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Ban hinh quy ch6 lirm viQc cria Vin phdng Huy-Qn ty

phgc vg chung HuyQn iy, MTTQ vir c6c ttoin th6 huyQn

- Cdn ct EiAu lQ Dang CQng san ViQt Nam;

- Quy. tllnh sO ZZO-qOffW ngiry 2711212013 cria Ban Bi thu vd chric ndng,
nhiQm vg, t6 chric bQ m6y cs quan chuy6n tr6ch tham muu, girip vi6c Huy€n riy,
Qudn ty, Thi riy, Thdnh riy tr.uc thuQc Tinh riy, Thanh tiy;

- Cin cri DA 6n sO O2-DA/HU, ngdy 26 thing 12 ndm 2018 cria Ban
Thuong vU HuyQn riy v€ viQc thdnh lQp V6n phdng HuyQn ty phgc vU chung cho
HuyQn riy, MTTQ vd c6c dodn th€ huyQn;

- X6t.tA ngh! cria Vdn phdng HuyQn riy,

BAN THI'ONG VU HUYPN UY QUYfTDINH

Di6u 1. Ban hanh kdm theo Quytit ttinh ndy Quy ctrri tam viQc cria VEn phdng
HuyQn ty.

Didu 2. C6ng chric, ngudi lao dQng Vdn phdng HuyQn riy;.c6c co quan, don v!
li€n quan; c6c TCCS Eing cdn cri chfic n6ng, nhiQm vU, quy6n h4n, trrlch nhiQm
tri6n khai thgc hiQn QuyCt dinh ndy.

Didu 3. quyiSt einn c6 hiQu luc thi hanh ki5 tt ngdy ky. Trong quri trinh trii5n
khai t6 chric thlrc hiQn s€ duo. c b6 sung, di6u chinh, hoAn thiQn cho phir hqp vdi
tinh hinh thuc ti6n.

Noi nhAn:
- V5n phdng Tinh ty (b/c),
- Thudng tryc HuyQn ty,
- C6c co quan, ban, nganh, doan th6 huyQn,
- C6c t6 chric co sd Ddng,
- Lru VP HuyQn riy.

Dq TEh, ngdyl'e116ng t I ndm 2019

Nguy6n MSnh ViQt



Qtn.t'o'ii?1r0"*tT#uio'
(ban hdnh kdm theo Quyiit dinh sii t se Z -gOtUU ngdy | 5 / I t/201g

cila Ban Thtdng vq HuyQn iy)

Chuong I
QUYDINH CHUNG

Didu 1. Quy ttinh chung

l. Quy chiS ndy quy dinh tr6ch nhiQm, quy6n h4n, ctr6 dO, le lt5i, phuong
ph6p ldm viQc vd quan hQ cdng tric cr.ia Vdn phdng HuyQn iry (sau <l6y ggi t5t ld
Vin phdng).

2. Vdn phdng ldm viQc theo ch6 dQ thri truong, trdn nguy6n tEc tflp trung d6n
chri. Ch6nh Vdn phdng chiu tr6ch nhiQm tru6c Ban Ch6p hdnh, Ban Thudng vp,
Thudng tryc Huygn riy vd mqi mit hoqt dQng cria Vdn phdng. Girip vipc Chrinh
Vdn phdng c6 c6c Ph6 Ch6nh Vdn phdng.

Vdn phdng HuyQn riy g6m lanh tlpo Vdn phdng, b0 phan chuy6n m6n,
nghiQp W vd b0 phan h5 trg, phuc vu.

3. Mgi hopt <lQng cria vdn phdng tudn thri theo quy {inh cria EiAu l€ Eang,
ph6p luQt Nhir nu6c, theo chric ning, nhiQm vu vd Quy chti ldm viQc Vdn phdng;
b6o dAm ph6t huy ndng lr,rc, sd trudng cria c6ng chric vd ngudi lao dQng; d€ cao sU
ph6i hqp c6ng t6c trong giAi quy6t c6ng vi6c; b6o dem ki cuong, d6n chri, khoa
hgc, minh bgch vd hiQu qui trong ho4t dQng.

Chuong II
rnAcn NHrFM vA euytN HAN

Di6u 2. Chri'c ning, nhiQm vg

I. Chftc ndng

1.1. Ld co quan tham muu, gitip viQc HuyQn riy mh tr.uc tiiip, thudng xuy6n
ld Ban Thuong vU v4 Thudmg tr.uc HuyQn riy trong t6 chric, di€u hdnh c6ng vi6c
lSnh d4o, chi d4o, phOi hqp ho4t ttQng c6c co quan ,tt3* ry*, giirp viQc Huy[n riy;
ph6i hqp co quan li€n quan tham muu, thAm dinh dii xuAt chri truong, chinh s6ch
thuQc linh vpc kinh t6 - xd hQi, qu6c phdng - an ninh, rt6i ngo4i; nguyen tac, ch6 dE
qu6n lf tdi chinh, tdi sin cia Dang b.Q; ld.trung tAm th6ng tin t6ng hqp phgc vg sU
l6nh tlpo, chi d4o cria HuyQn riy; ld dAu m6i girip Thudng tr.uc HuyQn riy xri lf c6ng
viQc hing ngdy.

. 1.2. Truc ti€p quan lf tii sin, tdi chinh cria HuyQn riy vd b6o d6.rn co s0 vQt
chat cho cdc ho4t dQng cria HuyQn ty, Ban Thudng vg, Thudrng tryc Huypn riy, c6c
co.quan tham muu, giirp viQc HuyQn riy vi mQt s5 ho4t dQng cria MTTe, cric dodn
th6 huv6n.



2. NhiQm vqt

2.1. NghiAn cthu, di xuiit

- Nghi€n-criu, d€ xu6t vd girip Ban Ch6p hirh, Ban Thuong vg, Thudng
t4rc HuyQnriy t6 chric thgc.hiQn chuong trinh c6ng t6c; x6y d1mg, t6 chric thgc
hiQn quy ch€ ldm. viQc; sdp x€p chuongtrinh c6ng t6c cria d6ng chi Bi thu, c6c Ph6
Bi thu vir mQt sO ho4t dQng cia c6c d6ng chi riy vi€n Ban Thudrng vg Huygn riy
theo quy ch€ ldm vi6c vir chuong trinh c6ng t6c; thgc hiQn c6ng t6c d6i ngoai cria

r i. ,Huy€n iy; ph6i hqp vi <li6u hda ho4t dQng c6c co quan tham muu, girip viQc
HuyQn ty. Cht tri, ph6i hqp tham mrru vir t6 chric thuc hi€n cdng t6c cii c6ch hdnh
chinh trong Dang.

-;.- T6ng hqp tinh hinh t6 chric thgc hi€n nehi quy6t, quy6t dinh, chi thi, quy
drinh, quy ch6, kdt lu{n cria Trung uong, Tinh riy, Huyen rly v}r ho4t dQng cria c6c
td chric co sd ding t4rc thuQc HuyQn ty. Th6ng b6o j ki6n k6t lu{n, chi d4o cria
Ban Thudng vg, Thudng tryc HuyQn riy vdr theo d6i, d6n tl6c vipc thgc hign. Theo
d6i, d6n d6c c6c t6 chric ding tryc thuQc HuyQn riy, c6c co quan li6n quan thgc
hiQn ch6 tlQ th6ng tin b6o c6o theo quy dinh. Thuc hi€n c6ng tdc th6ng tin phuc vu
sF ldnh dqo cria HuyQn iry; 

"tri5 
AO .u"g c6p thbng tin cnJcdp riy vi6n vd c6c t6

chric. Girip HuyQn riy thgc hiQn ch€ dQ th6ng tin, brio c6o dinh kj vd dQt xudt.
. -,1- Tham gia td chric, phuc vu Dai hQi Dang bQ huyQn; chri tri phUc vU hQi

nghi HuyQn iry, Ban Thudng vU Tinh riy vi c6c hQi nghi do Thudng tryc Tinh iy
triQu tQp, c6c cuQc ldm viQc cta Bi thu, Ph6 Bi thu Huypn riy.

^ . i .i ,:- So k€t, tdng k6t c6ng t6c vdn phdng cdp riy.

2.2. Htrdng din, kidm tra, gidm sdt

- Hu6ng d6n nghiQp.vq c6ng tric vdn phdng cho c6c t6 chric dang tr.uc thuqc
HuyQ.n riy vri vdn phdng cAp riy.cAp duoi; nghiQp 4r c6ng tric v6n thu, luu trft cria
c6c t6 chfccs sd d6ng, doan th6 chinh tri - xd hQi d dia phuong_theo quy dlnh cria
ph6p luft vd luu tr0, c6c quy tlinh cta Ban Bi thu vA hu6ng din cria Vdn phdng
Trung uong D6.ng.

- Thgc hiQn huong ddn vA nghiQp 4r c6ng tic tdi chinh t6 toan d c6c t6 chric
co sd DAng tryc thuQc HuyQn ty.

- Theo d6i, <l6n it6c c6c t6 chtic ding, c6c c6p riy tr.uc thuQc HuyQn riy thqc
r i 3^ .r ^ ..hi€n ch6 dQ th6ng tin, b6o c6o theo quy d!nh.

2.3. Thdm dinh, thdm tra

- Da 6n, vdn ban cria c6c cd quan, t6 chrlc tru6c khi trinh HuyQn riy, bSr
Thudng 4r, Thudng tryc HuyQn riy v6: y6u cdu, pham vi, quy trinh, thdm quy6n
ban hanh vd th6 thtic vdn ban.

^,' .,,(.,- Chfi td ph6i hqp voi cdc cs quan li6n quan tham dinh nQi dung d6 rin, vdn
ban khi tlugc Thudrng tryc, Ban Thulng vU HuyQn riy giao tru6c khi trinh HuyQn
ty, Ban Thudng vU HuyQn ty.

2.4. Phiii ho. p
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- V6i cric cs quan tham muu, girip viQc cta HuyQn riy-tt6 tham mtru girip

ftyf{ ,lf', pan Thyong vg, Thudng tryc HuyQn riy chi d4o, ki6m tra, giri.m s6t, so
ki!t, t6ng kiit vigc thgc hi€n nghi quy6t, chi thi, quy tlinh, quy ch6, quy6t d!nh, ki5t
luQn cria Trung uong vd Tinh riy, HuyQn riy, Ban Thudng 4r v6 c6ng t6c xdy dpg
<lang kinh t6 - xd hQi, qu6c phdng - an ninh, di5i ngo4i...

- Vdi c6c co quan li6n quan xdy dpg mQt si5 dA rin, vdn bin, chuong trinh
hanh <lQng do Ban Thudng vU HuyQn riy, Thuong t4rc HuyQn riy giao.

- V6i Ban T6 chric HuyQn riy trong c6ng tfuc cinbQ theo quy rlinh vO phAn
^ , . .,. ..:

cdp quan lf c6n b9 v.a gi6i thiQu crin b0. ung cri; vi€c quan lf t6 chric bQ m6y, bi6n
ch€ vd thuc hiQn ch6 dQ, chinh s6ch tl6i v6i crin bQ, c6ng chtc, vi€n chric, ngudi
lao dQng Vin phdng HuyQn rly theo phAn c6p.

- CAc.co quan li6n quan xdy dlmg theo d6i viQc thUc hiQn chri truong, ch6
dQ, nguy€n tdc qui,n li tdi chinh, tii san cta Huygn riy

2.5. Thytc hiQn mQt si| nhigm vu do Ban Thudng vqt, Thndng tngc Huygn fii
giao

- Ld dAu mOi girip Thuong tryc HuyQn riy xri lf c6ng viQc h6ng ngdy; ph6i
hgp, di6u hoi hoqt dQng cta c6c co quan tham muu, girip viQc HuyQn ty phUc vU
lSnh tlpo, chi tlgo cria HuyQn iry.

T6 chric phuc vl.r c6c hoi nghi, cuQc hgp cria HuyQn riy, Ban Thudng vg,
Thudng tryc HuyQn riy; ph6i hgrp phqc vU c6c hQi nghl, cuQc hop cria c6c ban d6ng,
cs quan thuQc HuyQn riy; tham gia t6 chric phUc vU Dai hQi ttai bi€u Dang bQ
huyQn.

- T6 chric cdng t6c th6ng tin phUc vU sg l6nh tl?o, chi d4o cria Thudng tr.uc
Huygn riy,. Ban Thudng vg vri HuyQn riy; cung c6p th6ng tin cho c6c c6p iy co s&,
co quan, tO chtc d huygn theo quy dinh.

Theo.d6i, <t6n dtic c6c cdp riy co s&, co quan,.t6 chuc c6 li6n quan d huyQn
thpc hiQn chti <lQ th6ng tin, b6o c6o dinh k' vd dQt xu6t.

Ti6p nh$n vdn ban <ltin; ph6t hanh vdn b6n, theo ddi viQc chuy6n ph6t hanh
vdn ban di; sdp xdp, b6o quan vi phgc vU viQc tra cfu, sri dgng vin ban luu tai vdn
thu; b6o quin, sri dgng con dAu cria HuyQn riy, cdc co quan tham muu, girip viQc
HuyQn ty.

- Tiiip nhan vd xri lf ilon, thu di5n HuyQn riry; tham muu, theo d6i, d6n d6c
viQc gi6i quydt mQt r"o d*, thlr dugc Thudng t4rc Huypn iy giao; phtii hqp voi c6c
co quan chric ndng t6 chric tii5p c6ng d6n.

- Quan lf tai liQu l* !$ cia HuyQn riy vd c6c co quan tham muu, girip vi€c' ':HuyQn ty; trgc ti6p huong ddn, ki6m tra- nghiQp vg c6ng vdn, luu trft cta co quan
dang, M[t tran T6 qu6c vir c6c doiur th€ chffi tri - x6 hQi 0 cAp huyQn vd co s0
theo quy dinh cria Lu{t Luu trt nim 2011, cic quy tllnh cta Ban Bi thu, cria Tinh
riy vd hu6ng d6n cta Vdn phdng Trung uong Eang. T6 chric tri€n khai, img dgng
vir quin lf c6ng nghQ th6ng tin trong c6c co quan tham muu, girip viQc HuyQn riy,
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MAt tran TO qu5c, doan th6 chinh tri - xd hQi vd ti5 chtc co sd d6.ng tryc thuQc; thyc
hiQn c6ng t6c co y6u theo quy tlinh.

- Ld cht s0 hiru tai sAn cria HuyQn riy theo sg riy quyAn cria Ban Thuhng vU
HuyQn riy. Bio dim diAu kiQn v4t ch6t, tai chinh phpc v1r ho4t dQng cta HuyQn riy,
Ban Thuong vg, Thudng tryc HuyQn riy,.c6c co quan tham muu, gitip viQc HuyQn
riy vd mQt s6 ho4t dQng cria MTTQ, c6c t6 chric chinh tr! - xd hQi.

- Thlrc hi6n c6c nhiQm vp kh6c do Ban Thudng vg, Thudng tr.uc HuyQn riy
giao.

Didu 3. Tr6ch nhiQm, quy6n h3n Ch6nh Vin phdng

. - Ch6nh Vdn phdng ld ngudi drmg dAu co quan, chi tl4o, quAn ly, di€u hanh,
ki6m tra, <l6n d6c vd chiu tr6ch nhiQm tru6c HuyQn riy, Ban Thudng vq, Thudng
tryc HuyQn riy vA mgi ho4t dQng cria Vdn phdng HuyQn riy.

- Phdn c6ng nhiQm v\r Oi5i vOi c6c Ph6 Chrffi Vdn phdng vd c6c b0 phdn
trong Vdn phdng; chi dqo, ki6m tra, d6n di5c c6ng t6c e6i vOi c6c Ph6 Ch6nh VAn
phdng trong ph4m vi linh vuc <lugc phg tr6ch, viQc thpc hiQn c6c chuong trinh, k6
ho4ch cOng t6c cria Vdn phdng.

- TriQu t{p, chri tri, ki5t lufn cdc cuQc ho.p lSnh dAo Vdn phdng, c6c hQi nghi
cta co quan.

-.Chi dao viQc xdy dr,mg chuong trinh, x6y dfmg hoic tham gia xdy dpg
quy ch€ lim viQc cria Ban Chdp hdnh, Ban Thudng vr,r, Thudng tryc HuyQn riy vi
gitp tO chfc thgc hi€n chuong trinh, quy chti ldm viQc; chi d4o xdy dUng dA rin,
brlo c6o dg Ven phong chri tri; thdm tlinh hoac tham gia g6p 1f cria Van phdng d6i
vor cilc dC an tinh Ban Thudng 41 Thudng tryc HuyQn riy; chi d4o tri6n khai rmg
dgng c6ng ngh6 th6ng tin trong Dang bQ theo quy6t dinh cria Ban Thucmg vg ho4c
Thudng tryc HuyQn riy; chi d4o tri6n khai thgc hi€n nhi€m 4r det xuit do Ban
Thudng vq, Thudrng tr.uc HuyQn ty giao.

- Cht tri tham muu Thulng trgc HuyQn tiy xt lf vdn ban dain; thUc hi€n
c6ng t6c tii5p ddn, xri lf don thu.

- Girip Thudng tryc giii quytit mqt s6 c6ng viQc hang ngdy; tham dp c6c kj
ho.p cta Ban ch6p hdnh, Ban Thudng vU, Thudng tryc HuyQn riy theo quy ch6 lim
viQc cia HuyQn riy.

-.NhQn x6t, drinh gi6 hdng nam di5i ug .qt bQ,trong co quan Vdn phdng theo
phdn cdp quan lj crin b0. Tryc ti€p c6 f ki€n d6 xyat v,oi Ban Thudng vp, Thuing
tryc HuyQn ty vA c6c b0 ph{n li6n quan v6 s6p x€p, b6 tri, di6u dQng nhAn sU cria
Vdn phdng dim b6o hiQu quA ho4t dQng chung.

- ?*o.q Thuong tryc HuyQn iy riy quy€n ldm.chi tai khoan dgn ui. DA xu6t
nhftng v6n de lon va tiri chinh, tiri sin, co sd vft ch6t cira co quan di5 thuong tryc
HuyQn iry quy6t dinh. Di€u hdnh ho4t tlQng c0a k6 torin.
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- Chiu tr6ch nhiQm quan hQ, phiSi hqp vdi c6c ban, ngdnh, dodn th6, lAnh deo
c6c Ban Xdy dgng D6ng vA x6c dinhthoi gian, ch6. <lQ b6o c6o, cung c6p th6ng tin
li6n quan d6n sq l6nh ilpo, chi d4o, di€u hanh cria cdp riy.

- Kf c6c vdn ban thira lgnh cia Ban Thudng vg, c6c th6ng b6o f kii5n chi
d4o cria Thudng trpc HuyQn riy; c6c vdn ban cria Vdn phdng trinh Ban Thudng vg,
Thudng tryc HuyQn iry; c6c u.* bao ctia Vdn phdng trinh Ban Thuqlg vp, Thudng
trUcTinh riy ho4c gui rQng d6n c6c cAp riy, t6 chric ding (tfir mQt s6 vdn bdn dd ily
quydn cho Ph6 Chdnh Vdn phdng).

Di6u 4. Tr6ch nhiQm, quydn h4n Ph6 Chrflnh Vin phdng

1. Phd Chdnh Vdn phitng phqt trdch linh vyc kinh $ - xd hQi, nQi chinh

- Tham gia th6o luin, quy6t ttinh c6c 
"6n 

eC thuQc tr6ch nhiQm cria t{p the
l6nh d4o Vdn phdng. Girip Ch6nh Vdn phdng chi <14o, di6u hanh, .gi6i quyiSt c6ng
viQc d linh vuc kinh t6 - x5 hQi, nQi chinh vd chiu tr6ch nhiQm v6 k6t qu6 c6ng viQc
dugc giao tru6c Ch6nh Vdn phdng.

- Tham muu thdm dinh thC thric, nQi dung de 6n, v6n ban thuQc linh vlrc
kinh ti5 - x6 hQi, nQi chinh tru6c khi trinh Huygn riy, Ban Thudng vr,r HuyQn riy.

- Phdi hqpchuan UinQi dung, tdi liQu; dU, ghi bi6n ban, tham muu ki5t lu4n
hQi nehi Ban Ch6p hdnh Dang bQ huyQn, hQi nghi can b0 chri ch5t, giao ban nQi
chinh; c6c cuQc ldm viQc cria Ban Thuong vp, Thudmg t4rc HuyQn riy li6n quan <l6n
linh vuc phu tr6ch. Tham dU c6c cuQc hgp dugc sp ty quy6n crla Chrffi Vdn
phdng.

, - I(hi c6 y6u ciu, tham gia c6c ban chi d4o, ti6u ban... cia HuyQn riy; tham
gia td bi6n tip dd 6n, ki5 ho4ch trinh hQi nghi Ban Chdp hanh, Ban Thudng v9,
Thudng tryc HuyQn riy theo phAn c6ng cta Ch6nh Vdn phdng

--Ph5i hap v6i c6c co quan li6n quan tham muu thu thQp, t6ng hgrp, xri lj vd
cung cdp th6ng tin tr€n linh vlrc php tr6ch phr,rc vg c6ng t6c l6nh d4o, chi tlpo cria
Thudng t4rc, Ban Thudng 4l HuyQn riy.

- Pha5i hap theo ddi, qu6n l;y', tham muu sta chta, b6o du0ng trang thitSt bi,
phuong tiQn, co sd vAt chAt co quan.

- Di6u hdnh hopt tl6ng crla chuy€n vi€n t6ng hqp; l6i xe; b6o vQ; phqc vU.

- Chn dgng dd xu6t cric biQn ph6p li6n quan d6n chtc n6ng, nhiQm vg iluo. c
giao.

- Thgc hiQn c6c nhiQm vg kh6c do Chrinh Vin phdng giao.

2. Phd Chdnh Vdn phitng phqt trtich xdy dqtng Ddng, hQ thdng chfnh tri
- Tham gia th6o lu{n, quyiSt dinh c6c v6n ad thuQc tr6ch nhiQm cria tap the

16nh dpo Vdn phdng. Girip Ch6nh Vdn phdng chi d4o, di€u hanh, gi6i quyrSt.c0ng
vi€c d linh vgc xdy dpg Dang, hQ th6ng chfnh tri vd chiu tnich nhiQm v6 k6t qu6
c6ng viQc dugc giao tru6c Chrffi VEn phdng.
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- Tham muu thAm dinh nQi dung dd 6n, vdn bin thuQc linh vgc xdy dpg
Dang, hQ thiing chinh tri khi <luo. c Thudng tryc, Ban Thudng vir HuyQn tiy giao
tru6c khi trinh HuyQn iry, Ban Thuqng vu HuyQn riy.

- Tham muu xdy dpg chuong trinh c6ng lic nim, hdng th6ng cira HuyQn
riy.

- Ph6i hqp ctrudn bi nQi dung, tdi li€u; dg, ghi bi€n ban, tham muu ti5t tuan
hQi nghi Ban Thudng vr,r HuyQn riy, giao ban Thutrng t4rc, xdy dlmg Ding, doan
th6; c6c cuQc lirm viQc cria Ban Thudng vp, Thuing tryc HuyQ.n riy li€n quan d6n
linh v.uc phU tr6ch. Tham dg c6c cuQc hgp dugc sU ty quy6n crla Ch6nh Vdn
phdng.

i .,
. - Khi c6 y€.u c6u, tham gia c6c ban chi d?o, ti€u ban... cria HuyQn riy; tham

gia t6 bi€n t{p d€ rtur, k€ ho4ch trinh hQi nghf Ban Chdp hdnh, Ban Thudng vp,
Thudng t4rc HuyQn riy theo phdn c6ng ctia Chrinh Vdn phdng

^r t. '- Ph6i hqp vqi c6c Ban XAy dlmg Ding, MITQ vd c6c doin th6, co quan
liOn quan tham muu thu thfp, t6ng hqp, xti lf vd cung cdp th6ng tin trdn linh vlrc
phq tnich phUc vU cdng t6c lffi d4o, chi d4o cria Thulng tnrc, Ban Thuong vr,l
HuyQn ty.

- Di€u hanh ho4t tlQng cua chuy6n vi€n t6ng hStp - quqn tri m4ng; vdn thu;
luu trii; ho4t dQng cria bQ phQn phUc W MTTQ vd crlc doirn th6 huyQn.

- Theo d6i c6ng trlc thi dua, khen thudng.

- Chri ttQng tl6 xu6t cdc biQn ph6p li6n quan d6n chrlc ndng, nhiQm vrr dugc
giao.

- ThUc hiQn c6c nhiQm vg kh6c do Ch6nh VEn phdng giao.

Didu 5. Chuy6n vi6n t6ng hqp
.A- Chuy6n vi€n t6ng hqrp chiu sg lSnh d4o, di€u hdnh tryc ti6p cria ldnh d4o

VEn phdng; theo d6i, ti6p nhQn th6ng tin, tr5ng hqp b6o c6o vC tintr vgc kinh tii - x5
hQi, nQi chinh.

- Tham muu thAm dinh cdc dA 6n, vdn bin cria c6c co guan, t6 chric trudc
khi trinh HuyQn riy,.Ban Thuong vg, Thuimg tryc HuyQn riy v€ y€u cdu, phqm vi,
quy trinh, thAm quy6n ban hanh vi th€ thric vdn ban khi dugc l6nh dao Vin phdng
giao.

- Ph6i hqp tham muu c6ng t6c chi cl4o, ki6m tra, so k6t, tdng.kiit vipc thgc
hign c6c nghi quy6t, chi thi... cria Trung uong, Tinh iy, Huygn ty v€ c6c linh vpc
phu tr6ch.

- Tham muu t6 chric ti6p c6ng d6n; chuAn binQi dung phUc vU c6c ddng chi
ldnh dpo ti6p cdng ddn di5n phin 6nh, kii5n nghi, khiiiu n4i, t6 c6o.

^r.- D6i voi nhirng vdn de ler.rh {ao Vdn phdng giao theo d6i, nghiEn criu;
chuy€n vi6n tg chlu trSch nhiQm v€ k6t qu6 theo d6i, nghi6n cr?u cria minh tru6c
ldnh dgo Vdn phdng.
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- Oi5i vOi nhtng v6n d6 dugc d6ng chi Bi thu ho{c Ph6 Bf thu HuyQn riy
giao thi chuy€n vi€n b6o c6o l6nh dao V{n phdng biiSt <tii teo tti6u kiQn thUc hiQn.
Chuy€n vi6n phii tg chiu tr6ch nhiQm v€ k6t qu6 c6ng viQc cria minh tru6c l6nh
tl4o Vdn phdng HuyQn ty Genh dao Vdn phdng moi chiu tr6ch nhiQm tru6c
Thudng trgc HuyQn iy).

- Ki6m nhipm thri qu! co quan HuyQn riy, t4rc tii5p quan lf tiAn mAt cria co
quan, qu6n lf vd mO s6 theo d6i kh6c kho6n thu, chi theo l€nh chi vd cfp nhgt d6y
tli cric chimg tir thu, chi theo thring; thudng xuy€n ph6i hqp v6i b0 ph{n kd toan
d6i chi6u cdc chimg tt thu, chi, tftinh tinh tr4ng chi sai mgc dich ho{c chimg tir
thu, chi kh6ng dring quy ilinh; c6c khoin t?m unC chi sau khi c6 ph6 duyQt cria
Thudng tryc ho{c Ch6nh Vdn phdng.

- ThUc hiQn c6c nhipm vU kh6c do Ldnh d4o Vdn phdng phdn cdng.

Didu 6. Chuy6n vi6n t6ng hqp - Quin tri m4ng

- Chuy€n vi6n t6ng hgp chiu sU lenf d4o, didu hanh trgc ti6p cria l6nh d4o
Vdn phdng; theo ddi, til5p nhin th6ng tin, tting hqp vA c6ng t"ic xdy dpg Dang, hQ

th6ng chinh tri.

- Tham muu thAm <t!nh c6c dd 6n, v5n ban cua c6c co quan, t6 chuc tru6c
khi trinh HuyQn riy,.Ban Thuong vg, Thudng tryc Huyen riy v€ y6u ciu, pham vi,
quy trinh, th6m quy€n ban hanh vd th€ thric vin ban khi duo. c ldnh d4o Vin phdng
giao.

-. r..- PhOi hqp tham muu cdng t6c chi d4o, ki6m tra, so k6t, tdng k6t viQc thqc
hiQn c5c ngh! quy€t, chi thi... cria Trung uong, Tinh riy, HuyQn riy v6 linh vgc phg
tr6ch.

.- C6 tr6ch nhipm quan lj, vQn hanh, khai th6c, bio vQ m4ng th6ng tin nQi bQ,
hQ th6ng xri lf vin ban IDOC, trang thdng tin tliQn tri cia HuyQn riy. 86o dam ky
thu$t ung dpng c6ng nghQ th6ng tin trong cs quan HuyQn ty. Hudng d6n rmg dgng
c6ng nghQ th6ng tin cho c6c ban Dang HuyQn riy, MTTQ, c6c dod'n th6, cdc t6 chtic
co sd DAng tryc thuQc HuyQn tiy.

-.Tham muu x6y dlmg c6c quy dinh, quy ch6, quy trinh vd c6c vdn ban li6n
quan d€n linh v.uc c6ng nghQ th6ng tin cria HuyQn riy vd VEn phdng. T6ng hgp x6y
dpg b6o c6o ho4t dQng c6ng nghQ th6ng tin cria Ding b0 theo quy ttinh.

- Oi5i vol nhtng vAn dA duqc d6ng chi Bi thu ho{c Ph6.Bi thu Huypn riy
giao thi chuydn vi€n b6o crio l6nh d4o Vdn phdng bi€t tl6 tao tli6u kiQn thr,rc hiQn.
Chuy€n vi€n phii tg chiu tr6ch nhiQm v6 kiSt qui c6ng viQc cria minh tru6c lSnh
d4o Vdn phdng HuyQn riy (Lenh dqo Vdn phdng m6i chiu tr6ch nhiQm tru6c
Thudmg tryc HuyQn riy).

- Thgc hiQn c6c nhigm vg khric do Ldnh dqo Vdn phdng phAn c6ng.

Didu 7. Vin thu



- Tii5p nhin, xri lf vi theo d6i gi6i quyiSt c6ng vdn di, diSn cria HuyQn riy,
Ban Thudng vg HuyQn ty, Thulng t4rc HuyQn riy, Vin phdng HuyQn ty vd c6c
ban Dang HuyQn riy.

- C6 tr6ch nhiQm sri dgng vd.mg dung c6 hiQu qu6 chuong trinh quan lf vdn
bin tr€n hQ th6ng m4ng th6ng tin nQi bQ, hQ thi5ng xri lj vdn ban IDOC.

- Kitim tra thi3 thfc vdn b6n trudc kniph6t hdnh vir b6o c6o trtrc ti6p v6i l6nh
d4o VEn phdng v6 nhfrng diiSm chua thing vA ttr6 ttlic vdn ban.

- Quan lj vi sir dgng con d6u, cht ky sd tlung quy dinh. Quan ly tdi liQu
theo quy <tinh cria Ph6p lQnh 86o v€ bi mQt Nhd nu6c.

^ ., ,x- Ldm c6ng trlc 16 t6n khi c6 ktr6ch ddn 1i6n h6 c6ng tic
- Cung c6p itAy dri, klp thdi c6c lo4i vdn bAn.theo y€u ciu cua Thuong tr.uc,

l6nh dgo Vdn phdng. Thuc hiQn nghi€m tuc c6c chd d0 v€ quan lj, b6o vQ tai liQu,
nhdt ld nhirng tai liQu c6 ngi dung mft.

- Phg tr6ch photocopy c6c tAi liQu li6n quan tltin ho4t dQng chung cria co
quan HuyQn riy.

. - Theo d6i sii lugrrg v6n ban gi6y ph6t hanh; quan lf vdn ph6ng ph6m nhu
gi6y A4, c6c lo4i brit, ghim bAm....

- Chn dQng tham muu huong d6n nghi€p vu vd ki6m tra c6ng trlc vdn thu di5i
voi Ding fry c6c x6, th! trdn.

- ThUc hiQn c6c nhiQm vU kh6c do Ldnh d4o Vdn phdng ph6n c6ng.

Di6u 8. Luu trfr
-,1- Ung dUng vi sri dgng c6 hi€u qu6 chuong trinh VEn kiQn Dang tr6n m4ng

th6ng tin nQi b0; thudng xuy6n cflp nhit klp thdi c6c vdn bdn cria cAp riy viro
chuong trinh Vin kiQn Ding theo <tring quy ttinh.

.t.- Thgc hiQn t6t guy.difrr huong dAn cria Trung uong, cia Tinh ty v6 c6ng
t6c luu trCr. Thu thflp, suu t6m ddy thi tdi liQu thuQc di€n nQp luu vdo kho luu trii.

^: ,( r I- Sdp x€p hd so luu trft thC hiQn tinh khoa hgc, hW ly; b6o quan an toin,
phpc vg khai thdc, sri drpg c6 hiQu quA tai liQu t4i kho ltru trt cria HuyQn riy.

- Chri dQng tham mrru huong d6n nghiQp v9 vi ki6m tra cdng t6c luu trt d6i
voi Ding ty cdc xd, thi tran.

^^- Cung cdp kip thdi c6c tdi li€u, vdn ban luu trft theo y6u cAu cta Thudrng
t4rc, l6nh.d4o Vdn phdng; d6i tuqng <tugc khai thric tai liQu trong kho luu trft ph6i
dugc sg d6ng f cria lSnh d4o Vdn phdng

- ThUc hi€n c6c nhiQm v9 khdc do Ldnh d4o Vin phdng phdn c6ng.

Didu 9. K6 tofn
- Tham muu trgc tiiSp vdi Tht truong.co quan vi.l6nh tl4o Vin phdng kii

ho4ch thu, chi hang ndm d6m bio c6c y€u cdu chi cfia cdp riy vd chi c6c ch€ dQ,

chinh s6ch dung quy dinh cria Dang vd Nhh nu6c.
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- Thgc hiQn nhiQm vg kti to6n cs quan Huy€n riy; quan ly tdi chinh, tdi san
cta co quan; b6o ttim kinh phi hopt dQng cia HuyQn riy.theo k6 ho4ch <luo. c phdn
b6; tlOi voi nhtng nQi dung mang tinh d{c thir phii d€ xu6t xin f kiiin cria ldnh dao.

- Ch6p hdnh dAy dt chi5 dO tdi chinh, k6 torin, th6ng k€; b6o c6o thuc hiQn
thu - chi theo quy dinh; gi6i quyiit ctri5 ttQ, tham muu cho l6nh d4o Vdn phdng n6ng
cao ddi s6ng cho c6ng chfc vd nguoi lao dQng theo Quy ch€ chi ti6u nQi bg.

- Chri dQng tham muu voi Thri truong co quan vd Chrlnh Vin phdng v6 quan
li tdi chinh, k€ ho4ch mua sd^m, sria chta thi sin cria co quan; thuong xuy€n theo
d6i, ki€m tra viQc xu6t nh4p vin phdng ph6m, tei san, vat dpng cria co quan.

- C6 k6 ho4ch d6n ct6c, ph6i hqp vdi UBKT HuyQn riy ki6m tra c6ng t6c thu,
nQp dang phi d c6c TCCS DAng t4rc thuQc HuyQn riy theo quy dinh cria Trung
uong.

- ThUc hiQn c6c nhiQm vg kh6c do L6nh dpo Vdn phdng phdn c6ng.

Didu 10. BQ phin l6i xe

- Quan lj tr.uc ti6p xe vi gara xe dugc phdn c6ng; phuong tign khi luu hdnh
phni <l6m b6o chu d5o, an todrr, sach s€.

- E€ xu6t kip thdi vdi Ch6nh Vin phdng khi c6 y€u cAu sria chta, b6o
du&ng, trang b! thiet bi xe tldryn bio an toen.

- Md s6 theo d6i lO trinh c6ng tdc d6 tiQn viQc quan lf, aOi ctri6u vd c6p ph6t
nhi6n liQu.

- Thpc hiQn c6c nhiQm vg kh6c do Linh d4o Vdn phdng phdn cOng.

Didu 11. NhAn vi6n phgc vg

- Quan lf tr.uc tii5p c6c dgng c9, vQt dpng li6n quan di5n c6ng tac phgc vg c6c
hQi nghi, cuQc.hgp; dim bdo phdng ldm viQc cia Thudng tryc, c6c phdng hgp,
hanh lang c6c tAng, khu vQ sinh, khu6n vi€n co quan lu6n s4ch s6.

- Chri <tQng de xu6t trang bl nhirng vdt dqng li€n quan d6n c6ng t6c phuc vU,
tl6m b6o chu d6o trong c6ng t6c phgc vg, khu6n vi6n cq quan lu6n s4ch, dgp.

- Quan lf nhd kh6ch, nhAr en phgc W c6c dodn c6ng t6c ve nm viQc voi
HuyQn riy, Ban Thudrng vp, Thudmg tryc HuyQn riy, c6c ban.

- Thgc hiQn c6c nhiQm vU kh6c do LEnh d4o V6n phdng ph6n c6ng.

Di6u 12. Bio vg

- Chiu trdch nhiQm gi[ gin an ninh, tr4t t.u trong phpm vi ldm viQc cta cs
quan trong vd ngodi gid hanh chinh vir trong c5c ngdy nghi (thri b6y, chri nhQt, 15,

tco.

- fh6i trqp d6m b6o vQ sinh hanh lang c69 tAng, cdu thang, khu vQ sinh,
khu6n vi€n co quan lu6n s4ch s€; sria chta, d€ xu6t sria chta, thay th6, bao dudng
trang thi6t bi, m6y m6c, co sd vft ch6t li6n quan.
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- Trong qu6 trinh thUc hi€n nhiQm 4r, ni5u ph6t hi-€n nhtng di6n bii5n ngodi
chfc ning b6o c6o ngay voi l6nh dao Vin phdng xin f ki6n xri ly.

.l i. - Chn dQng d6 xuat vdi lSnh <l4o Vdn phdng trang binhtng vQt dgng cAn
thiCt lien quan tl€n nhi€m vU b6o vQ.

- Thgc hiQn c6c nhiQm 4r kh6c do Ldnh d4o Vin phdng phdn cdng.

Chucrng III
cHf DQ LAM vr$c vA wrOr euAN n$ c6xc rAc

DiAu 13. Ch6.IO Ihm viQc

. -. Val phdng HuyQn riy ho.p m5i tnang I ldn, hgp ttQt x36t khi x6t th6y cdn
thi6t de tri6n khai -.rhiQ- uu. Ldnh dpo Vdn phdng hQi f chuAn bi nQi dung tru6c
c6c kj hgp toan th6 Vdn phdng.

- C6c Ph6 Ch6nh Ven phdng thgc hiQn chiS dQ b6o c6o thudng xuy6n, klp
thdi vdi Ch6nh Vin phdng v6 nhfrng nQi dung chi d4o c6ng viQc thuQc linh vgc
c6ng t6c dugc phdn cdng phU trirch; c6c cuQc hgp quan trgng md Chrinh Vin phdng
iy nhi6m cho ph6 Chdnh Vdn phdng dg.

C6c b0 ph{n phii b6o c6o kip thdi nhtng v6n dA thuQc linh 4rc dugc ph6n
c6ng theo d6i voi l6nh dpo Vdn phdng. Khi thUc hiQn c6c nhiQm vU do Thutng
tr.uc HuyQn riy giao b6o c6o k6t qu6 lSnh d4o Vdn phdng.

- Ttmg <t6ng chi l6nh, dqo, c6ng chtc V6n phdng c6 ki5 hoach UO tri Ai cOng
t6c dia phuong, co s& d€ ndm tinh hinh thpc t€, nghi€n cfu phgc vg c6ng tic cria
HuyQn ty vd Vdn phdng.

- C6ng chric vir ngudi lao dQng cria Vdn phdng HuyQn riy phai ch6p henh
nghi€m tric c6c ch6 dQ, qui dinh cria Ding, Nhd nu6c vi cria co quan v€ bdo mit
th6ng tin, tdi liQu, vin kiQn vd c6c bi mQt cria DAng vd nhir nu6c.

Didu 14. Quan hQ giiia Vin ghdng voi cic ban cta
quan, ban, ngdrnh, Mit tr$n T6 qu6c vh c6c doin th6, cic
thuQc HuyQn ty

- Lir quan hQ ph6i hgp tham muu, phgc vq sg l6nh d4o cria Ban Ch6p hdnh,
Ban Thudng vp vir Thudng tryc HuyQn ty. Thgc hiQn ch6 dQ b6o c6o th6ng tin tinh
hinh vd chudn bi c6c d€ rin ttiqh Sq" Chdp hanh, Ban Thudng vu HuyQn riy theo
chuong trinh hoflc khi c6 y6u cdu. T6 chric thpc hiQn sU l6nh d4o, chi d4o cta Ban
ChAp hanh, Ban Thudng 4r vd Thuing trgc HuyQn riy.

^, t. .- Ph6i hqp trong xdy dpg chuong trinh cdng t6c ndm, quf cia Ban Chdp
hdnh vd hdng thrlng cria Ban Thudrng vrp HuyQn riy; chuAn bi nQi dung trinh hQi

ngh! Ban ChAp hdnh, Ban Thudrng vg, Thudng tryc HuyQn riy.

.- Ph6i hqrp t6 chtc phuc vu Dai hQi Ding bQ huypn; phuc vu c6c hQi nghf
cria c6p ity, cdc cuQc ldrn viQc voi l6nh dao tinh, c6c tE tcy nigm lon do huyQn t6

HuyQn iy, c6c cc
TCCS Ding trgc
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chric... chudn bi vi t6 chric thgc hiQn c6c ho4t dQng tl6i ngo4i cta Bi thu vir c6c
ph6 Bi thu HuyQn riy; ti6p d6n vd gi6i quy6t dcm thu.

^, l, .

, - PhOi hgp trgng c6ng t6c t6 chric, crin b0 thuQc vin phdng cip riy theo quy
ch6 vir c6c hu6ng din cta Tinh riy v€ quan li t6 chric vd crln bQ.

Di6u 15. Quan hQ cdng t6c giira VIn phdng HuyQn riy vtii Vin phdng
Tinh fry

^, i. ,- Phdi hqp trong c6ng t6c tldo Eo, b6i dudng nghiQp vU vdn phdng cdp riy;
c6ng t6c thi dua, khen thu&ng; phuc vu hQi nghi cria Tinh riy, Thudng trpc Tinh ty
tr€n tlia ban vd chdp hanh ch6 tlQ th6ng tin, b6o c6o theo quy d!nh.

- ThUc hiQn c6c quy ilinh vd c6ng tac tai chinh ding, vdn thu, ltru trt, cdng
nghQ th6ng tin.

Didu 16. Quan hQ giiia Vin phdng HuyQn iy vrfi c6n bQ vin phdng Ding
fry cic x5, thi trin; cin bQ lirm c6ng tfc vin phdng c6c Ding fiy, chi bQ trgc
thuQc HuyQn ty

- Vin phdng HuyQn riy th6ng tin, huong d6n nghiQp vu, trao d6i, UOi auOng
kinh nghiQm v6 c6ng tdc vdn phdng cdp riy.

- Phdi hSp thUc hiQn chric qing, nhi€m vU cria vdn phdng cdp riy nhim tham
muu, phuc vq t6t ho4t dQng cia c6p ty cung c6p. D4c biQt ld viQc thUc hi€n chr5 d0
th6ng tin, b6o c6o cria cdp riy il6i v6i Ban Thudmg vu vi Thudng tryc HuyQn riy;
chuAn bi c6c cuQc ldm viQc cta HuyQn riy, Thulng tryc HuyQn iy vdi cAp riy,

lr.
chinh quy€n dia phuong, don vi.

Di6u 17. Di6u khoin thi hirnh

- C6ng chrlc vd ngudi lao ilQng crla. Vdn phong, c6c t6 chric vd c6 nhAn c6
li€n quan c6 tr6ch nhiQm thyc hiQn Quy ch6 ndy.

. "- 
Trong qu6 trinh thuc hiQn Quy chi5, n6u c6 didu nio chua phnnqp cin sria

d6i, b6 sung, Ph6 Ch6nh Ven phdng phU tr6ch xdy dpg Dang, hQ thiSng chinh tri
t6ng hqrp trinh t4p th6 lenh d4o VIn phdng xem xdt, d€ ngh! Ban Thudng 4r HuyQn
ty sria d6i, b6 sung./.


