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iJy BAN NIlAN DAN
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QUYCHE
TB clnrc va hoat dQng cua Van phong HQi dAng nhan dan va

Dy ban nhan dan huy~n CAn Giir
(Ban hanh kern thea Quyit dinh s6 01 120171QD-UBND

ngay D~ thdng J.r nam 2017 cua Uy ban nhdn dan huyen Cdn Gia)

Chuoug I
VJ TRI vA CHUC NANG

Di~u 1.Vi tri va clnrc nang

1. Vi tri

Van phong HQi d6ng nhan dan va Uy ban nhan dan huyen (sau day goi tit
la Van phong) la co quan tham muu, giup viec, phuc vu hoat dQng cua Hoi d6ng
nhan dan va Uy ban nhan dan huyen, la co quan chuyen mon thuoc Uy ban nhan
dan huyen.

Van phong co tu each phap nhan, co con d~u va tai khoan rieng, diroc c§p
kinh phi hoat dong; chiu sir chi dao, quan ly vS t6 clnrc, bien ch~ va cong tac cua
Hoi d6ng nhan dan va Uy ban nhan dan huyen, d6ng thm chiu S\l chi d~o, ki8m
tra, hu6ng dfin vS chuyen mon nghi~p V\l cua Van phong H<)i d6ng nhan dan
thanh phB va Van phong Uy ban nhan dan thanh phB.

2. Chuc nang

Tham muu t6ng hqp cho H<)id6ng nhan dan va Uy ban nhan dan huy~n
vS: Ho~t d<)ng cua H<)i d6ng nhan dan huy~n, Uy ban nhan dan huy~n; tham
muu eho Chu tich Uy ban nhan dan huy~n vS chi d~o, diSu hanh eua Chu tieh
Uy ban nhan dan huy~n; eung cAp thong tin ph\1e V\l quan ly va ho~t d{>ngcua
H{>id6ng nhan dan huy~n, Uy ban nhan dan huy~n va eac co quan nha nu6'c a
dja phuang; bao dam co sa v~t ch~t, kY thu~t cho ho~t d9ng cua H9i d6ng nhan
dan huy~n va Uy ban nhan dan huy~n; tf\l'Cti~p quan ly va chi d~o ho~t d{>ngcua
B{>ph~ ti~p nh~ va tra k~t qua thea co ch~ mQt cua, mQt cua lien thong; hu6ng
dfin, ti~p nh~n h6 so cua ca nhan, t6 chuc tren t~t ca cac llnh V\lC thuQc thfun
quYSn giai quy~t cua Uy ban nhan dan huy~n, ehuy8n h6 so d~n cae co quan
chuyen mon thuQc -Oyban nhan dan huy~n giai quy~t va nh~ k~t qua d8 tni cho
ca nhan, t6 ehuc.



Chuong n
NHI¥M VV vA QUYEN ~

D·~ 2 Nh·" , ~ hleu. iem vt}va quyen ~n
1. Xay dung, trinh chuang trinh, kS hoach hoat dQng hang thang, hang

quy, sau thang va ca nam, bao cao so kSt, tfmgkSthoat dQng,bao cao kiSmdiSm
cong tac chi dao, diSu hanh cua HQi dBng nhan dan huyen, Tlnrong tnrc HQi
d6ng nhan dan huyen, Uy ban nhan dan huyen va cac bao cao khac cua Uy ban
nhan dan huyen theo su chi dao cua Chu tich Uy ban nhan dan huyen.

2. Kip thai bao cao, diSu chinh chuang trinh, kS hoach cong tac, dap irng
yeu cAuquan ly, chi dao, diSu hanh cua HQi d6ng nhan dan, Uy ban nhan dan
huyen,

3. Thirc hien cong tac t6ng hop, thong tin bao cao dinh kY, dQtxu&tduQ'c
giao theo quy dinh clla phap lu~t;

4. ChuAnbi cac bao cao ph\lCV\l S\Tlanh d~o, chi d~o, diSuhanh cong vi~c
chung cua ThuOngtrvc HQid6ng nhan dan, Chu tich, Ph6 Chu tich Uy ban nhan
dan va Uy ban nhan dan huy~n theo quy dinh cua phap lu~t.

5. £)6i vo; vi~c t6 chuc ph\lc V\l ho~t dQng cua HQi d6ng nhan dan,
ThuOng trvc HQi d6ng nhan dan, cac Ban cua HQid6ng nhan dan va d~i biSu
HQid6ng nhan dan huy~n, Van phong HQid6ng nhan dan va Uy ban nhan dan
huy~nc6 cac nhi~m V\l sau day:

a) T6 chuc ph\lc V\l ho~t dQngcua HQid6ng nhan dan, ThuOng trvc HQi
d6ng nhan dan huy~n, cac Ban cua HQid6ng nhan dan huy~n, cac d~i biSuHQi
d6ng nhan dan huy~n; ph6i hqp ho~t dQng cac Ban cua HQi d6ng nhan dan
huy~n; bao dam vi~c th\Tchi~n quy chSho~t dQngcllaHQid6ng nhan dan huy~n,
ThuOngtrvc HQid6ng nhan dan huy~n, cac Ban clla HQid6ng nhan dan huy~n,
nQiquy kY hQpHQid6ng nhan dan huy~n; giup ThuOngtrvc HQid6ng nhan dan
huy~ngift m6i lien h~vai T6 d~i biSu va d~i biSuHQid6ng nhan dan thanh ph6;
ph\lc V\l HQid6ng nhan dan huy~n, ThuOngtrvc HQid6ng nhan dan huy~n, cac
Ban cua HQid6ng nhan dan huy~n trong ho~t dQngd6i ngo~i; ph6i hqp vai co
quan, t6 chuc hiiu quan ph\lCV\l d~i biSuHQid6ng nhan dan huy~n tiSp xuc Cll
tri; giup Thuang trvc HQid6ng nhan dan huy~n t6ng hqp y kiSn, nguy~n vQng
cua nhan dan va gui co quan, t6 chuc c6 trach nhi~mxem xet giai quySt;

b) Giup Thuang trvc HQid6ng nhan dan huy~n xay d\l'llgchuang trinh, t6
chuc ph\lc V\lkY hQpHQidBngnhan dan, phien hQpcua ThuOngtrvc HQid6ng
n?an dan va cac Ban c}iaHQid6ng nhan dan huy~n; ph6i hQ'Pvai cac co quan,
to chuc hiiu quan chuan bi, tai li~u ph\lc V\l kY hQPHQid6ng nhan dan, phien
hQpcua Thuang ~c HQido~g ~an dan, cu~c hQpcua cac Ban thuQcHQid6ng
nhan dan huy~n; tong hQ'Pchat van cua d~ibieu HQid6ng nhan dan huy~n;

c) Tham,mUll, ph\lc ry Ban cua HQi d6ng nhan dan huy~n thftm tra dg
thao Nghi quyet, bao cao, de an; giup Thuang trvc HQi d6ng nhan dan huy~n
hoan thi~n cac dv thflOnghi quySt cua HQid6ng nhan dan huy~n;
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d) Tham muu, phuc vu H9i d6ng nhan dan, Thirong true H9i dong nhan
dan huyen, cac Ban cua H9i d6ng nhan dan huyen, T6 dai biSu H9i d6ng nhan
dan huyen va dai biSu H9i d6ng nhan dan huyen trong hoat d9ng giam sat; khao
sat, theo doi, t6ng hop, don d6e co quan, t6 chirc, ca nhan thuc hien Nghi quyet
vS giam sat;

d) Phuc vu Thuong tnrc H9i d6ng nhan dan huyen va dai bieu H9i d6ng
nhan dan huyen ti@pcong dan; tiep nhan, tham rmru xir ly kien nghi, dan thu
khieu nai, t6 cao cua co quan, t6 chirc, cong dan giri d@nH9i d6ng nhan dan,
Thirong tnrc H9i d6ng nhan dan huyen; theo doi, don d6e viec giai quyet khieu
nai, t6 cao va kien nghi cua co quan, t6 chirc, cong dan;

e) Ph\lc V\l Thuemg tfl,leH9i d6ng nhan dan huy~n t6 ehuc l~y y ki@ndong
gop vao d\l an Lu~t, dl! an Phap l~nh va cae van ban khae theo yeu d.u eua
Thuong tfl,leH9i d6ng nhan dan thanh ph6;

g) Ph\lc V\l Thuemg tf1,leH9i d6ng nhan dan huy~n trong cong tae b~u elI
d~i biSu QU6c h9i va b~u eu d~i biSu H9i d6ng nhan dan cae e~p; phe ehu§.nk@t
qua b~u Chu tieh, Pho Chu tieh H9i d6ng nhan dan xa, thi tr~;

h) Tham mUll, ph\lc V\l Thuong tr\lc H9i d6ng nhan dan huy~n giai quy@t
cae v~ dS gifra hai kY hQP; giup Ban eua H9i d6ng nhan dan huy~n thAmtra eac
van ban do Uy ban nhan dan trinh giua hai kY hQP eua H9i d6ng nhan dan theo
S\lphan cong eua Thuemg tf\l'CH9i d6ng nhan dan huy~n;

i) Ph\le V\l Thuemg tf1,leH9i d6ng nhan dan huy~n, eac Ban cua H9i d6ng
nhan dan huy~n trong eong tae giao ban, trao d6i kinh nghi~m, b6i dUOng Icy
nang ho~t d9ng eho d~i biSu H9i d6ng nhan dan cae e~p;

k) Ph\le V\l H9i d6ng nhan dan huy~n, Thuemg tf\l'e H9i d6ng nhan dan
huy~n, cae Ban eua H9i d6ng nhan dan huy~n giu m6i lien h~ eong tae v6i cae
co quan chuyen mon thu9c Uy ban nhan dan thanh ph6 va Uy ban nhan dan
huy~n, ThuOng tfl,lCHuy~n uy, Uy ban nhan dan, Uy ban M~t tr~n T6 qu6e Vi~t
Nam, Toa an nhan dan, Vi~n kiSm sat nhan dan va cac co quan, t6 chuc, doan
thS a dia phuang;

1) DuQ'c kY van ban thong bao y ki@n,k@tlu~ cua Thuemg tr\lc H9i d6ng
nhan dan huy~n; dUQ'equySn dS nghi ho~c yeu cAu cac dan vi cu.ng c~p, c~p
du6i ph6i hqp thgc hi~n nhi~m V\l; duQ'c quySn yeu c~u cac t6 chuc, ca nhan
cung cAp thong tin, tai li~u cho HQi d6ng nhan dan huy~n, ThuOng tf\l'CH9i
d6ng nhan dan huy~n, cac Ban cua HQi d6ng nhan dan huy~n, T6 d~i biSu HQi
d6ng nhan dan huy~n va d~i biSu HQi d6ng nhan dan huy~n ho~t dQng thee quy
dinh'. ,

m) Giup HQi d6ng nhan dan huy~n trinh ThuOng trgc HQi d6ng nhan dan
thanh ph6 phe chuAn k@tqua bau cu, phe chu&nvi~c miSn nhi~m, bai nhi~m Chu
tich, Pho Chu tich HQi d6ng nhan dan huy~n; Tham mUll Thuemg tf\l'c HQi d6ng
nhan dan huy~n phe chu&n k@tqua bAu cu, phe chu&n vi~c miSn nhi~m, bai
nhi~m Chu tich, Pho Chu tjch HQi d6ng nhan dan xa, tm tr~;
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n) Thirc hien ch@dQ, chinh sach d5i voi dai bieu HQi dang nhan dan
huyen.

6. D5i voi chuc nang Iii co quan chuyen men cua Uy ban nhan dan huyen:

a) Xay dung, trinh Uy ban nhan dan huyen ban hanh:

- Quy chS lam viec cua Uy ban nhan dan huyen;
_ Quyet dinh thanh I~p va Quy chS heat dQng cua Ban TiSp cong dan

huyen true thuoc Van phong;
_Quy chS hoat dQng cua BQph~ tiSp nhan va tra kSt qua;

_ Van ban quy dinh cu thS chirc nang, nhiem vu, quyen han va co c~u t6
chirc cua Van phong;

_Quy hoach, kS hoach dai han, hang nam, cac chuang trinh, du an thuoc
pham vi quan Iy cua Van phong;

b) Giup Uy ban nhan dan huyen kiem tra, don d6c, t6ng k«hviec thirc hien
Quy chS theo dung quy dinh;

c) Theo d5i, nb tinh hinh ho~t dQng chung cua Uy ban nhan dan huy~n;

d) T6 chuc th\lc hi~n chuang trinh, kS ho~ch cong tac cua Uy ban nhan
dan huy~n; thu th~p, xu ly thong tin, kiSn nghi vOi Chu tich Uy ban nhan dan
huy~n dua van chuang trinh, kS ho~ch cong tac nhUng vfrn dS c&nt~p trung chi
d~o, diSu hanh ho~c giao co quan lien quan nghien CUu, xay d\lI1gdS an, d\l an,
d\l thao van ban;

d) Tham muu, giup Chu tich Uy ban nhan dan huy~n th\lc hi~n nhi~m V\l
truac HQi d6ng nhan dan huy~n; tiSp xuc, bao cao, tra lai kiSn nghi cua cu tri;

e) Tham muu, giup Chu tich Uy ban nhan dan huy~n ban hanh nQi quy
tiSp cong dan t~i Tf\l sa tiSp cong dan a huy~n;

g) Tri~u t~p, chu tn, ph6i hQ'Pvai cae co quan lien quan chuAn bi chuang
trinh, nQi dung, ph\le V\l eac cUQchQp cua Uy ban nhan dan huy~n, Chu tich Uy
ban nhan dan huy~n; kY van ban thong bao y kiSn chi d~o, kSt lu~ cua Chu tich
Uy ban nhan dan huy~n trong cUQchQPva thea d5i, kiSm tra, don d6c vi~c thlJc
hi~n cac kSt Iu~ do;

h) Tharn muu, giup Chu tich Uy ban nhan dan huy~n chi d~o, ap d\lI1g
bi~n phap c&nthiSt giai quySt cong vi~c trong truang hQ'PdQt xUfrt,khAncfrP;

i) Tham muu, giup Chu tich Uy ban nhan dan huy~n cai tiSn IS 16i lam
vi~c; duy tri IcY lu~t, IcY cuang cua bQmay hanh chinh nha nuac a dia phuang;

k) Chu tn, ph6i hQ'PvOi Phong Tu phap huy~n va cac co quan lien quan
trong, vi~c thlJ~ hi~n ra soat thu t\le hanh ehinh t~i Uy ban nhan dan huy~n, xa,
thi tran; trinh Uy ban nhan dan huy~n chuang trinh, bi~n phap t6 chuc th\lc hi~n
cong tac cai each hanh chlnh nhil nuac thuQc ph~m vi eua Van phong;
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1) Ti~p nhan, xu ly, trinh Dy ban nhan dan, Chu tich Dy ban nhan dan
huyen giai quyet nhtrng van ban, h6 sa do cac co quan, t6 chirc, ca nhan giri,
trinh (van ban d~n):

- £>6ivoi dS an, du an, du thao van ban do cac co quan trinh: KiSm tra h6
sa, trinh tv, thu tuc soan thao, thS thirc, Icy thuat trinh bay du thao van ban; tom
tit nQi dung, neu ro tham quyen quyet dinh, sir d6ng bQtrong chi dao, diSu hanh
cua Dy ban nhan dan huyen, Chu tich Dy ban nhan dan huyen d6i voi v~n dS
lien quan, dS xuat mot trong cac ph';lang a~: ban hanh, phe duyet; dua ra phien
h9P Uy ban nhan dan huyen; giri lay y kien cac thanh vien Uy ban nhan dan
huyen; thong bao y kien cua Chu tich Dy ban nhan dan huyen yeu cAu ca quan
so~ thiiOhoan chinh l~i, b6 sung y ki~n cac ca quan, t6 chilc, ca nhan ho~c thvc
hi~n cac nhi~m VI) khac thea quy dinh va quy ch~ lam vi~c cua Dy ban nhan dan
huy~n.

Trong qua trinh xu ly, n~u dS an, dvan, dv thao van ban con y ki~n khac
nhau, chu tri h9P vai ca quan, t6 chilc lien quan dS trao d6i truac khi trinh.

- £>6i vai dv thao bao cao, bai phat biSu: ph6i hqp vai cac ca quan lien
quan bien t~p, hoan chinh thea chi d~o cua Chu tich Dy ban nhan dan huy~n.

- £>6i vai van ban khac: ki~n nghj vai Chu tich Dy ban nhan dan huy~n
giao ca quan lien quan triSn khai th\Ic hi~n; t6 chilc cac diSu ki~n cAn thi~t dS
Dy ban nhan dan, Chu tich Dy ban nhan dan huy~n xu ly thea quy dinh cua phap
lu~t va nQi dung van ban d~n.

m) Tham muu, giup Dy ban nhan dan huy~n thvc hi~n chuc nang quan ly
nha nuac vS cong tic dan tQc.

7. Quan ly, chi d~o BQph~ ti~p nh~n va tra k~t qua.

8. Phat hanh, quan ly, thea doi, don d6c, kiSm tra tinh hinh, k~t qua thvc
hi~n van ban cua HQi d6ng nhan dan, Dy ban nhan dan huy~n:

a) Quan ly, su dl)ng con d~u, phat hanh van ban cua HQi d6ng nhan dan
huy~n, Dy ban nhan dan huy~n;

b) Theo doi, don d6c, kiSm tra tinh hinh, k~t qua thvc hi~n van ban cua
HQi d6ng nhan dan huy~n, Dy ban nhan dan huy~n, Chu tich Dy ban nhan dan
huy~n; dinh kY ra soat, bao cao HQi d6ng nhan dan huy~n, Dy ban nhan dan
huy~n, Chu tich Dy ban nhan dan huy~n dS dam bao sv d6ng bQ, th6ng nh~t
trong chi d~o, diSu hanh;

c) Ra soat nhfun phat hi~n vuang mic, phat sinh vS tham quySn, h6 sa,
trinh tv, thu t\lCva nghi~p V\l hanh chinh van phong trong qua trinh chi d~o, diSu
hanh cua HQi d6ng nhan dan huy~n, Dy ban nhan dan huy~n, Chu tich Dy ban
nhan dan huy~n; kip thai bao cao HQi d6ng nhan dan huy~n, Dy ban nhan dan
huy~n sua d6i, b6 sung; hang nam, t6ng hgp, bao cao Van phong HQi d6ng nhan
dan va Van phong Dy ban nhan dan thanh ph6;

d) Luu tm van ban, h6 sa, tai li~u, bao cao cua HQi d6ng nhan dan huy~n,
Dy ban nhan dan huy~n.
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9. Theo doi, chiu trach nhiem quan 1;' viec thuc hi~n cong tac ti~p cong
dan thea dung quy dinh cua phap luat.

10. Thuc hien chS dQthong tin:
a) T6 chirc quan ly, c~p nh~t thong tin phuc vu sir chi dao, di~u hanh cua

HQi d6ng nhan dan huyen, Uy ban nhan dan huyen;
b) Tlnrc hien chS dQ thong tin bao cao v~ hoat dQng cua C6ng thong tin

di~n ti'r va kSt n6i h~ thong thong tin hanh chinh di~n trr chi dao, di~u hanh cua
HQi d6ng nhan dan huyen, Uy ban nhan dan huyen;

. c) Thi~t l~p, quan 1;' va duy tri hoat dQngmang tin h9C cua HQi d6ng nhan
dan huyen, Uy ban nhan dan huyen,

11. Bao dam cac di~u kien v~t ch~t, kY thuat:
a) Bao dam cac di~u kien v~t chat, kY thuat cho ho~t dQng cua HQi dang

nhan dan huy~n, Uy ban nhan dan huy~n;
b) Ph\lc V\l cac chuySn cong mc, lam vi~c, tiSp khach cua HQi dang nhan

dan huy~n, Uy ban nhan dan huy~n.
12. Huang d§n nghi~p V\l hanh chinh van phong:

Chu tri t6n~ kSt, hl!ang dfin c~uyen mon, nghi~p vv hanh chinh van
phong, cong tac tiep dan doi v6i HQi dong nhan dan xii, thi tran, cong chilc Van
phong - Th6ng ke xii, thj tr~n.

13. Th\lc hi~n nhi~m V\l quan tri nQi bQ:
a) T6 chilc thvc hi~n cac van ban, quy ho~ch, kS ho~ch do co quan co

thAmquy~n ban hanh ho?c phe duy~t lien quan dSn ho~t dQng cua Van phong;

b) TiSp nh~, xu ly van ban do co quan, t6 chilc, ca nhan gui Van phong;
ban hanh va qufm ly van ban thea quy dinh;

c) Nghien cUu, Ung d\lllg kSt qua nghien CUukhoa h9C va cai cach hanh
chinh ph\lc V\l nhi~m V\l duqc giao;

d) Quan ly t6 chilc bQmay, bien chS cong chilc, co c~u ng~ch cong chilc,
vi tri vi~c lam, s6 luqng ngum lam vi~c thuQc Van phong;
. d) Quan ly t6 chilc can bQ, cong chilc, nguai lao dQng; thvc hi~n chS dQ

ti~n luong va cac chS dQ, chinh sach quy ho~ch, diii ngQ, khen thuemg, Icy lu~t,
dao t~o, bai duang vS chuyen mon, nghi~p V\l d6i voi cong chilc va ngum lao
dQng thuQc ph~m vi quan ly cua Van phong;

e) Quan ly va chiu trach nhi~m vS tai chinh, tai san duqc giao thea quy
djnh.
. 14. Thvc hi~n nhi~m V\l, quy.Sn h~n khac do HQi dang nhan dan huy~n,
Uy ban nh§.n dan huy~n, Chu tich Uy ban nhan dan huy~n giao ho~c thea quy
djnh cua phap lu~t.
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Chuong ill
TO CHUC BO MAy vA BIEN CHE

f) .A 3 TA lni b" ,leu • 0 C U'C (}may
1.Van phong co Charm Van phong, khong qua 03 Pho Chanh Van phong

va cac cong chirc khac,
a) Chanh Van phong la nguoi dirng dAu Van phong, chiu trach nhiem

tnroc HQi d6ng nhan dan huyen, Uy ban nhan dan huyen va tnroc phap luat vS
viec thirc hien chirc nang, nhiem vu, quyen han cua Van phong, Viec bAu,mien
nhiem, bai nhiem uy vien Uy ban nhan dan huyen do HQi d6ng nhan dan huyen
quyet dinh.

Chanh Van phong co trach nhiem bao cao voi Uy ban nhan dan huyen,
Chu tich Uy ban nhan dan huyen va Van phong HQi d6ng nhan dan thanh ph6 va
Van phong Uy ban nhan dan thanh ph6 vS t6 chirc, hoat dQng cua Van phong;
bao cao cong tac truac HQi d6ng nhan dan huy~n va Uy ban nhan dan huy~n khi
dugc yeu cAu; ph6i hgp v6i Thu trucmg cO'quan chuyen mon, dan vi sv nghi~p
trvc thuQc Uy ban nhan dan huy~n, cac t6 chuc chinh tri - xii hQi huy~n giii
quySt nhiing v~n dS lien quan dSn chuc nang, nhi~m V\l, quySn h~n cua minh.

b) Pho Chanh Van phong la nguai giup Charm Van phong chi d~o mQt s6
m~.t cong tac va chiu trach nhi~m truac Charm Van phong, truac phap lu~t vS
nhi~m vv dugc phan congo

MQt Pho Chanh Van phong phv trach, chiu trach nhi~m trvc tiSp quan ly
Trv s6 TiSp cong dan huy~n.

Khi Chanh Van phong vfulg m~t, mQt Pho Chanh Van phong dugc Chanh
Van phong uy nhi~m diSu hanh cac ho~t dQng cua Van phong.

c) Vi~c b6 nhi~m, diSu dQng, luan chuySn, khen thuang, leY lu~t, miSn
nhi~m, cho til chuc, thvc hi~n chS dQ, chinh sach d6i vai Chanh Van phong, Pho
Chanh Van phong do Chu tich Uy ban nhan dan huy~n quySt diM theo quy dinh
cua phap lu~t.

2. Cong chuc chuyen mon, nghi~p V\l lam cong tac Van phong phii hi
nhfrng nguai co phfun ch~t chinh tri va d~o duc t6t, co trinh dQ chuyen mon,
nghi~p V\l, am hiSu vS nganh, linh V\fCduQ'cphan cong ph\l trach, theo d6i; dugc
ap d\lng chS dQ, chinh sach dffi ngQ theo quy djnh cua phap lu~t; dugc b6 tri
tuO'ngxUng vai nhi~m V\ldugc giao.

3. Can cll' vao chll'c nang, nhi~m Vl) neu tren, d~c diSm tinh hinh C\l thS
dan vi, trinh dQ, nang l\fc cong chuc, Van phong t6 chll'c thanh cac bQ ph~n,
gom:

- Ban TiSp cong dan;
, ,

- BQph~n Tiep nh~ va tni ket qua;

- T6 T6ng hgp;
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- T6 Hanh chinh - van thir - LUll tnr;
- T6 Tin hoc;

- T6 KS toan - Tai vu - Quan trio
Tuy theo quy rno heat dQng, tinh chat cong viec va nhan sir C\!thBcua don, ,

vi, Van phong co the bo tri cong chirc duoc phan cong dam nhan cac chirc danh
cong viec tren cac rn~t cong tac cua Van phong, phu trach rieng tirng linh V\l'C
hoac kiem nhiem cac linh VVCtren co sa tinh gon, hieu qua va tiSt kiem.

Di@u 4. Bien ch@
Can cir vao kh6i hrong cong viec va tinh hinh can bQ, cong chirc C\!thB dB

xac dinh tirng chirc danh va tieu chuan nghiep vu cong chirc dBphan b6 bien chS
cho phil hQ'P,dam bao thirc hien va hoan thanh nhiem vu diroc giao.

S6 hrong bien chS C\! thB cua Van phong do Chu tich Uy ban nhan dan
huy~n quySt dinh tren co sa vi tri vi~c lam, g~n vai chuc nang, nhi~m Vl), kh6i
luqng cong vi~c va trong tAng bien chS himh chinh duQ'cUy ban nhan dan thfmh
ph6 giao.

CblfO'ng IV
CHE DQ LAM VI¥C VA QUAN ~ CONG TAc

.
Do" 5 Ch~ A'" I' 0'"leu. e uO am vlee. .
1. Chanh Van phong ph\! trach, di~u hanh cac ho~t dQng cua Van phong

va ph\! trach nhUng cong blc trQng tam. Cac Pho Chanh Van phong ph\! trach
nhUng linh V\l'Ccong tac duQ'cChanh Van phong phan cong, tl1!CtiSp giai quySt
cac cong vi~c phat sinh.

2. Khi giai quySt cong vi~c thuQc lInh V\l'Cminh ph\! trach co lien quan
dSn nQi dung chuyen mon cua Ph6 Chanh Van phong khac, Ph6 Chanh Van
phong chit dQng ban b~c thBng nhftt huang giai quySt, chi trinh Chanh Van
phong quySt dinh cac vftn d~ chua nhftt tri vai cac Ph6 Chanh Van phong ho~c
nhUng vftn d@rnai phat sinh rna chua c6 chu truong, kS ho~ch va bi~n phap giai
quySt.

3. Trong truOng hQ'PChanh Van phong trgc tiSp yeu cftu chuyen vien giai
quySt cong vi~c thuQc ph~rn vi thAmquy@ncua Ph6 Chanh Van phong, yeu cftu
d6 duQ'c thgc hi~n nhung chuyen vien d6 phai bao cao cho Ph6 Chanh Van
phong tl1!CtiSp ph\! trach biSt.

DiSu 6. Cb~ dQ sinh ho~t hQi bQp
1. Chanh Va~ phong, cac Ph6 Chanh Van phong dg hQi Y va giao ban vai

ThuOng tl1!CHQi dong nhan dan huy~n, Uy ban nhan dan huy~n.

2. Hang ~ftn~ lanp d~o hQp giao ban mQt lftn dB danh gia vi~c thgc hi~n
nhi~m Vl) va pho bien ke ho~ch cong mc cho tuftn sau.

3. M6i thang hQPtoan thB can bQ, cong chuc mQt lftn.
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4. Lich lam viec voi cac t6 chirc va ca nhan co lien quan, thS hien trong
lich cong tac hang tu~n, thang cua dan vi; noi dung lam viec diroc chuan bi chu
dao dS giai quyet co hieu qua cac yeu c~u phat sinh lien quan dSn hoat dQng cua
Van phong,

I>i~u 7. MBi quan h~ cong tac
1. f)6i voi Van phong HQi d3ng nhan dan va Van phong Uy ban nhan dan

thanh pho:

Van phong chiu SlJ huang db, kiem tra vS chuyen mon, nghiep vu cua
Van phong HQi d3ng nhan dan thanh ph6 va Van phong Uy ban nhan dan thanh
pho, thuc hien viec bao cao cong tac chuyen mon dinh ky va theo yeu c~u cua
Van phong HQi d3ng nhan dan thanh ph6 va Van phong Uy ban nhan dan thanh
ph6.

2. f)6i voi Van phong Huy~n uy:

Van phong ph6i hgp v6i Van phong Huy~n uy xay dlJllg chuang trinh lam,
vi~c, lich cong tac, cung cap thong tin, tu li~u ph\lc V\l kip thOi SlJHinh d~o, chi
d~o cua Huy~n Uy.

3. f)6i v6i cac co quan chuyen mon, dan vi SlJnghi~p cong l~p thuQc Uy
ban nhan dan huy~n:

ThlJc hi~n m6i quan h~ hgp tac va ph6i hgp tren co sa binh d~g, theo
chuc nang, nhi~m V\l, du6i SlJ diSu hanh chung cua Uy ban nhan dan huy~n,
nhim dam bilO hoan thanh nhi~m V\l chinh tri, kS ho~ch kinh tS - xa hQi cua
huy~n. Trong truOng hgp Van phong chu tri ph6i hgp giiti quySt cong vi~c, nSu
chua nh~t tri v6i y kiSn cua Thu tru6ng cac co quan chuyen mon khac, Chanh
Van phong t~p hgp cac y kiSn va trinh Chu tich Uy ban nhan dan huy~n xem
xet, quySt dinh.

4. f)6i v6i Uy ban M~t tr~n T6 qu6c Vi~t Nam,. cac ban, nganh, doan thS,
cac t6 chuc xa hQi cua huy~n: .

. Van phong co trach nhi~m ph6i h9V thuOng x~ye? v6i, cac t6 chuc ,chinh
trj, to chuc chinh tri - xa hQi, cac HQi quan chung de nam bat va cung cap cac
thong tin co lien quan dSn chi d~o diSu hanh ho~t dQng cua ThuOng tflJC HQi
d6ng nhan dan huy~n, Chu tich va cac Pho Chu tich Uy ban nhan dan huy~n.
Giup ThuOng tflJCHQi d3ng nhan dan huy~n, Chu tich va cac Pho Chu tich Uy
ban nhan dan huy~n thlJc hi~n Quy chS phBi hqp thea quy dinh cua phap lu~t.

5. f)6i v6i Uy ban nhan dan xa, thi tr~:

a) Van phong co quan h~ ch~t che v6i Uy ban nhan dan xii, tbi tr~; don
d6c vi~c thlJc hi~n cac quySt dinh, chi thi va cac chu truang cua Uy ban nhan
dan huy~n; thlJc hi~n chS dQbao cao thea quy dinh.

, b) Huang d§n Uy ban nha~ dan x~, thj tr~ vS nghi~p V\l hanh chinh, cong
tac tiep cong dan dam bilOSlJ thong nhat tren dja ban huy~n thea quy dinh cua
Chinh phUva Uy ban nhan dan thanh ph6.
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Chirong V
DIEUKHoAN TID HANH

Di~u 8. Can cu Quy chS nay, Chanh Van phong co trach nhiem cu th~ hoa
chirc nang, nhiem vu cua Van phong, quyen han, trach nhiem, clnrc danh, tieu
chuan cong clnrc cua Van phong phil hop voi d~c di~m cua dia phuong, nhung
khong trai voi nQi dung Quy chS nay, trinh Chu tich Dy ban nhan dan huyen
quySt dinh d~ thi hanh.

Di~u 9. Chanh Van phong HQi dAng nhan dan va Dy ban nhan dan huyen,
Thu tnrong cac co quan, dan vi lien quan thuoc Dy ban nhan dan huyen co trach
nhiem thirc hien Quy chS t6 chirc va hoat dQng cua Van phong sau khi diroc Uy
ban nhan dan huyen kY quyet dinh ban hanh. Trong qua trinh thuc hien, nSu phat
sinh cac vdn dS virot qua thdm quyen thi dS xudt, kien nghi vai Uy ban nhan dan
huy~n xem xet, gifti quySt ho~c b6 sung va sua d6i Quy chS cho phil hgp./~

TM. iN BAN NIlAN DAN

LeMinh Dung
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