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CDNG HoA xA HOI CHU NGHiA VIET NAM. . .
f>qc l~p - T\I' do - H~nh phuc

S6: 02/2017/QD-UBND Mai Son, ngay 02 thdng 11ndm 2017

QUYETDJNH
Quy djnh vi tri, chirc nang, nhiem vu, quyen han va ta clnrc bq may cua
Van phong Hqi dang nhan dan va Ur ban nhan dan huyen Mai Son .

UY BAN NHAN DAN HUY:E:NMAl SON

Can cu Ludt T6 chuc chinh quyen dia phuong ngay 191612015;

Can cu Ludt Ban hanh van ban quy pham phdp ludt ngay 221612015;

Can cu Nghi dinh s6 37120141ND-CP ngay 051512014 cua Chinh phu vJ
viec quy dinh t6 chuc cac co quan chuyen man thuoc Uy ban nhdn dan 'huy?n,
qudn, thi XG, thanh ph6 thuoc tinh;

Can cu Nghi dinh s6 92120171ND-CP ngay 071812017 cua Chinh phu vJ
sua a6i, b6 sung mot s6 aiJu cua cdc nghi dinh lien quan ain kidm sodt thu tuc
hanh chinh;

. Thea aJ nghi cua C;;hanhVan phong H(Ji a6ng nhdn dan va Uy bar nhdn
dan huyen tai To trinh so 1321TTr-VP ngay 26 thang 10 nam 2017.

QUYETDJNH:

Di~u 1.Quy dinh vi tri, chuc nang, nhi~m V\l, quySn h?n va t6 chuc bQ
may cua Van phong HQi d6ng nhan dan va Uy ban n11andan (Van phong HDND
- UBND) huy~n Mai Son C\lthS nhu sau:

1.Vi tri, ch.rc nang

a) Van phong HDND - UBND huy~n la co quan chuyen mon thuQc Uy
ban nhan dan huy~n, chiu S\I chi d~o, qmin ly vS t6 chuc bien chS va cong tac
cua HQi d6ng nhan dan va Uy ban nhan dan huy~n; d6ng thai, chiu S\T huang
d~n vS chuyen mon nghi~p V\l cua Van phong HQi d6ng nhan dan tinh, Van
phong Uy ban nhan dan tinh.

b) Van phong HDND - UBND huy~n tham mUll t6ng hqp cho HQi d6ng
nhan dan va Uy ban nhan dan vS: Ho~t dQng cua HQi d6ng nhan dan, Uy ban
nhan dan; tham mUll cho Chu tich Uy ban nhan dan vS chi d~o, diSu hanh cua
Chu tich Uy ban nhan dan; kiSm soM thu t\lC hanh chinh; cung cftp thong tin
ph\lc V\l qmin ly va ho~t dQng cua HQi d6ng nhan dan, Uy ban nhan dan va cac~



co quan nha mroc a dia phirong; bao dam co sa v~t chat, ky thuat cho heat dong
cua HQi d6ng nhan dan va Uy ban nhan dan; t6 chirc trien khai thirc hien co chS
mot cira, mot cira lien thong trong giai quyet thu tuc hanh chinh thuoc tham
quyen giai quyet cua c~p huyen,

Van phong HDND - UBNb huyen tham rmru, giup Uy ban nhan dan thirc
hien chirc nang quan Iy nha nuoc vS cong tac ngoai vu, bien gioi.

c) Van phong HDND - UBND huyen co tu each phap nhan, co con d~u
rieng, duoc du toan kinh phi dS hoat dQng va diroc rna tai khoan tai Kho bac
Nha mroc thea quy dinh.

2. Nhi~m V\l va quy~n han

a) Giup HQi d6ng nhan dan, Thuong tnrc HQi dong nhan dan, Uy ban
nhan dan, Chu tich Uy ban nhan dan huy~n (sau day gQi chung la HQi d6ng nhan
dan, Uy ban nhan dan huy~n) xay dgng cac chuang trinh, kS ho~ch cong tac; t6
chuc thea d5i, don d6c, kiSm tra cac co quan, dan vi thuQc huy~n, HQi d6ng
nhan dan va Uy ban nhan dan c~p xa thgc hi~n dung chuang trinh, kS ho~ch
cong tac do va cac nhi~m V\l do Uy ban nhan dan, Chu tich Uy ban nhan dan
huy~n giao.

T6ng hqp, bao cao dinh ey, dQtxu~t vS kSt qua thgc hi~n cac chuang trinh
kS ho~ch cong tac; dS xu~t, kiSn nghi giai phap dS thgc hi~n co hi~u qua. Kip
thai bao ca~, tham muu diSu chinh chuang trinh, kS ho~ch cong tac, dap Ung
yeu c~u quan Iy, chi d~o, diSu hanh cua HQi d6ng nhan dan, Uy ban nhan dan
huy~n.

b) Giup HQi d6ng nhan dan, Uy ban nhan dan huy~n chi d~o triSn khai,
kiSm tra, don d6c vi~c thgc hi~n cac chuang trinh, kS ho~ch cong tac, cae van
ban phap lu~t cua co quan quan Iy Nha nuac e~p tren va cua HQi d6ng nhan dan,
Uy ban nhan dan huy~n.

c) Trgc tiSp tham mUll cho Uy ban nhan dan huy~n chi d~o, diSu hanh,
qmin Iy nha nuae vS cong tac ngo~i V\l tren dia ban huy~n.

d) Chu tri, ph6i hqp ho?c don d6c cac phong, ban, co quan, dan vi tham
mUll so~n thao cac dS an, bao ca~, ta trinh va cac lo~i van ban khac do HQi d6ng
nhan dan, Uy ban nhan dan huy~n giao, dam bao ch~t luqng va tiSn dQdS ra.

d) KiSm tra, ra soat vS quy trinh, nQi dung, thS thuc, th~m quySn d6i v6i
cac h6 so do cac co quan, dan vi, dia phuang trinh HQi d6ng nhan dan, Uy ban
nhan dan huy~n dS kY ban hanh van ban ho?c cho y kiSn chu truang.

Trong truemg hqp cae dv thao van ban, h6 sa trinh cua cac Co' quan, dan
vi, dia phuang chua dam bao yeu c~u vS thS thuc, nQi dung, trinh tg, thu t\lC,
Van phong HDND - UBND huy~n yeu c~u Co' quan trinh hoan chinh l~i dV thao~
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hoac thirc hien d~y du cac trinh nr, thu tuc thea quy dinh; tnrong hop dS nghi do
khong duoc co quan, dan ~i, dia phu~g trirlh th6ng nhat thi Van phong IIDND
- UBND huyen bao cao cho Thtrong tnrc HQi d6ng nhan dan, Chu tich Uy ban
nhan dan huyen biSt va chi dao.

Van phong HDND - UBND huyen diroc quyen yeu c~u cac cc quan, dan
vi co lien quan cung c~p cac tai lieu, thong tin, s6 lieu, van ban co lien quan
hoac tham du cac cuoc hQP, lam viec dS nam tinh hinh, thong tin phuc vu cong
tac chi dao, diSu hanh cua HQi d6ng nhan dan, Uy ban nhan dan huyen.

e) Chu tri, ph6i hop cac co quan co lien quan chuAn bi cac nQi dung, diSu
kien dS phuc vu t6 chirc cac ky hop HQi d6ng nhan dan, phien hop Uy ban nhan
dan, phien hQPThuemg tr\Ic HQi d6ng nhan dan thuemg ky va cac hQi nghi, cUQc
hQP, lam vi~c khac cua HQi d6ng nhan dan, Uy ban nhan dan huy~n thea dung
quy dinh phap lu~t. Tham mrm, giup Thucmg tf\Ic HQi d6ng nhan dan huy~n t6
chilc cac dgt giam sat va tiSp xuc cu trio

f) T6 chilc thu th~p, xu ly, quim ly, c~p nh~t thong tin ph\lc V\l S\I chi d~o,
diSu hanh, ho~t dQng cua HQi d6ng nhan dan, Uy ban nhan dan huy~n; quim ly
va duy tri ho~t dQng h~ th6ng phAn mSn Quan 1;' van ban va diSu hanh, phAn
mSm mQt cua cua Uy ban nhan dan huy~n.

g) Tham mrm cho Chu tich Uy ban nhan dan huy~n vS t6 chilc \(a ho~t
d9ng cua Ban TiSp cong dan thea quy dinh cua phap lu~t.

h) Tf\Ic tiSp quan ly va chi d~o ho~t dQng cua BQph~n tiSp nh~n va tra kSt
qua thea ca ch@mQtcua, mQt cua lien thong cua Uy ban nhan dan huy~n; huang
dful, tiSp nh~n h6 sa cua ca nhan, t6 chilc tren t~t ca cac IInh V\ICthuQc thAm
quySn giai quy@tcua Uy ban nhan dan huy~n, chuySn h6 sa d@ncac ca quan
chuyen mon thuQc Uy ban nhan dan huy~n giai quy@tva nh~n k@tqua dS tra cho
t6 chilc, ca nhan thea quy dinh.

i) Quan ly, su d\lng con d~u, phat hanh van ban cua HQi d6ng nhan
dan, Uy ban nhan dan huy~n. T6 chilc, quan ly cong tac van thu, lrm tm cua ca
quan thea dung quy dinh; Ung d\lng cong ngh~ thong tin va bao dam an toan,
thong tin lien l~c ph\lc V\l ho~t dQng cua HQi d6ng nhan dan va Uy ban nhan dan
huy~n.

j) Tham mrm giup Uy ban nhan dan huy~n t6 chilc triSn khai th\Ic hi~n
nhi~m V\lkiSm soat thu t\lChanh chinh thea chi d~o cua Uy ban nhan dan huy~n,
huang d~n cua ca quan nha nuac c~p tren va thea quy dinh cua phap lu~t vS
kiSm soat thu t\lChanh chinh. Tham muu chi d~o, t6 chuc th\l'c hi~n ra soat, danh
gia thu t\lC hanh chinh thgc hi~n tren dia ban huy~n dS kiSn nghi, dS xu~t vi~c
sua d6i, b6 sung, huy b6, ba:ib6V
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Hirong dfuI, don d6c, kiem tra viec thuc hien niem ySt cong khai thu tuc
hanh chinh,· bao cao tinh hinh, kSt qua giai quyet thu tuc hanh chinh va tiep
nhan, xu ly phan anh, kien nghi vS quy dinh hanh chinh cua co quan chuyen
mon c~p huyen, Uy ban nhan dan cfrpxa,

k) Ph6i hop voi Phong NQi \'\1, hirong dfuI vS nghiep vu hanh chinh van
phong, van thir, luu tru d6i voi cong chirc lam cong tac van phong cua cac
phong, ban, cong chirc Van phong - Th6ng ke c~p xa.

1) T6 chirc thirc hien cac van ban, quy hoach, kS hoach, quy dinh do co
quan CDtham quyen ban hanh hoac phe duyet lien quan dSn hoat dong cua Van
phong HDND - UBND huyen. TiSp nhan, xu ly van ban do co quan, t6 chirc, ca
nhan gui Van phong HDND - UBND huy~n; ban hanh va quan ly van ban theo
quy dinh. Nghien cUu, ung d\lng kSt qua nghien cuu khoa hQc va dti cach hanh
chinh ph\lc \'\1 nhi~m V\l duQ'c giao. Th\Ic hi~n cong tac phong, ch6ng tham
nhiing, lang phi trong.ph:;tm vi qm'in ly cua Van phong HDND - UBND huy~n
theo quy dinh cua phap lu~t.

m) Quan ly t6 chuc bQmay, bien chS cong chuc, co cfru ng:;tchcong chuc,
vi tri vi~c lam; th\Ic hi~n chS dQ, chinh sach, chS dQ dai ngQ, khen thuang, ky
lu~t, dao t:;tova bai duang vS chuyen mon nghi~p V\l d6i vai cong chuc, nguai
lao dQng thuQc ph:;tm.vi quan ly theo quy dinh Clla phap lu~t va phan cong cua
Uy ban nhan dan huy~n.

n) Quan ly, su d\1ng va chiu trach nhi~m vS tai chinh, tai san duQ'c giao
theo quy dinh. Bao dam cac diSu ki~n lam vi~c va t6 chuc ph\lc \'\1 cac ho:;tt
dQng cong tac theo yeu c~u cua HQi dang nhan dan, Uy ban nhan dan, Thuang
tf\lc HQi dang nhan dan, cac Ban HQi dang nhan dan, Chu tich, cac PhD Chu tich
Uy ban nhan dan huy~n va Van phong HDND - UBND huy~n theo chS dQ quy
dinh.

0) Th\Ic hi~n nhi~m V\l, quySn h:;tnkhac do HQi dang nhan dan, Uy ban
nhan dan huy~n, Chu tich HQi dang nhan dan, Chit tich Uy ban nhan dan huy~n
giao ho~c theo quy dinh cua phap lu~t.

3. CO' cAn t& chuc

a) Lanh d:;toVan phong HDND - UBND huy~n gam CDChanh Van phong
va khong qua 03 PhD Chanh Van phong.

b) Chanh Van phong chiu trach nhi~m truac HQi dang nhan dan, Uy ban
nhan dan huy~n, Chu tich Uy ban nhan dan huy~n va truac phap lu~t vS toan bQ
ho:;ttdQng cua Van phong.

Cac PhD Chanh Van phong chiu trach nhi~m truac Chanh Van phong va
truac phap lu~t vS nhi~m V\lduQ'cphan cong.~
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c) Chu tich Uy ban nhan dan huyen b6 nhiem Chanh Van phong, Pho.
Chanh Van phong thea quy dinh cua phap luat.

f)i~u 2. Hieu lire thi hanh

1. Quyet dinh nay co hieu hrc kS tir ngay 01 thang 01 nam 2018.

2. Quyet dinh nay bai bo Khoan 9, Muc B Dieu 1 Quyet dinh sf>
1344/201S/QD-UBND ngay 09/6/2015 cua UBND huyen vS ban hanh quy dinh
chirc nang, nhiem vu, quyen han cua Phong Tu phap huyen Mai San

f)i~u 3. Chanh Van phong HDND - UBND huyen, Truong phong NQi vu,
Truong phong Tu phap, Thu tnrong cac co quan, dan vi lien quan, Uy ban nhan
dan cac xfi, thi tdn chiu nhiem thi hanh Quyet dinh nay.!.

NO'inltpnW
- HDND, UBND tinh;
- Van phong HBND tinh;
- Van phong UBND tinh;
- SaNQi vu; Sa Tu phap;
- Trung tam thong tin tinh;
- Thuong true huyen uy;
- Thuong true HDND huyen;
- Lanh dao UBND huyen;
- Phong Tu phap;Ban Phap ch~HDND huy~n;
- C6ng thong tin di~n tti huy~n;
- Nhu Di~u3;
-Luu: VT.
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