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QUYETDJNH
Ban hanh Quy djnh clnrc nang', nhiem Vl}, quyen han

va co c~u ta clurcciia Van phong HDND va UBND huy~n Vinh Linh

uv BAN NHAN DAN HUY~N ViNH LINH

Can cu Ludt T6 chuc chinh quyen dia phuong ngay 191612015;
Can cir Ludt Ban hanh van ban quy pham phap ludt ngay 221612015;
Can ctr Nghi ainh sd 37120141ND-CP ngay 051512014 cua Chinh Phu quy

dinh t6 chuc cac co' quan chuyen man thuoc Uy ban nhdn dan huyen, qudn, thi
xd, thanh phd thuoc tinh;

Can cu' Cong van sd 3776IUBND-NC ngay 151912016cua UBND tinh Quang
rn v~ viec t6 chuc lai Vanphong UBND cac huyen;

Thea d~ nghi cua Chanh Van phong HDND va UBND huyen tai To trinh sd
2JITTr- VP ngay 121412018,

QUYETDINH:

Di~u 1. Ban hanh kern thea Quyet dinh nay la Quy dinh chirc nang, nhiem \1\1,
quyen han va co c~u t6 chirc cua Van phong HDND va UBND huy~n VInh Linh.

Di~u 2. QuySt dinh nay co hi~u h,rckS tll' ngay 20 thang 4 narn 2018.

QuySt dinh nay thay thS QuySt dinh s6 IS0S12011/QD-UBND ngay
17/2/2011 cua UBND huy~n Vi'nh Linh v~v ban hanh Quy dinh chuc nang,
nhi~rn V\l, quySn h:;mva cO'c~u t6 chuc cua Van phong Uy ban nhan dan huy~n.

Di~u 3. Chanh Van phong HDND va UBND huy~n, Truong phong N(>iV\l
huy~n, Truong phong Tu phap huy~n, Thu truong cac cO'quan co lien quan chiu
trach nhi~rn thi hanh quySt dinh nay ~

No'i nh{in:
- UBND tinh;
- So' NQi vv tinh;
- Nlm DiSu 3;
- TT HDND, UBND hUY~Il;
~Chanh, Pho V}l.ll_phollg,chuyen vjen;
- Lu'u: VT; VP,ltv -- .' -
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UY BAN NHAN DAN
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CONG HOA XA HOI CHU NGHiA VIET NAM. . .
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Chuong I

VI TRI, CHUC NANG, NHI:¢M vu, QUYEN H~N

Di~u 1.Vi tri va clnrc nang

Van phong HQi d6ng nhan dan va Uy ban nhan dan huyen (sau day goi t~t
la Van phong) la bQ may giup viec cua HQi dong nhan dan, Uy ban nhan dan
huyen, thirc hien chirc nang tham muu tong hop cho HQi dong nhan dan va Uy
ban nhan dan huyen vS: Hoat dong quan ly nha mroc cua HQi d6ng nhan dan, Uy
ban nhan dan huyen; tham rmru cho Chu tich Uy ban nhan dan huyen vS chi dao,
diSu hanh .cua Chu tich Uy ban nhan dan huyen; cung c~p thong tin phuc vu
quan ly va hoat dong cua HQi d6ng nhan dan, Uy ban nhan dan huyen va cac co
quan nha mroc a dia phirong; bao dam co sa vat chat, ky thuat cho hoat dong
cua HQi dong nhan dan va Uy ban nhan dan huy~n; tr\fc ti~p quan ly va chi d?o
ho?t dQng cua Ban ti~p cong dan huy~n, BQ ph~n ti~p nh~n va tra k~t qua thea
cO' ch~ mQt clra, mQt cua lien thong; BQph~n kiSm soat thu wc hanh chinh.

Van phong co con d~u va tai khoan rieng t?i Kho b?c Nha nuac; chiu SlJ
chi d?o, quan ly vS t6 chilc, bien chS va cong tac cua Uy ban nhan dan huy~n,
d6ng thai chiu S\f chi d?o, kiSm tra, huang d~n vS chuyen mon, nghi~p V\l cua
Van phong HBND tinh, Van phong UBND tinh.

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

1. Xay dlJng va trinh HBND, UBND huy~n thong qua chuang trinh, kS
ho?ch lam vi~c tu~n, thang, quy, nam cua Thuang tr\fc HBND, UBND huy¢n.
Giup Thucmg tr\fc HBND, UBND huy¢n don d6c, kiSm tra cae phong, ban,
nganh, HBND, UBND cac xa, thi tdn thlJc hi¢n KS ho?ch, chuang trinh cong
tac cua Thuang tr\fc HBND, UBND huy¢n va cac y kiSn kSt lu~n hQi nghi, y
kiSn chi d?o cua Chu tich, Pho Chu tich UBND huy~n, Nghi quySt cua HBND



huyen, Theo doi, don d6c, kiSm tra cong tac phoi hop giira cac phong, ban,
nganh, HDND, UBND xa, thi tran thea quy dinh cua phap luat,

2. Bao dam viec thu thap, cung ccip va xu ly thong tin, tong hop tinh hinh
kinh tS - xa hoi, quoc phong - an ninh bao cao Thuong true HDND, UBND.
Chu~n bi t6t cac bao cao dinh ky (bao cao thahg) phuc vu sir lanh dao, chi dao,
dieu hanh cua Thuong tnrc HDND, UBND huyen thea quy dinh cua phap luat.
Thuc hien chS 'dQ thong tin, bao cao dinh I<y, dQt xucit (duoc giao) cho Van
phong Huyen uy, Van phong HDND tinh, Van phong UBND tinh.

3. Trinh Uy ban nhan dan huyen quy hoach, kS hoach dai han, hang nam, cac
chuang trinh, du an thuoc pham vi quan Iy cua Van phong HDND va UBND huyen,

4. Chu tri so~n thao cac d~ an, d\l' thao van bim thea phan cong cua Lanh
d~o HDND, UBND huy~n; thea d6i, don d6c cac phong, ban chuyen mon, Uy
ban nhan dan ccip xfl so~n thao, chu~n bi cac d~ an duqc phan cong ph\l trach.
Co y kiSn th~m tra dQc I?p d6i vai cac d~ an, d\l' thao van ban cua c.ac phong,
ban chuyen mon, Uy ban nhan dan xfl, thi tr:1n truac khi trinh Lflnh d~o HDND,
UBND huy~n xem xet, thong qua, quYStdinh.

5. Giup Thuemg tr\l'c HQi d6ng nhan dan xay d\l'ng chuang trinh, t6 chuc
ph\lc V\l ky hQp HQi d6ng nhan dan, cUQchQp cua Thuemg tr\l'c HQi d6ng nhan
dan va Ban cua HQi d6ng nhan dan; don d6c ca quan, t6 chuc hfru quan chu~n bi
tai li~u ph\lc V\lky hQp HQi d6ng nhan dan, cUQchQP cua Thuang tr\l'c HQi d6ng
nhan dan, cUQchQpBan cua HQi d6ng'nhan dan;

6. Ph6i hqp HDND, TT HDND, Ban cua HDND va d~i biSu HDND trong
ho~t dQng giam sat, tiSp xuc Cll tri, tiSp cong dan; Iciyy kiSn dong gop vao d\l'
thao van ban quy ph~m phap Iu?t; cong tac b~u ctl-.

7. T6 chuc cong b6, truy~n d~t cac Nghi quySt cua HDND huy~n, cac
QuySt dinh, chi thi cua UBND huy~n, cac van ban quy ph~m phap Iu?t cua ca
quan nha nuac ccip tren co lien quan; giup HDND, UBND huy~n ph6i hqp vai
cac ca quan chuc nang thea d6i, don d6c, kiSm tra, giam sat vi~c th\l'c hi~n cac
v[m bim do t~i cac phong, ban va HDND, UBND xfl, thi trcin.

8. Quan Iy th6ng nhcit vi~c ban hanh van ban cua Thuemg. tr\l'c HDND,
UBND; Quan ly va di~u hanh h~ th6ng m~ng tin hQc nQi bQ, v?n hanh, khai thac
cae ph~n m~m dung chung cua Van phong HDND va UBND tinh; Huang d~n
Van phong xfl, thi trcin v~ chuyen mon, nghi~p V\l hanh chinh, tin hQc hoa quan
ly hanh chinh nha nuac thea quy dinh.



9. Trinh UBND huyen chuang trinh, bien phap t6 chirc thuc hien cai each
thu tuc hanh chinh nha mroc thuoc pham vi cua Van phong HDND va UBND
huyen; thirc hien co hieu qua, dung quy dinh cua phap Iuat v~ cong tac tiep nhan
h6 sa va tra kSt qua thea co che "mot cira", "mot cira lien thong". .

1O.T6 clnrc viec tiSp cong dan dSn khieu nai, t6 cao, kiSn nghi, phan anh tai
Tru sa tiSp cong dan c&phuyen hang ngay; dieu hoa, ph6i hop hoat dong tiSp cong
dan cua Lanh dao HQi d6ng nhan dan, Uy ban nhan dan huyen tiSp cong dan dinh ky
hoac dQtxu&t.Tham muu phan 10~i,xu ly dan khieu nai, t6 cao, kien nghi, phan anh.
Theo doi, don d6c viec giai quYSt dan thu thea quy dinh. Ph6i· hgp v6i Thanh tra
huy~n tham muu giup Chu tichUBND cling c&ptrong vi~c: Thanh tra, kiSm tra vi~c
th\Ic hi~n quy dinh phap Iu?t vS tiSp cong dan, xu ly dan cua cac cO'quan chuyen
mon thuQcUy ban nhan dan huy~n, Uy ban nhan dan c&pxa,

11.·T6 chuc cac phien hQP, bu6i lam vi~c, tiSp khach va cac ho~t d9ng cua
Thuong tr\Ic HDND, UBND, Chu tich, cac Pho Chu tich UBND huy~n; dam
bao cac diSu ki~n hOliltdQng cua ThmIng tf\Ic HDND, UBND, Chu tich, cac Pho
Chu tich UBND huy~n, Ca quan UBND huy~n thong su6t, hi~u qua.

12.Ph6i hQPv6i Van phong Huy~n uy, cac ban Dang, Uy ban ~~VN huy~n
.- :...Il'e"nhe ph6i hCYncong tac gifra ThUOngtr,!c HDND, UBND, Chu t1chUBNDgmmOl ., YI:' VNh "

" ,. H ". uy ThuOng truc Huyen uy, ThuOng 1f\IcUy ban MTIQ uyyn,hUYynvat uYyn, '?' ,:. ,:.. ".'
T' , ~t.." dan" huyen Vien kiem sat huy~n; cac ca quan, to chuc cap hUYyn,cac caoa an llllan .'. .,,,

;< h' ? Tinh Trung Hang dong tren d1aban huyyn.quan to c liCcua. . .. ' ... . . '
' G'?' uy~t khi~u' nai, t6 cao, th\Tc hi~n cong tac phong, chong tha~n
13. _ lal ~ ham ~i. uan ly cua Van phong HDND va UEND huyyn

nhfmg, lang phI trong P '" ,qh" " ? Chu tich HDND UBND huy~n .
. dinh eua phap lu~t va p an cong cua. ,

theo quy . , , b" "ng chuc
d Y hoach kS hoach dao t~o, boi duong can Q, co14. Xay \Tng qu .' .

cua co quan. ,. ? t" hinh
? ", b'" hS can bo cong chuc va tal san, al c ,

15. QWlnly to chuc, ~Qmay, "len?c '_ ," HDND va UBND huy~n thea
.:... 6 vat chat, ky thu~t cua Van phong ,,"

trang thiet b!, co S '. " :.. ? l' ?a Uy ban nhan dan huyyn.
dinh cua phap lu~t va phan cap quan y cu

quy . , '
~ • ;< 't thu tue hanh chmh. ___ _

16. Ve klem soa _~ .. .._.,.,-c.7.-.-:-' ....-j~-;-:;-.-·.·-·0--a't--'-t'hlriuc'lianhchinh thea
--'-"-'.- ·T·--·--' -; -'. h'" nhlem vu K,lems .-afT6"-chuc trien khm th\rC, lyn ,,' , . dan cua ca quan c~p tren va thea

• ? b nhfm dfm cap hUYyn,huang
chi d~o eua Uy an ~.;. 't thu tuc hanh chinh;

dinh cua phap lu~t ve klem soa .quy ..

--



. b h" dan eaJ.phuyen chi dao, t6 chirc thuc hien., Uy an n an . ;!_ • J. hi
b) Tham muu giup . hie tre dia ban huyen de kien ng 1,

, 't danh gia thu tuc hanh ehinh thirc ten ren . .
rasoa, '. b"b-'b"
d~.xu~t viec sua d6i, bo sung, huy 0, at 0, , " khai thi tue

. ." ." "t ong al u- "dJ. kiem tra viec thuc hien mem ye e "
c) Huang dan, don oe, ie J. .'. . . . ~t thu tue hanh ehinh va tiep

, , , t' h hinh ket qua glal quy. "
hanh chinh, bao eao In.J. '. ~ dinh hanh ehinh cua co quan ehuyen
nhan xu ly phan anh, kien ngh] v~ quy 1

. , " " - "
mon e~p huyen, Uy ban nhan dan cap xa. " .

hi " , nhiem vu khac do Hoi dang nhan dan huyen, Uy ban17. Thuc ten cae .' .
nhan dan huyen giao.

Chirong II

CO cAu' TO CHUC, BQ MAy VA BIEN CHE

'.

Di~u 3. CO'c~u tA chirc

1. Lanh d~o Van phong

Gam co Chanh Van phong va khong qua 03 Pho Chanh Van phong. Chanh
Van phong, Pho Chanh Van phong do Chu tieh UB~ huy~n b6 nhi~m, mi~n
nhi~m thea quy dinh eua phap lu~t.

Chanh Van phong HDND va UBND huy~n la eong ehtre Hinhd?o, dUng d~u
Van phong, phl,l traeh chung eong tae eua Van phong, ehiu traeh nhi~m truae H9i
dang nhan dan, Uy ban nhan dan va truae phap lu~t v~ toan b9 ho?t'd9ng eua Van
phong; la ehu tai khoan co quan Van phong HDND va UBND huy~n.

Cae Pho Chcl_nhVan phong duge Chanh Van phong phan eong thea d5i
tung kh6i eong' vi~e va ehiu traeh nhi~m truae Chanh Van phong, truae phap
lu~t v~ cae lInh v\fe eong vi~e duge phan eong ph\} tnieh.

2. Ban ti~p cong dan huy~n

, Tru&ng ban la Pho C:hanh Van phong kiem nhi~m va eong ehtre ehuyen
traeh tham mUll lInh v\fe tiep eong dan va xu ly dan thu.

3. B{)ph~n tham mUll tAng hQ'p

Cae ehuye~ vien thea d5i tren cae lInh vue kinh tS van hoa x- h'" .
;. h' "'. ", .a 91, an nmh

guoe pong, n91 vl,l,ngo~llVl,l,bien giai, eong tae dan toe ton giao tJ. h' h'"
-" , J. • , , 0 c UC 01,m?t tr?n, doan the thea S\fphan eong eua Chanh Van phong. .

4. B{)ph~n hanh chinh, quan trj

a. B9 ph?n guan tr! m?ng va th\fe hi~n he th6ng guan ly' thea tieu h ;:
ISO 9001:2008. . e uan



b. B<)phan tiep nhan va tra kSt qua ve thu tuc hanh chinh.

c. B<)phan van thu, Iu~ tnr.

d. B<)phan quan tri, tai vu.

e. B<)phan kiem soat thu tuc hanh chinh

f. B.<)phan phuc vu: dien may, IS tan, lai xe.

Di~u 4. Bien eh~ ella Van phong H{)i dBng nhan dan, Dy ban nhan
dan huyen

Bien chS hanh chinh cua Van phong H<)idong nhan dan va Uy ban nhan
da~ huyen do Chu tich Uy ban nhan dan huyen quyet dinh trong tong s6 bien
che hanh chinh cua huyen duoc Uy ban nhan dan tinh giao.

Viec tuyen dung cong clnrc thuc hien thea quy dinh cua phap lu~t hien hanh.

Chuong III

DIEU KHoAN THI HANH

Di~u 5. Di~u khoan thi hanh

Chanh Van phong Hoi dong nhan dan va Uy ban nhan dan huyen co trach
nhiem t6 clnrc thuc hien dfrydu cac chilc nang, nhi~m V\l duQ'c9uy dinh tren day.

Trong qua trinh thvc hi~n, nSu co v~n d~ gi chua phil hQ'pho~c co v~n de
mai phat sinh, Chanh Van phong H<)id6ng nhan dan va Uy ban nhan dan huy~n
co trach nhi~m d~ nghi Uy ban nhan dan huy~n sua d6i, b6 sung cho phil hgp

vai thvc tS va quy dinh cua phap lu~t~
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