
UY BANNHAN DAN
HUY~N BU GIA M~P

S6:OJ..I2018/QD-UBND

CONG HOA xi\. HOI CHU NGHiA VI~T NAM
D{lcl~p - T" do - H~nh phuc

Bil Gia M{zp, ngay,A f,thcing,{g.nam 2018

QUYETDJNH
Ban himh Quy djnh chli'c nang, nhi~m vI}, quy~n h~n va cO'du ta chli'c

cua Van phong HDND va UBND huy~n BiJ Gia M~p

UY BAN NHAN DAN HUY~N BU GIA M~P

Gin cu Lu{tt T6 chuc Chinh quy€n aia phu:ong ngay 19/6/2015;
Can cu Lu{tt Ban hcmh van ban quy phc;rmphap lu4t ngay 22/6/2015;
Can cu Nghi ainh s6 37/2014/ND-CP ngay 05/5/2014 cua Chinh phu quy ainh t6

chuc cac cO'quan chuyen man thu9C Uy ban nhdn dan huy?n, Qu{tn, Thi xii, Thanh
phd thu9C tinh;

Theo a€ nghi cua Chanh Van phong HDND va UBND huy?n tc;riTil trinh s634JTTr- VP.UBND ngayAfljO/20 18.
QUYETDJNH:

Di~u 1. Ban hanh kern theo QuySt dinh m'ly Quy dinh chile nang, nhi~rn V\!,
quySn h<;lnva ca du t6 chile ella Van phOng HDND va UBND huy~n Bu Gia M?p.

Pi~u2. 9uySt djnh nay co hi~u h,rc thi hanh k~ tu ngayo!4 1;'012018 va thay th~
Quyet djnh s6 06/2017/QD-UBND ngay 1919/2017 ella UBND huy~n Bu Gia M?p ve
ban h<'lnhQuy dinh chlrc nang, nhi~rn Y\I, quySn h<;lTIva ca du t6 chile ella Van phOng
HDND va UBNDhuy~n Bu Gia M?p.

Di~u 3. Chanh Van phOng HDND va UBND huy~n, Twang phOng Tu phap,
Twang phOng NQi V\! - Lao dQng - Thucmg binh va Xii hQi, CM tich UBND cae
xii va TM twang cae ca quan, dan vi co lien quan chiu trach nhi~rn thi hanh
QuySt dinh nay.!.

Noi nh{in:
- UBND tinh;
- VP. Doan DBQH va HDND tinh;
- Sa Tu phap;
- Van phOng UBND tinh;
- TT.HU, TT.HDND huy~n;
- UBMTTQVN huy~n;
- CT, PCT UBND huy~n;
- Dai Truy~n thanh huy~n;
- Phong VH-TT;
- Nhu Di~u 3;
- LDVP, CVVP;
- Luu: VT.
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UYBAN NHAN DAN
HUY~N BU GIA M~P C(>NG HOA XA H(>I CHU NGHiA VI~T NAM

D{lcI~p - Til do - H\lnh phUc

QUYDJNH
Chu-c nang, nhi~m vy, quy~n h~n va cooc~u ta chu-c
ciia Van phong HDND va UBND huy~n Bit Gia M~p
(Ban h2mhkem theo Quyit iljnh st5 (/,2 /20 18/QD-UBND

ngay rtf th~ nam 2018 eua UBND huy?n)

ChU'O'ngI
VJ TRi - CHl)C NANG

Di~u 1. Vi tri

1. Van phOng fIDND va UBND huy~n Btl Gia M~p (sau day g9i t~t la Van
phong) Ia co quan chuyen man thuQc UBND huy~n chiu S\l'quim Iy, chi d~o tn,rc til3p
va toan di~n cua UBND huy~n; d6ng thai chiu S\l'chi d~o, hUOng dfu1, kiSm tra vS
nghi~p V\l chuyen man cua Van phOng Doan D~i biSu Qu6c h<Ji tinh, Van phOng
fIDND tinh va Van phOng UBND tinh.

2. Van phOng co to' cach phap nhan, co con d~u rieng, duqc d\l' toan kinh phi dS
ho~t dQng va rna tai khoiin t~i Kho b?c NM nuac theo quy dinh.

Di~u 2. Chu-c nang

Van phOng co chUc nang tham muu - t6ng hqp giup fIDND va UBND huy~n vS
ho~t dQng cua HDND, UBND; tham muu cho CM tich UBND huy~n, cac PhO CM
tich UBND huy~n (g9i chung Ia CT.UBND huy~n) vS th\l'c hi~n nhi~m V\l, quySn
h~ theo th~m quySn; cung dp thOng tin ph\!c V\!quim Iy va ho?t dQng clla fIDND,
UBND va cac co quan nM nuac & dia phuang; dam bao co sa v~t ch~t, ky thu~t cho
ho~t dQng cua fIDND va UBND huy~n; tr\l'c til3p quan Iy va chi d~o ho?t dQng clla
BQ ph~n til3pnh~ va tni kl3t qua theo co chl3mQt cira, mQt cua lien thOng; quiin Iy
cong tac van thO' luu tru va cong tac quiin tri nQi bQclla Van phOng.

ChU'O'ngII
NHIlJ;M Vl) - QUYEN H~N

Di~u 3. Nhi~m vy, quy~n h~n:

Van phOng th\l'c hi~n cac nhi~m V\!, quySn h~n quy dinh t~i Nghi dinh s6
37/20 I4/ND-CP ngay 05/5/2014 clla Chinh pM vS vi~c quy dinh t? chuc cac co qUai?-
chuyen man thuQc Uy ban nhan dan huy~n, qu~n, thi xii, thanh phO thuQc tinh, C\!the
nhu sau:

I. Giup ,HQi d6ng nMn d~, Thuemg tqrc, H9i .d6ng nh~ ~~n, /Jy b~ ~an
dan, CM tjch Uy ban nhan dan cap huy~n (sau day g9~ chung la,H91 ,don¥ nh:m dan,
Uy ban nhan dan huyen) xay dung cac chuang trinh, ke ho~ch cong tac; to chl!c theo
d5i, don d6c, kiSm tr~ cac co q~an, ban, nganh ?uy~n, H?i d6~g n.J1andan va Uy ban
nhan dan cae xa th\Ic hi~n dung chuang trinh, ke ho?ch cong tac do.
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T6ng hqp, bao cao dinh ky, dQt xulit vS kSt qua th\l'c hi~n cac chuong trinh kS
hOl;1chcong tac; dS xulit, kiSn nghi giai phap d~ th\l'c hi~n co hi~u qua. Kip tMi bao
cao, tham muu diSu chinh chuang trinh, k&hOl;1chcong tac, dap ling yeu cau quan I;',
chi dl;lO,diSu hanh cua HQi d6ng nhan dan, Uy ban nhan dan dp huy~n.

2. Giup HQi d6ng nMn dan, Uy ban nhan dan huy~n chi dl;lOtri~n khai, ki~m
tra, don dc3cvi~c th\l'c hi~n cac chuong trinh, kS hOl;lChcong tac, cac van ban phap
lu~t cua C(J quan quan Iy Nha nuac clip tren va cila HQi d6ng nhan dan, Uy ban nhan
dan huy~n.

3. Tn,rc tiSp tham muu cho UBND huy~n chi dl;lo,diSu hanh, quan I;' nha nuac
vS eong tac ngol;liV\I, bien giai tren dia ban huy~n.

4. Chil tri, ph6i hqp ho(ic don d6c cac phOng, ban, dia phuong tham muu so?ll
thao cac dS an, bao cao, to- trinh va cac 10l;livan ban khac do HQi d6ng nhan dan, Uy
ban nhan dan huy~n giao, dam bao chlit luqng va tiSn dQ dS ra.

5. Ki~m tra, ra soat vS quy trinh, nQi dung, ~h~thUc, th~m guySn d6i vai cac ~6
sa do cac C(J quan, don vi, dia phuong trinh HQi dong nhan dan, Uy ban nhan dan cap
huy~n d~ kYban hanh van ban ho(ic cho ;' kiSn cM twong.

Trang twang hqp cac d\l' thao van ban, h6 sa trinh cila cac C(J quan, don vi, dia
phuong chua dam bao yeu e&u vS th~ thUc, nQi dung, trinh t\l', tM tvc, Van phong
HDND va UBND huy~n yeu e&uC(J quan trinh hoan chinh Il;lid\l' thao ho(ic th\l'c hi~n
d~y du cac trinh t\l', tM tvc theo quy dinh; twang hqp dS nghi do khong duqc ca
quan, don vi, dia phuong trinh thc3ngnhlit thi Van phOng HDND va UBND huy~n
bao cao cho Thuang tn,rc HQi d6ng nhan dan, CM tich Uy ban nhan dan huy~n biSt
va chi dl;lO.

Van phong HDND va UBND huy~n duqc yeu e&u cac C(J quan, don vi, dia
phuong co lien quan cung clip cac tai li~u, thong tin, s6 li~u, van ban co lien quan
ho(ic tham d\l' eac eUQchQp, lam vi~c d~ nfun tinh hinh, thOng tin phvc V\I cong tac chi
dl;lO,diSu hanh cua HQi d6ng nhan dan, Uy ban nhan dan huy~n.

6. CM tri, ph6i hqp cac C(J quan co lien quan chu~ bi cac nQi dung, diSu ki~n
dS phvc V\I t6 chuc cac ky hQp HQi d6ng nhan dan, HQi nghi Uy ban nhan dan thuang
ky va cac hQi nghi, cUQchQp, lam vi~c khac cila HQi d6ng nhan diin, Uy ban nhan dan
huy~n theo dung quy dinh phap lu~t. Tham muu, giup Thuo-ng tn,rc HQi d6ng nhan
dan huy~n t6 chuc cac dqt giam sat va tiSp xuc cu trio

7. T6 chuc thu th~p, xu Iy, quan Iy, c~p nMt thong tin phvc vv S\l'chi dl;1o,diSu
hanh, hOl;ltdQng cila HQi d6ng nhan dan, Uy ban nhan dan huy~n; quan I;' va duy tri
hOl;ltdQngml;lngtin hQe cila Uy ban nhan dan huy~n.

8. Tham muu cho CM tich Uy ban nhan dan huy~n vS t6 chUc va hOl;ltdQng
eila Ban TiSp cong dan theo quy dinh cila phap lu(it.

9. Tr\l'c tiSp quan I;' va chi dl;lohOl;ltdQng cua BQpMn ti&pnh~ va tra kSt qua
theo C(J chS mQt eua eila Uy ban nhiin dan huy~n; huang d~n, tiSp nh~n h6 sa eua ea
nhan, t6 ehue tren t~t ea cae lInh v\l'e thuQe th~m quySn giai quySt eua Uy ban nhan
dan huy~n, ehuySn h6 sa dSn cae C(J quan ehuyen mon thuQe Uy ban nhan dan huy~n
giai quySt va nh~n kSt qua d~ tra eho t6 ehUe, ea nhan theo quy dinh.
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10. Qu{m1y, Slr dyng con d~u, pMt hanh van ban clla HQi d6ng nhan dan, Uy
ban nhan dan huy~n. To chuc, quan 1y cong tilC van thu, lUll tru clla ca quan theo
dung quy dinh; trng d1,1ngcong ngh~ thOng tin va bao dam an toan, thOng tin lien I?c
ph1,1cV1,1ho?t dQng cua HQi d6ng nhan dan va Uy ban nhan dan huy~n.

11. Ph6i hgp vai PhOng N(Ji v1,1,hu&ng dful ve nghi~p v1,1hanh chinh van
phOng, van thu, lUll trii d6i vai, cong chuc lam cong tac van phOng cua cac phOng,
ban, cong chuc Van phOng - ThOng ke cac xa. .

,12. T6,chtrc th\l'c hi~n cac van ban, quy ho?ch, kS ho?ch, quy dinh do ca quan
co tham quyen ban hanh ho?c phe duy~t lien quan dSn ho?t dQng cua Van phOng
HDND va UBND huy~n. TiSp nh~, xu Iy van ban do ca quan, t6 chtrc, ca nhan gui
Van phOng HDND va UBND huy~n; ban hanh va quan Iy van ban theo quy
dinh. Nghien cUu, trng d1,1ngkSt qua nghien cuu khoa hQc va cai cach hanh chinh
ph1,1cV1,1nhi~m V1,1duqc giao. Th\l'c hi~n cong tac phOng, ch6ng tham nhilng, lang phi
trong ph:;tm vi quan ly cua Van phong HDND va UBND huy~n theo quy dinh Clla
phaplu~t.

13. Quan 1y t6 chuc bQmay, bien chS cong chtrc, co du ng?ch cong chtrc,
vi trf vi~c lam; th\l'c hi~n chS dQ, chinh sach, chS dQ dai ngQ, khen thuang, ky
lu~t, dao t?o va b6i duang ve chuyen mon nghi~p V1,1d6i vai cong chtrc, nguai
lao dQng thuQc ph?m vi quan Iy theo quy djnh clla phap lu~t va phan cong cua Uy
ban nhan dan huy~n.

14. Qwin Iy, su d1,1ngva chiu trach nhi~m ve tai chinh, tai san duqc giao theo
quy dinh. Bao dam cac dieu ki~n lam vi~c va t6 chuc ph1,1cV1,1cac ho:;ttdQng cong tac
theo yeu cau cita HQi d6ng nhan dan, Uy ban nhan dan, Thuang trvc HQi d6ng nhan
dan, cac Ban HQi d6ng nhan dan, Chit tich, cac Pho Chit tich Uy ban nhan dan huy~n
va Van phOng HDND va UBND huy~n theo chS dQquy dinh.

15. Tham mUll, giup Uy ban nhan dan huy~n qu{m Iy Nha nuac ve: y tS d\l'
phOng; kham b~nh, chua b~nh, phvc h6i chuc nang; y duqc c6 truyen; suc kh6e sinh
san; trang thiSt bi y tS; duqc; my ph~m; an toan th\l'c phk; bao hiSm y tS; dan s6 _kS
ho?ch Ma gia dinh tren dia ban huy~n.

16. Tham muu, giup Uy ban nhan dan huy~n th\l'c hi~n chuc nang, nhi~m V1,1
kiSm soat thil tl,lchanh chinh theo quy dinh t?i Nghj dinh s6 92/20 I7/Nf)-CP ngay 07
thang 8 nam 2017 cita Chinh phil.

17. Th\l'c hi~n nhi~m vv, quyen h?n khac do HQi d6ng nhan dan, Uy ban nhan
dan dp huy~n giao ho?c theo quy djnh clla phap lu~t.

ChU'O'ng III
TO CHUC B(> MAY VA BIEN CUE

Di~u 4. T8 chu-c be;> may

I. Lanh d?o Van phOng HDND va UBND dp huy~n g6m co Chanh Van
phong va khong qua 03 Pho Chanh Van phong.

2. Chil tjch Uy ban nhan dan dp huy~n b6 nhi~m Chanh Van phOng, PM
Chanh Van phOng theo quy dinh clla ohao lufit.



D.~ 5 B.A h~leu . len c e

1. Bien chS cong chuc, s6 lUQ'ngnguai Lim vi~c t<;tiVan phOng HDND va
UBND huy~n duQ'c giao tren ca sa vi tri vi~c lam, gin vai chuc nang, nhi~m Vl,l,
kh6i Im;mg cong vi~c va n~m trong t6ng bien chS cong chuc cua huy~n do UBND
tinh giao.

2. Vi~c b6 tri, su dl,lng cong chuc, nhfu1vien cila Van phOng HDND va UBND
huy~n pMi can cu vao vj tri vi~c lam, chUc danh, tieu chu~n chuyen mon, nghi~p Vl,l
theo dung quy dinh phap lu~t, dam bao SlJhi~u qua, tinh g9n.

ChU'O'nglV
cult DO LAM VI:E;C,CHit DO TRAcR NHI:E;M

vA MOl QUAN H:E;CONG TAC

Di~u 6. Ch~ d{\ hIm vifc

1. Van phOng HDND va UBND huy~n lam vi~c theo chS d9 thU truOng, dam
bao nguyen tic t?P trung dan cM.

2. Charm Van phOng la nguai dUng d~u, chiu trach nhi~m truac HQi dang nhan
dfu1,-oy ban nhfu1dan huy~n va truac phap lu?t vS toan b9 ho<;ttdQng cila Van phOng;
la chil tai khoan cua Van phOng HDND va UBND huy~n.

3. Pho Charm Van phOng duqc Charm Van phOng phfu1cong phl,l tnich, chi d<;to
mQt s6 mi[ttcong tac va chiu trach nhi~m truac Chanh Van phong, truac phap lu~t vS
nhi~m V\JduQ'c phfu1 congo Pho Chanh Van phOng duqc giai quySt, xu ly cac cong
vi~c cila Chanh Van phOn~ khi Chanh Van phong uy quySn va chiu trach ~i~m vS
cac cong vi~c duQ'c ily quyen do; PhDChanh Van phOng khong duqc uy quyen l<;ticho
nguai khac.

4. Cong chUc, nhfu1 vien cua Van phOng chap Mnh SlJ quan ly, chi d<;to,diSu
hanh, phfu1cong nhi~m V\Jcila Chanh Van phOng, PM Chanh Van phOng ph\J trach.
Nghiem chinh chap Mnh Quy chS lam vi~c, nQi quy, ky lu?t cila cO"quan. Chiu trach
nhi~m truac Charm Van phong, Pho Chanh Van phOng ph\J trach va lien dai chiu
trach nhi~m truac cap tren va phap lu?t vS nhi~m V\Jduqc giao.

5. Van phong duy tri vi~c hQp giao ban hang thang dS danh gia kSt qua thlJc
hi~n nhi~m V\JduQ'c giao va triSn khai kS ho<;tchcong tac, cac van ban co lien quan
den t6 chUc va ho<;ttdQng cua Van phong.

Di~u7. Ch~de?trach nhifrn

1. Van phOng HDND va UBND huy~n chiu trach nhi~m d6i vm nhUng van dS
tham muu, dS xuat thuQc ph<;tmvi nhi~m Vl,l,quySn h<;tntheo quy dinh.

2. Chuyen vien, lanh d<;toVan phOng HDND va UBND huy~n chiu trach nhi~m
vS y kiSn tham muu, dS xuat cua minh.

Di~u 8. Mai quan hf cong tac

Van phOng HDND va UBND huy~n thuang xuyen gifr mbi quan h~ cong tac
vai Van phOng HDND tinh va Van phong UBND tinh; co mbi quan h~ phbi hqp cong
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tac v&~:ca9 phOng, b~n huy~n; van ph(~mgHuy~n uy, Ban ThuCmg tryc Uy ban M~t
tr?n To quoc va cac to chuc doan the dip huy~n; fIDND va UBND dip xii va cac C(J

quan, dan ?i khac v6 cac m~t cong t~c co lien quan d~ cung dp thong tin, giup vi~c
cho H9i don,g nhan, dan, tham muu Uy ban nhan dan huy~n lanh d:;to, quan If diSuhanh theo thiim quyen.

ChU'O'ng V
DIED KHoAN THI HANH

Di~u 9. T6 chu-c thvc hi~n

I. Ciin cu VaG quy dinh cua phap lu?t va Quy dinh nay, Chanh Van
phOng fIDND va UBND huy~n co trach nhi~m: Ban hanh Quy che lam vi~c cua Viin
phOng fIDND va UBND huy~n va ki~m tra thllC hi~n Quy che do.

2. Chanh Van phong HDND va UBND huy~n co trach nhi~m t6 chUc triSn
khai Quy dinh nay den toan th~ can bQ, cong chuc, nhiin vien, nguai lao d(>ng e~a
Van phOng. Vi~e sua d6i, b6 sung quy dinh nay do Chanh Viin phOng ehU tri, phOi
hqp v&i TruOng phOng NQi v\l - Lao dQng - Thuang binh ,va Xii hQi huy~n, TruOng
phOng Tu phap tham muu trinh UBND huy~n xem xet, quyet dinh.!.
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