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UY BAN NHAN DAN  CONG HOA XA HOI CHU NGHIA VIET NAM

THI XA THUAN AN Doc lap - Tu do - Hanh phuc
S6: 07/2015/QD-UBND Thudn An, ngay 02 thang 12 nam 2015
QUYET DPINH

Ban hanh Quy dinh vé chirc niing, nhiém vu, quyén han va té chirc bd may cia
Van phong Hoi dong nhan dan - Uy ban nhan dan thi xa Thuin An

UY BAN NHAN DAN THI XA

Cin ctr Luat T6 chic Hoi dong nhan dan va Uy ban nhan dan ngay 26 thang 11
nam 2003;

Can ctr Luat Ban hanh van ban quy pham phap luit ctia Hoi dong nhan dan va
Uy ban nhan dan ngay 03 thang 12 nam 2004;

Cin ctr Nghi dinh s6 37/2014/ND-CP ngay 05 thang 5 nim 2014 caa Chinh phu
quy dinh t6 chirc cac co quan chuyén mén thuéc Uy ban nhan dan huyén, quan, thi x4,
thanh phd thudc tinh;

Xét dé nghi ctia Truong phong Noi vu va Chanh Van phong Hoi dong nhan dan
- Uy ban nhan dan thi x4,

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy dinh chuc nang, nhi¢m vu,
quyén han, co cdu t6 chirc va hoat dong ctia Vin phong Hoi dong nhan dan - Uy ban
nhan dan thi xa Thuan An.

Piéu 2. Quyét dinh nay thay thé Quyét dinh sé 03/2009/QD-UBND ngay 26
thang 6 nam 2009 cua Uy ban nhan dan huyén (nay la thi xa) Thuan An.

Piéu 3. Chanh Vin phong Hoi dong nhan dan - Uy ban nhan dan thi x3,
Trudéng Phong Noi vy, Trudng Phong Tu phap, Thu trudng cac co quan, don vi va céac
ca nhan co6 lién quan; Chu tich Uy ban nhan dan cac xa, phuong chiu trach nhiém thi
hanh Quyét dinh nay.

Quyét dinh nay c6 hiéu luc sau 07 ngay ké tir ngay ky./.
TM. UY BAN NHAN DAN

CHU TICH
Pa ky: Nguyén Van Chau
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UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
THI XA THUAN AN Doc 1ap - Tu do - Hanh phuc

QUY DINH
Chirc ning, nhiém vu, quyén han, co ciu to chirc va hoat dong
cua Van phong HDND-UBND thi xa Thuin An
(Ban hanh kém theo Quyét dinh s6 07/2015/0P-UBND ngay 02/12/2015
cua Uy ban nhan dan thi xa Thuan An)

Chuong I
QUY DINH CHUNG

Diéu 1. Vi tri, chirc ning

1. Van phong HDND-UBND thi x4 ¢ tu cach phap nhédn, c6 con ddu va tai
khoan riéng; chiu su chi dao, quan ly vé td chirc, bién ché va cong tac cua UBND thi
Xa, déng thoi chiu sy chi dao, kiém tra, huéng dan vé chuyén mon nghiép vu cia Van
phong HDND va Van phong UBND tinh.

2. Van phong HDND-UBND thi xa l1a co quan chuyén mén thugc UBND thi x3;
c¢6 chtrc ning tham muu tong hop cho HDND va UBND vé: Hoat dong cia HDND,
UBND; tham muu cho Chu tich UBND vé chi dao, diéu hanh cia Chu tich UBND;
cung cap thong tin phuc vu quan 1y va hoat dong cia HDND, UBND va cic co quan
nha nudc ¢ dia phuong; bdo dam co so vat chit, ky thuat cho hoat dong cua HDND va
UBND; truc tiép quan 1y va chi dao hoat dong cua B phan tiép nhan va tra két qua
theo co ché mot cira, mot cira lién thong, hu’ong dan, tlep nhan ho so cia ca nhan, to
chtic trén tat ca cac linh vuc thudc thim quyén giai quyet cua UBND, chuyen hd so
dén cac co quan chuyén mon thuéc UBND thi xa giai quyét va nhan két qua dé tra cho
c4 nhan, to chirc. Tham muu, gitp UBND thi xi thuc hién chirc ning quéan 1y nha
nude vé cong tac dan toc.

Chwong IT
NHIEM VU, QUYEN HAN

Piéu 2. Nhiém vu ctia Van phong HDND — UBND thij x3 trong cong tac tham
muu, phuc vu hoat ddng HDND, Thuong truc HPDND thi xa.

1. Tham muu, xay dung, trinh Thudng truc HDND thi xa chuong trinh 1am viéc,
ké hoach cong tac hang thang, hang quy, 6 thang va hang nam ctia HDND thi xa.

2. Tham muu, phuc vu Thuong truc HDND diéu hanh cong viéc chung cua
HDND thi xi; diéu hoa, phéi hop hoat dong vé1 cac Ban HDND thi xa; bdo dam viéc
thuc hién hoat dong theo quy ché cia HDND, Thuong truc HDND, cdc Ban HDND;
va gitr mbi lién hé gitra Thuong truc HDND, cac Ban HPND véi cac To dai biéu, dai
biéu HDND thi x3 va Thudng truc HDND x4, phuong.



CONG BAO/S6 17+18/Ngay 21-01-2016 05

3. Gitip Thuong truc HDND thi x3 x4y dung ndi dung, chuong trinh, t6 chirc
phuc vu ky hop HDND thi xa, cudc hop Thuong truc HDND, cdc Ban HDND thi xa;
don dbc céc co quan htru quan chun bij tai liéu phuc vu ky hop HDND, cudc hop ctua
Thuong truc HDND, cac Ban HDND thi xa; xay dung bdo cdo cong tac; hoan thién
nghi quyét HDND tai cac ky hop.

4. Phyc vu HDND, Thudng truc HDND va dai biéu HDND thi x3 trong cong
tac tiép xuc cir tri, giam sat; tiép cong dan, tiép nhan, xir Iy va theo ddi don thu khiéu
nai, to cdo cua cong dan.

5. Phuc vu Thuong truc HDND thi xa trong cong tac bau ct Dai biéu Quéc hoi,
dai biéu HDND cac cap; t6 chuc 1dy ¥ kién dong gop vao cac du an Luat, Phap 1énh va
cac van ban khac theo yéu ciu ciia Thuong triec HDND thi xa.

6. Gitip Thuong truc HDND 1ap du toan kinh phi hoat dong hang nam, t6 chirc
thuc hién va quan 1y kinh phi hoat dong cia HDND thi x3; phuc vu Thudng truc
HDND thi x4 thyc hién ché do, chinh sach dbi véi dai biéu HDND thj x4.

Piéu 3. Nhiém vu cta Vin phong HDND-UBND thi xi trong cong tac tham
muu giup UBND thi xa.

1. Tham muu, xay dung, trinh UBND thi xa chuong trinh lam viéc, ké hoach
cong tac hang thang, hang quy, 6 thang va hang nam cua UBND thj xa.

2. Gitip UBND thi x4 don déc, kiém tra cac phong, ban va UBND céc x4 -
phudng trong viéc thyc hién chuong trinh, ké hoach cong tic cia UBND, cac quyét
dinh va chi dao cuia UBND va Chu tich UBND thj x4; theo ddi, d6n ddc, kiém tra cong
tac phdi hop giita cac phong, ban va UBND cac x4, phudng theo quy dinh cta phap
luat.

3. Thu théap, xu 1y thong tin, tong hop, chuan bi cic bao céo phuc vu su lanh
dao, chi dao, diéu hanh cia UBND va Chu tich UBND thi xa theo quy dinh cta phap
luat. Thuc hién thong tin bao cao dinh ky, dot xuét dugc UBND va Chu tich UBND
thi xa giao theo quy dinh cua phap luét.

4. Gitip UBND va Chu tich UBND thj x3 giir mdi quan hé phéi hop cong tac voi
Thi ty, Thuong truc Thi ty, Thuong truc HDND, Uy ban MTTQ Viét Nam thi x3 va
cac to chitc doan thé, cac Pai biéu HDND tinh ung cu trén dia ban thi xa va céc co
quan, t6 chirc ctia Trung uong, cua tinh dong chén trén dia ban thi xa.

5. Tham muu UBND thi xi cong tac to chirc hoat dong Ban tiép cong dan thi
xd; giai quyét khiéu nai, to céo, thuc hién cong tac phong, chdng tham nhiing, ling phi
trong pham vi quan 1y cia van phong HDND-UBND thi x3 theo quy dinh ctia phap
luat va phan cong cta Chu tich UBND thi xa.
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6. Truc tiép quan ly va chi dao hoat dong cia BO phan tiép nhan va tra két qua
theo co ché mot ctra, mot cira lién thong; hudng dan tiép nhan ho so cua ca nhén, to
chue trén tat ca cac linh vyuc thudc tham quyén giai quyét cia UBND thi x4, chuyén hd
s0 dén cac co quan chuyén mon thuoc UBND thi xi giai quyét va nhan két qua dé tra
cho c4 nhan, t6 chire.

7. Tham muu gitip UBND thi xi quan 1y nha nudc vé cong tic din tdc va ngoai
vu trén dia ban thi xa theo cac quy dinh cua phép luat.

8. T chirc cac phién hop, lam viéc, tiép khéach va cac hoat dong cia UBND
nhan dan va Chu tich UBND thi xa.

9. Trinh UBND thi x3 chwong trinh, bién phap t6 chirc thyc hién cong tac cai
cach hanh chinh thudc pham vi cia Van phong HDND-UBND thi xa.

10. Quan ly td chirc bod may, bién ché, can bo, cong churc, vién chuc va tai san,
trang thiét bi, co s& vat chat ky thuat dugc giao theo quy dinh cta phap lut va phan
cap quan 1y caa UBND thi x4.

Dieu 4. Cac nhiém vu khac

1. Tham muu quan 1y thdng nhat viéc ban hanh vin ban cia HDND, Thuong
truc HDND, cac Ban HDND, UBND, Chu tich UBND thi x3a; cong tac soan thao van
ban hanh chinh; cong tac van thu — luu trit cia Van phong HDND-UBND thi xa.

2. Pam bao céc diéu kién co sé vat chit cho hoat dong cia HDND, Thuong truc
HBND, cac Ban HDND, UBND, Chu tich UBND va cac Pho Chu tich HDND thi xa
theo quy dinh.

3. Thyc hién cic nhiém vu khac do Hoi dong nhan dan, Thuong truc HDND,
UBND va Chu tich UBND thi xa giao.

Piéu 5. Quyén han

1. Huéng dan, don déc, kiém tra cac phong, ban va UBND céac xi, phuong
trong viéc thuc hién chuong trinh, ké hoach cong tac cua UBND, cac quyét dinh va chi
dao cua UBND, cua Chu tich UBND thj x4; theo ddi dén déc, kiém tra cong tac phéi
hop gitra cac phong, ban va UBND céac xa, phuong.

2.Coy kién tham tra doc lap ddi vai ndi dung, thé thuc cac dé an, chuong trinh,
ké hoach, du théao vin ban cua céc co quan, nganh, UBND cac xa, phuong trudc khi
trinh UBND, Chu tich UBND thi xa xem xét, quyét dinh.

3. Puogc dé nghi hay quyét dinh theo thim quyén cac ché do, chinh sach dbi véi
cong chirc cua Van phong theo quy dinh cia phap luét.
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Chuong 111
TO CHUC VA HOAT PONG

Pieu 6. To chirc, b§ may va bién che

Vin phong HDND-UBND thi xa c6 Chanh Vian phong va tir 1 dén 3 Pho Chéanh
Vian phong. Chtrc vu Chanh Van phong va Pho Chanh Van phong do Chua tich UBND
thi x4 bd nhiém, mién nhiém theo quy dinh cua phap luat.

Bién ché cua Vin phong thudc bién ché hanh chinh Nha nuéc cua thi xi, do
Chu tich UBND thi x4 quyét dinh phan bd. Cong chtic, vién chirc ctia Van phong dugc
tuyén dung, bd tri theo cac quy dinh hién hanh.

Co ciu t6 chirc, viée phan cong nhiém vu cu thé cho cong churc, vién chac va
ban hanh quy ché 1am viéc ctia Van phong do Chanh Vin phong quyét dinh.

Piéu 7. Ché d6 1am viéc va trach nhiém ciia Chanh Vin phong

Vin phong 1am viéc theo ché @6 thu truéng va theo chuong trinh ké hoach cong
tac hang nam dugc UBND thi xa phé duyét va theo chirc nang, nhiém vy, quyén han
duoc néu tai quy dinh nay.

Chanh Van phong la nguoi ding dau, chiu trach nhiém truéc HDND, Thuong
truc HDND, UBND, Chu tich UBND thi xi vé thuc hién chirc nang, nhiém vu cua
Vin phong va truée phap luat vé toan bo hoat dong ctia Vin phong. Thira iy quyén
ctia Chu tich UBND, cac Pho Chu tich UBND thi xi chuyén cac van ban thudc tham
quyén giai quyét cia UBND thi x4 trén Phin mém Quén 1y vin ban va hd so cong viéc
thi x4 Thuan An cho cac phong, ban va UBND x4, phuong dé tham muu, xur 1y theo
chtrc nang, nhiém vu duoc quy dinh.

Ph6 Chanh Van phong gitip Chanh Van phong va dugc Chanh Van phong phan
cong theo ddi timg khdi cong viéc va chiu trach nhiém truéc Chanh Vian phong, trude
phap luat vé céc linh vuc cong viée dugce phan cong phu trach.

Chuong IV
CAC MOI QUAN HE CONG TAC

Piéu 8. Vin phong HPND-UBND thi x4 c6 moi quan hé cong tac véi cac
nganh, cic co quan, cac cip

Vé6i Van phong Poan PBQH-HDPND tinh: Gitr mdi quan hé phdi hop cong tac
phuc vu cho hoat dong cta Hoi dé)ng nhan dan thi x3, Pai biéu HDND tinh va Pai
biéu Quéc hoi ing ctr trén dia ban thi xa hoat dong c6 hi€u qua.

V6i vin phong Uy ban nhan dan tinh: Van phong HDPND-UBND thi x4 chiu su
hudng dan, kiém tra vé chuyén mén, nghiép vu ctia Vian phong UBND tinh.
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Vi thuong truc HDND thi xa va UBND thi xa: Van phong HDND —UBND thi
xa chiu su chi dao va quan 1y truc tiép vé to chirc, bién ché va cong tac cua Thudng
truc HDND, UBND thi xa.

V6i cac Ban ctia HDND thi xa: C6 mbi quan hé phdi hop chit ché trong viéc
chuan bi ndi dung cac ky hop, hoi nghi chuyén dé cia HDND thi x4, Thudng truc
HDND thi xa.

Véi Van phong Thi uy: C6 mbi quan hé phdi hop chit ché trong xdy dung va to
chtrc thuc hién chuong trinh, ké hoach cong tac cua Thi uy, Thuong truc HDND va
UBND thi xa.

V6i cac phong, ban va UBND cac x4, phuong: C6 mdi quan hé phdi hop chit
chd dé thuc hién chuong trinh ké hoach cong tac cuia HDND, UBND thi xa. Trong
pham vi chirc ning nhiém vu dugc phan cong, Van phong dugc yéu cau cac Phong,
ban, UBND céc xa, phuong bao cao tinh hinh va cac van dé c6 lién quan bang vin ban
hodc trao d6i truc tiép dé phuc vu cho yéu cau cong tac cua HDND, UBND thi xa.

Vin phong va cac phong, ban, UBND céc x4 — phuong 1am viéc trén tinh than
hop tac va tén trong 1an nhau. Trong trudng hop c6 nhitng van dé chua thong nhét thi
cac bén bao cao xin ¥ kién chi dao giai quyét cia UBND thj xa.

Chuong V
PIEU KHOAN THI HANH

Piéu 9. Chanh Vin phong co trach nhiém t6 chuc thyc hién quy dinh nay va
ban hanh Quy ché 1am viéc ctia Vin phong HDND — UBND thi xa dé thuc hién tdt
nhiém vu dugc giao

Piéu 10. Trong qua trinh to chirc thyc hién néu co sira d6i, b sung do Chanh
Vin phong HDND-UBND thi x4 va Truéng phong No6i vu thi xa thong nhét trinh
UBND thi x4 xem xét, quyét dinh./.

TM. UY BAN NHAN DAN
CHU TICH
Pa ky: Nguyén Van Chau
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