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CONG HOA xA HOI CHU NGHiA VI~T NAM
DQc l~p - T\f do - H~.lllhpluic

UY BAN NHAN DAN
HUy~NVANH6

S6: 01l2017/QI)-UBND VanH6, ngay 12 thang 12 nam 2017

QUYETDINH
V~ vi~c quy djnh vi tri, clurc nang, nhiem vu, quyen han, co c§u

tAchirc va bien ch~ cua Van phong HQi dBng nhan dan va Dy ban nhan dan
huyen Van HB, tinh SO'nLa

DY BAN NHAN DAN HUYtN VAN HO

Can cir Luat T6 chirc Chinh quyen dia phirong ngay 19 thang 6 nam 2015;
Can cir Luat ban hanh van ban quy pham phap luat 22/6/2015; Nghi dinh

s6 34/20 16/NI)-CP ngay 14/5/2016 cua Chinh phu quy dinh chi ti~t mot s6 Di~u
va bien phap thi hanh Luat ban hanh van ban quy pham phap luat;

Can cir Nghi dinh s6 37/2014/ND-CP ngay 5/5/2014 cua Chinh phu quy
dinh t6 chirc cac co quan chuyen mon thuoc Uy ban nhan dan huyen, quan, thi
xa, thanh pho thuoc tinh;

Can cir Nghi dinh s6 92/2017 /NI)-CP ngay 7/8/2017 cua Chinh phu sua d6i,
b6 sung mot s6 diSu cua cac nghi dinh lien quan d~n kiSm soat thu t\lChanh chinh;

Can ctr Quy~t dinh s6 17/2013/QD-UBND ngay 03110/2013 cua UBND
tinh San La v~ vi~c ban hanh quy dinh phan c~p quan ly t6 chtl'c bQmay, can bQ,
cong chuc trong cac ca quan hanh chinh, dan vi SlJ nghi~p Nha nuo-c, cac doanh
nghi~p Nha nuo-c tren dia ban tinh San La;

Can cu Quy~t dinh s6 22/2014/QD-UBND ngay 12/9/2014 cua Uy ban
nhan dan tinh San La v~ vi~c sua d6i, b6 sung Quy~t dinh s6 17/20 13/QD
UBND ngay 03/10/2013 cua Uy ban nhan dan tinh;

Can cu Nghi quy~t s6 05/NQ-HDND ngay 06/7/2017 cua HBND huy~n
v~ thanh l~p ca quan chuyen mon thuQc UBND huy~n Van H6;

Xet d~ nghi cua Truong phong NQi V\l t<;liTa trinh s6 3111TTr-NV ngay
20/11/2017,

QUYETDINH:

Di~u 1. Quy dinh vi tr1, chlrCnang, nhi~m V\l, quy~n h9n, ca c~u t6 chuc
va bien ch~ cua Van phong HQi dong nhan dan va Uy ban nha11dan huy~n Van
H6, tinh San La.

1. Vi tri, chuc nang
1.1. Van phong HQi d6ng nhan dan va Uy ban nhan dan huy~n (sau aay

vidt tlit la Van phong HDND va UBND huy¢n) 1aca quan chuyen mon thuQc Uy
ban nhan dan huy~n, chiu S\l' chi d<;lo,quan ly v~ t6 chlrc bien ch~ va cong tac
cth HQi d6ng nhan dan va Uy ban nhan dan huy~n; d6ng thai, chiu sg huang



d~n vS chuyen mon nghiep vu cua van phong HQi d6ng nhan dan tinh, Van
phong Uy ban nhan dan tinh.

1.2. Van phong HDND va UBND huyen tham muu tong hop cho HQi
d6ng nhan dan va Uy ban nhan dan vS: Hoat dong cua HQi d6ng nhan dan, Uy
ban nhan dan; tham rmru cho Chu tich Uy ban nhan dan vS chi dao, diSu hanh
cua Chu tich Uy ban nhan dan; kiem soat thu tuc hanh chinh; cung c~p thong tin
phuc vu quan 1)' va hoat dong cua HQi dong nhan dan, Uy ban nhan dan va cac
co quan nha mroc a dia phuong; bao dam co sa V?t chat, ky thuat cho heat dQng
cua HQi dong nhan dan va Uy ban nhan dan; true tiep quan 1)' va chi dao hoat
dong cua Ban TiSp cong dan cua huyen va Trung tam hanh chinh cong huy~n;
huang d~n, tiSp nh?n h6 sa cua ca nhan, t6 chuc tren t~t ca cac 11nhV\fCthuQc
th~m quySn giai quYSt cua Uy ban nhan dan huy~n, chuySn h6 sa dSn cac ca
quan chuyen mon thuQc Uy ban nhan dan huy~n giai quySt va nh?n kSt qua dS
tra cho t6 chuc, ca nhan.

1.3. Van phong HDND va UBND huy~n tham muu, giup Uy ban nhan dan
huy~n th\fc hi~n chuc nang quan 1)'nha nuac vS cong tac ngo:;tivv, bien giai.

1.4. Van phong HDND va UBND huy~n co tu cach phap nhan, co con
d~u rieng, duQ'cd\f tmin kinh phi dS ho:;ttdQng va duqc rna tai khoan t:;tiKho b:;tc
Nha nuac thea quy dinh.

2. Nhi~m Vl,lva quySn h:;tn

2.1. Giup HQi d6ng nhan dan, Thuemg tr\fc HQi d6ng nhan dan, Uy ban
nhan dan, Chu tich Uy ban nhan dan huy~n (sau aay g9i chung fa H9i a6ng
nhan dan, Uy ban nhan dan huy¢n) xay d\fng cac chuang trinh, kS ho:;tchcong
tac; t6 chuc theo d5i, don d6c, kiSm tra cac ca quan, ban, nganh huy~n, HQi
d6ng nhan dan va Uy ban nhan dan c~p xa th\fc hi~n dung chuang trinh, kS
ho:;tchcong tac da dS ra.

T6ng hQ'p, bao cao dinh ky, dQt xu~t vS kSt qua th\fc hi~n cac chuang
trinh kS ho:;tch cong tac; dS xu~t, kiSn nghi giai phap dS th\fc hi~n co hi~u qua.
Kjp thai bao ca~, tham muu diSu chinh chuang trinh, kS ho:;tch cong tac, dap
trng yeu c~u quan 1)" chi d:;to,diSu hanh cua HQi d6ng nhan dan, Uy ban nhan
dan huy~n.

2.2. Giup HQi d6ng nhan dan, Uy ban nhan dan huy~n chi d:;totriSn khai,
kiSm tra, don d6c vi~c th\fc hi~n cac chuang trinh, kS ho:;tch cong tac, cac van
ban phap lu?t cua ca quan quan 1)'Nha nuac c~p tren va cua H9i d6ng nhan dan,
Uy ban nhan dan huy~n.

2.3. Chu tri, ph6i hqp cac ca quan co lien quan chu~n bi cac nQi dung,
diSu ki~n dS ph\lc vv t6 chuc cac ky hQpHQi d6ng nhan dan, phien hQp Uy ban
nhan dan thuang ky va cac hQi nght, cUQchQP, lam vi~c khac cua HQi d6ng nhan
dan, Uy ban nhan dan huy~n thea dung quy dinh phap lu?t. Tham muu, giup
Thuang tr\fc HQi d6ng nhan dan huy~n, cac Ban HQi d6ng nhan dan huy~n t6
chuc cac cUQcgiam sat va tiSp xuc cli trio
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2.4. True tiep tham rnuu cho UBND huyen chi dao, di~u hanh, quan ly
nha rnroc v~ ki~m soat thu tuc hanh chinh, cong tac ngoai vu tren dia ban huyen,

2.5. Chu tri, phoi hop hoac don d6c cac phong, ban, dia phuong tham
muu soan thao cac d~ an, bao cao, to-trinh va cac loai van ban khac do HQi d6ng
nhan dan, Uy ban nhan dan huyen giao, dam bao chat hrong va ti~n dQd~ ra.

2.6. Ki~m tra, ra scat v~ quy trinh, nQi dung, th~ thirc, th~m quyen d6i voi
cac h6 sa do cac ca quan, dan vi trinh HQi d6ng nhan dan, Uy ban nhan dan
huyen d~ ky ban hanh van ban hoac cho y ki~n chu truang.

Trong tnrong hop cac du thao van ban, h6 sa trinh cua cac ca quan, dan
vi chua dam bao yeu c~u v~ th~ thirc, nQi dung, trinh tv, thu t\lC, Van phong
HDND va UBND huy~n yeu c~u ca quan trinh hoan chinh lc;tidV thao ho~c thvc
hi~n d~y du cac trinh tv, thu t\lC theo quy dinh; truo-ng hqp d~ nghi do khong
duqc ca quan, dan vi trinh th6ng nh~t thi Van phong HDND va UBND huy~n
bao cao Thuo'ng trvc HQi d6ng nhan dan, Chu tich Uy ban nhan dan huy~n bi~t
va chi dc;to.

Van phong HDND va UBND huy~n duqc yeu c~u cac ca quan, dan vi co
lien quan cung c~p cac tai li~u, thong tin, s6 li~u, van ban co lien quan ho~c
tham dV cac cUQchQP, lam vi~c d~ n~m tinh hinh, thong tin ph\lc V\lcong tac chi
dc;to,di~u hanh cua HQi d6ng nhan dan, Uy ban nhan dan huy~n.

2.7. T6 chuc thu th~p, xu ly, quan ly, c~p nh~t thong tin ph\lc V\l Sl)' chi
d~lO,di~u hanh, hoc;ttdQng clla HQi d6ng nhan dan, Uy ban nhan dan huy~n; quan
ly va duy tri hoc;ttdQng h~ th6ng mc;tng,c6ng thong tin di~n tu va cac hoc;ttdQng
tmg d\lng cong ngh~ thong tin ph\lc V\l cho cong tac chi dc;to,di~u hanh cua HQi
d6ng nhan dan, Uy ban nhan dan huy~n.

2.8. Tham muu cho Chu tich Uy ban nhan dan huy~n v~ t6 chuc va hoc;tt
dQng clla Ban Ti~p cong dan thea quy dinh cua phap lu~t.

2.9. Trvc ti~p quan ly va chi dc;tohoc;ttdQng Clla Trung tam hanh chinh
cong huy~n trong vi~c huang d~n, ti~p nh~n h6 sa cua ca nhan, t6 chuc tren t~t
ca cac lInh vvc thuQc th~m quy~n giai quy~t cua Uy ban nhan dan huy~n,
chuy~n h6 sa d~n cac ca quan chuyen mon thuQc Uy ban nhan dan huy~n giai
quy~t va nh~n k~t qua d~ tra cho t6 chuc, ca nhan theo quy dinh.

2.10. Quan ly, su d\;mg con d~u, phM hanh van ban Clla HQi d6ng nhan
dan, Uy ban nhan dan huy~n. T6 chlrc, quan ly cong tac van thu, luu trfr cua ca
quan theo dung quy dinh; ung dl;lng cong ngh~ thong tin va bao dam an toan,
thong tin lien lc;tcph~lCV\l hoc;ttdQng clla HQi d6ng nhan dan va Uy ban nhan
dan huy~n.

2.11. Ph6i hqp vai Phong NQi V\l,huang d~n v~ nghi~p V\lhanh chinh van
phong, van thu, luu tru' d6i vai cong chu'c lam cong tac van phong clla cac
phong, ban, cong chuc Van phong - Th6ng ke c~p xa.

2.12. T6 chuc thvc hi~n cac van ban, quy hoc;tch,k~ hoc;tch,quy dinh do ca
quan co th~m quy~n ban hanh ho~c phe duy~t lien quan d~n hoc;ttdQng CllaVan
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phong HBND va UBND huyen, Ti~p nhan, xu ly van ban do co quan, t6 chirc,
ca nhan giri Van phong HBND va UBND huyen; ban hanh va quan ly van ban
theo quy dinh. Nghien ciru, irng dung k~t qua nghien ciru khoa h9C va cai each
hanh chinh phuc vu nhiern vu duoc giao. Thirc hien cong tac phong, chong tham
nhiing, lang phi trong pham vi quan Iy cua Van phong HBND va UBND huyen
thea quy dinh cua phap luat.

2.13. Quan ly t6 chirc bQ may, bien ch~ cong chtrc, co c~u ngach cong
chirc, vi tri vice lam; thuc hien ch~ dQ, chinh sach, ch~ dQdai ngo, khen thuong,
ky luat, dao tao va b6i duong vS chuyen mon nghiep vu d6i voi cong chirc,
nguoi lao dong thuoc pham vi quan Iy thea quy dinh cua phap lu?t va phfm cong
cua Uy ban nhan dan huy~n.

2.14. Quan ly, Sll' dl,lng va chiu trach nhi~m vS tai chinh, tai san duQ'c
giao thea quy dinh. Bao dam cac diSu ki~n lam vi~c va t6 chuc phl,lc Vl,lcac
hoc:ttdQng cong tac thea yeu c~u cua HQi d6ng nhan dan, Uy ban nhan dan,
Thuong trl,l'cHQi d6ng nhan dan, cac Ban HQi d6ng nhan dan, Chu tich, cac
Ph6 Chu tich Uy ban nhan dan huy~n va Van phong HBND va UBND huy~n
thea ch~ dQquy dinh.

2.15. Thl;l'Chi¢n cong tac kidm soil[ thu tl;lchanh chinh

a) T6 chilc triSn khai thvc hi~n nhi~m Vl,l kiSm soit thu tl,lChanh chinh thea
chi dc:tocua Uy ban nhan dan huy~n, huang d~n cua co quan tu phap c~p tren va
thea quy dinh cua phap lu?t vS kiSm soit thu tl,lChanh chinh;

b) Tham muu giup Uy ban nhan dan huy~n chi dc:to,t6 chuc thvc hi~n
ra soit, danh gia thu tl,lChanh chinh thl,l'c hi~n tren dia ban huy~n dS ki~n
nghi, dS xu~t vi~c su'a d6i, b6 sung, huy b6, bai b6;

c) Huang d~n, don d6c, kiSm tra vi~c thl,l'chi~n niem y~t cong khai thu
tl,lChanh chinh, bao cao tinh hinh, k~t qua giai quy~t thu tl,lChanh chinh va
ti~p nh?n, xu Iy phan anh, ki~n nghi vS quy dinh hanh chinh cua co quan
chuyen mon c~p huy~n, Uy ban nhan dan c~p xa.

2.16. Thvc hi~n nhi~m Vl,l,quYSnhc:tnkhac do HQi d6ng nhan dan, Uy ban
nhan dan huy~n giao ho~c thea quy dinh cua phap lu?t.

3. Co c~u t6 chuc va bien ch~

3.1. Co cdu t6 chu'c

a) Van phong HQi d6ng nhan dan va Uy ban nhan dan huy~n c6 Chanh
Van phong; khong qua 03 Ph6 Chanh Van phong va cac cong chuc khac.

b) Chanh Van phong 1a nguoi dlmg d~u Van phong, chiu trach nhi~m
truac Chu tich HQi d6ng nhan dan, Chu tich Uy ban nhan dan huy~n va truac
phap lu?t vS vi~c thvc hi~n chuc nang, nhi~m Vl,l,quySn hc:tnduQ'cgiao va toan
bQhoc:ttdQng cua Van phong; la chu tai khoan cua co quan Van phong HQi d6ng
nhan dan va Uy ban nhan dan huy~n.
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c) Pho Chanh van phong giup Chanh Van phong thuc hien nhiem vu, duoc
Chanh Van phong phan cong thea d5i tung linh vue cong viec; chiu trach nhiem
truce Chanh Van phong, truce phap luat vS Iinh vue cong viec duoc phan congo

d) Khi Chanh Van phong di vang, mot Pho Chanh Van phong duoc Chanh
Van phong uy nhiem di~u hanh cac heat dong cua Van phong,

d) Viec b6 nhiem Chanh, Pho Chanh Van phong do Chu tich Uy ban nhan
huyen quyet dinh theo diSu kien, tieu chuan chirc danh do Uy ban nhan dan tinh
ban hanh va thea quy dinh phap luat. Viec miSn nhiem, khen thuong, ky luat
Chanh, Pho Chanh Van phong theo quy dinh cua phap luat.

e) Van phong HQi dong nhan dan va Uy ban nhan dan huy~n co Ban TiSp
cong dan va Trung tam Hanh chinh cong huy~n.

3.2. Bien chi
a) Bien chS cong chu'c t(;liVan phong Hf)ND va UBND huy~n duQ'cgiao

tren cO'sa vi tri vi~c lam, g~n vai chuc nang, nhi~m V\l,kh6i luqng cong vi~c va
n~m trong t6ng bien chS cong chuc cua huy~n do C§.pco th~m quySn giao.

b) Vi~c bE>tri, SLr d\lng cong chuc, nguai lao dQng cua Van phong HDND
va UBND huy~n ph~ti can cu vao vi tri vi~c lam, chuc danh, tieu chu~n chuyen
mon, nghi~p V\lthea dung quy dinh phap lu~t, dam bao Sl! hi~u qua, tinh gQn.

Di~u2. QuySt dinh nay co hi~u ll,l'cthi hanh kS tir ngay 01/01/2018.

Di~u 3. Chanh Van phong HDND va UBND huy~n, Thu truOng cac cO'
quan; don vi co liep q~n va Chli tich UBND cac xa chiu trach nhi~m thi hanh
Quyet dinh nay./.~
NO'i nh~n: TM. i)y BAN NHAN DAN
- NhLl'DiSu 3; CHi) TJCH
- So' NQi V~l;

- TI1Ll'cmgtr\re Huy~n L1Y;
- TI1Ll'c:rngtr~reHDND huy~n;
- CT, cae PCT UBND huy~n;
- Luu: VT, NV, T30b. ~
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