
UY BAN NHAN DAN LONG HOA XA-. HOI CHU NGHIA VIET NAM 
HUYEN HIEP HOA 	 D(Ic lap - Tkr do - 11#nh phtic  

0/20 1 6/QD-UBND 	Hip Hoa, ngay/Wythang,a,nam 2016 

QUYET DINH 
Ban hanh Quy dinh chtic 'fang, nhiem vu, quyen hp, co. cAu to &tic 

A. va mot quan he ding tac ciia Van phong HDND va UBND huy0 Hiep Hoa 

UY BAN NHAN DAN HUYEN MEP HOA 

Can cit. Lu(it to chic chinh quy"dn clia phuong nam 2015; 

Can cit. Ludt Tiep cong dan ;lam 2013; 

Can ar LuOt ban hanh van ban quy phgm ph ap luat nam 2015; 

Can dr Nghi clinh so 64/2014/ND-CP ngay 26/6/2014 quy dinh chi tat thi 
hanh mot so cli'‘eu cila Ludt tiep' cong dan; Nghi dinh so 37/2014/ND-CP ngay 
05/5/2014 cita Chinh phu ve quy clinh to chic cac co. quan chuyen mon th4c UBND 
huyO'n, qudn, thi xa, thanh pho thuek tinh; 

Can ci Th6ng tu. Lien tich so 07/2014/TTLT-UBDT-BNV ngay 22/12/2014 
cita 	b.6 Oy ban Dan tOc va Bo NOi vy ve huong dan chic nang, nhiOn vu, 
quyen hgn va co. cau to chic dux co. quan chuyen mon ye cong tac dein t6c thuOc 
UBND cap tinh, cap huyO'n; 

Can cir Thong tu. Lien tich so 02/2015/TTLT-BNG-BNV ngay 28/9/2015 
clia B6 Ngogi giao BO NO'i vu v‘e hwang danchic nang, nhiem vy, qulen hgn 
va co. Mu to chic cila Ngogi vy thuOc UBND cap tinh, thanh phoi truc thu6c 
Trung u.ang; 

Can ci Quyit clinh so 26/2013/QD-UBND ngay 23/01/2013 c eta UBND 
tinh Beic Giang ve viec ban hanh quy dinh -11‘e phcin cap quan ly to chic b0 may, 
Bien the va can b0 cong chic, vien chic Nha nurk tinh Bac Giang. 

Theo cfd nghi clia Tru.ong phong Noi vy hu.qn tai TO. trinh so 21/TTr-
NV ngay 29/11/2016, 

QUYET 

Dieu 1. Ban hanh kern theo Quy6t dinh nay Quy dinh chirc nang, nhi@n 
quyen hp, ca cAu to chirc va m6i quan he cong tac cila Van phong FIDND va 
UBND huyin Hiep Hem.. 



Dieu 2. Quy6t dinh nay có hieu ltrc thi hanh sau 7 ngay, ke tix ngay 1ky va 
thay th6 Quye't dinh se; 791/2010/QD-UBND ngay 24/3/2010 dm UBND huy'n 
ve vi& ban hanh quy dinh chirc nang, nhi@-n vu, quy'an hp cila Van phong 
HDND & UBND huy'n Hiep Hem. 

Dieu 3. Thu tru&ng cac ca quan: Van phong HDND va UBND huyn, cac co 
quan, don vi có lien quan, UBND cac xa, thi trAn can c* Quye't dinh thi hanh./. 

Nei nhtp: 
- TT HU, TT HDND huyen (B/c); 
- Cong an, BCH Quart str huyen; 
- TAND, VKSND huyen; 
- Ltru: VT. 
Ban din 
- UBND tinh Bac Giang; 
- Soy Ttr phap tinh Bac Giang; 
- Van phong HDND tinh; 
- Van phong UBND tinh; 
- Nhtr Dieu 3; 
- Chu tich, Cac PCT UBND huyen; 
- Van phong HU; 
- MTTQ va cac down the nhan dan huyen; 
- LDVP, cac chuyen vien. 

TM. UY BAN NHAN DAN 
CHU TICH 
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UY BAN NHAN DAN LONG HOA XA HOI CHU NGHIA VIET NAM 
HUYEN HIEP HOA 	 DOc lap - Tty do - Hanh phuc  

QUY DINH 
Chtic 'tang, nhiem vu, quyen 4n, co' cAu to chtic 

va mai quan he cong tic cua Van phong HDND va UBND huyen 
( Ban hanh kern theo Quyet clinh so 072016/QD-UBND ngay -i.2Jthcing 12 nani 

2016 do UBND huy011-1i4) lloa ) 

Dieu 1. Vi tri va clinic 'tang 

1. Van phong HDND va UBND huyn la co quan trgc thu(5c UBND 
huyn, có ch-Crc nang tham mtru, tong h9p phuc vu lanh ciao, chi dp dif u hanh 
ding tac cua HDND, UBND, Thuatng trgc HDND, Chu tich, cac Pho chu tich 
UBND hu3*1; cung cap thong tin phuc vu quan ly va hog citing cua HDND, 
UBND huyn va cac co quan nha nuac dia phuong; dam bao co so.  vat chat, 
icy thuld.t cho hog citing cua HDND, UBND huy1-1, Chu tich, cac Pho Chu tich 
HDND; Chu tich, cac Pho Chu tich UBND hu)*1. 

Tham muu UBND huyn thirc h*1 chirc nang quan ly Nha nuac va cong 
tac dan tick; 

Truc tiep quan ly va chi ciao hog dOng cua BO ph4n tiep nhan \Ta tra,k6t 
qua theo co the mot cua, mot dm lien thong huyn, huong dan, tiep nh4n ho so 
cua ca nhan, to chirc tren tat ca cac linh vgc thuOc tham quyen giai quyet cua 
UBND hu3*-1, chuyen ho so' d6n cac co quan chuyen mon thuo;c UBND huyn 
giai quyet va nh4n kk qua d6 tra cho ca nhan, to chirc; 

Trgc tiep quan ly va chi ciao hog Ong dm Ban Tiep cong dan; huong 
dan, tiep nhan cac feu cau, ki6n nghi, phan anh, cac tranh chap, khieu nqi, to cao 
cua cong dan; la dau m61 tiep nh4n, phan loaf, de xuat xix ly buac dau don tranh 
chap, IchiL n4i, to cao, phan anh, kien nghi va chuy6n giao vu 	d6n co quan 
có lien quan de tham tra, xac minh, ket 10n,,xir 	quyet theo thamquyen 
ho4c bao cao, kiL nghi ngued,  có thAm quyen xem xet, 	quyet; chiu trach 

tra, theo 	don doc ti6n ci0 giai quy& cua cac co quan tham muu. 
2. Van phong HDND va UBND huyn có to cach phap nhan, có con &Au 

va tai khoan rieng; chiu sir chi ciao, quan 13',  ye to chirc, vi tri vi& lam, co cAu 
ngqch cong chirc, bien the cong chirc, vien chirc \Ta cong tac cua UBND huyn; 
chiu su chi dg.o, huOng dan, kiem tra ve chuyen mon, nghip vu cua Van phong 
HDND tinh, Van phong UBND tinh. 

Dieu 2. Nhi'm vu va quytn h#n 
Van phong HDND ,& UBND huyn thuc 	cac 	vu, quyen han 

quy dinh 	Nghi dinh so 37/2014/ND-CP ngdy 05/5/2014 cua Chinh 
quy dinh,  to chic cac co quan chuyen mon thuOc UBND huy41, qu4n, thi xa, 
thanh pho thuOc tinh, cu the: 



1. Giiap HDND, U3ND huyn, Chu tich, cac PhO Chia tich , 	Chu 
tich, the Pho chu tich UBND 	xay dung cac chtrang trinh, ke h ch cong 
tac; to chirc theo doi, don d6c,cac co quan, don vi lien quan, UBND c c xa, thi 
tran thuc hie:n chtrang trinh, ke hoach do. 

Chun bi bao cao NT• hoat dOng cua HDND, UBND, Chu tich, cac Pho 
Chu tich HDND va Chu tich UBND huy@i; thuc hien soan thao cac D an, bao 
cao do Chil tich, cac Pho Chu tich HDND va UBND huyn truc ti6p g ao; phOi 
hop voi cac co quan, don vi co lien quan chuAn bi cac Du an, De an, do cao, 
To trinh, du thao cac van quy pham phap 1u4t trinh HDND, UBND eo quy 
dinh cua phap 1u4t. 

2. Theo doi, don d6c cac co quan, don vi lien quan, UBND cac xa thi trAn 
trong vi& chuan bi bao cao, de an; tham gia y ki6n \Ted cac co quan, don vi khac 
ve not dung, the thirc trong qua trinh sop thao cac bao cap, de an do. 

Dtro.c yeu cAu cac co quan, don vi, HDND, UBND cac xa, thi tra va cac 
to chuc lien quan cung cap tai 	va van ban lien quan hoc t am du 
cac cuOc hop, lam vi& de nam tinh hinh phuc vu cong tac chi ciao, dieu h nh cua 
HDND, UBND, Chu tich, cac PhO Chti tich HDND; Chu tich, cac Pho u tich 
UBND huyn. 

Phi hop voi cac ca quan, don vi lien quan tham tra lan cuo'i ve 
dung, the thirc cac bao cao, de an do cac co quan, don vi lien quan, UB 

thi trAn chuAn bi trinh cap có thAm quy&I quyet dinh. Trong throng 
bao cao, de an chua dam bao yeu,cau ye not dung, the thirc theo quy dirli  
phong HDND & UBND huyn de nghi cac co quan, don vi chu tri sira 
sung hoar' chinh them, n6u de nghi do khong dtroc co quan, don vi chu t 
tri thi Van phong HDND va UBND huyn bao cap Chu tich, cac Pho Cl  
HDND, Chu tich, cac Pho Chu tich UBND huyn xem xet, quy6t dinh. 
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3. Dtroc uy quy'en cua Chu tich, cac Pho Chu tich HDND; Chil tic 
Phochil tich UBND huyn to chirc cong viec, cong b6, truy& dat cac 
quyet, Quyet dinh, Chi thi va cong tac chi dap, dieu hanh timg linh vgc 
doi ved cac co quan, don vi lien quan, HDND, UBND cac 	thi tra'n; the 
danh gia vi& thuc 	cac Nghi quyet, Quyet dinh, Chi thi do; bao cao 
kien nghi \Teri Chu tich, cac Pho Chu tich HDND, UBND huyn cac b*-1 
can thiet nham dam bao thuc hi"0 CO h*1 qua cac Nghi quye't, Quy6t dinh  
thi &la ThtrOng truc HDND va UBND huyn. 

4. Nghien dru va de xudt 	Chti tich, cac Pho Chti tich HDND, 
tich, cac Pho Chu tich UBND huyn nhang van de lien quan d6n vi& van 
chu truong, chinh sach cua Dang, phap lulat cua nha ntro.c vao tinh hinh th 
cila dia phtrcmg, nham dam bao thuc hie -1 có hien qua cac chit truong, chinh 
do; de xuat xir 13'T cac cong vi& thtrong xuyen thuc tham quyen cua Chu 
cac PhO Chti tich HDND va UBND huye;n. 
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5. To chirc phtic cac k h9p HDND, phien h9p UBND huy'n; to chirc 
cac buiii lam vii& cua Chia tich, cac Pho Chu tich HDND; Chu tich, cac Pho Chu 
tich UBND huyn yen cac nganh, doan the, cac doanh ngh4, UBND cac xa, thi 
tran, cac co.  quan Trung ucmg, tinh &rig teen dia ban, cac doan khach nuo.c 
ngoai, cac tinh, huyn ban den dia phuang theo quy the cua HDND, UBND 
huy@i. Khi dugc fly quy&I lanh dao Van phong HDND va UBND huyn dugc 
tiep va lam vi'& true tiep 	cac doan khach den quan h cong tac 

Bien -CO va quan 171.16 soy, Bien ban cac kST h9p HDND, phien hop UBND 
huy@.1, cac buoi lam v* cua Chu tich, cac Pho Chu tich HDND, UBND huyn 
theo quy dinh. 

6. Quan 1T th6ng nhAt v* ban hanh cac van ban dm HDND, UBND 
huy@.1, Chu tich, cac Pho Chu tich HDND; Chu tich, cac PCT UBND huyn, 
tham dinh fan cu6i v&' mat n'cii dung, th6 thirc doi 	cac van ban du did° do cac 
co. quan, don vi lien quan trinh Chu tich, cac Pho Chu tich HDND; Chu tich, cac 
Pho Chu tich UBND huyn Ic3', ban hanh. 

Phi h9p vOi phong Tu phap theo doi, ki6'm tra cac co.  quan, don vi thuOc 
UBND huyn va UBND cac xa, thi tan trong vi& ban hanh cac van ban quail ly 
nha nuOc, neu phat hin van ban dm cac co.  quan nay co sai sot hoac trai phap 
10t, trai cac quy dinh cua HDND, UBND huyn thi kien nghi dinh chi viic thyc 

sira doi, b8 sung hoac bai bo theo trinh to va tham quyen. Trong tnxemg 
hop cac ca quan, don vi do khong chap thu4n thi Van pilot-1g HDND va UBND 
huyn bao cao Chu tich HDND, UBND huyn xem xet, giai quy6t. 

7. Giup UBND huyn true tip quan ly, chi dao hoat dOng cua bt) p14n 
tiep n11411 va tra ket qua huyn dam bao theo quy dinh. 

8. Giup UBND huyn, Chit tich UBND huyn truc tiep quan ly, dieu hanh 
hoat dOng cila Ban Tiep cong dan huyn, to chirc tiep cong dan thueng xuyen tai tru 
so.  Tie') cong dan dm huyn theo dung quy dinh cua Lu4t tiep cong dan; phoi h9p 

Thanh tra hu3*-1va cac co.  quan lien quan to chirc ding tac tiep dan dinh kS/. 

9. Giup UBND huyn thuc hien quan VT nha nu& -‘7&' cong tac dan tOc. 

10. Giup UBND huyn thvc hi0 guar' 13'T nha nu& ve cong tac doi ngoai. 

11. GiUp UBND huyn quail 13'T va duy tri boat dOng trang thong tin din 
tir cua huy0. 

12. Xay chmg, ban hanh cac van ban thuOc thAm quyen dm Van phong 
HDND & UBND huyn theo quy dinh cua phap 14t. 

13. Giup HDND, UBND huyn to chirc duy tri rrkii quan he cong tac 
thueing xuyen giixa HDND, UBND huyn vOi Uy ban MTTQ va cac doan the 
nhan dan, Tod an nhan dan, V*1 kiem soat nhan dan huyn theo quy the cua 
HDND va UBND huy0. 
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14. T6 chirc tong k6t, huang dan, ki'eArn tra chuyen mon, ngh p vu ve 
cong tac van phong doi 	cac co quan, don vi thuOc UBND huy va Van 
phong UBND cac xa, thi tran. 

15. Bao dam cac di'eu k*-1 vat chdt, k-y thu4t cho hoqt dicing dm hu tich, 
Cac PHI Chu tich HDND; Chu tich, cac Pho Chu tich UBND huyn. 

16. Quail 13'76' eh& b.z) may, Bien ch6; thvc hien ch6 d() tien hr • g va cac 
ch6 dO, chinh sach dai nge?, khen thuong, kST lust; dao t4o, b6i throng v chuyen 
mon, nghip vu doi voi can b0, cong chirc, vien chirc va nguoi lao dc) g thuOc 
Van phong HDND va UBND huyn. 

17. Quan 13'T tai chinh, tai san thut)c co quan Van phong HDND v UBND 
huye;ntheo quy dinh 	phap lust va phan cap dm UBND huyn. 

18. Thvc hien mot se; nh*n vu cu th6 khac do Chu tich, cac Pho hu tich 
HDND va UBND huyn giao. 

Dieu 3. Co' cAu to chtrc va bien the 

1. Co ca'.0 to chirc: Van phong HDND va UBND huyn gom c Chanh 
Van phong, kh8ng qua 03 Ph6 Van ph6ng va cac can be?, cong chirc, v =n chirc 
chuyen mon, Hgp (tong 68, hgp (tong khac. 

a) Chanh Van phong: La nguoi dirng d'au, chiu trach nhi@r1 t ac Chu 
tich, cac Pho Chu tich HDND, Chu tich UBND hu3en ve toan b0 host d•ng cua 
Van phong HDND va UBND huyen va truck phap lust ve thvc hie;n ch c nang, 
nhie;m vu, quyen han dugc giao va toan b0 host dOng cua co quan; don thoi la 
chu tai khoan ca quan. 

b) PhO Chanh Van phong chiu trach nh*il truoy Chanh Van p ong va 
truac phap 1u4t ve nhi."01 vu duvc phan cong. Khi Chanh Van phong va g met, 
mot Ph6 Van phong dugc Chanh Van phong uy nh*n dieu hanh cac ho t dOng 
cua co quan. Ngoai ra, mot lanh d4o Van phOng duvc giao nhim vu kie nhirn 
chirc danh Truong Ban ti6p cong dan huyn. 

c) Viec bo nhiem, mien nhiem, dieu dOng, luan chuy6n, khen than g, kST 
1u4t va th?c hien che dC), chinh sad' \Tad Chanh Van phong, Pho Van ph sng do 
Chu tich UBND huye;nQuy& dinh theo quy dinh cua phap lust. 

d) Dc)i ngil can bi(), cong chirc, vien chirc chuyen mon dugc b6 t i theo 
timg linh vvc thirc hien nhie;rn vu ctla co quan. 

2. Bien che: Bien che dia. Van phong HDND va UBND huyn do ND 
huyn Quyet dinh trong tong bien che hanh chinh cua huyn dugc UB 	tinh 
giao dam bao thvc hin tot nh*n. vv. 

Dieu 4. MOi quan he cong tac 

1. Do'i 	HDND, UBND huyn: Van phong HDND va UBND uyen 
chiu sv quan 13",  trvc ti6p, toan din cua HDND, UBND huyn. 
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2. Quan he viii Van phong HDND tinh, Van phong UBND tinh: 

a) Thgc hi0 nghiem bac the do thong tin, bao cao theo quy dinh. 

b) Chiu sir chi ciao, huang dan, ki6m tra NT' chuyen mon, nghip vv dm 
Van phong HDND tinh, Van phong UBND tinh. 

3. D6i vo.i Van phong Huy0 uy: Van phong HDND va. UBND huyn gift 
m6i quan he thuemg xuyen voi Van phong Huy0 fly de thgc hi0 dAy du thong 
tin bao cao va phi hop xay dung chuang trinh cong tac, phvc vv Huye;r1 ily, 
HDND va UBND huyn trong vie;c lanh d4o, chi d4o, diL hanh ten cac linh 
vgc kinh to id KA, an ninh qu6c phong. 

4. Do'i viii co quan, don vi trirc thuOc UBND huyn: 

a) Thgc hiri m6i. quan N phi hop d6 tri6n khai thgc hi0 nhim vu duvc 
giao dia. HDND, UBND huy0, nham dam bao hoan thanh cac nhim vu chinh 
tri va k6 ho4ch phat tri6n kinh t6 - id h(ii dm huy0. Trong truing hop Van 
phong HDND va UBND huyn chil tri, phi hop giai quye't cong vi& ma chua 
co sir th6ng nhAt voi )", kin dm Thil truong cac co quan, dun vi thi Chanh Van 
phong HDND va UBND huyn c6 trach nhim tong hop y  kin trinh Chil tich, 
cac Pho Chu tich HDND; Chu tich, cac Pho Chil tich UBND huyn xem xet, 
quyet dinh. 

b) Trtreec khi cac co quan, dun vi trgc thut)c UBND huyn tham muu van 
ban, & an trinh UBND huyn quy6t dinh, lanh dqo, chuyen vien Van phong 
HDND va UBND huyn phv trach linh vgc phai chil ding lien 1.*', thao Juan vai 
cac co quan, don vi 1/' nhang van & c6 lien quan d6 tham muu, thgc hi0. 

5. D6i vii Uy ban M4t tr4n T6 qu6c, cac ban, nganh, doan th6, cac to 
chirc xa hOi dm huyn 

Khi t'Jy ban Mlat tr4n To quik, cac ban, nganh, doan the, cac to chirc xa 
hOi cua huyn co yeu cAu, kin nghi cac van & thuOc chirc nang cua Van phong 
HDND va UBND huy0, Chanh Van phong c6 trach nhim trinh bay, giai quy6t 
ho4c trinh UBND huyn giai quy6t cac yeu cAu do theo thAm quyL. 

6. D6i veri UBND cac xa, thi trAn 

a) Van phOng HDND va UBND huyn c6 trach nhim huong dan chuyen 
mon, nghi0 vu NT' cong tac van phong d6 UBND xa", thi tr'An thgc hin tot cong 
tac quan b'T nha nu& trong phqm vi dia plurang theo quy dinh cua Nha nuac. 

b) Thgc hi'en ch6 do ki6m tra theo chirc Wang dm Van phong HDND va 
UBND va khi UBND hu3en yeu cAu. 
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Dieu 5. TO civic thin hien 

Can cu Quy dinh nay, Chanh Van phong HDND va UBND huri co 
trach nhi101 xay dung not quy, quy ch6 lam v* cua Van phong; Phan cong 
nhim vu cu the phii h9p with nang lgc, trinh cao chuyen mOn cua tong can b0, 
cong chirc, vien chirc va ngueyi lao dOng (16 to chirc thgc 

Trong qua trinh to chirc thgc hien Quy ch6 nay neu có kho khan vuong 
mac, Van phong HDND va UBND hu)*1 phi h9p ved Phong NOi vu bac) caoh  
bao cao UBND huye.n xem xet, chinh sira, b6 sung cho phu h9p ved quy dinh./. 
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