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IJY BAN NHAN DAN CQNG HOA XA HO CHU NGHIA VIET NAM 
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S6://4-  /2016/QD-UBND Nam Dinh, ngay 26 thong Snam 2016 

QUYET DINH 
V/v Quy dinh chin nang, nhiem vu, quyen h4n 

va co' cau to chirc cila Van phong UBND tinh Nam Dinh 

UY BAN NHAN DAN TINH NAM DINH 

Can dr Lu:at To chirc Chinh quyen dia phucmg ngay 19/6/ 2015; 
Can ca. Nghi dinh sO 24/2014/ND-CP, ngay 04/4/2014 dm Chinh phu quy 

dinh to chirc cac co quan chuyen mon thuOc Uy ban nhan don tinh, thanh ph6 tnrc 
thuOc trung ucmg; 

Can dr Thong to lien tich so 01/2015/1 1LT-VPCP-BNV ngay 23/10/2015 caa 
Van,phOng Chinh phir va NOi vu huang dan chirc nang, nhiem 	quyen han va 
co cau to chirc cUa Van phong UBND tinh, thanh pho truc thuOc trung ucmg; 

Theo de nghi cua Chanh Van phOng UBND tinh, tai Ta trinh sO 45/TTr-
VPUBND ngay 22/4/2016 va cua Giam doc SC/ NOi vg, tai Ti trinh sO 416/TTr- 
SNV ngay16/5/2016, Bao coo thAm dinh 57/BC-STP, 	ngay 23/5/2016 dm So.  
Tu phap , viec quy dinh chirc nang, nhiemquyen han va ca cau to chirc cua 
Van phong UBND tinh Nam Dinh, 

QUYET DINH: 

* Dieu 1. Ban hanh kern theo Quyet dinh nay Quy dinh chirc rang, nhiem 
quyen han va ca cau to chirc dm Van ph6ng UBND tinh Nam Dinh. 

Dieu 2. Quyet dinh c6 hieu luc thi hanh sau 10 ngay, ice tir ngay ky va thay 
the Quyet dinh sO 07/2011/QD-UBND ,ngay 04/4/2011 dm UBND tinh Nam 
Dinh quy dinh chirc nang, nhiem 	quyen 	va co cau to chirc dm Van phong 
UBND tinh Nam Dinh. 

Dieu 3. Chanh Van phong UBND tinh, Giam dOc Sa Noi vu, Thu tnrong cac 
co quan c6 lien quan, chiu trach nhiem thi hanh Quyet dinh 

Nei nh (in: 
- Bq Ttr phap; 
- BQ N'Oi vu; 
- Van phong Chinh phi]; 
- Doan dal Neu Quoc h(ti tinh; 
- TT HDND tinh; 
- ChCt tjch, cac PCT UBND tinh; 
- Nhtr DiL 3; 
- Cong bat) tinh; 
- Website cua tinh, Website VPUBND tinh; 
- Luu: VPI, VP8jc,  



UY BAN NHAN DAN 	CQNG HOA XA HQI CHID NGHIA VICT NAM 
TINH NAM DINH 	 DOc 1;ap — IFtr do — Hunh phuc 

QUY DINH 
Chirc nang, nhi@n vu, quyen han 

va cAu to chirc cila Van phOng UBND tinh 
(Ban hanh kern theo Quiet dinh s a:14/2016/QD-UBND 

ngay 26/ 572016 ctia UBND tinh Nam Dinh) 

Dieu 1. Vi tri, chirc nang 

1. Van phong Uy ban nhan dan tinh Nam Dinh la co quan thuOc Uy ban 
nhan dan tinh, co chirc nang tham muu, giup Uy ban nhan dan tinh ve: Chuang 
trinh, ke hoach ding tac; to chtirc, quan ly va cong bO cac thong tin chinh thirc ve 
hoat dOng cua Uy ban nhan dan tinh, Chu tich Uy ban nhan dan tinh; dau moi 
ding ThOng tin dien tir, ket not he thong thong tin hanh chinh dien tir chi dao, 
dieu hanh cua Uy ban nhan dan tinh, Chu tich Uy ban nhan dan tinh; quan 15,  cong 
bao va phvc vu cac hoat dOng cua Uy ban nhan dan tinh; gift]) Chu tich Uy ban 
nhan dan tinh (bao g6m ca cac Pho Chu tich UBND tinh ) dux hien nhiem 
guy& han theo thdrn quyen; quan 1)% van thu - ltru trit va cong tac quan tri not bO 
dm Van phong. 

	

, 	2. Van phong Uy ban nhan dan tinh Nam Dinh co to cach phap nhan, con 
dau va tai khoan rieng. 

Dieu 2. Nhqm vu va quyen han 

1. Trinh Uy ban nhan dan cap tinh ban hanh: 

a) Quy the lam viec cua Uy ban nhan dan tinh; 

b) Van ban quy dinh cu the chtirc nang, nhiem vu, quyen han va ca cdu to 
chirc ciia Van phong Uy ban nhan dan tinh; 

c) Van ban htremg cran cu the chirc nang, nhiem vu, quyen han oh Van 
phong HOi &Ong nhan dan va Uy ban nhan dan huyen, thanh pho thuOc tinh (sau 
day gQi Chung la cap huyen); 

d) Van ban quy dinh cu the dieu kien, tieu chudn chirc danh Tru&ng, Pito 
Glom vi thuOc Van phong t:Jy ban nhan dan tinh; Chanh Van phong, Pito Chanh 
Van phong HOi d6ng nhan dan va Uy ban nhan dan cap huyen. 

2. Trinh Chu tich Uy ban nhan dan tinh ban hanh: 

a) Quyet dinh thanh lap, sap nhap, chia tach, giai the, to chirc lai cac dun vi 
thuOc Van phong Uy ban nhan dan tinh; 

b) Cac van ban khac theo skr phan cong cita Chu tich Uy ban nhan dan tinh. 

3.,Tham 	xay dtrng va to chirc thkrc hien chuang trinh, 	hoach ding 

	

tac 	Uy ban nhan dan tinh: 
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a) T6ng h9p de nghi cua cac Soy, ca quan ngang Sac, ca quan thuc Uy ban 
nhan dan tinh (sau day g9i Chung la SO), Uy ban nhan dan cap huye'n, co quan, to 
chirc lien quan; 

b) KiL nghi vOi Chit tich Uy ban nhan dan tinh dua vao chtrang trinh, ke 
hoach cong tac nhang van de can, tap trung chi ciao, dieu hanh ho4c giao co quan 
lien quan nghien ciru, xay dung de an, du an, du thao van ban; 

c) Xay dung, trinh Uy ban nhan dan, Chu tich Uy ban nhan dan tinh ban 
hanh hoac phe duyest chucmg trinh, ke hoach cong tac; 

d) Theo doi, don d6c cac Sa, Uy ban nhan dan cap huy0, cac co quan, t.6 
chirc lien quan thuc hien chuang trinh, ke hoach cong tac, dam bao dUng tien d6, 
chat ltrong; 

d) Bao cao dinh kjf hoac d6t xuAt k'k qua thuc hie'n; kin nghi giai phap 
nham thuc hie'n có hie‘u qua chucmg trinh, ke hoach cong tac; 

e) Kip thad bao cao, dieu chinh chucmg trinh, ke hoach cong tac, dap Ung 
yeu cAu quan 1Si, chi dao, di'eu hanh cua Uy ban nhan dan, Chu tich Uy ban nhan 
dan tinh. 

4. Phuc vu hoat Ong cua Oy ban nhan dan tinh: 

a) Chu tri, phi hop veri cac ca quan lien quan chuAn bi chuong trinh, not 
dung, phuc vu cac cu6c h9p cua Uy ban nhan dan tinh; 

b) Thuc hien the d6 tong hap, bao cao; 

c) Theo doi, don d6c, danh gia ke't qua thut hie'n Quy che lam viesc cua Uy 
ban nhan dan tinh; 

d) To chirc cong tac tiep cong dan theo quy dinh cua phap luat. 

, 5. Tham mutt, giap Chu tich tj y ban nhan dan tinh thuc hie'n cac nhi~m vu, 
quyen hart sau: 

a) Trikt tap, Chu tri cac cu6c hop; 

b) Theo doi, don d6c, chi dao, kie4m tra cong tac doi vth cac So; H6i d6ng 
nhan dan va Uy ban nhan dan cap huye'n; 

,c) Thuc hie.n nhiesm vu truOc H6i d6ng nhan dan tinh; tip mac, bao cao, tra 
lai kin nghi cua cu tri; 

d) Chi dao, dp dung bin phap can thik giai quyk cong vie'c trong tnrarng 
h9p d6t xuAt, khAn cap; 

d) Cai tin le 16i lam vie'c; duy tri k)% luat, ky ctrang cila 136 may hanh chinh 
nha nuOc 0 dia phucrng. 

6. Tip nhan, xir ly, trinh Uy ban nhan dan tinh, Chu tich tJ' y ban nhan dan 
tinh giai guy& nhang van ban, h6 so do cac co quan, to chirc, ca nhan gui, trinh 
(van ban d6n): 

a) D6i vori d&' an, du an, du thao van ban do cac co quan trinh: Kim tra h6 
so, trinh tu, thu tuc sop thao, the thirc, k-y thuat trinh bay du thao van ban; tom 
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tat not dung, neu ro tham quyen quyet dinh, su d6ng 1th trong chi dao, dieu hanh 
cua Oy ban nhan dan tinh, Chia tich tJ' y ban nhan clan tinh doi voi van de lien 
quan, de xuAt mot trong cac phurmg an: Ban hanh, phe duyet; dua ra phien h9p 
Uy ban nhan dan tinh; giri lay y kien cac thanh vien Oy ban nhan dan tinh; thong 
bao )", kien,cua Chia tich Oy ban nhan dan tinh yeu du co quan soan thao hoan 
chinh lai, 14 them S,  kien cac co quan, to chirc, ca nhan hoc thgc hien cac nhiem 
vu khac theo quy dinh va quy the lam viec cua Oy ban nhan dan tinh. 

Trong qua trinh xir 1)%, neu de an, du an, du thao van ban cony kien khac 
nhau, chia tri h9p 	co quan, to chirc lien quan de trao doi truck khi trinh; 

b) DOi veri du thao bao cao, bai phat bieu: Phi hop vai cac co quan lien 
quan Wen tip, hoan chinh theo chi dao cua Chu tich Uy ban nhan dan tinh; 

c) voi van ban khac: Kien nghi v&i Chia tich Uy ban nhan dan tinh giao 
co quan lien quan trien khai thgc hien; to chav cac diet" kien can thiet de Uy ban 
nhan dan tinh, Chu tich Uy ban nhan dan tinh xir 1)",  theo quy dinh cua phap luat 
va not dung van ban din. 

7. Phat hanh, quan 1)",, theo doi, don dOc, kiem tra tinh hinh, ket qua thgc 
hien van ban ciaa Uy ban nhan dan tinh, Chia tich Uy ban nhan dan tinh: 

a) Quan ly, sir dung con dau, phat hanh van ban dm Uy ban nhan dan tinh, 
Chia tich Uy ban nhan dan tinh; 

b) Theo doi, don dOc, lciem tra firth hinh, ket qua dux hien van ban dm Uy ban 
nhan dan tinh, Chia tich Oy ban nhan dan tinh; dinh kS,  ra soat, bao cao Chu tich Uy 
ban nhan dan tinh de dam bao su dOng bo, thOng nhat trong chi dao, dieu hanh; 

c) Ra soat nham phat hien wrong mac, phat sinh ve tham quyen, 1th so, 
trinh tu, thu ttic va nghiep vu hanh chinh van pilot-1g trong qua trinh chi dao, dieu 
hanh cua Uy ban nhan dan tinh, Chti tich Uy ban nhan dan tinh; kip thari bao cao 
Uy ban nhan dan tinh stia doi, b6 sung; hang nam, tong hop, bao cao Van phong 
Chinh phia; 

d) Ltru nil van ban, 1th so, tai lieu dm Uy ban nhan dan tinh, Chia tich Uy 
ban nhan dan tinh. 

8. Thgc hien the dO thong tin: 

a) TO chirc quan ly, cap nhat thOng tin phpc vu su chi dao, dieu hanh cua 
Uy ban nhan dan tinh, ChU tich Uy ban nhan dan tinh; 

b) Thgc hien the dO thOng tin bao cao ve hog dOng cua COng Thong tin 
dien tir va k& not he thong thong tin hanh chinh dien dr chi dao, dieu hanh cua 
Uy ban nhan dan tinh, Chia tich Uy ban nhan dan tinh; 

c) Xuat ban, Oat hanh COng bao cap tinh; 

d) Thiet lap, quart 1Si va duy tri hoat dOng mang tin h9c cua Uy ban nhan 
dan tinh. 
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9. Bao dam cac dieu kien vat chat, ky thuat: 

a) Bao dam cac dieu kien vat chit, ks, thuat cho ho4t dOng cua Uy ban nhan 
dan tinh, Chu tich Uy ban nhan dan tinh; 

b) Phvc vu cac chuyen cong tac, lam viec, tiep khach cua Uy ban nhan dan 
tinh, Chu tich Uy ban nhan dan tinh. 

10. Huerng dan nghiep vu hanh chinh van phong 

ChU tri, phOi hop viii Van phOng H6i dOng nhan dan tinh tong ket, huong 
dan chuyen mon, snghiep vu hanh chinh van ph6ng dOi yen Van phong cac Ser, 
Van phong H6i clang nhan dan va Uy ban nhan dan cap huyen, cong chat Van 
phong - Thong ke xa, phtthrig, thi tran. 

11. Thtrc hien nhiem vu quan tri not b6: 

a) T6 chirc thuc hien cac van ban, quy4ch, hogh do ca quan c6 tham 
quyen ban hanh hoac phe duyet lien quan Mnde ho4t Ong caa Van phong Oy ban 
nhan dan tinh; 

b) Tie]) nhan, )(Cr 1)% van ban do ca quan, to chirc, ca nhan girl Van phong 
Oy ban nhan dan tinh; ban hanh va quan 1)% van ban theo quy dinh; 

c) H9p tac quOc t6 theo quy dinh cua phap luat va su phan cong hoac Uy 
quyen cua Uy ban nhan dan tinh, ChU tich Uy ban nhan dan tinh; 

d) Nghien dru, Ung dung ket qua nghien ciru khoa h9c va cai cach hanh 
chinh phtic vu nhiem vu ducfc giao; 

d) Quan 1)% to chirc b6 may, bien the cong chirc, ca cau ng4ch cong chirc, 
vi tri viec lam, ca cau vien chirc theo tieu chuan chdc danh nghe nghiep va so 
*trig ngueri lam viec trong cac don vi su nghiep thu6c Van phong Uy ban nhan 
dan tinh; 

e) Thkrc hien the do tien lacing va cac the d6, chinh sach dai ng6, khen 
thuerng, k)% luat, dao t?o, bOi &ang ve chuyen mOn, nghiep vu doi vied ding chirc, 
vien chirc va nguoi lao d6ng thu6c pham vi quan ly dm Van phOng Uy ban than 
dan tinh; 

g) Huang dan, kiem tra viec thtrc hien ca the to chu, to chiu trach nhiem 
doi yeti cac dan vi sir nghiep cong lap truc thu6c; quan 11 va chiu trach nhiem ve 
tai chinh, tai san &Kit giao theo quy dinh; 

h) Thuc hien nhiem vg, quyen han khac do Uy ban nhan dan tinh, Chu tich 
Uy ban nhan dan tinh giao hoac theo quy dinh cua phap luat. 

Dieu 3. Ca cau to chtic 

1. Lanh d4o Van phong UBND tinh 

- Lanh ciao Van phong Uy ban nhan dan cap tinh gOm c6 Chanh Van phong 
va khong qua 03 Pho Chanh Van phong. 

Chanh Van phong chiu trach nhiem truck Chu tich Uy ban nhan dan tinh 
va truck phap luat ve toan b6 hoat d6ng ctia Van phong Uy ban nhan dan tinh; la 
chu tai khoan ca quan Van phong Oy ban nhan dan tinh. 
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Ph6 Chanh Van phong giup Chanh Van phong thuc hien nhiim vu, dugc 
Chanh Van phong phan cong theo d'Oi tong Firth vuc cong viic, chin trach nhiim 
tnrecc Chanh Van pi-long, tnreic phap luAt ve linh vuc cong viec dirge phan cong. 

Khi Chanh Van phong yang mat, mot Ph6 Chanh Van phong dugc Chanh 
Van phong uy nhiim diiu hanh hoat ang dm Van phong Uy ban nhan dan tinh. 

- Chia tich Uy ban nhan dan cAp tinh bo nhiim Chanh Van ph6ng, Ph6 
Chanh Van phong theo quy dinh cua phap luAt. 

2. Dan vi hanh chinh: 

a) Phong Hanh chinh - To chirc; (VP 1) 

b) Phong I-Ong hop; (VP2) 

c) Phong Ming, lam, ngu nghiip va tai nguyen moi trtriyng; (VP3) 

d) Phong Giao thong, cong nghiep, xay dung; (VP5) 

d) Phong Tai chinh, Thuang mai, dich vv; (VP6) 

e) Phong Van xa; (VP7) 

g) Phong N9i chinh; (VP8) 

h) Phi:mg Ngoai NT; (VP12) 

i) Ban Tiip cong dan tinh; (VP9) 

k) Phong Quan tri - Tai vv; (VP 10) 

3. Don vi su nghiip cong lAp trirc thu9c: 

a) Nha khach tinh; 

b) Don vi su nghiip khac do Chu tich Uy ban nhan dAn tinh quyit dinh 
thanh lAp theo quy dinh cua phap luat. 

Tam thai gift nguyen b9 phAn thuc hien nhiim vu tin h9c va xudt ban cong 
bao cho an khi c6 huang can cu the ve Cong Thong tin diin dr. 

4. Bien chi ding chirc va so luting ngtrOi lam viic tai don vi su nghiip 
cong lip: Dugc giao tren co sa vi tri viec lam, gan 	chirc nang,,nhiim 	khi 
luting cong 	va nam trong tong bien the cong,  chirc, bien the su nghiip cua 
tinh, thanh pith tn,rc thu9c Trung ming do cap c6 tham quyen giao. 

Dieu 4. Moi quan he cong tac 

1. Van phong Uy ban nhan dan tinh chin su chi dao, quan ly vi bien chi va 
cong tac cua Uy ban nhan dan tinh; su chi dao, kiem tra, huang dan vi chuyen 
mon, nghiip vu cua Van phong Chinh phu. 

2. Van phong Uy ban nhan dan cAp tinh c6 trach nhiim dinh kS,  so kit, tong 
kit, bao cao Uy ban nhan dan tinh va Van phong Chinh phu tinh hinh, kit qua 
thut hiin nhiim vu dugc giao. 

3. Van phong Uy ban nhan dan tinh phi hgp vai Van phong Tinh uy, Van 
pilot-1g Doan,  Dai 	QuOc 	tinh va Van phong H9i &Ong nhan dan tinh, cac 
So, nganh, Uy ban nhan dan cap huyin va co quan, to chirc c6 lien quan trong 
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vi8c tham nuru, giup Uy ban nhan,dan tinh, 	tich Uy ban nhan dan tinh thgc 
hilen nhi8'm 	guyen han thuOc tham guyen. 

Dieu 5. Chanh Van phong Uy ban nhan dan tinh co trach nhi?rn: 
1) Ban hanh van ban quy dinh chirc nang, nhi8m vu, quy8'n han cua cac don 

vi thueic Van phOng va quy the lam vi8c dm Van phong Uy ban nha'n dan phu 
hop v&i chirc nang, nhi8ni vu, guyen han va co cau to chirc mai; 

2) Sap AD, bo tri bien,ch8, ngi.thi lam vi8c theo dung vi tri vi8c lam, chirc 
danh, tieu chuan ngach, 	cau cong chirc; chfrc danh ngh8 nghi8'p cua vien chIrc 
theo quy dinh cua phap luat va phan cong, phan cap cua UBND tinh./.cora. 

TM. UY BAN NHAN DAN 
CHU TICH 

Phm Dinh Nghi 
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