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QUYET DINH
Ban hanh quy djnh ve chirc nang, nhiem vu, quyen han va to chirc 
cua Van phong Uy ban nhan dan thuoc Uy ban nhan dan Quan 10

UY BAN NHAN DAN QUAN 10

Can cu Luat To chuc chink quyen dia phucmg ngay 19 thdng 6 ndm 2015
9 9 ' 2* 9 rri dr s 9 \ r\ rj~i dvd Luat sua doi, bo sung mot so dieu cua Luat To chuc Chinh phu vd Luat To 

chuc chinh quyen dia phucmg ngay 22 thdng 11 ndm 2019;

Can cu Luat Ban hanh van ban quy phqm phdp luat ngay 22 thdng 6 ndm
9 9 r -y ^ VWT9

2015 vd Luat Sua doi, bo sung mot so dieu cua Luat Ban hanh van ban quy 

phqm phdp luat ngay 18 thdng 6 ndm 2020;

Can cu Luat Tiep cong dan ngay 25 thdng 11 ndm 2013;

Can cu Luat Bdo chi ngay 05 thdng 4 ndm 2016;

Can cu Nghi quyet so 131/2020/QH14 ngay 16 thdng 11 ndm 2020 cua 

Quoc hoi ve to chiic chinh quyen do thi tqi Thanh pho Ho Chi Mink;

Can cu Nghi dinh so 37/2014/ND-CP ngay 05 thdng 5 ndm 2014 cua 

Chinh phu quy dinh to chuc cdc co quan chuyen mon thuoc Uy ban nhan dan 

huyen, quan, thi xd, thank pho thuoc tinh vd Nghi dinh so 108/2020/ND-CP 

ngay 14 thdng 9 ndm 2020 cua Chinh phu sua doi, bo sung mot so dieu cua 

Nghi dinh so 37/2014/ND-CP ngay 05 thdng 5 ndm 2014 cua Chinh phu;

Can cu Nghi dinh so 64/2014/ND-CP ngay 26 thdng 6 ndm 2014 cua 

Chinh phu quy dinh chi tiet thi hanh mot so dieu cua Luat Tiep Cong dan;

Can civ Nghi dinh so 34/2016/ND-CP ngay 14 thdng 5 ndm 2016 cua 

Chinh phu quy dinh chi tiet mot so dieu vd bien phdp thi hanh Luat ban hanh 

van ban quy phqm phdp luat; Nghi dinh so 154/2020/ND-CP ngay 31 thdng 12 

ndm 2020 cua Chinh phu siva doi, bo sung mot so dieu ciia Nghi dinh so 

34/2016/ND-CP ngay 14 thdng 5 ndm 2016 cua Chinh phu quy dinh chi tiet 
mot so dieu vd bien phdp thi hanh Luat Ban hanh van ban quy phqm phdp luat;

Can civ Nghi dinh so 09/2017/ND-CP ngay 09 thdng 02 ndm 2017 cua 
Chinh phu quy dinh chi tiet viec phdt ngon vd cung cap thong tin cho bdo chi 

cua cdc co quan hanh chinh nhd nude;
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Can cu Nghi djnh so 92/2017/ND-CP ngay 07 thdng 8 ndm 2017 cua 

Chmh phu ve sua doi, bo sung mot so dieu cua Nghi dinh lien quan den Idem 

sodt thii tuc hdnh chmh;

Can cu Nghi dinh so 61/2018/ND-CP ngay 23 thdng 4 ndm 2018 cua 

Chmh phu ve time hien co che mot cua, mot cua lien thdng trong gidi quyet 
thu tuc hdnh chmh; Nghi dinh so 107/2021/ND-CP ngay 06 thdng 12 ndm 2021 

cua Chinh phu ve sua doi, bo sung mot so dieu cua Nghi dinh so 61/2018/ND- 

CP ngay 23 thdng 4 ndm 2018 cua Chmh phu ve thuc hien ca che mot cua, mot 
cua lien thdng trong gidi quyet thu tuc hdnh chmh;

Can cu Nghi dinh so 33/2021/ND-CP ngay 29 thdng 3 ndm 2021 cua
9 r . 7 7Chmh phu quy dinh chi tiet vd bien phdp thi hdnh Nghi quyet so 131/2020/QH14 

ngay 16 thdng 11 ndm 2020 cua Qudc hoi ve to chuc chmh quyen do thi tqi 
Thanh phd Ho Chi Minh;

Can cu Thdng tu so 01/2018/TT-VPCP ngay 23 thdng 11 ndm 2018 cua
r t 7

Wan phdng Chmh phu huang dan thi hdnh mot so quy dinh cua Nghi dinh so 

61/2018/ND-CP ngay 23 thdng 4 ndm 2018 cua Chmh phu ve thuc hien ca che
7 9mot cua, mot cua lien thdng trong gidi quyet thu tuc hdnh chmh;

Can cu Thdng tu so 03/2021/TT-BNG ngay 28 thdng 10 ndm 2021 cua 

Bo Ngoqi giao huang dan chuc nang, nhiem vu, quyen hqn ve edng tdc doi 
ngoqi cua ca quan chuyen mdn thude Uy ban nhdn dan cap tinh, Uy ban nhdn

r

dan cap huyen;

Can cu Thdng tu so 01/202 J/TT-UBDT ngay 01 thdng 11 ndm 2021 cua 

Uy ban dan tdc huang dan chuc nang, nhiem vu, quyen hqn ciia ca quan 

chuyen mdn ve edng tdc dan tdc thude Uy ban nhdn dan cap tinh, cap huyen;

Can cu Quyet dinh so 03/2024/QD-UBND ngay 11 thdng 01 ndm 2024
9 9 ' ' X r 7/ rcua Uy ban nhdn dan Thanh phd ve ban hdnh quy dinh ve huang dan chuc

A 9 r r r+j 9 9

nang, nhiem vu, quyen hqn vd to chuc {quy che man) cua Van phdng Uy ban 
nhdn dan ede quan;

Theo de nghi cua Chdnh Van phdng Uy ban nhdn dan quan tqi To trinh 
so 104/TTr-VP ngay 21 thdng 3 ndm 2024; y kien cua Phdng Tu phdp tqi kit 
qua Bdo cdo thdm dinh so 192/BC-TP ngay 08 thdng 3 ndm 2024 vd y kien cua 
ede thdnh vien Uy ban nhdn dan quan.

QUYET DINH;

Dieu 1. Ban hanh Quy djnh
Ban hanh kem theo Quyet dinh nay la quy dinh ve chuc nang, nhiem vu, 

quyen han va to chuc cua Van phdng Uy ban nhan dan thude Uy ban nhan dan 
Quan 10.
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Dieu 2. Hieu lire thi hanh • •

Quyet dinh nay co hieu lire thi hanh ke tu ngay 01 thang 4 nam 2024. 
Quyet dinh nay thay the Quyet djnh so 01/201 7/QD-UBND ngay 05 thang 9 
nam 2017 cua Uy ban nhan dan Quan 10 ve Quy che to chuc va boat dong cua 
Van phong Hoi dong nhan dan va Uy ban nhan dan Quan 10.

Dieu 3. Trach nhiein thi hanh
Chanh Van phong Uy ban nhan dan, Truong phong Npi vu, Chu tich Uy 

ban nhan dan cac phu'dng va Thu tru'dng cac co quan co lien quan chiu trach 

nhiem thi hanh Quyet dinh nay././&££,

„ CHU T|CHNoi nhan:
- Nlur Dieu 3;
- Uy ban nhan dan Thanh pho;
- Van phong Uy ban nhan dan Thanh pho;
- So Tir phap Thanh pho;
- TT Quan uy;
- TTUBND: CT, cac PCT;
- Uy ban MTTQ VN Quan 10;
- Thanh vien Uy ban nhan dan quan;
- Van phong Quan uy;
- VPUB: C, PCVP;
- Trung tam Cong bao Thanh pho;
- Lu'u: VT, Toan.
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QUYDINH
chirc nang, nhiem vu, quyen han va to chirc 

c^^fiTphong Uy ban nhan dan thuoc Uy ban nhan dan Quan 10
(kern theo Quyet dinh so 01/2024/QD-UBND ngay 22 thdng 3 ndm 2024

cua Uy ban nhan dan Quan 10)

Dieu 1. Pham vi dieu chinh, doi turong ap dung
1. Pham vi dieu chinh

A 9

Quy djnh nay quy dinh chuc nang, nhiem vu, quyen han va to chuc cua Van 

phong Uy ban nhan dan thuoc Uy ban nhan dan Quan 10 (goi tat la Van phong 

Uy ban nhan dan quan).
r

2. Doi tugng ap dung
Quy dinh nay ap dung doi vai cong chuc dang cong tac tai Van phong 

Uy ban nhan dan quan; cac ca nhan, to chuc co lien quan den Quy dinh chuc nang, 
nhiem vu, quyen han va to chuc cua Van phong Uy ban nhan dan quan.

Dieu 2. Vi tri va chirc nang
1. Van phong Uy ban nhan dan quan la co quan chuyen mon thuoc Uy ban 

nhan dan Quan 10, thuc hien chuc nang tham muu tong hop cho Uy ban nhan dan
A 9 . 9

quan ve: boat dong ciia Uy ban nhan dan quan; tham muu cho Chu tich Uy ban 

nhan dan quan ve cong tac chi dao, dieu hanh cua Chu tich Uy ban nhan dan quan; 
ki4m soat thii tuc hanh chinh; cung cap thong tin phuc vu quan ly va boat dong 

cua Uy ban nhan dan quan va cac co quan nha nuac a dia phucmg; bao dam ca sa 

vat chit, ky thuat cho boat dong ciia Uy ban nhan dan quan; to chuc trien khai thuc 

hien ca chi mot ciia, mot cua lien thong trong giai quyet thu tuc hanh chinh thuoc 

pham vi, chuc nang quan ly cua Uy ban nhan dan quan; huang dan, tiep nhan ho so 

cua ca nhan, to chuc tren tat ca cac ITnh vuc thuoc tham quyen giai quyet cua 

Uy ban nhan dan quan, chuyen h6 so den cac ca quan chuyen mon thuoc Uy ban 

nhan dan quan giai quyit va nhan kit qua de tra cho ca nhan, to chuc; tham muu 

giup Uy ban nhan dan quan quan ly nha nude ve dan toe va thuc hien cac nhiem vu, 
quyin han theo phan cap, uy quyen ciia Uy ban nhan dan quan, Chii tich Uy ban 

nhan dan quan.
2. Van phong Uy ban nhan dan quan co tu each phap nhan, co con dau va 

tai khoan rieng theo quy dinh ciia phap luat; chiu su chi dao, quan ly ve to chuc, 
vi tri viec lam, bien che va cong tac ciia Uy ban nhan dan quan, dong thdi dim
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V 'X • ^ X »/v •sir chi dao, hiroiig dan, kiem tra ve chuyen mon. nghiep vu va cac quy djnh khac 

ciia Van phong Uy ban nhan dan Thanh pho Ho Chi Minh.
Dieu 3. Nhiem vu va quyen han
1. Trinh Uy ban nhan dan quan ban hanh:
a) Quy che lam viec ciia Uy ban nhan dan quan;
b) Quyet djnh lien quan den nganh, ITnh vuc thuoc pham vi quan ly cua 

Van phong Uy ban nhan dan quan;
c) Quyet djnh quy dinh chuc nang, nhiem vu, quyen han va co cau to churc 

ciia Van phong Uy ban nhan dan quan;
r r

d) Chuong trinh, ke hoach lien quan den ITnh vuc chuyen mon, nghiep vu 

ciia Van phong Uy ban nhan dan quan;
d) Quyet dinh phan cap, uy quyen nhiem vu quan ly nha nude ve nganh,

9 \ 9

ITnh vuc thuoc tham quyen cho co quan chuyen mon thuoc Uy ban nhan dan quan 

theo quy dinh ciia phap luat;
e) Van ban khac theo phan cong cua Uy ban nhan dan quan.
2. Trinh Chii tich Uy ban nhan dan quan ban hanh van ban thuoc tham quyen 

ciia Chii tich Uy ban nhan dan quan theo phan cong.
3. Tham muu, xay dung, quan ly, theo ddi va to chuc thuc hien chuong trinh, 

ke hoach cong tac ciia Uy ban nhan dan quan:
a) Tong hop de nghi ciia cac co quan chuyen mon thuoc Uy ban nhan dan quan,

9 9 '

Uy ban nhan dan phubng, co quan, to chuc lien quan ve viec xay dung chuong trinh, 
ke hoach cong tac ciia quan;

r 9

b) Kien nghi vdi Chii tjch Uy ban nhan dan quan dua vao chuong trinh,
/ r \ \ y

ke hoach cong tac nhung van de can tap trung chi dao, dieu hanh hoac giao co quan
•\

lien quan nghien cuu, xay dimg de an, du an, du thao van ban;
c) Xay dung, trinh Uy ban nhan dan quan, Chii tich Uy ban nhan dan quan 

ban hanh hoac phe duyet chuong trinh, ke hoach cong tac;
d) Theo ddi, don doc cac co quan chuyen mon, don vi sir nghiep cong lap

9 9

true thuoc Uy ban nhan dan quan, cac co quan, to chuc lien quan thuc hien
r r ■ r

chuong trinh, ke hoach cong tac, bao dam dung tien do, chat luong;
• rr ' d) Dinh ky hoac dot xuat, bao cao ket qua thuc hien; kien nghi giai phap;

kip thdi bao cao, dieu chinh chuong trinh, ke hoach cong tac, dap ung yen cau
‘>>'9*Xv 9 ,9quan ly, chi dao, dieu hanh ciia Uy ban nhan dan quan, Chii tich Uy ban nhan dan quan.

4. To chuc thuc hien cac van ban luat, quy hoach, ke hoach sau khi dupe 

phe duyet; thong tin tuyen truyen, pho bien, giao due phap luat, theo ddi thi hanh 

phap luat ve cac ITnh vuc thuoc pham vi quan ly dupe giao.
5. Phuc vu boat dong chung cua Uy ban nhan dan quan:
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' 7 • \ /V •a) Chu tri, phoi hop voi cac co' quan lien quan chuan bj clurong trinh, npi dung, 
phuc vu cac phien hop cua Uy ban nhan dan quan;

b) Phoi hop voi cac don vi lien quan thuc hien cong tac tong hop, bao cao;
c) Theo doi, don doc, danh gia ket qua thuc hien Quy che lam viec cua 

Uy ban nhan dan quan;
d) Tham muu, giup Uy ban nhan dan quan to chuc cong tac tiep cong dan, 

tiep nhan va xu ly don khieu nai, to cao, don kien nghi, phan anh theo quy djnh 

cua phap luat hien hanh cho den khi co cac quy djnh mbi cua phap luat ve 

van de nay.
6. Tham muu, giup Chu tich Uy ban nhan dan quan va cac Pho Chu tich 

Uy ban nhan dan quan thuc hien nhiem vu, quyen han theo tham quyen:
a) Tham muu, giup Chu tich Uy ban nhan dan quan va cac Pho Chu tich 

Uy ban nhan dan quan cong tac to chuc cac phien hop, cube hop, hoi nghi 
(goi cluing la cube hop) cua Uy ban nhan dan quan, Chu tich Uy ban nhan dan quan 

va cac Pho Chu tich Uy ban nhan dan quan trieu tap, chu tri: trinh Chu tjch Uy ban 

nhan dan quan va cac Phb Chu tjch Uy ban nhan dan quan cho y kien ve to chuc 

cube hop; chu tri, phoi hop voi cac co quan lien quan chuan bj chuong trinh, 
nbi dung; don doc cac co quan gui tai lieu; ghi bien ban; ban hanh thong bao y kien 

ket luan, chi dao cua Chu tich Uy ban nhan dan quan va cac Phb Chu tich Uy ban 

nhan dan quan; to chuc hop bao, thong cao bao chi ve nbi dung cac cube hop, 
tham muu van ban tra Ibi bao chi theo chi dao cua Chu tjch Uy ban nhan dan quan 

va cac Phb Chu tjch Uy ban nhan dan quan;
b) Phoi hop voi cac co' quan lien quan giup Chu tjch Uy ban nhan dan quan 

va cac Phb Chu tjch Uy ban nhan dan quan xay dung ke hoach, nbi dung tiep xuc, 
giai quyet, tra Ibi kien nghj cua cu tri;

c) Tham muu, giup Chu tjch Uy ban nhan dan quan va cac Phb Chu tjch 

Uy ban nhan dan quan: Phan cong cong tac cua Chu tjch Uy ban nhan dan quan 

va cac Phb Chu tjch Uy ban nhan dan quan; theo doi, don dbc, kiem tra cong tac 

phoi hop giu’a cac co quan chuyen mbn, don vj su nghiep cong lap true thubc 

Uy ban nhan dan quan theo quy djnh ciia phap luat; tong hop, bao cao Chu tjch 

Uy ban nhan dan quan va cac Phb Chu tjch Uy ban nhan dan quan xu ly nhung 

vubng mac, phat sinh de kjp thbi dieu chinh cho phu hop;
d) Tham muu, giup Chu tjch Uy ban nhan dan quan va cac Phb Chu tjch 

Uy ban nhan dan quan trong viec cai tien le Ibi, phuong thuc lam viec, chuyen dbi so, 
ung dung cong nghe thong tin trong cong tac chi dao, dieu hanh; duy tri ky cuong, 
ky luat hanh chinh nha nubc b dja phuong;
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d) Tham miru, giup Chu tich Uy ban nhan dan quan va cac Pho Chu tjch 

Uy ban nhan dan quan phoi hop xay dirng Quy che phoi hop cong tac cua Uy ban 

nhan dan quan voi cac co quan, to chu'c lien quan 6 dja phu'ang;
e) Tham mun, giup Chu tjch Uy ban nhan dan quan va cac Pho Chu tich 

Uy ban nhan dan quan tlurc hien che do thong tin, bao cao djnh ky, dot xuat theo
t |9 f /V \ A X f A 'quy dinh ciia phap luat va yeu cau cua co quan co tham quyen; 

r • . °
g) Phoi hop voi cac co quan lien quan giup Chu tich Uy ban nhan dan quan

va cac Pho Chu tich Uy ban nhan dan quan tiep cong dan theo quy dinh ciia 

phap luat va Quy che lam viec cua Uy ban nhan dan quan;
h) Chuan bi chirong trinh, noi dung cac chuyen cong tac, tiep khach 

Chu tjch Uy ban nhan dan quan va cac Pho Chu tich Uy ban nhan dan quan theo
cua

quy dinh;
i) Tiep nhan, tham mini, phoi hop xir ly cac van de bao chi neu theo quy dinh

va chi dao ciia Chu tich Uy ban nhan dan quan va cac Pho Chu tich Uy ban 

nhan dan quan;
7. Tiep nhan, xir ly, phat hanh, quan ly van ban trinh Uy ban nhan dan quan, 

Chu tjch Uy ban nhan dan quan; theo doi, don doc, kiem tra tinh hinh, ket qua 

thirc hien:
a) Doi vdi de an, dir an, dir thao van ban do cac co1 quan trinh 

Cac de nghi xay dirng van ban quy pham phap luat, dir thao van ban quy pham 

phap luat: Thirc hien theo quy dinh ciia phap luat ve xay dirng va ban hanh 

van ban quy pham phap luat;
Cac de an, dir an, dir thao van ban khong phai la van ban quy pham phap luat: 

Ra soat ho so; tham tra ve thu tuc, hinh thirc, the thirc, noi dung, tinh thong nhat 
va hop phap ciia dir thao van ban; xay dirng phieu trinh, de xuat phirong an xir ly;

Trong qua trinh xu ly, neu con y kien khac nhan, chu tri hop vdi co quan, 
to chdc lien quan de trao doi, thong nhat tnrdc khi trinh;

b) Doi vdi dir thao bao cao do Van phdng Uy ban nhan dan quan phu trach: 
Phoi hop vdi cac co' quan lien quan bien tap, hoan chinh theo chi dao cua Chu tich 

Uy ban nhan dan quan;
c) Doi vdi cac van ban khac: Kien nghi vdi Chu tich Uy ban nhan dan quan, 

Pho Chu tich Uy ban nhan dan quan phu trach giao co quan lien quan trien khai 
thirc hien hoac to chuc cac dieu kien can thiet de Uy ban nhan dan quan, Chu tich 

Uy ban nhan dan quan xir ly theo quy dinh ciia phap luat;
d) Quan ly, sir dung con dau, thiet bi luu khda bi mat ciia co quan theo

quy djnh ciia phap luat;



d) Phat hanh van ban cua IJy ban nhan dan quan, Chu tich Uy ban nhan dan quan, 
Pho Chu tich Uy ban nhan dan quan (doi vai cac van ban dirge phan cong ky 

ban hanh);
e) Lull tru van ban, ho so', tai lieu cua Uy ban nhan dan quan, Chii tich 

Uy ban nhan dan quan, Pho Chu tich Uy ban nhan dan quan (doi vai cac van ban 

dirge phan cong);
g) Theo doi, don doc, kiem tra tinh hinh, ket qua thuc hien van ban cua 

Uy ban nhan dan quan, Chu tich Uy ban nhan dan quan, Pho Chii tich Uy ban 

nhan dan quan; djnh ky ra soat, bao cao Chu tich Uy ban nhan dan quan, 
Pho Chii tich Uy ban nhan dan quan de bao dam sir dong bo, thong nhat trong 

chi dao, dieu hanh;
h) Ra soat, tong hap nhung vuang mac, phat sinh ve tham quyen, ho sa, 

trinh tir, thii tuc va nghiep vu hanh chinh van phong trong qua trinh chi dao, 
dieu hanh cua Uy ban nhan dan quan, Chii tjch Uy ban nhan dan quan; kjp thdi 
bao ciio Uy ban nhan dan quan sira doi, bo sung; hang nam, bao cao Van phong 

Uy ban nhan dan Thanh pho Ho Chi Minh.
8. Thuc hien che do thong tin
a) To chirc, quan ly, cap nhat thong tin phuc vu sir chi dao, dieu hanh cua 

Uy ban nhan dan quan, Chu tjch Uy ban nhan dan quan; phoi hop cung cap 

thong tin phuc vu cong tac chi dao, dieu hanh ciia Uy ban nhan dan Thanh pho, 
Chii tich Uy ban nhan dan Thanh pho Ho Chi Minh;

b) To chii'c, quan ly va cong bo cac thong tin chinh thuc ve boat dong cua 

Uy ban nhan dan quan, Chii tich Uy ban nhan dan quan va cung cap thong tin 

theo quy dinh;
c) Xay dung, to chirc quan ly, van hanh Cong Thong tin dien tu quan; ket noi 

vai he thong Cong Thong tin dien tu Thanh pho Ho Chi Minh;
d) Tham mini to chirc xay dung, van hanh He thong thong tin bao cao cua 

dia phuo'ng va phoi hop thuc hien tich hop, ket noi, chia se du lieu vai He thong 

thong tin bao cao Thanh pho; ket noi he thong thong tin hanh chinh dien tu 

phuc vu cong tac lanh dao, chi dao, dieu hanh cua Uy ban nhan dan quan, Chii tich 

Uy ban nhan dan quan;
d) Cung cap thong tin do Uy ban nhan dan, Chii tjch Uy ban nhan dan quan

r

tao ra va thong tin do minh tao ra cho cong dan theo quy dinh ciia Luat Tiep can
thong tin.

9. Tham mini, giup Uy ban nhan dan quan ve kiem soat thii tuc hanh chinh
va to chuc thuc hien co che mot cua, mot cua lien thong trong giai quyet thu tuc 

hanh chinh:
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a) Huang dan, then doi, don doc, kiem tra vice thirc hien cong tac kiem soat 
thu tuc hanh chinh, cai each thu tuc hanh chi'nh, thirc hien thu tuc hanh chfnh tren 

moi tnrdng dien tir cua cac ca quan, to chirc thuoc pham vi quan ly cua Uy ban 

nhan dan quan; tong hop tinh hinh, ket qua thirc hien, bao cao theo quy dinh, 
don gian hoa che do bao cao;

b) To chirc trien khai thuc hien nhiem vu cai each thu tuc hanh chinh va 

co che mot cua, mot cua lien thong trong giai quyet thu tuc hanh chinh tai Uy ban 

nhan dan quan; cong tac truyen thong ve cai each thu tuc hanh chinh;
c) Kiem soat viec cong khai thii tuc hanh chinh thuoc tham quyen giai quyet 

cua Uy ban nhan dan quan; kiem soat viec cung cap thu tuc hanh chinh tren 

moi tnrdng dien tu doi vdi thu tuc hanh chinh thuoc pham vi giai quyet cua 

dia phuong;
d) Nghien cuu, de xuat cac chu truong, chinh sach, giai phap, sang kien cai each 

thu tuc hanh chinh va quy dinh co lien quan; nhan rong nhirng mo hinh moi, 
each lam hay trong cai each thu tuc hanh chinh trinh cap co tham quyen quyet dinh; 
danh gia va xu ly ket qua ra soat ve thu tuc hanh chinh theo quy dinh cua
phap luat;

^ ^ ^ f ^ r ' . 9 >

d) Tiep nhan, xir ly phan anh, kien nghj cua to chirc, ca nhan ve quy dinh,
thu tuc hanh chinh thuoc pham vi quan ly cua Uy ban nhan dan quan, Chu tjch 

Uy ban nhan dan quan;
e) Khai thac Co so dir lieu quoc gia ve thu tuc hanh chinh, Cong Dich vu cong 

quoc gia; van hanh va khai thac He thong thong tin giai quyet thu tuc hanh chinh 

Thanh pho; ket noi, lien thong, tich hop, chia se dir lieu ve giai quyet thii tuc 

hanh chinh; khai thac dir lieu ve giai quyet thii tuc hanh chinh, thirc hien dich vu cong 

phuc vu cong tac lanh dao, chi dao, dien hanh cua Uy ban nhan dan quan, Chu tjch 

Uy ban nhan dan quan.
10. Cong tac doi ngoai
a) Tham mini, giup Uy ban nhan dan quan trong cong tac ky ket va thirc hien 

thoa thuan quoc te cua Uy ban nhan dan quan theo quy dinh cua phap luat ve 

thoa thuan quoc te;
b) Tham mini cho Uy ban nhan dan quan ve cong tac ngoai vu theo quy dinh 

cua phap luat;
c) Tham muni, giup Uy ban nhan dan quan thirc hien chirc nang quan ly 

nha nirdc ve nganh, ITnh virc doi ngoai theo hirdng dan cua Uy ban nhan dan 

Thanh pho va cac co quan, don vi co tham quyen;
1 1. Tham mum, giup Uy ban nhan dan quan to chirc trien khai thirc hien viec 

girl, nhan van ban dien tir va xir ly van ban, ho so cong viec tren moi tnrdng
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dien tii-; dau moi trien khai ket noi, lien thong cac he thong quan ly van ban va 

dieu hanh giua cac ca quan trong he thong hanh chlnh nha niroc tai dja phuo'ng.
12. Bao dam cac dieu kien vat chat, ky thuat, hau can cho hoat dong cua 

Uy ban nhan dan quan, Clui tjch Uy ban nhan dan quan; ha tang ky thuat 
cong nghe thong tin cho Cong Thong tin dien tu quan va cac he thong thong tin 

phuc vu cong tac chi dao, dieu hanh dirge Uy ban nhan dan quan, Chu tjch Uy ban 

nhan dan quan phan cong.
13. Cong tac quan ly ve dan toe:
a) Trinh Uy ban nhan dan quan: Ban hanh cac quyet dinh thuoc tham quyen 

ciia Uy ban nhan dan quan: quy hoach, ke hoach phat trien va chuong trinh, 
bien phap to chuc thuc hien cac nhiem vu ve ITnh virc cong tac dan toe tren dja ban; 
phan cap, liy quyen nhiem vu quan ly nha nude ve ITnh vuc cong tac dan toe cho 

Van phong Uy ban nhan dan quan va Uy ban nhan dan phirdng; ban hanh van ban 

chi dao, hirdng dan ve ITnh vyc cong tac dan toe doi vdi co quan, to chuc, don vj 
tren dja ban theo quy dinh cua Dang, ciia phap luat va chi dao ciia Ban Dan toe 

Thanh pho;
b) Trinh Chu tich Uy ban nhan dan quan cac van ban ve ITnh vuc cong tac 

dan toe thuoc tham quyen ban hanh cua Chu tich Uy ban nhan dan quan;
c) To chuc thuc hien cac van ban quy pham phap luat, quy hoach, ke hoach, 

de an, chuong trinh da duoc cap cd tham quyen phe duyet; hudng dan, thong tin 

tuyen truyen, pho bien, giao due phap luat ve cong tac dan toe;
d) To chuc thuc hien cac chinh sach, chuong trinh, du an, de an, mo hinh 

thi diem dau tu phat trien kinh te - xa hoi, ho tro on dinh cuoc song doi vdi 
dong bao dan toe thieu so do co quan quan ly nha nude ve cong tac dan toe 

chu tri, quan ly, chi dao; theo doi, tong hop, so ket, tong ket va danh gia viec 

thuc hien cac chuong trinh, du an, chinh sach dan toe; tham mini, de xuat cac 

chu truong, bien phap thich hop de giai quyet cac van de xda doi, giam ngheo, 
dinh canh, djnh cu, di cu doi vdi dong bao dan toe thieu so va cac van de 

dan toe khac tren dia ban quan;
d) To chuc tiep don, tham hoi, giai quyet cac nguyen vong ciia dong bao 

dan toe thieu so theo che do chinh sach va quy djnh ciia phap luat; djnh ky 

tham mini to chuc Dai hoi dai bieu cac dan toe thieu so ciia quan theo hudng dan 

Uy ban nhan dan Thanh pho; khen thudng va de nghj cap co tham quyencua
khen thudng cac tap the va ca nhan tieu bieu xuat sac: trong cong tac dan toe, 
thuc hien chinh sach dan toe; trong lao dong san xuat, xoa doi, giam ngheo; 
bao ton, phat huy ban sac van hda dan toe; giu' gin an ninh, trat tu gop phan
phat trien kinh te - xa hoi tren dia ban Thanh pho;
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e) Tham mini giup Uy ban nhan dan quan xac dinh xa, thon vung dong bao
IA/V'/vX 'dan toe thieu so theo trinh do phat trien va cac dan toe con gap nhieu kho khan, 

co kho khan dac thu trinh cap tham quyen phe duyet; ra soat, kiem tra, lap ho so 

ve vice cong nhan, bo sung hoac dua ra khoi danh sach ngirai co uy tin trong 

dong bao dan toe thieu so dung trinh tit, thu tuc theo cac quy dinh hien hanh,
^ m 1AAAA^AAA9 O I tgui ca quan chuyen mon ve cong tac dan toe cap tinh de tong hop, trinh Uy ban 

nhan dan Thanh pho xem xet, quyet dinh va to dure thirc hien chinh sach dbi vai 
ngu'6'i co uy tin;

' Af »a • r 'g) To chuc trien khai li'ng dung tien bo khoa hoc, cong nghe; xay dung 

he thong thong tin, hm trir phuc vu quan ly nha nirdc ve cong tac dan toe tren 

dia ban;
h) Kiem tra viec thyc hien chinh sach, chuang trinh, dy an va cac quy dinh 

ciia phap luat; giai quyet khieu nai, to cao; phong, chong tham nhung, lang phi 
trong llnh vyc cong tac dan toe theo quy dinh cua phap luat va phan cong cua 

Uy ban nhan dan quan;
i) Thyc hien cong tac thong ke, thong tin, bao cao Uy ban nhan dan quan, 

Chu tjch Uy ban nhan dan quan va Ban Dan toe ve tinh hinh, ket qua trien khai 
cong tac dan toe tren dja ban;

k) Tham nuru, giup Uy ban nhan dan quan thyc hien clurc nang quan ly 

nha nuo'c ve nganh, ITnh vyc dan toe theo huang dan ciia Ban Dan toe Thanh pho.
14. Hu'dng dan va kiem tra chuyen mon, nghiep vu:
a) Chu tri tong ket, hudng dan chuyen mon, nghiep vu van phong doi vai 

co quan chuyen mon, don vj sy nghiep true thuoc Uy ban nhan dan quan, cong chuc 

Van phong - Thong ke phudiig;
b) Huang dan nghiep vu cho cong chuc lam dau moi thyc hien nhiem vu 

kiem scat thu tuc hanh chinh tai dia phuong;
c) Huang dan chuyen mon nghiep vu ve cong tac dan toe doi vbi chuc danh 

cong chuc duac giao phu trach ve ITnh vyc dan toe thuoc Uy ban nhan dan phuong;
d) Kiem tra theo nganh, ITnh vyc duo'c phan cong phu trach doi vai to chuc, 

ca nhan trong viec thyc hien cac quy dinh cua phap luat; giai quyet khieu nai, 
to cao; phong, chong tham nhung, lang phi theo quy dinh cua phap luat va phan cong 

cua Uy ban nhan dan quan.
15. Nhiem vu va quyen han cua Ban Tiep cong dan quan
a) To chuc viec tiep cong dan den khieu nai, to cao, kien nghi, phan anh tai 

Try so tiep cong dan quan:
B6 tri ngudi tiep cong dan, xu ly khieu nai, to cao, kien nghi, phan anh 

thuoc pham vi trach nhiem ciia Ban Tiep cong dan;
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Dieu hoa, phoi hop boat dong tiep cong dan giira ngu'di cua Ban Tiep cong dan 

quan vdi dai dien cua co1 quan, to chuc tham gia tiep cong dan thu'dng xuyen tai 
Try so tiep cong dan quan;

f 9 ••AAA> AChu tri, phoi hop vdi co quan, to chuc tham gia tiep cong dan thudng xuyen 

tai Try so tiep cong dan hoac vdi co quan, to chuc, don vi cd lien quan tham muu 

giup Chu tich Uy ban nhan dan quan tiep cong dan dinh ky hoac dot xuat, 
ngudi dung dau co quan, to chuc tiep cong dan tai Try so tiep cong dan quan hoac 

lanh dao Bang va Nha nude d huyen tiep cong dan;
b) Giai thich, hudng dan cong dan thyc hien viec khieu nai, to cao, kien nghi, 

phan anh dung trinh tu, thu tuc, dung co quan, to chuc, don vi, ca nhan cd 

tham quyen giai quyet; chap hanh quyet dinh giai quyet khieu nai, quyet dinh 

xu ly to cao da dupe co' quan, to chuc, don vi, ca nhan cd tham quyen giai quyet 
dung chinh sach phap luat;

c) Phan loai, xu ly don khieu nai, to cao, kien nghi, phan anh:
Phan loai, xu ly don khieu nai, to cao, kien nghi, phan anh duoc tiep nhan 

true tiep tai Try so tiep cong dan quan hoac qua dudng buu dien hoac do cac 

co quan, to chuc, ngudi cd tham quyen chuyen den Uy ban nhan dan quan, 
Ban Tiep cong dan quan, co1 quan, to chuc tham gia tiep cong dan tai Try so 

tiep cong dan quan;
Hudng dan, chuyen dori khieu nai, to cao, kien nghi, phan anh da tiep nhan 

nhung khdng thuoc pham vi, trach nhiem xu ly cua Ban Tiep cong dan quan va cua 

co quan, to chuc tham gia tiep cong dan thudng xuyen tai Try so tiep cong dan quan;
d) Theo doi, don doc viec giai quyet khieu nai, to cao, kien nghi, phan anh:
Theo doi, don doc viec giai quyet cua co quan, to chuc, don vi, ca nhan cd

tham quyen doi vdi nhung don, vu viec khieu nai, to cao, kien nghi, phan anh do 

Ban Tiep cong dan quan chuyen den;
Chu tri, phoi hop vdi dai dien co quan, to chuc tham gia tiep cong dan 

thudng xuyen tai Try so va co quan thanh tra nha nude cung cap kiem tra viec 

tiep nhan, giai quyet cua co quan, to chuc, don vi, ca nhan cd tham quyen doi vo’i 
don, vu viec khieu nai, to cao, kien nghi, phan anh ma Ban Tiep cong dan quan 

chuyen den khi dupe Chu tich Uy ban nhan dan quan giao;
d) Tong hop tinh hinh, ket qua cong tac tiep cong dan thuoc pham vi 

trach nhiem cua Ban tiep cong dan quan; cua co' quan, to chuc tham gia tiep 

cong dan thudng xuyen tai Try so tiep cong dan quan; bao cao dinh ky va dpt xuat 
vdi Uy ban nhan dan quan, co quan, to chuc tham gia tiep cong dan thudng xuyen 

tai Try so tiep cong dan quan, thanh tra quan, co quan, to chuc cd tham quyen;
e) To chuc tiep, xu ly trudng hop nhieu ngudi khieu nai, to cao, kien nghi, 

phan anh ve cung mot ndi dung:
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Chu tri to chu'c tiep hoac phoi hop voi co quan, to chirc tham gia tiep cong dan 

thu'dng xuyen tai Try so tiep cong dan quan hoac co quan, to chirc, don vi co 

hen quan to chirc tiep, xir ly tnrdng hop nhieu ngirdi khieu nai, to cao kien nghj, 
phan anh ve cung mot nqi dung;

Phoi hop voi co quan cong an dia phirong bao dam an ninh, trat tir va an toan 

cho ngirdi tiep cong dan tai Try so tiep cong dan, xir ly ngirdi co hanh vi vi pham 

phap luat tai Try so tiep cong dan quan;
Phoi hop voi co quan cong an, Uy ban nhan dan noi phat sinh vu viec 

khieu nai, to cao, kien nghj, phan anh van dong, thuyet phuc hoac co bien phap 

de cong dan trd ve dja phirong xem xet, giai quyet;
g) Phoi hop voi Thanh tra quan tham mini giup Chu tich Uy ban nhan dan 

quan trong viec:
Thanh tra, kiem tra viec thyc hien quy dinh phap luat ve tiep cong dan, xir ly 

don cua cac co quan chuyen mdn thuoc Uy ban nhan dan quan, Uy ban nhan dan 

phirong;
A A A*A , ^ ^ \ ' r

Tuyen truyen, pho bien, quan triet phap luat ve tiep cong dan, xir ly don 

doi voi nhan dan, cong chirc, vien chirc co quan chuyen mdn thuoc Uy ban 

nhan dan quan, Uy ban nhan dan phirong;
Huong dan nghiep vu doi voi cong chirc, vien chirc lam nhiem vu tiep cong dan 

cua co quan chuyen mdn thudc Uy ban nhan dan quan, Uy ban nhan dan phirong;
h) Thyc hien nhiem vu khac do Chu tich Uy ban nhan dan quan giao.
16. Thyc hien nhiem vu quan ly cong tac quan tri nqi bd:
a) To chirc thyc hien cac van ban, quy hoach, chirong trinh, ke hoach do 

co quan cd tham quyen ban hanh hoac phe duyet lien quan den boat dong cua 

Van phdng Uy ban nhan dan quan;
b) Tiep nhan, xir ly, ban hanh va quan ly van ban cua Van phdng Uy ban 

nhan dan quan theo quy dinh;
c) Hop tac qudc te theo quy dinh cua phap luat va sir phan cong hoac 

liy quyen cua Uy ban nhan dan quan, Chu tich Uy ban nhan dan quan;
d) Nghien ciru, ling dung ket qua nghien ci'ru khoa hoc va cai each hanh chinh 

phuc vu nhiem vu dupe giao;
d) Ban hanh Quy che lam viec cua Van phdng Uy ban nhan dan quan;
e) Quan ly to chirc bd may, vi tri viec lam, bien che cong choc, co can ngach 

cong chirc, thyc hien che do tien lirong, chinh sach, che do dai ngd, khen thirdng, 
ky luat, dao tao va bdi dirdng ve chuyen mdn nghiep vu ddi voi cong chirc thudc 

pham vi quan ly theo quy dinh phap luat, theo phan cong cua Uy ban nhan dan
quan;
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g) Quan ly, to chi'rc sir dung co hieu qua va chiu trach nhiem ve tai chlnh, 
tai san, cac plurang tien lam viec va ngan sach dirge giao theo quy dinh cua 

phap luat va phan cap quan ly cua Uy ban nhan dan quan.
17. Dinh ky hoac theo yeu can dot xuat, bao cao Uy ban nhan dan quan, 

Van phong Uy ban nhan dan Thanh pho va co’ quan co tham quyen tinh hinh, 
ket qua thirc hien nhiem vu dirge giao.

18. Thirc hien cac nhiem vu khac theo sir phan cong cua Uy ban nhan dan quan, 
Chii tich Uy ban nhan dan quan va quy dinh cua phap luat.

Dieu 4. To clnVc bo may
1. Van phong Uy ban nhan dan quan boat dong theo che do Thu tnrbng. 

Van phong Uy ban nhan dan quan co Chanh Van phong, cac Pho Chanh Van phong 

va cac cong chirc thirc hien cong tac chuyen mon, nghiep vu. Can cir vao tinh hinh 

thirc te so hrpng cong viec, nhiem vu dirge giao, Uy ban nhan dan quan quyet djnh 

cu the so hrpng Pho Chanh Van phong cho phu hpp va dung quy djnh.
2. Ban Tiep cong dan quan do Uy ban nhan dan quan thanh lap, true thugc 

Van phong Uy ban nhan dan quan, do mot Pho Chanh Van phong phu trach, 
chin trach nhiem true tiep quan ly Try sb tiep cong dan quan.

3. Uy ban nhan dan quan quyet dinh thanh lap Bo phan Tiep nhan va Tra ket qua 

thugc Van phong Uy ban nhan dan quan. Van phong Uy ban nhan dan quan bao dam 

va quan ly try sa, trang thiet bi, may moc, phan mem ling dung, he thong mang. 
Nguoi dung dan Bo phan Tiep nhan va Tra ket qua quan la lanh dao Van phong 

Uy ban nhan dan quan va la dau moi theo doi cong tac kiem soat thu tuc 

hanh chinh.
4. Chanh Van phong Uy ban nhan dan quan:
a) Chiu trach nhiem truac Uy ban nhan dan quan, Chii tich Uy ban nhan dan 

quan, phap luat ve viec thirc hien day dii chuc nang, nhiem vu, quyen han ciia 

Van phong Uy ban nhan dan quan, Ban Tiep cong dan, Bo phan Tiep nhan va 

Tra ket qua va cac cong viec dirge Uy ban nhan dan quan, Chii tich Uy ban 

nhan dan quan phan cong hoac liy quyen; thirc hanh tiet Idem, chong lang phi va 

chin trach nhiem khi de xay ra tinh trang tham nhung, lang phi; gay thiet hai trong 

to chuc, dan vi thugc quyen quan ly cua minh;
b) Bao cao vai Uy ban nhan dan quan, Chii tich Uy ban nhan dan quan, 

Van phong Uy ban nhan dan Thanh pho ve to chirc, boat dong ciia Van phong 

Uy ban nhan dan quan; bao cao cong tac truac Uy ban nhan dan quan khi dirge 

yen can; phoi hgp vai nguai dirng dau ca quan chuyen mon, cac to chirc chinh tri 
- xa hoi quan giai quyet nhung van de lien quan den chirc nang, nhiem vu, 
quyen han ciia Van phong Uy ban nhan dan quan.
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5. Pho Chanh Van phong la nguai giup Chanh Van phong chi dao mot so 

mat cong tac va chin trach nhiem tru'dc Chanh Van phong ve nhiem vu dirge 

phan cong. Khi Chanh Van phong vang mat, mot Pho Chanh Van phong dirge 

Chanh Van phong uy nhiem dieu hanh cac boat dong cua Van phong.
6. Vice bo nhiem, dieu dong, luan chuyen, biet phai, khen thu'dng, ky luat, 

dinh chi cong tac, mien nhiem, cho tir chirc, thuc hien che do, chinh sach doi vbi 
Chanh Van phong, Pho Chanh Van phong do Chii tich Uy ban nhan dan quan 

quyet dinh theo quy dinh cua phap luat.
Dieu 5. Bien che cong chirc
1. Bien che cong chirc ciia Van phong Uy ban nhan dan quan do Chii tich

9 AAA^* 9 r rUy ban nhan dan quan quyet djnh trong tong bien che cong chirc da dirge cap co 

tham quyen giao theo quy dinh.
2. Viec bo tri cong tac doi voi cong chirc cua Van phong Uy ban nhan dan 

quan phai can cir vao vi tri viec lam, tieu chuan ngach cong chirc va pham chat, 
trinh do, nang lire ciia cong chirc; gan tinh gian bien che voi viec co can lai va 

nang cao chat krgng doi ngu cong chuc tai Van phong Uy ban nhan dan quan.
3. Phong, ban chuyen mon quan xay dung plurong an nhan sir giri Van phong 

Uy ban nhan dan quan tong hop danh sach nhan sir cir den Bo phan Tiep nhan va 

Tra ket qua trinh Chii tich Uy ban nhan dan quan phe duyet.
Dieu 6. To chirc thuc hien
1. Chanh Van phong Uy ban nhan dan quan va Thu trirong cac co quan, 

don vi lien quan co trach nhiem tham mini Uy ban nhan dan quan ban hanh va 

to chirc thirc hien Quyet dinh quy dinh chirc nang, nhiem vu, quyen han, che do
t A AA» 9 7lam viec, quy che phoi hop va to chuc ciia Van phong Uy ban nhan dan quan 

phii hgp vbi dac diem ciia quan nhirng khong tirii vbi nbi dung Quyet dinh nay.
2. Trong qua trinh thuc hien, neu phat sinh cac van de vupt qua tham quyen 

thi Chanh Van phong Uy ban nhan dan quan nghien ciru de xuat, kien nghi vbi 
Uy ban nhan dan quan trinh Uy ban nhan dan Thanh pho xem xet, giai quyet hoac 

bo sung va sira doi cho phir hop./.
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