
UY BAN NHAN DAN 
HUYEN  HIEP HOA 

LONG HOA XA. HOI CHU NGHTA VIET NAM 
We lap - Tu. do - Hanh phtic  

S6: di /20 1 6/QD-UBND Hiep lloa, ngay//.2 thang/nam 2016 

QUYET DINH 
Ban hanh Quy dinh chtk 'tang, nhiem vu, quyen han, co' cau to chtic 

va moi quan he cong tic dm Van phong HDND va UBND huyen Hie') Iloa 

UY BAN NHAN DAN HUYEN HIEP HOA 

Can ar Lu:cit to chic chinh quyn clia phmang nam 2015; 

Can ar Luejt Tiep' cong dan Warn 2013; 

Can c& Nghi clinh so 64/2014/ND-CP ngay 26/6/2014 quy clinh chi tilt thi 
hanh mot so clieu cita Luejt tie') cong dan; Nghi clinh so 37/2014/ND-CP ngay 
05/5/2014 cfia Chinh phi v"e quy clinh to chic cac ca quan chuyen mon thuOc UBND 
huyen, quOn, thi xa, thanh pho thuOc tinh; 

Can cu' Thong tu Lien tich 07/2014/TTLT-UBDT-BNV ngay 22/12/2014 
cfia lien b0 (Iy ban Dan t.oc va BO NOi vy ye hmang dan chic ;king, nhi'Om vy, 
quyen hgn va ca cau to chfir dux ca quan chuyen mOn ye cong tac clan tOc thu.oc 
UBND carp tinh, cap huyen; 

Can dr ThOng tu' Lien tick so 02/2015/TTLT-BNG-BNV ngay 28/9/2015 ,  
act Bo Ngogi giao - BO Neji vy ye hutting clan chic neing, nhiem vy, quyen hgn 
va ca cau to chic cfia Sa Ngogi vy thuOc UBND cap tinh, thanh ph ai trtrc thuOc 
Trung yang; 

Can cis Quyjt clinh so 353/2016/QD-UBND 	20/6/2016 cita UBND 
tinh Bac Giang quy clinh biOzphap thi hanh mot , clieu cfia Lu4t ban hanh van 
ban QPPL va chi tilt mot so di"eu cfia Nghi clinh 34/2016/ND-CP ngay 
14/5/2016 cfia Chinh phit Quy clinh chi tier thi hanh mot so dieu va bien phap thi 
hanh Luat Ban hanh van ban quy phgm phap luat tren clia ban tinh Bac Giang; 

Can Quyit clinh so 26/2013/QD-UBND ngay 23/01/2013 awl UBND 
tinh Bac Giang ye vi& ban hanh quy clinh ye phan carp quail ly to chic b0 may, 
bien the va can b0 cong chic, vien char Nha nu& tinh Bac Giang. 

Theo cle nght cita Tru.ang phOng NOi vy huy'On tai Ta trinh so 21/TTr-
NV ngay 29/11/2016, 

QUYET DINH: 

Dieu 1. Ban hanh kem theo Quye't dinh nay Quy dinh chtrc nang, nhi@n 
quy'en han, co cau to chfrc va m6i quan h" cong tac cila Van phOng HDND va 
UBND huyen Hip Flea. 
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Dieu 2. Quy& dinh nay có hieu lirc thi hanh sau 7 ngay, lceA  tir nga 1(y va 
thay the Quy& dinh so 791/2010/QD-UBND ngay 24/3/2010 dm UBND huyen 
ve vi& ban hanh quy dinh chirc Wang, nhiem vu, quy& han dm Van hong 
HDND & UBND huyn Hiep Hem. 

Dieu 3. Thil throng cac co quan: Van phong HDND va UBND huyen, ac co 
quan, dun vi co lien quan, UBND cac xa, thi trdn can cir Quyet dinh thi hanh./. 

- TT HU, TT HDND huyen (B/c); 
- Cong an, BCH Quan str huyen; 
- TAND, VKSND huyen; 
- Ltru: VT. 
Ban dqn tin 
- UBND tinh Bac Giang; 
- Sar Tu.  phap tinh Bac Giang; 
- Van phong HDND tinh; 
- Van phong UBND tinh; 
- Nhu• Dieu 3; 
- Chu tich, Cac PCT UBND huyen; 
- Van phong HU; 
- MTTQ va cac down the nlfandan huyen; 
- LDVP, cac chuyen vien. 



	

UY BAN NHAN DAN 	LONG HOA XA-  HOI CHU NGIIIIA VIET NAM 

	

HUYEN HIEP HOA 	 Doc lap - Tty do - 1-1#nh phuc  

QUY DINH 
Chtic Wang, nhiem vu, quyen h4n, co' cau to chirc 

va miii quan he cong tic cua Van phong HDND va UBND huyen 
( Ban hanh kern theo Quyet clinh so 012016/QD-UBND ngay-i2/thang 12 nam 

2016 ctia UBND huyn Hip Ma ) 

Dieu 1. Vi tri va chIrc Wang 

1. Van phOng HDND va UBND huyn la co quan -Ulm thu(5c UBND 
hu3*, có chirc nang tham mini, tong hgp phuc vu lanh dao, chi dap di'eu hanh 
cong tac ciia HDND, UBND, Thueng truc HDND, Chil tich, cac Pilo cha tich 
UBND huy@i; cung cap thong tin phuc vu quan 1)"7 va hog dOng dm HDND, 
UBND huyn va cac co quan nha nu& 6 dia phuang, dam bao co su vat chat, 
1c5,  thu4 cho hog dOng dm HDND, UBND huy10; Chu tich, cac Pho Chit tich 
HDND; Chu tich, cac Pho Chu tich UBND hu3*i. 

Tham mini UBND huyn thuc hi@i chirc Wang quan 13",  Nha nuoc \T' cong 
tac clan*, 

Tivc tiep quan 1T va chi dao hoat Ong caa BO ph4n tiep nhan va tra kik 
qua theo co the melt cila, mot dm lien thong hu3*-1, huong dan, tiep nh'jn ho so 
dm ca nhan, ts3 chirc tren tat ca cac linh vuc thuc tham quyen giai quyet dm 
UBND huyn, chuyen ho so d6'n cac co quan chuyen mon thuc UBND huyn 
giai quy6t va nh4n ket qua de tra cho ca nhan, to chirc; 

True t4 quan 13'T va chi ciao hoat Ong ctia Ban Tip cong dan; huong 
dan, tiep nh4n cac yeti cau, kien nghi, phan anh, cac tranh chap, khieu nail, to cao 
dm cong dan; la dau moi tiep nh4n, phan loci, de xulat xir 13"/ buck dau don tranh 
chap, khiL nai, to cao, phan anh, kien nghi va chuyL giao vu vi& den co quan 
có lien quan de thAm tra, xac minh,k6t 1u4n,xt:r li, giai quyet theo thAm quyen 
hoc bac) cao, kien nghi nguei có tham quyen xem xet, giai quy6t, chiu trach 
nhi01 kiem tra, theo (161, don doe tier' d() giai Quyet caa cac co quan tham muu. 

2. Van phong HDND va UBND huyn co to cach phap nhan, có con d'Au 
va tai khoan rieng, chili su chi dao, quan lf y'd to chuc, vi tri v* lam, co cau 
ngach ding chirc, Wen the cOr$ chirc, vien chirc va cong tac cila UBND huy"0, 
chiu su chi dao, huong an, kiem tra ve chuyen mon, ngh4 vu ciia Van phong 
HDND tinh, Van phong UBND tinh. 

Dieu 2. Nhiem vu va quytn hqn 
Van phong HDND & UBND huyn thuc h*1 cac nhirri vu, quy'en han 

quy dinh tai Nghi dinh s6 37/2014/ND-CP ngdy 05/5/2014 dm Chinh pha .N7' 

quy dinh,  to chirc cac co quan chuyen mon thuc UBND hu3*-1, qu4n, thi xd, 
thanh pho thuc tinh, cu the: 
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1. Gifip HDND, UI3ND huy'0, Chu tich, cac PhO Chu tich HD' 	Chu 
tich, cac Pho chu tich UBND huyen xay dung cac chuang trinh, Ice ho ch cong 
tac; to chirc theo doi, don doc,  cac Ca quan, dan vi lien quan, UBND c c xa, thi 
tran thirc 	chtrang trinh, ke hoach dO. 

Chun bi bao ca.() •‘/' hogt dOng cua HDND, UBND, Chia tich, 
Chu tich HDND va Chu tich UBND huyn; thirc hiri sop thao cac De  
cao do Chii tich, cac Pho Chu tich HDND va UBND huyri trgc tiep gi 
hop voi cac co quan, don vi co lien quan chuan bi cac Dg an, De an, 
T6 trinh, du than cac van quy phpi phap 14t trinh HDND, UBND t 
dinh cua phap 14t. 

ac Pho 
an, bao 
0; phoi 
ao cao, 
eo quy 

2. Theo drii, don d6c cac co quan, dan vi lien quan, UBND cac xa, hi tran 
trong viec chuan bi bao cao, de an; tham gia y kien vai cac ca quan, dan i khac 
ye n'cii dung, the thirc trong qua trinh sop thao cac bao cao, de an do. 

Dtivc yeu cAu cac ca quan, dan vi, HDND, UBND cac xa, thi tran a cac 
to chirc lien quan cung cap tai lieu, so 	va. van ban lien quan hoc th m du 
cac cue hop, lam vi& nam tinh hinh phix vg ding tac chi dp, dieu ha h cua 
HDND, UBND, Chu tich, cac Pho Chu tich HDND; Chu tich, cac Pho ch' tich 
UBND 

Phi hop yen cac ca quan, dan vi lien quan thAm tra lan cu6i ve m t not 
dung, the thi e cac bao cao, de an do cac ca quan, don vi lien quan, UBN cac 
xa, thi tran chuan bi trinh cap có tham cluyen quyet dinh. Trong truatrig h • cac 
bao the, de an chua dam bao yeucau ye not dung, the thi c theo quy dinh, an 
phong HDND & UBND hu)*1 de nghi cac ca quan, dan vi cha tri sCra do bo 
sung hoan chinh them, neu de nghi do khong duck ca quan, dan vi chtl tri at 
tri thi Van phong HDND va UBND hu)* bao cao Chu tich, cac Pho ChU ich 
HDND, Chu tich, cac Pho Chu tich UBND huyn xem xet, quye't dinh. 

3. Dugc uy quy&I cua Chu tich, cac Pho Chu tich HDND; Chu tich, dc 
PhOchfi tich UBND hu)en to chirc cong v*, cong 10.6, truyen dot cac Nthi 
quyet, Quyet dinh, Chi thi va cong tac chi ciao, diet' hanh timg linh vgc cu he 
dOi 	cac co quan, dan vi lien quan, HDND, UBND cac xa, thi tran; theo del, 
danh gia 	thgc 	cac Nghi quyet, Quyet dinh, Chi thi do; bao cao helic 
kien nghi vii Chu tich, cac PhO Chu tich HDND, UBND huy@i cac bin ph p 
can thiet nham dam bao thirc hin co hi'41 qua the Nghi quy6t, Quyet dinh, C 
thi cua Thithng trgc HDND va UBND 

4. Nghien dru va de xuAt voi Chu tich, cac PhO Chu tich HDND, C 
tich, cac Pho Chu tich UBND huy@i nhang van de lien quan den v* van chin 
chtl trtrang, chinh sach cua Dang, phap luat dia nha nu& vao tinh hinh thgc t 
dm dia phuang, nham dam bao thirc hien CO h* qua cac chu truang, chinh sac 
dO; de xuat xir ly cac cong viec thuong xuyen thuOc tham quyen cua Chu tic 
cac PhO Chu tich HDND va UBND 



5. T6 chic phuc vu cac kS,  h9p HDND, phien hop UBND huyn; to chuc 
cac bu6i lam vi& &la Chia tich, cac PhO ChU tich HDND; Chu tich, cac Pho Chu 
tich UBND huyn \Ted the nganh, doan th& cac doanh nghi10, UBND cac xa, thi 
trAn, cac co quan Trung uong, tinh dOng tren dia bdn, cac doan khach nuOc 
ngoai, cac tinh, huyn ban den dia phuang theo quy the cua HDND, UBND 
huyn. Khi dugc uy quy&'n lanh dao Van phong HDND va UBND huyn dugc 
tiep va lam viic trirc tiep 	cac doan khach den quan he cong tac voi huyn. 

Bien tap va quan lYT 116 so, bier' ban cac kST h9p HDND, phien hop UBND 
huyn, cac bu6i lam vi& cua Chu tich, cac PhO Chu tich HDND, UBND huyn 
theo quy dinh. 

6. Quan ly thong nhAt v* ban hdnh cac van ban cua HDND, UBND 
huyen, Chu tich, cac PhO Chu tich HDND; Chu tich, cac PCT UBND huyn, 
tham dinh lan cu6i ye mat not dung, the thirc 	cac van ban dg thao do cac 
co quan, don vi lien quan trinh Chu tich, cac PhO Chu tich HDND; Chia tich, cac 
PhO Chia tich UBND huyn kY,  ban hanh. 

Phi hop vai phong Tu phap theo dai, kiem tra cac co quan, don vi thuOc 
UBND huyn yd. UBND cac xa", thi tran trong vi& ban hanh CAC van ban quan lyr 
nhd mac, neu phat hi41 van ban dm cac co quan nay co sai sot hoc trai phap 

trai cac quy dinh cua HDND, UBND huyn thi kien nghi dinh chi viec thu.c 
sira doi, 1)6 sung hoc bai 1) .6 theo trinh tir va tham quyen. Trong truemg 

hop cac co quan, don vi do khong chAp thu4n thi Van phong HDND va UBND 
huyen bac. cao Chu tich HDND, UBND huyn xem xet, giai quyet. 

7. Gill') UBND huyn trgc tiep quan ly, chi dgo hog dOng cua b0 ph#4n 
tiep nh4n va tra ket qua huyn dam bao theo quy dinh. 

8. Giup UBND huyn, Chu tich UBND huyen trgc tiep quan ly, dreu hanh 
hog dicing dm Ban Tiep cong dan huyn, to chirc tiep cong dan thuong xuyen tai trtj 
so.  Tiep cong dan cua huyn theo dung quy dinh cua Lu4t tiep cong dan; phoi h9p 
yen Thanh tra huyn va the co quan lien quan to chic cong tac tiep dan dinh Icy. 

9. Gifip UBND huy@lthgc hi@-iquan lYT nha nuac v'e ding tac dan tOc. 

10. GiUp UBND hu3en thgc hien quan ly nha nuoc ve cong tac d6i ngo4 

11. GiCip UBND huyn quan ly va duy tri hog dOng trang thong tin die -1 
tit dm huy@-i. 

12. Xay dgng, ban Brill cac van ban thuOc tham quy&I dm Van phong 
HDND & UBND huyn theo quy dinh cila phap 1114. 

13. GiUp HDND, UBND huyn to cink duy tri m6i quan he cong tac 
thuOng xuyen giaa HDND, UBND huyn 	Uy ban MTTQ va cac doan the 
nhan dan, Tod an nhan dan, Vien kiem sok nhan dan huyn theo quy the cua 
HDND va UBND 
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14. T6 cht:rc tong kit, huang dan, ki6m tra chuyen mon, ngh p vu ve 
cOng tac van phong doi 	cac co.  quan, dan vi thuOc UBND huy' va Van 
phong UBND cac xa, thi tran. 

15. Bao dam cac di&J kien vat chAt, ky thu4t cho hog dOng cua hu tich, 
Cac Pho Chu tich HDND; Chit tich, cac Pho Chit tich UBND huyn. 

, 16. Quan bri chirc N) may, bier' che;thgc 	che' 	ti&l. kr • • va cac 
che de?, chinh sach dai ng0, khen thuxng, kST 14,t, ciao tao, boi &rang v chuyen 
mon, nghi0 vu doi voi can bt), cong chirc, vien chuc va nguoi lao (10 g thuOc 
Van phong HDND va UBND huyn. 

17. Quan 13'T tai chinh, tai san thuo:c ca quan Van phong HDND UBND 
huyn theo quy dinh cua phaplu4t va phan cap cua UBND hu)*1. 

18. Thgc hien mat s6 nhim vv cu th6 khac do Chii tich, cac 	tich 
HDND va UBND huyn giao. 

Di'eu 3. CO' cAu to chtrc va bien che 

1. Co' cAu to chirc. Van phOng HDND va UBND hu)*-1 Om co Chanh 
Van phong, khong qua 03 Pho Van phOng va cac can b4:), cong chirc, vie chirc 
chuyen mon, Hgp &mg 68, hop dong khac. 

a) Chanh Van phong: La nguo.i dung du, chiu trach nhiem tru Chit 
tich, cac Pho Chia tich HDND, Chit tich UBND hu)en ve toan b0 hog do g cua 
Van phong HDND va UBND huyn va truck phap 1u4t ve thgc hien chirc Wang, 
nhiem vv, quyen Iwn dugc giao va toan b() hog dOng cua ca quan; gong of la 
chu tai khoan ca quan. 

b) Pho Chanh Van phong chiu trach nhiem truac Chanh Van p!lo i g va 
truck phap lust ve nhim vu dtxgc phan cong. Khi Chanh Van phong vanL4 mat, 
mot Pho Van phong dugc Chanh Van phOng ity nhim dieu hanh cac hog • 9ng 
cita ca quan. Ngoai ra, mot lanh d4o Van phong dugc giao nhim vv kiem n iem 
chirc danh Tru&ng Ban tiep cong dan huyn. 

c) Vic bo nhi*n, mien nhiem, di&t dOng, luan chuy6n, khen thuon kS,  
lust va thgc hien che dt), chinh sach 	Chanh Van phong, Pilo Van phon do 
Chit tich UBND huyn Quyet dinh theo quy dinh cua phap lust. 

d) DOi ngii can b0, cong chirc, vien chirc chuyen mon dugc 1D6 tri eo 
tirng linh vgc thgc hien nhiOlvv dm co. quan. 

2. Bien ch6: Bien ch6 ctia Van phong HDND va UBND huyn do UB 
huyn Quyet dinh trong tong bien che hanh chinh cita huyn dugc UBND t nh 
giao dam bao thgc hien tot nhim VV. 

Dieu 4. MOi quan he cong tac 

1. Do'i 	HDND, UBND huy'rt: Van phong HDND va UBND hu 
chiu six quan ly trgc tiep, toan dien cua HDND, UBND huyn. 



2. Quan he vai Van phong HDND tinh, Van phong UBND tinh: 

a) Thuc hie;n nghiem tuc the d() thong tin, bao cap theo quy dinh. 

b) Chiu su chi 4o, hu6ng din, ki&Ti tra v& chuyen mon, nghi4 vu cua 
Van phong HDND tinh, Van phong UBND tinh. 

3. DO'i voi Van phong Huyn tly: Van phong HDND va UBND huy@.1 gilt 
m6i quan he thuong xuyen voi Van phong Huyn uy de thuc hien day du th8ng 
tin bao cao va phi hop xay dung chuong trinh cong tac, phuc vu Huyn 
HDND va UBND huyn trong viec lanh d4o, chi d4o, di'eu hanh tren cac linh 
vuc kinh to xa h(ii, an ninh qu6c phong. 

4. Doi vori co quan, don vi truc thuc UBND 

a) Thuc h*) m6i quan he phi hop d6 triL khai thuc hi@.1 nhiem vu duvc 
giao cua HDND, UBND huy@-1, nham dam bao hoan thanh cac nhi01 vu chinh 
tri va ke ho4ch phat tri6n kinh t - xa hoi cua huyn. Trong tnthng hop Van 
phong HDND va UBND huyn chu tri, ph6i hop giai quye't cong vie;c ma chua 
co su th6ng nhAt vai y kin dm Thu tr&mg cac co quan, don vi thi Chanh Van 
phOng HDND va UBND huyn c6 trach nhim tong hop y  kin trinh Chu tich, 
cac Pho Chu tich H-DND, Chti tich, cac Pho Chu tich UBND huyn xem xet, 
quy6t dinh. 

b) Truerc khi cac co quan, don vi truc thuc UBND huyn tham muu van 
ban, d& an trinh UBND huyn quy6t dinh, lath 4o, chuyen vien Van phong 
HDND va UBND huyn phu trach linh vuc phai chu Ong lien he, thao lulan ved 
cac co quan, don vi ve nhang van de c6 lien quan d6 tham muu, thuc h*1. 

5. D6i vori Uy ban Mat tr4n To qu6c, cac ban, nganh, doan th6, cac to 
chuc )(a hOi cua huyn 

Khi Uy ban Kat tan T6 que3c, cac ban, nganh, doan the,cac to chuc xa 
hOi cua huyn c6 yeu cAu, kin nghi cac van de thuc chirc nang dm Van phong 
HDND va UBND huyn, Chanh Van phong c6 trach nh*n trinh bay, giai quy6t 
hoc trinh UBND huyn giai quyet cac yeu cau d6 theo thAm quyen. 

6. D6i vori UBND cac xa, thi trAn 

a) Van phOng HDND va UBND huyn co trach 	huong dan chuyen 
mon, nghiiep vu ve cong tac van phong de UBND xa, thi trAn thuc hien tot cong 
tac quan 11).7 nha nuoc trong ph4m vi dia phuong theo quy dinh cua Nha nuov. 

b) Thuc hi#0 the dc) kieAm tra theo chirc nang cua Van phong HDND va 
UBND va khi UBND huyn yeu cA.u. 
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Dieu 5. To chirc thtyc hien 

Can dr Quy dinh nay, Chanh Van phong HDND va UBND huye;n có 
trach nhim xay dung not quy, quy a-16 lam vi& dm Van phong; Phan cong 
nhim vu cu the phil hop \Tali Wang lgc, trinh dO chuyen mOn cua timg can bt), 
cong chirc, vien chirc va nguei lao dOng de to chirc thgc hi'n. 

Trong qua trinh to chirc thgc hin Quy the nay neu có kilo khan vuang 
mac, Van phong HDND va UBND hu)*1 ph/6i hop vOi Phong Nie vu bac) cao 
bao cao UBND huyn xem xet, chinh sda, b6 sung cho phi' hop voi quy dinh./. /1/ 



TRUbNG PHONG 

n Dinh Htro•ng 

UBND HUON HIEP HOA 
PHONG NOI VU 

LONG HOA XA HO CHU NGHiA VIET 
Dec lap — Tty do — H,4nh phtic 

   

      

S6: 2,4 /TTr-NV 	 Hip Hoa, ngay thcinganam 2016 

TRINH 
V/v de nghi ban hanh Quyet dinh Quy dinh chtrc 'tang, nhiem vu, quyen hqn, co' 

cau to chti.c va moi quan he cong tac cua Van pilling HDND va UBND huyen 

Kinh giri: UBND huyn Hip Hoa 

Thuc hi'en Quyk dinh so 16/QD-UBND ngay 13/01/2016 cua UBND 

huyn Hip Hoa ve viec ban hanh chuang trinh xay dung van ban quy ph4m 

phap luat cua UBND huyn nam 2016; Chuang trinh ding tac thang 12/2016 

cua UBND huyn. 

Teen ca s& de nghi cila Van phong HDND va UBND huyen, sau khi nghien 

dru, xem xet Phong N8i vv da trinh UBND huyn Du thao Quy6t dinh Quy dinh 

chirc nang, nhiem vv, quy&I han, ca cAu to chuc va m6i quan he ding tac cua Van 

phong HDND va UBND huyn va da dugc th8ng qua. 

Vay Phong Noi vv de nghi UBND huyn xem xet, quy6st dinh ban hanh./. 

(Kern theo ho sa de nghi clia Van phong HDND-UBND, thanh ph an gijm: 
1. To' trinh d'q nghi ban hanh van ban; 
2. Du thao Quyet dinh Quy dinh chic nang, ninVm vu, quyen hgn va co. 

cdu to chic clia clan vi; 
3. Bao cao tong hop ji kien clung gop cfia cac ca quan, clan vi; 
4. Bao ccio tharn dinh cua Phong Tu. phap; 
5. Cac can ci xely dung Du thao.) 

Nai nh4n: 
- Chu tich, cac PCT UBND huy0; 
- LD, CV VP HDND-UBND hu)*; 
- Phong Tyr phap, NOi vu, 
- Ltru: VT. 
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