
iTY BAN NHAN DAN 	ONG HOA XA HQI CHIJ NG111A VIET NAM 
TINH YEN BAI 	 Dc lap - Tkr do - Hynh phtic 

SO: 05"/2019/QD-UBND 	Yen Bcii, ngay 21 thcing 3 nam 2019 

QUYET DINH 
Ban hanh Quy dinh vi tri, chat 'fang, nhiam vy, 

quyen hyn va‘cor eau g chic cfia Van phong Doan di bieu Quac hi, 
Hai Tong nhfin dan vã Uy ban nhan clan tinh Yen Bai 

UV' BAN NHAN DAN TINH YEN BAI 

Can ctia Ludt TO cluit Quocc hai nam 2015; 

Can cti- Luat TO chtit chinh quy'en djaphwcng ngay 19/6/2015; 

Can eV Luat Ban hc'2nh van ban quy phgm phcip luat ngay 22/6/2015; 

Can ctre Nghi quyet so' 1097/2015/NQ-UBTVQH13 ngay 22/12/2015 cilia ely ban 
Thufmg vy Quoc hai khoa 13 ye thanh 42p va quy clinh chat nang, nhiem vy, ca cu to 
char clea Van phong Doan dgi bieu Quac hai tinh, thanh phoc  tryt thuac Trung ?fang; 

Can ca. Nght quyet s 580/2018/NQ-UBTVQH14 ngay 04/10/2018 nice Oy ban 
ThuOng vy Queic hai  khoa 14 ye viec thi diem h9p nhat Van phOng Doan dgi bleu 
Quo'c hai, Van phong Hai dicing nhein dein va Van phong Oy ban nhan clan cap tinh; 

Can cti Nghi clinh sJ 24/2014/ND-CF ngay 04/4/2014 clic' Chinh pith quy clinh 
to chat cac ca quan chuyen man thuac Oy ban nhon clan tinh, thanh phO tryt thuac 
Trung trang; 

Can cif Nghi clinh s 48/2016/ND-CP ngay 27/5/2016 cua Chinh pith quy dinh 
cy the ye chat nang, nhiem vy, quy'n hgn, ca cciu tO chat via Nen che cilia Van phong 
HDND tinh, thanh pM trvc thuac Trung Jiang; 

Can eV Ng,hi dinh 5/2 34/2016/ND-03  ngay 14/5/2016 cza Chinh phic quy clinh 
chi tiet mat so dieu vii tor  en phap thi hanh Ludt Ban hanh van ban quy phgm phap luat; 

Can ctre Nght clinh so' 92/2017/ND-CF, ngay 07/8/2017 cua Chinh phi( ve' sfra dOi, 
bo' sung mat so diu cua cac Nghi clinh lien quan den Iciem socit tha 4w hanh chinh; 

Can cti. Nglif clinh so 61/2018/ND-03  ngay 23/4/2018 ciia Chinh 	ve thyt hien 
ca che mat dia, mat ctia lien thong trong giai quyet thfi tyc hanh chinh; 

Can ca. Th -Ong tw lien tich se 01/2015/TTLT-VPCP-BNV ngay 23 thcing 10 nam 
2016 caa Van phong Chinh phti vii B Nai vy huong dcin chtit nang, nhiem vy, quyen hgn 
vii ca cdu to'char Vanphong Oy ban nhein clan tinh, thanhpho tryt thuac Trung ?sang; 

Thyt hien Nghi quyet so 35/NQ-HDND, /way 08/12/ 2018 clic, HDND tinh 
viec thi diem thanh lap Van phong Doan Dgi bleu Quoc hai, Hai *long nhan dan vii 
Oy ban nhan clan tinh Yen Bai; 

Theo de nghi cia Giam clac 	Nai vy tgi Ter trinh 	60/T1"r-SNV, ngay 
01/02/2019. 
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QUYtT DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh nay Quy dinh vi tri, chtirc nang, nhiem 
vy, quyen ban va ca cau tO chirc dm Van pheng Doan dai bieu QuOc hOi, Hi deng 
nhan dan va ny ban nhan dan tinh Yen Bai, 

Dieu 2.•Quyet dinh nay có hieu lye thi hanh k S ngay 01/4/2019. 

Can Quyet dinh cea fly ban nhan dan firth: SO 40/2016/QD=UBND ngay 
04/11/2016 ve viec quy dinh chfre nang, nhiem vy, quyen han. va  ea eau to oh& cila 
Van phong ty ban nhart dan tinh; sO 05/2018/QD-UBND ngay 20/4/2018 ve vie sira 
dai, bã sung, bai be mOt s6 dieu cea Quy dinh ban hanh kern theo Quyet dinh s6 
40/2016/QD-UBND ngay 04/11/2016 ban hanh Quy dinh chfre nang, nhiem vy, quyan 
hart va ea cu M chfre cea Van phong fly ban than dan tinh Yen Bai va Quy dinh ban 
hanh kern theo Quyet dinh so 10/2015/QD-UBND ngly 11/6/2015 ban hanh Quy dinh 
eh& nang, nhiem vi, quyen han va ca cAu t6 chire eita Se Tu phap tinh Yen Bai; 
Quyet dinh s6 30/QD-HDND nety 05/8/ 2016 cila HOi clang nhan clan tinh ye viec quy 
dinh chive nang, nhiem vy, quyen han, ca cAu to chile dm Van phong HOi dang nhan 
dan tinh Yen Bat het hieu lye ke tir ngay Quyet dinh nay ce hieu lye thi hanh. 

Dieu 3. Chart Van phong Doan di bieu Quoc hOi, HOi dOng than dan va Uy ban 
than clan tinh, Giam doe So NOi vi,t; The trueng the se, ban, nganh; Chu tich riy ban than 
dan cac huyen, thj xã, thanh phe va the ca quart, don vi Ce lien quan chiu traeh nhiem thi 
hanh Quyet dinh nay./. 

Noi nhn: 
- Nhu Dieu 3; 
- Quec hOi, Chinh phit; 	 Hil TICH 
- VAn phang Quec heti, Chinh pita; 
- BO Nei vv; BO Tu phap; 
- Cue Kim tra VBQPPL, BO Dr phap; 
- Thueng trim: Tinh ay; EDND tinh; 
- Doan Di bleu Quec h5i tinh; 
- Chit tich, eác PCT UBND tinh; 
- Set Tu phap (hi kiem tra VB); 
- Cat PM Chinh VP; 
- dug thong tin din ter tinh; 
- Ltru: VT, NCj 

TM. I.JY BAN NHAN DAN 
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IJY BAN NHAN DAN 	CQNG HCIA xA HQ' CH1J NGIIIA VIET NAM 
TINH YEN BAT 	 Dc lp - Ty. do - Hynh phiic 

QUY DINH 
Vi tri, chat nfing, nhiem vy, quyen hyn va co cu tO chat am Van pheng 

Doan di bleu Quoc hyi, Hyi dong nhan dan va Uy ban nhfin Wan tinh Yen Bai 
(Ban hanh kern theo Quyet clinh sa0672019/QD-UBND 
ngay 	thcing 3 ;gam 2019 cfra UBND tinh Yen Bat) 

Chwong I 
TR1, URIC NANG, NHIEM V11J, QUYEN HAN 

Dieu 1. Vi tri va chic nang 

Van phong Doan dal bieu Quec hOi,  Hi dang nhan elan va Uy ban /than dan 
tinh (sau day viet tat la Van pheng) la ca quan hanh chinh nha nu& tuang throng cAp 
Se, thuec Uy ban nhan clan tinh, cep chfrc nang tham mtru tang hop, phyc vy hos 
deng cna Doan dai bieu Qu8c hi, HOi dong nhan clan va Uy ban nhan dan tinh. 

Van phong c6 tu each phap nhan, c6 con dem yá tai khoan rieng. 

Dieu 2. Nhiem vy va quyen hyn 

1. Nhiem vy ye cong tac chuyen mOn, nghiep vy phyc vy Doan dal bleu Quoc 
1191 (DBQH) tinh: 

Tham mini, t6 chi:re phyc vy Doan DBQH thao luan v chi an kat, phap l'enh 
va cac dy an khac, dv kien chuong trinh IcY h9p Qu8c hi theo yeu cau ctia,1Jy ban 
Thuang vy Quoc hOi; phoi hop v6i cac co quan, to chdc hal quan glop dai bieu Quac 
hOi thyc hien quyen trinh dy an luat, phap lenh va kien nghi ye luat, phap lenh. 

Tham mini, t chfic phye vy boat dOng giam sat, khao sat dm dai bleu Quoc 
hei, Doan DBQH; thyc hien chi dao cila Doan DBQH trong phai hop yeti the ca 
quan, to chfre hEtu quan phye vy hoat dOng giam sat, khao sat ena Quoc hOi, Uy ban 
Thueng vy Quac hOi,  Hi (tong dan tee, fly ban tha Quoc hOi, ces quan thuOc t'Jy ban 
Thuemg vy Quac hi tai dja phuong. 

Tham muu, ta chirc phyc vy dal bieu Quac hei trong vice  tier) the eft tri; 
giup Doan DBQH tang hop kian, kien nghi cüa cà tri chuyen den cac co quan, to 

cá nhan c6 tham quyen xem xet, giai quyet theo quy dinh cüa phap luyt. 

Tham mini, tkchirc phyc vy dai biu Quac hOi  trong vie tip cong dan va xfr 
khieu nai, tO cao, lcien nghi cüa cong dan gfri den dai bleu Quoc hi, Doan DBQH; 

theo dei, don dc viec giai quyet khieu nai, to cao, kien nghi cüa cong dan do dai bieu 
Quoc hi, Doan DBQH chuyen den ea quan, to chirc, cá nhan c6 tham quyen giai quyet. 

d) Phi hop phyc vy hoat deng cüa dai biau Quac }lei, Doan DBQH tai IcY hop 
Queic Wei; ginp dai bieu QuOc hOi tham gia boat dOng cüa Hi dong dan fee, Uy ban 
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cüa Quac hOi ma dai biau la thanh vien va tic boat dOng 'chat caa cac co quan caa 
Quort hOi, I:Jy ban thuemg vo Quort hOi. 

e) Giüp Doan DBQH xay (long chucmg trinh, ka hoach hoat dOng hang thang, 
hang quy, 06 thang va cã nam; bao cao Uy ban thubug vii Quot hi v tinhhinh hoat 
dOng cüa dai Neu Quoc hOi, Doan DBQH 06 thang, ca nam hoc theo yeu cu caa Uy 
ban thu&ng vo Quoc hOi. 

2. Nhiem vi va Clang tac chuyen mon, nghiep vii phoc vi HOi &Ong nhan clan 
(HDND) tinh: 

Giap HDND, Thuong tut HDND va cac Ban dm HDND tinh xay dong 
chuang trinh lam viec, ka hoach hoat dOng hang thang, hang quY, sau thang va ca nam; 
to chirc phyc vi viec thoc hien chucmg trinh, ké hoach dã duce phe duyet. 

Phoc vo Thuong toe HDND, Chit tich, Ph6 Chit tich diau hanh c8ng viec 
chung cüa HDND tinh; dieu boa, ph6i hop . hoat &Ong cac Ban dm HDND tinh; bao 
dam viec thot hien quy cha boat dOng caa HDND, Thuerng aye HDND, Ban dm 
HDND tinh, nOi clay kY hop HDND; giap Thueing Ulm HDND gift m& lien he voi To 
dai bieu va dai bieu HDND tinh; phoc vçt HDND, Thuang tryt HDND, cac Ban caa 
HDND tinh trong hoat dOng doi ngoai. 

Giap Thuong five HDND tinh xay citing chucmg trinh, tO chirc phoc vo ky 
hop HDND, phien,  hop dm Thuang five HDND va Ban elm HDND tinh; phoi hop 
ved cac ca quan, to chirc hint quan chuan bi tai lieu phyc vv ky hop HDND, phien 
hop dm Thuong tnic HDND, cuOc hop caa. cac Ban HDND tinh; tong hop chat van 
cüa dai bieu HDND. 

Tham muu, phoc vii Thuong trot HDND, Ban dm HDND tinh xay clkmg bao 
cao tong the; tham muu, phoc vi Ban tin HDND tham tra do thao nghi quyet, bao cao, 
de an; giap Thuemg troc HDND hoan thin cac dkr thao nghi quy6t caa HDND tinh. 

4) Tham mini, ?hoc vg HDND, Thuong trkrc HDND, Ban dm HDND, Ta dai 
biau HDND va dai bieu HDND tinh trong boat dOng giam sat; khao sat, theo deli, tong 
hop, don doe ca quan, to chile, cá nhan thoc hien nghi quyet va giam sat. 

Phoe vi Thuems trot HDND va dai biau HDND tinh tip clang dan; tip 
nhan, tham muni xir ly kien nghi, don thu khiau nai, to cap caa;ccr quan, to chirc, cong 
dan gni den HDND, Thuang nye HDND tinh; theo dOi, don doc viec giai quyet khieu 
nai, to cao va kien nghi cüa ca quan, to chirc, dog dan. 

Ph& hop voi ca quan, tã chirc him quan Owe vi dai biau HDND tinh tiap 
mac cü tri; giap Thuang trot HDND tinh tong hop kien, nguyen vong cüa nhan dan 
va giri cor quan, to chirc c6 tech nhiem xem xet giai quyet. 

Phyc vii Thuemg trvc HDND tinh t6 chat lay Y kin thing g6p vao du an 
LuAt, do an Phap lanh va do thao van ban quy pham phap luAt khac theo yeu tau caa 
Uy ban Thuong vi Qu6c hOi, Chinh phd va cat BO, nganh. 

Phoc,vo Thubng Ulm HDND tinh thoc hien viec: Bau cu dai Neu HDND cac 
cap; phe chuan kat qua ba'u, mien nhiem, bai nhiem Chit tich, Pho Chit tich HDND 
cap huy'an. 
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k) Tham mini, phvc vi Thuemg live HDND tinh giai quyat cac van d'e giera hai 
kST h9p; gifip cac Ban ciia HDND tinh tham tra cac van ban do UBND trinh Oita hai kST 
h9p cüa HDND theo stir phan cong cüa Thuemg tire HDND tinh. 

I) Tham mini, phvc ,vv Thuang true HDND, Ban dm HDND tinh t6 chfrc cac 
cuOc h9p giao ban, trao doi kinh nghiem, boi diremg k nang hoat dOng cho dai biau 
HDND cac cap. 

m) Throe ky van ban thong bao kin, kat luan dm ThuOng tivc HDND tinh; 
duge quyen de nghi hoc yeu can cac don vi ding cap, cap dual phi hop thvc hien 
nhiem vv; duce quyen yeu cau cac to chirc, cá nhan cung cap thong tin, tai lieu cho 
HDND, Thuong trvc HDND, Ban dm HDND, To dai Neu FIDND va ciai bieu HDND 
tinh hoat Ong theo quy dinh. 

3. Nhiem via va ding tac chuyen mon, nghiep vii phvc vv fJy ban than dan 
(UBND) tinh: 

Trinh UBND tinh ban hanh: Quy ch6 lam viec cUa UBND tinh; Van ban quy 
dinh cu the chile nang, nhiem vv, quyen,han va co cau t6 chat dm Van phong; Van 
ban quy dinh cv the dieu kien, tieu chuan chile danh Truemg, Pho cac don vi thuOc 
Van phong. 

Trinh Chn tich UBND tinh ban hanh: Quyat dinh thanh lap, sap nhap, chia 
tach, giai the cac don vi thuOc Van phong; cac van ban khac theo sr phan cong cüa 
Chia tich UBND tinh. 

Tham muu xay dvng va th chire thvc hien chuang trinh, ká hoach cong tac 
cüa UBND tinh: Tong hop 46 nghi cüa cac so., ban, nanh, co quan thutic UBND 
tinh, UBND cap huyen, co quan, to .chfrc lien quan; Kien nghi ,vesi Chu tich UBND 
tinh dim vao chucmg trinh, ke hoach cong tac nhang van d'e can tap trung chi dao, 
dieu hanh hoc giao co quan lien quan nghien dm, xay dvng de an, du an, dv thao 
van ban; Xay dvng, trinh UBND, cha tich UBND tinh ban hanh hoc phe duyet 
chucmg,  trinh, ke hoach ding tac; Theo deli, don d'Oc cac SO, UBND cap huyen, de co 
quan, to chfrc lien quan thvc hien chuong trinh, ke hoach ding Lie, dam bao ding lien 
40, chat ltrong; Bao cao dinh k$/ hoc Ott xuat ket qua thvc hien; hen nghi giai phap 
nham thvc hien cep hieu qua chuong trinh, ke hoach ding tac; Kip thori bao cao, thou 
chinh chucmg trinh, ke hoach ding tac, dap Ung yeu can quan 1Y, chi dao, dieu hanh 
caa UBND, Chü tich UBND tinh. 

Phgc vv• hoat dong caa UBND tinh: Chu tri, ph6i h9p \Teri cac co quan lien 
quan chuan bi chucmg trinh, nei dung, phvc vi cac cuec hcop cna UBND tinh; TInrc 
hien the do tong h9p, bao cao; Theo dOi, donc/6c, danh gia ket qua thvc hien Quy che 
lam viec cüa UBND tinh; TO chirc ding tac tiep ding dan theo quy dinh cüa phap luat. 

4) Tham mini, gulp Chn tich UBND tinh thvc hien cac nhi'em vv, quyan han 
sau: Trieu tap, chit tri cac cuec h9p; theo dOi, don doc, chi dao, kiem tra ding tac doi 
voi cac SO; HDND va UBND cap huyen; thvc hien nhiem vv twat HDND tinh; tiep 
xfic,,bao cao, tra led kien nghi cüa cfr tri; chi dao,,ap clung bien phap can thiet giai 
quyet ding viec tong truemg hyp det xuat, khan cap; cai tien 18 loi lam viec; duy tri 
IcS7 luat, Icy cucmg cia a b0 may hanh chinh nha nuac & dia phuong. 
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e) Tiep nhan, xir 1Y, trinh UBND, Chit tich UBND tinh giai quyet nhang van 
ban, h8 so do cac co quan, to chIrc, cá nhan gui, trinh (van ban den): 

- DIM voi dO an, dv an, dv thao van ban do cac co quan trinly Kim tra h6 so, 
trinh fix, thit tuc soan thao, the that, k5 thuat trinh bay dv thao van ban; torn tat nOi 
dung, neu rO tham quyen quyet,dinh, sv &Ong be trong chi dao, dieu hanh cüa UBND, 
Chit tich UBND tinh dOi voi van de lien quan, de xuat met trong cac phucmg an: Ban 
hanh, phe duyOt; dua ra phien h9p UBND tinh; giri lay Y,kien cac thanh vien UBND 
tinh; th8ng bao kian,cita. Chit tich UBND tinh you cau cor quan son thao hoan 
chinh lai, lay them Y kien cac co quan, t8 chirc, ca nhan hoac thvc hien cac nhiem vv 
khac theo quy dinh va quy cite lam viec cita UBND tinh. Trong qua trinh xir nu 
de an, do an, dv thao van ban con kien khac nhau, chit tri h9p vai CO quan, to chirc 
liOn quan dê trao doi truac khi trinh; 

- Di vori dv thao bao cao, bai phat biau: Phi hop yeti cac co* quan liOn quan 
bien tap, hoan chinh theo chi dao cita Cho tich UBND tinh; 

- Dai voi van ban khac: Kin nghi \Teri Chit tich UBND tinh giao co quan lien 
quan triOn khai thvc hien; to chat cac diau kin can thiat da UBND, Chit tich UBND 
tinh xir lY theo quy dinh cita phap luat va nOi dung van ban den. 

Phat hanh, quan 1Y, theo dOi, don dac, lciam tra tinh hinh, kat qua thvc hien 
van ban cita UBND, Chit tich UBND tinh: Theo deli, don doc, lciam tra tinh hinh, k'et 
qua thvc hiOn van ban cita UBND, Chit tich,UBND tinh; dinh kY ra sok, bao cao Chit 
tich UBND tinh da darn bao sv dong be, thong nhat trong chi dao, dieu hanh; Rà soat 
nham phat hien vuOng mac, phat sinh ve tham quyan, ho so, trinh tv, thu tuc va 
nghisep vv hanh chinh van phong trong qua trinh chi ,dao, diau hanh Cita UBND, Chit 
tich UBND tinh; kip thai bao cao UBND tinh sira dôi, bo sung; hang nam, tong hop, 
bao cao Van phong Chinh phit. 

Thgc hien nhiOm vv quan tri nOi be: Ta chirc thvc hien cac van ban, quy 
hoach, ka hoach do ca quan co tham quyen ban hanh hoc phe duyet lien quan den 
hog &Ong dm Van phong; Tiap than, xir lY van ban do ca quan, to chire, cá nhan gui 
Van phong; ban hanh va quan lY van ban theo quy dinh; Hop tac quoc te theo quy 
dinh cita phap luat va so phan cong hoc ity quyen cita UBND, Chit tich UBND 
tinh; Nghien elm, img dung kat qua nghien ciru khoa h9c va cai cach hanh chinh phuc 
vv nhi'em vv duce giao. 

Thvc hien quan 1ST nha nuoc va ding tac Kiam soat thit tvc hanh chinh, cai 
each thit tic hanh chinh va tiap nhan, xir lY phan anh, lcien nghi cita ca nhan, to chirc ve 
quy dinh hanh chinh thuOc pham vi, tham 9uyen quan 15/ cita UBND tinh, Chu tich 
UBND tinh theo quy dinh tai Ithoan 2, ,Dieu 3 Nghi dinh so 92/2017/ND-CP ngay 
07/8/2017 va viec situ dai, ba sung mOt s8 diau cita Nghi dinh lien quan den kiem soat 
thit tvc hanh chinh. 

k) Huang dan, don dc, kiem tra viec th#c hien co cher  mOt cita, mOt dm lien 
thong trong giai quyat thit tuc hanh chinh thuOc tham quyen gi4i quy'et cita cap tinh, 
cap huyen, cap xa; la dau m8i thvc hien viec flap nhan giai quyat thit tvc hanh chinh 
va tra ket qua cho cá nhan, to chirc lien quan. 
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TIlvc hien ch8 de thong tin: TO chirc,  quan 1, cap nhat thong tin phtic vi sr 
chi dao, dieu hanh ctia lanh do Doan dai bieu Quoc hei, HDND, UBND tinh; thvc 
hien che de thong tin bao cao ve hoat &Ong cna Cong Thong tin din tir va kk nen he 
thong thong tin hanh chinh die'n 	Xuat ban, phat hanh Cong bao tinh; Thiet lap, 
quan l va duy tri hoat deng mang tin hec dm Van phong. 

Gift m6i lien he cong tac \Teri cac ca quan Trung uong va Doan DBQH, HDND, 
UBND cac tinh, thanh pho trvc thuOc Trung ucmg khac; cac ca quan, th chit Trung 
uang thing tren dia ban tinh; Uy ban Mat tran To quoc Viet Nam, Tea an nhan clan, 
Vin kiem sat nhan clan tinh va cac ca quan, to chirc khac & dia phuang. 

Nhiem vi Nti cling tac hanh chinh, tO chirc, quan tri: 
Tham muu, phvc vv cac hoat deng cna Doan dai bi8u Quec hei, HDND, 

UBND tinh; bao darn dieu kin ve co ser vat chat, ky thuot phpc vi cho hoat dOng cüa 
Doan dai bieu Quoc hei, HDND,,  Thueng tivc HDND, UBND tinh, cac Ban dm 
HDND, TO dai bleu HDND, dai bieu Quoc hei va dai  bieu HDND tinh; thvc hien chid 
de, chinh sach doi veri dai bieu Quoc hei va dai bieu FIEND tinh. 

Ginp Doan DBQH, HDND, UBND tinh lp dv toan kinh phi hos dOng hang 
nam, t6 chirc thvc hien dv toan; quan lY kinh phi hog deng cna Doan DBQH, 
HDND, UBND tinh de bao dam cac dieu kin hoat dOng ,cila Doan DBQH, HDND, 
UBND tinh, Thuemg trvc HDND, cac Ban dm HDND, TO dai bieu HDND, dai bieu 
Quoc hi va dai bieu HDND tinh. 

Quan,ly tO chirc be may, bien cha citing chirc, ca eau ngach cong chüc, vi tri 
viec lam, ca cau vien eh& theo tieu chuan chirc danh nghe nghi'ep va so lucmg ngued 
lam viec trong cac dcm vj sr nghi'ep trvc thuec Van pheng; thvc hien che de tien 
luang va cac che de, chinh sach dai ng0, khen thueng, Icy luat, dao tao, boi clueing ve 
chuyon mon, nghiep vv dOi vei ding chirc, vien chirc va nguoi lao deng thuec pham 
vi quan ly cüayan pheng; huang dan, ki8m tra viec thvc hien co che tv chit, tv chju 
trach nhiem doi vai cac don vi sr nghiep cong lp  trvc thu0c; quan lY va chiu trach 
nhiem ve tai chinh, tai san dugc giao theo quy dinh. 

Xay clung quy hoach, k8 hoach dao tao, bai dua'ng va thvc hien viec quan lY 
cong chirc, ngueri lao dOng cna Van pheng theo phan cap quan lY can be va quy dinh 
cna phap luat. 

d) ray dvng, Ichai thac he theng thong tin, dit lieu phvc vv boat deng cüa di 
bi8u Quoc hei, Doan DBQH, HDND, UBND tinh, Thueng trvc BEND, cac Ban cna 
HDND, TO dai bieu HDND va dai bieu HDND tinh; to chuc nghien dry, frng dung 
ding nghe thong tin vao deg tac dm Van pheng. 

Quan ly, sir dung con day, phat hanh van ban cna Doan DBQH, HDND, 
UBND tinh; cüa Chü tich HDND, Chit tich UBND tinh va thvc hien luu tiff van ban, 

so, tai lieu theo quy dinh hien bath. 
g) Quan ly co ser vat chat, trang thi6t bi, phuang tien lam viec, hoat dOng 

nghien curu Boa bee, Gong tac hanh chinh, quan tri, van thu, km ter, bao ve va le tan 
cüa ca quan Van phong va cüa Doan DBQH, HDND, UBND tinh; quan lY he so, can 
be, ding chüc, ngthei lao deng cüa ca quan theo phan cap va theo guy dinh hien 
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hanh; viec thtrc hien cac che d'o chinh sach dai veri can bO, cong ehüc, ngued lao dOng 
dm Van phong.. 

7. Dux hien cac nhiem vi khac do lanh dao Doan DBQH, Thuong nye 
HDND, lath dao UBND tinh giao theo quy dinh cüa phap luat. 

Chutyng II 
CO CAU TO CHI5C VA BIEN Cid 

Dieu 3. Lanh duo Van phong 
Lanh dao Van phOng c6 Chanh Van phong vã cac Pho Chanh Van phong; 

lucmg Pho Chanh Van phong thtrc hien theo quy dinh dia co quan NH nuerc c6 than' 
quyen, pha hop vied yeu eau dux hien chirc nang nhiem vii va 10 trinh sap xap, t61 /4  
chirc lai Van phong 

Viec bo nhiem, bo nhiem 'at,  mien nhiem, dieu dong, luan chuyen,,khen 
thuorng ky lust, cho tit chirc, nghi him vã thtrc hien cac che d'O, chinh sach doi voi 
Chanh Van phong, Pho Chanh Van phong do Chit tich Oy ban nhan dan tinh quyat 
dinh theo quy dinh cüa phap luat. 

Dieu 4. Cu eau to chat 

1. Cac don vi thuOc Van phong. 
PhOng Cling tac 41 bieu Quac hOi. 
Phong C6ng tac HOi dang nhan dan. 
Phong Kinh tá - TM chinh. 
Phong Van hela - Xa hOi.. 

d) Phong NOi chinh - Phap the. 
Phong Thu k32 - Tang h9p. 
Pheng Hanh chinh - T chat. 
Phong Quart tri - TM vv. 
Ban Tiep cong dan tinh. 

Cac phong ca Tnxerng phOng, khong qua 02 Ph6 Truiemg phong va cac ding 
chtic khac; rieng cac phong: COng tac 41 bieu Quoc hOi,Van hoa - Xa hOi, 
NOi chinh - Phap che, Thu lo? - Tang h9p CO khong qua 01 Pho Tru&ng phong. Viec bo 
nhiem, dieu dOng, luan chuyen, mien nhiem, each chat, tir ehüe, khen thuemg, lcSr luat, 
nghi htru vã dux hien che dO, chinh sach d'ai veri cac chile danh Truerng pheng va Pho 
Tru&ng phong theo quy dinh eüa phap mat  va phan cap quanlY can b0 caa tinh. 

Ban Tip cong dan tinh la don vi live thuac Van pheng, c6 chat nang giop 
Doan dai Neu Quac hOi, Hi clang nhan dan, fiy ban than dan tinh va Chit tich HOi 
/tong nhan dan, Chu tich Uy ban nhan dan tinh tiep cong dan ti Try ser tiep cong dan 
tinh theo quy dinh caa phop luat. 

2. Don vi hanh chinh dac tha: Trung tam Phyc vii Hanh chinh cong. 
Trung tam c6 Ginn dc, 01 Ph6 Gam doc va cac ding chat chuyen mon 

nghiep vii, lao dOng h9p dong. Viec bo nhiem, dieu dOng, luan chuyen, mien nhiem, 
each chirc, tir chirc, khen thuerng, 	luat, nghi htru va thtre hien che dO, chinh sach dai 
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voi the chirc danh Giam dee va Ph6 Giant dc theo quy dinh cüa phap luat va phan 
cap quail 151 can 1)0 cüa tinh. 

3. Cac Dorn vi sv nghiep trvc thuec Van pheng. 
Nha kith Hao Gia; 
ang thong tin then dr tinh. 

Cac Dan vi sr nghiep c6 Giam d6c, khong qua 02 Ph6 Giam dee va cac \ion 
elide chuyen mon nghiep vv, lao dOng hap thing. 

Viec thanh lap, t6 chire lai, giai the cac dan vi sr nghiep ding lap tivc thuOc 
Van phong dugc thvc hien theo quy dinh cüa phap luat. 

Dieu 5. Bien che 

1. Bien che ding chirp, s6 lueng nguai lam viec cOa Van phong &roc giao teen ca 
sâ vi tri viec lam, gan vol chirc nang, nhiem vv pham vi hoat Ong va nam trong tong 
Nen che deg chdc, se lucmg nguai lam viec trong cac ca quan, to - chirc hanh chinh, don 
vi sv nghiep cling lap cna tinh dugc cap có tharn quyen giao hoc phe duyet. 

2. Can dr &de nang, nhiem vv, ca eau te chirc va danh mvc vi tri viec lam, ca 
cau ngach cong chüc, ca cau vien chat theo chirc danh ,nghe nghiep dirge cap c6 
tham quyen phe duyet, hang nam Van phong chü tri ph6i hop veri Sâ NOi vv xay 
dvng k hoach Nen che cong chüc, s6 lueng ngueri lam viec, bao dam thvc hien 
nhiem vv dirge giao trinh 13y ban than dan tinh xem xet, guy& dinh. 

Chsng III 
CHE DO LAM Vitt

m 
 VA MO! QUAN tit C6NG TAC 

Dieu 6. Ched lam vi§c 

Van ph6ng va cac dan ,vi tivc thuOc lam viec theo ch d thU truang, ket hop 
vol che d chuyen vien trvc tuyen chiu sv lath So, chi dao trvc tie') dm Throng doan, 
Pho Tnrong Doan dai Neu Quoc hei, Thuong tnrc HOi  dong nhan dan, Chit tich Uy ban 
nhan clan tinh vã PhO Chn tich Uy ban than dan tinh theo tinh we throe phan Cong. 

Chanh Van phong dieu hanh cling viec chung eUa Van phong va chiu trach 
nhiem tn.rot Truerng Doan Si bieu QuOc hei, Gill tich HOi dong nhan clan va ChU 
tichyy ban nhan clan tinh va truorc pita') lust ve thvc hien chirc nang, nhiem vv, 
quyen han dm Van phong. 

Cac Pho Chanh Van phong gifip Chanh Van phong thvc hien nhiem vv theo 
phan deg cUa Chanh Van phi:mg, chiu trach nhiem fru& Truang Doan Si bieu 
Quoc hei, ChU tich Hi Ong nhan dan, Chit tich Uy ban nhan dan tinh, Chanh Van 
phong vã truerc phap luat ye thvc hien nhiem vv &roc phan cling 

Chanh Van phong ban hanh Quy eh lam viec dm Van phong. 

Tnremg cac te chirc, don vi thuec Van pheng chiu tech nhiem truec Chanh 
Van phong va Pho Chanh Van phong phi trach linh vvc ye toan be hoat dOng to chi:re 
dm don vi minh. 
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6. Caz deg chirc, vien chic, ngued lao dOng thuec Van phong chlu so lanh dao, chi 
dao dieu hanh vá phan ding cling vieb cüa lanh dao Van pheng vá lath dap to chic, don 
vj noi trot tiep ding tic; thoc Men che do bao cao theo quy che lam viec Gila co qtian. 

Dieu 7. Mi quan he &Ong tac 

Dei voi Van pheng Qu6c MN va Van phong Chinh 

Van phong chiu so chi dao, kiem tra, huong dn va chuyen mon nghiep vo cüa 
Van phong Quoc hei, Van phong Chinh pint. Chanh Van phong có trach nhiem bao 
cao ve tinh hinh boat dOng ye ding tac chuyen mon, nghiep v9 theo dinhkST hoe det 
suat theo you cau dm Van pilling Quoc hei, Van phong Chinh 

Died yeti cac co quan, don vi trong tinh: 

Van phong gift m6i quan h ding tac \Teri Van phong Tilt Uy, Uy ban Mat tan 
T6 Qu6c Viet Nam, cac so, ban, nganh cüa tilt va cac co quan, to chat, don vi ô dia 
phuang trong viec piled hoop ph9c vi hot Ong dm Doan Si bieu Quoc hei, HOi 
thing nhan clan va Uy ban nhan dan tilt, (long tiled cal trach nhiem chi dao, huong 
dan, kiem tra ye chuyen mon, nghiep vo Van phong cap ity chinh quyen cap huyen 
thuOc lilt we quan 15T va cac linh voc cong tk thuOc chire Wang, nhiem vii cila Van 
phong theo quy dinh eüa phap Mat. 

Chtrimg IV 
To cHirc THI1C HItN 

Than 8. Dieu khoan chuyen tip 

Sau khi hop nhat s6 lugng Pho Chanh Van phong la 06 ngued, thoc hien 
phan dog nhiem vo doi \fed lanh dao  Van.  pheng phi hop \Rai chi:re nang, nhiem v9 
mai; xay dong phuang an, 10 trinh sap xep de den nam 2021 s8 krona Pho Chanh 
Van phong dam bao theo dung quy dlnh. 

Van phong tip t9c thoc hien nhiem vii  tin h9c va xuat ban ding bao cho den 
khi c6 huong dan el,' the dm co quan Nha nuac c6 tham quyen - 

Dieu 9. Trach nhiem thi hanh 

1. Chanh Van ph6ng c6 trach nhiem: 

Can cir quy dinh nay de t6 chirc trien lchai, thoc hien; kien toan ca cau t6 chile 
dm Van phong; quy dinh co the chic nang, nhiem vii, quyen han vá m6i quan h cona 
the cüa cac phong thuOc Van phong, cac don vi so nghiep trot thuOc Van phong; bo 
tri, sap xep ding chic phi hop voi vi tri viec lam, dam bao chic danh tieu chuan, co cau 
naach dna chic dm Van phong theo quy dinh elm phap luat; ban hanh quy che lam viec 
de thoc hien tot nheing nei dung dm quy dinh nay. 

Xay (long ter trinh, do thao quyat dinh thanh lap, kien toan, dai ten, cac don vi 
so nghiep toe thuOc Van phong trinh Uy ban nhan clan tilt xem xet, quyet dlnh. 

2. Can b0, cong chic, vien chic, ngudi lao dOng dm Van phi:mg chiu trach nhiem 
thi hanh quy dinh nay 
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Dieu 10. Trong qua trinh thvc hiOn quy dinh nay, nu c6 van de phat sinh vuong 
mac hoc to van ban huOng dan dm co quan Nha nu& cap tren dieu chinh ve linh vvc 
nay, Chanh.Van phong có ?mach nhiOm Icip then bao cao Uy ban nhan clan fink (qua So 
N0i vv de' tong hop, trinh Uy ban nhan dan tinh) xem xet, quyet //Mb vice dieu chinh, 
sira doi, 'DO sung cho phit hop vet quy dinh cUa nha nuac vá you cau thvc tiOn cfla 

TM. ITY BAN NHAN DAN 
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