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ISO 9001:2015

QUY TRINH

M4 hiu: QT-VPB-02

]

Xay dung chwong trinh,

LAin ban hanh: 02

ke hoach cong tac cia

Ngay ban hanh: A& /12/2022

Bo Tw phap
SUA POI TAI LIEU
Yéu cafiu P{léinﬁé; 2 Lan ban Ngay ban
sira dbi/ M | M6 ta ndi dung sira d5i | hanh /Ln | 5
A quan viec ) oz, hanh
bo sung . aRs stra doi
stra doi , ‘
Stra d61 ndi dung quy Lan 02

cua Bo.

trinh pht hop vé6i cong
tac chi dao, diéu hanh

Cép nhat cac quy dinh,

x4y dung ké hoach cua
Bo Tu phap).

quy ché c6 lién quan da
co su thay d6i (Quy ché
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QUY TRINH Mahigu:  QT-VPB-02

XAy dung chwong trinh, | Lanban hanh: 02
ké hoach cdng tac clia | Ngay ban hanh: /12/2022
B6 Tw phap

ISO 9001:2015

1. MUC PiCH

Nhim trién khai thuc hién déng bd, chi dong va co hi€u qua cac cong viée
trén timg linh vyuc cong tac cua B9, nganh Tu phép, dap img yéu cau cong viée dé
ra, phuc vu cho cong tac chi dao, didu hanh cua Lanh dao B ciing nhu tao co s
theo d&i, d6n dbc, danh gia viéc thuc hién.

2. PHAM VI AP DUNG:

Quy trinh nay dugc ap dung cho hoat dong xay dung chuong trinh, ké hoach
cong tac cua cac don vi thuge Bo Tu phap

3. TAI LIEU VIEN DAN

- Quy ché lam viéc cia Bd Tu phép ban hanh kém theo Quyét dinh
2402/QD-BTP ngay 25/11/2017 ctia B truong Bé Tu phép

- Quyét dinh 678/QD-BTP ngay 26/3/2019 cla Bd trudng B Tu phap ban
hanh Quy ché xay dung ké hoach ctia B6 Tu phép

- Tiéu chuén Quéc gia TCVN ISO 9001:2015
4. PINH NGHIA/TU VIET TAT
4.1. Chuong trinh, ké hoach céng tdc:

- Chuong trinh cdng tac 1a vin ban xac dinh dinh huéng, muc ti€u, nhiém vu
codng tac trong mdt khoang thoi gian x4c dinh.

- K& hoach cong tac 1a vin ban xac dinh muc tiéu, yéu ciu, hé thdng nhiém
vu/nhém nhiém vu (gém: tén nhiém vy; san phdm can dat dugc; tién do thyuc hién
nhiém vu (thdi diém bt dau va thoi diém hoan thanh. Néu nhiém vu 13 x4y dung dé
4n, van ban thi ghi ro c4p trinh, thoi gian trinh timg cép); co quan, don vi chil tri
thyc hién nhiém vy; co quan, don vi phéi hop thyc hién nhiém vuy; nguén kinh
phi bdo dam thyc hién nhiém vu) va phan cong trach nhi€ém td chirc thyc hién
nhim bao dam thuc hién Chién luge, Chuong trinh hodc mét vin ban cia cap cb
thAm quyén. Gom: K& hoach céng téc hang nim cua cic don vi thudc By Tu
phap va K& hoach cong tac ctia Bo Tu phéap hang nam hodc dai han vé linh vuc
chuyén mén thudc pham vi quan ly cua BJ.

4.2. Dom vi chii tri xdy dung Chwong trinh, Ké hoach: 1a don vi chiu trach
nhiém chinh trong viéc td chic x4y dung dy thao Chuong trinh, K& hoach, trinh
Lanh dao B6 xem xét ban hanh.
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QUY TRINH | Mahiu QT-VPB-02
Xay dung chwong trinh, | Lan ban hanh: 02

ké hoach cng tic clia | Ngay banhanh:  /12/2022
B¢ Tw phap

ISO 9001:2015

4.3. Pon vi thém tra chuong trinh/ké hoach cong tdc: Cuc Ké hoach — Tai
chinh thdm tra dy thao ké hoach cdng tac ndm cua cac don vi thudc Bo ¢ tai
khoéan riéng, trir ké hoach cong tac ndm cua nhitng don vi sy nghiép thudc B tu
bao dam 100% chi thuong xuyén; thim tra ké hoach cong tac chuyén mén cua
Bo.

Vién phong Bo thdm tra du thao k& hoach cdng tac nam ctia Cuc K& hoach
- Tai chinh va cac don vi thudc B khong c6 tai khoén riéng.

4.4. Tham quyén ky ban hanh, phé duyét chuong trinh/ké hoach

- B6 trudng ky quyét dinh ban hanh hodic phé duyét chuong trinh/ké hoach
cong tac trong nhitng trudmg hop sau day: (1) Ban hanh chuong trinlvké hoach
cdng tac chuyén mén ctia B trong linh vuc do Bé trudng truc tiép phu tréch; (2) Phé
duyét ké hoach cong tac ndm cua don vi thudc Bo do B trudng truc tiép phu
trach; (3) Ban hanh hoic phé duyét nhimg chuong trinh/ké hoach cong tac khac
ma Bé truéng thay cin truc tiép xem xét, ky ban hanh hodc phé duyét.

- Thir truéng ky thay Bo truéng ban hanh hodc phé duyét chuong trinh/ké
hoach cdng tac trong nhitng trudng hop sau day: (1) Ban hanh chuonwg trinh/ké
hoach cong tadc chuyén moén ctia B§ trong linh vyc do Thir trudéng phu trach; (2)
Phé duyét ké hoach cong tic nim ciia don vi thudc Bo do Thir trudng phu trach.

5.NOQI DUNG
Théi Biéu
TT Trinh ty Trach nhiém . mau/Ket
gian qui
Tiép nhén yéu c}'iu xay dung Theo vin
chwong trinh, ke hoach: ban hodc
Viée xdy dung du thio chuong | Chuyén vien/ | S 940
trinh, k& hoach cong tdac phadi | nhém chuyén Cl}a c?p
Bl duge bét dhu trién Kkhai | vien duge phan | °©
nhitng thang cudi cia niam ké cong quye
hoach trirdc. Lanh dao don vi hoac chu
chi tri c6 trach nhiém chu dong dé
dong/tiép nhan nhiém vu xay xuat theo
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QUY TRINH M higu:

QT-VPB-02

XAy dyng chirong trinh, | Lan ban hanh:

02

ISO 9001:2015

B Tw phap

ké hoach cong tac cia Ngay ban hanh:

/12/2022

dung chuong trmh, ké hoach
cong tac va pho bién thuc hién
tai don vi minh.

Trong thoi gian 01 ngay lam
viéc ké tir khi tiép nhan nhiém
vu dugc giao tu thu trudng
don vi chu tri, trudng phong
s& phan cong chuyén vién,
hodc nhoém nhém chuyén vién
(sau day goi tit 1a chuyén
vién) chiu trach nhiém soan
thdo chuong trinh, k& hoach
cOng tac

linh vuc
cong tac
phu trach

B2

Ciach 01: Xay dung cong van
dé nghi cac don vi dé xuat
ndi dung chwong trinh, ké
hoach:

Chuyén vién dugc phan cong
co trach nhiém soan thio ngay
cong van gui cac don vi thude
B6 d nghi dé xuét ndi dung
chuong trinh, k& hoach céng
tac; trong d6 hudng din cc ndi
dung cén d& xuét (bao gbm ndi
dung céng viéc can hoan thanh,
don vi chu tri - phéi hop, tién
d6 hoan thanh...), sau d6 trinh
thu truong don vi xem xét

Chuyén vién /
nhém chuyén
vién dugc phin
cong

01 ngay
sau khi
tiép nhan
nhiém vu

Du thao
cOng véan
de nghi

Xem xét, phé duyét:

Trong thoi gian 01 ngay lam
viéc, thi truéng don vi chu tri | Thy truéng don
s& xem xét ndi dung cong van vi chi tri
gui cac don vi, yéu cau chinh '
stra (néu cén) va ky ban hanh

Ngay sau
khi trinh

Cong van
dé nghi
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. QUYTRINH | Mahieu QT-VPB-02 |
Xéy dung chwong trinh, Lan ban hanh: 02
Vi ke hoach cong tac ciia | Ngay banhanh:  /12/2022
Pon dbe, tong hop sb lidu va
xay dung du thio chwong
trinh, ke hoach:
Trong thoi han yéu ce:iu cac don 03 ngay Du thdo
vi thudc Bd dé xuat, chuyén | Chuyénvién/ sau khi chuo*ng
vién duogc phﬁ’n cong c6 trach | nhém chuyén vién | hét th(‘?i trinh, ke
nhiém don doc va tong hop | dugcphincong | handé | hoachcong
thong tin, danh gia tinh hinh d¢ xuat tac
xdy dung dy thao chuong trinh,
ké hoach cong tac.
Cach 02:
Chuyén vién dugc phén cdng
c6 trach nhiém cha déng tong
hop thong tin, danh gid tinh 05 ngay | Duthao
hinh dé x4y dung du thao | Chuyénvién/ tirsau | chuong
chuong trinh, ké hoach céng | nhém chuyénvién | khi tiép | trinh, ké
tac trén co s& mau ké hoach | duge phéan cong nhan | hoach cong
dugc ban hanh kém theo Quy nhiém vu | tac
ché xay dung K& hoach cua
Bo Tu phap.
Xem xét va cho y kién dir | 01 ngay Dy thao
' thdo chwong trinh, ké hoach . e sau khi chuong
B3 | The ruobe don | hgn | trinh, ké
: dugc du | hoach cong
thao tac
Chinh ly du thio, xay dung Dy thao
cong van xin y klen, gop y: Chuyén vién / 01 nl%;y tChHILmE
Trén co s6 c6 ¥ kién clia thit | nhom chuyen | 520 % | 0 A
B4 | truéng don vi, chuyén vién| vien dugc phan | ° lef}? czac/ cong
dugc phan cong chinh ly du | cong cua la tac . Son% _
thao chuong trinh, k€ hoach dao van denghi
cong tac; dong thoi soan thdo gopy
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QUY TRINH M3 higu: QT-VPB-02
X4y dung chwong trinh, | Lan ban hanh: 02
ké hoach cong tic ciia Ngay ban hanh: /12/2022
1SO 9001:2015 B6 Tuw phap
cong vin giri xin ¥ kién gép v,
gt cho cac don vi thudc Bo
Tu phép
Cho ¥y kién gop y d6i voi du
thdo chwong trinh, ké hoach:
Cham nhét 1a 05 ngay sau khi 05 ngay
nhan duge cong vin xin ¥ kién Céc don vi sau khi Cone vin
B5 gop ¥, cac don vi dugc yéu thugc co quan | dugc dé ég .
cAu phai d& xuit v kién gop ¥y B¢ Tu phap nghi gop SOP Y
du théo chuong trinh, ké y
hoach cong tac va gui Vé cho
don vi chu tri
| Téng hop, tiép thu y kién, Duy thao
xAy dung Ban tong hop tiép chuong
thu, giai trinh ¥ kién gép ¥, trinh, ké
hoan chinh dw thdo, xiy 03 ngay | hoach cong
dung cong vin dé nghi thAm | Chuyén vién/ ké tir tac/cong
B6 tra nhém chuyén thoi Vénqdé nghi
vién dugc phan | diém hét | tham tra/
cong han gép | Ban tong
y hop tiép
thu, giai
trinh y kién
gop y
Xem xét / Ky cong vin dé Du thao
nghi thim tra cliu:ong
Trong 01 ngay lam viéc sau trinh, ké
khi nhén dugc dy thao va cong o 01 ngay | hoachcdng
B7 | van do chuyén vién trinh, thu Tha ‘.[ru:oPg ‘dorn sau khi tac/ ‘{611%
trurong don vi xem xét du thao vi chil tri trinh Vinvdé nghi
va ky coéng vén gui don 'vi tham tra/
thAm tra k& hoach. Truong Ban tong
hop du thdo hodc cong vin hop ti€p
chua diy du, phu hop thi yéu thu, giai
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QUY TRINH Ma4 hiéu: QT-VPB-02
Xdy dung chwong trinh, Lan banhanh: 02
i ké hoach cong tic clia | Ngay ban hanh:  /12/2022
ISO 9001:2015 Bd Tu phap
cau chuyén vién tién hanh trinh y kién
chinh stra, bd sung gopy
Cho ¥ kién gép ¥ déi voi dy
thao chwong trinh, ké hoach: 05 1103
nga
Trong thoi gian 05 ngay lam sau I%h?
viéc k€ tir thoi di€m nhén o nhan i g
Bg |duoc vin ban dé nghi tham | Ponvithamtra | , - ° . | Céngvin
tra, don vi tham tra cho y kien ke hoach ban da tham tra
thdm tra 461 voi du thao .nghi
chuong trinh, ke hoach cong | thim tra
tdc va gui vé cho don vi cha r
tri
Téng hop, hoan chinh bd tai
liéu va xay dung phieu trinh
bao cio Lianh dao B§ xem
xét, ky ban hanh chwong .
trinh/ké hoach: 01 nos D}? thao
. nga chuon,
Trong 01 ngay lam vi¢e ke tir Chuyén vién / sau I%h? trinh, kgé
B9 thoi diém nhén duoc y kien | phem chuyen nhan | hoach CT/
tham tra, chuyén vien d‘{(;’c vién duoc phan | duwocy | Phiéutrinh
phéan cong co trdch nhiém tiép cong kidn béo c4o
thu, chinh ly du thdo, hoan thim tra | Lanh dao
chinh toan bd tai liéu, xdy B
dung phiéu trinh bao cdo Lanh )
dao B6 xem xét,, ky ban hanh
chuong trinh/ké hoach cong
tac
Xem xét / phé duyét Phiéu ,
trinh: 01 ngay Phiéu trinh
B10 | Trong vong 01 ngay lam viéc, Tha 'fru}?}lg ‘dorn sau khi bii)hcao
thu truéng don vi ky phicu Vil ekl bl trinh La Adao
trinh Lanh dao Bo xem xét, ky Bo
ban hanh chuong trinh/ké
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QUY TRINH M4 hiéu: QT-VPB-02
Xay dung chwong trinh, Lénban hanh: 02
ke hoach cong tac clia | Ngay ban hanh: /12/2022
ISO 9001:2015 Bd Tw phap

hoach cbng tac. Truong hop

ndi dung dy thdo, tai liéu, to

trinh chua dy du, phu hop thi

yéu ciu chuyén vién c6 lién

quan chinh sira, b6 sung

Phé duyét/ ban hanh: Quyét dinh

Lanh dao BS ky quyét dinh 03 ngay | °onhanh
B11 | phé duyét chuong trinh, k€| LanhdaoB§ | saukhi tc‘lllhmllcg;

hoach cong tac trinh hogch ’céflg

tac

Phat hanh cho cac co quan,

to chirc, don vi ¢6 li€én quan:

Ngay sau khi Lanh dao B ky

quyét dinh phé duyét va ban Tham chidu

hanh chuong trinh, ké hoach quy trinh

coPg tac: bo p{lan van t.}}u’ Cu{j‘ B6 phan van thu | Ngay sau | kiém tra thé
B12 | Van phong Bo thL_r’c hién tht | o5 vin phong | khiphe | thic, k§

tuc phat hanh cho cac co quan, b5 duyét | thuat trinh

t5 chirc, don vi c6 lién quan va ) ) be‘l'y VD

Ivu h6 so (theo cach thuc va ban

trinh ty quy dinh trong Quy

trinh kiém tra thé thuc, k¥

thuét trinh bay va phat hanh

van ban ctia Vin phong Bo)

Lwu ho so theo dbi cong viec BG phén van thu ngzi ?;liy
B13 clia van phong muc 6 oia

b9 qﬁy trinh

Lwu y: Ddi v6i nhiing Chuong trinh, K& hoach don gian thi thuc hién theo

thoi gian rat gon bang ti da ' thoi gian tai Quy trinh nay.




QUY TRINH Ma hiéu: QT-VPB-02
XAy dung chwong trinh, | Lan ban hanh: 02
, ke hoach cong tic cia | Ngay ban hanh:  /12/2022
ISO 9001:2015 B4 Tir phap

6.LUU HO SO

Hb so lién quan dén qué trinh x4y dung chuong trinh, ké hoach cong tic
phai duoc luu nhu sau:

. Thoi
STT Tén ho so Phu*(,)'ng Tf ach han luu
phap nhieém lwu t s
trir
Cong van dé nghi cac don vi Theo ké Pon vi chi
1 | dé xuat chuong trinh, ké hoach | hoach / khi tri / Van thu | 02 nam
cong tac phat sinh Bo
(ot chaors ik, X hoach | | Theoké | Ponvi chi
g |0 CAHONS A, 3N hoach /khi | tri/Vanthu | 03 nam
cong tac (ctia cac don vi va hét sinh B6
Lanh dao Bo) P °
Cong van dé nghi tham tra, Theo ké Pon vi cha
3 | phi€u trinh bdo cédo Lé&nh dao| hoach /khi tri/ Van thu | 02 nam
Bo phat sinh Bo
Quyét dinh ban hanh chwong| Theo ké Pon vi cht
4 | trinh, k& hoach céng tdc da| hoach/khi | tri/Vanthu | 05 nam
duoc ky duyét phat sinh Bo6
Chuong trinh, ké hoach cdng Theo ké Pon vi chua
5 |tac d& duoc phé duyét va ban| hoach/khi | tri/ Vanthu | 05 nidm
hanh phat sinh Bo

7. PHU LUC/BIEU MAU PINH KEM:

Tuan thi céc quy dinh va biéu miu theo quy dinh cta B Tu phép tai
Quyét dinh 678/QD-BTP ngay 26/3/2019 ciia B6 truéng B6 Tu phép ban hanh
Quy ché x4y dung ké hoach ciia B6 Tu phap.







