UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
XA MINH LONG Poc 1ap - Tw do - Hanh phuc

Sé: 1237 /UBND-VP Minh Long, ngay 18 thang 9 nam 2026
V/v dén dbc thuc hién ra soat, bao
cdo két qua thuc hién nhiém vu quy
111/2026 va dé xuat Chuong trinh
cong tac, Danh muc san phim/cong
viéc quy 1V/2026
Kinh gui:

- Thu truong cac co quan, don vi thuéc UBND xa!
- Cong xa xa;
- Ban Chi huy Quan sy x&;

Ngay 12/9/2026, UBND x3 Minh Long ban hanh Céng vin sé 1208/UBND-VP
vé viéc khan truong ra soat, bao cdo két qua thuc hién nhiém vu Quy I1I/2026 va dé
xuét Chuong trinh cong tac, danh muc san phim/cong viéc Quy IV/2026 (Cong vin
1208). Thoi han hoan thanh trude 10 gio 00 ngay 17/9/2026. Tuy nhién, dén thoi diém
hién tai, hau hét cac co quan, don vi chua hoan thanh viéc nhap li€u vao cac biéu mau,
hozc nhép liéu khong dang vé két qua thuc hién.

Pé dam bao kip thoi tong hop, bao cao Ban Thudng vu Pang oy, UBND tinh.
Chu tich UBND xa chi dao nhu sau:

1. Thu trudéng cac co quan, don vi thugc UBND xa, Trudng Cong an xa, Chi
huy truéng Ban chi huy Quén su xa chi dao khan truong chi dao trién khai ra soat,
nhap liéu két qua thye hién nhiém vu Quy I11/2026 va dé xuat Chuong trinh cong tac,
danh muc san pham/cong viéc Quy IV/2026. Chiu trach nhiém giai trinh vé noi dung
két qua, s6 lidu, danh muc, san pham cta co quan, don vi minh.

Khan truong nhap liéu vao cac biéu mau theo Cong vin sé 1208, hoan thanh
trude 10 gio 00 phat ngay 20/09/2026.

Luu y: Viéc nhap liu phai dam bao day du, chinh xdc cdc truong thong tin. Doi
voi Cong viéc c6 san pham la cac van ban (Quyet dinh, ké hoach, thong bdo.....) phai
ghi ro: thé loai van ban, ngay van ban, ngay ban hanbh.

2. Giao Vin phong HDND&UBND x4 theo ddi, don dbc, tong hop bao céo
UBND xa, Chu tich UBND xa.

3. Vin phong HDND va UBND x4 theo ddi tién do nhdp liéu, kiém tra tinh day
du, trung lap, sy phu hop vé Truc, 1anh dao tryc tiép chi dao, co quan chu tri/phoi hop,

! Phong Tai chinh, Cong thuong; Phong Xay dung, Nong nghiép va Méi truong; Phong Van héa — xa hoi; Van
phong HDND & UBND x3; Trung tdm Phuc vu hanh chinh cong; Trung tdm Cung tng Dich vu cdng; Ban quan ly Du
an DTXD & PTQD.
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san pham, s6 luong va thoi han; tong hop, tham muu UBND xi xem xét trude khi bao
cdo Ban Thuong vu Bang ty, UBND tinh.

Yéu cau Thu truong cac co quan, don vi nghiém tic trién khai thuc hién. Trong
qua trinh nhép liéu néu c6 vudng mac, phan anh vé€ Van phong HDND va UBND xa
dé duoc hudng din, xu 1y kip thoi./.

Noi nhin: TM. UY BAN NHAN DAN
- Nhu trén; >
- CT, cac PCT UBND xa;

-C, PCVP HDND & UBND x3;
- Luu: VT.

Pinh Vin Diét
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PHU LUC
HUONG DAN NHAP LIEU THU'C HIEN CONG VAN 695, 696, 697-CV/DU
(Kém theo Cong vin sé /UBND-VP ngay 12/9/2026 cua UBND xda Minh Long)

I. NGUYEN TAC CHUNG

e Mbi co quan, don vi chi cap nhat cac nhiém vu thudc trach nhiém tham muu/thuc
hién ctia minh; ngudi nhap chiu trach nhiém vé d6 chinh xac cua thong tin.

e Chi nhép tai cac 6/viing dugc md quyén va cac cot co danh sach lya chon; khong xoa
dong, khong sira tiéu d¢, dir liéu ngudn, cong thirc hoic ving di khoa.

e Mdi nhiém vu/san phém chi nhap mot lan. Hé théng tu dong lc_)c/téng hop sang céac
sheet két qua twong (mg.

e Khi nhap noi dung, vu tién thong tin ngan gon, do luong dugc va cé thé kiém chimng;
san pham 13 vin ban phai ghi rd loai vin ban/san pham, sb luong va thoi gian hoan
thanh.

¢ Sau khi nhap xong, co quan, don vi tu kiém tra lai toan bo dong da nhap trudc khi
hét thoi han noi bo.

II. HUONG DAN CONG VAN 695-CV/PU - KET QUA QUY II1/2026
Google Sheet: PL KPI QUY III - UBND xa Minh Long

e Vao sheet “01 NHAP_KQ QIII”.

e Cot “Co quan/don vi bdo c4do” dung dé xac dinh dau méi. Co quan, don vi chi cap
nhat cot “KET QUA THUC HIEN”.

e Két qua phai néu dung tinh hinh thuc hién: da hoan thanh/dang thuc hién/chwa hoan
thanh; tén, s0, ngay vin ban hoic sin pham di ban hanh; so6 liéu/chi ti¢u cu thé
néu co.

e Néu chua hoan thanh: néu ngan gon nguyén nhan, phan viéc con lai va du kién thoi
diém hoan thanh.
e Khong nhép tai “02_ PL. KPI QIII 695 va “03 KQ TAP THE QIII”; day la cac
sheet két qua tu dong.
¢ Han ndi1 bo: trude 10 gio 00 ngay 14/9/2026.
III. HUONG DAN CONG VAN 696-CV/DU - RA SOAT CHUONG TRINH
CONG TAC QUY 1V/2026

Google Sheet: CV696 - Ra soat Chuong trinh cong tac Quy IV/2026

e Vao sheet “01_CV696”. File nay hoan toan doc lap vdi CV697.

e Phén I: ra soat timg nodi dung da co6 trong Chuong trinh cong tac quy 1V/2026.
Khong stra cac cot dir licu nguén. Tai cot “Y KIEN DON VI”, chi chon “Théng nhét
giri BTV” hodc “Pé xuat khong dua vao”.



https://docs.google.com/spreadsheets/d/1DeQEekNovdq82L82vYc_N-8xNDlEtiEy1IpjQV9uLc0/edit
https://docs.google.com/spreadsheets/d/1fLHqYTF7nDgWT0Fx_al1QjLfbXr7MoxCq1JFm4fHc_8/edit
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e Néu chon “Thdng nhat gi BTV”, dong d6 tu dong chuyén sang sheet “02_CV696”;
néu chon “Pé xuit khong dua vao”, dong d6 khong chuyén.

e Phan II: néu ¢ ndi dung méi can bo sung, nhap mot dong méi va dién du: Noi dung
dé xuét; Nguoi truc tiép chi dao; Co quan chu tri; Co quan phéi hop; Thoi gian du
kién; Ghi chua (néu co).

e Cic danh sach tha xudng da duoc thiét 1ap; vu tién chon dung phuong 4n co sin,
khong tu stra cau tric biéu.

¢ Han ndi1 bo: trude 15 gio 00 ngay 15/9/2026.

IV. HUONG DAN CONG VAN 697-CV/PU - DANH MUC SAN PHAM/CONG
VIEC QUY 1V/2026
Google Sheet: CV697 - Danh muc san pham/cong viéc Quy 1V/2026

e Chi nhap tai sheet “01 NHAP_CV697”. Mdi dong = 01 nhiém vu/san pham.

e Budc 1 - Phan loai: Cot A chon Truc; cot B chon Nguoi truc tiép chi dao; cot C chon
Co quan/Pon vi chi tri; ¢t D chon Nguoi/Co quan phdi hop.

e Cot C la danh sach co quan, don vi thuéc UBND xa va cac don vi lién quan. Cét D
dung dang “Tén co quan + va cac co quan, don vi lién quan” dé théng nhét cach ghi.

e Budc 2 - Noi dung KPI: nhdp Nhi¢m vu theo quy; Cép trinh; Do kho; Muc
tiéu/nhiém vu dé ra; Tan sudt/So lugng; San phém; S6 lugng; Thoi gian hoan thanh;
Ghi chu.

e Cot “Cép trinh” chon mdt trong cac phuong an: UBND tinh; BTV Pang uy; HDND
xa; UBND tinh, BTV Dang uy, HDND xa; UBND tinh, BTV Dang uy; UBND tinh,
HDND xa; BTV bang uy, HDND xa.

e Cot “Dd khd, méi, phuc tap; pham vi tac dong” chon mot trong bdn mirc: Mire d6
thép; Mtrc dd trung binh; Muc do cao; Murc do kho. DPiém quy udc va Hé $6 quy doi
duoc hé théng tu tinh; khong chinh sura.

e Khong sira STT, Piém chdm cong viéc, Piém quy udc, Hé sé quy doi va cot thoi
gian hé thong. Dong “THEO DOI NHAP LIEU” ty thong ké sé danh muc da nhap
theo co quan chu tri va thoi gian nhip gan nhat.

e Sau khi nhap, dit lidu ty dong tong hop sang: 02 TAP_THE UBND;

03 CHU TICH; 04 PCT MY _LAN; 05 PCT DINH THI SUC theo 06 Truc.
Khong nhap tryc tiép tai cac sheet nay.
¢ Han ndi1 bo: trude 10 gio 00 ngay 17/9/2026.
V. TOM TAT PUONG DAN VA THOI HAN

STT Noi dung Google Sheet Han ngi b Han Dang ty
i CV695 -Ketquaquy | pr Kp[ QUY III 10:00 14/9/2026 15/9/2026
111/2026
2 CV696 - Chuong trinh | ;¢ ¢ 15:00 15/9/2026 17/9/2026

cong tac quy 1V/2026



https://docs.google.com/spreadsheets/d/1UsAMKy5atIR17z-N73Q9mCfUsrJREhtAF0j7CQbXX-0/edit
https://docs.google.com/spreadsheets/d/1DeQEekNovdq82L82vYc_N-8xNDlEtiEy1IpjQV9uLc0/edit
https://docs.google.com/spreadsheets/d/1fLHqYTF7nDgWT0Fx_al1QjLfbXr7MoxCq1JFm4fHc_8/edit

STT

Noi dung

Google Sheet

Han ngi b

Han Dang tuy

CV697 - DMSP/cong
viée quy IV/2026

CV697

10:00 17/9/2026

22/9/2026



https://docs.google.com/spreadsheets/d/1UsAMKy5atIR17z-N73Q9mCfUsrJREhtAF0j7CQbXX-0/edit
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