nam hien nay la Chinh phu vad tu cach la co 

quan hanh chinh nha nuac cao nhAt, do Qu6c h9i Wau va la co quan chAp hanh cua 

Qu6c h9i. 

Ca ca'u cua Chinh phu bao gem cac b9 va ca quan ngang bo. Do la cac ca 

quan cua Chinh phu., do Qu6c h9i guy& dinh. Vai to each la co quan hanh chinh 

cong quyen, cac b9 va co quan ngang b9 dugc trao quyen lvc nha nuac trong mot 

pham vi th'am quyen nhat dinh va dugc sir dung quyen krc trong pham vi dugc giao 

a quail ly nha nuac d6i vOi cac nganh, linh vt..rc tren pham vi ca nuac. 

a) Danh sach cac B9 va co quan ngang B9: B9 Qu6c phOng, Bo COng an, B9 

Ngoai giao, B9 N9i vu, Bo Tu phap, BO COng Thuong, B9 Lao dOng - Thuong 

binh va Xa h9i, B9 Giao thong va V4n tai, B9 Xay dung, B9 Thong tin va Truyen 

thOng, B9 Giao dpc va Dao tao, B9 Y te, B9 Ming nghiep va Phat trien Wing thl5n, 

Bo Khoa h9c va Cong nghe, B9 Van boa, The thao va Du lich, Bo Tai nguyen va 

MOi truOng, B9 Ke hoach va D'Au tu, B9 Tai chInh, Van phOng Chinh phu, Thanh 

tra Chinh phi", Ngan hang Nha nuac, Uy ban Dan t9c 

Ben canh cac B9 va co quan ngang B9, trong co cAiu cua Chinh phit con có 

cac co quan thu9c Chinh phii, do Chinh phu guy& dinh thanh lap cung cap cac 

dich vu cong phvc vu cho b9 may nha nuac va dap img nhu c'au cua xa h9i. 
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b) Danh sach cac ca quan thuac Chinh pha gam: Thong tan xa Viet Nam, 

Dai Truyen hinh Viet Nam, Dai Tieng not Viet Nam, Vien Han lam Khoa h9c va 
Xa. h9i Viet Nam, Vien Han lam Khoa h9c va COng nghe Viet Nam, Hoc vien 

Chinh tri Quoc gia Has Chi Minh, Bao him xa h9i Viet Nam, Ban Quan Vi Lang 

Chu tich Ha Chi Minh. 

Chinh quyen dia phuong O.  Viet Nam hien nay co 3 cap: cap tinh (tinh, thanh 

pha trvc thu9c trung uang), cap huyen (huyen, quan, thi xa, thanh pha thuOc tinh, 

thanh pha thu9e thanh pha trvc thuOc trung uang), cap xa (xa, phuong, thi tan), 
trong moi cap chinh quyen dia phuong ca H9i clang nhan dan va Uy ban nhan dan. 

Theo Di'du 113 Hien phap 2013: 

"1. Hai clang nhan dan la co quan quyen lvc nha nuOc d clia phuong, dai 

dien cho 5r chi, nguyen vong va quyen lam cha cua Nhan dan, do Nhan dan dia 

phuong bau ra, chiu trach nhiem truck Nhan dan clia phuong va co quan nha nuac 
„ cap tren. 

2. Hai clang nhan dan quy& dinh cac van de caa dia phuong do luat clinh; 

giam sat viec tuan theo Hien phap va phap 141 O.  clia phuong va viec thvc hien 

nghi guy& caa H9i clang nhan clan." 

Theo Drdu 114 Hiin phcip 2013: 

"1. UST ban nhan dan a cap chinh quyen dia phuong do Hai clang nhan dan 

cang cap bau la co quan chap hanh cua H9i clang nhan dan, co quan hanh chinh 

nha nuac o clia phuong, chiu trach nhiern truck HO'i dang nhan dan va co quan 

hanh chinh nha nu& cap tren. 

2. US/ ban nhan dan to chdc viec thi hanh Hien phap va phap lust o. dia 

phuong; to chic thvc hien nghi guy& cua 119i clang nhan dan va thvc hien cac 

nhie'm vu do co quan nha nuac cap tren giao." 
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Chuyen de 3: 

QUAN LY HANH CHINH NHA NIMIC 

I. QUAN LY NHA. NLrOC 

1. Tiing quan ve quail 157 

a) Quan niem ve quan ly 

Quan 17 la mot hoat d6ng dac biet, la yeu to 'thing the thieu dugc trong dari 

song xa h6i, gall lien \Teti qua trinh phat trien. Theo C.Mac, quan 15T xa h6i la chirc 

'fang dugc sinh ra tir tinh chat xa h6i h6a lao dOng. N6 c6 tam quan tr9ng dac biet 

vi m9i sit phat trien cua xa h6i au thong qua hoat dOng caa con nguoi va thong 

qua quan V (con nguei dieu lchien con nguOi). Song quan ly chi tr6 thanh khoa h9c 

va dugc van dung vao thirc tin c6 tinh chat phO bien chi mai bat dau vao thap nien 

an dm the kST XX (nam 1911 khi Taylor nha tam ly h9c, quan ly hgc ngu6i MST' 

cong b6 tac pharn not tieng: Nhang nguyen ly quan 13'7 khoa h9c). 

Tuy nhien, cho den nay trong cac tai lieu chuyen nganh chua c6 dinh nghla 

chinh thOng ve quan VT, song ve ca ban khai niem quan VT c6 nhfing dau hieu 

chung nhu sau: 

- M6t la, sir tac d6ng caa chit the quan V an cac d6i tugng quan 15,  nham 

phai hgp hanh dOng de dat dugc muc tieu de ra. 

- Hai la, phai c6 it nhat mot chit the quail 1ST la tac nhan tao ra cac tac dOng 

va it nhat la met dOsi tugng bi quan VT tiep nhan trvc fief) cac tac d6ng cua chit the 

quan ly tao ra va cac khach the Ichac chiu cac tac d6ng gian tiep caa chit the quan 

Tac d6ng c6 the chi mot lan ma cang c6 the la lien ty.c, 

- Ba la, phai c6 mot muc tieu va mot quy dao dat ra cho ca ai tugng va chit 

the, mix tieu nay la can cu de chit the tao ra cac tac d6ng. 

Nhu' v4y, có the quan niem chung ye quan 1)5 la sic tac cVng va clieu chinh 

bang Wit he thong cac bien phap, phwang phap va cac ding cu cita chit the quan 

1); toi cac doi twang quan 1)5 nh'dm dat duvy muc tieu cita to chirc, ca nhan de ra. 

b) Cac chirc nang ca ban caa quan ly 

- Hoach dinh: La vach ra mot chuang trinh hanh dOng nhu ke hoach, de an, 

du an, chuang trinh cong tac... 
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- To chirc thgc hien: La viec cu the hoa ke hoach thanh cac phAn viec, cong 

(loan cg the va lap tin de thgc hien cho tUng phAn viec, hang mgc dOng theri la 

viec chudn bi, b6 tri cac nguOn lgc nhu tai chinh, ca so,  vat chat, phuang tien k"ST 

thuat va dac big la bo's tri va phan ding nguiYi thgc hien. 

- Lanh dao dieu hanh: La tad' nhiem cua ngtroi l'anh dao, quan ly cac cap 

trong viec Ong vien, khuyen khich, tap dieu kien de cap duad hoan thanh tot cac 

nhiem v1,1 dugc giao. 

- Kiem tra kiem soat: LA viec theo d'Oi, kiem tra, danh gia, ghi nhan ket qua 

thgc hien va dieu chinh ke hoach, nhiem vg, dam bao hieu qua quan 1ST. 

Hoach dinh - TO chirc - Lanh dao - Kiem tra la 4 khau lien hoan cua met qua 

trinh quan VT, la 4 chirc nang ca ban cua qua trinh quan 

2. Quin 1157 nha ntrifrc 

a) Khai niem quan l3"T nha nuerc 

Theo nghia rang: Quan 1ST nha nuOc (QLNN) la hog deng quan 1ST cua ca be 

may nha nuoc, bao gOm cac ca quan lap phap, hanh phap, to phap, de dieu chinh 

cac qua trinh xa hei va hanh vi cua cac ca nhan, to chirc trong xa hei, dugc the the 

hoa thanh phap 	clued six lanh dao 	Dang. Theo dO, ch-d the dm hoat deng 

QLNN o day bao gom cac ca quan lap phap, hanh phap va to phap. 

Theo nghia 	QLNN hog dOng có to chile va bang. 	quyen lgc nha nu& 

cua cac ca quan hanh chinh nha nuOc de trien khai thgc hien phap luat, dieu chinh 

cac qua trinh xa hei, hanh vi cua ca nhan, to chirc trong xa hei, nhAm gift gin tat to 

xa hei, phat trien kinh to - xa hoi theo cac mgc tieu cua Tina nuoc. Theo nghia nay, 

QLNN dOng nghia vOi quan l'Y hanh chinh nha ntrov, trong do, chil the la cac ca 

quan hanh chinh nha nuerc. Theo do, QLNN la hoat deng chdp hanh va dieu hanh, 

nhAm dieu chinh cac qua trinh xa hei va hanh vi cua ca than, to chirc trong xa hei 

theo phap lug, nhAm dat dugc nhfing mgc tieu ma nha nuac da dg ra. 

b) Dlac diem dm quan 1ST nha nu is 

Thu nhdt, QLNN le thuOc vao chinh tri: Chinh tri la nen tang cua. xa hei, 

hien dien trong .mgi link vgc cua dgi sOng xa. hei va la yeti to quyet dinh sly ton tai 

va phat trien cua xa hoi, trong d6 van de cot loi la gianh, gift chinh quyen nha 

nuoc. Hog deng QLNN le thuec vao chinh tri la phai dat &rad six lath dao cua 
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Dang, phai th-pc hien cac mpc tieu chinh tri, quy& sach chinh tri cua Dang, dua 

m9i chic tnrang, duang lai cua Dang vao cuOc sang. 

Thir hai, QLNN mang tinh quyen 11xc nha nuot (tinh phap quyen): QLNN la 

chirc nang co. ban dia cac ca quan ding quyen, tirc la cac quan dugc Nha nuot trao 

cho quyen 1pc nha ntrac trong mot pham vi nhdt dinh va dugc sir dpng quyen 1pc do 

nhu la ding cu de lam viec. Theo do, QLNN bao gam: (1) ban hanh cac quy dinh, bao 

gam phap lug, quy pham phap lug duoi luat, chinh sach va cac quy dinh khac, (2) to 

chirc thgc hien cac quy dinh cua nha mak, (3) cuang the viec thi hanh cac quy dinh 

cua nha nu6c, (4) xir ly cac truong h9p vi pham cac quy dinh cua nha nuoc. 

Thir ba, QLNN c6 tinh phap 1Y: Tinh phap ly cua QLNN the hien qua hai 

khia canh; mot la, m9i hog dOng QLNN deu dugc phap luat quy dinh, dugc bao 

dam bang phap luat va dugc phap lug bao ve; hai la, m9i hog dOng QLNN phai 

thpc hien theo dimg quy dinh cua phap 

Thir tu, QLNN có tinh thir ba.c: QLNN dugc to chirc thanh he thong có tinh 

thir bac chat che, the hien qua mai quan he gift cap teen va cap clued hoc gifxa thu 

truong va nhan vien, trong do: cap duoi phai phpc tang cap ten, phai chiu sp kiem 

tra, giam sat cila cap ten va phai chiu sir danh gia cua cap tren. 

Thir nam, QLNN la hog &Ong c6 tinh chuyen nghiep: Can bO, cong chirc, 

vien chdc nha nu6c phai dirge trang bi cac kien thirc, kinh nghiem, ky nang ve 

chuyen mon, nghiep vu thich h9p voi vi tri ding tac va yeu cAu cua cong viec, de 

thgc hien tat cong vu, nhiem vu dugc giao. Can bO, cong &ix tham gia rainh ciao, 

quan lY phai dugc trang bi cac kien thirc chuyen mon ve quan ly hanh chinh nha 

nu&c, nghiep vu quan ly va thixa hanh ding vu, thich hgp voi linh vac, pham vi 

cong viec dugc giao. 

Thu sau, QLNN co tinh phi lgi nhuan: QLNN la hog dOng chdp hanh phap 

lug, dieu hanh va quan ly cac linh vac cua dad sang x'a" hOi, huong tai mpc tieu 

phpc vu xa hOi va ngueri dan, nhtmg 'thong co mpc tieu lgi nhu'an. 

c) NOi dung cita Quan ly nha nu6c 

QLNN bao quat m9i 	vac cua dei sang xa" hOi, to chinh tri, an ninh, quac 

phOng, den kinh te, van hoa va cac van de xa hOi, bao gam cac not dung cu the sau: 
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MOt la, ban hanh cac van ban quy pham phap luSt, tao hanh lang phap ly va 

dieu chinh hanh vi cua cac ca nhan, to chirc trong cac linh vuc hoat dOng cua dad 

song xa hOi, nham gift cho xa hOi dinh va timg buoy phat trien. 

Hai la, de ra va to chirc thuc hien cac chinh sach kinh to - xa hoi de giai 

quy& nhang van de nay sinh trong doi song xa hoi, thao ger' nhang kho khan, 

wrong mac trong quan ly, nham  thiic day su phat trien, khuyen khich, dOng vien 

cac tang lop nhan dan phat huy tiem nang cua minh de tu phat trien va gong gop 

cho su phat trien chung cua xa hOi. 

Ba la, to auk thuc hien viec tuyen truyen, phO bien va trien khai thuc hien 

chu truang, dueug 16i 	phap luSt, chinh sach cua Nha nuac, nham dua 

duOng loi, phap luSt vao doi song, thuc hien cac muc tieu, ke hoach phat trien kinh 

t6 xa hOi trong, tirng thefi 

B6n la, dau tu va thu hut cac ngutin dau tu de phat trien kinh te, gift vfing 

quOc phong, an ninh va Oat trien cac cong trinhha tang ky thuSt, ha tang xa hOi, 

cung cap cac dich vg cong cong, cac hang hOa dung chung, quan ly viec cung cap 

cac dich vu, phpc vu nhu cau cua ngtrei dan va su phat trien xa hOi. 

Nam la, thuc hien viec kiem tra, giam sat, xir I Si cac vi pham trong pham vi 

tham quyen, danh gift ket qua viec thuc hien chi' truang, duong loi cua Dang, phap 

luSt, chinh sach cua Nha nuac. 

d) Phuang thirc quan 1)'T nha nuac 

- QLNN la quan ly bang phap lu.at, tire la cac ca quan QLNN cac cap, theo 

tham quyen cua minh, ban hanh ra cac van ban quy pham phap lust va buOc cac ca 

nhan, to chirc trong xa hOi phai tuan thu. 

- QLNN thong qua bO may hanh chinh nha nuac: Cac ca quan hanh chinh 

nha nuac cac cap la chii the dm quan 1ST hanh chinh nha nuac, dung 13(1 may va 

tham quyen cua minh de tin hanh viec tuyen truyen, ph6 bien phap lust, trip tiep 

trier) khai viec thuc hien cac quy dinh cua phap luSt, kiem tra, giam sat viec thuc 

hien phap luSt va thuc hien cac quyen cubMg the dOi vai cac hanh vi co tinh khOng 

thuc hien va xir ly d6i vOi cac hanh vi vi pham theo tham quyen. 

- QLNN la su ket hap deg bO giira nganh 	l'anh thO: Cac b(), ca quan 

ngang bO la ca quan cua Chinh phu, có chirc Wang QLNN d6i vai mot s6 nganh, 

linh vuc nhat dinh theo quy dinh cua phap lust va su phan cong cua Chinh 
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trong pham vi ca nuoc. Cac tinh, thank ph6 trvc thu0c trung -acing co chirc nang 

QLNN doi vdi moi link vtrc hoat dung tren pham vi dia ban quan 13'7 cua minh, theo 

sir chi dao nghiep NT dm cac ca quan trung uung, trir mot so nganh co tinh d:ac thu 

do trung ming quan 1$/ trgc tiep theo nganh doe nhu nganh thu6, hai quan, kho bac, 

cong an,... 

3. Quan I nha 	ciia chinh quyen dia phirceng 6.  xa, phuirng, thi trAn 

Chink quyen dia phuang xa, phirang, thi trdn la. cap chink . quyen dia 

phucmg gOM.có HUI dOng nhan dan va Uy ban nhan dan xa, phuang, thi trdn. 

3.1. Nhiem vu, quy'dn han caqchinh qulen dia plurong 

a) Nhiem vu, quyen han chung (Dieu 31 Lu4t TU chirc chinh quyen dia phuong) 

- TU chirc va bao dam viec thi hanh Hien phap va phap 1u4t teen dia ban xa. 

- Quye't dinh nhimg van de dm xa trong pham vi dugc phan quyen, phan cap 

theo quy dinh cua Lulat nay va quy dinh Ude cua phap 1u4t có lien quan. 

- Thvc hien nhiem vu, quyen han do ca quan hanh chinh nha nuac cap tren 

uy quyen. 

- Chiu trach nhiem tnroc chinh quyen dia phucmg cap huyen ve ket qua thvc 

hien cac nhiem vv, quyen han cua chinh quyen dia phucmg xa. 

- Quyet dinh va to chirc thvc hien cac bien phap nham phat huy quyen lam 

chti cua Nhan dan, huy &Ong cac nguon lvc xa hOsi cue xay dgng va phat trien kinh 

to - xa hOi, bao dam quOc phong, an ninh tren dia ban xa. 

b) Nhiem vg, quyen han cu the dm Uy ban nhan dan xa 

- Xay dung, trinh HOi dOng nhan dan xa ban hanh cac nghi quyet ye nhting 

van d thuOc nhiem vu, quyen han cua Hoi dOng nhan dan xa. 

- Trinh HOi &Ong nhan dan xa quye't dinh nhfing bien phap bao dam tra.st tv, an 

toan xa hOi, ddu tranh, phong, ch6ng t0i pham va cac hanh vi vi pham phap lulat khac, 

phong, ch6ng quan lieu, tham nhiing trong pham vi dugc phan quyen; bien phap bao 

ve tai san cUa ca quan, to chirc, bao hO tinh mang, to do, danh dv, nhan pham, tai san, 

cac quyen va lqi ich hop phap khac cua cong dan ten dia ban xa; 

- Trinh HOi gong nhan dan xa quy6t dinh dv town thu ngan sach nha nuac 

tren dia ban; dv town thu, chi nghn  sach xa; dieu chinh du town ngan sach xa trong 
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truang hap can thi6t; phe chuAn quy& toan ngan sach xa. Quye't dinh chn itruang 

ddu tu chuang trinh, dg an cfla xa trong pham vi clugc phan quyen. 

- TeiChfrc thuc hien cac nghi quy6t cua HOi dong a'an..d".an 

- To chdc thgc hien ngan sach dia phi/mg. 

- Thgc hien nhiem vg, quyen han do ca quan nha nuot cap tren phan cap, Uy 

quyen cho Uy ban nhan dan xa. 

3.2. Nhi?m vy, qulen han cfia chinh quy'dn dia phuang phwerng 

a) Nhiern vg, quyen han chung (Dieu 59 Ludt T6 chirc chinh quyen dia 

phucmg) 

- T6 chirc va bao dam viec thi hanh Hi6n phap va phap Ludt tren dia ban 

phuang. 

- Quy6t dinh nhting van de cila phuang trong pham vi dugc phan quyen, 

phan cap theo quy dinh cfra Ludt nay va quy dinh lchac cua phap Ludt có lien quan. 

- Thgc hien nhiem vu, quyen han do ca quan hanh chinh nha nuoc cap teen 

fly quyen. 

- Chiu trach nhiem truoc chinh quyen dia phuo-ng a quan, thi xa, thanh phO 

thu(ic tinh, thanh ph6 thu9c thanh ph6 trgc thu9c trung wing ve k6t qua thirc hien 

cac nhiem vu, quyen han cua chinh quyen dia phuang phuang. 

- Quyet dinh va to chuc thgc hien cac bien phap nhdm phat huy quyen lam 

chit'  cua Nhan dan, huy dOng cac nguim lgc xa h9i des xay dkrng va phat trien kinh 

to - xa h9i, bao dam que)c phong, an ninh ten dia ban phuerng. 

b) Nhiem vg, quyen han cg the dm fly ban nhan dan phuang 

- Xay dung, trinh 1-191 dling nhan dan phuang ban hanh nghi quy6t ye nhfing 

van de thu9c nhiem vg, quyen han cua H9i d6ng nhan dan phuang. 

- Xay dung, trinh H9i ding nhan dan phuang quye't dinh dg toan thu ngan 

sach nha nuerc tren dia ban; dg toan thu, chi ngan sach phuang; dieu chinh dg toan 

ngan sach phuang trong truang hap can thiet; phe chudn quyet toan ngan sach 

phuang. Quyet dinh chu tracing cidu tu chuang trinh, dg an tren dia ban phuang 

theo quy dinh cua phap Ludt. 

- To chirc thgc hien cac nghi quyat cua HOsi d'Ong nhan dan phuang. 
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- T6 chuc thgc hien ngan sach dia phucmg. 

- Thgc hien nhim vv, quyen han do co quan nha mr6c cap tren phan cap, uy 
quyen. 

3.3. Nhiem vy, quye'n hgn cua chinh quy'n lia phirang thi triin 

a) Nhiem vv, quyen han Chung (Dieu 66 Luat T6 chirc chinh quy6'n dia 

phuong) 

- T6 chirc va bao dam viec thi hanh Hien phap va phap 14t tren dia ban thi trap. 

- Quyet dinh nhimg van de cua thi trdn trong pham vi dugc phan quyen, 

phan cap theo quy dinh cua Lu4 nay va quy dinh kink cua phap 1u4 c6 lion quan. 

- Thgc hien nhiem vv, quyen han do Ca quan hanh chinh nha nuoc cap tren 

uy quyen. 

- Chiu trach nhiem tru6c chinh quyen dia phucmg o huyen ve ket qua thgc 

hien cac nhilem vv, quyen han cilia chinh quyen dia phuang b thi trAn. 

- Quyet dinh va to chirc thirc hien cac bien phap nham phat huy quyen lam 

chu cua Nhan dan, huy dOng cac ngu6n lgc xa" hOi de xay Ong va phat trien kinh 

to - xa h6i, bao dam qu6c phong, an ninh tren dia ban thi trdn. 

b) Nhiem vv, quyen han cu the oh Uy ban nhan dan thi trdn 

- Xay Ong, trinh Hoi d6ng nhan clan thi trdn ban hanh nghi guy& ve nhfing 

van de thu6c nhiem vv, quy'en han cua H6i d6ng nhan dan thi trAn. 

- Xay dgng, trinh H6i d6ng nhan dan thi trAn quyet dinh dg toan thu ngan 

sach nha nuOc ten dia ban; dg toan thu, chi ngan sach thi trdn; dieu chinh du toan 

ngan sach thi trAn trong truemg hop can thi6t; phe chudn guy& toan ngan sach thi 

trdn. Quyet dinh chu truang ddu to chucmg trinh, dir an tren dia ban theo quy dinh 

cua phap 141 

- T6 chirc thgc hien cac nghi quyet cua H6i ding nhan dan thi trdn. 

- T6 chirc thgc hien ngan sach dia phuang. 

- Thgc hien nhiem vii, quyen han do ca quan nha nu& cap teen phan cap,  Uy 

quyen. 

II. QUAN LY HANH CHINII NHA NU'OC 

1. Khai niem 

17 



La six tac &Ong c6 to chirc va dieu chinh bang quyen lire nha nu6c dOi vii 

cac qua trinh xa h9i va hanh vi hog Ong cua cong dan, do cac co quan trong he 

thOng hanh phap tix Trang uong den co so tien hanh de thuc hien nhang chirc nang 

va nhiern vu cua nha nuoc, phat trien cac mOi quan he xa hOi, duy tri trig tir, an 

ninh, them man cac nhu cau hop phap cUa cong dan trong sir nghiep xay dung va 

bao ve to quOc. 

Nhu vay, sir khac bit gifia quan ly nha nuac va quan VT hanh chinh nha 

nuac IA a diem quan 1ST nha nuac la quan ly cila ca b9 may nha nu6c (bao gOm cac 

ca quan lap phap, hanh phap va to phap), con quan 1ST hanh chinh nha nuac la quan 

1ST dm cac co quan hanh phap. 

2. D4c diem to. ban ciia quan 1ST hanh chinh nha ntrov 

Khi not den d4c diem dm quan 1ST hanh chinh nha nuot la not den nhczng net 

d:ac thir cua quin 1ST hanh chinh nha nuac de phan biet vii cac clang quan ly xa hoi 

cua cac chit the khac. Quan ly hanh chinh nha nuac xa hoi chu nghia c6 cac dCw 

diem co ban &Jai day: 

- Quan 1ST hanh chinh nha nuac mang tinh quyen lire nha mac (tinh cong 

quyen) la chirc nang co ban cila cac co quan cong quyen, bao g6m (1) ban hanh cac 

quy dinh phap lug, quy pram phap luat duoi luat, chinh sach va cac quy dinh khac,(2) 

to chirc thuc hien cac quy dinh cua nha nuac.(3) cuing the viec thi hanh cac quy dinh 

cua nha nuac, (41)xir ly cac taxing hgp vi pham cac quy dinh cua nha ntroc.. 

- Quan ly hanh chinh nha nuac c6 mac tieu chien lugc, c6 chuong trinh va 

c6 ke hoach de thuc hien mac tieu. 

- Quan VT hanh chinh nha nu& c6 tinh chu cling, sang tap va linh hog trong 

viec dieu hanh, phi hgp, huy ding mgi lac luting, phat huy sire manh tong hgp de 

to chirc lai nen san xuat xa h9i va cut:ic song con florin tren dia ban cua minh theo 

sr phan cong, phan cap, dung tham quyen va theo nguyen tac tap trung dan 

- Quan ly hanh chinh nha nu6c c6 tinh lien tic va tuang d6i on dinh trong to 

chirc va hog ding. Vi nen hanh chinh nha nu6c c6 nghia vi phic vu cong vu va 

nhan dan trong cong viec hang ngay, thuang xuyen cho nen quan 1ST hanh chinh 

nha nuac phai bao dam tinh lien tuc de thoa man nhu cau hang ngay cua nhan dan, 

cua xa hOi va phai cn dinh de darn bao hoat dOng khOng bi Oen doan trong bat kST 

tinh hung chinh tri - xa h9i nao. 
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- Quan 1y hanh chinh nha nu& la hog d9ng co tinh chuyen nghiep cao. 

Can b9, cong chuc nha nuoc phai dugc trang bi cac kien thirc, kinh nghiem, 

ky nang ve chuyen mon, nghiep vu thich hgpvoi vi tri cong tac va yeu cdu cong 

viec de thuc hien tot cong vu dugc giao, Can b9, dog chirc tham gia lanh dao, 

quan 1.)",  phai dugc trang bi cac kien thirc chuyen mOn ve quan lYT hanh chinh nha 

nuO.c ve nghiep vu quan ly va thira hanh cong vv,thich hgp vai linh vi,rc va pham vi 

cong viecdugc giao. 

- Quan ly hanh chinh nha nuoc có tinh he th6ng thir bac chat che, the hien 

qua me:d quan he gifra cap tren va cap duoi hoac gicra thu truo.ng va nhan vien, 

trong do: cap cluOi phai phtic ding cap tren, phai chin str kiem tra, giam sat cila cap 

ten, va phai chiu danh gia dm cap ten 

- Quan 1Y,  hanh chinh nha nuoc xa h9i chu nghia khong có su cach biet tuyet 

d6i v'e mat xa hOi gifla nguoi quan 1Y7 va nguoi bi quan 1Y7. Bari vi, thir nhat, trong 

quan ly xa h9i thi con nguoi vira IA chil the vira la d6i tugng cua quan VT. Mat khac 

trong chu nghia xa h9i, nhan dan la chit the quan 13'T dat nuarc. 

- Quan ly hanh chinh, nha nuarc xa h9i chu nghia có tinh phi lqi nhuan vi 

quail 1.3% hanh chinh nha nuoc la hog dOng chap hanh phap ludt, dieu hanh va quan 

15/ cac linh vi.xc dm dad song xa h9i, huong tad mvc tieu phvc vu xa h9i va voi 

nguoi dan, nhung khong có mtic tieu lqi nhu4n 

- Quan ly hanh chinh nha nuoc XFICN mang tinh nhan dao. Xuat phat tir ban 

chit NhA nuoc dan chu XHCN, tat ca cac hoat d9ng dm nen hanh chinh nha nuoc 

deu có flux tieu phuc vu con nguoi, ton trong quyen va lqi ich h9p phap cua cong 

dan va lay do lam xuat phat diem cila he thOng ludt, the che, quy tac va thu tuc 

hanh chinh. 

3. Nguyen tac quan 157 hanh chinh nha nithc 

Nguyen tac quan ly hanh chinh nha nuoc la to tuang chi dao bat ngu6'n to 

ban chat che d9, dugc quy dinh trong phap luat, tao thanh co.  so cho viec to chirc, 

hog d9ng cua b9 may nha nu& trong cac khau dm qua trinh quan ly nha nuerc. 

Nguyen tac quail 13'T hanh chinh nha nuoc dugc hinh thanh mot cach khach quan, 

phan anh quy luat khach quan cua xa h9i va ban chat dm che d9 chinh tri xa h9i. 

Cac nguyen tac quan ly hanh chinh nha nuoc hgp thanh mot the th6ng nhat, 

lien he chat che \Jeri nhau bao g6sm: 
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a) Nguyen tac quan ly hanh chinh nha nu6c du6i sir lanh dao caa. Dang va 

nhan dan tham gia quanl'Y hanh chinh nha 

- Trixoc het, Dang de ra quan diem, nguyen eac, pluming huong chi dao viec 

to chirc b6 may hanh chinh nha nu6c. 

- To chirc Dang va clang vien guang mdu chAp hanh va ton trong hien phap, 

phap lug de nang cao uy tin cua Dang d6i voi nha nuoc va xa h6i 

- Dang lanh dao quanlY nha nuot nhung khOng lam thay the co quan nha nu6c. 

- Six tham gia cua nhan dan vao quyen igc chinh tri la mot trong nhimg d'ac 

trung cua the d6 dan chu, quyen tham gia vao hog d6ng thgc hien quyen lire nha 

nu6c cua nhan  dan duce quy dinh tai Dieu 28 Hien phap 2013: "Cong dan co 

quyen tham gia quan 1ST nha nu6c va xa h6i, tham gia thao Juan va kien nghi cac 

van de dm co sa, dia phuang va ca nu6c. Nha nu6c tao diau kien de cong dan 

tham gia quail ly nha nu6c va xa h6i, cong khai, minh bach trong viec flap nhan, 

phan hoi 3'T kien, kien nghi cua cong dan". 

Nhan dan c6 quyen tham gia vao quan ly nh.a nuac mot each two tip ho'ac 

gian tiap, tham gia giai quyet nhUng van de ion va he trung cua dia phuang ho4c 

don vi, tham. gia bieu quyet khi Nha nueic t6 chirc trung cau dan ST, nhung hinh 

th(rc tham gia true flap khaz cua nhan dan vao quan ly nha nu&c la: Thao luan g6p 

kien vao qua trinh xay ding nhfIng dao lug ho'ac cac quyet dinh, quan trong khac 

cua Nha nuelc ho'ac cua dia phucmg; kiem tra cac co quan quan ly nha nu6c; thgc 

hien quyen khieu nai, to cao hanh vi vi pham phap luat trong quan VT nha 

Cac hinh th(rc tham gia gian flap cua nhan dan vao quan ly nha nu6c, kiem tra 

giam sat boat d6ng cua cac co quan nay thong qua hog d6ng cua cac dai biau do 

minh bau ra. 

b) Nguyen fac tap trung dan cha 

Dieu 8 Hien phap 2013, quy dinh tap trung dan chn la nguyen eac to chirc va 

boat d6ng ca ban dm ca quan nha nu6c. Bieu hien cua nguyen tae tap trung dan 

chu trong quan ly hanh chinh nha nu6c la: 

- Sg phi thu6c cua ca quan hanh chinh nha nu6c vao ca quan dai dien quyen 

lgc cua nhan dan ding cap. 

- Sg phi thu6c cua cap duoi vai cap tren, dia phuang phpc tong Trung uang. 

- Sr phan cap quan ly (Dan cha hoa). 
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- Huong ve so.. 

- Sy phy thuOc hai chieu cua co quan hanh chinh nha ntrac i dia phuong 

(ket h9p gala tap trung va dSn chti) 

c) Nguyen tac kiem soat quyen lyc 

(Khoan 3, Dieu 2 Hien phap 2013 - Diem 	trong Hien phap 2013) 

La nguyen tac cua nha ntrac phap quyen. de cac ca quan hanh chinh nha nuac 

thyc thi có hieu lyc, hieu qua chirc nang, nhiem vu, quyen han cUa minh theo hien 

phap va phap lust, tranh viesc 19i dyng,lam dyng quyen lyc; phong ch6ng tham nhUng, 

lang phi, di5ng thoi de nhan dan co ca so.  hien dinh giam sat quyen lyc nha nuot 

d) Nguyen tac quan ly hanh chinh nha mot bang phap lust va tang cueng 

phap the xa hOi chti nghla 

Quan ly nha nuac bang phap luSt va tang cueng phap the la nguyen tac hien 

dinh. Nguyen Vac nay doi hoi: 

- Trong linh vvc xay dung phap lust, cac ca quan hanh chinh co the dan 

phuang ban hanh nlyang van ban quy pham phap luSt thuOc thdm quyen dugc trao 

nhung khong dugc trai vai nhirng quy dinh dm Hien phap va lu.t. 

- Trong thyc thi phap lulat phai triet de tuan thu ca ve nOi dung va hinh thirc 

cda luSt hay cac van ban quy pham phap luSt khac.- Quy dinh ro trach nhiem, 

nhiem vu, quyen han cu the cua cac ca quan va cong chirc nha nuoc. 

- M9i hanh vi vi pham trong quan ly hanh chinh nha nu& phai dugc phat 

hien va xirnghiem minh 

d) Nguyen tac quail ly theo nganh ket hop vOi wan ly theo lanh thO (dia phuong) 

Xudt phat tir hai xu huong khach quan cUa nen san xudt-xa hO'i do la: 

- Tinh chuyen mon hOa theo nganh. 

- Sy phan be) san xudt theo dia phuong va \rising lanh thO, 

Sy ket hop giira cac ca quan quail ly nganh, chirc nang 	chinh quyen dia 

phuang nham dam bao cho host dOng gift nghanh vo i clia phuang dg dugc six 

thtmg nhAt trong quan 
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e) Nguyen tac phan dinh hog dung quan 1y hanh chinh nha wick \Teri hog 

&Ong san xuat - kinh doanh cua cac chn the kinh to cua nha puck va hoat d9ng six 

nghiep cUa cac dun vi sg nghiep 

Nha nuOv ta có nhiern vu to chirc va quan 1ST nen kinh to quOc dan; quan 1ST 

cac thanh phan kinh to nhung Ichong trgc tiep kinh doanh va quan 1ST kinh doanh. 

Quan 15/ nha mac ve kinh te bao gOm cac n9i dung chil yeu sau: 

- Tao mai truong va dieu kien cho host Ong san xudt kinh doanh. 

- Dinh huOng va ho trg phat trien thong qua ke hoach va cac chinh sach kinh te. 

- Hoach dinh va thgc hien chinh sach xa h9i, dam bao sir thong nhat gala 

phat trien kinh to va phat trien xa h9i. 

- Quan ly va kiem sok viec sir dung tai nguyen, tai san quiSc gia. 

- To ch*c nen kinh te va dieu chinh bang cac cong cu va bien phap vi mo. 

- TO chirc va giam sat hog &Ong tuan thit phap lust cua cac don vi kinh te. 

Nha 'mac thgc hien cac chirc nang tren thong qua mot he thong cac co quan 

hanh chinh nha nuac; thOng qua to chirc kinh. to cua Nha nuck; thOng qua viec ciao 

tao, b6i disang, bo tri d9i ngil can b9 co pham chat chinh tit co nang lgc quan ly 

nha mx6c, quail 1S,  kinh te, quan ly xa h9i. 

Cac to cluk kinh doanh true tiep thgc hien cac host dOng kinh doanh có to 

each phap nhan, hog dOng kinh doanh binh gang truck phap lust; có quyen to chu 

ve tai chinh va thgc hkn  hach toan kinh phat huy nang lire kinh doanh, chiu sg 

quan 1y bang phap luSt cUa cac co quan hanh chinh nha nuoc. 

Cac to chirc sir nghiep cua nha nuck do nha nuov lap ra a thgc hien cac 

dich vg cong, lien quan den nhimg nhu cau thiet yeti cda cong dan, to chirc. Viec 

phan dinh nay nham giup cho hanh chinh nha n.uerc thgc hien tot chirc nang cua 

minh, d6ng the tao dieu kien thuSn lgi nhat de cung ung cac san pham hang hod 

va.clich vu cho xa h9i. 

g) Nguyen tac cong khai 

To chirc hog dOng hanh chinh cna nha nuac ta la nham phpc vii lgi ich quOc 

gia va lgi ich hop phap cua cong dan nen can phai cong khai hod, thirc hien dung 

chu truang "dan biet, dan ban, dan lam, dan kiem tra". Phai quy dinh cac hog &Ong 
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can cong khai cho dan Nest, tao dieu kien thu hitt gong dao quan chimg nhan dan 

tham gia kiem tra, giam sat hog gong hanh chinh nha ntrac. 

4. Hinh thfrc, cong cu va phifung phap quan ly hanh chinh nha nuitv 

4.1. Mnh 	quan ly hanh Minh nha 	dugc hieu la skr bieu hien 

ben ngoai cua hog dang quan b'T do cac co. quan hanh chinh nha nueic tien hanh 

nhu viec ban hanh van ban quan ly, tin hanh cac bien phap, cach thuc va tic 

nghiep vat chit, ky thug a nham thirc hien tat chirc nang chip hanh dieu hanh. 

Cac hinh thirc co. ban trong quan ly hanh chinh nha nu6c, gam: 

a) Hog dang ban hanh van ban quy pham phap lug 

adt nguan tir thirc thi quyen hanh phap, thirc hien cac hog dang chip hanh 

va dieu hanh cac did the hanh chinh c6 quyen ban hanh cac van ban quy pham 

phap lust clued lust (quyen lap quy) An dinh, cu the h6a, chi tiet hoa ca quy dinh 

dm lug, phap ienh. Nha vay ma cac cha the tham gia quan he phap lust hanh 

chinh thirc hien cac quyen va - nghia vu tich ckrc hcm. Trinh tv, thu tvc thirc hien 

quyen nay do phap lug quy dinh (xem lug ve thdm quyen ban hanh van ban). 

- Thong qua hinh thirc nay thdy dtrojc vi;  tri, tinh chit dm cac 	quan quan 

13'T hanh chinh nha mr6c: Trung trong hay dia phuong, co quan thim quyen rieng 

hay co.  quan thim quyen chung trong qua trinh thirc hien quyen lirc nha mrerc trong 

link virc hanh chinh do lug dinh. 

b) Hoat d'Ong ban hanh van ban ap dking quy pham phap lug 

- Ban hanh cac van ban ap dung quy pham phap lust IA hog dang chit yeti va 

thuong xuyen nhat trong qua trinh thirc hien quan ly nha mr6c 

- Hog dang ap dung phap lug la nh'am thirc hien cac quyen va nghia vu ctia 

chti the phap lust hanh chinh. Can cir vao cac van ban quy pham, can cu vao six 

viec thirc te, cac chi' the quan ly hanh chinh nha mr6c ban hanh quyet dinh ca biet 

ap dung cho mat do'i tuong nhit dinh. Tir do, no lam phat sinh,thay d6i hay chdm 

dirt mot quan he phap lug cu the. Chang han quyet dinh dieu &Ong cong tac,tuyen 

dung, de bat, xir phat, cuang the hanh chinh. 

- Vai cac loai quyet dinh cá biet nay, cac chii the quan ly hanh chinh da giai 

quyet ducic cac cong viec dat ra teen cac linh virc cua ded sang xa hoi, thiet lap sir 

on dinh va phat trien. 
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c) Hoat &Ong ap chpg nhimg bien phap to chirc trtrc fief) 

Cac bien phap to chic nhu: hOi nghi, phoi h9p, pho bien kinh nghiem, tong 

ket, nghien ciru xay dung ke hoach cong tac, tuyen chon va sir dipg can bO, phan 

chia chirc nang to chirc thgc hien quye't dinh, kiem tra viec thirc hien quyest dinh 

hog dOng ap dicing cac bien phap to chl.rc tr-crc tip dOc lap tuang dOi veri ban hanh 

van ban, thirc hien tru6c hoc sau khi ban hanh van ban. 

d) Thvc hien cac tac nghiep vat chat - ky thuat: 

Cac hoat dOng nay bao gom cong tac thi;ng ke, kiem tra, bao cao, ding tac 

thong tin, van thu...phvc vu cho dieu hanh thtrc hien cac chirc nang quail 

4.2. Cling cu quan ly hanh chinh nha nwo'c 

thirc hien chirc nang thAm quyen, cac ca quan hanh chinh sir Ong cong 

cu chu ye'u: cong s&, cong san, cong quyen - quye't dinh quan ly hanh chinh. 

- Cong so': la trij so ca quan, la nai lam viec cua ca quan,. la nai can bO lanh 

dao, cong chirc va nhan vien thgc thi cong cu, ban hanh cac quye't dinh hanh chinh 

va to chirc thirc hien cac quy& dinh, la nai giao tip d6i nOi, d6i ngoai... 

- Cong san: la von (kinh phi) va cac dieu kien, phuong tien a hog dOng. 

- Quyk clinh quan ly hanh chinh: La six bie''u hien Y chi dm Nha nuac. La k6t 

qua thirc hien quyen hanh phap mang tinh menh lenh dcm phuang cua quy'L 1-krc 

nha nuoc. 

4.3. Phwang phdp quan ly hanh chinh 

a) Phuang phap quan 15,  hanh chinh nha ntroc 

Phuang phap quan 1y hanh chinh nha ntr6c la cac cach thirc, bien phap, thu 

thuL &la cac chti the hanh chinh nha nook de dam bao viec thuc hien cac chirc 

nang, nhiem vg va tham quyen cua cac ca quan quan ly hanh chinh nha ntr6c va 

cac chirc vu quan ly hanh chinh nha nuac. D6 la phuong thirc, cach thirc do chit the 

tac dOng an ai tuong quan 

b) Cac phuang phap quan ly hanh chinh nha nuac 

Cac ca quan hanh chinh nba nu6c, trong to chlrc hoat dOng cua minh deu sir 

citing rat nhieu phuang phap quan ly. Cac phuong phap co the phan thank 02 nh6m: 

* Nhom thin nheit 
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GO'm nhang phuang phap quan 13'7 chung dugc quan 13'7 hanh chinh nha nu& 
van dung, cu the la: 

- Phuong phap ke ho4ch hod 

Cac ca quan hanh chinh nha nuoc dung phuong phap nay a xay dung chien 

lugc phat trie'n kinh to - xa hPi, lap quy hoach tong the va chuyen nganh; du bao xu 

the phat trien; d4t chuong trinh mvc fiat va xay dung ke hoach dai hp, trung hp, 

ngan hp. 

Sir dung phuang phap nay de tinh toan cac chi tieu ke hoach, to chirc thvc 

hien va kiem tra, danh gia tinh hinh thvc hien ka hoach, cac bien phap can 6i. 

Day la phuang phap rat quan trong ca tam vi mo cua Nha nuoc va vi mO 

cim co so.. 

- Phuong phap thOng ke 

Phuong phap nay dugc cac co quan quail 13'7 hanh chinh nha nuoc sir dung de 

tin hanh dieu tra khao sat, phan ba, sir dung cac phuang phap tinh toan nhu: so 

binh quan gia quyen, chi so, tuong quan tuyen tinh, tuong quan hoi quy... de phan 

tich tinh hinh va nguyen nhan ciia hien tuong quan l$7, lam can cir khoa h9c cho 

viec ra quyet dinh quan 13'7. 

Sir dung cac phuong phap thu thlap so"' lieu, tong hop va chinh b`7 de tinh toan 

tOc dP phat trier' cac chi tieu quan trong. 

- Phuang phap toan hoc 

Voi phuong phap nay, cac co quan hanh chinh nha nu& *rig dung ma tr4n, 

van tru h9c, so 6 mang...trong quan 17; sir dung cac may dien toan de thu thap, xir 

ly va ltru trir thong tin; toan h9c hod cac chtrang trinh mpc tieu kinh te- xa hOi; tinh 

than cac can dOi lien nganh trong m9i linh vvc hcqt Ong quan I. 

- Phuang phap tam 13'7 - xa hPi 

Phuang phap tam ly - xa hPi nham tac &Ong vao tam tu, tinh cam cua nguoi 

lao dOng, tp cho h9 khOng khi hO hai, yeu thich cong viec, gan bO yeti tap the lao 

dOng, hang say lam viec, giai quyet cho h9 nhimg wrong mac trong cong tac, dPng 

vien, giAp da h9 vugt qua khO khan ve cuPc song. 

Do 4y, tac dOng tam 	xa hPi la phuong phap quan 13'7 rat quan trong. 

- Phuang phap sink 13'7 hoc 
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Tren ca so( phuang phap nay, cac ca quan hanh chinh nha nuoc tien hanh bo 

tri noi lam viec pith hqp voi sinh ly ciia con ngueri, tao ra sg thoai mai trong lam 

viec va tiet kiem cac thao tac khemg can thiet nham tang nang suat lao clOng nhu: 

bo tri phOng lam viec; ban lam viec, ghe ngai; vi tri dat dien thoai; vi tri de tai lieu; 

mau sac, anh 

* Nhom thir hai 

Gam 4 phuong phap chic yeu clia khoa h9c quan l)').  la: 

- Phuang phap thuyet phuc 

XuAt phat tir ban chat dm nha nuoc "dm can,  do dan, vi dan",thuyet plitic la 

phuang phap ca ban hang dau trong quan ly cua nha nuoc. 

+ Nai dung phuang phap thuyet phgc the hien la cac hoat clang: giai thich, 

huong dan, quail triet, pha bien, chtimg minh, trinh bay, clang vien cu cac ca quan 

va cong chtirc hanh chinh nh.a nuoc de d6i tugng quan 13'T to giac thirc hien cac 

quyen va nghia 

+ Thuyet phvc tien hanh ten ca so phap lua.t do cac ca quan thirc thi quyen hanh 

phap tien hanh nen khac vOi hoat clang thuyet phvc ctim cac thiet the xa hai khac. 

- Phuang phap cueing the 

+ Phuang phap cueing the do phap 1u'at quy dinh ca trinh to va hinh thirc 

cueing che. CO ben loai cueing the nha nuoc: Cueing the IcST luat, cueing the hanh 

chinh, cueing the hinh sir, cueing  the dan gr. 

+ Trong quan 15/ hanh chinh nha nuoc ap dgng chu yeti phucmg phap cueing 

the hanh chinh. Chii the dp dung la cac ca quan quan Vi• hanh chinh nha nuoc tien 

hanh theo trinh to thu tgc hanh chinh, vi lgi ich cong cong. 

Cueing the hanh chinh bao gam: Phong ngira, ngan chan, xir phat va cac 

bien phap xir 13'T khac: 

- Phuang phap kinh te. 

La phuang phap tac clang vao lgi ich de kich thich hoc ran de ai tugng 

quan ly thgc hien tat quyen, nghia vg trong chap hanh - dieu hanh thirc hien chinh 

sach, phap 

Phuang phap nay rat phong 

+ Cac quy pham thuOng, phat vat chat, kinh te. 
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+ Cac uu tien trong dau tu, 

+ Dieu kien mien, giam va thug suat qua cac ciao luat thug. 

+ ThOi han vay, tra lai trong tin dung_ 

+ Doi hoi Ichach quan cua kinh to thi truing. 

- Phuong phap hanh chinh: 

Phucmg phap hanh chinh la phuong phap tien hanh clued hi.nh thirc cac menh 

lenh hanh chinh (quygt dinh hanh chinh), phan anh quyen lvc tap trung, the hien 

phuong phap d4c trung cfra quan 15T hanh chinh, bao dam tinh thong nhat, tinh 

thong su& cua quan 15T hanh chinh. 

Phuong phap hanh chinh dugc thvc hien qua cac not dung: 

+ Quy dinh nhfing quy tac xir sv chung trong quan ly hanh chinh nha ntroc. 

+ Quy dinh quyen hp va nghia vu cita cac co.  quan &raj quyen, giao nhiem 

vu cho cac cu quan do. 

+ Thoa man dun phuong yeti cau hgp phap -cira cong dan. 

+ Kiem tra viec chap hanh phap luat, viec thvc hien nhiem vg cua cap dual. 

+ Ap dung cac bien phap cuang chg can thigt. 

Trong 4 phuong phap nay, theo quan niem chung hien nay thi phuong phap 

thuygt phuc la hang dau, phai lam thuOng xuyen, lien ty.c va nghiem tue. Phuong 

phap cuang dig la hgt sirc quan trong, co tinh khan cap. Phuong phap kinh tfe la 

bien phap cu ban, la dOng lvc thuc day mgi hog dOng quan ly nha ntr&c. Phucmg 

phap hanh chinh la rat can thigt, nhung phai dugc sir dung mot each dUng clan. 
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Chuyen de 4 

TONG QUAN Vt CAIN BO, CONG CHtt CAP XA 

I. CAN BO, CONGItt VA CAN BO, CONG CHfrC CAP XA 

1. Khai ni)On ye can b0 

Tir can bo dugc du nhlap vao nuoc ta t* Trung Quoc va dugc dung phi; bin 

trong 	lcY khang chin dung de phan biet vai nhan dan. 

Nghia cua tir can b0 tuu trung co hai nghia chu yeu: 

Nghia thir nhdt la cai khung, cap, IchuOn; 

Nghia th* hai la nguai nong cot, nguai chi huy. 

Trong mot tiled gian dai, nude ta tix can bO gan nhur dugc clUng thay the 

cho tix cong chirc (Can NI, ding nhan vien chuc nha nuoc...). 

Trong Tir din Ting Viet, can 1340 dugc dinh nghia Ngtrefi lam cong tow 

nghip vu chuyen mon trong co' quan nha nuoc, clang va doan thZ. 

Hien nay, theo Khoan 1 Dieu 4 Lu4 CanbO, cOng chirc nam 2008: Can bO la 

cong dan Viet Nam, dugc b'du GCT, phe chudn, bo nhiem giu chirc vu, chuc danh 

theo nhiem kY trong co quan cua bang COng san Viet Nam, Nha nuoc, to cluk 

chinh tri - xa hOi u trung uong, o tinh, thanh phe tivc thuOc trung uang (sau day 

g9i chung la cap tinh), or huyen, quan, thi xa, thanh ph6 thuOc tinh (sau day g®i 

chung la cap huyen), trong bien the va huang luang tir ngan sach nha nuorc. 

2. Khai ni§m ye cong chfre 

nuoc ta, ngay tix sau each mang thang 8 nam 1945 thanh ding, Hien phap 

nam 1946 ra &xi la co sac phap lY cho viec xay dung the dO ding chile mai. Ngay 

20 - 5 - 1950 Chu tich Fro Chi Minh da ban hanh sac lenh 76/ SL ve thvc hien quy 

the cong chuc. 

Sac lenh da chi ro: "Cong chuc la nhimg cong dan Viet Nam dugc chinh 

quyen nhan dan tuyen de gift mot chuc vu thuang xuyen trong co quan Chinh phu 

o trong hay Or ngoai nuac deu la cOng chirc theo quy the nay, trir tru&ng hgp rieng 

b* do chinh phu quy 
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Sau 1954 mien Bac dugc hoan toan giai phong, mien Nam tip tuc tin hanh 
cach mang giai phong dan t6c. Thai kST nay tuy khOng co van ban nao bai bo sac 
lenh 76/SL ve quy ch6s ding chuc Viet Nam, nhung thulat ngir cOng chuc &roc thay 
th6' bang thulat nga can b6, cong than, vien chuc. 

Dai h6i Dang toan quoc lan thir VI nam 1986, trong Chie'n lucre phat trien va 
6n dinh kinh to - xa h6i da chi fa: " D6i mai can ban cong tac can b6 phit hop \Teri 
ca the mai. Phan dinh rO can b6 dan cix boat dOng theo nhi*n ky vai cong chirc, 

vier' chirc chuyen nghip va can b6, cong nhan, nhan vien cac don vi san xudt kinh 

doanh". Ngay 25 - 5 - 1991, H6i cong B6 truang (nay la Chinh phil) da ban hanh 

Nghi dinh se; 169/HDBT quy dinh ve cong chirc Nha nuot COng hoa xa h6i chu 

nghia Viet Nam: "Cong chtiv la cong dan Viet Nam duvc tuyJn dung va bo nhiOm 

mot cong vu thuang xuyen trong mot cong sa Nha nuac a trung 'rang, cia phurmg, 

trong nuac hay ngoai nuac cluvc xep' vao rn".)t nggch, b4c, huang Wang do 

ngan sach Nha nuac cap ". 

flin nay, theo I(hoan 2 Di'eu 4 Lust Can b6, ding chirc narn 2008: COng 

chtirc la cong dan Viet Nam, &roc tuy6'n dung, 136. nhi"e'm vao. ngach, chile vu, chirc 

danh trong co quan cua Dang C6ng san Viet Nam, Nha nuac, to chuc chinh tri - xa 

h6i a trung uung, cap tinh, cap huy'n; trong ca quan, don vi thu6c Quan d6i nhan 
.dan ma khOng phai la si quan, quan nhan chuyen nghiep, cOng nhan qu6c phong; 

trong co quan, don vi thu6c Cong an nhan dan ma khong phai la si quan, ha si quan 
chuyen nghip va trong b6 may lanh dao, quan ly dm don vi sir nghip cong 1Sp 

claa Dang Qing san Viet Nam, Nha nuac, to chUc chinh tri - xa h6i (sau day goi 

chung la don vi sir nghip cong lip), tron.g bien ch6' va huang Wang tix ngan sach 

nha nuac; d6i voi ding chfrc trong b6 may lath dao, quan ly dia don vi sir nghip 
cong 1Sp thi luong dugc bao dam tir quy luong dia don vi sir nghip cong ljp theo 

quy dinh cUa phap luSt. 

3. Khai niem ye can 1)0, cong chin cap xa 

Tir khi có Nghi quyit trung wing 5 khoa IX 17. ' "D6i mai va nang cao chdt 

luong he th6ng chinh trio ca sa xa, phuang, thi trdn" (Nghi quy& se; 17 ngay 

18.3.2002), Dang to 	thirc hien chi). truing: 

"He th6ng chinh -tri a co se.  c6 can b6 chuyen trach va can b6 khong chuyen trach. 

Can b() chuyen trach la nhimg can b6 phai danh phdn ion thai gian lao dicing 

lam viec cong cle thirc hien chirc trach &roc giao, bao g6m: 
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- Can b6 gitt chirc vu qua bau cir gOm: can b6 chu chOt dm cap uSr clang, 

146i dOng nhan dan, Uy ban nhan dan, nhfing ngtrai dting ddu uy ban Mat tran TO 

quOc va cac doan the chinh tri xa h6i. 

- Can bo chuyen mon dugc Uy ban nhan dan. tuyen ch9n gOm: ding an 

truang, xa d6i truOng, can b6 van phong, dia chinh, tai chinh ke toan, to phap, van 

hod. SO lugng can b6 chuyen trach do Chinh phi]. quy dinh. 

Can b6 chuyen trach ca so.  c6 the d6 lam viec va dugc huong chinh sach 

ve ca ban nhu can b6, cong el-1*c nha mrac; khi khong con la can b6 chuyen trach 

ma chua du dieu kien de huong the d'6 hu-u tri, dugc tiep -we tirr dung bao hiem xa 

h6i hoac huong phij cap mot lan theo the de n.ghi viec. Can b6, cong chirc cap xa 

c6 du dieu kien dugc thi tuyen vao ngach cong chirc & cap ten. 

Theo Khoan 1, Dieu 1 dm Phap lenh sira d6i, bO xung mot so dieu cua Phap lenh 

can b6 ding chirc 1998 ban hanh ngay 29/04/2003, thi can b6 cap xa la: 

Nang norai do bdu cz:r di dam nhWm chac vy theo nhi-em kj) trong ThuOng 

trot HOi cfong nhan dein, Uy ban nhan dan; Bi thtr, PhO bi thu Dang ny; ngirdei clang 

cldu tá char chinh tri - xa hoi xa, phyOng, thi trcin (11 chirc danh); 

Va, cong chl.rc cap xa la: Nhang ngueti Ayr tuyin dung, giao girt. mOt chirc danh 

chuyen mon nghrep vy thuOc Uy ban nhan dan cap' xa.  (07 ch&c danh). 

- HOi nghi ldn thin 6 Ban chap' hanh Trung Leong Dang (khoci XI ban hanh 

Nghi quyit so 22/NQ - TW ngay 02 thang 02 nam. 2008 "Ve nang cao nang luc lanh 

ciao, sirc chitin dau cua to chirc ca so Dang va chdt luting d6i ngil can b6, clang vien". 

- Luat Can b6, cOng chirc 2008 da dinh nghia can b6, cong chirc xa, phuong 

thi trdn (Khoan 3 Dieu 4) nhu sau: 

Can b"6 xa, phuerng, thi tan (sau day g9i chung la cap xa) la cOng dan Viet 

Nam, dugc bau cir giu chirc vu theo nhiem kST trong Thuang true H6i clang nhan 

dan, Uy ban nhan dan, Bi thu, Pho Bi thu Dang dy, nguai d-Crng ddu to chirc chinh 

tri - xa h6i. 

Cong eh& cap xa la cong dan Viet Nam dugc tuyen dung gift mat chirc 

danh chuyen mon, nghiep vv thu6c Uy ban nhan dan cap xa, trong bien the va 

huong luting -Ur ngan sach nha nuac. 

4. Chirc vu, chirc danh can hi), cong chin cap xa 
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Luat Can b6, cong chirc nam 2008 quy dinh ve can b6, cong chirc cap xa 

nhu sau: 

4.1. Can be3 clip có cdc cherc danh sau day: 

- Bi thu, Pho Bi thu clang fly; 

- Chit tich, Pho Chit tich HOi dOng nhan dan; 

- Chit tich, Pho Chit tich UST ban nhan dan; 

- Chit tich UST ban Mat tran To quOc Viet Nam; 

- Bi thu Doan thanh nien C6ng san HO Chi Minh; 

- Chit tich H6i Lien hiep Phu nit Viet Nam; 

- Chit tich HOi Ming dan Viet Nam (ap dung dOi 	xa, phuOrig, thi trdn c6 

hoat d'6ngnong, lam, ngu, diem nghi4:.ip va c6 to chirc HOi Nong dan Viet Nam); 

- Chit tich H6i Cgu chitin binh Viet Nam. 

4.2. Cling chirc et dip xa có cdc cherc danh sau day: 

- Truang cong an; 

- Chi huy tnrong quan sit; 

- Van phong - ThOng ke; 

- Dia chinh - xay dung - do thi va moi truOrig (dOi voi phueng, thi trAn) hoac 

dia chinh - nong nghiep - xay dgng va moi truimg (dOi v6i xa); 

- Tai chinh - Ke toan; 

- Tu phap - HO tich; 

- Van hod - Xa h6i. 

H. VI TR!, VAI TRO, IIAC DIEM CtJA CAN BO, CONG CHOC CAP X A. 

1. Vi tri, vai tro ctia can 130, cong chtic cap xa 

Moi chinh clang trong mot quac gia dan tOc muOn xac lap va duy tri dugc 

quyen lgc chinh tri thi phai c6 nhfing con ngueri chinh tri (dOi ngil can NI) dugc t6 

chirc chat the theo nhimg nguyen tdc va c6 phucrng thirc hog dOng nhd't dinh. DOi ngu 

can b6 chinh la nhtmg nguiyi xac lap vi tri chinh tri cua chinh clang, la nguei thay mat 

nha nuot thgc thi cong vu, phpc vu nhan dan, la ngubi xay dung va to chirc trien khai 

thgc hien nhang chit tnrang chinh sach, phap luat cua Dang va Nha nu6c, dua nhfing 
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chi]. trircmg, chinh sach, phap luat dO vao cuac sang. CO the noi, & bat cir quac gia not 

chung nao thi dOi ngli can ba, cong chirc cling luon luon la phi:mg nguen có vi the xa 
hai, thuac tang lop tinh hoa cua xa hai, dugc xa hai ton vinh. Do do, cong tac can ba 

not chung va chinh sach can bo not rieng - yeu to tac gong va anh huong trgc tiep tai 
sit quy& tam, tinh nang clang va tich cgc cua chinh dai ngili can ba - có vi tri quy& 

dinh trgc tiep toi sit on dinh va phat trien cua cach mpg, cua Dang, Nha nuac va dan 

tac. Trong six nghiep cach mpg cua minh Bac HO luon nhac nh& "muon viec thanh 
cong hoac that bai deu do can ba tot hoc kern", khong có dOi nga can ba tot thi 

duang Lai chinh sach cua Dang thi kho CO the bien thanh hien thirc". 

Trong he thong can ba, cong chirc, thi dal ngil can ba, cong chirc cap xa có vi 
tri va vai trO quan trong d4c thii. H9 la nhcmg nguen gan dan nhdt, trgc Tel) dua &rang 

lai, chinh sach cua Dang va Nha mac vao cuac sang, trgc tier) phgc vg nhan dan. Ban 

chat dm Dang, cua the dO "clia dan, do dan, vi dan" ding dugc the hien trgc tiep qua 

dai ngii can ba & cc so. Do do chinh sach cua Dang va Nha nuac to có den dugc vai 

dan, co tao dugc sirc math tir dong dao quan chling nhan dan hay có duy tri dugc sit 

on dinh virrig yang de dOi mOi phat trien to m9i dia phuong co s& hay khong? phiz 
thuac trgc tiap vao six yang mph cua dai ngu can-ba nay. Lich sir phat trien cua lang 

xa Viet Nam tir truac den nay cho thay, de quan ly lang xa, chinh quyen Nha nuarc 

Trung cong bao gi& ding nam rat chac cac chirc sac chil chat trong xa nhu: Chanh 

lenh truong, quail giap (thoi ho 	xa chinh (then Tran), xa truomg (then Le), LY 

tru&ng (tiled Nguyen), Xa truong, Ly truOng (thoi Phap thuac) va thong qua cac chirc 
sac chil chat nay de' thgc hien quyen quan 1Y, cai tri cua chinh quyen cap tren dai vai 

cap xa. Chinh quyen cap teen có nam va quan 1Y, vuon tai dugc co so hay khong phg 

thuac vao viec co nam dugc die chuc sac chtl chat dm xa hay khong. Cling chinh vi 

vay chinh quyen cap ten thuang rat quan tam den dai ngii can bO xa, dac biet la .cac 

chic danh chu chat trong viec tuyen dgng, ba nhiem, the do dai nga, thuong, phat. 

Nhimg nam dai mai vira qua cling da chi ra rang sir thanh cong hay that bai cua 
Dang trong lanh dao, chi dao phat trien kinh to xa hai & co.  se phg thu'ac rat lon vao 

dai ngli can ba, cong chirc cap xa. "Nhang sai lam va khuyEt cliZm trong lanh ciao kinh 

to xei h3i bat ngujn tir nhiing khuyit cliZm trong host cVng ttr tuemg, to chirc va cong 

tac can b() cita Dang"6  . Song, toan ba hog clang cua bO may Dang, chinh quyen, cac 

doan the ph& hop thi dai ngii. can be, cr ca sit có vai tre dac biet quan tong. Tam quan 

6  Dang COng san V* Nam (2002), Van kien HOi nghi kin 5 Ban Chdp hanh Trung irong khoa IX, Nxb Chinh tri 

quiSc gia, Ha Ni.O 
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trong cua tai ngti can bO nay quy& dinh kha nang hien flip hod &rang loi, chii 
twang dia Dang, chinh sach cua Nha nuac vi can WO, cong chirc cAp xa vim la nguai 
dai dien cho Dang va Nha more trong viec quan 1y, dieu hanh m9i mat: Chinh tri, kinh 
t6, xa hoi, quOc phong va an ninh a ca so.; la nguai trkrc tiep lath ciao, to chine thvc 
hien cac chu trucmg duang 161 dm Dang, thkrc thi quyen hanh phap, cling nhu tin 
hanh to chirc, trien khai cac chucmg trinh kinh to xa hOi 	phucmg. Mat khac can 

bO, cong chirc cAp xa cling la nguai th&mg xuyen chain lo den mgi mat trong tai 

song, ca vat chat va tinh than ten mgi nguai dan; la nguai dai dien cho 57 chi, quyen 19i 

cua nhan dan 	phuang, luon eau tranh va bao ve m9i quyen lgi chinh &rig dm 

nguai dan khi bi vi pham. Nhu Bac HO tirng noi: "Can bO vim la nguai lanh clgo, vita 

la ngtcoi clay to.  trung thanh cua nhan clan". Can Ix", cong chine cAp xa la dOi ngii the 

hien cu the va trix fief) nhAt chirc nang, yeu cau ban chAt nay. 

Thgc tien cho thay rang chAt lugng cua dOi ngil can bO c6 anh huang den qua 

trinh phat trien kinh te, xa hOi a c is phuang. 6 xa nao, phuang nao c6 dOi ngii can bO 

tot thi b do cac " phong trao" deu kha, kinh te, xa hOi phat trien, tinh hinh an ninh 

chinh tri on dinh, trat tkr an town xa hoi dam bao. Thvc to do, a mrot to da chirng 

to: "Can bO nao thi phong trao clo". 

Can Ix", cong chirc cAp xa la nhang nguai song va hogt dOng thuang xuyen, 

lien he mat thiet va tivc tiep voi nhan dan, can 130 V& hay khong tot deu c6 tac dOng 

taw tier) den phong trao. Do vay nguai can bO mot mat phai dugc trang bi day eau kien 
trinh dO va nang ltrc chuyen man cue chi' dOng, viMg yang trong quan ly dieu 

hanh, mat khac nguai can bO, cong chine cAp xa can c6 cac tieu chuan ve pham 

chat chinh tit ciao dire c6 16si song trong sa.ch, lanh manh, trung thanh voi miric tieu l5T 

-Wang dia Dang, biet by sinh, grcmg mau cue loi cuOn quan chung nhan dan tich cvc 

tham gia lao dOng san xuat thgc hien tot cac chuang trinh, phong trao phat trien kinh 

to - xa 	phuang. 

2. D4c ci.em dm can bi), ding chine cap xa 

- Can b0, cong chile cAp xa ca ban la dan ban cia, cu tru sinh song tai 

phuang va deu co quan he dong tee va quan he gan b6 vai dan lang, dan phO ve mgi 

mat kinh te, van hod, tinh cam va 	song sinh hoat hang ngay. Trong ban than con 

nguai can bO, cong chirc xa, phuang, thi trAn deu china dung cac yeti to: Nguai dan, 

nguai ding lang, ding phO, nguai dai dien cong dOng, nguai dai dien Nha nuac, cac 

yeu to nay vim thOng nhAt, vita mau thuan, xung dOt nhau, chi phOi cac hoat dOng 
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ctia h9 va nhdt la trong viec giai quyet nhcmg van de c6 lien quan den moi quan he 

Oita cac lgi ich ca nhan  - cong dang - nha truck. 

Phan lon d6i nga can ba, cong ch.& xa, phtdmg, thi tedn truong thanh tix nhimg 

thanh Men "khong thoat ly" qua cac phong trao o dia phuang, nguan khac la can ba, 
cong chuc nha woe, ba dai sau khi hoan thanh nghia vu quan skr, sy quan quan dai 

xud't ngu, va mat so it tang cuing tir tren ye. 

- Do nhieu nguyen nhan, dai ngii can bo, cong chdc cap xa it dugc dao tao 

(nhdt la dai voi mien nUi, \rang sau, vimg xa, bien gioi, hai dao), th&mg xuyen bien 

dang, khong on dinh, va tuai doi binh quan cao. 

- Mat dac diem het sue quan tr9ng lien quan den viec hinh thanh the da, chinh 
sach dai ng6 d6i voi can ba, cong chirc cap xa do la, h9 có to lieu san xudt, &A sang 

gan lien voi kinh to gia dinh, kinh to tap the va khi dugs "Dang cir, dan bau" thi 

khong "tang cur" thi nghi. Khong c6 bien the du phOng de cho can ba, ding chirc cap 

xa co ca hai cho dia dieu kien huong the do huu tri; them nira, con mat t-ST le dang ke 

so nguoi da nghi the do huu tri, mat sure nha nu& nay ve dia phuong lai tiep tue tham 

gia cong tac, tire la to lai thank can 1)6, cong ehdc ca 

Dat mrac ta da buoy vao cong cuac dal mOi dugc horn 30 nam qua. Chung ta da 
thu dugc nhfing thanh qua vo ding quan tr9ng ten m9i mat, dOi sang dm nhan dan 

khOng ngimg dugc nang cao, quyen lam chA cUa nhan dan dugc bao dam, vi the dm 

dAt nuac ta ngay cang dugc khang dinh yang chac. Mat trong nhfing nguyen nhan sau 

xa tao nen nhimg thanh qua do chinh la viec Dang va Nh.a nuot ta da rat coi trong 

cong tac can ba, da có nhi7mg dai mai manh me chinh sach doi voi can ba not chung 
va dai ngil can ba trong he thong chinh tri co not rieng. Thy het dirge nhang dac 

diem cUa can ba, cong chire xa, phuOng, thi trdn, chung ta da buck cidu xay dung doge 

he thong chinh sach doi voi dai ngil can b6, cong chirc xa, phueng, thi trdn lam can c* 

(co.  so.) cho cac dia phucrng ten town quac trien khai thvc hien nit each clang ba, bai 

ban va tuong d6i sat h9p. Vic ra doi Nghi guy& TW 5 khod fX va Luat Can ba, cong 

chirc, cac Nghi dinh cua Chinh phu ve can ba, cong chile xa, phueng, thi trdn la minh 

chimg cho dieu do. 

34 



Chuyen de 5 

SOAN THAO VAN BAN HAlsal CI:111\TH VA KY NANG TRA COLT, HE 

THONG HOA VAN BAN QUY PHAM PHAF' LUAT 

I. VAN BAN QUAN LY NHA NVOC 

1. Van ban la gi? 

- Cong van, giAy ta, tai lieu dugc hinh thanh va sir dung trong qua trinh host 

d(ing cua to chirc, g9i la van ban. 

- Van ban la phucmg tien de ghi va truyen dat thong tin, bang ngon ngtt hoSc 

ky hieu. 

- Van ban la cong cu quan UT, dieu hanh cua to chirc, lien quan den m9i ca 

nhan, don vi trong to chirc. 

2. Van ban quan 1ST nha ntrov 

Van ban QLNN bao gOm van ban quy pham phap lust va van ban hanh chinh. 

2.1. Van ban quy pham phap luSt 

Van ban quy pham -phap luSt 'la van ban có china quyrpharn phap lust, dugc 

ban hanh then dUng tham quyen, hinh thirc, trinh tv, thu tg.c quy-  dinh trong Luat 

ban hanh van ban quy pham phap lust. 

Quy pham phap lust la quy tA.c xix" sir chung, có hieu lvc bat bueic chung, 

dugc ap citing 1Sp di lap lai nhieu tan doi vai co quan, to chirc, ca nhan trong pham 

vi ca nuac hoac dun vi hanh chinh nhlat dinh, do co quan nha nook, ngued có than' 

quyen quy dinh trong Luat nay ban hanh va dugc Nha nuoc bao dam thgc hien. 

- DOI tugng chiu sir tac dOng trgc tiep cila van ban quy pham phap lust la co 

quan, to chirc, ca nhan co quyen, nghia vu, trach nhiem chiu anh huong tigc tiep tin 

viec ap dung van ban do sau khi dugc ban hanh. 

- Dac diem dm van ban quy pham phap lust: (1) Chu the ban hanh la co 

quan nha nu& CO tham quyen, (2) Thu tuc ban hanh dugc phap lust quy dinh, (3) 

Ap dung chung cho m9i doi tugng trong pham vi ca nuerc hoac dia phucmg, (4) Co 

tinh phap quyen (tinh quyen lvc nha nuOt). 
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- Van ban quy pham phap luat dugc the hien dtr6i nhieu hinh thirc nhu: Hien 

phap, Luat, Phap lenh, Lenh, Nghi quyet, Nghi dinh, Quyet dinh, Thong tu. 

2.2. Van ban hanh chinh 

Van ban hanh chinh la loci van ban QLNN khong c6 tinh quy pham phap 

luat, dugc dung de quy dinh, quyet dinh, phan anh, thong bdo tinh hinh trao d8i 

cong viec va )(ir ly cac van de cu the khac cua hoat dOng quail 13'T. 

Van ban hanh chinh c6 dac diem: (1) Do ca quan, to chirc c6 to each phap 

nhan ban hanh, (2) Khong chih cac quy tac xir su chung, khong c6 tinh cu'ang ehe trir 

cac guy& dinh ca biet, (3) DOi Wang thi hanh chi bao gom mot hoac mot so doi Wong 

nhdt dinh, (4) CO hieu luc trong pham vi hop hurl van ban quy pham phap luat. 

Van ban hanh chinh con lai bao g6m: (1) Van ban ca. biet (van ban ap dung 

phap 140, (2) Van ban hanh chinh thong thuong, (3) Van ban chuyen mon 

vu. 

2.3. Van ban ca biet 

- Van ban ca biet la van ban ap dung phap 1u4t, chi chira dung cac quy tac xir 

su rieng, do cac co quan, to chirc nha nuot ban hanh theo thdm quyen, de giai 

guy& nhimg vu viec cu the, d6i voi cac do i Wang cu the. 

- Vi du ve van ban ca. biet: (1) Quyet dinh ve Luang, khen thuong, k-S7 luat, b8 

nhiem, mien nhiern, dieu. dOng,... d61 vai ca nhan, (2) quyet dinh phe duyet 

chuong trinh, du an, de an, (3) guy& dinh thanh lap cac to chdc lam theyi nhu hOi 

dOng nghiem thu cong trinh, de tai, hoac ban to chirc hoi nghi, hOi thao, 

2.4. Van ban hanh chink thong thuong 

- Van ban hanh chinh th8ng thuong la cac van ban mang tinh thong tin, dieu 

hanh nham thuc thi cac van ban quy pham phap luat hoac giai guy& cac cong viec 

cu the nhu: trao doi thong tin, phan anh tinh hinh, giao dich, ghi chop cong viec,... 

- Vi du ve van ban hanh chinh thong thuong: th8ng cao, thong bao, bao cao, 

to trinh, bien ban, chuong trinh, ke hoach, du an, de an, dieu le, quy che, quy dinh, 

ban ghi nh6, hap dang;  cong van, cong dien, gidy moi, phieu gui, gidy giai thieu, 

gidy chirng nhan, gidy di duang,... 

2.5. Van ban chuyen mon - nghiep vu 
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Van ban chuyen mon - nghiep vu la cac hinh thirc van ban chuyen nganh do 

b0 throng, thit tnrong co quan quail 1ST nganh quy dinh theo than]. quy'en. 

3. 14 thOng van ban quy phm phap 1u4t 

Theo quy dinh cua phap luat7, he thong van ban quy ph4m phap luat o nuorc 

to hibi nay, bao gOm: 

1. HiOn phap. 

2. BO 1u4t, 1u4t (sau day g9i chung la luat), nghi quyOt cita QuOc heji. 

3. PHI) lenh, nghi quyOt cua Uy ban thuong vu QuOc hOl; nghi quyet lien 

tich Oita y ban thtrang vu QuOc hOi voi Doan Chu tich Uy ban trung uong Mat 

tran TO quOc Viet Nam. 

4. Lenh, quyOt dinh cua Chft tich nuo.c. 

5. Nghi dinh cita Chinh phii; nghi quy6t lien tich gift Chinh phit voi Doan 

Chu tich Uy ban trung ucmg Mat tan TO qu6sc Vi4 Nam. 

6. QuyOt dinh cila Thu Wong Chinh phit. 

7. Nghi quy6t cua Hoi dOng Tham phan Ra an nhan dan tOi cao. 

8. Thong tu cua Chanh an TOa an nhan dan tai cao; thong tu cua Vien truerng 

Vien ki6m sat nhan dan tai cao; thOng tu cua Bo tnxemg, Thu trueng co.  quan ngang 

1)0; thong tu lien tich Oita Chanh an TOa an nhan dan tai cao voi Vi@ttnrang Vien 

kie'm sat nhan dan tai cao; thong to lien tich gifra Bo truemg, Thu tnrong co quan 

ngang 130 voi Chanh an TOa an nhan dan tai cao, Vin tnrong Vien kiem sat nhan 

dan tai cao; quyOt dinh cUa TOng Kiem town nha. nuov. 

9. Nghi quyOt ctla HOi dOng nhan dan tinh, thanh phO truc thuOc trung uang 

(sau day g9i chung la cap tinh). 

10. QuyOt dinh dm Uy ban nhan dan cap tinh. 

11. Van ban quy ph?m phap 1u4t cua chinh quy'L dia phuang 6.  don vi hanh 

chinh - kinh to dac 

12. Nghi quyet cita HOi &Ong nhan dan huyen, quan, thi xa, thanh phO thuOc tinh, 

thanh phO thuOc thanh phO truc thuOc trung uang (sau day g9i chung la cap huyn). 

13. QuyOt dinh cua Uy ban nhan dan cap huy'rt. 

7  DiL 4 Luat ban hanh van ban quy pham phap luat nam 2015 
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14. Nghi quyet cua HOi d6ng nhan dan xa, phuong, thi tan (sau day g9i 

chung la cap xa). 

15. Quyet dinh cda Uy ban nhan dan cep xa. 

4. The fink van ban hanh chinh 

4.1. The thirc van ban la gi? 

- The tilde van ban la nhfing quy dinh ve bo ctic van ban va cac thanh phAn, yeu 

to can phai có cda van ban. 

- Cac loai van ban khac nhau có nlitmg quy dinh khac nhau ve the thirc van 

ban: the thirc van ban quy pham phap lust va van ban hanh chinh, the thirc van ban 

chuyen mon - nghiep vv, the thirc van ban cda -Co chic chinh tri, to chirc chinh tri -
xa hOi,... 

4.2. The thirc van ban hanh chinh (theo Th8ng to so 01/2011/TT-BNV ngay 

19/01/20111 cila BO NOi vv) bao g6'm cac thanh phdn sau: 

- Qu6c hieu. 

- Ten co quan, to chirc ban hanh van ban. 

- S6, ky hieu cda van ban. 

- Dia danh va ngay, thang, nam ban hanh van ban. 

- Ten loci va trich yeu not dung dm van ban. 

- NOi dung van ban. 

- Quyen hen, chirc vv, ho ten va chi/ 1c$7 cua ngtroi có tham' quyen. 

- Ddu cua co quan, to chirc. 

- Noi nhan. 

- Ngoai ra con có ddu chi miic dO lchdn, mat (d8i voi nhiing van ban loci khan, mat). 

4.3. Quy dinh ve sao van ban 

The thdc ban sao bao g6m: 

- Hinh thirc sao: "SAO Y BAN CH NH" hoac "TECH SAO" hoSc "SAO LUC". 
, - Ten co,  quan, to chirc sao van ban 

- SO, 1c5i hieu ban sao bao gom se thin to clang Ic)'T dugc danh chung cho cac 

loci ban sao do co quan, to chirc dux hien va chu viet tat ten loci ban sao theo 
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Bang chit viet tat ten loci van ban va ban sao kern theo Phu lvc I Thong to 

01/2011/TT-BNV. SO dugc ghi bang chic so A-rap, bat &au tir s6 01 vao ngay dau 

nam va ket fink vao ngay 31 thang 12 hang nam. 

- Cac thanh phan the thirc khac dm ban sao van ban gam dia danh va ngay, 

thang, dam sao; quyen hsn, chixc vu, h9 ten va chit kSi cua nguai c6 tham quyen; 

(IL cua ca quan, to chirc sao van ban va nai nhS'n dugc thvc hien theo huang clan 

tai Dieu 9, 12, 13 va 14 cua Thong to 01/2011/TT-BNV. 

II. BAN HANH VAN BAN QUAN LY NHA NV& c CAP XA 

1. ThAm quyen ban hanh van ban & cap xa 

1.1. Hai clang nhan dan xa co tham quyen ban hanh. Nghi quyet, c6 the la 

van ban quy pham phap luSt va ding co the la van ban ca biet. 

Hai clang nhan dan xa ban hanh Nghi quy& trong cac truang hgp sau day: 

- Quyet dinh nhang chit truang, chinh sach, bien phap nham bao dam thi 

hanh Hien phap, luSt, van ban dm ca quan nha nu cc cap tren. 

- Quyet dinh ke hoach phat trien kinh to - xa hai, ngan sach, quac phong, an 

ninh u dia. phuang. 

- Quyet dinh bien phap nham on dinh va nang cao do i sang dm nhan dan, 

haan thanh nhiem vv cap tren giao cho. 

- Quyet dinh trong pham vi tham quyen dugc giao nhung chit truang, bien 

phap c6 tinh chat &Se thu phu hop 	dieu kien phat trien kinh t6 - xa hal cua dia 

phucmg nham phat huy tiem nang cua dia phuang, nhung khong dugc trai 	cac 

van ban quy pham phap lust cua ca quan nha nuo.c cap tren. 

- Van ban cua ca quan nha nu ac cap tren giao cho Hai ding nhan dan quy 

dinh mat van de cu the. 

1.2. Uy ban nhan dan xa c6 quyen ban hanh Quyet dinh c6 the la van ban 

quy pham phap lust va cling c6 the la van ban ca biet. 

Uy ban nhan dan xa ban hanh Quyet dinh trong cac twang h9p sau day: 

- De thi hanh Hien phap, luSt, van ban dm co quan nha nuac, cap tren, nghi 

quyet dm Hai clang nhan dan ding cap ve phat trien kinh to - xa hai, cling co quac 

phang, an ninh. 
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- De thgc hien chdc nang quan ly nha nuoc a di a phuong va thgc hien cac 

chinh sach khac tren dia ban. 

- Van ban dm Cu quan nha nubs cap tren giao cho Uy ban nhan dan quy 

dinh mot van de cu the. 

1.3. Chu tich Uy ban nhan dan xa có quyan ban hanh quy& dinh la van ban 

ca biet, ngoai ra con ban hanh cac loaf van ban hanh chink thOng thuarng nhu thong 

bao, thu mad, bien ban va mgt so ding van gidy to khac. 

1.4. Thu tgc ban hanh van ban quy pham phap lust o. xa dugc thirc hien theo 

quy dinh cua phap 14.t. 

2. Xfiy dtyng va ban haul van ban quan 1y dm cap xa 

2.1. Sop thao va thOng qua Nghi quyet dm Hoi d6ng nhan dan cap xa 

- Dg thao Nghi guy& cua Hoi dang nhan dan cap xa do Uy ban nhan dan ding 

cap soan thdo va trinh Hoi clang nhan dan thong qua. 

- Can cd vao tinh chat va not dung dm du thao nghi quyet, Chu tich Uy ban 

nhan dan cap xa to elide viec lay y kien va tiep thu y kien cua cu quan, to chdc him 

quan, cua nhan dan tai cac thon, lang, dp, ban, phum, soc, to dan ph6 ve dg thao 

nghi quy& bang cac hinh tilde thich hyp. 

- Chdm nhat la 03 ngay truac ngay khai mac kST h9p I-Fed d6ng nhan dan, Uy 

ban nhan dan giri to trinh, dg thao nghi quy& va cac tai lieu di lien quan den cac dai 

bieu HOi d6ng nhan dan. 

- Viec xem xet, thong qua dg thao nghi guy& tai kST h9p HOi d6ng nhan dan 

dugc tin hanh theo trinh to sau day: (1) Dai dien Uy ban nhan dan trinh bay dg 

thao nghi quyet, (2 Red dong nhan dan thao 1u4n va bieu guy& thong qua dg thao 

nghi quyet. 

- Dg thao nghi quyet dugc thong qua khi có qua nira tong so dai bieu 1-fc)i 

do?',Ing nhan dan bieu guy& tan thanh. 

- Chit tich Hif)i d6ng nhan dan xa lc)",  chdng thgc nghi 

2.2. Soan than va thong qua Quyet dinh cua Uy ban nhan dan cap xa 

- Dg thao Quyet dinh cua Uy ban nhan dan cap xa do Chil tich Uy ban nhan 

dan phan cong va chi 4.0 viec soan thao. 

40 



- Can cir -vao tinh chat va not dung dia. 	thao quy6t dinh, Chir tich Uy ban 

nhan dan to chirc viec ldy y  kin va tip thu y kien cfra co quan, t6 chirc hiru quan, 

cua nhan dan tai cac thon, lang, dp, ban., phum, s6c, to dan ph9 va chinh 1ST du thao 

quyet dinh. 

- Ti chirc, ca nhan dugc phan cong span thao giri 0 trinh, du thao quy6t 

dinh, ban tong hop )'T kien va cac tai lieu co lien, quan d6n cac thanh vien Uy ban 

nhan dan cham nhdt la 03 ngay tnrOc ngay Uy ban nhan dan cap xa hop. 

- Viec xem xet, thong qua du thao quy& dinh, chi thi tai phien hop Uy ban 

nhan dan cap xa &roc tin hanh theo trinh to sau day: (1) Dai dien to chirc, co. nhan 

&roc phan cong soan thao trinh bay du thao quy6t dinh, (2) Uy ban nhan dan thao 

luan va bi'eu quy6t thOng qua du thao quy6t dinh. 

- Du. thao quy& dinh &roc thong qua khi c6 qua 'lira tong s9 thanh vien Uy 

ban nhan dan xa bikr quye't tan thanh. 

- Chu tich Uy ban nhan dan cap xa thay mat Uy ban nhan dan xa 14 ban 

hanh quye't dinh. 

QUY TRINH SOAN THAO VA BAN HANH VAN BAN QUAN LY 

NHA NirCIV CtJA UY BAN NHAN DAN CAP XA 

1. Yeu cAu ciia van ban quan 1.57 nha ntrov 

Van ban QLNN phai bao dam cac yeu c'au ve tinh hop phap, tinh hop VT va 

tinh Icha thi. 

1.1. Yeu cau v&' tinh hop phap: 

Van ban QLNN phai c6 tinh hop phap, the hien qua cac diem sau: 

- Ne.)i dung van ban 'thong &roc trai v6i cac quy dinh dm he th9ng phap luat 

hien hanh: Hfen phap, cac be luat nhu BO luat hinh sir, BO luat dan su, BO luat lao 

dOng, cac luat chuyen nganh, phap lenh va cac van ban quy pham phap luat &raj 

luat nhu Nghi dinh cua Chinh phi", thong ttr cua cac 130, co quan ngang bo, quy'k 

dinh cua cac cap co tha.'m quy&n. 

- Linh vuc va nOi dung van ban bao darn thing chirc nang, nhiem vu va tham 

quyen cua co quan, to chirc ban hanh van ban. 

- Viec xay dung va ban hanh van ban phai thuc hien dilng cac quy dinh ve quy trinh 

va thir tuc soan thao va ban hanh van ban d9i vo7 timg loaf van ban. 
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1.2. Yeu cdu ve tinh hop VT: 

Van ban QLNN phai c6 tinh hop 1ST, the hien qua cac diem sau: 

- Cac quy dinh dm van ban phai phu hop vai quy lust khach quan, phai 

thulan theo xu huong phat trien cua sly vat, hien tugng, tranh duy 3'r chi ap dat. 

- Cac hoat Ong, viec lam ra trong van ban phai phvc vu yeu cdu cua quan 13"/ 

nha mac, mang lai loi ich cho Nha nuot, tap the va lgi ich chung cua xa hoi, nhan dan. 

1.3. Yeti cdu ve tinh kha thi: 

Van ban QLNN phai c6 tinh kha thi, the hien qua cac diem sau: 

- Phu hop v6i hean canh xa hii, tinh hinh kinh to - xa h6i cua ddt nu6c va 

Ilia phucmg. 

- Co. quan, to chirc c6 trach nhiem trien khai thirc hien c6 du cac dieu kien va 

nang lgc de thirc hien co hie'u qua. 

- Co sir ding thulan cua cac ben lien quan, dac biet la sir Ung ho cua nguoi 

dan ten dia ban. 

2. Quy trinh sown than va ban hanh van ban quy phqin phap 1u4t 

2.1. Buoy 1: Quyet dinh va phan cong soan thao: 

Can cir yeu cau cua viec xay dgng va ban hanh van ban quy pham phap luat 

cua dia phuang, Chu tich Hii ding nhan dan xa, Chia tich Uy ban than dan xa 

quy& dinh va chi dao 1Sp chucmg trinh soan thao va ban hanh van ban quy pham 

phap luSt o dia phucmg theo thdm quyen, hinh thirc luSt dinh: 

- Nghi quyet cua H6i ding nhan dan cap xa do t1' y ban nhan dan cong cap 

soan thao va trinh Hii ding nhan dan thong qua. 

- Quyet dinh Ilia ffy ban nhan dan cap xa do Chu tich Uy ban nhan dan 

phan cong, thanh Lap Ban soan thao va chi dao viec soan thao. 

Ban soan thao c6 nhiem vu: 

- Nghien dru, ra soar cac van kien cua bang, van ban phap luSt hien, hanh, 

ding hop cac van ban, thu thSp tai lieu, thing tin lien quan den van ban du thao. 

- Xac dinh m-kic dich, yeu cdu dm van ban de c6 co. so. Iva chin the thirc, 

ngin ngir, van phong phn hgp. 

- Viet du thao van ban. 
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2.2. &roc 2: Lay Y ki6n tham gia xay dung dg thao: 

Day la buck bat buec d i v6i trinh to xay dung va ban hanh van ban quy 

pham phap 1u4t. 

Can cu vao tinh chdt va nei dung dm du thao nghi quyet, quyet dinh, Chu 

tich Uy ban nhan dan cap xa to chirc viec 	Y kien va tiep thu y hen cua cac ca 

quan, to chirc lien quan, cua nhan dan tai cac then, lang, ap, ban, phum, sec, to dan 

pho ve du thao nghi quyet, guy& dinh. 

COng chirc to phap - he tich cap xa c6 trach nhiem phat bieu y kien d6i voi 

du thao nghi quye't cua 1-161 gong nhan dan va quyet dinh cua Uy ban nhan dan ve 

cac van de sau day: 

- Su can thiet ban hanh van ban. 

- Doi tugng, pham vi dieu chinh cua van ban. 

- Tinh hop hien, hgp phap va tinh thong nhdt cua du thao so vai he thong 

phap luat hien hanh. 

- Ngen ngfr, k'y thuat soan thao van ban. 

Chit tich Uy ban nhan dan cap xa quyet dinh va to chirc lay Y kien cua nhan dan 

tai cac then, lang, ap, ban, phum, sec, to dan pho trong cac twang hop sau day: 

- Van ban c6 nei dung quy dinh ve muc gong g6p, huy Ong yen cua nhan 

dan dia phuang. 

- Viec ban hanh van ban c6 anh huong quan tong tai phat trien kinh to - xa 

hei cua dia phuong. 

- Viec ban hanh van ban c6 anh huemg lon den dai song sinh hog cila dan cu 

o dia phuang. 

- Van ban c6 nei dung lien quan den van de quan 1y dat dai, quy hoach, xay 

dung cac cong trinh cong cong quan tong thui5c dia ban quan 1Y. 

2.3. Buck 3: Thdm dinh du thao 

Sau khi tong hop cac y kien tham gia xay dung du thao, don vi soan thao du 

than c6 trach nhiem chinh ly du thao theo sg chi dao cua Chu tich Uy ban nhan dan 

cap xa. 
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Ban tap hgp y kiL, van ban giai trinh ve viec tiep thu phai dugc luu trong 

h6 so du thao trinh H6i ding nhan dan xa, Uy ban nhan dan 

2.4. Buck 4: Xem xet, thong qua 

Trinh tv xem xet, thong qua du thao nghi quyet cua H6i ding nhan. dan cap xa: 

Cham nil& la 03 ngdy tnrac ngay khai mac kSr hop H6i ding nhan dan cap 

Uy ban nhan dan xa giri to trinh, du thao nghi guy& va-cac tai lieu c6 lien quan den cac 

dai bieu H6i d6ng nhan dan 

Viec xem xet, thOng qua du thao nghi guy& tai kSr hop H6i d6ng nhan dan 

xa dugc tin hanh theo trinh to sau day: 

- Dai dien tJ' y ban nhan dan xa thuyet trinh du thao nghi. quyet; 

- Dai dien Ban dm H6i ding nhan dan xa dugc phan cong thdm tra trinh bay 

bao cao tharn tra; 

- H6i dong nhan dan xa thao luan va bieu quyet thong qua dv thao nghi quyet. 

Trinh to xem xet, thong qua thy thao quyet dinh cua Uy ban nhan dan cap 

T6 chirc, ca nhan dugc phan cong soan thao girl to trinh, du thao guy& Binh, 

ban tong hop y  kin va cac tai lieu c6 lien quan den cac thanh vier' 'by ban nhan 

dan cap xa cham nhdt la 03 ngay lam viec truck ngay Uy ban nhan dan h9p. 

Viec xem xet, thong qua du thao quy& dinh tai phien hop Uy ban nhan dan 

cap xa dugc tin hanh theo trinh to sau day: 

- Dai dien to chic, ca nhan dugc phan cong soan thao trinh bay du than 

guy& dinh; 

- Uy ban nhan dan thao luan va bieu quyet thOng qua du thao quy& dinh. 

Dv thao quy& dinh dugc thong qua khi c6 qua naa tong so thanh vien LJy 

ban nhan dan cap xa bieu. guy& tan thanh. 

Chu tich t1' y ban nhan dan cap xa 1‘.-r ban hanh quyet dinh. 

2.5. Bu6c 5: Cong b6 

- Van ban quy pham phap luat cua H6i ding nhan dan, Uy ban nhan 

dan cap huyen, cap xa phai dugc niem yet cong khai va phai dirge dua tin ten cac 

phuong tien thong tin dai chUng or dia phuong. Thai gian va dia diem niem yet 

cong khai do Chu tich Uy ban nhan dan ding cap guy& dinh. 
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- Trong th6i han 03 ngay ke tir ngay ding b6 hoc 14 ban hanh, ca quan, 

nguoi c6 than quyenban hanh van ban quy pham phap luat phai giri van ban den 

co quan C6ng bao de clang Cong bao hoc niem yet cOng khai. 

- Co quan Cong bao c6 trach nhiem dang toan van van ban quy pham phap 

luat teen COng bao chain nhdt la 07 ngay d6i vai van ban quy pham phap luat do 

H6i ding nhan dan, Uy ban nhan dan cap tinh, chinh quy6sn dia phuang a don vi 

hanh chinh - kinh to d'ac biet ban hanh ke tir ngay nhan dugc van ban. 

- Van ban quy pham phap luat clang tren Cong bao in va Cong bao dien -L.* la 

van ban chinh th*c va c6 gia tri nhu van ban g6c. 

2.6. Buck 6: Giri va luu trEr 

Van ban quy pham phap luat cua H6i d6ng nhan dan, tJ' y ban nhan dan phai 

dugc giri den cac co quan nha mrac cap tren trgc tiep, cac co quan c6 tham quyen 

giam sat, kiem tra, cac co quan, to chirc, ca nhan lien quan o dia phuang chain nhdt 

la 03 ngay, ke tix ngay H6i d6ng nhan dan thong qua hosac Chu tich Uy ban nhan 

dan 14 ban hanh. 

Van ban quy pham phap luat cua HOi d6ng nhan dan, Uy ban nhan dan phai 

dugc luu trir theo quy dinh cua phap luat ve luu tat. 

3. Quy trinh sown thao va ban hanh van ban hanh chinh 

3.1. Buck 1: Chuan bi soan thao 

Can dr chirc nang, nhiem vv, quyen han va tham quyen ban hanh van ban 

da co quan, to chirc, nguoi d-Cmg dau co quan, to chirc khang dinh sir can thiet va 

quyet dinh viec chuan bi dg thao va ban hanh van .ban. 

Can cu tinh chat, not dung cila van ban can soan thao, nguei ding dau co 

quan, to chdc giao cho don vi hoc ca nhan soan thao hoac ch* tri soan thao. D6si 

voi nhting van ban c6 not dung quan trong, trong truOng hop can thiet ho4c phap 

luat quy dinh khi soan. thao van ban quy pham phap luat thi phai thanh lap Ban 

soan thao. 

Nhiem vu c-Cia Ban soan thao: 

- Xac dinh mgc dich, yeu can cua van de can ra van ban. 

- Xac dinh cac not dung chinh can trinh bay trong van ban, ding nhu d6i 

tuong va pham vi dieu chinh dia van ban. 
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- Xac dinh ten 14 van ban. 

- Thu thap, lkra chon va xir ly cac thong tin can thiet de phuc vu cho viec 

soan thao van ban, bao dam day du, chinh xac va cap nhat. 

- Xay dung a cuang: 

+ De cuang khai quat bao gOm cac not dung chinh cua van ban, the hien 

dugc trinh to va d6 dai cua cac not dung do, de lay 3',  kien gop 3"/.  va trinh cap c6 
tham quy6sn thong qua. 

+ Be cucmg chi tiet clugc xay dkmg ten co so de arcing khai quat da duge thong 

qua, cu the hoa cac not dung chinh dal ghi trong de cuang khai quat. 

3.2. Buac 2: Du thao van ban 

Sau khi khang dinh su phu hap ve hinh thirc, the thirc van ban theo quy dinh 

cua phap luat nha mrac, Ban soan thao bat tay vao viet du.  than van ban. 

Tren co so de cuang chi tiet da xay dung, ca nhan hoar don vi chir tri tin 

hanh sop thao van ban phir hgp ved hinh thirc, the thirc, not dung dm van ban da 

xac dinh. CS khau nay phai sir dung cac cau, tir, cum tir de din dat cac y trong de 

cuang nhung d6ng thed van dam bao cho van ban do tao thanh mot the th6ng nhat 

va trgn yen ve hinh thirc ding nhu not dung. 

Sau khi soan thao xong phai kiem tra ve chinh ta, ki thuat trinh bay, mix 

dich dat duuc cua van ban. 

Van ban c6 tinh chdt quan trong, n6i dung phirc tap thi c6 the a xuact v6i 

ngued dimg ddu ca quan, t6 chirc ve viec than Ichao y kien cua cac co quan, t6 

chirc hoac don vi, ca nhan c6 lien quan va nghien cum, tier) thu cac y kien gop ST de 
hoan chinh ban thao. 

3.3. Buoc 3: Kiem tra va duyet van ban 

- Ngtrad phu trach sop thao kiem tra, duyet not dung ban thao. 

- Cong chirc van phong - th6ng Ice er cap xa kiem tra the thirc van ban, ky 

thuat trinh bay van ban va thit Arc phop 

- Trinh cap c6 tham quyen xem xet, thOng qua va lcY ban hanh theo thdm 

quyen. Neu van ban c6 not dung quan trgng, phirc tap thi khi trinh van ban can c6 

to trinh va he) so., phu luc kern theo. 
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- Lam thit tuc ltru, giri van ban theo quy dinh ve quy trinh, thu tic cong tdc 

van thu, sau khi van ban da dugc cap có thdm quyen1c5f. 

TV. KY NANG IRA OAT, Ht, THONG HOA VAN BAN PHAP LUST 

1. KS7 Hang tra cum, 	tarn tai lieu 

1.1. Tra dru tai 

Khi tra dru, stru tam van ban phdp luat chuyen nganh, cong chirc cap xa có 

the sit'.  dung cac nguOn van ban sau day: 

MOt la, tim trong ding bdo: 

VAn ban quy pham phdp luat dugc clang tai chit-1h thirc teen Cong bdo ntrac 

CHXHCN Viet Nam (Cong bdo Chinh phi). Ben canh do, con dugc clang tai ten 

Cong bdo cua cac tinh, thanh phO trirc thuOc Trung uong. 

Cong bdo cua Chinh phit va Cong bdo cua cac clia phucmg cleu co 2 clang: 

Bang van ban, dugc cung cap cho cac co quan, to chile theo quy dinh chung va clang 

dien -Cr clang tai teen cling thong tin dien tir cua Chinh phit hoac tong dien tu, trang 

tin dien tir cua cac tinh, thanh ph6 trirc thuOc Trung trong. 

Hai la, tim trong sach: 

Van ban quy pham phap luat con dugc xuat ban thanh sach, do cac Nha xuat 

ban trong nuerc An hanh va dugc ban tai cac nha sach tai cac clia phucmg trong 

pham vi ca nuerc. Cdc sach nay thuang dugc cac 	quan quan ly nha nuoc 

Trung uong hoac cac nhom cac nha khoa hoc, k& hgp voi Nha xuat ban Chinh tri 

QuOc gia - Su that hoac cac nha xuat ban khdc xuat ban. 

NOi dung cac cuOn sach có hai loai. MOt so dugc in rieng ve mot van ban 

phap 1114, chang han cuon "Hien phap ntrac Cling haa Xa hOi chit nghla Viet Nam 

nam 2013" cila nha xuat ban HOng Dix, 2014 hoac cuOn "Luat Thi hanh an dan six 

(co hieu 	01-7-2009)" cua nha xuat ban Hong Dim, 2009. 

Ben canh cac loai sach in timg van ban phap luat rieng biet, da so cac cuOn 

sach loai nay deu CO not dung tong hop, he thOng hoa cac van ban phap luat dieu 

chinh mot linh vtrc hoat dOng nhdt dinh. Vi du, cuan "Luat Doanh nghiep (da dugc 

sira doi, b6 sung) va cac van ban holing clan thi hanh mai nhdt", cung cua nha xuat 

ban Hong Dirc, bao gOm Luat Doanh nghiep so 60/2005/QH11, con có 4 van ban 

Nghi dinh cua Chinh phis huang clan thi hanh Luat Doanh nghiep, 3 van ban Quyet 
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dinh cua Thu Wong Chinh phu va 01 van ban Thong tu cua BO K'e hoach va Ddu 

tu, huong an thi hanh Nghj djnh cua Chinh phu va. LuSt Doanh nghiep do QuOc 

hOi ban hanh. Vi du tuong to la cuOn "Ludt can 1)49 cong chirc, lulat vien chirc va 

cac van ban htrong clan thi hanh" cua nha xudt ban Hong Dire, bao gOm 2 van ban 

ludt la Ludt Can bO, cong chuc 2008 va LuSt Vier' chirc 2010, ben canh d6 la 12 

Nghj djnh cua Chinh phu huong an thi hanh 2 luSt nay, ngoai ra con c6 05 thong 

tu cua cac BO, lien BO de huong clan thi hanh cac Nghj dinh dm. Chinh phu va 2 

Lust not tren. 

Logi sach nay c6 uu diem not bSt la da suu tam, luu gift va he thOng h6a cac 

van ban phap luSt dieu chinh mot rinh vuc cu the. Rdt thich h9p voi cong chdc cap 

xa khi tra cdu, nghien ciru va ap dung. 

Ba la, tra dm, tim thong tin ten mang: 

Co nhieu Website di the cung cap cac thong tin phap ludt: 

- Cong thong tin dien tir cua Chinh 	www.chinhphu.vn. 

- Trang tin dien tir cua BO NOi vu: www.moha.gov.vn. 

- Trang tin dien tir Co so du lieu van ban quy pham phap lug't ciia BO Tu 

phap: www.moj.gov.vn. 

- Va nhien trang tin dien tir kha.c. 

Cac trang tin dien tix tren la nguOn cung cap cac du lieu thong tin dien tix ve 

phap luSt kha day du, chinh xac, c6 dO tin cay cao. Cac van ban quy pham phap 

luSt dugc tai ve may tinh ca nhan. 

1.2. Um gift thong tin dien tir: 

Cong chirc phai xdy dtrng mot thu intic tren may tinh ca nhan hoac may tinh 

cua co quan, de luu gift toan bO he thOng van ban phap luSt cua minh. 

MOt dao lust (luSt chuyen nganh) dupe ban hanh, keo theo ca mot he thong 

cac van ban quy pham phap luSt du6i luSt (1.6 huong clan thi hanh nhu: Nghj djnh 

cua Chinh phu, tiep d6 la cac Thong tu, Thong tu lien tjch cua cac BO, co quan 

ngang bO huong dan thi hanh cac Nghj dinh. CuOi ding la cac van ban dm bO, 

nganh, dja phuong huong clan trien khai thtrc hien cac van ban quy pham phap ludt 

cua cap tren. Viec luu gift cac van ban tren phai bao dam tinh he thOng va thd to 

cua cac van ban. Dieu nay lien quan den viec lap thu muc de luu trir ten may tinh. 
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2. In thOng hoa van ban phap it* 

Tnrac-  h6t, moi cong chirc cap xa can lap danh muc cac loci van ban phap 

luat an thiet, lien quan den cong vu cua minh. Day la danh sach cac van ban, dugc 

sap xep thanh hai phan: Phan thin nhat bao gom cac van ban trgc tiep dugc sir dung 

thuimg xuyen trong ding vu cua tirng ch*c danh ding chirc. Phan thin hai la cac 

van ban lien quan chung den cong chirc cap xa, nhu: Hien phap. Luat to chirc va 

hoat dOng cua Hoi di5ng nhan dan va Uy ban nhan dan, Luat can b(i, cong chirc. 

Can c* danh muc tai lieu cua dtrgc thiet ke, tien hanh vie'c tra ciru, suu tam va 

hru gift teen may tinh hoc gong thanh quyen tai lieu (cam nang hay so' tay phap 

luat chuyen nganh). 

Thu mix van ban phap luat tren may tinh can dugc lap rieng (Folder: Van ban 

phap luat), trong do, c6 mo ra nhieu cira s'6 voi cac folder nhO: folder Luat, folder nghi 

dinh cua Chinh phii, folder Quyet dinh cua TTg, folder thong to cua cac 	Trong 

mo7,  i folder nho not tren, hru gift cac van ban cu the cua timg loaf ban. 
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Chuyen de 6 

CAI CACH HA.NH CHiNH NHA NU'OC 

I. NHVNG VAN DE CHUN.G VE CAI CACH HANH CHINH 

1. Sty can thiet cal each hanh chink 

Cai cach hanh chinh nuohc ta hien nay din ra trong khuo'n 1(116 cita cai cach 

nha nu& theo huang xay dung nha nuac phap quyen xa hOi chit nghia, la tien de 

quan trong de thvc hien thanh cong qua trinh d61 mai dual sit lanh dao cua Dang. 

Nhfing nguyen nhan chit yeu clan tai viec day manh cai cach hanh chinh a nuac ta 

hien nay la: 

- Qua trinh chuyen dOi nen kinh to tirke hoach h6a tap trung sang kinh to thi 

truang dinh huang XHCN. 

- Nen hanh chinh nha nuac trong qua trinh d6i mai van con ton tai nhang 

bieu hien fiat cvc, chua dap irng dugc yeu cau ctla ca the quan 1y mai. 

- Do qua trinh toan cau h6a va h9i nhap quac te. 

- Sr phat trien cua khoa ligc cong nghe anh htrang den m9i 

song xa hOi, trong do c6 hoat dOng 

- Doi hoi cua cong dan va xa hOi doi vai Nha ntroc ngay cang cao. 

2. Chuang trinh tong the cai each hanh chinh 15.  Vi@ Nam giai do4n 

2011 - 2020 

2.1. Muc tieu 

Tiep tvc thirc hien cac muc tieu chung dat ra dOi 	cong cu9c cai cach nen 

hanh chinh nha nuot, nhiing mvc tieu cu the dugc xac dinh trong giai doan 2011-

2020, bao gom: 

- Xay dung, hoan thien he thOng the cite kinh to thi truang dinh huang xa 

hOi chit nghia nha'm giai phong lvc lugng san xuat, huy dOng va sir dung c6 hieu 

qua m9i ngu'on lvc cho phat trien dat nuac. 

- Tao mOi truang kinh doanh binh dang, thong thoang, thuan lgi, minh bach 

nham giam thieu chi phi 1,7' thai gian va kinh phi cila cac doanh nghiep thu9c mgi 

thanh phan kinh to trong viec tuan thu thu tvc hanh chinh. 
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- Xay dung he th9ng cac ca quan hanh chinh nha rank tix trung ucmg tali co 

so thong su6t, trong sach, yang manh, hien dai, hieu lgc, hieu qua, tang grill dan 

chu va phap quyen trong hoat dOng dieu hanh cua Chinh phu va cua cac co quan 

hanh chinh nha nuoc. 

- Bao dam thvc hien teen thvc to quyen dan chu cua nhan dan, bao ve quyen 

con nguoi, gan quyen con nguoi voi quyen va loi ich cua dan t9c, cua dat 

- Xay di:mg d9i ngli can b9, cong chirc, vien chirc c6 clu pham chat, nang lgc 

va trinh d'9, dap irng yeti cAu phvc vu nhan dan va sir phat then dm dat nuoc. 

2.2. Nhiem vu 

- Cai cach the che; 

- Cai each thil tuc hanh chinh; 

- Cai each to chirc b9 may hanh chinh nha nuoc; 

- Xay dung va nang cao chat luting d9i ngii can b9, cong chirc, vien chirc; 

- Cai cach tai chinh ding; 

- Hien dai h6a hanh chinh nha nuoc. 

2.3. Tr9ng tam cai cach hanh chinh giai doan 2016 - 2020 

Tr9ng tam cai cach hanh chinh trong giai doan 10 narn tai la: Cai cach the 

che; x'a.y dung, nang cao chat lugng d9i ngil can b9, cong chirc, vien chirc, chu 

trong cai cach chinh sach tien luting nham tao dOng lgc thgc sir de can b9, cong 

chirc, vien chirc thvc thi cong vv c6 chit luting va hieu qua cao; nang cao chat 

luting dich vu hanh chinh va chat luting dich vy. cong. 

3. Ke ho4ch cai cach hanh chinh nha ntrik giai down 2016 — 2020 ctia 

Chinh phu 

3.1. Mvc tieu 

- Tiep tvc day manh trien khai thvc hien Chuang trinh tong the cai each 

hanh chinh nha nuoc giai doan 2011 - 2020 theo Nghl quyet so 30c/NQ-CP cua 

Chinh phu, dam bao hoan thanh cac muc tieu, nhiem vv cal cach hanh chinh nha 

nuoc trong giai clop II (2016 - 2020). Trong do, tap trung thvc hien cac trong tam 

cal cach hanh chinh giai clop 2016 - 2020 la: Cai cach the che; xay dung, nang cao 

chat hxong d9i ngil can b9, cong chirc, vien chirc, chd trong cai each chinh sach 

tien luting nham tao d'9ng lvc thvc six de can b9, cong chirc, vien chirc thvc thi 
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cong vg c6 chat luting va hieu qua cao; nang cao chat Kiang dich vg hanh chinh va 

chat luting dich vg cong. 

- Khac phgc nhUng tan tai, han cha, bat cap trong qua trinh trien khai thgc 

hien giai doan 2011 - 2015 eila Chucmg trinh tong the cal each hanh chinh nha 

nuac theo Nghi quy6t so 30c/NQ-CP ngay 08 thang 11 nam 2011 dm Chinh phu. 

- Gan k6t cong tac cai each hanh chinh cfla cac b6, nganh va dia phucmg; 

tang mai* trach nhiem cua cac ca, nhan, ca quan, don vi va ngual dirng dau ca 

quan hanh chinh nha nuac cac cap trong viec trien khai nhiem vu cai cach hanh 

chinh. Nang cao chat luting, hieu qua cita cai cach hanh chinh de phijc vu cho mijc 

tieu phat trien kinh to - xa h6i cua dat nuac an nam 2020. 

3.2. You cau 

- Nang cao chat luting toan dien trim khai cai each hanh chinh tai Ca quan 

hanh chinh nha nuac cac cap tit Trung uang tai dia phuang dap ung yeti cAu cua 

thol kST mai. 

- Gan ke't chat the viec trim khai cac nhiem vg, a an, dg an cai each hanh 

chinh; tang cuang chi dao, phi hop glita cac b6, nganh va dia phuang trong thgc 

hien cac nhiem vv cal each hanh chinh giai doan 2016 - 2020, bao dam chat luting, 

hieu qua teen Ca so thirc hien day du cac nh6m giai phap quy dinh tai Nghi quy6t 

30c/NQ-CP ngay 08/11/2011 cila Chinh 

- Don dac trien khai c6 ke't qua cac nhiem v11 trong tam trong cai each hanh 

chinh giai doan 2016 - 2020, bao dam nang cao 'fang lgc, ky nang thirc thi cong vu, 

3"/ thirc trach nhiem, dao dire cong vg, dao due nghe nghiep; gan cal each hanh 

chinh vai cai each lap phap, to phap; cal thien moi truang dau tu, kinh doanh. 

- Xac dinh ro trach nhiem cua ngual dirng dau ca quan hanh chinh nuac tai 

cac b6, nganh va dia phucmg trong qua trinh trien khai thirc hien cac nhiem vg cai 

each hanh 

- Ke thira va pilaf huy nhang kinh nghiem tot trong cai cach hanh chinh 

trong nuac giai doan vita qua, dog thin chu &Ong nghien dru kinh nghiem tien 

tin efia cac nuac ap dung phii hop vao thirc tin dm Viet Nam. 

IL CO CHE MOT Cfa, CO CHE MOT CfrA LIEN THONG 

1. Cac khai n*n 
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"Thil tie hanh chinh" la trinh tg, each thirc thirc hien, ha sa va yeu cdu, dieu 

kien do ca quan nha ntrac, ngueYi c6 thdm quyen quy dinh de giai quyet mot ding 

viec cg the lien quan den ca nhan, to chat. 

"Trinh tix thixc hien" la thir tg cac buoy tien hanh cua dot tugng va Ca quan thirc 

hien thit tuc hanh chinh trong giai quyet mot ding viec cg the cho ca nhan, to chirc. 

"Ha so" la nhfing loai gidy to. ma d6i tuong thirc hien thit tpc hanh chinh can 

phai nap hoac xudt trinh cho co quan, to chdc c6 thdm quyen giai quyet thit tgc 

hanh chinh tusk khi ca quan thirc hien thil tgc hanh chinh giai quy& mOt cong 

viec cg the cho ca nhan, to chirc. 

Ca the mot cira la cach thirc giai quyet cong viec cua ca nhan, to chirc thuOc 

trach nhiem, thdrn quyen cUa mot co.  quan hanh chinh nha mot trong viec cong khai, 

huOng cldn thu tgc hanh chinh, tiep nhan ha so, giai guy& va tra ket qua dugc thirc hien 

tai mot ddu m6i la Bo phan tiep nhan va tra ket qua cua ca quan hanh chinh nha wok. 

Ca the mot dm lien thong la each thirc giai quyet cong viec cua ca nhan, to chilc 

thuOc trach nhiem, tham quyen cua nhieu ca quan hanh chinh nha nu& ding cap tioac 

Oita cac co quan hanh chinh nha ntrac cac cap trong viec cong khai, huong clan thu tgc 

hanh chinh, -dap nhan ha so, giai guy& va tra ket qua dugc thgc hien tai mot cidu mOi la 

BO phan tier) nhan va tra ket qua dm mot ca quan hanh chinh nha nuov. 

2. Cac nguyen fAc thtrc 	the mot cira, co' che mot cira lien thong 

- Niem yet cong khai, ddy du, kip theri cac thu tgc hanh chinh tai Quyet dinh 

cong b6 thit tut hanh chinh cua fJy ban nhan dan tinh, thanh pha trite thuOc Trung uang 

(sau day goi chung la Uy ban nhan dan clap tinh) theo quy dinh. 

- Bao dam giai quyet ding viec nhanh ch6ng, thuan tien cho ca nhan, to chirc; 

viec yeu cdu ba sung ha so chi duoc thirc hien 'thong qua mot ldn trong suOt qua trinh 

giai quyet ha so tai mot ca quan chuyen mon. 

- Bao dam sir phOi hop chat the gala cac ca quan hanh chinh nha nuoc trong giai 

quyet cong viec cUa ca nhan, to chirc. 

thu phi, le phi cUa ca nhan, to chirc &roc thirc hien theo dUng quy dinh 

cua phdp luat. 

3. Yeu cau, trach nhiein, quyen iqi cua cong chti'c lam viec tai 	ph4n 

tiep nh4n va tra ket qua 
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Dieu 10, Quyat dinh so 09/2015/QD-TTg ngay 25/3/2015 dm Thu tuong 

Chinh phi' ban hanh Quy the thgc hien ca the mOt cira, ca the met dm lien thong 

tai ca quan hanh chinh nha nu6c 	phuang. 

3.1. Yeu cdu 

a) Dei ngu cong chdc lam viec tai Be phan tier) nhan va tra ket qua dam bao 

du ve so luting va có chuyen mon, nghiep vg phu hop dap irng yeu cau cong viec; 

b) CO phdm chdt, dao ddc tot, tinh than trach nhiem va tinh chuyen nghiep cao; 

c) Co tac phong, thai de chudn mgc, có kha na'ng giao tiep tot voi ca nhan, to chirc. 

3.2. Trach nhiem 

a) Thgc hien nghiem bac, ay &X quy the hoat deng cua BO phan tiep nhan 

va tra ket qua; 

b) Tao dieu kien thuanlgi cho ca than, to chirc thgc hien cac giao (Lich hanh chinh; 

c) Huang dan ca nhan, to chirc thgc hien thil tigc hanh chinh ay du, re' rang, 

chinh xac dam bao ca nhan, to chirc chi phai bO sung WO sa met Ian; 

d) Tiep nhan ho sa hanh chinh cua ca nhan, to chirc theo quy dinh; 

d) Chu gong tham mtru, de xudt sang kien cai tien viec thgc hien thit tic 

hanh chinh; kip thei phat hien, kien nghi v6i ca quan, nguei c6 thdm quyen de sira 

b6 sung, thay al hoac Hy be, bai be cac quy dinh ve thu tic hanh chinh 

khong kha thi hoac khong phu hop v6i tinh hinh thgc to cua dia plurang; 

e) Mac (tang phic trong qua trinh thgc thi nhiem -vg; 

g) Thgc hien cac quy dinh khac cua phap luat. 

3.3. Quyen lgi 

a) Dugc tap hudn ve chuyen mOn nghiep vu va van boa dng xir, giao tier, vai 

ca. nhan, -CO chlic; 

b) Dugc hueng the de ho trg theo quy dinh. 

4. Trach nhiem cila Uy ban nhan dan cap xa trong triers khai tht.rc hien 

co.  cht mOt cira, co. ch6 mOt cira lien thong 

- Bo tri va phan cong cong eh& có chuyen men, nghiep vg phu h9p lam 

viec tai BO phan tiep nhan va tra ket qua. 
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- Can dr vao tinh hinh cu the, ban hanh Quy ch6 hog dOng cua BO phan tiep 

nhan va tra ket qua thuOc trach nhiem quan 

- COng khai cac quy dinh, thu tkic hanh chinh day du, thlreng xuyen, rO rang, 

de tiep can, de khai that, six dung theo quy dinh; ding khai cac chu'an mgc, cac quy 

dinh hanh chinh de tao thuan loi cho viec giam sat. 

- Tap hudn ve nghiep v1.1 va cach giao tiep -yeti ca nhan, to chirc trong qua 

trinh giai quye't cong viec d6i 	ngii cong chirc lam viec ef• Bo phan tiep nhan 

va tra k& qua. 

- Thong tin, tuyen truyn de ca nhan, to chirc bit vs hog Ong dm co ch6 

mot dm, co ch6 mot cfra lien thong tai cac co quan hanh chinh nha mrac u dia 

phuong./. 
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MON 

TIN HOC VAN PHONG 



NOI DUNG ON TAP MON TIN HOC VAN PHONG 

1. He dieu hanh Windows, mng, Internet 

- Khai niem, chirc nang ciia he dit'&1 hanh; 

- Cong dung cua cac nhom biL tugng trong man hinh Desktop: Menu 

Start, Taskbar, My Computer, Recycle Bin; 

- Thao tac tren cira s6: ph6ng to, thu nho, &rig cira s6 (Ung dung), chuye'n 

ai qua lai gift cac irng dung; 

- Cac khai niem: o c ia, tap tin, thu muc, dueng an; cac thao tac v6i tep 

(File) va thu muc (Folder): tao moi (Folder, Shortcut), ch9n, sao chop, di 

chuy6n, x6a, d6i ten, thiL lap thu9c tinh; 

- Cach thie't 1;ap ch6 d9 bao ve man hinh, at the d9 man hinh nghi, thi6t 

14p d9 phan giai dm man hinh, thay d6i ngay, gior tren may tinh; 

- Xir l5T ti6ng Viet: Font chit ti6ng Viet (.vnTime, .vnTimeH, Times New 

Roman, Arial, Tahoma, Verdana,...); sit tucmg thich gala font chit, ki6u go va 

bang ma; chuyL d6i qua lai giita cac font chit, b9 go ti6ng viet Unikey,... 

- Nen va giai nen du lieu (phan mem WinZAR); 

- Cac thao tac khi sir dung mot trinh duyet Web (Mozilla Firefox); 

- Phan biet duoi cua dia chi ten mien, phan biet trang tim ki6m thong tin 

(may tim ki6m) voi trang thong tin; 

- Dang 147 tai khoan email va cac thao tac vol email (sop, giri, xem, tra 

lei email,...); 

- Tim ki6m thOng tin trong may tinh va tren Internet; 

- M9t so phim fat thong dung ten Windows. 

2. PhAn mem soan thao van ban Microsoft Word 



- Cac thao tac voi tep van ban: tao tep 	mo' tep da c6 tren dia, hru trir 

tep tin 

- Cac thao tac ca ban teen kMi van ban: ch9n (boi den), sao chep, di 

chuyen, xoa, tim kiem va thay the,... 

- Dinh dang van ban: 

+ Dinh dang ky tv (Text): font chit, CO. chit, kieu chit, mau chit, chi s6 

ten, chi s6 

+ Dinh clang cho doan van ban (Paragraph): can le, dO rOng cua dung, 

khoang cach giita cac doan, 

+ Dinh clang trang in (Page): khO gidsy, hu6ng gidy, le trang, tieu cle trang 

+ Dinh clang khac: ky to ddu doan (Bullets and Numbering), cot bao 

(Columns), chit rai (Drop cap), dinh vi Tabs... 

- Chen d& tuyng vao van ban: 141 tv d4c biet, hinh anh, khung chit, chit nghe 

thu'at, so trang, ngat trang, duOng ke, hinh ca ban, cong thirc town h9c, bieu do,... 

- Bang Neu: chen bang, xoa cot, xoa dung, them cot, them dung, -Lich 8, trOn 

6, tach bang, tuY chinh bang, sap xep dit lieu trong bang, tinh town trong bang,.. 

- In van ban: in mot so trang, in town bO van ban, in trang chan, in trang le, 

in 1 ban, in nhieu ban,... 

- MOt s6 phim tat thong Ong khi thao tac v6i van ban 

3. Phan mem xtr ly bang tinh Microsoft Excel 

- Khai niem: dia chi tuang cloi, dia chi tuyet cloi, dia chi 1-16n hop, bang 

tinh (Sheet), Worksheet,... 

- Dinh clang cho cac o dit lieu trong bang tinh: chit (font chit, kieu chit, ca 

chit, mau chit,...), can le du lieu trong o, dit lieu xudt hien nhieu d6ng trong 

mot o (Wrap text), gOp 6 (Merge cells), duong bao, mau nen; dinh clang kieu du 

lieu (s6 - Number, chit - Text, ngay thang - Date,...) 

- Dinh clang cho cot Meng: thay d6i dO rOng cot, dO cao dong 
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- Them mai, ei ten, sao chap, di chuytn, xoa bang tinh 

- Sao chap, di chuyen, x6a, phuc 116i dir lieu 

- MOt so ham thong dung trong Excel: sum, average, max, min, count, 

counta, rank, lower, upper, proper, left, right, day, month, year, today, now, and, 

or, if, vlookup, hlookup 

- MOt so 16i thuong gap khi sir dung ham 

- Bieu 6: tao bitu 6, ch9n/ thay 6i kieu bieu do, din chit giai, dien tieu 

de cho bieu do va cho cac truc X, Y cua bieu 

- Sap xe'p dit lieu, trich 19c du lieu, ding hop &I lieu 

- Thiet Yap trang in va in bang tinh: kieu giay, htrong gidy, le gidy, in mot 

\Tang cila bang tinh, in mot s6 trang, in toan b0 bang tinh, in 14p lai tieu de bang 

tinh tai cac trang sau,... 
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