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QUYET DINH 
Ve viec ban hanh Quy che lam vic cua 

UST ban nhan dfin huyn Hiep Hoa, nhiCm liST 2016 - 2021 

UY BAN NHAN DAN HUYEN HIP HOA 

Can dr Lu4 T6 chirc chinh quyen dia phuang ngay 19/6/2015; 

Can cir Quy6t dinh so 26/2013/QD-UBND ngay 23/01/2013 dia. UBND 
tinh Bac Giang \T" phan cap quan 15T cong tac to chic, bien che, can N, col-1g 
chirc, vien chirc; 

Xet de nghi cua Chanh Van phong HDND&UBND huyn va Truang 
Phong NC)i 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quy6t dinh nay Quy che lam v* dm UST ban 
nhan dan (UBND) huyn Hiep Hoa, nhi@n kST 2016 — 2021. 

Dieu 2. Quy6t dinh có hieu lice ke tir ngay k)"/. 

Dieu 3. Chu tich UBND huyn, cac Pho Chu tich UBND huy'n; thanh 
vien UBND huyen va cac to chirc, ca nhan có lien quan chiu trach nhiem thi 
hanh Quy6t dinh nay./A 

nhan: 
- Nhu dial 3; 
- TT. Huye'n icy — HDND huye'n; 
- Chu tich, cac PCT UBND huy'0; 
- TT.UBMTTQ, cac doan the huye:n; 
- LD, CV Van phong HDND&UBND huyn; 
- Luu: VT. 
Ban di0 
- Nhu diL 

TM. UiT BAN NHAN DAN 
CHU TICH 
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UY BAN NHAN DAN 	CQNG HOA XA HQI CHU NGHIA VIVI' NAM 
HUYEN HIEP HOA 	 Dc 	— Tier do — 1-14nh phtic 

QUY CHE 
Lam viec cita UBND huyen Hiep Hem nhiem liST 2016-2021 

(Ban hanh kern theo Quye'l dinh s kif(lY /QD-UBND 
ngay41, /1.0 /2016 cz"ia UBND huy01 Hie:p Hea) 

Chuang I 
NHUNG QUY DINH CHUNG 

Dieu 1. Ph4m vi, doi tinyng ditu chinh 

1. Quy the nay quy dinh ve nguyen tac, the do trach nhiem, le lOi lam viec, 
cach thirc, trinh to giai quyet cong viec va quan he cong tac cfla UBND huy'n Hiep 
Hem, nhiem l(ST 2016-2021. 

2. Chu tich UBND huyen, cac PhO Chu tich UBND huyn, Uy vien UBND 
huyn va cac to chirc, ca nhan có quan he lam v* voi UBND huyn chili six 
diL chinh cua Quy ch6 nay. 

Dieu 2. Nguyen tac lam viec cua UBND huyen 

1. UBND huy'n lam viec theo ch6 do ket h9p tech nhi'm cua .tip the UBND 
huy'n 	trach nhiem cua Chfl tich UBND huyn, de cao trach nhiem ca nhan cUa 
Chfi tich, cac Pho Chu tich va Uy vien UBND huyen. M9i hoat dOng cfla UBND 
huy@n deu tuan thu cac quy dinh cua phap lust; tap trung dan chu, bao dam phat huy 
vai tro lanh dao cua tap the UBND. 

2. Giai quyk cong viec dung quy dinh cua phap lust, dUng pham vi trach 
nhi@n va dung thAm quyen. 

3. Trong phan cong cOng viec, moi viec chi dugc giao mot ngueri phis trach 
va chiu trach nhiem chinh. CAp tren khong lam thay cong viec cho cap duoi, tap 
th6 'thong lam thay cong viec cho ca nhan va ngugc lai. Ca nhan dugc phan cong 
cong viec phai chiu trach nhim chinh ve cong viec dugc phan cong. 

4. Tuan thu trinh tg, thu tiic va tiled han giai quyet cong viec theo quy dinh cua 
phaplu4t, chucmg trinh, k" hoach cOng tac va Quy the lam viec cua UBND huyn. 

5. De cao su ph6i h9p cong tac, trao d6i thong tin trong giai quyet cOng 
viec, bao dam dan chu, minh bach trong mgi hoat dOng theo &mg pham vi, chirc 
nang, nhiem vu, quyen han dugc phaplu4t quy dinh. 

6. M9i boat dOng cua UBND huyen, thanh vien UBND huyen phai dam bao 
su chi dao, dieu hanh dm co.  quan nha nu& cap tren, six lanh dao cua Huyen 
giam sat dia. HDND huyn, tuan thu cac quy dinh cua phap lulat va dam bao 
quyen va lgi ich hgp phap cua nhan dan. 
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Chuang II 
TRACH NHIEM, PHAM VI, CACH THIriC GIAI QUYET CONG VIFC 

VA QUAN HE CONG TAC 

Dieu 3. Ph4m vi, trach nhiem giai guy& cong vice cua UBND huyn 
Pham vi, trach nhiem giai quyL Col-1g viec cua UBND huyen thgc hien theo 

Dieu 28 Lu4t To chirc chinh quyen dia phuong nam 2015. Cu the nhu 
1. Xay dung, trinh HDND huyn quyet dinh cac not dung quy dinhtai cac 

diem a, b, c va g khoan 1, khoan 2 va khoan 3 Dieu 26 cua Luat TO chirc chinh 
quyen dia phuong va to chirc thgc h*i cac nghi quyet cua HDND huy0. 

2. Quy dinh to chirc b0 may va nhirn vu, quyen han cu the dm co quan 
chuyen mon thuc UBND huyn. 

3;  To chirc thuc hien ngan sach huyn, thgc hien cac nhi@n vu phat trien 
kinh to - xa hC)i, phat trien cong ngh4, xay dung, thuang mai, dich vu, du lich, 
nong nghiep, lam nghip, thiiy san, mang luai giao thong, thily lgi, xay dung 
diem dan cu nong thon; quan ly va sir dung dat dai, rung mai, song ho, tai nguyen 
nuck, tai nguyen khoang san, tai nguyen thien nhien khac; bao ve moi trueng 
tren dia ban huyn theo quy dinh cua phap 

4. Thgc hie:n cac nhi@n vu ve to chirc va bao dam viec thi hanh Hien phap 
va phap 141, xay dung chinh quyen va dia giai hanh chinh, gido dvc, ciao tao, 
khoa h9c, cong ngh, van hoa, thong tin, the dkic, the thao, y te, lao Ong, chinh 
sach xa hoi, dantOsc, ton gido, quoc phong, an ninh, tr'4t tu, an than xa hfli, hanh 
chinh tu phap, bo trg tu phap va cac nhiem vu, quyen han khac theo quy dinh cua 
phap lujt. 

5.Thgc 	 quyen 	do co quan nha nueic cap ten phan cap,,   
uy quyen. 

6. Phan cap, uy quyn cho UBND cap xa, co quan, to chirc khac thuc hien 
cac nhirn vu, quyen han cua UBND huyn. 

Dieu 4. Ph4m vi, trach nhiem, nhiem vu, quyen 114n giai quyet cong 
viec cua ChU tich UBND huyn 

1. Pham vi, trach nhiem giai quyL cong viec dm Chu tich UBND huyn 
thuc hien theo Dieu 121 Lu4 To chirc chinh quyen dia phuong nam 2015. Cu the 
nhu sau: 

a) Chiu trach nhiem ca nhan .NT* vi& thuc hien nhirn vu, quyLl han dugc 
giao theo quy dinh cua Lu4t nay; ding cac thanh vien khac cua UBND chiu trach 
nhiem tap the ye,  hoat d(ing 	UBND truov HDND ding cap, co quan hanh 
chinh nha nu& cap tren, truck Nhan dan dia phuong va truck phaplu4t. 

b) Truc tip chi dao giai quy6t hoacgiao Pith Chu tich UBND chu tri, phi 
hgp giai quyetnhang van de lien quan den nhieu nganh, link vgc a dia phuong. 
Truo'ng hgp can thiet, Chia tich UBND có the thanh 14'13 cac to chirc tu van de 
tham mu-u, ginp Chu tich giai quyet cOng 

c) Uy nhiem mot Pho Chu tich UBND thay mat Chit tich dieu hanh cOng 
vi& cua UBND khi ChU tich UBND lAng mat. 



d) Thay mat UBND k.ST guy& dinh dm UBND; ban hanh guy& dinh, chi thi 
va huang dan, kiem tra vi& thi hanh cac van ban do a dia. phuang. 

2. Nhim vu, quy'ri han giai quyet ding NA& cila Chil tich UBND hu)*1 
thuc hi*1 theo Di'eu 29 Lu;at T6 chirc chinh quy'en dia phuang nam 2015. Cu the 
nhu sau: 

a) Lanh dao va di'L hanh cong v* cila UBND, cac thanh vien UBND 
huy'ri; lanh ciao, chi dao cac ca quan chuyen mon thuc UBND huy'n; 

b) Phe chudn ke't,qua Wau, mien nhim, bai nhim Chu tich UBND, Pho Chu 
tich UBND cap xa;dieu dOng, dinh chi cong tac, cacti chirc Chu tich UBND, Pho 
Chu tich UBND cap xa; giao quyen Chili tich UBND cap xa trong twang hop 
khuyet Chu tich UBND cap xa gifta hai kST hop HDND cap xa, bo nhi'4n, mien 
nhi'e'm, diet' Ong, cach chirc, khen thuong, kST 1u4t can b0, cong chirc, vien chi:re 
thuc pham vi quan 1ST theo quy dinh dm phis') lulat; 

c) Lanh dao, chi dao v* thuc hi@n cac nhim vu thi hanh Hi6n phap, phap 
1u4t, cac van ban dm co quan nha ntrot cap ten, dm HDND va UBND huy@i; 
bao dam quoc phong, an ninh va tilt tu, an toan xa hOi; bao .NT' tai san dm co 
quan, to chuc, bao 110 tinh mang, to do, danh du, nhan pham, tai san, cac quyen 
va loi ich hop phap khac dm cong dan; thuc hin cac b*1 phap quan VT dan cu 
ten dia ban huyn; 

d) Lanh dao va chiu trach nhim v'e hoat dOng dm he th6ng hanh chinh nha 
nu& ti r huyI0 den co so, bao dam tinh thong nhat, th8ng suot dm nen hanh 
chinh; chi dao cong tac cai each hanh chinh va cai each cong vu, cong chirc trong 
N th6ng hanh chinh nha ntrac o. dia phuang; 

d) Dinh chi v* thi hanh hoc bai bo van ban trai phap 114t dm ca quan 
chuyen mon thuc UBND huy*i \Ta van ban trai phap lulat dm UBND, Chil tich 
UBND cap xa. Dinh chi v* thi hanh van ban trai phap luat dm HDND cap xa, 
bao cao UBND huy'n d6 a nghi HDND hu)en bai bo, 

e) Chi dao Chu tich UBND cap xa; ily quy&'n. cho Pho Chil tich UBND 
huye;r1 hoc nguai dimg d'au ca quan chuyen mon thuc UBND hu)* thuc hisri 
nhim vu, quyen han trong pham vi tham quyen dm Chil tich UBND huy'0, 

f) Quan 13'T va to chirc sir dung có hi'u qua cong so., tai san, phuang tin lam 
vi& va ngan sach nha nuac dixo.c giao ten dia ban huyntheo quy dinh dm phap 
1u4t; 

g) To chuc v* thanh tra, ki6m tra, giai guy& khi6u nai, to cao, xir VT vi 
pham phap lulat, tiep cong dan theo quy dinh dm phap 10'1; 

, h) Chi dao thuc hi'0 cac b*1. phap bao -NT"' nioi tru.O.ng, phong, chkg chay, 
no; chi dao va dp dung cac bin phap de giai quyet cac cong vi& dOt xuat, khan 
cap trong phong, chOng thien tai, dich Wh, an ninh, titt tu, an toan xa h(3i ten 
dia ban huy'e'n theo quy dinh cila phap lulat; 

i) Time hi'n nhim vu, quy&I han do ca quan nha ntrac cap tren phan cap, 
ily quyen. 
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Dieu 5. Phm vi, trach nhi?m, nhiem vu, quyen hqn giai quyet cong 
viec ctia Pho Chti tich UBND huyen 

1. Pham vi, trach nhiem giai quy6t cong viec cua Pho Chu tich UBND 
huyen thuc hien theo Dieu 122 Lu;at To chic chinh quyen dia pluming nam 2015. 
Cu the nhu sau: 

a) Thuc hien cac nh*n vu theosu phan ding dia. Chu tich UBND va chiu 
trach nhiem tnrac Chu tich UBND ve viec thuc hien nhiem vu duce giao; ding 
cac thanh vien khac cua UBND chiu trach nhiem tap the ve hoat dOng cua UBND. 

b) Tham du dAy du cac phien hop UBND; thao 1u4n va bieu guy& nhfing 
van de thuc nhim vu, quyen han cua UBND. 

c)1(5,  guy& dinh, chi thi cua Chu tich UBND khi &rot Chu tich UBND uy nh*n. 
2. M8i Pho Chu tich UBND hu)en dugc Chu tich UBND hu)en phan ding 

chi dao melt so linh vuc ding tac; theo &i hoat dOng cua mot so co. quan chuyen 
mon, dan vi thuc UBND 

3. Trong pham vi cong viec dugc phan ding, PhO Chu tich UBND huy@i cc 
nhiem vu va quyen han: 

a) Chu di5ng kieArn tra, don d6c, huangdan, chi ciao ca quan chuyen mon, 
dem vi thuc UBND huyen, UBND xa, thi tran trong viec to chirc thuc hien nghi 
quyet cua HDND huyn, quyet dinh, chi thi cua UBND huy"0, Chtl tich UBND 
huyn, chu truang, chinh sach, phaplu4t nha nuac ve Firth vuc d-ugc phan ding; 

b) Chi dao viec xay dung va to chirc thuc hien quy hoach, de an thuc lTuzh vuc 
dugc phan ding phu trach phi" hop voi nghi quyet cua HDND huyen, quyet dinh, chi 
thi ciiaUBND huyn, quy hoach nganh, quy hoach tong the cilia cac ca quan nha 
nuot cap teen va dtromg loi, chinh sach cua Dang, phaplu4t cua Nha nuot; 

c) Dlic/C sir dung quy'n han cua Chit tich UBND huyen trong viec quy6t 
dinh giai quyet cac cong viec thuc linh vuc dugc phan ding va chiu trach nhim 
trueic Chit tich UBND huy'n ve quyet dinh do; 

d) Bao cao va de xudt vai Chu tich UBND huy@i xem xet, quyet dinh xir1.3",  
kip tiled ding v* lien quan den linh vuc dugc phan cong phu trach da phoi hop 
xir1.3"/ nhtmg y kien chua thong nhat. 

Dieu 6. Mtli quan he trong giai quyet cong viec giira Chii tich UBND huyen 
voi cac Pho Chii tich UBND huy?n; gicra cac Pho Chu tich UBND huyen 

1. Ngoai linh vuc dugc phan ding phu trach, khi có yeu cau, nhim vu dot 
xuAt, nhung van de moi nay sinh, Chu tich UBND huyen ilyquyen cho Pho Chu 
tich UBND huyen thuc hk'n cac cong viec, phu trach mot so chuyen de cong tac 
cua UBND 

2. Cac Pho Chu tich UBND huyen phai chu dicing phi hop chat the de giai 
quyet có hi'u qua cong viec theo nguyen tac sau: 

a) Nhang cong viec nao thuc linh vuc dugc giao phu trach thi PhO Chu 
tich UBND huy@i do chiu trach nhiem giai quyet; 

b) Pho Chu tich UBND huyn phu trach cac linh vuc cong tac co trach 
nhim cho y kien truoc khi dua ra xin3"7 kien Chit tich UBND huyen hoc Op the 
UBND huy'0; 
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c) Trong qua trinh lam v*, kiem tra, chi dao giai quy'L cong viec duoc 
phan cong phv trach, neu có van de cap back r  khOng thuOc 	vi,rc 	trach 
nhung cac don vi do xin kien can giai quyet ngay thi PhO ChU tich UBND 
huyen duoc quyen chi dao giai quyet theo dung quy dinh cua phap lujt, quan 
diem chi dao cua Ban Thuemg vu Huyen uy, UBND huyen, ChU tich UBND 
huyn, sau do trao doi lai de Pho ChU tich UBND huyn phu trach linh vuc do 
biet de giai quyet tiep, neu coy kien giai quyet khac nhau thi Pho Chu tich 
UBND huy@-iphij trach linh vkrc dO bao cao Chu tich UBND huyen quyet dinh. 
Truong hop van de don vi xin 3"/ kien khong thuOc linh vi,rc minh phi trach, ma 
khong cap bach, yeu cau don vi do gui van ban hoac true tiep bao cao (tong chi 
Ph6 Chu tich UBND huyn phi trach linh wc do chi dao giai quye't. 

3. Khi Chu tich UBND huyen dreu chinh sir phan cong gitia cac PhO Chu 
tich UBND huyn thi cac Pho Chu tich UBND huyen phai ban giao not dung 
cong v*, ho so, tai lieu lien quan cho nhau bang bien ban va bao cap ChU tich 
UBND huyn bang van ban. 

4. Hang tuan, cac Pho Chu tich UBND huyn bac. cao Chu tich UBND 
huyn tong hop tinh hinh cong viec minh phij trach trong tuan, lich lam vi& cUa 
tuan tiep theo tai cuOc h9p giao ban ciia Chu tich va cac Pho Chu tich UBND 
huven mot buoi trong tuan qua Van phong HDND &UBND hu)*1 (sau day g9i . • 	• 
tat va Van phong) hoac trkrc 

5. Trong chi dao dieu hanh, neu co van de lien quan hoac thuOc linh vgc 
Chu tich UBND huyn trkrc tiep phi trach, nhang van de phat sinh ngoai ke 
hoach, nhcing van de chug duoc quy Binh, cac Pho Chu tich UBND huyn chu 
dOng de xuat, bao cao Chia tich UBND huyn quyet dinh. Neu van de thuOc tham 
quyen cua UBND huyn thi bao ca.() Chu tich UBND hu3en de dim ra phien h9p 
UBND huyn did° luan, quyet dinh. 

Dieu 7. Ph#m vi, trach nhiem giai guy& cong viec cua Uy vien UBND 
huyen 

1. Pham vi, trach nhim giai quy& cong viec dm Uy vien UBND huyn 
thirc hien theo DiL 123 Lu4t To chirc chinh quyen dia phucmg nam 2015. Cu the 
nhu sau: 

a) Dugc Chu tich UBND phan congyhv trach linh vgc cu the va chiu trach 
nhiril truOc UBND, Chu tich UBND ve visc thvc hien nhirn vu duoc giao; 
ding cac thanh vien khac cUa UBND chiu trach nhiem tap the ve hoat dOng cua 
UBND; bao cap cong tac truck HDND khi duoc yeu cau. 

Uy vien UBND la ngu6i dirng d'A.0 co quan chuyen mon thu'gc UBND chiu 
trach nhiem va bao cao cong tac truac co quan quan ly nha nueic cap tren ve 
nganh, linh 

b) Tham du day du cac phien h9p UBND; did° 1u4n va biL quy6t nhiing 
van de thuOc nh*n vu, quyen han cUa UBND. 

3. Chiu trach nhi"e'm ve toan bo not dung va tin c10 trinh cac de an, dix an, 
van ban quy pham phaplOt do co quan minh 	tri chuan bi. 

4. ChU d(ing phi hop chat the 	cac co quan 	Huye'n 	HDND, fly 
ban M4t trap TO quoc V* Nam huyn va cac to chdc chinh tri - xa." hOi 
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thgc hien dAy du nhi@m vu theo cac quy ch6' va quy dinh c6 lien quan; nghien 
dm, giai quyet va chu d(5ng bao cao, doi tho4i, tra lei cac kien nghi chat van cua 
dai bieu HDND huye:n, kien nghi cua cu tri, kien nghi cua Uy ban 1\44't tran TO 
quoc Vist Nam huyn va cac to chirc chinh tri - xa hOi huyn ye nhang van de 
thuOc linh vgc minh phi trach. 

5. Thgc hien cac nhiem vi khac theo sir phan cong cua Chu tich UBND huyn. 
Dieu 8. Trach nhi'ern, phm vi giai quyet cong vile cua Chanh Van phong 

HDND va UBND huyen (sau day g9i tat la Chanh Van phong) 
1. GiUp Chu tich, Pho Chu tich UBND huyen nAm tinh hinh hot dOng cua 

UBND huytn, cac co' quan chuyen mon, dan vi thuOc UBND huyn va UBND 
cac xa, thi tran ye cac hogt Ong kinh te, van hod, xa hOi, an ninh, quoc phong. 
To chirc vi"& cung cap thong tin phic v11 chi 4o, dieu hanh cua UBND huyn, 
Chu tich, cac Pho Chu tich UBND huyn. 

2. T6ng h9p va trinh UBND huyn, Chu tich UBND huyn thong qua, kST 
ban hanh chuang trinh cong tac cua UBND huyn, Chu tich, cac Pho Chu tich 
UBND huyn; theo d6i, don doc cac ca quan c6 lien quan thgc hien chuang trinh 
do; chuan bi cac bao cao kiem diem sg chi 4.o dieu hanh thang, quy, nam cua 
UBND huyn va cac bao cao khac theo six phan cong cua Chia tich UBND huyn. 

3. Phoi hop vii Phong NOi vu xay d-kmg, trinh UBND huyn thong qua, 14 
ban bath Quy the lam vi& cua UBND huyn, giup UBND huyen duy tri, kiem 
diem v* thgc hien Quy the lam vi& cua UBND 

4. GiUp Chu tich UBND huyn trong vi& dieu hoa, phi hop cac ho4t &Nag 
cua UBND huyn, cac ca quan chuyen mon, dan vi thuOc UBND huyn va UBND 
cac xa, thi tran. 

5. De xu'at voi Chu tich UBND huyn nhang van de ve chu truang, chinh 
sach, phap 11*, ca the quan VT can giao cho cac ca quan nghien ciru trinh UBND 
huyn, Chu tich UBND huyn; nghien cal de xua't 	Chu tich UBND huyn 
kien xir ly cac cong viec thuong xuyen thuOc tham quyen cua UBND huyen, ChU 
tich UBND huy 

6. Theo dOi, don &Se cac,  ca quan chuyen mon, UBND cac 	tran 
chuan bi cac de an; phan tich, tong h9p va coy kien danh gia dOc l'jp ye cac de 
an truck khi trinh UBND huysn, Ch6 tich UBND huyn. 

7. Tham muu Chu tich UBND huyn chi dao thgc hien va ki6m soat thu tic 
hanh chinh dugc dp &gig tai b0 phjn tiep nNn va tra ket qua huyn 

8. T6 chirc phvc vu cac cuOc h9p cua HDND, UBND huyen, cac cuOc h9p 
dm Chu tich, cac Ph6 Chu tich UBND huyen. Quail 15T th6ng nhat vi& ban hanh 
cac van ban cua UBND huyn va Chia tich UBND huyn. 

9. To chic vi& cong b6, truy&I dat, theo doi, don d6s c, ki&n tra viec thgc hien 
cac quy6t dinh, chi thi, van ban chi dao cua UBND huysn, 	tich UBND huyn; 
kien nghi Yen Chu tich UBND huyn ye cac bien phap nang cao 	 qua 
thgc hien cac quyet dinh, chi thi va van ban chi dao d6. 

10. Cung c.13 thong tin ve ca che, chinh sach, cac van ban 
tot 

dao, di'eu 
hanh cua UBND huyn dung quy dinh 	phap 1u4t, dap img tot nhat quyen 
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dugc thong tin cua m9i tang lop nhan dan doi vai hot. dOng cua UBND, ChU 
tich UBND 

11. Giup UBND huyn xay dung va to chirc thgc hien cac Quy ch6 phi 
hgp cong tac giiia UBND vai Thuang true Huyen uy, HDND huyn, US/ ban M4 
tiln To quoc, Toa an nhan dan, Vien Kiem sat nhan dan va cac doan the nhan 
dan 

12. Bao dam cac diL kin lam viec cho HDND huyen, Thuang true 
HDND huyn, UBND huyn, Chu tich va cac Ph6 Chu tich UBND huyn. 

13. Giai guy& mot s(') cong viec cg th6 khac do Chill tich, cac Pho Chu tich 
UBND huyn giao. 

Dieu 9. Quan he &Ong tac cua UBND huyn 
1. Vai Thuang true HDND 	Thgc hien theo DiL 24 Quy ch6 lam 

v* cua Thuang true HDND huyn Hiep floa khoa XIX, nhim kST 2016-2021 
(ban hanh kern theo Nghi Quy& so 71/NQ-HDND ngay 02/8/2016). Cu the nhu 
sau: Phoi hgp chat the trong viec chuan bi chuang trinh lam v*, cac bao cao, 
de an, du thao, nghi quyet trinh kST h9p cua HDND huyn ho"4c phien h9p 
Thuang true HDND huyn. 

2. Voi Uy ban MTTQ va cac to chirc chinh tri - xa hOi a dia phuang: Thvc hien 
theo Dieu 15 Lu4t TO chirc chinh quyen dia phuang nam 2015. Cu the nhu sau: 

a) „Ago dieu kien de t1' y ban M4t trap T6 qu6c Vi't Nam va. cac to chirc 
chinh tri - xa hc)i Ong vier' Nhan dan tham gia xay dung va ding co chinh quyen 
nhan dan, to chic thgc hien chinh sach, phap 1u4t cua Nha nuoc, giam sat, phan 
bin xa hOi doi vai ho?.t dOng cua chinh quyen dia phuang. 

b) Chu tich Uy ban M4t tr4n To qut)c V* Nam va nguai dirng diau to chirc 
chinh tri - )(a hOi a dia phuang dugc moi tham du cac ky h9p HOi &Ong nhan dan, 
phien h9p Uy ban nhan dan ding cap khi ban ye cac van de c6 lien quan. 

c) Uy ban nhan dan thuc hien ch6 dO thong bao tinh hinh cua dia phuong 
cho Uy ban Kat trjn To quoc V* Nam va cac to chirc chinh tri - xa hOi ding cap. 

d) Chinh quyen dia phuong c6 trach nhim Vang nghe, giai quyet va tra lai 
cac kien nghi cua Uy ban M4t tran To quoc Vi't Nam va cac to chirc chinh tri -
xa hoi a dia phuang ve xay dung chinh quyen va phat trien kinh to - xa hOi 6.  dia 
phuang. 

Chuang III 
CHUtiNG TRINH CONG TAC CUA UBND HUYEN, 

CHU TICH UBND HUYEN 

Dieu 10. Cac lo4i chtrang trinh ding tic 
1. Chuang trinh cong tac nam cua UBND huyn an: Nhiing nhim vu, 

giai phap cua UBND huyn tren cac linh vvc cong tac trong nam, cac bao cao, de 
an ve co ch6 chinh sach, quy hogeh, ke ho4ch... thuOc phan vi quyet dinh, phe 
duyt. cua UBND huyn, Chu tich UBND huyn ho4c trinh HDND 
UBND tinh, Chu tich UBND tinh trong nam. 
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2. Chuang trinh cong tac thang la cu th6 hod chuang trinh cong tac nam, 
dugc quy dinh thuc hien trong tong thang va nhang cong viec can b'O' sung, dieu 
chinh trong thang. Bao gom: N(ii dung phien hop thueng kS7 cua UBND huyn 
va cac not dung trinh UBND huyn, Chu tich, Pho Chu tich UBND huyn trong 
thang. 

3. Chuang trinh cong tac tuan Ogn cac cong vi& ma ChU tich va cac Pho 
ChU tich giai quyet hang ngay trong tuan. 

4. UBND huyn chi thao 14.n va quy6t dinh nhang ne)t dung cong viec có 
trong chuang trinh cong tac nam, trir truong hop d(5t xuat, cap bach do Chu tich 
UBND huyn quy6t dinh. 

Dieu 11. Trinh tkr xay dkrng, quan ly, theo doi chirung trinh cong tae 
1. Chuang trinh cong tac nam: Van phong tang hop, xay dung chuang trinh 

cOng tac nam sau cua UBND huyn tren co s& boo cao nam va danh mix cac van 
ban, d'e an oh cac co. quan, don vi can trinh UBND huyn, ChU tich UBND huyn ban 
hanh hoac trinh HDND huyn ban hanh trong nam tai; gui cac ca quan, don vi lien 
quan tham gia y kien tar& khi trinh UBND hu)*1. 

Trong tiled han 07 (bay) ngay lam v*, ke tix ngay UBND huyn thong qua 
chuang trinh cong tac nam, Van phong trinh Chu tich UBND huyen kY/ ban hanh va 
giri cac thanh vien UBND huyen, cac co quan, don vi lien quan biet, thuc 

2. Chuang trinh ding tac q4: Van phong tong hop, xay dung du thao 
chuang trinh cong tac qu3',  sau cua UBND huyn ten co so bao cao quy cua cac ca 
quan, don vi trinh Chu tich UBND huyn quyet dinh. 

Ch4in nhAt vao ngay 20 oh thang cuo'i q147, giri chuang trinh cong tac quy sau 
cho cac ca quan, don vi lien quan biet, thuc 

3. Chuang trinh cong tac thang: Van phong tong hop, xay dung du thao 
chuang trinh cong tac thang sau cua UBND huyn ten co so bao cao thang cua cac 
ca quan, don vi trinh Chu tich UBND huyn quyet dinh. 

Ch4m nhat vao ngay 30 hang thang, giai chuang trinh cOng tac thang sau cho 
cac co quan, dan vi lien quan biet, thuc hie:n. 

4. Chuang trinh cong tac tuan: Van phong tong hop, xay dung du thao 
chuang trinh cong tac tuan cua Chu tich, Pho Chu tich UBND huyn dua ten 
chuang trinh congr  tac thang 	UBND huyn trinh ChU tich, cac Pho ChU tich 
UBND huyn quyet dinh vao ngay giao ban tuan truck. 

5. Van phong phai thuomg xuyen phi hop voi Van phOng Hu3*1 Uy de xay 
dung cac chuang trinh cong tac cua UBND hu3*, lich cong tac cua ChU tich va 
cac Pho Chit tich UBND huyn. 

6. Vic dieu chinh chuang trinh cong tac cua UBND huyn do ChU tich 
UBND huyn quyet dinh ten ca s& de nghi cua cac ca quan, to chirc va yeu cau 
chi dap, dieu hanh cua UBND huyen trong timg thei diem. 

7. Van phong la ca quan quan 13"T chuang trinh cong tac cua UBND huy@-1, 
có trach nhie'm tham muu cho UBND huyn trong viec xay dung, dieu chinh, 
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tri6n khai, theo doi va don d6c thgc hien chuong trinh cong tac cua 
UBND huy@-1; khi có su dieu chinh chuong trinh cong tac cua UBND huyn, 
Van phong phai kip thei thong bao den cac thanh vien UBND huyn, cac co 
quan, don vi lien quan biet, thi,re 

8. Van phOng giUp UBND huyn thtrang xuyen theo doi, ki6m tra, don d6c 
vi& chuan bi cac van ban, de an cua cac co quan chuyen mon, UBND cac xa, thi 
tran va cac co quan, don vi lien quan; dinh k-ST hang thang, q4, 6 thang va nam bao 
cao UBND huyn ket qua v* thgc h*) chuong trinh cong tac cua UBND huyn. 

Chuang IV 
PHAT HANH, CONG BO, QUAN LY VA KIEM TRA VAN BAN 

Dieu 12. Phat hanh, cong 136 van ban 
1. Van phong chiu trach nhiem phat hanh van ban dia UBND huyn, Chu 

tich UBND huyn ban hanh trong thoi gian khong qua 02 (hai) ngay, ke tir ngay 
van ban dugc k)'7, bao dam dimg thti tuc, dung dia chi. 

2. Van ban quy pham phap lulat do UBND huyn ban hanh phai dugc gixf 
d6n cac co quan cap tren, cac co quan có thAm quyen giam sat, cac to chirc, ca 
nhan hitu quan tai dia phuong va cong bo de nhan dan biet theo quy dinh Lu5t 
ban hanh van ban quy pham phap 1u5t nam 2015 va gin clang cong bao tinh Bac 
Giang theo quy dinh. 

Dieu 13. Quan 157van ban 
1. Van ban do UBND huyn ban hanh phai dugc phan loaf, lull trix mot each 

khoa h9c va cap nh4t kip theYi. 
2. Chanh Van phong co trach nhi611 to chirc vi& quail b'r, clap nhat, kru tra, 

khai thac van ban phat hanh, van ban den dm UBND huyen theo quy dinh cua phap 
lujt ve van thu, km till va Quy the lam vi& cua UBND huyn. 

Dieu 14. Kiem tra viec thi hanh van ban 
Chu tich UBND huyn CO,  trach 	chtrc, chi ciao thuong xuyen ter 

ki6m tra hoc to chirc doan kiem tra chuyen de viec thi hanh van ban tai dfa 
phuong khi can thi6t; quyet dinh xir l5T hoc uy quyen cho PhO Chu tich xir 15( 
theo tham quyen hoc bao cao co quan co tham quy&'n xir ly van ban trai phap 
1u4t, sira doi, b6 sung nhfing quy dinh khong con phu hgp theo quy dinh cua 
phap lu'4t hi6.1hanh. 

Chuang V 
CIA DO HO HOP, TIEP KHACH, DI CONG TAC 

Dieu 15. Phien hop UBND huyen 
Phien h9p UBND huyn thgc hien theo DiL 113 Lt.* T6 chirc chinh quyLl 

dia phuong nam 2015. Cu the nhu sau: 
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1. Uy ban nhan dan h9p thuong kST m6i thang mot ran. 
2. Uy ban nhan dan h9p bat thuong trong cac truing he p sau day: 
a) Do ChU tich UBND quyet dinh, 
b) Theo yeu c'au cua Chu tich UBND cap tren true tie'p, 
c) Theo yeu c'au dm it nhAt mot phan ba t'o'ng so thanh vien UBND. 
Dieu 16. TriO tap phien hop UBND huyn 
Tri@i tap phien h9p UBND huyen thgc hien theo Dieu 114 Lu:at To chirc 

chinh quyen dia phuang nam 2015. Cu the nhu sau: 
1. Chu tich UBND quyet dinh cu th6' ngay h9p, chuang trinh, not dung 

phien h9p. 
2. Thanh vien UBND có trach nhirn tham dg day du cac phien h9p UBND, 

neu vAng mat phai bao cao va dugc Chu tich UBND ding y. 
3. Phien h9p UBND chi duck tien hanh khi có it nh'at hai ph'an ba tong so 

thanh vien Uy ban nhan dan tham dg. 
4. Chuang trinh, thei gian h9p va cac tai lieu trinh tai phien h9p phaidugc 

gui den cac thanh vien UBND chjm nhat la 03 ngay lam vi'& truck ngay bat dau 
phien h9p thuong ky va chjm nhat la 01 ngay truck ngay bat dau phien h9p bat 
thu&ng. 

Dieu 17. Trach nhiem chii toa phien hop UBND huyen 
Trach nhim chu t9a phien hop UBND huyen thgc hien theo Dieu 115 Lujt 

To chirc chinh quyen dia phuang nam 2015. Cu the nhu sau: 
1. Chu tich UBND chu t9a phien h9p UBND, bao dam thgc h*i chuang 

trinh phien h9p va nhang quy dinh ve phien h9p. Khi Chu tich UBND v&rig mat, 
mot Pho Chu tich UBND dugc Chu tich UBND phan cong chu t9a phien h9p. 

2. Chu tich UBND hoac Pho Chia tich UBND theo phan cong cua Chi" tich 
UBND chU tri viec thao 14.n timg not dung trinh tai phien h9p UBND. 

Dieu 18. Khach mei tham dkr phien hop UBND huyen 
Khach mad tham du phien h9p UBND huynthgc hien theo Dieu 116 Luat 

To chuc chinh quyEn dia phuang nam 2015. Cu thE nhu sau: 
1. Dai dien Thuang true HDND huy0, To truing To dai bi6u HOi ding 

nhan dan cap tinh dugc mei tham du phien h9p UBND huyen. 
2. Chu tich IJy ban Mat tr4n To quo'c Vi4 Nam, ngtroi dirng dasu to chirc 

chinh tri - xa hOi huy0, dai dien cac Ban 61 a HDND huy0 dugc moi tham du 
phien h9p UBND huy0 khi ban ve cac van de có lien quan; Chanh an Tea an 
nhan dan, Vien true ng Vien kiem sat nhan dan huy'n dugc moi tham du phien 
h9p UBND huy0 khi ban ve cac van de cc') lien quan. 

3. Chil tich HDND, Chia tich UBND cac xa, thi tr fan va cac dai biL khac 
dugc mei tham du phien h9p UBND huy0 khi ban ve cac van de co lien quan. 

Dieu 19. Trinh tkr phien hop UBND huyen 
1. Chanh Van phong bao cao so thanh vien UBND co mat, yang mat, nhung 

nguoi du h9p thay, dai biL m6i va chuang trinh phien hop; 
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2. Chu t9a diL khi6n phien h9p: 
a) Chu tich UBND huyn chu t9a phien h9p UBND, bao dam thuc hien 

chuang trinh phien h9p va nhang quy dinh ve phien h9p. Khi Chu tich UBND 
huynv'ang, phan cong 01 Pho Chu tich chU t9a phien h9p, 

b) Chu tich UBND huyn hoc PM Chit tich LTBINTD huyn dugc Chu tich 
UBND huyn phan cong chu t9a chU tri vilec thao Juan tong not dung tai phien h9p. 

2. UBND huyn thao lujn timg van de theo trinh tu: 
a) Ngtthi dung d'au ca quan chU tri sop thao trinh bay tom tat nhang not 

dung thong qua UBND huyn (khong d9c toan van), neu rO nhring van de con c6 
)ri ki6n khac nhau, nhang van do can thao 114u va xin )ri ki6n tai phien h9p ve de 
an; 

b) Cac dai biL du h9p phat bieu y kien not ro nhang not dung 6ng 
khong &mg y, nhUng not dung can lam rO hoc kien nghi diL chinh, be; sung; 

c) Ngtthi,  dung d'au ca quan chU tri sop thao,  not dung thong qua UBND 
huyn phat bieu kien tip thu, giai trinh nhang diem chua rO, chua nhat tri; tra 

cac cau hoi cua dai bieu; 
d) Chit tichho4c Pho Chu tich chn tri thao lulan nhfmg not dung thong qua 

UBND huyn, ket lulan va lay bieu quyet; neu thay van de than 14n chua ro,ii sch 
t9a de nghi UBND chua thong qua va you cau ca quan chit tri soan thao de an 
chuan bi them. 

Dieu 20. Bleu quyet tai phien hop UBND huyen 
BiL quy6t tai phien h9p UBND huyn dugcthgc hien theo DiL 117 1,14.t. 

To chirc chinh quyen dia phuong nam 2015. Cu the nhu sau: 
1. UBND quyet dinh cac van de tai phien h9p bang hinh di-Lk bi6u quyo't. 

Thanh vien UBND c6 quyen bieu quyet tan thanh, khOng tan thanh hoc khong 
bieu quyet. 

2. UBND guy& dinh ap dung mot trong cac hinh thirc bi6u quy6t sau day: 
a) BiL quyet cong khai; 
b) BO phieu kin. 

,3. Quy& dinh 	UBND phai dugc qua nUa 	thanh vien UBND bieu 
quyet tan thanh. TruOmg h9p so tan thanh va so khong tan thanh ngang nhau thi 
quyet dinh theo y kien bieu quyet cUa Chit tich UBND. 

Dieu 21. Bieu guy& bang hinh fink giri phieu ghi y kien 
Bi6u quy6t bang hinh thdc giri phi6u ghi }Pi ki6n thuc hien theo Di'L 118 

Luat TO chirc chinh quy&n dia phucmg nam 2015. Cu the nhu sau: 
1. Do'i \Jai mot so van de do yeu cau cap bach ho4c khong nhAt thik phai to 

chirc thao 14n, bieu quyet tai phien h9p UBND, Chit'  tich UBND quyet dinh viOc 
biL quyet cua thanh vien UBND bLIg hinh thdc giri phieu ghi y kien. Viec biL 
quy& bAng hinh thuc phi6u ghi )", ki6n thuc hiOn theo quy dinh tai khoan 3 DiL 
117 cila Lu"t To chirc chinh quy&I dia phuong. 
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2. Chili tich UBND phai thong bao ket qua bleu quye't b'ang hinh thirc girl 
phial ghi y kien tai phien h9p UBND gan nhL 

Dieu 22. Bien ban phien hop UBND huyn 
1. Bien ban phien h9p UBND huyn thgc hien theo Dieu 119 Lujt To chirc 

chinh quyen dia phuong nam 2015. Cu the nhu sau: 
Cac phien h9p Uy ban nhan dan phai dugc lap thanh bien ban. Bien ban 

phai ghi day du not dung cac y kin phat bieu va dien bien cUa phien h9p, )`Tkien 
ket 1411 dm chu tga phien h9p hoac ket qua bieu quyet. 

2. Chanh Van phong UBND huyn to chirc viec ghi bien ban phien h9p cua 
UBND huyn, bien ban phai ghi day du not dung cac y kienphat bieu va dien 
bien cua phien h9p, )'Tkien ket lulan cua chu t9a phien h9p va ket qua Neu quyet. 

Dieu 23. Thong tin ve ket qua phien hop UBND huyn 
1. Sau m6i phien h9p, khong qua 03 (ba) ngay, Chanh Van phong co trach 

nhi'm ban hanh van ban thong bao ket qua phien h9p. 
2. Thong tin .\/' ke't qua phien h9p UBND huyn thgc hie -1 theo Di'eu 120 

Lu:at To chirc chinh quyen dia phuong nam 2015. Cu the nhu sau: 
a) Ket qua phien h9p UBND phai dugc thong bap kip thOi d6n cac co quan, 

to chirc, don vi, ca nhan sau day: 
- Cac thanh vien UBND, Thuemg trgc Huy"O uy, Thuemg trgc HDND, Ban 

Thuamg trgc Uy ban Mat tr4n To qu"(k Vi't Nam, nguei dimg ELT cac to chirc 
chinh tri - xa hoi huy@i; 

- Chu tich UBND cap tren va cap clued trirc 
- Cac co quan, to chirc, don vi co lien quan. 
b) D6i vai ket qua phien h9p UBND lien quan de'n ke hoach phat trien kinh 

to - xas' htf)i, quy hoach, ke hoach sir dijng dL, den bu, giai phOng mat bang va cac 
van de lien quan d6n quy&I va nghia vu cna cong dan a dia phuong thi ngay sau 
m6i phien h9p, UBND co trach nhiem thOng tin cho cac co quan bao chi (neu 
can). 

Dieu 24. Hop xir 1ST cong viec thuivng xuyen ciia CHI tich, Pho Chii tich 
UBND huyn 

1. Hop giao ban hang tu'an: Chu tich, cac PhO Chu tich UBND huyn tien 
hanh h9p giao ban dinh kS7hang tuan. 

a) Chil tich UBND huyn quyet dinh vi& triu tap, thanh phan, not dung, 
thi gian va chu tri h9p giao ban. Truemg hgp Chi" tich UBND huyn yang mat, 
fly quyen cho Pho Chu tich Thueng trgc UBND huyn chu tri thay; 

b) Thanh phAn h9p giao ban gOm: Chu tich, cac Pho Chu tich UBND huyn 
va Chanh Van phong. Truong hgp can thiet, Chu tich UBND huyn có th6 trieu 
tap NguZyi dirng d'au mi5t se; co quan chuyen mon, don vi thuOc UBND 
Chu tich UBND xa, thi tran de ban nhang van de có lien quan; 

c) Trinh tg va not dung h9p giao ban: Chanh Van phong bao cao nhfing cong 
vi& chinh da xir 1)"/ trong 	nhang cong viesc ton d9ng, mai phat sinh can xin 
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kien Chu tich, Pho Chu ,tich  va du kiL Chuang trinh cong tac tun sau. Dai bieu du 
h9p phat Neu ykien, de xuat bien phap xix 1/ thu(ic them quyen. ChU tich ho4'c Ph6 
Chu tich UBND huyn chu tri phat Neu ket lulan hop giao ban. 

2. H9p xix ly cac cong viec phi:re tap, dOt xuAt, cap bach: 
a) Theo y kiL chi dap cue ChU tick, Pho ChU tich UBND huyn, Chanh Van 

phong c6 trach nhim gui gidy mdi, tai lieu lien quan den cac dai bi6u, chu'An bi cac 
dieu kien phvc vu c0c h9p; ra thong bao )"/ kien ket lulan cue ChU tich, Pho ChU tich 
UBND huyn chu tri cuOc hop; 

b) Chanh Van phong c6 trach nhiem dOn d6c ca quan chu tri cong viec 
dugc due ra thao 1u4n tai cui)c h9p chuan bi day du tai lieu, y kien giai trinh va 
hoan chinh van ban, trinh Chu tich, Pho ChU tich UBND huyn quy6t dinh. 

Dieu 25. Hoi nghi chuyen de 
1. 1-10i nghi chuyen de dugc to chuc de trien khai ho4c sa ket, tong ket viec 

thgc hien cac van ban quy pham phap lujt cua Trung uang, cue tinh; cac quyet 
dinh, chi thi, ca che, chinh sach cua UBND huyn ho4c cac cong viec quan trong 
trong chi dao, dieu hanh cua UBND huyn, Chu tich UBND huy@i. 

2. Trinh to to chixc hoi nghi: 
a) Theo chi dap dm Chu tich, Pho Chu tich UBND huyn hoac de xuAt cua co 

quan chuyen mon, Van phong trinh Chu tich, PhO ChU tich UBND huyn guy& dinh 
not dung, thanh phAn, thi gian va die di6m to chdc hoi nghi; 

b) Van phong phi hgp vOi cac ca quan c6 lien quan chuA.n bi bao cao tai 
hOi nghi; don doc ca quan chu tri not dung chinh hoan chinh du thao cac van ban 
lien quan, trinh Chu tich, Pho ChU tich UBND huyn quyet dinh ban hanh. 

Dieu 26. Tiep khach cua UBND huyen 
Van phong trinh Chu tich hoac Pho Chu tich UBND huyn ve thoi gian va 

not dung tiep khach theo de nghi cua ngtthi dung dau ca quan chuyen mon, don 
vi thuOc UBND huyn ho4c cua khach; phoi hop vai co quan lien quan chuan bi 
chuong trinh, not dung va to chuc phvc vu cuOc tiep, lam viec cua Chu tich, Pho 
ChU tich UBND huysn. 

Dieu 27. Di cong tac co' so' 
1. Theo chi dao cua Chu tich, Ph6 Chu tich UBND huyn va de nghi cua 

Chu tich UBND xa, thi trAn, Van phong lap chucmg trinh cua Chu tich va cac 
Pho Chu tich UBND huyn de'n lam viec vt i lanh dao cac xa, thi tran va co side  
kiem tra tinh hinh thvc hien cac chinh sach, phap luidt,cua Nha nuac, viec chi dap 
cua cac co quan huye:n, kip thOi gifip cac xa, thi tran va co 	khac phvc kho 
khan; khao sat tinh hinh thgc te, tiep xuc voi nhan dan; nghien cau kink 
duc ket mo hinh tien tin de nhan rung va u6n n'an cac sai l&h (neu c6). 

a) Van phong xe(p lich de cac d'ong chi lanh dao cua UBND huyn den lam viec 
tai cac xa, thi trdn; pho'i hop vOi cac co quan chuyen mon c6 lien quan va UBND 
xa, thi trAn chuAn bi chuang trinh lam viec cua Chu tich, cac Pho Chu tich 
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UBND huyn voi don vi va trinh Ch-U tich, Pho Chu tich UBND huyn quy6t 
dinh not dung, thei gian va thanh phAn Doan cong tac; 

b) Van phong có trach nhim thong bao cho co quan co lien quan chuLl bi 
not dung theo yeu cau cua culoc hop; thong bao cho dia phuang it,  nhat la 05 
(nam) ngay truck khi 	tich hoc Phe Chu tich UBND huyn den lam v* 
(trix trueng hgp dot xuat); 

c) Sau chuyen cong tac, Van phong tham muu ban hanh thong bao ket 10n 
cila Chia tich, Phe Chu tich UBND huyn, dong thei to chuc theo doi, don dOc 
viec thvc hi*1 cac cong viec neu trong thong bao. 

2. Khi cac dia phuong gap thien tai, dich Nnh, tai flan bat nger gay thief hai 
n4ng ve nguei va tai san, Chu tich UBND huyn chi dap cac nganh, xa, thi tran to 
chuc khac phijc h4u qua, khoi phpc san xuat, on dinh &xi song nha.'n dan; Trix tiep 
hoc phan cong Pho Chu tich UBND huyntoi hien trueng tham hoi va chi dao 
cong viec khac phvc h4u qua ho4c thanh 14p doan cong tac cUa UBND huyn do 
mot Phe Chu tich UBND huyn ho4c mot nguei dung dau nganh chuyen mon lam 
Truong doan den chi dao cong tac khac phvc hju qua th*hai. 

Dieu 28. Di cong tic ngoai huyen va nu*c ngoai 
1. Theo yeu cAu cong tic cila dia phuang hoc theo lei mei cua so, nganh, 

UBND tinh, Chia tich, cac Phe Chu tich UBND huyn hoc thanh vien UBND 
huyn co the di cong tac ngoai huyn. 

2. Thanh vien UBND huyen khi di cong tac ngoai huyn phai bao cao va 
dugc six ding y cila Chu tich UBND, Phe Chu tich UBND huyn. 

3. Vic di cong tac nuac ngoai cua Chu tich, cac PhO Chu tich UBND 
thanh vien UBND huyn thgc hien theo quy dinh cua phap 14t hien hanh. 

4. Chi phi cho cac chuy& di tham, lam v* ngoai huyn va nuck ngoai 
thvc hien theo cac quy dinh cua phap lujt. 

:111N 

Chtrung VI 	 ‘\( 
CONG TAC THONG TIN, BAO CAO 

Dieu 29. Trach nhi'm thong tin, bio cao cua UBND huy0, Chti tich 
UBND huyn 

1. Bao cao Thueng trvc Huyri tly, Ban Thueng vu Huyn Lay nhang nhiem 
vu, mix tieu, chu trucmg, bien phap chu yeu thuc hien ke hoach phat trien kinh to 
- xa hiz)i va ngan sach huyn hang nam de trinh Huy'n 

a) Bao cao Thueng trgc Huy'en uy, Ban Thueng vu Huy'en,Uy xem xet cho 3", 
kin chi dao ve nhang,ca che, chinh sach thuOc tham quyen quyet dinh cUa HDND 
huyen va nhtrng co che, chinh sach kien nghi voi tinh, Trung cong de phat trien kinh 
to - xa hOi huyen, bao damqu6c phong - an ninh; nhiing van de lon can su phoi h9p 

cac ban, nganh doan the va cac dia phuang trong town huyn, 



b) Hang nam,,  bao cao Thuang trirc 	Uy, Ban Thuang 	Huy'n Uy 
xem xet, chi d4o ve chU truong ke hatch &Au tu cong cUa huyn; cho y kien chi 
d4o ye vi& dau tu doi vii cac dg an (ILI tu quan trong, dg an trong diem cUa 
huy'rr, cac dg an nhu cam, pink tap; dg an có quy mO, tong mire dau to theo 
quy dinh tai Quy the lam v* cUa Ban Chap hanh Dang bo Huyn, Ban Thuang 
vu Huyn uy va Thuang trgc Huyn 

c) Trach nhim cUa Chu tich UBND huyn: 

- Chu tich UBND huyn thuang xuyen bao cao yen Bi thu Huyn uy, tap the 
Thuang trtrc Huyen uy tinh hinh hog dOng cua UBND huyn, 

- Chi dgo Van phOng phi hop voi cac ca quan, don vi thgc hien ch' de.) bao cao 
ve tinh hinh kinh to - xa hoi, ngan sach, quOc phong, an ninh tren dia ban va cac cong 
vi& chi 4o, dieu hanh chu yeu cua UBND vai ThuOng trgc Huyn Uy, Ban Thuang 
vu Huyn uy va Huyen ny theo dinh ky hoc khi có yeu cau; 

- Chu (Xing de' xuA.t nhcmg NT/An de thuOc trach nhiem va ph4m vi cong tac 
cUa UBND huyn can bao cao xin y kien tap the Thuang trgc Huyn fly, Ban 
Thuang vu Huyn fly ho4c Huyn 

2. Bao cao HDND huylen, Van phong UBND tinh 

a) Bao cao dinh IcS7 (thong, q4, 6 thong, nam) tong hgp ve tinh hinh kinh te, 
van hoa, xa hoi, quan 1)",  nha nuac, an ninh, qu6c phong,,d6i ngo4i, 	cach hanh 
chinh, phong chong tham nhfing va cac not dung can thiet khac; 

b) Bap cao ve tinh hinh thi hanh Hi6n phap, cac van ban quy phgm phap 1u4t 
cua ca quan nha nuac cap ten va nghi guy& cua HDND huyn. 

Dieu 30. Trach nhiem ciia Chanh Van phong 
1. T6 chirc viec xay dgng ca sa ha tang thOng tin tai Van phong de phiic vu 

có hien qua sg chi dg) dieu hanh cUa UBND huyen, Chu tich UBND huy:en, cac 
PCT UBND huyn va cac thanh vien khac cua UBND 	(My mph viec Img 
dung cong nghe thong tin trong cac phien h9p UBND huyn, cac cu(5c h9p, lam 
viec va xir 1)'T cong viec thuamg xuyen cna Chu tich UBND huyn, Pho ChU tich 
UBND huyn, gin tai lieu, moi h9p qua m4ng may tinh. 

2. Bao dam cung cap thong tin kip th&i, chinh xac phvc vu six chi 4o, diL 
hanh cua UBND huyn, Chu tich UBND huyn va cac Pho Chu tich UBND 
huyn bang cac bao cao nhanh hang ngdy ve cac van de can dac biet quan tam; 
bao cao tong hgp ve sir chi d?o diL hanh cua UBND huyn dinh kST thong, 06 
thong, nam; cac bao cao khac theo yeu cau cna Chu tich UBND huyn. 

3. Chuan bi bao cao, phi hgp, trao d6i thong tin va tham gia giao ban vai 
Van phong Huyn 

4. Huang an, theo dOi, don d6c cac ca quan, don vi thgc hie'n the do thong 
tin, bao cao va to chirc khai thac thong tin khac phvc vu six chi 40, dieu hanh 
cua UBND huyn va Chu tich UBND 
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5. Ph& hop vai cac ca quan, don vi gifip UBND huyen, Chu tich UBND 
huyen tong hop, xay dung cac bao cao dinh kST (q4, 6 thang, ram, tong k6t 
nhiem kST), bao cap chuyen &'; bao cao dOt xudt. 

6. Thong bao y ki6n chi dao di a Chit tich UBND huyen, Ph6 Chia tich UBND 
huy'n xir 1y cac van de bao chi neu (ne'u co) de cac dan vi c6 lien quan theo doi, ki6m 
tra va bao cao Chu tich UBND huyen, Pho Chu tich UBND huyn; 

7. TO phien hop thang 6 va thang 12, Chanh Van phong bao cao ki6m di6m 
su chi dao, diL hanh cua UBND huyn va tinh hinh dux hien Quy the lam vic 
cUa UBND huyn. 

Dieu 31. Thong tin ve ho#t thing ciia 	quan hanh chinh nha nuirc 
thuiic UBND huyen cho Nhan dan 

1. Chu tich UBND huy'n va cac thanh vien khac cua UBND huyin c6 trach 
nhim thuc hien chid do bap cao tnrot Nhan dan ve 

chat 
van de quan trong 

thong qua cac bao cao truck HDND huyen; tra lefi chat van dm dai bieu HDND 
huy0, kien nghi cua cu tri va y kien phat bleu \Teri ca quan thong tin dai chUng 
theo quy dinh. 

2. Chanh Van phOng chiu trach nhim to chifc tra loci bao chi (n6u co). 
Dieu 32. Truyen thOng tin tren trang nwg thong tin dien tir 

hiephoa.gov.vn  ciia UBND huyen 
1. Cac van ban sau day phai duo.c clang tren trang mqng thong tin dien to 

hiephoa.gov.vn  cua UBND 
a) Van ban quy pham phap 1u4t ctla UBND huyn da ban hanh; 
b) Cac van ban dm Nha nuot NTfr chinh sach, phap lulat mai; 
c) Cac du thao van ban do UBND huyen, cac ca quan chuyen mon sop thao 

gui de lay 5,  'den, g6p y hoan chinh not dung van ban theo quy dinh; 
d) Cac van ban hanh chinh, cac bao cao, bi 61.1 mdu va van ban khac dtro.c 

Chanh Van phong chi dinh. 
2. Van phong co trach nhim khai thac va ph6 bin nhang thong tin ten 

trang thong tin dien tir cila huy"0, cua tinh, van ban quy phgn phap 14t, cac bac, 
cao va cac thong tin lien quan khac de phuc vu co hien qua cong tac dieu hanh 
cua UBND huy'n va lanh dao UBND huyn. 

Dieu 33. TO chitic thirc hien 
Chanh Van phong chiu tract' nhim theo doi, don d6c, ki6m tra viec thi 

hanh Quy ch6 nay; kip thoi de xuAt UBND huyen xem xet, sira d6i b6 sung, 
hoanh chinh Quy che lam v* cua UBND huyen cho phu hop voi quy dinh cua 
phap 

TM. UiT BA NHAN DAN 
CH j ICH 

Phm an Thinh 
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