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CUC TRUONG cue THONG TIN VA TRUYEN THONG CHINH PHU

QUYET DINH:

VAN PHONG CHINH PHU
CUC TT VA TT CHINH PHU

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Ty do - Hanh pliuc

QUYET DINH
Quy dinh chirc nang, nhiem vu, quyen han cua Van phong

Can cu Nghi dinh so 196/2026/ND-CP ngay 01 thdng 6 ndm 2026 cua 
Chinh phu quy dinh chide nang, nhiem vu, quyen han vd co" cdu to chide cua 
Van phdng Chinh phu;

Can cid Quyet dinh so 356/QD-VPCP ngay 01 thdng 7 ndm 2026 cua Bq trudng, 
Chu nhiem Van phdng Chinh phu quy dinh chide nang, nhiem vu, quyen han vd 
co cdu to chide cua Cue Thdng tin vd Truyen thdng Chinh phu;

Theo de nghi cua Chdnh Van phdng Cue Thdng tin vd Truyen thdng 
Chinh phu.

Dieu 1. Vi tri va chirc nang
Van phdng la to chuc hanh chinh true thuoc Cue Thdng tin va Truyen 

thdng Chinh phu cd chuc nang tham muu, giup Cue trudng Cue Thdng tin va 
Truyen thdng Chinh phu (sau day goi tat la Cue trudng) thuc hien edng tac to 
chuc, can bd; ke hoach tai chinh, ke toan; thu ky tong hop; phap che; hanh 
chinh, van thu luu tru, cai each hanh chinh; bao ve chinh tri noi bd; quan tri, le 
tan, hau can; phdng chdng tham nhung, lang phi; edng tac ddi ngoai, bao gdm 
hop tac qudc te, quan he giua Cue Thdng tin va Truyen thdng Chinh phu vdi 
cac co quan hanh chinh nha nude, quan he edng chung (PR).

Dieu 2. Nhiem vu va quyen han
Van phdng tham muu, giup Cue trudng thuc hien cac nhiem vu, quyen han 

sau day:
1. Xay dung va trinh cap cd tham quyen phe duyet cac chien lupc, ke hoach, 

du an, de an; du thao van ban quy pham phap luat va cac van ban khac thudc 
linh vuc edng tac dupe giao; to chuc thuc hien sau khi dupe cap cd tham quyen 
phe duyet va phan edng cua Cue trudng.

2. Chu tri, phdi hop vdi cac don vi lien quan xay dung va quan ly chuong 
trinh, ke hoach edng tac hang tuan, thang, quy, nam hoac dpt xuat cua Cue 
Thdng tin va Truyen thdng Chinh phu; lam dau mdi trao ddi, ddn doe, tong 
hop tinh hinh cac don vi true thudc thuc hien chuong trinh, ke hoach edng tac 
sau khi da dupe Cue trudng phe duyet, bao cao Cue trudng.
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3. Thue hien nhiem vu thu ky tong hop giup Cue trudng chi dao, dieu 
hanh boat dong cua Cue Thong tin va Truyen thong Chinh phu.

4. Chu tri, phoi hop vd’i cac don vi lien quan xay dung ke hoach, de an ve 
edng tac to chuc can bo trinh Cue trudng phe duyet hoac trinh cap co tham
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quyen phe duyet, gom: Quan ly to chuc bo may, bien che va so luong ngubi 
lam viec; tuyen dung, bo nhiem, mien nhiem, khen thudng, ky luat, che do ve 
tien luong, dao tao, boi dubng va cac che do chinh sach khac doi vdi cong 
chuc, vien chuc, ngubi lao dong, cong tac vien theo quy dinh phap luat va 
phan cap cua Bo trubng, Chu nhiem. To chuc thuc hien sau khi ke hoach, de 
an, nhiem vu dupe phe duyet.
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5. Thue hien cong tac ke hoach tai chinh cua Cue Thong tin va Truyen 
thong Chinh phu, gom:

- Chu tri, phoi hop vdi cac Ban, don vi xay dung ke hoach dau tu cong
r \

trung han va hang nam; ke hoach sua chua, bao tri, bao dubng, nang cap, dau 
tu mua sam, thue muon dich vu bao dam boat dong thubng xuyen.

- Tham muu, xay dung trinh Cue trubng (hoac cap co tham quyen theo 
phan cap) cac quy dinh ve tai chinh cua Cue Thong tin va Truyen thong Chinh 
phu; tham gia y kien ve quy che, quy dinh lien quan cong tac tai chinh cua don 
vi su nghiep true thupc Cue Thong tin va Truyen thong Chinh phu;

- Chu tri, phoi hop vdi cac don vi xay dung du to an ngan sach nha nude 
theo nien do doi vdi Cue Thong tin va Truyen thong Chinh phu va cac don vi 
true thupc trinh cap cd tham quyen phe duyet; theo doi, don doc thuc hien du 
toan dupe cap theo quy dinh;

- Thuc hien cac nhiem vu lien quan theo quy trinh dau tu mua sam; Phbi 
hpp chat che vdi cac Ban, don vi lien quan kiem tra ve mat tai chinh cac hop 
dong cua Cue Thong tin va Truyen thong Chinh phu dam bao theo quy dinh.

6. Thuc hien cong tac ke toan cua Cue Thong tin va Truyen thong Chinh phu, gom:
- To chuc thu thap, xu ly thong tin, so lieu ke toan theo doi tupng va noi 

dung cong viec ke toan, theo chuan muc va che do ke toan; Kiem soat cac khoan 
thu, chi tai chinh, cac nghTa vu thu, nop, thanh toan no; To chuc theo doi, hach 
toan tang giam tai san cd dinh tren sb sach ke toan; du thao trinh quyet dinh dieu 
chuyen, thanh ly, giam tai san co dinh, cong khai tai san cd dinh theo quy dinh; 
dinh ky to chuc kiem ke tai san theo quy dinh; To chuc viec ke khai, quyet toan 
va nop thue thu nhap ca nhan va cac nghia vu thue khac (neu cd) theo quy dinh.

- Tham muu, de xuat cac giai phap phuc vu yeu cau quan tri va quyet dinh 
tai chinh cua don vi ke toan.

- Tong hpp bao cao tai chinh, quyet toan ngan sach hang nam cua Cue 
Thong tin va Truyen thong Chinh phu (Khdi hanh chinh) theo quy dinh cua 
phap luat.

- Thuc hien vai trb don vi ke toan cap trung gian lap bao cao tai chinh hpp 
nhat cua Cue Thong tin va Truyen thong Chinh phu.

-To chuc cung cap thong tin, sb lieu ke toan va luu tru sb sach, chung tu 
ke toan theo quy dinh cua phap luat.
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7. Chu tri, phoi hop vdi cac don vi lien quan thuc hien cong tac bao ve 
chinh tri noi bo, bao ve bi mat tai lieu, thong tin cua Cue Thong tin va Truyen 
thong Chinh phu theo quy dinh phap luat va quy che cua Van phong Chinh phu, 
Cue Thong tin va Truyen thong Chinh phu.

8. Thuc hien cong tac hanh chinh, van thu, luu tru, quan ly va su dung con 
dau cua Cue Thong tin va Truyen thong Chinh phu; huemg dan chuyen mon, 
nghiep vu ve cong tac van thu, hanh chinh trong Cue Thong tin va Truyen thong 
Chinh phu.

9. Thuc hien cong tac le tan, hau can phuc vu boat dong cua Cue trubng, 
cac Pho Cue truong; to chuc cac cuoc hop, su kien cua Cue Thong tin va Truyen 
thong Chinh phu lien quan den chuc nang, nhiem vu cua Van phong, hoac theo 
chi dao cua Cue truong.

10. To chuc thuc hien boat dong hop tac quoc te cua Cue Thong tin va 
Truyen thong Chinh phu theo quy dinh cua phap luat; phat trien quan he cong 
chung (PR) nham gop phan nang cao hinh anh, hieu luc, hieu qua boat dong cua 
Cue Thong tin va Truyen thong Chinh phu.

11. Chu tri, phoi hop vdi cac don vi lien quan thuc hien cong tac phap che, 
cai each hanh chinh theo chuc nang, nhiem vu va phan cong cua Cue truong.

12. Chu tri, phoi hop vdi cac don vi lien quan thuc hien cong tac don doc, 
kiem tra noi bo va phong chdng tham nhung, lang phi tai don vi; phoi hop don 
vi lien quan giai quyet khieu nai, td cao theo quy dinh.

13. Thuc hien cong tac quan tri cua Cue Thong tin va Truyen thong 
Chinh phu gdm: Xay dung va to chuc thuc hien noi quy phong chay, chua 
chay; cong tac bao ve, bao dam an toan, an ninh co quan; to chuc thuc hien 
cong tac xay dung co ban, dau tu, mua sam, sua chua, thue dich vu, quan ly 
tai san, trang thiet bi theo phan cong cua Cue truong va quy dinh cua phap luat; 
quan ly va dieu hanh doi xe d td; bao dam phuong tien va dieu kien lam vide, 
bao dam ve sinh mdi truong cua Cue Thong tin va Truyen thong Chinh phu.

14. Thuc hien cac nhiem vu, quyen han khac do Cue truong giao va theo 
quy dinh cua phap luat.

Dieu 3. Lanh dao Van phdng
Van phong cd Chanh Van phong va cac Pho Chanh Van phong. Chanh 

Van phong chiu trach nhiem trudc Bd truong, Chu nhiem Van phong Chinh 
phu, Cue truong va trudc phap luat ve moi mat boat dong cua Van phong. Cac 
Phd Chanh Van phong chiu trach nhiem trudc Bd truong, Chu nhiem Van 
phong Chinh phu, Cue truong, Chanh Van phong va trudc phap luat ve linh 
vuc cong tac dupe phan cong.

Dieu 4. Hieu luc va trach nhiem thi hanh• • •
1. Quyet dinh nay cd hieu luc thi hanh ke tu ngay ky, bai bd cac quy dinh 

trudc day trai vdi Quyet dinh nay.
2. Chanh Van phong va cac tap the, ca nhan lien quan thudc Cue Thong 

tin va Truyen thong Chinh phu chiu trach nhiem thi hanh Quyet dinh nay.
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r • r • •> r3. Trong qua trinh thuc hien, Chanh Van phong phoi hop voi Truong cac 
A /V f 7 XBan, don vi lien quan thuoc Cue Thong tin va Truyen thong Chinh phu trinh 

Cue trudng sua doi, bo sung Quyet dinh nay khi can thiet./iu

Noinhan:
- Nhu- Di6u 5;
- VPCP: BTCN, PCN Nguyln Van Thing (de b/c),

Vu TCCB;
- CTTCP: CT, cac Pho CT;

Cac Ban, don vi true thuoc;
- Luu: VT, VP, Nam (3).
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