UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

PHUONG BA DINH Poc lap - Tw do - Hanh phuc
$6: 10/QP-UBND Ba Dinh, ngay 10 thang 01 néim 2025
QUYET PINH

V& viéc ban hanh Quy ché quan Iy va sit dung con déu

CHU TICH UBND PHUONG BA PINH

Can cir Ludt Té chic Chinh quyén dia phwong ngay 19/6/2015; Ludt sira
doi, bé sung mét sé diéu cua Lugt To chize Chinh pha va Ludt Té chize chinh
quyén dia phwong ngay 22/11/2019;

Can cir Nghi dinh s¢ 99/2016/NP-CP ngay 01/7/2016 cua Chinh phi vé
quan Iy va st dung con ddu;

Can cir Nghi dinh s6 30/2020/NP-CP ngay 05/3/2020 cia Chinh phu vé
cong tac Van thu;

Theo dé nghi cia cong chize Vin phong- Thong ké.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh ndy Quy ché quan ly va sir dung
con dau cia UBND phuong Ba Dinh.

Piéu 2. Quyét dinh nay cd hiéu luc thi hanh ké tir ngay ky.

Cong chtrc Vian phong - Thong ké, can bo, cong chiic phuong; cac co quan,
t6 chtrc ¢6 lién quan chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhdn:

- Nhu Diéu 2;

- UBND thi x&(B/c);;

- TT.bang uy, HBND phuong(B/c);

- Céc co quan, t chirc phuong(T/h);

- Can bg, cobng chuc, NLD phuong(T/h);
- Luu: VT.
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QUY CHE
CONG TAC QUAN LY VA SU DUNG CON DAU
(Kém theo Quyér dinh s¢ 10/0P-UBND ngay 10 thang 01 ndm 2025
cua UBND phuwong Ba Dinh)

CHUONG I
QUY DPINH CHUNG

Piéu 1. Muc dich.

1. Con ddu cia UBND phuong Ba Pinh phai duoc quan ly chat ché boi céan
bo Vian thu, Luu trlr, Thu quy cua phuong.

2. Can bd Van thu, Luu trit, Tha quy c6 trach nhiém quan ly, sit dung con
dau theo nhimg diéu khoan dugc quy dinh theo Quy ché nay.

Piéu 2. Pham vi.

1. Quy ché nay duoc ban hanh trong noi bo UBND phuong Ba Pinh.

2. Can bg, cong chitc UBND phuong Ba Dinh thuc hién nghiém tdc Quy
ché nay.

Piéu 3. Nguyén tic xay dung.

Quy ché vé quan ly va sir dung con dau cia UBND phuong Ba Pinh duoc
xay dung theo Nghi dinh s6 99/2016/NDB-CP ngay 01/7/2016 caa Chinh phu vé
quan ly va str dung con dau.

Quy ché duoc xay dung trén nguyén tac dan chu, céng khai toan thé céan
bg, cong chuic va nguoi lao dong UBND phuong.

CHUONG II
NOI DUNG QUY CHE

Piéu 4. Trach nhiém quan 1y va lwu giir con dau

1. Con dau caa UBND phuong Ba Pinh duoc giao cho can bo Vin thu,
Luu trit, Thi quy cia phuong giit va dong dau tai UBND. Can bo Van thu, Luu
trir, Thu quy co trach nhiém thuc hién nhitng quy dinh sau:

a) Phai truc tiép dong diu vao cac van ban, gidy to co chit ky cua Chu tich,
Ph6 chu tich UBND phuong; trude khi dong dau can phai kiém tra thé thic trinh
bay, ndi dung van ban va chir ky trén vin ban c6 dung ngudi ¢6 tham quyeén ky
van ban.

b) Chi dugc dong ddu vao nhimg van ban, gidy to sau khi da c6 chit ky cua
ngudi co tham quyén; khong dugce dong dau khdng.

¢) Khéng dugc giao con dau cho ngudi khac khi chua duoc phép bing vin
ban ctia ngudi ¢ tham quyén.

2. Bao quan con dau trong ta c6 khod tai phong 1am viéc cua can bo Vin thu,
Luu trit, Tha quiy; khéng mang con dau ra khoi phong 1am viéc hoic UBND phuong.
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3. Khi nét dau bi mon hoic bién dang, can b Van thw, Luu trit, Thu quy
phai bao cao ngudi c6 trach nhiém lam thu tuc doi dau. Truong hop con dau bi
mat can bo Van thu, Luu trir, Tha quy phai kip thoi bao cdo ngudi c6 tham
quyén va Coéng an dia phuong noi xay ra mat du; 1ap bién ban lam rd nguyén
nhén va xir 1y theo quy dinh caa phap luat.

4. Khi c6 quyét dinh thay doi con du cua co quan c6 tham quyén, phai nop
con du cii va 1am thu tuc xin khic con dau méi.

Piéu 5. Sir dung con diu

Chi déng déu vao cac vin ban khi cic van ban dung hinh thic, thé thic va
c6 chit ki cia nguoi 6 tham quyén.

Picu 6. Péng dau

1. Pong dau phai rd rang, ngay ngan, ding chiéu, diing muc do theo quy dinh.

2. Béng dau trén van ban chinh thuc:

a) Chi dong dau trén cac van ban chinh thuc;

b) Khi dong dau 1én chix ky thi phai dong tram 1én 1/3 chir ky vé phia bén
trai chir ky ctiia ngudi 6 tham quyén trong cac van ban, ching tir ¢é lién quan.

3. Pong dau vao phu luc kém theo:

a) DAu treo 1a d4u dong 1én trang dau caa cac van ban, tram [én mot phan
tén cua Truong hoac tén cua phu luc.

b) Néu vin ban c6 phu lyc tir 02 trang tra 1én phai dong dau giap lai. Dau giap
lai dugc dong vao khoang gitra, trim In tat ca c4c trang cua van ban, tai liéu.

4. Tuyét d6i cam dong dau khdng trén cac tai liéu, chang tir con dé tréng
hodc chua day du chi tiét can thiét va trén gidy con dé trang.

Picu 7. Tham quyeén ky va déng dau

1. Chu tich UBND c¢6 tham quyén Ky tat ca cac vin ban, chung tir cua
UBND phuong (theo quy ché 1am viéc).

2. Céac Pho chu tich duoc ky thay cac van ban, chung tir duoc Cha tich
UBND phuong phan céng hoac uy quyén (theo quy ché lam viéc).

3. Nguoi dugc uy quyén phai chiu trach nhiém truéc Chu tich UBND
phuong va phap luat vé ni dung cac van ban, gidy to da ky.

CHUONG III. XU Li VI PHAM VA PIEU KHOAN THI HANH
biéu 8. Xir Ii vi pham

Céc c& nhan c6 hanh vi vi pham quy ché st dung con dau va cac quy dinh cia
phép luat tuy theo mic dg, tinh chét s& xtr 1y theo quy dinh phép luat hién hanh.

Diéu 9. Piéu khoan thi hanh

Trong qué trinh thuc hién, nhitng quy dinh caa Quy ché nay duoc sira di, bd
sung cho phul hop véi quy dinh ciia phap luat va tinh hinh thuc té caa Phuong.
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