
iJy BAN NHAN DAN
THANH PHO HA Nor

S6: 09 /2016/QD-UBND

CONG HOA xA HOI CHU NGHiA VI~T NAM
. DQc I~p - Ty' do - H~nh phuc

Ha NQi, ngay3" thang J nam 2016

QUYETDINH
V~ vi~c quy dinh vi trf, chtfC nang, nhi~m vy, quy~n h~n va CO'cAu

tB chtfC cua Va'n phong Dy ban nhan dan thanh ph8 Ha NQi

iJy BAN NIlAN DAN THANH PHO HA NOI

Can cu Lu~tT6 chuc Chinh quySn dia phuong ngay 19/6/~015;

Can cu Nghi dinh s6 24/2014/ND-CP ngay 4/4/2014cua Chinh phu quy
dinh t6 chuc cac co quan. chuyen mon thuQc Uy ban nhan dan tinh, thanh ph6 tf\lC
thuQc Trung uong;

Can cu Thong tu lien tich s6 0l/2015/TTLT-VPCP-BNV ngay 23110/2015
cua Van phong Chinh phli va BQNQiV\lvS vi~c huang dftn chuc nang, nhi~m V\l,
quySn h~ va co cftu t6 chuc cua Van phong Uy ban nhan dan tinh, thanh ph6 1f\lc
thuQc Trung uong;

Xet dS nghi cua Chanh Van phong Uy ban nhan dan thanh ph6 Ha NQi ~i
TO'trinh s6 07/TTr-VP ngay 7/03/2016 va Giam d6c So' NQi V\l t~i TO'trinh s6
512/TTr-SNV ngay 10/03/2016. vS vi~c quy dinh vi tri,. chuc nang, nhi~m V\l,
quySn h~ va co cftu t6 chuc cua Van phong Uy ban nhan dan thanh ph6 Ha NQi,

QUYETD!NH:

Di~u 1. Quy dinh vi tri, chuc nang, nhi~m V\l, quySn h~ va co cftu t6
chuc cua Van phong Uy ban nhan dan thanh ph6 Ha NQi (sau day gQi tAt la Van
phong Uy ban nhan dan Thanh ph6) nhu sau:

I. Vi tri, chtfC nang: .
1. Van phong Uy ban nhan dan Thanh ph6 la co quan thuQCUy ban nhan

dan Thanh ph6, co chuc nang tham mUll, giup Uy ban nhan dan Thanh ph6 vS:
Chuong trinh, kS ho~ch cong mc; t6 chuc, quan ly va cong b6 cac thong tin
chinh thuc vS ho~t dQng cua Uy ban nhan dan, Chu tich Uy ban nhan dan Thanh
ph6; d~u m6i C6ng Thong tin di~n tu, kSt n6i h~ th6ng thong tin hanh chinh di~n
til chi d~o, diSu hanh eua Uy ban nhan dan, Chu tich Uy ban nhan dan Thanh
ph6; quan ly cong bao va ph\lC V\l cac ho~t dQng cua Uy ban nhan dan Thanh
ph6; giup Chu tich Uy ban nhan dan Thanh ph6 (bao gam ca cac Pho Chu tich
Uy ban nhan dan Thanh ph6) thvc hi~n nhi~m V\l, quySn h~n theo th~m quySn;
quan ly van thu - lUlltm va cong tac quan tri nQibQcua Van phong.

2. Van phong Uy ban nhan dan Thanh ph6 co tu cach phap nhan, co con
dftu va tili khoan rieng.
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II. Nhi~m vy. va qUY@D h\lD

Van phong Uy ban nhan dan Thanh ph6 c6 nhi~m V\l, quyen h~n sau day:
1. Trinh Uy ban nhan dan Thanh ph6 ban hanh:
a) Quy ch~ lam vi~c clia Uy ban nhan dan Thanh ph6;
b) Van ban quy dinh Cl)th~ chuc nang, nhi~m V\l, quyen h~n va co cAut6 chuc clia

Van phong Uy ban nhan dan Thanh ph6;
c) Van ban hu6ng dart Cl)th~ chuc nang, nhi~m Vl), quyen ~ clia Van phong HQi

dAngnhan dan va Uy ban nhan dan ql$l, huy~n,!hixa (sau day gQichung la dp huy~);
d) Van ban quy dinh Cl)th~ dieu ki~n, tie? chufuJchuc danh TruOng, Ph6 dan vi

thuQc Van phong Uy ban nhan dan Thanh phD; Chanh Van phong, Ph6 Chanh Van
phong HQidAngnhan dan va Uy ban nhan dan cAphuy~n.

2. Trinh Chli tich Uy ban nhan dan Thanh ph6 ban hanh:
a) Quy~t dinh thanh I~p, sap nh~p, chia tach, gild th~ cac dan vi thuQcVan phong

Uy ban nhan dan Thanh ph6;
b) Cac van ban khac thoo S\Iphan oongCllaChlitich Uy ban nhan dan Thanh ph6.
3. Tham muu, xay d\Illg va t6 chuc th\Ic hi~n chuang trinh, k~ ho~ch cong mc clia

Uy ban nhan dan Thanh ph6:
a) T6ng hgp de nghi clia cac Sa, co quan ngang Sa, co quan thuQc Uy ban nhan

dan Thanh ph6 (sau day gQichung la Sa), Uy ban nhan dan cAphuy~n, co quan, t6 chuc
lien quan;

b) Ki~n nghi vm Chli tich Uy ban nhan dan Thanh ph6 dua vao chuang trinh, k~
ho~ch cong mc nhiing vAn de cfuJ~p trung chi d~o, dieu hanh ho~c giao co quan lien
quan nghien Clru,xay d\Illg de an, d\I an, d\I thao van ban;

c) Xay d\Illg, trinh Uy ban nhan dan, Chli tich Uy ban nhan dan Thanh ph6 ban
hanh ho~c phe duy~t chuang trinh, k~ ho~ch cong mc;

d) Theo doi, don d6c cac Sa, Uy ban nhan dan cAphuy~n, cac co quan, t6 chuc
lien quan th\IChi~n chuang trinh, k~ ho~ch oong mc, dam bao dUngti~n dQ,chAtIUQ'llg;

d) Bao cao dinh kYho~c dQtxuAtk~t qua th\Ic hi~n; ki~n nghi giai phap nhfun th\Ic
hi~n c6 hi~u qua chuang trinh, k~ ho~ch cong mc;

e) Kip thm bao cao, dieu chinh chuang trinh, k~ ho~ch cong tac, dap trng yeu cAu
quan Iy, chi d~o, dieu hanh clia Uy ban nhan dan, Chli tich Uy ban nhan dan Thanh ph6.

4. Phl)c V\l ho~t dQngclia Uy ban nhan dan Thanh ph6:
a) Chli tri, ph6i hgp vm cac co quan lien quan chufuJbi chuang trinh, nQi dung,

phl)c Vl) cac cUQchQpclia Uy ban nhan dan Thanh ph6;
b) Th\Ic hi~n ch~ dQt6ng hgp, bao cao;
c) Theo doi, don d6c, danh gia k~t qua th\Ic hi~n Quy ch~ lam vi~c clia Uy ban

nhan dan Thanh ph6;
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d) T6 chuc cong tac tiep cong dan theo quy djnh cua phap lu~t.

5. Tham mUll, giup Chu tich Uy ban nhan dan Thanh ph6 th\lc hi~n cac nhi~m Vl,1,

quyen h~ sau:

a) Tri~u t~p, chu tri cac cUQchQp;

b) Theo doi, d6n d6c, chi dl;1o,ki€m tra cong tac d6i vm cac S6'; HQi d3ng OOan
dan va Uy ban OOandan cAphuy~n;

c) Th\lC hi~n nhi~m Vl,1 tnr6c HQi d3ng OOandan Thanh ph6; tiep xuc, bao cao, tni
Urikien nghi cua cu trl;

d) Chi dl;1o,ap d\lng bi~n phap cAnthiet ghii quyet cong vi~c trong tnrbng hgp dQt
xuAt, khful cAp;

d) CM tien Ie 16i lam vi~c; duy tri ky lu~t, kY cuong cua bQ may hanh chinh OOa
nu6c thanh ph6 Ha NQi. . .

6. Tiep nh~, xu ly, trinh Uy ban OOandan, Chli tich Uy ban nhan dan Thanh ph6 giAi
quyet OOihlgvan ban, h3 so do cac co quan, t5 chuc, ca OOangUi, trinh. (van ban den):

a) D6i vm de an, d\l an, d\l' thAo van ban do cac co quan triOO:Ki€m tra h3 so,
trinh tv, thu Wc so~ thAo, th€ thuc, kY thU~t triOObay d\l thAo van ban; t6m tAtnQi dung,
neu ro thAm quyen quyet dinh, S\l d3n~ bQtrong chi dl;1o,dieu hanh cua Uy ban OOandan,
Chu tich Uy ban nhan dan Thanh pho d6i vm vAn de lien quan, de xuAt mQt trong cac
phu<!Ilg an: Ban hanh, .phe duy~t; dua ra phien h?p Uy ban OOan~an Thanh ph6; ~ lAy
y kien cac thanh vien Uy ban nhan dan Thanh pho; thong bao y kiencua Chu tich Uy ban
nhan dan Thanh ph6 yeu cAu co quan SOl;lnthAo hoan chinh ll;1i,lAy them y kien cac co
quan, t5 chuc, ca nhan ho~c th\lc hi~n cac nhi~m Vl,1 khac theo quy diOOva quy che lam
vi~c clia Uy ban OOandan Thanh ph6. .

Trong qua trinh'xu ly, neu de an, d\l an, d\l' thAo van ban con y kien khac OOau,
Van phong Uy ban nhan dan Thanh ph6 chli tri hQp vm co quan, t6 chuc lien quan d€
trao d6i tnr6c khi trinh;. '

b) D6i vm d\l th~o bao cao; bai phat bi€u: Ph6i hgp v6i cac co quan lien quan bien
t~p, hoan chinh theo chi d~o cua Chli tich Uy ban nhan dan Thanh ph6; .

c) D6i vm van ban khac: Kien nghi vm Chu tich Uy ban nhan dan Thanh ph6 giao
co quan lien quan tri~n khai th\lc hi~n; t6 chuc cac dieu ki~n cAn thiet d~ Uy ban OOan
dan, Chu tich Uy ban nhan dan Thanh ph6 xU ly theo quy djnh clia phap lu~t va tlQi dung
van ban den. '

7. Phat hanh, quAn ly, theo doi, don d6c, ki~m tra tlnh hlnh, ket quA th\lc hi~n van
ban clia Uy ban nhan dan, Chu tich Uy ban nhan dan Thanh ph6: '

a) QuAn ly, su d\ll1g con dAu,phat hanh van ban cua Uy ban OOandan, Chli tich Uy
ban nhan dan Thanh ph6;

b) Theo doi, don d6c, ki€m tra tinh hinh, ket quA th\lc hi~n van ban clia Uy ban
OOandan, Chli tich Uy ban nhan dan Thanh ph6; dinh k:Y ra soat, bao cao Chli tich Uy
ban nhan dan Thanh ph6 d~ dam bAo S\l d3ng bQ, th6ng nhAt trong chi dl;1o,dieu hanh;
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c) Ra smit nh~m phat hi~n vuang m~c, phat sinh v~ thfun quy~n, h6 sa, trinh tl!,
thu Wcva nghi~p V\lhanh chinh van phong trong qua trinh chi d~o, di~u hanh cua Dy ban
nhan dan, Chu tich Dy ban nhan dan Thanh ph6; kip thai bao cao Dy ban nhan dan
Thanh ph6 slia d&i,b&sung; hang nam, t&nghgp, bao cao Van phong Chinh phu;

d) LUlltrti van ban, h6 sa, tai li~u cua Dy ban nhan dan, Chu tich Dy ban nhan dan
Thanhph6.

8. Th\lc hi~n ch~ dQthong tin:

a) T&chuc quan Iy, c~p nh~t thong tin ph\lc V\lS\l chi d~o, di~u hooh cua Dy ban
nhan dan, Chu tich Dy ban nhan dan Thanh ph6;

b) Th\lc hi~n ch~ dQthong tin bao cao v~ ho~t dQngcua C&ngThong tin di~n tli va
k~t n6i h~ th6ng thong tin hanh chinh di~n tli chi d~o, di~u hanh cua Dy ban nhan dan,
Chu tich Dy ban nhan dan Thanh ph6;

c) Xudt ban, phat hanh Cong bao Thanh ph6;

d) Thi~t I~p, quan Iy va duy tri ho~t dQng m~ng tin h<)ccua Dy ban nhan dan
Thanhph6.

9. Bao dam cac di~u ki~n v~t chdt, ky thu~t:
a) Bao dam cac di~u ki~n v~t chdt, kYthu~t cpo ho~t dQngcua Dy ban nhan dan,

Chu tich Dy ban nhan dan Thanh ph6;
b) Ph\lc V\l cac chuy~n cong tac, lam vi~c, ti~p khach cua Dy ban nhan dan, Chu

tich Dy ban nhan dan Thanh ph6.
10. Huang dfutnghi~p V\lhanh chinh van phong
Chu tri, ph6i hw vm Van phong Dooo D~i bieu Qu6c hQiva HQid6ng nhan dan

Thanh ph6 t&ngk~t, huang dfut chuyen mon, nghi~p V\lhanh chinh van phong d6i vm
Van phong cac Sa, Van phong HQid6ng nhan dan va Dy ban nhan dan qu~, huy~n, thi
xa; cong chuc Van phong - Th6ng ke xa, phuOng, thi trdn.

11. Th\lChi~n nhi~mV\lquan tri nQibQ:
a) T&chuc th\lc hi~n cac van ban, quy ho~ch, k~ ho~ch do ca quan co thfun quy~n

~~~~~~~~~~~~~~~~~
Thanhph6;

b) Ti~p nh~, xli Iy van ban do 00 quan, t&chuc, ca nhan glii Van phong Dy ban
nhan dan Thanh ph6; ban hanh va quan Iy van ban theo quy djnh;

c) HW tac qu6c t~ theo quy dinh cua phap lu~t va S\l phan cong ho~c uy quy~n cua
Dy ban nhan dan, Chu tich Dy ban nhan dan Thanh ph6;

d) Nghien cUu, Ung d\lng k~t qua nghien Clrukhoa h<)cva cai cach hanh chinh
ph\lc V\lnhi~m V\ldu<)'cgiao;

d) Quan Iy tA diuc bQmay, bien ch~ cong chuc, ca cdu ng~ch cong chuc, vi tri
viec lam, ca cdu vien chuc theo tieu chudn chuc danh ngh~ nghi~p va s6 IU<)'llgnguai lam
vi~c trong cac dan vi S\l nghi~p thuQcVan phong Dy ban nhan dan Thanh ph6;
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e) Th\lc hi~n ch~ dQtien luang va cac ch~ dQ,chinh sach dai ngQ,khen thuemg, ky
lu~t, dao ~o, b6i duang v€ chuyen mon, nghi~p V\l d6i vm cong chuc, vien chuc va
nguOi lao dQngthuQcph~m vi qmin 19 clia Van phong Uy ban nhan dan Thanh ph6;

g) Hu6ng dan, kiem tra vi~c th\lc hi~nco ch~ 1\1' chli, 1\1' chiu .trach nhi~m d6i vm
cac dan vi S\l nghi~p cong.l~p t11)'CthuQc; quan 19 va.chiu trach nhi~m v€ tIDchinh, wi
san duqc giao theo quy dinh;

h) Th\lC hi~n nhi~m V\l, quyen h~n khac do Uy ban nhan dan, Chli tich Uy ban
nhan dan Thanh ph6 giao ho~c theo quy dinh clia phap lu~t.

ill. CO' ciu ta cbti'c va bien cbS:
1. Lanh d~o Van phong Uy ban nhan dan Thanh ph6:
a) Lanh d~o Van phong Uy ban nhan dan Thanh ph6 g6m co Chanh Van phong va

khong qua 04 Ph6 Chanh Van phong.
b) Chanh van phong Uy ban nhan dan Thanh ph6, Pho.Chanh Van phong Uy ban

nhan dan Thanh ph6 do Chli tich Uy ban nhan dan Thanh ph6 b6 nhi~m theo quy djnh
clia phap lu~t.

2. Co cAu16chuc:
a) Cae don vi hanh chinh: (09 phong, ban)
- Phong Thu Icy- Bien ~p;
- Phong T6ng hqp;
- Phong NQichinh;
- Phong Khoa giao - Van xa;

- Phong Kinh t~ ;

- Phong Do thi;
- Phong Hanh chfnh - T6 chuc;

- Phong Quan tri - Tai V\l;
- Ban Ti~p cOngdan Thanh ph6.
b) Cac don vi S\l nghiep cong l~p tf\lc thuQc:(03 don vi)

- NhAkhach Uy ban Thanh ph6;
- Trung tani Tin hQc-Congboo;

- Ban Quan 19 D\r an.
Ban Ti~p cOng dan ThaDh ph6, Cac don vi S\l nghiep tf\lc thuQc Van phong Uy

ban nhan dan Thanh ph6 do Chli tich Uy ban nhan dan Thanh ph6 quy~t djnh th3nh l~p
theo quy dinh cua phap lu~t. .

Giao Chanh Van phong Uy ban nhan dan Thanh ph6 ban h8nh Quy~t dinh quy dinh
vi trl, chuc nang, nhiem V\l, quyen h~ va co cAu16chuc cae phong,ban, don vi tn;rcthUQC.
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3. Bien ch€.
a) Bien ch€ cua Van phong Uy ban nhan dan Thanh ph<3baa g6m bien ch€

cong chuc va s6 luqng nguai lam vi~c t~i cac don vi S\lnghi~p cong l~p thuQc Van
phong Uy ban nhan dan Thanh ph6 duQ'cgiao tren cO'So'vi tri vi~c lam, gftn vai
chuc nang, nhi~m V\!,kh6i luqng cong vi~c va nftm trong t6ng bien ch€ cong chuc,
bien ch€ S\lnghi~p cua Thanh ph6 do cap c6 thftm quySn giao.

b) Can cu van s6 luqng bien ch€ cong chuc, s<3luqng nguai lam vi~c duQ'c
giao, Chanh Van phong Uy ban nhan dan Thanh ph6 co trach nhi~m b6 trl, su d\!ng
cong chuc, vien chuc phil hQ'Pvai chuc danh, tieu chuftnng~ch cong chilc, vien chuc
theo quy djnh hi~n hanh cua phap lu~t dS dap irng yeu cfiunhi~m V\lduQ'cgiao.

IV. Ch~ dQ lam vi~c, ch~ dQ trach nhi~m va m8i quan h~ cong tac
1. Ch€ dQlam vi~c
a) Van phang Uy ban nhan dan Thanh ph6 va cac don vi tIVCthuQc lam vi~c

theo ch€ dQthu truang, bilOdam nguyen tftc t~p trung dan chu.
b) Chanh Van phong chiu tnich nhi~m truac Chu tich Uy ban nhan dan

Thanh ph6 va truac phap lu~t vS toan bQ ho~t dQng cua Van phang Uy ban nhan
dan Thanh ph6; la chu tai khoan cO'quan Van phong Uy ban nhan dan Thanh ph6.

Ph6 Chanh Van phong giup Chanh Van phong th\lc hi~n nhi~m V\l, duQ'c
Chanh Van phang phan cong theo doi timg Hnh V\lCcong vi~c, chiu trach nhi~m
truac Chanh Van phong, truac phap lu~t vS HnhV\fCcong vi~c duQ'cphan congo

Khi Chanh Van phang vftng m~t, mQt Ph6 Chanh Van phang duQ'c Chanh
Van phong uy nhi~m diSu hanh ho~t dQng cua Van phang Uy ban nhan dan Thanh
ph6.

c) Truang cac don vi thuQc Van phang Uy ban nhan dan Thanh ph6 chiu
trach nhi~m truac Chanh Van phang va Ph6 Chanh Van phang ph\! trach linhV\fc
vS toan bQho~t dQngcua don vi minh.

d) Cong chuc, vien chuc chiu S\l Hinhd~o, chi d~o, diSu hanh va phan cong
cong vi~c cua Hinhd~o Van phang Uy ban nhan dan Thanh ph6 va Hinhd~o don vi;
th\lc hi~n ch€ dQbao cao theo quy chS lam vi~c cua cO'quan.

2. ChS dQtrach nhi~m
. a) Van phang Uy ban nhan dan Thanh ph6 chiu trach nhi~m d6i v6'i nhftng
van dS tham muu, dSxuat thuQc ph~m vi nhi~m V\l,quySn h~n theo quy dinh.

b) Chuyen vien, lanh d~o Phang, ban, don vi va Hinhd~o Van phang Uy ban
nhan dan Thanh ph6 chiu trach nhi~m vS y kiSn tham muu, dSxuat cua minh.

3. M6i quan h~ cong tac
a) Van phang Uy ban nhan dan Thanh ph<3chiu S\l chi d~o, quan ly vS bien

chS va cong tac cua Uy ban nhan dan Thanh ph6; S\l chi d~o, kiSm tra, huang dfin
vS chuyen mon, nghi~p V\lcua Van phang Chinh phu.
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b) van phong -oy ban nhan dan Thanh ph6 c6 tnich imi~m dinh ky sO'k€t, tlmg
k€t, bao cao -oy ban nhan dan cAptinh va Van phong Chinh phli tinh hinh, k€t qua thl,l'C
hi~n nhi~m V\l duqc giao.

c) Van phong -oy,ban ~an dan Thanh ph6 ph6i hqp voi Van :phongThanh uy,
Van phong Doan D~i bieu Quoc hQi va RQi dong nhan dan Thanh pho, cac Sa, nganh,
UBND cAphuy~n va cO'quan, t6 chuc c6 lien quan trong vi~c tham mUll, giup -oy ban
nhan dan cAptinh' Chli tich -oy ban nhan dan Thanh ph6 thl,l'chi~n nhi~m V\l, quy€n h~n
thuQcthfun quy€n.

f)i~u 2. Di€u khoan chuyen ti€p
. 1. Van phong -oy ban nhan dan Thanh ph6 n€u c6 s6 luqng Ph6 Chanh Van phong

vuqt qua quy dinh thi duqc gilt nguyen nh~m dam bao 6n dinh. Chi duqc b6 sung Ph6
Chanh Van phong khi s6 luqng it han quy dinh.

2. Gilt nguyen vi~c thl,l'chi~n nhi~m V\l tin hQcva xuAtban cong bao cho d€n khi
c6 huang dfulC\lthe v€ C6ng Thong tin di~ntir.

3. Gilt nguyen Ban quan Iy dl,l'an thuQcVan phong -oy ban nhan dan Thanh ph6
cho d€n khi c6 chi d~o va huang dful C\lthe clia -oy ban nhan dan Thanh ph6 v€ vi~c s&p
x€p, ki~n toan t6 chuc bQmay cac dan vi Sl,l'nghi~p trl,l'cthuQcThanh ph6.

, f)i~u 3; Quy€t dinh nay c6 hi~u ll,l'cthi hanh sau 10nga'yke til ~gay kYva thay th€
Quyet dinh so 01/2012/QD-UBND ngay 04/01/2012 va Quyet dinh so 2966/QD-UBND
ngay 30/5/2014 clia -oy ban nhan dan thanh ph6 Ra NQiquy dinh chuc nang, nhi~m V\l,

quy€n h~ va t6 chuc bQmay clia Van phong -oyban nhan dan thanh ph6 Ra NQi.
f)i~u 4. Chanh Van phong -oy ban nhan dan Thanh ph6; Giam d6c Sa NQiV\l, Thli

tru6'ng cac Sa, ban, nganh; Chli tich -oy ban nhan dan cac qu~ huy~n, thi xa trl,l'cthuQc
Thanh ph6 va cac cO'quan, dan vi, ca nhan c6lien quan chiu trach nhi~m thi hanh Quy€t
diM nay.!.
Ndi nhQn:
- Nhu Di~u 4;
- BQNQiV\l;
- Van phong Chinh phil;
- BQTu phap (C\lCki~m tra VBQPPL);
- Thuoog tI'\l'c:Thanh ily, HDND TP;
- Chil tich, cac Ph6 Chil tich UBND TP;
- Doan DBQH Thanh ph6;
- Cac Ban HDND thAnhph6;
- C6ng thong tin di~n tir Chinh phil;
- C6ng giao ti~p di~n tir Thanh ph6;
- Bao Ha NQiM6i;
- VP UBND TP: cac PCVP,
cac phong, ban, dan vi tIVc thuQc;

- L\lU:VT, SNV.
.:lU'(4j,f)
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