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S6:06-  /201 5/QD-UBND 	Hip Hoa, ngay .2.3 thringeim 2015 

QUYET DINH 
Ban hanh Quy dinh chu'c 'fang, nhiem vu, quyen h#n 
va co.  can to chirc ctia Phong NOi vu huyen Hiep Hoa 

UY BAN NHAN DAN HUYEN HIEP HOA 

Can dr Lust to chirc HDND va UBND ngay 26/11/2003; 
Can Cu Lu'cl ban hanh van ban quy pham phap loaf ctia HDND-UBND ngay 03/12/2004; 
Can c* Nghi dinh se; 37/2014/ND-CP ngay 05/5/2014 cua Chinh phir quy 

dinh to chirc,  the co quan chuyen mon thuOc Uy ban nhan clan huyen, qu4n, thi 
xa., thanh pho thuc)c tinh; 

Can dr Thong to so 15/2014/TT-BNV ngay 31/10/2014 dm WI NOi vu 
Huong Uy chirc nang, nhim vv, quyen hp va ca cau t chuc cUa. So, Noi vu 
thuOc Uy ban nhan dan tinh, thanh pho truc thui)c,  Trung uang; Phong NOi vu 
thuOc Uy ban nhan clan huyen, quan, thi xa, thanh pho thusl)c tinh. 

Can cu Quye't dinh so 26/2013/QD-UBND ngay 23/01/2013 cua UBND tinh 
B'ac Giang ve vi& Ban hanh Quy dinh ve phan cap van ly to chirc bc) may, bien 
the va can b0., cong chdy, vien chirc Nha nuac tinh Bac Giang; 

Theo de nghi cua Throng phong Ni() vu tai To' trinh so 15/TTr-NV ngay 21 
thang 7 na'm 2015, 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quye't dinh nay Quy dinh auk nang, nhirn vv, 
quy&n hp, co cdu to chfrc cUa Phong Noi vu huyen Hip 

Dieu 2. Quy& dinh nay c6 hieu ltrc sau 07 ngay, lce tir ngay ky va thay the 
Quy& dinh so 737/2008/QD-UBND ngdy 08/9/2008 cua UBND huy0 Hiep Hoa 
quy dinh chirc Wang, nhiem vv, quyen han va ca eau to chirc cua Phong Noi vu 
huyen Hip flea. 

Dieu 3. Throng phong NOi vu, Thu truong cac ca quan th0c UBND 
Chia tich UBND xa, thi trAn va cac to chirc, ca nhan co lien quan can c* Quyet dinh 
thi hanh./. eth 

Noi night ZP 
Nhu dieu 

- Cac Ser Tu phap, Noi vu; 
- TTHU, TT HDND huyen; 
- Chu tich, cac PCT UBND huyen; 
- Luu: VT. 
Ban dien 
- Nhu dial 3; , 
- Cong bao BAc Giangk 



	

Ui7  BAN NHAN DAN 	CLING HOA XA HOI CHU NGHiA VIET NAM 

	

HUYEN HIEP HOA 	 DOc 14p - Ti! do- 11#nh phtic 

QUY DINH 
Chtic Wang, nhiem vu, quyen han va coy cau to chtic 

cua Phong NOi rvy huy ,n Hip Hoa 
(Ban hanh kern theo Quyet dinh so 0672015 /Q-D- UBND 

ngay,y / 712015 cita UBND huy'On Hiep lloa) 

Dieu 1. Vi tri va chirc 'fang 

1. Phong Noi vu la co quan chuyen mon thuc Uy ban nhan dan huy@i co 
chirc nang tham muu, gifip t'Jy ban nhan dan huyn quail ly nha nu& ve: To chirc 
1)0 may; vi tri vi& lam; bien the ding chirc va co cau ngach &Ong chirc trong cac 
ca quan, to chuc hanh chinh nha nuo.c; vi tri viec lam, co cau vien chuc theo chirc 
danh ngh'd nghi4p va s6 luong ngu6i lam viec trong cac don vi su nghi4 ding lap; 
tien luang d6i viii can b0, cong chirc, vien chirc, lao d(ing hop dung trong co quan, 
to chirc hanh chinh, don vi su ngh4 ding lip; cai each hanh chinh; chinh quy'n 
dia phuong; dia 	hanh chinh; can b(1, cong chirc, vien chirc; can bo, cong chik 
cap xa va nhang ngu&i hog Ong khong chuyen trach of cap xa; Nei, to chirc phi 
chinh 	van thu, luu tit nha nuac; ton gido; thi dua - khen thifang; cong tac 
thanh nien. 

2. Phong NOi vu có to each phap nhan, có con dAu,va tai khoan rieng, chiu su 
lanh dao, quan ve to chuc, vi tri 	bien che,cong chirc, co cau ngach 
cong chuc va. cong tac 	Uy ban nhan dan huy*i, (long thoi chiu su chi dao, 
kiem tra, hueing dan ve chuyen mon, nghi0 vu cua Si NOi vu. 

Dieu 2. Nhiem vu va quyen h#n 

1. Trinh Uy ban nhan dan, Chi' tich Uy ban nhan dan huy'n ban hanh guy& 
dinh, chi thi; quy hoach, ke hoach dai han, nam nam va hang nam; chuang trinh, 
bien phap to chuc thuc hien cac nhie;rn vu cai cach hanh chinh nha nuetc thuc link 
vuc quan ly nha nuov duck giao. 

2. T6 chuc thuc hien cac van ban phap lust, quy hoach, k" hoach sau khi dirge 
phe duyt, thong tin, tuyen truyen, pho Nen, gido duc, theo doi thi hanh phap lust 
ve cac linh vuc thuc pham vi quan ly duck giao. 

3. Ve to chirc, b0 may: 

a) Trinh Uy ban nhan dan, Chu tich Uy ban nhan dan huy*i ban hanh van ban 
quy dinh cu the chirc nang, nhim vu, quyen han, to chirc cua Phong Noi vu theo 
quy dinh va theo huang dAn cua tJ' y ban nhan dan tinh; 
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b) Tham mtnt, gi-Up Uy ban nhan dan huyn trinh cap có thAm quyn quy& 
dinh viec thanh lip, sap nh4p, chia ta.ch, giai the cac ca quan chuyen mon thuOc Uy 
ban nhan dan huye:n; 

c) Tham dinh v'e neii dung d6i v6ii du thao van ban quy dinh than nang, nh*n 
vu, quy'rt han va to chirc cua cac ca quan chuyen mon, don vi su nghi0 cong 14p 
thuOc Uy ban nhan dan huy'n; 

d) ThAm dinh cue an thanh lip, to chirc lai, giai the cac don vi su nghip cong 
ngoai cong lap thuOc thAm quyen guy& dinh cua Uy ban nhan dan huyn theo 

quy dinh cua phap 1u4't va theo phan cap cua Uy ban nhan dan tinh; 

d) Tham mtni, giup Uy ban nhan dan huyn trong viec trinh Uy ban nhan dan 
tinh guy& dinh thanh 14p, to chirc lai, giai the cac dan vi su nghi4'p ding lap 
thuOc Uy ban nhan dan huyn theo quy dinh cUa 1u4 chuyen nganh; 

e) ThAm dinh viec thanh lap, kin toan, sap nh4p, giai the cac to chirc phi 
hop lien nganh thuOc tlfAm quy& quye't dinh cua Chu tich Uy ban nhan dan huyn 
theo quy dinh cita phap lust. 

4. -V"' quan VT, sir dung Bien the cong chirc, so;') luting ngtroi lam viec trong 
don vi su nghi4 cong 

a) Tham dinh, trinh Uy ban nhan dan huy@i, Chit tich Uy ban nhan dan huyn 
k" hoach bien the cong auk, ke hoach so luting nguoi lam vic hang n'am cua cac 
ca quan, don vi su nghi'e'p cong lap thutic tham quyen quan ly cua Uy ban nhan dan 
huyn cue Uy ban nhan dan huyn trinh Uy ban nhan dan tinh theo quy dinh; 

b) Trinh Chit tich Uy ban nhan dan huyn phan bo bien the' cong chirc cho 
cac phong chuyen mon thui5c Uy ban nhan dan huyn va phan bo s6 luting nguoi 
lam vi& trong dan vi su nghi0 cong 14p do Uy ban nhan dan cap huyn quan 1T 
sau khi dugc cap co tham quyen phe du3*, 

c) Giup Uy ban nhan dan huyn huong dAn, ki"em tra viec quan ly, sir dung 
bien the cong chirc cua cac phong chuyen mon va so luting nguei lam viec trong 
don vi su nghi0 cong lap do cap huyn quan ly theo quy dinh cua phap lust; 

d) T6ng hop, bao cao bien the' cOng chirc, so luting ngueli lam vi& trong cac ca 
quan, to chirc hanh chinh, dan vi su nghie;p cOng 14p theo quy dinh cita phap 1u4t. 

5. Ve quan ly vi tri vi& lam, ca cdu chirc danh cong chtk, vien chtk: 

a) Trinh Uy ban nhan dan huyn ban hanh van ban chi dao, huong dan cac ca 
quan, to chirc, ,dan vi thuOc Uy ban nhan dan huyn quan l5T xay dung an vi tri 
v* 	ca cau chin danh cong chirc, vien chirc hoac cue an diL chinh vi tri viec 
lam, ca cau chirc danh cong chirc, vien cht'rc theo quy dinh cita phap 1u4t va theo 
chi dao cua Uy ban nhan dan tinh, huong clan cua Soy Ne;ii vu; 
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b) Giiip fly ban nhan dan huyn don d6c, theo doi, thAm chinh, tong hop vi'c 
xay dung a an vi tri vi& lam, co cAu chirc danh cong chirc, vien chic hoc & an 
diet' chinh vi tri vi& lam, co cau chUc danh cong chirc, vien chirc trong cac co 
quan, to chirc, don vi thuck tham quyen quan VT cila Uy ban nhan dan huyn de 
trinh Uy ban nhan dan tinh (qua So. NOi vu) thArn dint', gilip Uy ban nhan dan 
huyn tong hop danh muc vi tri v* lam, co cdu chirc danh dog chirc, vien chirc 
cila huyn de trinh Uy ban nhan dan tinh (qua Sa N(ii vu) theo quy chinh; 

c) Trinh ti.' y ban nhan dan huyn thuc hi0 vi& sir dung, quan 1$,  vi tri v* 
lam va co cAu chirc danh cong chirc, vien chirc trong cac co quan, to chirc, dan 
vi thuc 'Jy ban nhan dan huyn theo quy chinh, theo phan cap hoc ily quy&I 
cila Uy ban nhan dan tinh. 

6. V'e cong tac xay dung chinh quy&l: 

a) Tham nuru, giiip Uy ,ban nhan dan huyn trong vi'c to chu va. huang dan 
cong  tac bau cur d4i bieu Quoc hi5i, bau cir d4i bieu I-Fcii gong nhan dan cac cap tren 
dia ban theo quy chinh dm phap 1u4t va huang dAn dm -0-y ban nhan dan tinh; 

b) thin) Uy ban nhan dan huyn trinh 1-1(5i d6ng  nhan dan huyn Wau, 	mign 
nhi4'm, bai nhi@n Chii tich, Pho Chu tich va cac thanh vien khac cua Uy ban nhan 
dan huyn theo quy chinh dm phap 1u4t, 

c) Trinh Chi' tich Uy ban nhan dan huyn phe chuan k& qua bau Cu, phe 
chuAn v* mien nhiem, bai nhim thanh vien Oy ban nhan dan xa theo quy chinh; 

d) Giiip Uy ban nhan dan huyn trinh Chi' tich Uy ban nhan dan tinh (qua Soy 
Nie vu) phe chuA.n ke't qua Wall cu, phe chuan vic mien nhirn, bai nhirri thanh 
vien Uy ban nhan dan hu)en theo quy chinh dm phap 14t; 

d) Xay dung, trinh fJy ban nhan dan huyn de anan lien quan decn v* thanh lip, 
giai th& nh4p, chia, di&I chinh dia giai don vi hanh chinh, dizii ten don vi hanh 
chinh, phan loai don vi hanh chinh trong dia ban a Uy y ban nhan dan huyn trinh ♦ 
cap cothAm quyI xem xet, quye't chinh; 

e) Tham mini, giiip fJy ban nhan dan huyn huong dan va t6 chirc trilen khai 
thuc h*i cac de an, van ban lien quan den dog tac dia gioi hanh chinh, phan loci 
don vi hanh chinh sau khi dugc cap có thAm quy'n phe du)*; 

g) Giiip Uy y ban nhan dan huyn trong vi'e'c quan 15/ h6 so, m6c, chi giai, ban 
d6 dia giai hanh chinh dm huyn theo quy chinh dm phap lulat, 

h) Tham muu, 04 Uy ban nhan dan huyn huang dan, ki6m  tra, tongA  hop, 
bao ca.() vi& thuc hi.'n phap lu:at ve dan chit a xa, thi tran, a co quan hanh chinh, 
don vi sit nghi0 cong lap, a doanh nghi0 ten dia ban va v* thuc hien cong tac 
dan van dm chinh quyen theo quy chinh; 
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i) Tham 	trinh Uy ban nhan dan huyn trong vi& twang dan thanh lap, 
giai th& sap nh4p va kiem tra, tong hop, bao cao ve hog dOng cua thOn, to dan pho 
teen dia ban hu)en theo quy dinh; thuc h*i vi& 13M duong ding tac cho cap 
truong, cap pho cua thon, khu ph6 theo quy dinh; 

k) Tham 	fJy ban nhan dan huyn chi dap, huang an, ki6m tra Uy 
ban nhan dan cap xa trong vi& xay dung, thuc hien cac van ban, de an lien quan 
den cong tic xay dung nong thon moii theo phan cong cua Uy ban nhan dan huyn 
va theo quy dinh cua phap 141 

7. Ve can b0, dog chirc, vien chirc; can 130, cong chic cap xa va nhang nguai 
hoat dOng khong chuyen trach a cap xa: 

a) Trinh Chu tich Uy ban nhan dan huyn guy& dinh v* sir dung, quan ly vi 
tri vi& lam, di&I dOng, bo nhiem, bo nhim lai, cho tir chirc, luan chuy6'n, biet 
phai, khen thuang, k-ST 1114, danh gia, thoi viec, nghi huu, thuc hien the do tin 
lucmg, ch6 di) dai ng0 va cac the de?, chinh sach khac doi vai can bi), cong chirc, 
vien chirc thuc tham quyen quan 1ST cua Uy ban nhan dan hu)en theo quy dinh cua 
phap luat va phan cap cua Uy ban nhan dan tinh; 

b) Thuc hi"0 cong tac quan 15T 116' sa, cong tac dao tao, 136i dung chuyen mon 
nghikvu, kien thirc quan ly doi vai can b0, cong chirc, vien chirc, can 130, cong 
chirc cap xa theo quy dinh cua phap 1u4t, theo phan cap quan 1S'T cua Uy ban nhan 
dan tinh va hiremg clan dm Si Nii5 vu; 

c) Giup Uy ban nhan dan huyn thuc hien vi& tuyL dung, quan ly cong chirc 
cap xa, thuc hien the do, chinh sach doi vai can bi), cong chirc cap xa va nhang 
nguai hoat Ong khong chuyen trach cap xa theo quy dinh. 

8. V'e cai cach hanh chinh, cai each the di) cong vu, cong chirc: 

a) Trinh Uy ban nhan dan huyn tri&1 ,khai, don deic, kiem tra cac co quan 
chuyen mon ding cap va Uy ban nhan dan cap )(a thuc hien cong tac cai cach hanh 
chinh, cai cach the (10 cong vu, cong chirc dia phuang; 

b) Trinh Uy ban nhan dan huyn cac bien phap day math cai each hanh chinh, 
dAy manh cai cach ch6' di) cong vu, ding chirc tren dia ban huyn, 

c) Thuc hien cong tac tong hop, bao cao NT&' cai cach hanh chinh, cai each cl-f 
do cong vu, cong chirc dia phuang theo quy dinh. 

9. Giiip Uy ban nhan dan huyn thuc hien quan ly nha nu& ve ts:5 chirc va 
hog Ong cua hoi, quy xa hoi, quy tir thin ten dia ban theo quy dinh cua phap 
1u4t va theo uy quyen cua Chu tich Uy ban nhan dan tinh. 

10. "\T' cong tac van this, luu 
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a) Huang an, ki6m tra vi& thuc 	cac chk d(5, quy dinh ve van this, luu 
tril cua Nha nu& va cua tinh doi vat cac co quan, to chirc cap huy@-1 va cap xa 
theo quy dinh cua phap luat; 

b) Thvc hie:n cong tac bao cao, th6ng ke NT' van this, luu tru theo quy dinh cua 
phap luat. 

11. Ve cong tac thi dua, khen thuang: 

a) Tham muu, de xuAt vat Uy ban nhan dan huy4i to chirc cac phong trao thi 
dua va trim khai thuc hien chinh sach khen thuang cua Dang va Nha ntrac teen dia 
ban huy'0, lam nhini vu thuang truc cila Hi5i ding Thi dua - Khen thuang huyri; 

b) Huang dan, ki6rn tra, dOn d6c viec thuc hi'41 ke hoach, ni,si dung thi dua, 
khen thuang tren dia ban huy#0; xay dung, quan ly va sir dung Qu5T' thi dua, khen 
thuang theo quy dinh cua phap 1114. 

12. '\/' cong tac ton gido: 

a) Giiip Uy ban nhan dan huy0 chi dao, huang dan, ki6m tra va to chirc thuc 
hien cac chit truing cua Dang, chinh sach, phap luat cua Nha ntrac N4 ton gido va 
cong tac ton gido tren dia ban; 

b) Chu tri, phi hop vii cac co quan chuyen mon ding cap de thuc hien 
nhiem vu quan ly nha nueic ve ton gido tren dia ban theo phan cap cua Uy ban nhan 
dan tinh va theo quy dinh dia phap luat; 

c) Tham muu, gtup Uy ban nhan dan huyen giai quye't nhimg \TAn de cu th6 ve 
ton gido theo quy dinh cua phap 1u4t va theo huang dan cua Sol NOi vu. 

13. V'e cong tac thanh nien: 

a) To chirc tri 6n khai thuc hien cac van ban quy pham phap 14t, chin lugc, 
chuong trinh, 1(6 hoach phat tri6n thanh nien va cOng tac thanh nien; 

b) Huang dan, tuyen truy&i, phi bien, gido due phap luat ve thanh nien va 
cong tac thanh nien theo quy dinh; giai quyet nhang van de lien quan d6n thanh 
nien, ding tac thanh nien theo quy dinh va theo phan cap; 

c) Chu tri, phi hop \Teri cac co quan lien quan va cac to chirc khac cua thanh 
nien trong viec thuc hi#0 hoac de nghi cap co thAm quy'en thuc hien co che, chinh 
sach d6i vat thanh flier' va cOng tac thanh nien theo quy dinh. 

14. Trinh t1)  y ban nhan dan huy'n ban hanh cac van ban huang dan v" cong 
tac 	vu tren dia ban; huangclan  chuyen mon, ngh4 vu cong tac not vu d6i 
vai cac co quan, don vi & cap huy0 va Uy ban nhan dan cap xa. 

15. Thuc hien v*kie'm tra, giai quy6t cac khi6u nai, xir ly theo thAm quyLi 
hoac bao cao cap có tham quyen xir ly cac vi pham ve cOng tac not vu trong dia 
ban huy0 theo quy dinh. Thvc hien cong tac phong, ch6ng tham nhang, thuc hanh 
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tit kie;m, ch6ng lang phi theo quy dinh 	phap 1u4t va phan cong 	fJy 
ban nhan dan huyn. 

16. Thuc hien ding tac th6ng ke, thOng tin, bao cao Chu tich Uy ban nhan dan 
huyn va Giam doc Sa Not vu ve tinh hinh, ket qua trien khai cong tac not vu tren 
dia ban. 

17. T6 chuc tri&I khai, Img dung tin b0 khoa hoc, cong ngl*'; xay dung h" 
thong th6ng tin, kru trur phuc vu cong tac quanIST nha nu& ve cong tac not vu ten 
dia ban. 

18. Quan l vi tri vi& lam, Nen ch6 cong chirc, ca ca'u ngach cong chuc trong 
ca quan Phong NOi vu theo quy dinh cua phap 14t. 

19. Quan ly va chiu trach nhirn NT" tai chinh, tai san cua Phong Neoi vu theo 
quy dinh ctla phaplu4t va theo phan cOng cua Uy ban nhan dan huy0. 

20. Giiip Uy ban nhan dan huyn quy dinh cu th6 chirc rang, nhiem vu, quy&I 
hp cua Uy ban nhan dan xa, thi tran ve cong tac not vu va cac linh vgc cong tac 
khac dugc giao ten ca sac quy dinh 	phap lulat va huong clan dm Se/ NOi vu. 

21. Thuc hi@.1 cac nhi."01 vu khac theo phan cong dm fly ban nhan dan huyn 
ho4c theo quy dinh cua phaplu4t. 

Dieu 3. Cu cac ti to chtic va bi'en che 

1. Phong NOi vu có Truang phong, khOng qua 03 PhO Truang phong va cac 
cong chirc thuc hien cong tac chuyen mon, nghi0 vu: 

a) Truang phong Phong Noi vu chiu trach nhiem truac Uy ban nhan dan 
huy0, Chu tich Uy ban nhan dan huyn va truck phap 14t ve viec thuc hien chirc 
nang, nhiem vu, quyn han dugc giao va toan b0 hoat cong cua Phong NOi vu; 

b) PhO Truang phong PhOng NOi vu gtup Truang phOng phu trach va theo dOi 
mot so mat cong tac; chiu trach nhi@n truck Truang phong va truck pith") 1u4t ve 
nhi@n vu dugc phan cong. Khi Truang phong yang mat mot Pho Truang phong 
dugc Truang phOng uy nhi@n diet' hanh cac hog dOng cua Phong, 

c) Vic bo nhie;rn, bo nhiem lai, cteu dOng, biet phai, danh gia, khen thuang, 
kS,  14t, mi7e'n 	cho tir chuc va thuc 	ch6 	chinh sach khac d6i vat 
Truang phong, Ph6 Truang phOng Phong Ne•i vu do Chu tich Uy ban nhan dan 
huyn quye't dinh theo quy dinh. 

2. Bien che': 

, a) Bien che cong chuc cua Phong Ni0 vu do Chu tich Uy ban nhan dan huyn 
quyet dinh trong tong Nen che cOng chuc cua huyn da dugc cap c6 tham quy'en 
phe duyt; 
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b) Vies bO tri congtac deii veri cong chirc cilaPhong NOi vu phai can cu vao 
vi tri vic lam, tieu chuan ngach cong chirc va pham chat, trinh do, nang luc cila 
cong chirc. 

Dieu 4. Tnrang Phong N'O'i vu có trach nhim xay clung, ban hanh Quy ch6 
lam vic dm Phong a to chirc thuc hin./.7,--- 

TM. 	IsTHAN‘ DAN 
H 

0 
, , 	17  

., ,...:1 - ',-1,  

'-----"":••=------4''' Nguyen Thi Hoa 
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