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Ban hanh Quy the ye to 	va hoat dOng dm Van phong Hoi dong nhan 
dan va 	ban nhan dan huyen Cu Chi 

iTY BAN NHAN DAN HUYEN CU CHI 
Can cu Luat To chirc chinh guyen dia phtrong ngay 19 thang 6 nam 2015; 

Can clir Luat Ban hanh van ban quy pham phap luat ngay 22 thang 6 nam 2015; 

Can dr Nghi dinh 34/201,6/ND-CP ngay 14 thang 5 nam 2016 dia. Chihli 
phU 	Quy dinh chi tiet mot so dieu va bien phap thi hanh Luat ban hanh van 
ban quy pham phap luat; 

Can cu Nghi dinh so 37/2014/ND-CP ngay 05 thang 5 nam 2014 cua 
Chinh phla quy dinh to chirc cac co' quan chuyen mon thu6c Uy ban nhan dan 
huyen, quan, thi xa thanh pho thu6c tinh; 

Can Quyet dinh se 64/2016/QD-UBND ngay 30 thang 12 nam 2016 cua 
ban nhan dan Thanh phO HO Chi Minh Ban hanh Quy che (mau) ye to chic va boat 
deng caa. Van phOng Flei dOng nhan dan va Uy ban nhan dan quan - huyen; 

Theo de nghi cua Chanh Van phong Hei deng nhan dan va IlJy ban nhan 
dan huyen tai 	trinh so 386/TTr-VP ngdy 25 thang 7 nam 2017 ye viec ban 
hanh Quy the ve to chtirc va hoat cleng, cua Van phong Hei dong nhan dan va Uy  
ban nhan.dan huyen Cu Chi va y kien them dinh ciaa. TruOng phong Tu phap 
huyen tai van ban so 1014 /BC-TP ngay 18 thang 7 nam 2017, 

QUYET DINH: 
Dieu 1. Ban hanh kern theo Quyet dinh nay Quy the ve to chic va boat 

ciOna cua Van phOng Hl i (long nhan dan va Uy ban nhan dan huyen Cu Chi. 

Dieu 2. Quyet dinh nay thay the Quyet dinh se 01/201,0/QD-UB1NT) ngdy 
13 thang, 4 nam 2010 cua Uy ban nhan dan huyen Cu Chi ye ban hanh quy the 
to chirc va boat deng cUa. Van phong, Uy ban nhan dan huyen Cu Chi. 

Dieu 3. Quyet dinh nay có hieu luc thi hanh ke tir ngay 03 thang 8 nam 2017. 

Dieu 4. Chanh Van phOng H61 deng nhan dan va. Uy ban nhan dan huyen, 
TruOng PhOng N6i vu huyen, Truarng PhOng:  Ttr phap huyen, Thu truOng cac co 
quan, don vi lien quan va Chit tich,Lly ban nhan dan cac xa. thi tran chiu trach 
nhiem thi hanh Quy-et dinh nay// 

Nai 
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UY BAN NHAN DAN 	CONG HOA XA HOI CHID NGITIA VITT NAM 
HUYEN CU CHI 	 DOc lap - Ti' do - Hanh philc 

QUY CHE 
Ve to chIrc va hoat dOng cua  

Van phong HOi dong nhan dan va Uy ban nhan dan huyOn Cu Chi 
(Ban hanh kern theo Quye't clinh so 	/2017/QD-UBND 

ngay),,C.thang 74---riam 2017 cua UBND huyen Cu Chi) 

Chtrung I 
VI TRI VA CHIirC NANG 

Dieu I. Vi tri va chirc fling 

1. Vi tri 

Van pi-long I-13i clang nhan dan va fly ban nhan dan huyen Cu Chi (sau 
day goi tat la Van phOng) la ca quan tham muu, ginp viec, phuc vu hoat d3ng 
cua F-13i dOng nhan dan va Uy ban nhan dan huyen, la 	quan chuyen mon 
thu3c Uy ban nhan dan huyen. 

, 	Van phong có to each phap nhan, CO con dau 	tad khoan rieng, dirge 
cap kinh phi hoat deng; chiu su chi dao, quan lY ye to chirc, bien the va cong 
tac cua Hoi clang nhan dan va Uy ban nhan dan huyen, dong 	chiu suchi 
dao, kiem tra, huong dan ye chuyen mon nghiep vu cua Van phOna Hoi dong 
nhan dan thanh ph8 va Van phong Uy ban nhan dan thanh ph6.-  

2. Chirc nang 

Tham muu tong hop cho l loi dong nhan dan huyen va Uy ban nhan dan 
huyen ve: Float &Ong cua lloi &rig nhan dan huyen, Uy ban nhan dan huyen; 
tham muu cho Chu tich Uy ban nhan dan huyen ye chi dao, (lieu hanh cua 
Chia tich Uy ban nhan dan huyen; cung cap thong tin phuc vu quan ly va hoat 
d3ng cua Wei dong nhan dan huyen, Uy ban nhan dan huyen va cac co quan 
nha nuerc dia phuong; bao dam co so' vat chat, k-y thuat cho boat Ong cua 
Wei (long nhan dan huyen va Uy ban nhan dan huyen; truc tiep quan va chi 
dao boat &Ong cua 	phan tiep nhan va tra ket qua theo co the mot cira, mot 
cua lien thong; huong dan, tiep nhan ho so' cua ca nhan, to chirc nen tat ca cac 
linh vuc thu3c tham quyen giai quyet cua Uy ban nhan clan huyen, chuyen ho 
so' den ,cac co quan chuyen mon thuec Uy ban nhan dan huyen giai quyet va 
nhan ket qua de tra cho ca nhan, to chirc. 

Chtrung II 
NHIEM VU VA QUYEN HAN 

Dieu 2. Nhiem vu va quyen ban  



1. Xay dung, trinh chuong trinh, ke hoach hoat (ing hang thang, hang 
quy, sau thong va ca nam, bao cao so ket, tong ket hoat Ong, bao cao kiem 
diem cong tac chi dao, dieu hanh cua Hei gong nhan dan huyen, ThuOng true 
Hei clang nhan dan huyen, Uy ban nhan dan huyen va cac bao cao khac cua  
Uy ban nhan dan huyen theo su chi dao cua Chu tich Uy ban nhan dan huyen. 

2. Kip thgi bao cao, dieu chinh chuong trinh, ke hoach cOng tac, dap 
Ung yeu cau quan 1Y, chi dao, dieu hanh cua Hei dOng nhan dan huyen, Uy  
ban nhan dan huyen. 

3. Uwe hien cOng tac tong hop, thong tin bac can dinh ky, &et xuat 
dirge giao theo quy dinh cua phap luat; 

4. Chuan bi cac bao cao phut vu su lanh dao, chi dao, dieu hanh cong 
viec chung cua ThuOng trgc Hei &mg nhan dan huyen, Chit tich, PhO Chit 
tich Uy ban nhan dan huyen va Uy ban nhan dan huyen theo quy dinh cua 
phap luat. 

5. Doi voi viec to chirc phuc vu hoat Ong cua Hei dong nhan dan 
huyen, Thuemg trot HOi dOng nhan dan huyen, cac Ban cua Hei dOng nhan 
dan va dai bieu Hei clang nhan dan huyen, Van ph6ng Hei &rig nhan dan va 
Uy ban nhan dan huyen e6 cac nhiem vu sau day: 

a) TO chirc phuc vu hoat Ong cua Hei den.g nhan dan huyen, ThuOng 
true Hei clOng nhan dan, cac Ban cua Hei clang nhan cian huyen, cac dai bleu 
Hei (long nhan dan huyen; phoi hop hoat dong cac Ban cua Hei clang nhan 
dan huyen; bao dam viec thgc hien quy che hoat dong cua Hei dong nhan dan 
huyen, Thuong trot Hoi dong nhan dan huyen, cac Ban cua Hoi dOng nhan 
dan huyen, not quy ky hop Hei dOng nhan dan huyen; giup Thuong true 'lei 
dOng nhan dan huyen giir mai lien he voi TO dai bieu va dai bieu Hei dong 
nhan dan thanh pho; phuc vu HOi dong nhan dan huyen, Thuong trot Hei 
dOng nhan dan huyen, cac Ban cua HOi clang nhan dan huyen trong hoat dong 
dei ngoai; phoi hop voi co quan, to chirc him quan phuc vu dai bleu Hei dong 
nhan dan huyen tier) xnc air tri; gidp ThtrOng, true Hei dong nhan dan huyen 
tong hop Y kien, nguyen vong cua nhan dan va gdi co quan, to chirc có trach 
nhiem xem xet giai quyet; 

b) Gidp Thugng true Hei dOng nhan dan huyen xay dung.-  chuong trinh, to  
chirc phuc vu ky hop Hei dong nhan dan, phien hop cua Thuong true Hei ciong 
nhan dan va cac Ban cua Hei dOng nhan dan huyen; phoi hop voi cac co quan, to  
chi c huu quan chuan bi tai lieu phuc vu ky, hop Hei dOng., nhan dan, phien hop 
cua Thuong tnxc Hei (ong nhan dan, cc* hop cua cac Ban thuec Hei dong nhan 
dan huyen; tong hop chat van cua dai Hai Wei clang nhan dan huyen; 

c) Tham muu, phuc vu Ban cua Hei dOng nhan dan huyen tham era du 
thao Nghi quyet, bao cao, de an; gidp ThurOng trot Hei deng nhan dan huyen 
hoan thien cac du thao nghi quyet cua Hei clang nhan dan huyen; 

d) Tham muu, phuc vu HOi dOng nhan dan, ThcrOng trgc I Ioi dem& nhan 
dan huyen, cac Ban cua Hei dong nhan dan huyen, TO dai bleu Hei clang nhan 
dan huyen va dai bleu Hei (tang nhan dan huyen trong hoat dong giam sat; 



khao sat, theo dei, tong hop, don dee ca quan, -CO chirc, ca nhan thuc hien 
Nghi quyet ve giam sat; 

d) Phuc vu Thuang true Hei dong nhan dan huyen va dai bieu Wei gong 
nhan dan huyen tiep cOng dan; tiep nhan, tham muu xir 1Y kien nghi, don thu 
khieu nai, to cao cua co' quan, 'CO chirc, cOng dan giri den Hei (long nhan dan 
huyen, Thuang trgc Hei clOng nhan dan huyen; theo doi, dOn dOc viec giai  
quyet khieu nai, to cao va kien nghi dia co quan, to chirc, cong dan; 

e) Phuc vu Thuang true Hei dong nhan dan huyen to chirc lay Y kien 
dong gop vao dtr an Luat, dg an Pita") lenh va cac van ban khac theo yeu cau 
cua Thuang true Hei dong nhan dan thanh phO; 

g) Phuc vu ThuOng true Hei dong nhan dan huyen trong cong tac bau 
cir dai bieu Quoc hai va bau cir dai bieu HeidOng nhan dan cac cap; phe 
chuan ket qua bau ChU tich, PhO Chit tich Hei dong nhan dan xa, thi tran; 

h) Tham mu-u, phuc vu Thuang true Hei dong nhan dan huyen giai 
quyet cac van de gifra hai ky hop; ginp Ban cua Hei Eng nhan dan huyen 
tham tra cac van ban do Uy ban nhan dan trinh gifra hai kY hop cua Hei clang 
nhan dan theo stx phan cong Oita ThuOng true Hei dong nhan dan huyen; 

i) Phuc vu Thuang trrc Hei dong nhan dan huyen, cac Ban cua Hei 
dong nhan dan huyen trong cong tac giao ban, trao 	kinh nghiem, bai 
&ra 1( ng 5-7 nang hoat dong cho  bleu Wei dong nhan dan cac cap; 

k) Phuc vu Hei dong nhan dan huyen, Thuang true Hei dong nhan dan 
huyen, cac Ban cua Hei dong nhan dan huyen gift.  mai lien he cOng tac 
cac ca quan chuyen mon thuec Uy ban nhan dan thanh phO va Uy ban nhan 
dan huyen, Thuang true Huyen ny, Uy ban nhan dan, Uy ban Mat tran TO 
quec Viet Nam, Tea an nhan dan, Vien kiem sat nhan dan va cac co' quan, to 
chirc, doan the O.  dia. phuang; 

1) Dtrac 14 van ban thOng bao y kien, ket luan cua Thuang trgc Hei 
(ong nhan dan huyen; dugc quyen do nghi holac yeu cau cac don vi cong cap, 
cap clued phOi hop thgc hien nhiem vu; throe quyen yeu cau cac to chirc, ca  
nhan cung cap thong tin, tai lieu cho Hoi Tong nhan dan huyen, Thuang true 
Hei dong nhan dan huyen, cac Ban cua Hei clang nhan dan huyen, TO dai bieu 
Hei dong nhan dan huyen va dai bieu Hei dong nhan dan huyen hoat dong 
theo quy Binh; 

m) Ginp Hei dong nhan dan huyen trinh Thuang true Hei dong nhan 
dan thanh phO phe chuan ket qua bau ca, phe chuan viec mien nhiem, bai 
nhiem Chit tich, PhO Chu tich Hei dOng nhan dan huyen; Tham mutt Thuang 
true Hei dong nhan dan huyen phe chuan ket qua bau dr, phe chuan viec mien 
nhiem, bai nhiem Chit tich, Pho Chit tich Frei deng nhan dan xa, thi trait; 

n) Thuc hien the do, chinh sach d6i vo7 dai bieu Hei dong nhan dan huyen. 

6. Doi yen chirc nang la co quan chuyen men cua Uy ban nhan dan huyen: 

a) Xay dung, trinh Uy ban nhan dan huyen ban hanh: 



- Quy the lam viec cua Uy ban nhan dan huyen; 

- Quyet dinh thanh lap va Quy the hog deng cda Ban Tiep cong dan 
huyen true thuec Van phong; 

- Quy the hog deng cna Bo phan tiep nhan va tra kat qua; 

- Van ban quy dinh cu the chirc nang, nhiem vu, quyen han va co cau to  
chuc cna Van phong; 

- Quy hoach, ke hoach dai han, hang nam, cac chuong trinh, der an 
thuec pham vi quan lY ena Van phOng; 

b) Ginp Uy ban nhan dan huyen kiem tra, dOn dee, tang kat viec thgc 
hien Quy the theo dung quy dinh; 

c) Theo dei, nam tinh hinh hoat deng chung cnal:Jy ban nhan dan huyen; 

d) To chirc thgc hien chuong trinh, ke hoach cong tac cna Uy ban nhan 
dan huyen; thu thap, xu lY thong tin, kien nghi voi Chu tich Uy ban nhan dan 
huyen dua ,vao chuong trinh, ke hoach cong tac nhang van de can tap trung 
chi dao, dieu hanh hoac giao co quan lien quan nghien dm, xay dung de an, 
du an, du than van ban; 

d) Tham muu, ginp Chia tich Uy ban nhan dan huyen thgc hien nhiem vu  
truck ROI dong nhan dan huyen; tiep xnc, bac, cao, tra lei kien nghi ciaa cu tri; 

e) Tham muu, ginp,Chn tich Uy ban nhan dan huyn ban hanh nei quy 
tiep cong dan taiTra se tiep cong dan e huyen; 

g) Trieu tap, chn tri, phei hop vOl cac co quan lien quan chuan hi 
chuong trinh, nei dung, phuc vu cac cuec hop cna Uy ban nhan dan huyen; 

h) Tham muu, ginp Chu tich try ban nhan dan huyen chi dao, Ai) dung 
bien pilaf) can thiet giai quyet cong viec trona truana hop dot xuat, khan cap; 

i) Tham muu, gip Chu tich Uy ban nhan dan huyen cai tien le lei lam viec; 
duy tri kyr luat, kY cuang ciaa be may hanh chinh nha nu& & dia phuong; 

k) Chu tri, phi hop vOi PhOng TIT phap huyen va cac co quan lien quan 
trona viec thuc hien ra soat thu tuc hanh chinh tai Uy ban nhan dan huyen, xa, 
thi tran; trinh Uy ban nhan dan huyen chuong trinh, bien phap to chirc thgc 
hien cong tac cai each hanh chinh nha nu& thuec pham vi ena Van phong; 

1) Tiep nhan, xu IY, trinh Uy ban nhan dan, Chia tich t'Ty ban nhan dan 
huyen aidi quyetnhang van ban, he so do cac co quan, to claire, ca nhan gui, 
trinh (van ban den): 

- Dei vei de an, du an, du thao van ban do cac co quan trinh: Kiem tra 
he so, trinh tg, thu tuc sown thao, the thirc, l(Sr thuat trinh bay du thao van ban; 
tom tat nei dung, neu re tham quyen quyet dinh, su della be trong chi dao, 
dieu hanh cna Uy ban nhan dan huyen, Cht) tich Uy ban nhan dan huyen Cu  
Chidoi voi van de lien quan, de xuat met trona, cac phuong an: ban hanh, phe 
duyet; dua ra phien hop Uy ban nhan dan huyen; gui lay Y kien cac thanh vien 



Uy ban nhan dan huyen; that-1g bao y kien cua Chu tich Uy ban nhan dan 
huyen Cu Chiyeu cau co quan soan than hoan chinh lai, bo sung y kien cac co 
quan, to ehdc, ca nhan hoac thgc hien cac nhiem vu khac theo quy dinh va 
quy the lam viec cna Uy ban nhan dan huyen. 

Trong qua trinh xir 1Y, neu de an, dtx an, du thao van ban cony kien khac 
nhau, chit tri hop vari co quan, to chirc lien quan de trao doi truck khi trinh. 

- Doi \fed dtx thao bao cao, bai phat bieu: phoi hop voi cac co quan lien 
quan bien tap, hoan chinh theo chi dao cua Chu tich Uy ban nhan dan huyen. 

- Doi vOi van ban khac: kien nghi vdi ChU tich Uy ban nhan dan huyen 
giao co quan lien quan trien khai thgc hien; to chirc cac dieu kien can thiet de 
fly ban nhan dan, Chit tich Uy ban nhan dan huyen xir ly theo quy dinh cita 
phap luat va not dung van ban den. 

m) Tham muu, ginp fly ban nhan dan huyen thtrc hien chirc nang quart 
ly nha mroc ye tong tac dan tee. 

7. Quart 1Y, chi dao BO pilau tiep nhan va tra ket qua. 

8. Phat hanh, quart 1Y, theo dOi, don d6c, kiem tra tinh hinh, ket qua 
thgc hien van ban cna Wei dong nhan dan, Uy ban nhan dan huyen: 

a) Quan ly, sir dung con dau, phat hanh van ban dia. Hei clang nhan dan 
huyen, Uy ban nhan dan huyen; 

,b) Theo (lei, don dac, kiem tra tinh hinh, ket qua thgc hien van ban cua 
Hei deng nhan dan huyen, Uy ban nhan dan huyen, Chu tich Uy ban nhan dan 
huyen; dinh ky ra soat, bao cao 	deng nhan dan huyen, Uy ban nhan dan 
huyen, Chu tich Uy ban nhan dan huyen de ddm bao sir &Ong be, thong nhat 
trong chi dao, dieu hanh; 

c) Ra soat nham phat hien vuOng mac, phat sinh ve tham quye,sn, he so, 
trinh ttr, thu tuc va nghiep vu hanh chinh van phong trong qua trinh chi dao, 
dieu hanh cna Hei deng nhan dan huyen, Uy ban nhan dan huyen, Chit tich 
Uy ban nhan dan huyen; kip theyi bao cao Hei clang nhan dan huyen, Uy ban 
nhan dan huyen sira doi, be sung; hang nam, tong hop, bao cao Van phong 
Hei clang nhan dan va Van phong Uy ban nhan dan thanh phO; 

d) Luu tra van ban, ho so, tai lieu, bao cao ctla Hei dong nhan dan 
huyen, Uy ban nhan dan huyen. 

9. Theo dei, chiu trach nhiem quan ly viec thgc hien cong tat tiep cOng 
dan theo dung quy dinh cita phap luat. 

10. Thgc hien the de thOng tin: 

a) TO chirc quan 1Y, cap nhat thong tin phut vu str chi dao, dieu hanh 
cua Hei dong nhan dan huyen, Uy ban nhan dan huyen; 

b) Thvc hi6n ch6 do th6ng tin bdo cao y6 hodt dOng cud COng thOng tin 
diCn tir ya ket not 116 thOng thong tin hanh chinh di6n to chi dao, dieu hanh 
cud. HOi &Ong nhan dan huy6n, Uy ban nhan dan huy6n; 
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c) Thiet lap, quan ly va duy tri hoat deng mang tin hoc cua Hei dong 
nhan dan huyen, Uy ban nhan dan huyen. 

11. Bao dam cac dieu kien vat chat, ky-  thuat: 

s 	a) Bao dam cac dieu kien vat chat, k'y thuat cho hoat Ong cua Hei 
dong nhan dan huyen, Uy ban nhan dan huyen; 

b) Phuc vu cac chuyen tong tac, lam viec, tiep khach cua Hei deng 
nhan dan huyen, Uy ban nhan dan huyen. 

12. Huang clan nghiep vu hanh chinh van phong: 

Chu tri tong ket, huang dan chuyen mon, nghiep vu hanh chinh van 
phOng, cong tac, tiep dan doi 	Hei &rig nhan dan xa, thi tran, cong chirc 
Van phong Theng ke xa, thi tran. 

13. Thirc hien nhiem vu quail tri not be: 

, a) TO chirc that hien cac van ban, quy hoach, ke hoach do co quan co 
tham guyen ban hanh hoac phe duyet lien quan den hoat Ong cua Van phong; 

b) Tiep nhan, xir IY van ban do co quan, to chiirc, ca nhan gni Van 
phong; ban hanh va quan lY van ban theo quy dinh; 

c) Nghien dru, *rig dung ket qua nahien cua khoa hoc va cai each hanh 
chinh phut vu nhiem vu dirge giao; 

d) Quan lY to chirc be may, bien the cong chirc, co cau ngach cong 
chirc, vi tri viec lam, se lueng., nguai lam viec thuec Van phong; 

d) Quail ly to chirc can be, cong chirc, nguai lao Ong; thgc hien the de 
tien luang va cac che de, chinh sach quy hoach, doi n2e, khen thuong.., kY 
luat, dao -Lao, bei throng ve chuyen mon, nghiep vu doi voi cong chgc va 
nguai lao Ong thuec pham vi quan lY cua Van phong: 

e) Quan ly va chin troth nhiem ve tai chinh, tai san duct giao theo quy dinh. 

14. Thuc hien nhiem vu, quy-en han khac do 'Lei demg nhan dan huyen, 
Uy ban nhan dan huyen, Chu tich Uy ban nhan dan huyen giao hoac theo quy 
dinh cua phap luat. 

Chuang III 
TO CH11C BO MAY VA BIEN CHE 

Dieu 3. TO chic bO may 

1. Van phong CO Chanh Van phOng, kheng qua 03 PhO Chanh Van 
phong va cac cong chirc khac. 

a) Chanh Van phOng 1a ngtrai &mg dau Vdn phong, chit' trach nhiem 
truac Hei deng nhan dan huyen, Uy ban nhan dan huyen va truac phap luat 
ve viec thgc hien chirc nang, nhiem vu, quyen han cua Van phong. Viet bau, 
mien nhiem, bai nhiem Uy vien Uy ban nhan dan huyri do I-R5i (king nhan 
dan huy'n quyet dinh. 



Chanh Van phOng c6 trach nhiem bao cao v6i Uy ban nhan dan huyen, 
Chit' tich Uy ban nhan dan huyen va Van phong Hei (tang nhan dan thanh ph6 
va Van phong Uy ban nhan dan thanh ph6 ye to chirc, hoat deng cna Van 
phOng; bao cao cong tac tru6c Hei (long nhan dan huyen va Uy ban nhan dan 
huyen khi dugc yeu cau; phoi hop vai Thu trueing co 	 n 

to 
chuyen mon, do 

vi su nghiep true thuec Uy ban nhan dan huyen, cac to chirc chinh tri - xa hei 
huyen giai quyet nhihig van de lien quan den chirc nang, nhiem vu, quyen han 
cua minh. 

b) Pho Chanh Van phOng la ngtrei ginp Chanh Van phong chi dao met 
se mat cong tac va chiu trach nhiem tru6c Chanh Van phong, tru6c phap luat 
ve nhiem vu dugc phan cong. 

Met Ph6 Chanh Van phOng phu trach, chiu trach nhiem true tie') quan 
ly Tru so Tiep cong dan huyen. 

Khi Chanh Van phOng ,vang mat, met Pho Chanh Van phong dtroc 
Chanh Van phong nhiem dieu hanh cac hoat Ong cna Van phong. 

c) Viec be nhiem, dien deng, luan chuyen, khen thlrang, ky luat, mien 
nhiem, cho tir chirc, thuc hien the do, chinh sach dei v6i Chanh Van phOng, 
Pho Chanh Van ph6ng do Chu tich Uy ban nhan dan huyen quyet dinh theo 
quy dinh cda phap luat. 

2. Cong chirc chuyen mon, nghiep vu lam cong tac Van phOng phai la 
nhang ngu6i co phant,  chat chinh va dao dire tot, co trinh 	chuyen mon, 
nghiep vu, am bleu ye nganh, linh vtrc dtroc phan cong phu trach, theo 
duoc ap dung the de, chinh sach dai nge theo quy dinh cna phap luat; &roc 
be tri tuong xdng voi nhiem vu dugc giao. 

3. Can ed vao chirc nang, nhiem vu nen tren, dac diem tinh hinh cu the don 
vi, trinh do, nang ltrc cong chirc, Van phOng to chirc thanh cac be phan gem: 

- Ban Tiep cong dan; 

- Be phan Tiep nhan va tra ket qua; 

- To TOng hop; 

- T6 Hanh chinh - Van thu - Lau tilt; 

- To Tin hoc; 

- Te Ke toan - Tai vu - Quan tri. 

Thy theo quy m6 boat Ong, tinh chat cong viec va nhan sty cu the cna 
dia phuong, Van phOng c6 the bo tri cong chirc throe phan cong dam nhan cac 
chirc danh cong viec tren cac mat cong tac cna Van phong, phu trach rieng 
tong linh vuc hoac kiem nhiem cac linh vtrc tren co' s6 tinh gon, hien qua va 
tiet kiem. 

Dieu 4. Bien the 



Can dr vac, khai luting cong viec va tinh hinh can ba cu the de xac,dinh 
tUng chirc dank va tieu chuan nghiep vu cong chdc 	phan be) bien the cho 
plan hop, dam bac thuc hien va hoan thanh nhiem vu duoc giao. 

S6 luting bien the cu the cua Van phong do Chu tich Cy ban nhan dan 
huyen Cu Chiquyet dinh tren co sa vi, tri viec lam, gan 	chic nang,, nhiem 
vu, khoi luting cOng viec va trong tong bien the hanh chinh duoc Uy ban 
nhan dan thanh phO giao. 

Chuang IV 
CHE DO LAM VIEC VA QUAN HE CONG TAC 

Dieu 5. Che d'Y lam viec 

1. Chanh Van phong phu trach, dieu hanh cac hoat clang cua Van phong 
va phu trach nhang cong tac trona tam. Cac Ph6 Chanh Van phong phu trach 
nhang link vuc cong tac thrgc Chanh Van phOng phan cong, truc tiep giai  
quyet cac cong viec phat sinh. 

, 	2. Khi 	quyet cong viec thuc linh vuc minh phu trach c6 	quan 
den not dung chuyen man cua Pho Chanh Van phong khac, Ph6 Chanh Van 
ph6ng 	,dang ban bac thong nhat ,htrong giai quyet, chi trinh Chanh Van 
phong quyet dinh cac van de chua nhat tri vai cac Pho Chanh Van phong hoac 
nhang van de mai phat sinh ma chua có chu trtrong, ke hoach va bien phap 
giai quyet. 

3. Trong trtrang hop Chanh Van phong true flap yeu cau chuyen vien 
giai quyet cong viec thuac pham vi tham quyen cua Pho Chanh Van phOng, 
yeu cau do duoc thuc hien nhtmg chuyen vien do phai bao cao cho Pho 
Chanh Van phong truc tiep phu trach biet. 

Dieu 6. Che di) sinh hoat hoi hop 

1. Chanh Van phong, cac Ph6 Chanh Van phong du hai y va giao ban 
voi Thuang truc Hai (tang nhan dan huyen, tiTy ban nhan dan huyen. 

2. Hang tuan, lanh dao hop giao ban mat lan de danh gia viec thuc hien 
nhiem vu va ph6 bien ke hoach cOng tac cho tuan sau. 

3. M6i thang hop toan the can ba, cong chirc mat lan. 

4. Lich lam viec vieri cac to chirc va ca nhan co lien quan, the hien trong 
lich cong tac hang tuan, thang cua don vi; not dung lam viec duoc chuan bi 
chu dao de giai guy& c6 hieu qua cac yeu cat.' phat sinh lien quan den hoat 
cl(ing cua Van phong. 

Dieu 7. Moi quan he cong tac 

1. Doi vai Van phOng Hai d6ng nhan dan va Van phOng Uy ban nhan 
dan thanh pha: 



Van phong chiu six huang dan, kiem tra ve chuyen mon, nghiep 1.1 cna 
Van phong Hai dOng nhan dan thanh pho va Van phong Uy ban nhan dan 
thanh phO, thuc hien viecs  bac) cao cong tac chuyen mon dinh 	va theo yeu 
eau dia Van ph6ng Hei &rig nhan dan thanh pho va Van phong Uy ban nhan 
dan thanh ph6. 

2. D6i vai Van phong Huyen uy: 

Van phong phi hop Yeti Van phong Huyen uy xay dung chuong trinh 
lam yiec, lich cong tac, cung cap thong tin, to lieu phuc vu kip thai six lank 
dao, chi dao cua Huyen 

3. Bei vai cac co quan chuyen mon, don vi su nghiep cOng lap thuec 
Uy ban nhan dan huyen: 

Thuc hien moi quan he hop tac va phi hgp tren co.  so.  binh Clang, theo 
chire nang, nhiem vu, duai su dieu hanh chung cua fly ban nhan dan huyen, 
nham dam bao hoan thanh nhiem vu chinh tri, ke hoach kinh to - xa hei cUa 
huyen. Trong truong hop Van phOng chit tri phoi hop giai quyet cong viec, 
neu chug nhat tri \Teri y kien cna Thu truong cac co quan chuyen mon khae, 
Chenh Van phong tap hop cac kin va trinh Chu tich fly ban nhan dan 
huyen xem xet, quyet dinh. 

4. Dei vai Uy ban Mat trjn To qui6c Viet Nam, cac ban, nganh, doan 
the, cac to chtirc xa hei eda huyen: 

Van phOng có trach nhiem phi hop truong xuyen vai cac to chde 
chinh tri, to chirc chinh tri - xa hei, cac HOi quan chung de nom bat va cung 
cap cac thOng tin ea lien quan den chi dao dieu hanh hoot Ong cna Thuang 
true Hai (king nhan dan huyen, Chu tich va cac PhO Chu tich Uy ban nhan 
dan huyen. Ginp Thuang true Hai (long nhan dan huyen, Chu tich va cac Pho 
Chu tich Uy ban nhan dan huyen thuc hien Quy che phoi hop theo quy dinh 
et:1'a phap luat. 

5. Doi vai Uy ban nhan dan xa, thi tram 

, 	a) Van phong có quan he chat the vai Uy ban nhan dan xa, thi tan; don 
dee viee thuc hien cac quyet dinh, chi thi va cac chn truong cUa Uy ban nhan 
dan huyen; thuc hien the do bao cao theo quy dinh. 

b) Huang an f11.3/ ban nhan dan xa, thi,tran 	nghiep vu hanh chinh, 
cOng tac tiep cot-1g dan dam bao su theng nhat tren dia ban huyen theo quy 
dinh cua Chinh phn va Uy ban nhan dan thanh pho. 

Chuang V 
DIEU KHOAN THI HANH 

Dieu 8. Chanh Van phong Hai d6ng nhan dan va Uy ban nhan dan 
huyen, Thu truong cac co quan, don vi lien quan thuec Uy ban nhan dan 
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huyen co trach nhiem thuc hien Quy the to cluirc va hoat deng cna Van phang 

	

sau khi dugc,Oy ban nha.n dan huyen 	quyet dinh ban hanh. Trong, qua trinh 
thuc hien, neu phat sinh cac van de vugt qua tharn quy-en MI de xuat, kien 
nghi voi Uy ban nhan dan huyen xem xet, giai quyet hoac be sung va sda doi  
Quy che cho phi hgp./. 

Chiing thiic ban sac 

thing vai ban chink aft TICH 

So 	 .... „...Quyens 
ti 

g yo.li 	
Kam  ,1 

g.-- 
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