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QUYETDINH
Ban hanh Quy eh~ta chirc va hoatoQngciia PhongNQi VI} qu~n Tho Dii'e

UY BAN NHAN DAN QU~N THU DUC

Can CU Luat T6 chirc chinh quyen dia phuong ngay 19 thang 6 nam 2015;

Can cir Nghi dinh s6 37/20 14/Nf)-CP ngay 05 thang 5 nam 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 Thong tu s6 15/2014/TT-BNV ngay 31 thang 10 nam 2014 cua
BQ N9i vu huang d~n chirc nang, nhiem vu, quyen han va co c~u t6 chirc cua So'
N9i vu thuoc Uy ban nhan dan tinh, thanh pho true thuoc Trung irong; Phong
NQi vu thuoc Uy ban nhan dan huyen, quan, thi xa, thanh ph6 thuoc tinh;

Can cir Quyet dinh s6 22/20 16/QD-UBND ngay 27 thang 6 nam 2016 cua
Uy ban nhan dan Thanh ph6H6 Chi Minh ban hanh Quy ch& (m~u) v~ t6 chuc
va ha~t d9ngClla Phong NQiV\l thuQc Uy ban nhan dan qu?n - huy~n;

Thea dS nght cua Truong Phong N9iV\l t~i To trinh s6 37)/TTr-NV ngayA,
thangg nam 2016.

QUYET DINH:

Di~u 1. Ban hanh kem thea Quy&t dinh nay Quy ch& vS t6 chue va ha~t
dQng eua Phong NQiV\l qu?n Thu Duc.

Di~u 2. Quy&t dinh nay co hi~u h,rethi hanh sau 07 (bay) ngay k~ til ngay
ky va thay th& Quy&t dinh s6 07/2009/QD-UBND ngay 03 thang 3 nam 2009
cua Uy ban nhan dan qu~n Thu Duc vS vi~c ban hanh Quy ch&t6 chue va ha~t
dQng eua Phong NQiV\l qu?n Thu Duc .
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UY BAN NHAN DAN
QU~N THU Due

CONG HOA xA HOI CHU NGHiA VIET NAM. . .
D(>c I~p - T1}' do - H~nh phuc

Thu Duc, ngay,A~ thang ~ ndm2016

QUYCHE
T& clnrc va hoat d(>ng cua PhongN(>i Vl}. qu~n Thii Dire
(Ban hanhkern thea Quyit dinhs6, 01120161QD-UBND

ngay;1i thang g ndm 2016 cua Uy ban nhdn dan qudn Thu Dire)

Clnro'ngI
VI TRi vA CHUC NANG

Di~u 1. Vi tri va chirc nang

1.Vi tri:

Phong NQi vu thuoc Uy ban nhan dan quan Thu Dire (goi t~t la Phong NQi
vu) la coquan chuyen man thuoc Uy ban nhan dan Quan.

Phong NQi vu chap hanh S1,1'lanh dao, quan ly vS t6 chirc, vi tri viec lam,
bien chS cong clnrc,ca c~u ngach cong chirc va cong tac cua Uy ban nhan dan
Quan, dong thai chap hanh S1,1'chi dao, kiSm tra, huang d~n vS chuyen man,
nghiep vu cuaSa NQi vu.

2. Chirc nang:

Phong NQi Vl,lco chuc nang tham muu, giup Oy ban nhan dan qu?n quan
ly nha nuac vS: T6 chuc bQ may; vi tri vi~c lam; bien chS cong chuc va cO'c~u
ng:;tch cong chuc trong cac co quan, t6 chu'c hanh chinh nha nuac; vi tri vi¢c
lam, co c~u vien chuc thea chuc danh nghS nghi~p va s6 lUQ'ngnguo'i lam vi¢c
trong cac don vi Sl,l'nghi¢p cong l?p; ti~n luO'ng d6i vO'ican bQ, congehCre, vicn
chuc, lao dQnghqp d6ng trong co quan, t6 chuc hanh chinh, don vi S\l'nghi¢p
cong l?p; cai cach hanh chinh; chinh quySn dia phuong; dia giai hanh chinh; can
bQ, cong chuc, vien chuc; can bQ, cong chuc phuong va nhfrng nguo'i ho:;ttdQng
khong chuyen tracha PhuOng; hQi, t6 chuc phi chinh phu; van thu, luu trfr nha
mrac; tOn giao; thi dua - khen thuang; cong tac thanh nien.

ChuO'ng II

NHI:¢M Vl) vA QUYEN H~N

Di~u 2. Nhi~m Vl}. va quy~n h~n

Phong NQi Vl,lco nhi¢m Vl,lva quySn h~n sau day:

1. Trinh ·Oyban nhan dan, Chu tich Uy ban Ilhan dan qu?n ban h::mhquy~t
dinh, chi thi; quy ho~ch, kS ho~ch dai h~n, nam nam va hang nam; chuO'ng trinh,
bi¢n phap t6 chuc th1,1'chi~n cac nhi¢m Vl,lcai cach hanh chinh nha nuac thuQc
lInh V\l'Cquan ly nha nuac duqc giao.
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2. T6 chirc thuc hien cac van ban quy pham phap luat, quyet dinh, chi thi;
quy hoach, kS hoach sau khi diroc phe duyet; thong tin, tuyen truyen, ph6 bien,
giao due, thea doi thi hanh phap luat vS cac linh V1,1'Cthuoc pham vi quan ly duoc
giao.

3. YS t6 chirc, bQ may:

a) Trinh Uy ban nhan dan, Chu tich Uy ban nhan dan quan ban hanh van
ban quy dinh cu thS chirc nang, nhiem vu, quyen han, t6 chirc cua Phong NQi vu
Quan thea quy dinh va thea huang d~n cua Uy ban nhan dan Thanh pho;

b) Tham muu, giup Uy ban nhan dan quan trinh c~p c6 th~m quyen quyet
dinh viec thanh lap, sap nhap, chia tach, giai thS cac co quan chuyen man thuoc
Uy ban nhan dan quan;

c) Th~m dinh vS noi dung d6i voi d1,1'thao van ban quy dinh chirc nang,
nhiern V\l, quySn h~n va t6 chuc Clla cac cO'quan chuyen man, dun visv nghi~p
cong l~p thuQc Uy ban nhan dan qu~n;

d) Th~m dinh dS an thanh l~p, t6 chu'c l~i, giai thS cac don viS1)' nghi~p
cong l~p thuQc th~m quySn quySt dinh cua Uy ban nhan dan qu~n thea quy dinh
Cllaphap lu~t va thea phan c~p clla Uy ban nhan dan Thanh ph6;

d) Tham muu, giup Uy ban nhan dan qu~n trong vi~c trinh Uy ban nhan
dan Thanh ph6 quySt dinh thanh l~p, t6 chuc l~i, giai thS cac dun visv nghi~p
cong l~p thuQc Uy ban nhan dan qu~n thea quy dinh clla lu~t chuyen nganh;

e) Th~m dinh vi~c thanh l~p, ki~n toan, sap nh~p, giai thS cac t6 chuc ph6i
hQ'p lien nganh thuQc th~m quySn quySt dinh cua Chu tich Uy ban nhan dan
qu~n thea quy dinh cua phap lu~t.

4, YS quan ly, sir d\lng bien chS cong chuc, s6 lU9'ngnguo'i lam vi~c trong
don vi sv nghi~p cong l~p:

a) Th~m dinh, trinh Uy ban nhan dan qu~n, Chu tich lly ban nhan dan
qu~n kS ho~ch bien chS cong Chll'C,kS ho~ch s6 lU9'ngnguo'i lam vi~c hang nam
Clla cac cO'quan, don visv nghi~p cong l~p thuQc th~m quySn quan ly CllaUy
ban nhan dan qu~n dS Uy ban nhan dan qu~n trinh Uy ban nhan dan Thanh ph6
thea quy dinh;

b) Trinh Chu tich Uy ban nhan dan qu~n giao bien chS cong chuc, giao s6
lUQ'ngnguo'i lam vi~c trong d0l1vi S1,1'nghi~p cong l~p sau khi duQ'cc~p c6 th~m
quYSnphe duy~t;

c) Giup Uy ban nhan dan qu~n hu6'ng d~n, kiSm tra vi~c quan ly, sll'd\ll1g
bien chS cong chuc, s6 lUQ'ngngu~'i lam vi~c trong dun visv nghi~p cong l~p
thea quy dinh cua phap lu~t;

d) T6ng hQ'p,bao cao bien chS cong chuc, s6 lUQ'ngnguo'i lam vi~c trong
cac co' quan, t6 chuc hanh chinh, don visv nghi~p cong l~p thea quy dinh cua
phap lu~t;

d) Giup Uy ban nhan dan qu~n, ph6i hQ'PPhong Tai chinh - KS ho~ch
t6ng h9P vi~c th1,1'chi~n cac quy dinh vS chS dQtv chu, tv chiu trach nhi~ll1v~Sll'
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• dung kinh phi quan ly hanh chinh d6i voi cacco quan nha mroc thea quy dinh
cua phap luat.

5. VS quanIy vi tri viec lam, co c~u chirc danh cong chirc, vien chirc:

a) Trinh Uy ban nhan dan quan ban hanh van ban chi dao, hirong d~n cac
coquan, t6 chirc, dun vi thuoc Uy ban nhan dan quan quan ly xay dung dS an vi
tri viec lam, co c§.uchirc danhcong chirc, vien chirchoac dS an diSu chinh vi tri
viec UnTI,co c~u chirc danhcong clnrc, vien clnrc thea quy dinh cua phap luat va
thea chi dao, huong d~n cua Uy ban nhan dan Thanh pho;

b) Giup Uy ban nhan dan quan don d6c, thea doi, th~m dinh, tong hop
viec xay dung dS an vi tri viec lam, co c~u chirc danh cong chuc, vien chuc ha~c
dS an diSu chinh vi tri vi~c lam, cO'c~u chuc danh cong chuc, vien chuc trong
cac ca quan, t6 chuc, dun vi thuQc th~m quySn quan 1;' cua Uy ban nhan dan
qu~n d~ trinh Uy ban nhan dan Thanh ph6 th~m dinh; giup Uy ban nhan dan
qu~n t6ng h9P danh mvc vi tri vi~c lam, cO'c~u chuc danh cong chuc, vien chuc
cua qu~n d~ trinh Uy ban nhan dan Thanh ph6 thea quy dinh;

c) Trinh Uy ban nhan dan qu~n thvc hi~n vi~c Sll dVng, quan 1;' vi tri vi~c
lam va cO'c~u chuc danh cong chuc, vien chuc trang cac cO'quan, t6 chll'c, dun
vi thuQc Uy ban nhan dan qu~n thea quy dinh, thea phan c~p hai;icuy quySn cua
Uy ban nhan dan Thanh ph6.

6. VS cong tac xay dVng chinh quySn:

a) Tham muu, giup Uy ban nhan dan qu~n trang vi~c t6 chuc va hu6ng
d~n cong tac b~u Cll d?i bi~u Qu6c hQi, b~u Cll d?i biSu HQi d6ng nhan dan cac
c~p tren dia bt?mthea quy dinh cua phap lu~t va hu6ng d~n cua Uy ban nhan dan
Thanh ph6,So'NQi vv;

b) Giup Uy ban nhan dan qu~n trinh HQi d6ng nhan dan qu~n b~u, mi~n
nhi~m, bili nhi~m Chu tich, Pho Chu tich va cac th~mh vien khac cua Oy ban
nhan dan qu~n thea quy dinh cua phap lu~t;

c) Trinh Chu tich Uy ban nhan dan qu~n phe chu~n k&t qua b~u cU',phc
chu~n vi~c mi~n nhi~m, bili nhi~m thanh vien Oy ban nhan dan phucJng thea quy
dinh;

d) Giup Uy ban nhan dan qu~n trinh Chu tich Uy ban nhap dan Thanh ph6
phe chu~n k&tqua b~u cu', phe chu~n vi~c mi~n nhi~m, bili nhi~m thanh vien lJy
ban nhan dan qu~n thea quy dinh cua phap lu~t;

d) Xay dVng, trinh Uy ban nhan dan qu~n dS an lien quan d&nvi~c thanh
l~p, giai th~, nh~p, chia, diSu chinh dia gi6i dun vi hanh chinh, d6i ten dun vi
hanh chinh, phan la?i dun vi hi'mhchinh trong dia ban d§ Uy ban nhan dan qu~n
trinh c~p co th~m quySn xem xet, quySt dinh;

e) Tham muu, giup Uy ban nhan dan qu~n hU6'ng d~n va t6 Chll'Ctri§n
ld1ai th\1'chi~n cac dS an, van ban lien quan dSn cong tac dia gi6'i hanh chinh,
phan la?i dun vi hanh chinh sau lilli duQ'cc~p co th~m quySn phe duy~t;

g) Giup Uy ban nhan dan qu~n trang vi~c quan 1;' h6 sO',ban d6 dia gi6'i,
m6c, dia gi6i hanh chinh cua qu~n thea quy dinh cua phap 1u~t;
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h) Tham muu, giup Uy ban nhan dan quan huang dftn, ki~m tra, tong hop,
bao cao viec thirc hien phap luat vS dan chua phuong, a co quan hanh chinh,
don vi sir nghiep cong I?p,a doanh nghiep tren dia ban va viec thirc hien cong
tac dan van cua chinh quyen thea quy dinh;

i) Tham muu, trinh Uy ban nhan dan quan trong viec huang dftn thanh
lap, giai th~, sap nhap va ki~m tra, t6ng hop, bao cao vS heat dong cua khu pho,
t6 dan pho, tren dia ban quan thea quy dinh; thirc hien viec b6i duong cong tac
cho c~p tnrong, cap pho cua khu pho, t6 dan pho thea quydinh;

k) Tham rmru, giup Uy ban nhan dan quan chi dao, huang dan, ki~m tra
Uy ban nhan dan phtrong trong viec xay dung, thirc hien cac van ban, dS an lien
quan dSn cong tac xay dVng nong thon m6i thea phan cong cua Uy ban nhfm dan
qu?n va thea quy dinh cua phap Iu?t.

7. VS can bQ, cong chuc, vien chilc; can bQ, cong chilc phuong va nhl1"ng
nguo"iho~t dQng khong chuyen tracha phucmg:

a) Trinh Chu tich Uy ban nhan dan qu?n quySt dinh vi~c tuy~n dl;mg,suo
dl,lng, quan I;' vi tri vi~c lam, diSu dQng, b6 nhi~m, b6 nhi~m I~i, chotu chirc,
Iuan chuy~n, bi~t phai, khen thuang, ky Iu?t, danh gia, thoi vi~c, nghi hUll, thvc
hi~n chS dQ tiSn luang, chS dQ dlIi ngQ va cac chS dQ, chinh sach khac d6i v6i
can bQ, cong chilc, vien chilc thuQc th~m quySn quan I;' cua Uy ban nhan dan
qu?n thea quy dinh cua phap Iu?t va phan c~p cua Uy ban nhan dan Thanh ph6;

b) Thvc hi~n cong tac quan I;' h6 so, cong tac dao t~o, b6i duo'ng chuyen
mon nghi~p Vl,l,kiSn thu'c qU2mI;' d6i v6i can bQ, cong chilc, vien chirc, can bQ,
cong chilc phuong thea quy dinh cua phap Iu?t, thea phan c~p quan I;' cua Uy
ban nhan dan Thanh ph6 va hUOngdan cua Sa NQi Vl,l;

c) Giup Uy ban nhan dan qu?n thvc hi~n vi~c tuy~n dl,lng, quan I;' cong
chilc phuong; thvc hi~n chS d<),chinh sach d6i v6i'can bQ, cong chilc phuo'ng va
nhilng nguo'i ho~t dQng khong chuyen tracha phuOng thea quy dinh.

8. VS cai cach hanh chinh, cai cach chS dQcong Vl,l,cong chil'c:

a) Trinh Uy ban nhan dan qu?n IlInh d~o, chi d~o, tri~n khai, don d6c,
ki~m tra cacCo' quan chuyen mon cling c~p va Uy ban nhan dan phuong thl,l'C
hi~n cong tac cai cach hanh chinh, cai cach chS d9 cong Vl,l,cong chirc(J oja
phuong;

b) Trinh Uy ban nhan dan qu?n cac bi~n phap d~y m~nh cai cach hanh
chinh, o~y m~nh cai cach chS 09 cong Vl,l,cong chilc tren dia ban qu?n;

c) Thvc hi~n cong tac t6ng hqp, bao cao vS cai cach hanh chinh, cai cach
chS dQcong Vl,l,cong chilca dia phuong thea quy dinh;

d) Trinh Uy ban nhan dan va Chu tich Uy ban nhan dan qu?n quySt dinh
phan cong cacCo' quan chuyen mon thu9C Uy ban nhan dan qu?n chu tri ho?c
ph6i 11Q'Pthvc hi~n cac n9i dung, cong vi~c cua cai cach hanh chinh, bao g6m:
cai cach th~ chS, cai cach thu tl,lChanh chinh, cai cach t6 chilc b9 may hanh
chinh, xay dvng va nang cao ch~t Im;mg dQingil can bQ, cong chilc, vien chilc,
cai cach tai chinh cong, hi~n o~i hoa nSn hanh chinh;



-----------,--------------------------------

"
• d)Huang d~n, don d6c, kiSm tra viec thuc hienco ch~ mQt cira, mot cira

lien thong, mot cira lien thong hien dai tai cac co quan hanh chinh Nha mroca
dia phuong;

e) Huang d~n, don d6c, kiern tra cac co quan chuyen man thuoc Uy ban
nhan dan quan va Uy ban nhan danphirong tri~n khai thuc hien cong tac cai
each hanh chinh, cai each ch~ dQ cong vu, cong chirc thea chtrong trinh, k~
hoach, dS an cai each hanh chinh, cai each che dQ cong vu, cong chirc da duoc
d.p co th§.mquyen phe duyet.

9. Giup Uy ban nhan dan quan thuc hien quan ly nha nuoc vS t6 chtrc va
hoat dong cua hoi, quy xa hQi, quy til thi~n tren dia ban thea quy dinh cua phap
lu~t va thea uy quySn cua Chu tich Uy ban nhan dan Thanh ph6.

10. VS cong tac van thu, luu tru:

a) Tham mUll, tri~n khai t6 chuc thvc hi~n va hu6"ng d~n, ki~m tra vi~c
thvc hi~n cac ch~ dQ, quy dinh vS van thu, lUll tru cua Nha nu6"c va clla Thanh
ph6 d6i v6"icac co quan, t6 chuca qu~n va phuemg thea quy dinh cua phap lu~t;

b) Thvc hi~n cong tac bao cao, th6ng ke vS van thu, lUll tru thea quy dinh
Cllaphap lu~t.

c) T6 chuc Iva chQn va thu th~p tai li~u nQP luu VaGTrung tam Lml~tri},
lich su Thanh ph6 clla cac co quan, t6 chuc thuQc qu~n d~ giao nQP Uti li~u VaG
Trung tam Luu trf1"lichSlr Thanh ph6.

11. VS cong tac thi dua, khen thuong:

a) Tham muu, dS xu~t v6"iUy ban nhan dan qu~n t6 chtl'Ccac phong trao
thi dua va tri~n khai thvc hi~n chinh sach khen thuang cua Dimg va Nha nuO'c
tren dia ban qu~n; lam nhi~mVl) thucmg trvc cua HQi d6ng Thi dua - Khen
thuang qu~n;

b) Hu6"ng d~n, ki~m tra, don d6c vi~c thvc hi~n k~ ho~ch, nQi dung thi
dua, khen thucmg tren dia ban qu~n; xay dVng, quan ly vaSlr d\lng Quy thi dua,
khen thuang thea quy dinh cua phap lu~t.

12. VS cong tac ton giao:

a) Giup Uy ban nhan dan qu~n chi d~o, hucmg d~n, ki~m tra vato ChtfC
thvc hi~n cac chu truong cua Dang, chinh sach, phap lu~t clla Nha nuO'cvS ton
giao va cong tac ton giao tren dia ban qu~n;

b) Chu tri, ph6i hQ'pv6"icac co quan chuyen man cilng c~p d~ thvc hi~n
nhi~m V\l quan ly nha nuO'c vS ton giao tren dia ban thea phari c~p CllaUy ban
nhan dan Thanh ph6 va thea quy dinh Cllaphap 1u~t;

c) Tham muu, giup Uy ban nhan dan qu~n giai quy~t nhung v~n dS C\lth~
vS ton giao thea quy dinh Cllaphap lu~t va thea hu6"ng d~n CllaSa NQiVl,l.

13. VS cong tac thanh nien:

a) T6 chuc tri~n khai thvc hi~n cac van ban quy ph~m phap lu~t, chi~n
luQ'c,chuong trinh, k~ ho~ch phM tri~n thanh nien va cong tac thanh nien;
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b) Hirong d~n, tuyen truyen, pho bien, giao due phap luat vS thanh nien va
cong tac thanh nien thea quy dinh; giai quyet nhilng van dS lien quan dSn thanh
nien, cong tac thanh nien thea quy dinh va thea phan cap;

c) Chu tri, phoi hop voi cac co quan lien quan va cac t6 chirc khac cua
thanh nien trong viec thuc hien hoac dS nghi cap c6 th~m quyen thirc hien co
che, chinh sach d6i voi thanh nien va cong tac thanh nien thea quy dinh.

14. Trinh Uy ban nhan dan quan ban hanh cac van ban huong d~n vS cong
tac noi vu tren dia ban; huong d~n chuyen rnon, nghiep vu v~ cong tac noi vu
d6i voi cac co quan, dan via quan va Uy ban nhan dan phuong,

15. Thirc hien vi~c kiSm tra, giai quYSt cac khiSu n?i,xu ly thea thim
qUYSnha~c baa caa c~p c6 thim quYSnxu ly cac vi ph?m vS cong tac nQi Vl,l
trong dia ban qu~n thea quy dinh. Thllc hi~n cong tac phong, ch6ng tham nhfing,
thvc hanh tiSt ki~m, ch6ng lang phi thea quy dinh cua phap lu~t va phan cong
cua Uy ban nhan dan qu~n.

16. Thvc hi~n cong tac th6ng ke, thong tin, baa caa Chu tich Uy ban nhan
dan qu~n va Giam d6c S6 NQi Vl,lvS tinh hinh, kSt qua tri~n khai cong tac nQi Vl,l
tren dia ban.

17. T6 chuc tri~n khai, (mg dl,lngtiSn bQ khaa hQc, cong ngh~; xay dllng
h~ th6ng thong tin, luu tru phl,lcVl,lcong tac quan ly nha nu6c Y~cong tac nQi Y\l
tren dia ban.

18. Quan ly vi tri vi~c lam, bien chS cong chuc, co c~u ng?ch cong Chll'C
trong cO'quan Phong NQi Vl,lqu~n thea quy dinh cua phap lu~t.

19. Quan ly va chiu trach nhi~m vS tai chinh, tai san cua Phong NQi Vl,l
qu~n thea quy dinh cua phap lu~t va thea phan cong cua Uy ban nhan dan qu~n.

20. Giup Uy ban nhan dan qu~n quy dinh C\l thS chuc nang, nhi~m Yl,l,
qUYSnh?n cua Uy ban nhan dan phuOng vS cong tac nQiV\lva cac 11nhVllCcong
tac khac duQ'c giaa tren cO'sa quy dinh cua phap lu~t va huang d~n cua S6 NQi
V\l.

21. Thvc hi~n cac nhi~m Vl,lkhac thea phan cong cua Uy ban nhfm dan
qu~n ha~c thea quy dinh cua phap lu~t.

Ch uO'n g III

TO CHUC BO MA. y vA BIEN CHE
;:

Di~u 3. T6 chu'c bQ m"ay

Phong NQi V\l c6 Tru6ng phong, khong qua 03 Ph6 trucmg phong va cac
cong chuc thvc hi~n cong tac chuyen mon, nghi~p V\l.

1. Tru6ng phong chiu trach nhi~mtruacUy ban nhan dan qu~n, Chu tich
Uy ban nhan dan qu~n vatruacphap lu~t vS vi~c thvc hi~n chuc nang, nhi~m
V\l,qUYSnh?n dUQ'cgiaa va taan bQha?t dQng cua Phong NQi Vl,l.

2. Ph6 Tru6ng phong giup Trucmg phong phl,l trach va thea d6i mQt s6
m~t cong tac; chiu trach nhi~m tru6'c Truong phong va tru6c phap lu~t vS nhi~m



0' vu duoc phan congo Khi Truong phong vang mat mot Ph6Twang phong diroc
Truong phong uy nhiem diSu hanh cac heat dong cua Phong.

3. Viec b6 nhiem, b6 nhiem lai, diSu dong, biet phai, luan chuyen, chuyen
d6i cong tac, danh gia, khen thuong, ky luat, miSn nhiern, cho til chirc va thuc
hien chS dQ, chinh sach khac d6i voi Truong phong, Ph6 Truong phong do Chu
tich Uy ban nhan dan quan quyet dinh thea quy dinh,

Di~u 4. Bien ch~

1. Bien chS cong chirc cua Phong do Chu tichUy ban nhan dan quan
quyet dinh trong tong bien chS cong chirc cua quan da duoc cap co th~m quyen
phe duyet;

2. Viec b6 tri cong tac d6i voi cong chilc cua Phong phai din cil van vi tri
vi~c lam, tieu chu~n ng~ch cong chilc va ph~m ch~t, trinh dQ,nang l\1'ccua cong
chilc.

ChuO'ng IV

CHE D<) LAM VI:¢C vA QUAN H:¢ CONG TAc
Di~u 5. Ch~ dQ him vi~c

1. Truo'ng phong ph\! trach, diSu hanh cac ho~t dQng cua Phong va phl,l
trach nhfrng cong tactrQng tam. Cac Ph6 Truo'ng phong phl,l trach nhfrng lTnb
V\1'Ccong tac dUQ'cTruo'ng phong phan cong, trl,l'ctiSp giai quy@tcac cong vi~c
ph:it sinh.

2. Ph6 Truong phong khi giii quySt cong vi~c thuQc lTnhV\1'Cminh pl1l,l
tnich c6 lien quan dSn l1Qidung chuyen mon cua Ph6 Truong phong khac, Ph6
TruO'ng phong chu dQng ban b~c th6ng nh~t huang giai quySt, chi trinh Truo-ng
phong quySt dinh cac v~n dS chua nh~t tri v6'i cac Ph6 TruO'ng phong khac ho?c
nhfrl}gv~n dS m6'i ph:it sinh rna chua c6 chu truong, kS ho~ch va bi~n phap giii
quyet.

3, Trong truong hQp TruO'ng phong trl,l'ctiSp yeu c~u cac can bQ, chuyen
vien giai quYStcong vi~c thuQc plWl11vi th~m quySn cua Ph6 Truo-ng phong, yeu
c~u d6 dU<1cth\1'chi~n nhung can bQ phii bao cao cho Ph6 Truo'ng phong tn,rc
tiSp phl,l trach biSt.

Di~u 6. Ch~ dQ sinh ho~t hQi hc:.>p

1. Hang tu~n, lanh d~o phong hQP giao ban mQt l~n d~ danh gia vi~c th\l'c
hi~n nhi~m Vl,lva ph6 biSn kS ho~ch cong tac cho tu~n sau.

2. Sau khi giao ban lanh d~o Phong, cac bQ ph~n hQP v6'i Ph6 Truo-ng
phong tr\1'ctiSp phl,l trach d~ danh gia cong vi~c, ban phuong huo-ng tri~n khai
cong tac va th6ng nh~t lich cong tac,

3. Can cil van chuo'ng trinh cong tac hang nam, hang thang cua Uy ban
nhan dan qu~n va yeu c~u giii quySt cong vi~c, TruO'ng phong t6 chilc hQp toim
th~ can bQ, cong chilc mQt l~n trong thang.

Cac cUQc hQp b~t thucmg trong thang chi QUQ'ct6 chilc Q~ giii quySt
nhfrng cong vi~c dQtxu~t, kh~n c~p,



4. M6i thanh vien trong nrng bQ phan co lich cong tac do lanh dao Phong
true tiep phe duyet,

5. Lich Ul.lTI viec voi cac t6 chirc va ca nhan co lien quan, th@hien trong
lich cong tac hang tuan, thang cua dan vi; noi dung lam viec diroc Phong chuan
bi chu dao dS giai quyet co hieu qua cac yeu c~u phat sinh lien quan dSn hoat
dong chuyen mon cua Phong,

J)i~u 7. M8i quan h~ eong tile

1. 86i voi Sa NQi V\1:

Phong NQi V\1chiu sir chi dao, huang d~n, kiSm tra va thanh tra vS chuyen
mon, nghiep vu cua Sa NQi vu, thirc hien viec bao cao cong tac chuyen man
dinh ky va thea yeu c~u cua Giam d6c Sa NQi vu.

2. 86i voi Uy ban nhan dan quan:

Phong NQi V\1quan chiu su lanh dao, chi dao tnrc tiSp va toan di~n cua Uy
ban nhan dan qu~n vS toan bQ cong tac thea chilc nang, nhi~m Vl,lcua Phong,
Truo'ng phong trvc tiSp nh~n chi d~o va nQi dung cong tac tu Chu tich ho~c Pho
Chu tich phl,l trach kh6i va phai thuong xuyen bao cao v6i Chu tich, Pho Chu
tich Uy ban nhan dan qu~n vS nhung m~t cong tac dli dUQ'cphan cong;

Theo dinh ky phai bao cao v6'i Chu tich, Pho Chu t~ch Uy ban nhan dan
qu~n vS nQi dung cong tac cua Phong va dS xuit cac bi~n phap giai quySt cong
tac chuyen mon trong quanIy nha nuac thuQc 11nhVl,l'C lien quan.

3. 86i v6'i Ban T6 chtl'c Qu~n uy:

Phong NQi Vl,lph6i hQ'p v6i Ban T6 chilc Qu~n uy trong vi~c giai quySt
nb-Lingv~n dS vS t6 chilc can bQ thuQc di~n qu~n uy quanly thea yeu c~uClla

Thuo'ng tn.rc Uy ban nhan dan qu~n (dS b~t, b6 nhi~m, xay dt,mg kS ho~ch, quy
ho~ch dao t';lO,dao t~o l~i can bQ, cong chtrc, vien chCrc) o6ng tho'i thucmg xuyen
lien h~ v6i Ban T6 chilc qu~n uy d@n~m oUQ'cchu truong cua c~p uy qua tung
thai ky vS cong tac t6 chilc va can bQ, qua do co kS ho~ch thl,l'chi~n t6t nhi~m Vl,l,

4, 86i v6'i cacco quan chuyen mon khac thuQc Uy ban nhan dan qu~n:

Thvc hi~n m6i quan h~ hQ'p tac va ph6i hQp tren co sa binh ding, thea
chilc nang nhi~m V\1,du6i Sl,l'diSu hanh chung cua Uy ban nhan dan qu~n, nh~m
dam bao hoan thanh nhi~m V\1 chfnh tri, k§ ho~ch kinh t§ - xli hQi cua qu~n,
Trong truang hQP Phong NQi V\1Qu~n chu tri ph6i hQ'p giai quySt cong vi~c, n~u
chua l1h~t trf v6i y kiSn cua Thu truo'ng cacco quan chuyen mon khac, Truo'ng
phong NQi V\1qu~n t~p 119Pcacy ki§n va trinh Chu tich Uy ban nhan dan qu~n
xem xet, quySt dinh.

5. 86i v6i Uy ban M~t tr~n T6 qu6c Vi~t Nam, cac don vi Sl,l'nghi~p, cac
ban, nganh, doan th@,cac t6 chilc xli hQi cua qu~n:

Khi Uy ban M~t tr~n T6 qu6c Vi~t Nam qu~n, phuo'ng, cac donvi Sl,l'
11ghi~p, cac ban, nganh, dOa11thS, cac t6 chilc xa hQi cua qu~n co yeu c~u, ki~n
nghi cac vin dS thuQc ch{rc nang cua Phong, Truang phong co trach rihi~m, trinh
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bay, giai quyet hoac trinh -Oyban nhan dan quan giai quyet cac yeu c~u do thea
th~m quyen,

6. D6i voi -Oyban nhan dan phuong:

a) Ph6i hop hE>tro va taodi~u kien d~ -Oyban nhan dancacphuong thirc
hien cac noi dung quan ly nha mroc lien quan dSn chirc nang, nhiem vu cua
Phong;

b) Huong d~n can bo, cong chirc phuong v~ chuyen mon, nghiep vu cua
nganh, linhV\IC cong tac do Phong quanlY·

Clnrong V

DIEU KHoAN THI HANH

. Di~u 8. Can cir Quy ch@nay, Truong phong Phong NQi vu quan c6 trach
nhiern cu thS h6a chirc nang, nhiern vu cua Phong, quyen han, trach nhiem, chirc
danh, tieu chuan cong chirc cua Phong phu hop voi d~c diSm cua dia phuong,
nhung khong trai vai nQi dung Quy chS nay, trinh -Oyban nhan dan qu~n quySt
dinh dS thi hanh.

Di~u 9. Trucmg phong Phong NQiV\l va Thu truemg cacca quan, dan vi
lien quan thuQc -Oy ban nhan dan qu~n c6 trach nhi~m th\Ic hi~n Quy chS t6
chuc va ho~t dQngClla Phong NQiV\l sau Id1iduqc -Oyban nhan dan qu~n quySt
dinh ban hanh. Trong qua trinh th\Ic hi~n, nSu phat sinh d.c v~n d~ vUQi qua
th~m quy~n thi nghien cuu d~ xu~t, kiSn nghi vai -oy ban nhan dan qu~n xem
xet, giai quySt ho~c b6 sung va sua d6i Quy chS cho phu hqp./.
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