
0Y13AN NHAN DAN QUAN 4 ONG HOA XA HQI CHU NGHLA WET NAM 
Dec lip - Ty do - Hanh phtic 

SO: /2024/QD-UBND @tan 4, ngay 03 thcing  5  nam 2024 

QUYET DINH 
Ban hanh guy dinh v chtit ning, nhiem vy, quyen hyn va t6 chat 
caa Vin /thong ty ban nhan din thut)c Cy ban nhan din Qua'n 4 

1JY BAN NHAN DAN QUAN 4 

Can ca Luat Td char chinh quynn pktrang ngay 19 thang 6 nam 2015 
vci Luat Saa dot, ba sung mat sa clinu mkt LIS TO chile Chinh plat th Luat To char 
chinh quynn djaphuring ngay 22 thing 11 nam 2019; 

Can ca Ludt Ban hanh van ban quy phgm phcip haft ngay 22 thang 6 nam 
2015 vth Luat Say dot, bat sung mat so diau ctta Luat Ban hanh van ban quy 
phgm phap luat ngay 18 thcing 6 nam 2020; 

Can ca Luat Dip cong akin ngcly 25 thang 11 nam 2013; 

Can ca Ludt Bcto chi ngay 05 thang 4 nam 2016; 

Can ca Nghi quyit so 131/2020/QH14 ngay 16 thcing 11 nam 2020 nit( 
Quac /Ii ye' to chac chinh quynn 56 thi tai Thanh phe Ha Chi Minh; 

Can ca Nghi dinh sa 37/2014/ND-03  ngay 05 thcing 5 nam 2014 cud 
Chinh phic quy dinh td chzic ale ca quan chuyen mon thuac fly ban nhcin dcin 
huyan, quan, thi xã, thinh pha thuac tinh va Nght dinh so 108/2020/ND-CF 
ngity 14 thcing 9 nam 2020 ctia Chinh phfc seta 614 ba sung mat so dinu cica 
Nght dinh sO 37/2014/ND-CF ngay 05 thang 5 nam 2014 dal Chinh phit; 

Can ca Nght dinh sO 64/2014/ND-CF ngity 26 thcing 6 nam 2014 ctia 
Chinh phit quy dinh chi tilt thi hanh mat sa clinu cilia Ludt Tinp Gong clan; 

Can cie Nght dinh so 34/2016/ND-03  ngity 14 thing 5 nam 2016 ctia 
Chinh pha quy dinh chi tint mat so dinu va bran phcip thi hanh Luat ban hanh 
van ban guy phgm phcip Nght dinh s a 154/2020/ND-CP ngay 31 thang 12 
nam 2020 ctia Chinh pint sacs dai, b a sung mat so diu cica Nght dinh sit) 
34/2016/ND-CF ngay 14 thcing 5 nam 2016 ctia Chinh phn quy dinh chi tint 
mat sa dinu va Man phcip thi hanh Luat Ban hanh van ban quy phgm phcip luat; 

Can ca Nght dinh so 09/2017/ND-CF ngazy 09 thang 02 narn 2017 cica 
Chinh phti quy dinh chi tint viac phcit nen vii cung cap thong tin cha bao chi 
ctia ccic ca quan hanh chinh nha meat; 

Can cu. Nght dinh ,sa 92/2017/ND-CF ngay 07 thcing 8 nam 2017 cica 
Chinh phis vi saa clOi, be sung mat sa dinu ctia Nght dinh lien quan dIn kinm 
sokt thit tyc hanh chinh; 
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Can cer Ngld clinh se) 61/2018/ND-03  ngthy 23 thcing 4 nam 2018 ceta 
Chinh phet ye thvc hien ca che met cda, met czea lien thong trong ghat quyet 
thtt tyc hanh chinh; Nghi clinh 5d 107/2021/ND-03  ngay 06 thcing 12 nam 2021 
cua Chinh phet ve sera do i, be) sung met sa dieu czia Nghi dinh so 61/2018/ND-
CP ngay 23 fitting 4 aim 2018 cite; Chinh phet ye dux hien ca eh& met ceea, met 
cera lien thong trong giai qttyet thzi tyc hanh chink. 

Can cd Nghi dinh sa 33/2021/ND-CF ngay 29 thcing 3 nam 2021 cilia 
Chinh pith quy clink chi tie! va bin phcip thi hanh Nghi quyet sa 131/2020/QH14 
ngdy 16 thang 11 nam 2020 cfia Queic hi ye to cherc chinh quyen do thf tgi 
Thanh pha Ha Chi Minh; 

Can cu Timing tie s 01/2018/TT-VPCP ngay 23 tiding 11 num 2018 et:to 
Van phong Chinh pith &rang dein thi hanh met so quy clinh ctha Nghi clinh so 
61/2018/ND-CP ngay 23 thcing 4 nam 2018 clic? Chinh phee ye dux hien cc chi 
met cid', met cira lien thong trong giái quyet thit 4w hanh chinh; 

Can cer Thong tic sá 03/2021/TT-BNG ngay 28 tiding 10 nam 2021 cita 
BO Ngogi giao ;twang dein chtiv nang,, nhiem vy, quyen hgn ye cOng tow clei 
ngogi ctia ca quan chuyen mon thuec Uy ban than dcin cap tinh, Uy ban nhcin 
don cap huyen; 

Can cee Thong tie sa 01/2021/TT-UBDT ngdy 01 thing 11 thin 2021 do 
Uy ban dcin rec Throng don cheic ming, nhienz vy, quyen hgn czia ca quan 
chuyen mon ye tong ttic don tOc thwac Uy ban nhcin dein cap tinh, ccip huyen, 

Can cd Quyit dinh s 03/2024/QD-UBND ngay 11 thcing 01 nam 2024 
cua Uy ban nhcin dein Thanh pha HO Chi Minh ye ban hank quy dinh ye hdang 
thin chtit nang, nhiem vy, quyen hgn va to cheer (guy che mdu) cita Van phong 
Uy ban nhdn dein thick Uy ban nhcin ddn glean; 

, Theo cle nghi oda Chcinh Van pheng Cry ban nhein &in QuOn 4 tgi Tee trinh 
se 16 /TTr-UBND ngay 03 thong 5 nam 2024; Y kien tham clinh cfea Phong Tu. 
phcip Quan 4 tgi Bcio cao ket qua tham clinh so 15/BC-PTP ngay 18/3/2024 viz Y 
kithn thorn clink elm Phang Nei vg Qucin 4 tgi Bcio cao so 07/BC-PNV ngity 
18/3/2024 

QUYET DINH: 

Dieu 1. Ban hanh Quy dinh 

Ban hanh kern theo Quyet dinh nay la quy dinh ye chirc ,nang, nhiem vq, 
quyen han va to chirc cUa VAn phong Uy ban nhan dan thuQc Uy ban nhan dan 
Qu'an 4 

Dieu 2. Hien lire thi hitnh 

Quyet dinh nay c6 hien lire thi hanh ke tir ngay 10 thang 5 nam 2024. 
Quyet di/1h nay thay thQ Quyet dinh se 01/2017/QD-UBND ngay 17 thang 4 



nam 2017 ciaa Uy ban than dan Quan 4 ban hanh Quy chev tek) chirc va hoat 
dOng dm Van phong Hei dong nhandan va Uy ban nhan dan Quan 4. 

Dieu 3. Trich nhiem thi hanh 

Chanh Van phong Uy ban nhan clan, Truong phong Noi vv, Truong 
Pheng Tu phap Quasi 4, Th4 twang cac ccr quan, don vi c6 lien quan va Chu 
tich Uy ban nhan clan cac phuang chiu nth nhiem thi hanh Quyet clinh nay./. 

Nal nhiin: 
- NIur Dieu 3; 
- VP UBND TP; 
- S6: Nei vii; 
- Set Tu phap; 
- U. Quen ay Q4; 
- UBND Q4: CT, cac PCT; 
- UB.MTTQVN Q4; 
- VPUB: CPVP; CBCC; 
- Dung tam Ding ben 'Minh pile; 
- Luu:VT, (Hau b). 

NV LW/ 
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CONG HOA XA HQI CHU NGHIA VIVT NAM 
Dew 14p - TV do - flpth phtic 

QUY DINE 
nhiern vtt, quyen han va to chat 

dm Van plying ty ban Win den thui.c Cy ban nhan din Quin 4 
(Ban hanh kam theo Quyart clinh sa Oit./2024/QD-UBND 

ngay 03 thang 5. .näm 2024 czia Ely ban nhein dcin Quan 4) 

x Dieu 1. Phan' vi thou climb, tti ttnyng ãp clang 

Pham vi dieu chinh 

Quy dinh chire,nang, nhiem km, quyen han va to' chire cila Van pheng fly 
ban nhan dan thuOc Uy ban nhan clan quart (gpi tat IA Van pheng Uy ban nhan 
clan quan). 

DOi tugng áp dung 
Quy dinh nay áp dung dgi voi clang chitc dang ding the tai Van 

pheng Uy ban nhan dan quart; cac ca nhan, to chirc c6 lien quan den Quy dinh 
chuc gang, nhiem vu, quyen hn va to eh& cna Van pheng Uy ban nhan dan 
quan. 

Dieu 2. VI tri vã chat ning 

Van phong Cly ban nhan dan quAn la co quan chuyen m8n thuOc 13y ban 
nhan dan quAn, thin hien chilrc nang tham muu tong hop cho Uy ban nhan dan 
quail ve: hog dOng cüa Uy ban nhan dan quAn; tham muu cho Chu tich Uy ban 
nhan dan quAn ve cong tac chi 4.o, dieu hanh cith ChU tich Uy ban nhan clan 
quAn; ki8m soat thU tuc hanh chinh; cung cap th5ng tin phpc vv quan va hoat 
Ong caa Uy ban nhan clan quAn va the co quan nha nuac Cy dia phucmg; bao dam 
co so tht chat, kyr thuAlt cho hoat dOng elm Uy ban nhan dan quAn; to chirc Ulan 
khai thkrc hien co che mOt dm, mOt tha lien theng trong giai quyet thia tkic hanh 
chinh thuOc‘pham vi, chgc nang quan ly cüa Uy ban nhan clan quoln; huong clan, 
tiep ‘nhan hO su,cilm cá.  nhan, to chirc tren tat ca cac linh ykre thuec tham 
quyen giai quyet elm Uy ban nhan dan quAn, chuyen ho so den cac co quan 
chuyen m6n thuOc lily ban nhan clan quart giai quyet va nhan k8t qua de tra cho 
ca nhan, to chilec; tham muu giap Uy ban nhan clan quan quan nha nuec ye dan 
tOc va thkrc hien the nhiem vu, quyen han theo phan cap, tiy quyen cUa Uy ban 
nhan clan quAn, Chit tich Uy ban than dan quAn. 

Van phong Tily ban nhan clan quan c6 tu each phap nhan, c6 con .dau va 
tai khoan rieng theo quy dinh cUa phap luat; chlu su chi dap, quan ve.to  chde, 
vi tri viec lam, bi8n che va ding tagelm Uy ban nhan dan cm:an, &mg thin 
ehju skr chi ciao, huang dan, kiem tra ve chuyen mon, nghiep vi, va the quy dinh 
khau cith Van phong Oy ban nhan clan Thanh phi; Ha Chi Minh. 



Dieu 3. Nhiem vu vã quyen hun 

1. Trinh ty ban nhan clan quan ban hanh: 

Quy che lam viac cUa Illy ban nhan clan quan; 

Quyet dinh lien quan dan rtganh, linh vtic thuac pham vi quan 19 
cua Van phong Oy ban nhan dan quan; 

Quyat dinh quy dinh chtirc nang, nhiam vv, quyan hart va co cAu to chtirc 
caa Van phong lily ban nhan din quth; 

Chuang trinh, ke: hoach lien quan dein rinh vuc chuyert mon, nghiap vu 
ctia Van phOng ty ban nhan dan qu3n; 

d) Quyet dinh phan cAp, Ay quyan nhiam vi quan ly nha mak v nganh, 
linh vuc thuOc tham quyen cho co quan chuyen man thuac lily ban nhan dan 
quan theo quy dinh cüa phap luat; 

Van ban khac theo phan cong cüa Oy ban nhan clan quart. 

2. Trinh Chti tich lily ban nhan dan quart ban hanh van ban thuc tham 
quyan mita Chi tich ty ban nhan clan quan theo phan cemg. 

3:  Tham num, xay dung, quan IY, theo doi N/A ta chirc thut hian chuang 
trinh, Ice hoach ding tac cua Oy ban than clan quth: 

Tang hop de nghi cua cac co quan chuyen man thueic lily ban nhan clan 
quan, Cy ban nhan dan phi:rang, co quan, to chiirc lien quan v viab xay dung 
chucmg trinh, ke hooch ding tac caa quan; 

Man nghi veri Chü tich lily ban nhan dan quan clua vao chucmg trinh, 
hoach c6ng tac nhtmg van de can tap trung chi ciao, dieu hanh hoac giao ea quan 
lien quan nghien ciru, xay dtmg de an, du an, du: thao vat ban; 

Xay dung, trinh ty ban nhan dan quart, Chü tich lily ban nhan dan quan 
ban hanh hoac ph6 duyat chucmg trinh, ke hoach &Ong tac; 

Theo doi, don dOc cac ca quan chuyen mon, don vi su nghiap cong lap 
trurc thuac fly ban nhan dan quan, cac ca quan, ter chtire lien quan thirc hian 
chucmg trinh, Ice hoach ding tac, bao darn dung tin de), chat lugng; 

d) Dinh ky hoc deit xuAt, bao cao kat qua that hian; kin nghi giai phap; 
kip thai ban cao, dieu chinh chuang trinh, ke hoach ceing tac, dap ang you cau 
quan ly, chi duo, dieu hanh cUa Illy ban nhan clan quan, Chit tich fly ban than clan 
quan. 

TO chirc that hian cac van ban kat, quy hoach, k hoach sau khi dirgc 
phe duyat; thong tin tuyen truyen, ph6 bien, gido d9c phap luat, theo del thi hanh 
phap luat ve cac linh vi,rc thuac pham vi quan IY ducrc giao. 

Phijc Nu; hopt dOng chung cüa lily ban nhan dan quart: 

a) Chti tn, phai h9p veri cac co quan lien quan chuan bi chucmg trinh, nai 
dung, phac v9 cac phien hop cilia lily ban than dan quail; 
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Phoc i hop vOi the dan vi lien quan thgc hien ding tac tong hop, bao 
cao; 

Theo d5i, dan dOc, danh gia k'a qua thgc hien Quy ch6 lam viec 
eUa ny ban nhan dan quan; 

Tham mint, gith Tlijy ban nhan dan quan to chirc ding tac tip c8ng clan, 
tith nhan va )(Cr 1' don khieu nai, t6 cao, don kien nghi, phan anh theo quy dinh 
tha pháp luat hien hanh cho den khi có cac quy dinh mai cith phap kat ve 
van d8 nay. 

6. Tham muu, gith Chü tich fly ban nhan,dan quan va ,cac Pho Chi) 
tich Uy ban nhan clan qu4n thgc hien nhiem vu, quyen ban theo tham quyen: 

a) Tham muu, giap Chu 'Lich tily,  ban nhan dan quan va cac Phi) CH 
tich Cy ban nhan dan quail gong tac to chdc cac phith hgp, cuQc h9p, hOi 
nghi (g9i chung la cuOc hop) cth Cy ban nhan dan quan, Chi) tich Uy ban nhan 
dfin quan va the Pho Chn tich Cy ban nhan dan quan trieu tap, chi) td: trinh Chi) 
tich Oy ban nhan dan quan va the AO Chü tich T:Ty ban nhan dan pan cho 
kien ye th ch(re cugc h9p; chi) tri, phoi hop voi cac ca quan lien quan chuan 
bi chucmg trinh, noi dung; don dot e cac ca quan giri tai lieu; ghi Wen ban; ban 
hanh thong bao kien ket luan, chi dao cUa Chn tich Oy ban nhan clan quan va 
cac Pho Chii tjch (Ty ban nhan dan quan; tham mutt van ban tra led bao chi theo 
chi dao cUa Chü tich Cy ban nhan dan quan va cac Pho Chü tich Cy ban nhan 
dan van; 

b)Oi thp voi the ca quan lien quan gith Chi) tich Cy ban nhan dan 
quan va the Pho Chu tich fly ban nhan dan quan xay dung k8 hoach, nOi dung 
tith xUc, giai quyet, tra läi ki 'en nghi cria cü tri; 

Tham muu, gith ChÜ tich Liy ban nhan dan quan va cac Phi) ChU 
tich lily ban than clan quart: Phan cong ding tac cilia Chi) tich ny ban nhan dan 
quan va cac Pho ChU tich lily ban nhan clan quan; theo dOi, don d6c, kiem tra 
cling tac phoi hop gifra cac ca quan chuyen mon, don vi su nghiep ding lap true 
thuQc fly ban Phan dan qt.n theo quy dinh dm that) luat; tong hop, bao cao Chi) 
tich illy ban nhan dan Tian va the Ph6 ChU tich tly ban nhan dan quan x(r 15/ 
nhang viroing mac, that sinh de kip thai dieu chinh cho phn hop; 

Tham muu, gith ChU tich ny ban nhan dan pan va cac Pith Chü tich 
Uy ban than dan quail trong vi'ec cai tien 18 16i, phucmg thirc lam viec, chuy6n doi 
s6, (mg dung cang nghe thong tin trong cOng tac chi dao, dieu hanh; duy tri kS,  
cuang, kStluat hanh chinh nha nu& 6: dia pthang, 

d) Tham mutt, gith Chi) tich lily ban nhan dan quail va the Pho Chu tich 
tily ban nhan dan quan phai hop xay dung Quy ch6 phOi hop c8ng tac ctia Uy 
ban nhan dart quan veri cac ca quan, to chirc lien quan ô dia phucmg; 

Tham muu, gith Chu tich lily ban nhan clan quan va cac Pho Chi) 
tich fly ban nhan dan quAn thgc hien the dO thong tin, bao cad clinh ky, dot xuat 
theo quy dinh cüa phap luat va y8u eau cüa ca quan c6 tham quyen; 



Phei hap vied cac ca quan lien quan ginp Chu tich Illy ban nhan dan 
quart va cac Ph6 ChU tich Uy ban nhan dan quan tiep ding d'art theo quy dinh 
cda phap bat va Quy che lam viec tha Uy ban nhan clan quan; 

Chun bi chucmg trinh, nei dung cac chuyen cOng tac, tip khach cüa 
Chu tich Uy ban nhan dan quan va Mc Ph6 Chu tich Uy ban nhan dan quan theo 
quy dinh; 

Tip than, tham muu,,phai hgp xir 19 cac vAn d bao chi neu theo quy 
dinh va chi dao cila Chit tich Uy ban nhan clan than va cac Ph6 Chit tich Uy 
ban nhan dan than; 

7. Tiep nhan, xer 19, phat hanh, quan 19 van ban trinh Uy ban nhan dan 
than, Chu tich Uy ban than dan quan; theo thi, don doe, kiem tra tinh hinh, k'et 
qua Mut hien: 

Dei veri de an, cly an, du thao van ban do cac ca quan trinh 

Ck d nghi xay dung van ban quy pham phap Mat, du thao van ban quy 
pham phdp luat: Thuc hien theo quy dinh cüa phap luat ye xay dung va ban 
hanh van ban quy pham phap Mat; 

Cac de an, du an, du thao van ban khong phai là van ban quy pham phap 
luat: Ra sok he so; tham tra ve thUtuc, hinh them, the thirc, nei‘dung, tinh thng 
that va hcip phap cüa du thao van ban; thy dung phieu trinh, de xuAt phuong an 
xCr 19; 

Trong qua trinh xer 19, nett can 9 kith khac nhau, chi) tri h9p yeti ca 
quan, to chic lien quan de trao doi, thong nhat truck khi trinh; 

Dei voi du thao bao cao do Van phong lily ban nhan dan quart thy 
trach: Phoi hop vol Mc ca than lien quan Men tap, hoan chinh theo chi dao cüa 
CM) tich Uy ban than clan quan; 

Di vai cac van ban khac: Kin nghi vói Chit tich Illy ban nhan dan 
quart, Pho Chi) tich Uy ban nhan dan quail phu trach giao ca quan lien quan hien 
khai thuc hien hoac to chirc Mc dieu kin can thiet de Uy ban Man dan quan, 
Chit tich lily ban nhan can pan xi).  19 theo quy dinh cüa phap Mat; 

Quan 19, sir dung con dau, thiet bi luu Ichoa bi mat cilia co quan theo 
quy dinh cda phap luat; 

d) Pita hanh van ban dm tily ban than dan quart, ChU tich lily ban nhan dan 
quan, Ph6 Chu tich lily ban than clan quan (del voi Mc van ban duet phan 
cOng k9 ban hanh); 

Ltru tra van ban, he so, tai „lieu dm lily ban nhan dan pan, Chu tich tiJy 
ban nhan clan quan, Ph6 Chu tich Uy ban nhan dan quan (doi voi Mc van ban 
duce phan king); 

g) Theo del., don dc, kiem tra tinh hinh, ket qua thuc hien van ban 
cUa lily ban nhan dan quan, Chet tich Uy ban nhan dan quan, Ph6 CM) tich Uy 
ban nhan dan quart; dinh k9 ra soat, bao cao Chü tich Uy ban nhan dan 
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quan, Ph6 Cha tich Cy ban nhan clan quan d bac, dam sr thing IDO, thang nhat 
trong chi dao, dieu hanh; 

h) RA soat, tOng hop nhang vuerng mac, phat sinh va tham quyan, ha 
sa, trinh tv, tha tvc va nghiap vv Huh chinh van ph6ng trong qua trinh chi 
dao, dieu hanh eüa ty ban Sian clan quan. Chu tich lily ban nhan clan quan; kip 
thei bao cao ty ban nhan dan quan sera clOi, 1)6 sung; hang nam, bao can Van 
phong ty ban than dan Thanh ph6 H8 Chi Minh. 

8. Thvc hien cha dO th8ng tin 
T6 cherc, quart 1, cap nhat thong tin phvc vv sr chi dao, diau hanh cüa 

ty ban nhan dan quan, Cha tich ty ,ban nhan dan quart; phoi hop cung cap 
th8ng tin phyc vv ding titc chi dao, diu hanh eQa ty ban nhan clan Thanh pho, 
Chu tich Illy ban nhan dan Thanh ph6 H6 Chi Minh; 

TO cherc, quan va c6ng b cac th6ng tin chinh thirc ye hoat &Mg cilia 
Illy ban nhan dan quan, Chu tich ty ban nhan clan qtian va cung cap tilting 
tin theo quy dinh; 

Xay,dtmg, t6 cherc quan 1, van hanh Trang Thong tin din ttir quail; kat 
noi veri h theing C8ng Thong tin din ter Thanh phô HO Chi Minh; 

Tham num ta chirc xay dtmg, van hanh He theing th8ng tin bao cao cüa 
dia phuang va phoi hop thvc hien tich hop, Wet noi, chia se der lieu veil H th6ng 
tilting tin bao car) Thanh pho; kat neii ha thong thong tin hanh chinh din ter 
phvc sry ceing tac lath dao, chi dao, diu hanh cüa fly ban nhan clan quan, Chet tich 
ty ban nhan dan quan; 

d) Cung cap thong tin do ty ban nhan dan, Chü tich ty ban nhan dan 
quan to ra va thong tin do minh tar) ra cho ding clan theo quy dinh cüa Luat 
Tiep can thong tin. 

9. Tham muu, giew ty ban nhan dan quan va Iciem sok tho tyc hanh 
chinh va t8 cherc thvc hien ca che mat dm, mat cera lien thong trong giai quyet 
thei tyc hanh chinh: 

a) Huang daM, theo del, don dc, kiam tra viac thvc hian ding tac kiem 
scat thil tyc hanh chinh, cal cach the: tvc hanh chinh, thirc hien tilt) tyc hanh 
chinh teen mOi twang din ter dm cat ca quan, ta cherc thuOc pham vi quart 15,  
caa ty ban nhan clan quan; tang hop tinh hinh, ket qua thvc hien, bao cao theo 
quy dinh, don gian hoa che di) bay cao; 

#
b) TO chirc tri6n khai thirc hien nhiam vu cai each din tyc hanh chinh va 

ca che met dm, met dm lien thong trong giai quyet thei tvc hanh chinh tai ty 
ban nhan clan quart; cong tac truyen thong ve cai each tha tvc hanh chinh; 

c) Kim soat viec c8ng khai thu tpc hanh chinh thuOc tham quyen giai 
guy& cila -by ban nhan clan quan; ki8m soat viac cung cap thii tvc hanh 
chinh trail mei truong din ter dOi v&i thet tvc hanh chinh thuOc pham vi 
giai quyet cem dia phucmg; 



d) Nghien elm, cte.  xuat cac chit trucmg, chinh sach, giai phip, sang kik cai 
cach thii tdc hanh chinh vã guy dinh c6 lien quan; nhan rOng nhung,  me hinh 
mai, each lam hay trong cai each thà tue hanh ,chinh trinh cap có tham quyen 
quyet dinh; danh gia va xd 19 ket qua ra sok ye thd tdc hanh chinh theo quy 
dinh cda phap 

d) Tip nhan, xi). 19 phan anh, kien nghl cUa tO ehüc, cá nhan ye quy dinh, 
thd tdc hanh chinh thuc pham vi quail 19 ctia lily ban nhan clan quan, Chd tich 
Cy ban nhan dan quan; 

e),Khai thk Co so lieu guile gia v tin)Wc hanh chinh,C6ng Dich vu 
cong quoc gia; van hanh vá khai thk He tilting thong tin giai quyet thd tdc hanh 
chinh Thanh ph; ket noi, lien theing, ,tich hgp,,chia se lieu ve giai quyet 
thd tuc hanh chinh; khai thee du lieu ve giai quyet thu We hanh chinh, thgc hien 
dich vu ding phuc N/A cOng tac lanh dao, chi So, dieu hanh cUa Hy ban nhan dan 
quan, Chd tich tly ban nhan dan quan. 

10. Cling tac doi ngoai 

Tham muu, gidp Dy ban nhan dan quan gong cOng tac k9 ket vá thgc 
hien them thuan quec te cua tily ban nhan clan quart theo quy dinh cüa phap Mat 
ve theta thuan quern to 

Tham muu cho Cy ban nhan dan quan ve cOng tic ngoai vi theo quy 
dinh cda phap luat; 

Tham muu, gidp Dy ban nhan dan quan thin hien chirc Wang quan 
ly nha nu& ve nganh, Iinh vgc dei ngoai theo hueng clan ciia Cy ban nhan 
dan Thanh phô \TA ck co quan, don vl c6 tham quyen; 

11. Tham mum, gidp Uy ban nhan clan quan tO chuc trien khai thim hien 
viec ggi, nhan van ban (lien Ur NM xir 19 van ban, ho so cong viec teen m8i 
truang then Ur; au mei trien khai ket tied, lien ,thong cdc he thong quan ly van 
ban va dieu hanh gift cac ca quan trong h thOng hanh chinh nha nick tai dia 
phuong. 

12. Bao dam cdc dieu kien vat chat, k; thuat, hau can cho hoat clang cila 
Dy ban nhan dan guar', Chil tich Oy ban nhan clan quail; ha tang kyr thuat 
ding nghe themg tin cho Cong Thong tin then tilc quan va cac he thong theing tin 
phdc vçi cOng tac chi So, dieu hart dirge Cy ban nhan clan quan, Chi) tich Uy 
ban nhan dan quan phan cOng. 

13. Ging tac quan 19 ve dan tOc: 

a) Trinh Dy ban nhan dan quail: Ban hank) cac guy& dinh thut)c tharn 
quyen cda Dy ban than dan quart: quy hoach, Ice heath phat tri6n va chucmg 
trinh, hien phap tO chirc thgc hien ck nhiem vu ye ligh vgc ding tk dan toe tren 
dia ben; phan cap, dy quyen nhiem vu quan lY nhai nuem ve linh vac cling tác dan 
tee cho Van pheng tiy ban nhan dan quan va Oy ban than clan phuang; ban 
hanh van ban chi So, huong dan ye linh nit cong tac din Tee doi vai ca quan, 
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t6 chuc, don vi Oen dia ban theo quy dinh cüa Dang, cüa phap ltht va chi do 
tha Ban Dan t'Oc Thanh pho; 

Trinh Chü tich fly ban nhan dan quan the van ban velTnh voc cOng tac 
dan tee thuOc tham quyen ban hanh tha Chit tich fly ban nhan dan quan; 

To chirc thoc hien cat van ban quy pham phap luat, quy hoach, ice 
hoach, de an, chuang trinh da duce ctp c6 tham quyen phe duyet; huong dAn, 
thong tin tuy8n truyen, pho bien, giao doe phap luat th ding tac dan tee; 

T8 clOrc thtrc hien cac chinh sach, chuang trinh, du an, de an, mo 
hinh thi diem du tu that,  trien kinh te - xa hOi, h6 try On dinhcuc song doi 
\red thing bao dan tem thieu s6 do ca quan quasi ljr nha nuac ve, cemg tac dan 
tOc chit'  tn, quan I, chi dao• theo doi, tong hop, sa ket, tong ket va danh gia 
viec thoc hien cac chuang trinh, du an, chinh sach dan tee; tham muu, de 
xuat cac ehü trucmg, bin phap thich hop de giai quyet the van de giam ngheo, 
dinh cu, di cu d61 vol dong bao dan tOc thieu so va cac van de dan tOe  khac 
tren dia ban quan; 

d) T8 chirc tip don, tham hei, giai guy& cac nguyen vong tha demg 
bao dan tec thieu so theo che del chinh sach va quy ,dinh eüa phap luat; dinh 
kY tham mtru to chic Dai hOi di bieu,cac dan tee thieu so dm quan theo huerng 
S ,cda Dy ban nhan clan Thanh pho; khen thaerng va d nghl cap c6 tham 
quyen Ichen thuong cac tAp the va ca nhan tieu bleu xuat sac: trong ceing tac dan 
toe, thkrc hien chinh sach dan toe; trong lao deng san xuat, giam ngheo; bao , 
t8n, phat huy ban sac van hth dan tOc; gill.  gin an ninh, hat tçr g6p phan phat 
hien kinh t6 - xã hei tren dia ban quan; 

Tham mtru gielp lby ban nhan dan quan xac dinh vang ding bao dan tee 
thieu s8 theo trinh di) ph& trien va cac dan tee con gap nhieu kh6 khan, c6 kho 
khan de th6 trinh cap tham quyen phe duyet; ra soat, kiem tra, lap 116 save viec 
cling nhan,,b8 sung hoac dua ra kited danh sach ngued co uy tin trong (long bao 
dan tee thieu so dUng trinh tv, thu tvc theo cac quy dinh hien hanh, girl Ban Dan 
t8c Thanh 016 de tang herp, trinh Dy ban nhan dan Thanh phi) xem xet, quyet 
dinh va t8 chirc thoc hien chinh thch doi vai ngued co uy tin; 

TO chirc trien khai irng ding tin be khoa h9c, cling nghe; xay dtmg 
he; themg thong tin, luu trrr phvc vu quan 13i nha nu& ye c8ng tac dan tec tren 
dia ban; 

Kiem tra viec time hien,  chinh sach, chucrng trinh, du An Ira cac quy 
dinh cüa phap luat; giai quyet khieu nai, to cao; phOng, chong tham nhung, Lang 
phi trong linh voc cong the dan the theo quy dinh cüa phap luat va phan cOng 
eüa Dy ban than dan quart; 

Thoc hien ding tac the:mg ke, th8ng tin, bao cao Uy ban,nhan dan quan, 
Chn tich Dy ban nhan dan quart va Ban Dan tee ye tinh hinh, ket qua trien khai 
wing tac clan tele tren dia ban; 
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k) Tham muu, giap Uy ban nhfin dan quan thgc hien chat nang quan 
IY nha nu& v nganh, 11th vvc dan tOc theo Song den caa Ban Dan Mc Thanh 
ph6. 

14. Huang clan va kiem tra chuy8n mon, nghiep vg: 

a) Cha tri thng k&, hueng clan chuyen mon, nghiep vu van pheng M1 yeti 
ca quan chuyen mon,, dcm vi str nghiep frac thurlic Oy ban nhan dan quan, cling 
chat Van pitting - Thong ke phuong; 

, b) Huilmg clan nghiep vu cho ming chat lam dill m6i thuc hien nhiem vi 
kiem soat thu tyc hanh chiral tai dia phuang; 

Huang den chuy8n mon nghiep vi,1 ye' ding tac dan thc dei vai chat 
danh cring chat dirge giao phy trach ve11th vac an tec thuOc Oy ban nhan dan 
phueng; 

Klein ti-a theo nganh, Firth vgc duac phan &Mg phy trach cthi vei to 
chat, ca nhfin trong viec thgc hien cac quy dinh ctla phap luat; giai quy8t 
khieu nal, th cao; pheng, chang tham nhang, lang phi theo quy dinh mia phap luat 
va phan cling caa Uy ban than dan quan. 

15. Nhiem vy va quyen han cila Ban Tiep cang dan quan 
T6 ,chat viec tiep &Mg dan den Ichieu nal, t6 cao, kin nghi, phan anh 

tai Try se tiep ding dan 

E36 tri ngueri tip ding dan, x 1st' khieu nai, t6 cao, kin nghi, phan 
anh thithc pham vi troth nhiem oh Ban Tiep cong clan; 

Dieu Ilea, ph& hap hoat Ong tiep ding dan giaa nguei caa Ban Hap cong 
dan quan vói dai din cUa ca quan, to chat tham gia tiep ding dan thueng xuyen 
Ma Try se ti8p cang dan quan; 

Chu tri, phal licrp yeti ca quan, t chat tham gia tip ding dan thireng 
xuyen tai Try se tip cring dan hoac vei ea quan, to,  chat, don vi c6 lien quan 
tham muu gthp ChU tich Uy ban than dfin guar' tip cong dan dinh ky hoac 
clOt xuat, ngued &mg dau ca quan, to chat tiep tong dfin ti Try so tiep clang 
dfin quan heat lath 4o Dang va NM nu6rc 6 quan tiep cang dan; 

Giai thich, hueng dn tong clan thtrc hien viec khiett nai, t6 cao, kin 
nghi, phan anh clang trinh tv, thu tgc, dung.  cc, quan, to chat, dan vi, ca nhfin 
c6 tham quy8n giai quyet; chap hanh guy& dinh giai quyet khleu nai,, quyet 
dinh xir ly t8 cao da duce CU quan, t6 chat, dan v, cá nhan c6 tham quyen giai 
quyet dung chinh sach phap luat; 

Phan loai, xii ly don khieu nal, t6 cao, kin nghi, phan anh: 
Phan loai, xü 1Yr don khieu ngi, t6 cap, kin nghi, phan anh &roc tip nhan 

trtrc tip tai Try ser ti8p cong dan quan hoac qua throng buu dien hoac do 
cac ca quan, ,to chat, ngirtri co tham quyen chuyen den fly ban nhan dan 
(wan, Ban Tiep cling dan qun, ca quan, to chat tham gia tiep cong dfin tai 
Try se tiep tong dan quail; 
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Huang clan, chuyen don khieu nai, 'Le cao, kien nghi, phan anh da ti6p 
nhan nhtmg thong thuec pham vi, teach nhiem xtr 19 ctia Ban Tiep &Ong dan quan va 
caa ca quan, to chuc tham gia tiep cong dan thuerng xuyen tai Try sa tiep cong dan 
quail; 

Theo del den clec viec giai quyet Tchieu nai, t6 cao, kien nghi, phan 
anh: 

Theo dot, don clec viec giai quy6t cita ca quan, tO chirc, don vi, ca nhan co 
tham quyen doi vei nhUng don, vit vieckhieu nai, to cao, kien nghi, phan anh do 
Ban Tiep ding dan quart chuyten den; 

Chu tri, phi hop vol clai din ca quan, t6 chat tham gia tip ding dan 
thuang xuyen tai Try sitt va co quan:thanh tra nha nuerc cung cap kiem tra viec 
tiep nhan, giai quyet,cita ccr Tian, tO chirc, dan vi, ca nhan co tham quyen dei 
vet don, v9 viec khi8u nal, to cao, kien nghi, phan anh ma Ban Tiep &mg dan 
quan chuyen den khi duce Chu 'Lich ey ban nhan dan quan giao; 

4) T6ng hop tinh hinh, ket qua ceng tac tiep cong dan thwlic pham vi 
teach nhiem dia. Ban Tip cong dan quan; ctia ca quan, te chirc tham gia tip 
ding dan thuerng xuyen tai Try s& tip ding dan quan; bao cao dinh vã Sat 
xuat veri 14y ban nhan dan quan, ccr quan, tO chirc tham gia tiop ding dan throng 
xuyen tai Try se tiep c8ng dan quan, thanh tra quart, ca quan, tO chirc co tham 
quyen; 

Te chirc tip, xijrI9 truerng hop nhieu nguai khieu nai, t6 cao, kin ngh1, 
phan anh ve cling mot et& dung: 

Chit tri th chuc deft hoac phei hap veri ca quan, t6 chirc tham gia nap cong 
dan thuerng xuyen tai Try se tiep cong dan quan hoac ca quan, tO chdc, don 
vi c6 lien quan tO chew tiep, xir 19 truang hop nhieu nguai khieu nai, tO ea) kin 
nghT, phan anh ye ding met net dung; 

Ph& hop veri ca quan cong an dia phucmg bao dam an ninh, teat ty vá an 
toan cho nguoi Yeti ding dan tai Try se tiep °Ong dan, xt:r 19 ngued c6 hanh vi vi 
pliant phap luat tat Try se ti6p citing dan quan; 

, Ph& hcrp vet co quan ding an, Thy ban nhan dan nai phat sinh vy viec 
Ichieu nai, to cao,kien ngh1, phan anh van dOng,,  thuy8t phyc hoac c6 bin pháp 
de &Mg dan tr& ve dia phuang xem xet, giai quyet; 

g) Ph& hop veri Thanh tra quan tham muu gnap Chia tich Thy ban nhan dan 
quan trong viec: 

Thanh tra, kiem tra viec thoc hien quy dinh phap luat v tip c8ng dan, xit 
TY don dm các ca quan chuyen mon thuOc Uy ban nhan dan quO, Thy ban nhan 
dan phueng; 

Tuyen truyen, ph & bin, quail triet pi* luat ye ti6p ding dan, xer 19 don 
481 ved nhan dan, ding chiie, vien chac ea quan chuyen mem thuec Thy ban 
nhan dan quan, thy ban nhan dan phuong; 
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Huang dan nghiep vy dai vai ding chue, vien chirc lam nhiem vy ti6p cong 
dan elm ca quan chuyen m6n thuOc 1,3y ban nhan dan quan, Oy ban nhan dan 
phuemg; 

h) Thvc hien nhiem vy khac do Chu tich Oy ban nhan dan mean giao. 

16. Thvc hien nhiem vv quan 19 cong tac quail tri nOi be: 

T8 chtirc, thvc hien cac van ban, quy hooch, chuang trinh, ká hoach 
do ca quan có than) quyen ban hanh hoc phe duyet lien quan den hot dOng 
dm Van pheng 09 ban nhan dan quan; 

Tiep nhan, xix 19, ban hanh va qua'n 19 van ban dm Van phong Oy ban 
nhan dan quan theo quy dinh; 

Hop tac qu6c te theo quy dinh mita phap Mat vi so phan cong hoOc üy 
quyen cña Oy ban nhan din quan, Chu tich Oy ban nhan dan quarr, 

Nghien dm, (mg dyng ket qua nghien thu khoa hoc va cai each hanh 
chinh phvc vy nhiem vy duce giao; 

d) Ban hanh Quy che lam viec dm Van phong lily ban nhan din quan; 

Quin 19 t.t) chac be may, vi tri viec lam, hien che c8ng chtirc, ca eau 
ngach ding cluirc, thvc hien che d6 tien Itrang, chinh sach, che di) dai nge, khen 
thuaing, k9 Mat, dao tao vi boi &rang ve chuyen mon nghiep vy dal voi cong 
chirc thueic pham vi quan 19 theo quy dinh phap luAt, theo phan ceng Oa 13y ban 
nhan dan quan; 

g) Quin 151, to chew sir dyng c6 hieu qua va chiu trech nhiem v8 tai chinh, 
tai sin, cic phucmg tin larn viec vi ngan sach ductc giao theo quy dinh cern phap 
luat vi phan cap quan lY caa fly ban nhan clan quan. 

17. Dinh ky-  hoc theo yeu eau det xuat, bao cao Oy ban ‘nhan dan quOn, 
Van phOng Ii3y ban nhan dan Thanh phei vi ca quan co tham quyen tinh hinh, ket 
qua thoc hien nhiem vy dirge giao. 

IS. Thve hi'en cac nhiem vu khac theo So phan ding cüa Oy ban nhan dan 
mean, Chu tich ty ban nhan dan quan vi quy dinh clita phip luat. 

Dieu 4. TO chat bo may 

Van phOng ny ban nhan dan quan hoot demg theo che dO Thu truang. 
Van phong Cry ban nhan dan quan c6 Chanh Van pheng, cac Ph6 Chanh van 
phong vi cic ding chat thvc hien cong tic chuyen mon, tighiep vy. Can clit vao 
tinh,hinh thvc te so lucmg cong viec, nhiem vy dime giao, lily ban nhan din quart 
quyet dinh cv th8 s8 luong PhO Chanh Van phong cho phi) hop vi dung quy dinh. 

Ban Tien cong din quail do 13y ban nhan dan quan thanh lop, woe thuec 
Van ph6ng 13y ban nhan dan quail, do mOt Pho Chanh Van phong phi trach, 
chiu trach nhiem trrc tip titian ly Try sa tiep cong din quOn. 

fly ban than dan guar' quyet dinh thanh lap Bo phan Tip nhan vi Tra ket 
qua thu6c Van pheng fly ban nhan din quan. Van phong 13y ban nhan din quan 
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ha° dam va quan ly try so, trang thiet bi, may mac, phan mm eng thing, he thang 
mang. Ngueri dung dau BO phan Tiep nhan va Tra ket qua guar' la lanh dyo Van 
phong Uy ban nhan clan quail va la dau mei theo doi Gong tac kiem soat the 
tec Minh chinh. 

4. Chant) Van phong3y ban nhan clan quan: 

Chiu Udell nhiem tnx8rc 13y ban nhan clan quan, Che tich Oy ban nhan 
dan quan, phap Mat ve viec thyc hien day cle,chec nang, nhiem vi, quyen han ciia 
Van pheng Uy ban nhan dan quan, Ban Ti8p clang dan, BY phan Tith nhan va 
Tra ket qua va cac cOng viec duth Uy ban nhan dan clean, Chu tich Uy ban 
nhan dan quan phan cang Mac ey quyen; them hanh tiet kiem, chong rang phi va 
chiu trach nhiem khi de xay ra tinh trang tham nheng, rang phi; gay thiet hai 
trong t6 chec, don vi thuOc quyth quan ly cea minh; 

Bao cao veri ty ban than dan ,quan,, Che tich Uy ban nhan dan than, 
Van pilot-1g Uy ban nhan clan Thanh phi) ve to chec, hoat (ging cila Van phOng 
Uy ban nhan dan quth; boo cao cOng tac truth Uy ban nhan dan quail khi dtryc 
yeu cau; ph6i hyp voi ngueri clang dau,ca quan chuy8n man, cac tO chec chinh 
tri - xã hei quail giai quyet nheng van de lien quan den chec 'fang, nhiem 
vu, quyen han cila Van ph6ng Uy ban nhan dan quan. 

Chanh Van phOng kY the van ban thuac phym vi dieu hanh, phei hyp, 
On dc cac pilling, ban, Uy ban nhan dan 13 plunimg ehuân bi cac van ban trinh 
fly ban nhan clan Quan 4; thu mai hyp cüa Chü tich, Phé Che tich Uy ban nhan 
dan Quan 4; Meng bao truyen dat kien chi dao cüa Chu tich, PM Che tich Uy 
ban nhan dan Qu'On 4 den cac phang, ban, lily ban nhan clan 13 phial-1g thth 
hien; cung cap cho cac cc than thong tin dai cheng thong tin do Uy ban nhan 
clan Quan 4, Che tich Uy ban nhan dan Quail 4 ban hanh va Meng tin do Van 
phong Uy ban than dan Quan 4 ban hanh theo quy dinh; sao y cac van ban va 
Mira lenh Chü tich Oy ban nha'n dan Quan 4 kY cac van ban de' they hien cOng 
viec khac do CM tich ny ban nhan dan Quan 4 giao. 

5. PM Chanh Van ph6ng la ngthei ghap Chant' Van pilling chi dao met se 
mat cong tac va chju trach nhiem truth Chanh Van pilling ye nhiem vv duce 
phan ding. Khi Chanh Van phang vang mat, met Ph6 Chanh Van phOng ducc 
Chanh Van phong ay nhiem dieu hanh cac hoat deng caa Van pheng 

6. Viec bô nhiem, dieu dthg, luan chuyen, bit phai, khen thuerng, luat, 
dinh chi ding tac, min nhiem, cho tü chec, thyc hien che d, chinh sach 
Chanh Van phong, Ph6 Chanh Van ph6ng do Che tich Uy ban than dan quan 
guy& dinh theo quy dinh cea phap luat. 



Dieu 5. Bien che &log chore 

Bien che cong chirc oh Van phong 1)y ban ,nhan den quan do Chi' tich 
Uy ban nhfin dan quan quyet dinh trong tong bien che c6ng chirc da duce cap co 
thârn quyen giao theo quy dinh. 

Viec b8 1 Gong tac di voi ding chac Goa Van pheng fly ban nhan clan 
quan phai can dr vao vi tri viec lam, tieu chub ngach cong chat va pham chat, 
trinh do% nang luc cUa cong chi:1'c; gan tinh gian bien che vo1 viec ca cau lai va 
nang cao chat lugng dei ngil cong chirc tai Van phong fly ban nhan dan quan. 

Phong, ban chuyen m8n quan xay (long phucmg an nhan so gai Van 
ph6ng fly baunhan dan (man tgng hap danh sach nhan so cCr den BO phan Tip 
nhan va Tra ket qua trinh ChCI tich 1)y ban nhan dan quan phe duyet. 

Dieu 6. T6 chat thut hien 

Chanh Van pheng tfy ban nhan clan quan phtii hop vai caic ca quan, don 
vi that-11 mtru lily ban nhan clan Quan 4 Quyet dinh ban hanh quy dinh chirc nang, 
nhiem vu, quyen han cua Van phong fly ban nhan dan Quan 4 va t6 chat thirc 
hi'en Quyet dinh nay phn hop voi Sc diem dm quart 

Trong qua trinh thoc hien, nu phat sinh cac van de vuot qua thfim quyen 
thi Chanh Van ph6ng 1)y ban nhan clan quari nghien thu d xuat, kin nghi vái 
Cry ban nhan dan quan trinh uy ban nhan dan Thanh pho xem xet, giäi quygt 
hoac bo sung va saa doi cho phü hop" 
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