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QUYETDINH
S TUf' :,P ?'h"GG c quy djnh clnrc nang, nhi~m vu, quy~n han va CO' c§u tA chtrc
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UYBANNHANDANTINH a;.U GIANG. .
L~I.!\ ;0 $0 .
t=~;__---caaiinccuu1 u~t T6 chirc chinh quyen dia phuong ngay 19 thang 6 nam 2015;

Can cu Nghi dinh 86 24/2014/ND-CP ngay 04 thang 4 nam 2014 cua
Chinh phu quy dinh t6 chirc cac co quan chuyen mon thuoc Uy ban nhan dan tinh,
thanh ph6 true thuoc Trung uong;

Can cu Thong tu lien tich 86 01l2015/TTLT-VPCP-BNV ngay 23 thang
10 nam 2015 cua BQ tnrong, Chu nhiem Van phong Chinh phu va BQ tnrong
BQ NQi vu huang dftn chuc nang, nhiem vu, quyen han va co c~u t6 chirc cua
Van phong Uy ban nhan dan tinh, thanh ph6 tnrc thuoc Trung uong;

Theo dS nghi cua Chanh Van phong UBND tinh va Giam d6c Sa NQi V\l,

QUYETDINH:

I)i~u 1. Vi trf va chuc nang
1.Van phong Uy ban nhan dan tinh la co~an thuQc Uy ban nhan dan tinh,

co chuc n~g tham mUll, giup Uy ban ~an dan (®tinh vS: chuon~ trinh, k~ ho~ch
cong tac; to chuc, quan ly va cong bo cac thong tin chinh thuc ve ho~t dQng cua
Uy ban nhan dan tinh, Chu tjch Uy ban nhan dan@ Hnh; d~u m6i C6ng
Thong tin di~n til, ket n6i h~ th6ng thong tin hanh cnlM di~n tu chi d~o diSu
hanh cua Uy ban nhan dan tinh, Chu tich Uy ban nhan dan ~ tinh; quan ly
cong bao va ph\lc V\l cac ho~t dQng chung Clla Uy ban nh§n dan tinh; giup Chu tjch
Uy ban nhan d~ tinh va cac ~ho Ch~ tich Uy ban nhan dan @P tinh th\l'C hi~n
nhi~m V\l, quyen h~n theo tham quyen; quan ly van thu - luu tm va cong mc
quan tri nQibQ cua Van phong.

2. Van phong Uy ban nhan dan tinh co tu cach phap nhan, co con d~u va
tai khoan rieng.

f)i~u 2. Nhi~m vt}va qUY~Dh,n
1. Trinh Uy ban nh§n dan tinh ban hanh
a) Quy che lam vi~c cua Uy ban nhan dan tinh;
b) Van ban quy dinh C\l thS chuc nang, nhi~m V\l, quy8n h~ va co c~u

t6 chuc cua Van phong Uy ban nh§n dan tinh;
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c) Van ban huang ddn cu thS chirc nang, nhiem vu, quyen han cua Van phong
HQi dang nhan dan va Uy ban nhan dan huyen, thi xa, thanh ph6 thuQc tinh
(sau day goi chung la cap huyen);

d) Van ban quy dinh cu thS di~u kien, tieu chu~n chtrc danh Truong,
Ph6 don vi thuoc Van phong Dy ban nhan dan tinh; Chanh Van phong, Ph6
Chanh Van phong Hqi dang nhan dan va Dy ban nhan dan cap huyen,

2. Trinh Chu tich Oy ban nhan dan tinh ban hanh:
a) Quyet dinh thanh I~p, sap nhap, chi a tach, giai thS cac dan vi thuoc .,

Van phong Dy ban nhan dan tinh;
b) Cac van ban khac thea su phan cong cua Chu tich Dy ban nhan dan tinh.
3. Tham muu, xay dung va t6 chuc thuc hien chuang trinh, kS hoach

cong tac cua Dy ban nhan dan tinh:
a) Tfmg hop d@nghi cua cac sa, co quan ngang sa, co quan thuoc Oy ban

nhan dan tinh (sau day gQi chung 1ftsa), Dy ban nhan dan cap huy~n, cO' quan,
t6 chuc lien quan;
, b) KiSn nghi v6i Ch? ti~h ~y ban nhan dan@B t~nh dua van chuang trinh, .

ke ho~ch cong mc nhUng van de can ~p trung chi d~o, dieu hftnh ho~c giao cO'quan
lien quan nghien cUu, xay d\lllg d@an, dv an, d\l thao van ban;

c) Xay d\lllg, trinh Dy ban nhan dan, Chu tich Dy ban nhan dan tinh
ban hanh ho~c phe duy~t chuang trinh, kS ho~ch cong tac;

d) Theo d5i, don d3c cac sa, Dy ban nhan dan cap huy~n, cac cO' quan,
t6 chilc lien quan th\lc hi~n chuang trinh, kS ho~ch cong tac, dam bao dung
tiSn dQ, chat IUQ11g;

d) Bao cao djnh kY ho~c dQt xuat kSt qua thvc hi~n; ki~n nghi giai phap
nh~m thvc hi~n c6 hi~u qua chuang trinh, kS ho~ch cong tac;

e) Kip thai bao cao, di~u chinh chuang trinh, kS ho~ch cong tac, dap (mg
yeu cAu quan ly, chi d~o, diSu hanh cua Uy ban nhan dan, Chu tich Oy ban
nhan dan tinh.

4. Ph\lc V\l ho~t dQng cua Dy ban nhan dan tinh:
a) Chu tri, ph3i hgp v6i cac cO'quan lien quan chu~n bi chuang trinh,

nQi dung, ph\lc V\l cac cUQchQp cua Dy ban nhan dan tinh;
b) Th\lc hi~n ch~ dQt6ng hgp, bao cao;
c) Theo d5i, don d3c, danh gia kSt qua th\lc hi~n Quy chS him vi~c cua

Dy ban nhan dan tinh;
d) T6 chuc cong tac ti~p cong dan thea quy dinh cua phap lu~t.
5. Tham mUll, giup Chu tich Dy ban nhan dan tinh th\lc hi~n cac nhi~m V\l,

quy@nh~n sau:
a) Tri~u t~p, chu tri cac cUQchQp;
b) Theo d5i, don d3c, chi d~o, ki~m tra cong tac d3i vm cac so; HQi dAng

nhan dan va Dy ban nhan dan cap huy~n;
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c) Thirc hien nhiem vu tnroc HQi d6ng nhan dan tinh; ti~p xuc, bao cao,
tra loi kien nghi cua cu tri;

d) Chi dao, ap dung bien phap c§.n thiet giai quyet cong vi~c trong
tnrong hop dQtxuat, khAn c§.p;

d) Cai tiSn IS l6i lam viec; duy tri kY lu~t, Icy cirong cua bQmay hanh chinh
nha mroc a dia phuong.

6. Ti~p nhan, xU ly, trinh Uy ban nhan dan, Chu tich Uy ban nhan dan\ltinh
giai quyet nhirng van ban, h6 sa do cac co quan, t6 chirc, ca nhan giri, trinh
(van ban dSn):

a) U6i voi 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, ky thuat trinh bay du thao van ban;
t6m tit nQi dung, neu r6 tham quyen quyet dinh, sv d6ng bQ trong chi d~o,
di~u hanh cua Uy ban nhan dan, Chu tich Uy ban nhan dan tinh d6i v6i vdn d~
lien quan, dS xu§.t mQt trong cac phuong an: Ban himh, phe duy~t; dua ra
phien hQpUy ban nhan dan tinh; gui lfty y ki~n cac thanh vien Uy ban nhan dan
c§.ptinh; thong bao y ki~n cua Chu tich Uy ban nhan dan tinh yeu cdu co quan
so~ thao hoan chinh l~i, l§.y them y kiSn cac ca quan, t6 chuc, ca nhan ho~c
thvc hi~n cac nhi~m V\l khac thea quy dinh va quy ch~ lam vi~c cua Uy ban
nhan dan tinh.

Trong qua trinh xu ly, nSu d~ an, dv an, dv thao van b~m con y ki~n
khac nhau, chu tri hQPv6i ca quan, t6 chuc lien quan dS trao d6i truac khi trinh;

b) D6i vai dV thao bao cao, bai phat biSu: Ph6i hgp v6i cac co quan
lien quan bien t~p, hoan chinh thea chi d~o cua Chu tich Uy ban nhan dan tinh;

c) U6i vai van ban khac: KiSn nghj v6i Chu tich Uy ban nhan dan tinh
giao co quan lien quan triSn khai thvc hi~n; t6 chuc cac di~u ki~n c~n thiSt dS
Uy ban nhan dan, Chu tich Uy ban nhan dan tinh xu ly thea quy dinh cua
phap lu~t va nQi dung van ban d~n.

7. Phat hanh, quan ly, thea d6i, don d6c, kiSm tra tinh hinh, k8t qua
thvc hi~n van ban cua Uy ban nhan dan, Chu tich Uy ban nhan dan tinh:

a) Quan ly, su d\lllg con dftu, phat hanh van ban cua Uy ban nhan dan,
Chu tich Uy ban nhan dan tinh;

b) Theo d6i, don d6c, kiSm tra tinh hinh, kSt qua th\lC hien van ban cua
Uy ban nhan dan, Chu tich Uy ban nhan dan tinh; dinh ky ra soat, bao cao
Chu tich Uy ban nhan dan tinh dS dam bao S\l d6ng bQ, th6ng nhftt trong chi d~o,
di~u hanh;

c) Ra soat nhfun phat hi~n vuOng mic, phat sinh ve thAm quy~n, h5 sa,
trinh tV,Othu t\}c va nghi~p V\l hanh chinh van phong trong qua trinh chi d~o,
~~~~~~~~~~~~~~~~~~

Uy ban nhan dan tinh sua d6i, b6 sung; hang nam, t6ng hgp, bao cao Van phong
Chinh phu;

d) Luu tru van ban, h6 sa, tai li~u cua Uy ban nhan dan, Chu tich Uy ban
nhan dan tinh.
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8. Thuc hien chS dQthong tin:
a) T3 chirc quan 19, c~p nh~t thong tin phuc vu su chi dao, diSu hanh cua

Uy ban nhan dan, Chu tich Uy ban nhan dan tinh;
b) Thirc hien ch@dQ thong tin bao cao vS hoat dQng cua Cong Thong tin

di~n nr va k@tn6i h~ thong thong tin hanh chinh di~n tu chi dao, diSu hanh cua
Uy ban nhan dan, Chu tich Uy ban nhan dan tinh;

c) Xu~t ban, phat hanh Cong bao tinh;
d) Thi@t l~p, quan 19 va duy tri hoat dQng mang tin hoc cua Uy ban

nhan dan tinh,
9. Bao dam cac diSu kien v~t ch~t, kY thuat:
a) Bao dam cac diSu kien v~t ch~t, ky thuat cho hoat dQng cua Uy ban

nhan dan, Chu tich Uy ban nhan dan tinh;
b) Phuc vu cac chuy@ncong tac, lam vi~c, tiSp khach cua Uy ban nhan dan,

Chu tich Uy ban nhan dan tinh.
10. Huang dan nghi~p V\l hanh chinh van phong
Chu tri, ph6i hQ'p v6i Van phong Doan D~i bi~u Qu6c hQi va HQi d6ng

nhan dan tinh t3ng k@t,huang dfin chuyen mon, nghi~p V\l hanh chinh van phong
d6i v6i Van phong cac Sa, Van phong HQi d6ng nhan dan va Uy ban nhan dan
cdp huy~n, cong chuc Van phong - Th6ng ke xii, phuOng, thi trdn.

11. Th\lc hi~n nhi~m V\l qufm tri nQibQ:
a) T3 chuc th\lc hi~n cac van ban, quy hOCjl.ch,k@ho~ch do cO"quan co

thfun quySn ban hanh ho~c phe duy~t lien quan den ho~t dQng cua Van phong
Uy ban nhan dan dnh;

b) TiSp nh~n, xu 19 van ban do ca quan, t3 chuc, ca nhan gui Van phong
Uy ban nhan dan Hnh; ban hanh va quan 19 van ban thea quy dinh;

c) HQ'p tac qu6c tS thea quy dinh cua phap lu~t va S\l phan cong ho~c
uy quySn cua Uy ban nhan dan, Chu tich Uy ban nhan dan tinh;

d) Nghien Clru, ung d\lng kSt qua nghien cuu khoa hQc va cai cach
hanh chinh ph\lc V\l nhi~m V\l duQ'cgiao;

d) Quan 19 t3 chuc bQmay, bien chS cong chuc, ca cdu ng~ch cong chuc,
vi tri vi~c lam, ca cdu vien chuc thea tieu chuftn chuc danh nghS nghi~p va
s6 luqng nguai lam vi~c trong cac dan vi S\l nghi~p thuQc Van phong Uy ban
nhan dan tinh;

e) Th\lc hi~n chS dQ tiSn luang va cac chS dQ, chinh sach dai ngQ,
khen thuang, kY lu~t, dao ~o, b6i ducrng vS chuyen mon, nghi~p V\l d6i vo;
cong chuc, vien chuc va ngum lao dQng thuQc ph~m vi quan ly cua Van phong
Uy ban nhan dan Hnh;

g) Huang dfin, ki8m tra vi~c thgc hi~n ca chS t\l chu, tv chiu tnich nhi~m
d6i v6i cac dan vi S\l nghi~p cong I~p tf\lC thuQc; quan Iy va chiu trach nhi~m vS
tai chinh, tai san duQ'cgiao then quy dinh;

h) Th\lc hi~n nhi~m V\l, quYSn hCjl.nkhac do Uy ban nhan dan, Chu tich
Uy ban nhan dan tinh giao ho~c then quy dinh cua phap lu~t.
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1. Lanh dao Van phong:
a) Van phong Uy ban nhan dan tinh c6 Chanh Van phong va khong qua

03 Ph6 Chanh Van phong. Van phong Uy ban nhan dan tinh c6 s6 hrong
Ph6 Chanh Van phong virot qua quy dinh tai Thong tu lien tich s6
O1l201S/TTLT-VPCP-BNV ngay 23 thang 10 nam 2015 (tinh den ngay Thong
tu lien tich nay c6 hieu luc) thi diroc gift nguyen nham dam bao em dinh.

Chi duoc b6 sung Ph6 Chanh Van phong khi s6 hrong it hon theo quy dinh
cua Thong nr lien tich nay.

b) Chanh Van phong, Ph6 Chanh Van phong Uy ban nhan dan tinh do
Chu tich Uy ban nhan dan tinh b6 nhiem, miSn nhiem, khen thirong, ky lu~t theo
quy dinh cua phap luat,

c) Chanh Van,phon't Uy ban nhan dan tinh la nguoi dirng diu, chiu
trach nhiem tnroc Uy ban nhan dan tinh, Chu tich Uy ban nhan dan tinh va truac
phap lu~t v~ toan bQho~t dQng cua Van phong; d6ng thai la chu tfti khoan co quan
Van phong Uy ban nhan dan tmh.

d) Ph6 Chanh Van phong Uy ban nhan dan tinh duqc Chanh Van phong
phan cong theo d5i ph\! trach tUng linh V\IC va chiu trach nhi~m truoc Chanh
Van phong, truac phap lu~t v~ cac linh V\IC duqc phan cong ph\! trach.

2. Co cdu t6 chuc
a) Dan vi hanh chinh:
- Phong T6ng hqp;
- Phong Kinh t8;
- Phong Khoa giao H Van xa;
- Phong NQi chinh;
- Phong Hanh chinh \-\T6 chuc;
- Phong Qulin tri - Tai V\l;
- Phong Tin hQc;
- Ban TiSp cong dan tinh;
- Phong Ngo~i V\l.
b) Dan vi S\l'nghi~p: Nha khach Bong Sen.
3. Bien ch8 cua Van phong Uy ban nhan dan tinh
Bien chS cong chuc va s6 luqng nguai lam vi~c t~i dan vi s\}' nghi~p

cong l~p thuQc Van phong Uy ban nhan dan tinh dugc giao tren co s6 vi trl
vi~c lam gfut vai chuc nang, nhi~m V\l, kh6i luqng cong vi~c va n~m trong tang
bien chS cong chuc, bien chS S\Inghi~p cua tinh do cdp c6 thfun quy~n giao.

Ip,~~"4. QuySt djnh nay e6 hi~u l\Ic thi hanh ~ k8 tu
ngay.otey.aai be QUYStdinh s6 19/20111QD-UBND ngay 04 thang 5 nam 2011
eua Uy ban nhan dan tinh H~u Giang quy djnh chue nang, nhi~m V\l, quyBn h~
va co cdu t6 ehuc bQ may cua Van phong Uy ban nhan dan tinh H~u Giang;
QuySt dinh s6 20/2013/QD-UBND ngay 27 thang 8 nam 2013 eua Uy ban
nhan dan v~ vi~e sua d6i, b6 sung Khoan 2 DiBu 3 cua QuySt dinh s6
19/2011/QD-UBND ngay 04 thang 5 nam 2011 cua Uy ban nhan dan tinh
H~u Giang.
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Giao Chanh Van phong Uy ban nhan dan tinh xay dung va ban hanh
Quy chS t6 chirc va hoat dQng cua Van phong; phan cong nhiem vu, quyen han
cu th8 cua tirng bQph~n tnrc thuoc va tung cong chirc, vien chirc; dang thai, sAp
xSpt6 chirc, b6 tri cong clnrc, vien chirc theo dung tieu chuan chirc danh nha mroc
quy dinh,

Bi~u 5. Chanh Van phong Uy ban nhan dan tinh; Giam d6c Sa NQi vu;
Thu tnrong cac co quan, ban, nganh tinh; Chu tich Uy ban nhan dan huyen,
thi xa, thanh ph6 va cac co quan, dan vi co lien quan chiu trach nhiem thi hanh
Quyet dinh nay.!.!,

Nuinh(in:~
- Van phong Chinh phil (HN- TPHCM);
- Be>Ne>i\'\1;
- Be>Tu phap (C1,lC Kiem tra van ban QPPL);
- IT: TO, HDND, UBND tinh;
- Doan Dai bi8u Quoc hQi tinh;
- VP. Tlnh uy, eae Ban dang tinh;
- VP. Doan DBQH&HDND tinh;
- UBMTTQVN va eae doan th8 tinh;
- S6, ban, nganh tinh;
- UBND eae huy~n, thi xa, thanh ph6;
- Co quan Bao, Dai tinh;
- C6ng bao tinh;
- CAngthong tin di~n til tinh;
- Luu: VT, TH.VM
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