PANG BO TINH QUANG NGAI PANG CONG SAN VIET NAM
THIUY EUC PHO Pirc Pho, ngay 24 thang 5 nam 2023

S6 1505-Qb/TU

QUY PINH
chire ning, nhiém vu, quyén han, to chirc by may
cua Vin phong Thi 4y

- Can ctr Diéu 16 Pang Cong san Viét Nam;

- Cin ctr Quy dinh s6 46- -Qb/TW ngay 03/12/2021 cua Ban Bi thu quy
dinh chuc nang, nhiém vu, quyén han, t6 chiac bd may co quan chuyén trach
tham muu, giup viéc huyén uy, quan uy, thi uy, thanh uy tryc thudc tinh uy,
thanh uy;

- Cin ctr Quy ché 1am viéc cua Thi ty, Ban Thuong vu va Thuong truc
Thi uy khoa XXI, nhiém ky 2020 - 2025;

- Can ctr Quyet dinh 50 1439-QD/TU ngay 27/3/2023 ciia Ban Thuong
vu Thi uy veé thanh lap Van phong Thi uy Buac Pho;

Xét @& nghi cua Van phong Thi uy va dé nghi cia Co quan T6 chuc -
NOI vu thi xa,

Ban Thuong vy Thi ty ban hanh Quy dinh chirc ndng, nhiém vy, to
chuc bo may va moi quan hé cong tac cua Van phong Thi uy nhu sau:

Chuong 1
QUY PINH CHUNG

Pieu 1. Pham vi va déi twong ap dung

Quy dinh nay quy dinh chuc nang, nhiém vu, quyén han, t6 chuc bo
may va moi quan hé céng tac cua Van phong Thi uy.

Pieu 2. Nguyén tac té chic

1. Bao ddm tham muu, phuc vu sy lanh dao, chi dao toan di¢n cua Thi
uy, Ban Thuong vu Thi iy, Thuong truc Thi uy; khdng chong chéo, trung lap
chtrc nang, nhiém vu gitra cac co quan tham muu, giup viéc Thi uy; mot viéc
chi giao mot co quan chu tri thuc hién va chiu trach nhiém chinh.

2. Bo méy‘tinh gon, hiéy luc, hiéu qua, phu hop vai phan loai don vi
hanh chinh va diéu kién thuc té cua thi xa.

3. Co cAu doi ngii cn b, cdng chirc phil hop véi tiéu chuan chac danh
va vi tri viéc lam duoc cap tham quyen phé duyét.
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Piéu 3. Trach nhiém va quyén han

1. Chiju trach nhiém trong tham muu, dé xuat va thuc hién theo chirc
nang, nhiém vu duoc giao trudc Thi iy, Ban Thuong vu Thi uy, Thuong truc
Thi uy.

2. Buoc yéu cau cap uy, to chic dang tryc thudc Thi uy va cac co quan
lién quan bao céo, cung cap thong tin, tai li¢u dé thuc hién chic nang, nhiém
Vu cua co quan.

3. Buoc cur ¢an bo, cong chirc du cac cude hop, hoi nghi cia cap iy, to
churc dang truc thuoc Thi ay va cac co quan co lién quan khi ban vé noi dung
thugc linh vuc chuyén mon do co quan phu trach.

4. Thyc hién nhiém vu, trach nhiém, tham quyén caa cha thé kiém tra,
giam sat theo quy dinh.

5. Thyc hién ché do bao cdo dinh ky, dot xuat cho Ban Thuong vy Thi
uy, Thuong truc Thi ay, Van phong Tinh uy va co quan cap trén cé lién quan
theo quy dinh.

] 5 Chuwong IT ) )
CHUC NANG, NHIEM VU, TO CHUC BQ MAY

Piéu 4. Chirc niing
1. La co quan tham muu, gitp viéc Thi uy, truc tlep va thuong xuyen la
Ban Thuong vy, Thuong tryc Thi uy trong t6 chirc, diéu hanh cong viéc lanh

dao, chi dao, phoi hop hoat dong cac co quan tham muu, giap viéc Thi uy; 1a
trung tam thong tin tong hop phuc vu sy lanh dao, chi dao cua Thi uy.

2. Tryuc tiép quan ly tai san, tai chinh cua Thi uy va bao dam kinh phi,
co sO vat chat, phuong tién va to chic phuc vu hoat dong ctia Thi ty, Ban
Thuong vy, Thuong truc Thi Gy va cac co quan tham muu, gitip viéc Thi uy.

Piéu 5. Nhiém vu
1. Nghién ciru, dé xuat va thuc hién

1.1. Nghién ctru, dé xuat va gitip Thi uy, Ban Thuong vy, Thuong truc
Thi uy xay dung, thuc hién quy ché 1am viéc va chuong trinh cong tac; sip
xép chuong trinh cong tac ciia Ban Thuong vu Thi uy, Bi thu va Phd Bi thu
Thi uy; thuc hién cong tac doi ngoai cua Thi uy; phéi hop, diéu hoa hoat
dong cua cac co quan tham muu, giup viéc Thi uy phuc vu 1anh dao, chi dao
cua Thi uy.

1.2. Tong hop tinh hinh thyc hién cac nghi quyét, quyét dinh, chi thi,
quy dinh, quy ché cua cap uy cap trén va caa Thi uy; hoat dong cua cac cap
Uiy, cac co quan tham muu, giup viéc Thi uy, Mit tran T6 qudc va céc t6 chirc
chinh tri - x3 hoi thi xa dé bao cao Ban Thuong vy, Thuong truc Thi uy.
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1.3. La dau méi gitip Thuong truc Thi Gy xir 1y cong viéc hang ngay; to
chtrc cong tac thong tin phuc vu su 1anh dao, chi dao ciia Thuong truc Thi uy,
Ban Thuong vu va Thi uy; cung cip thong tin cho cac cap Uy co sd, co quan,
t6 chirc ¢ thi x4 theo quy dinh. Theo ddi, d6n dbc cac to chirc dang, cac cap
uy truc thudc Thi uy, cac co quan lién quan thuc hién ché do thong tin, bao
cao theo quy dinh.

1.4. Tiép nhan, phat hanh va quan 1y cac tai lidu, van ban dén va di.
Quan 1y tai liéu luu trit co quan cua Thi Gy va cta Van phong Thi ay. T6
chure trién khai, tng dung va quan 1y cong nghé thong tin trong cac co quan
tham muu, gitp viéc Thi uy va td churc co so dang truc thudc; thuc hién cong
tac co yéu theo quy dinh.

1.5. Tiép nhan va xur ly don, thu gui dén Thi ay; tham muu, theo doi,
d6n dbc viéce giai quyét mot sd don, thu duge Thuong tryc Thi uy giao; phdi
hop voi cac co quan chirc ning to chtre tiép cong dan theo quy dinh.

1.6. La chu so htru tai san cua Thi uy theo uy quyén ctia Ban Thudng
vu Thi uy. Bao dam di€u kién vat chat, tai chinh phuc vu hoat dong cua Thi
uy, Ban Thuong vu, Thuong truc Thi uy va cac co quan tham muu, giup viéc
Thi uy theo phan cong, phan cap.

1.7. T6 chire phuc vu ’céc hoi nghi, cudc hop cua Thi uy, Ban Thuong
vy, Thuong truc Thi uy; phoi hop phuc vu caivc hoi nghi, cudc hop cua cac co
quan tham muu, giap viéc Thi uy; tham gia to chitc phuc vu Pai hdi Dang bo
thi xa.

1.8. Chu tri, phdi hop cac co quan tham muu, gitp Thi y, Ban Thuong
vu Thi uy lanh dao, chi dao cong tac tu phap, ndi chinh, phong, chong tham
nhiing, ti€u cyc.

1.9. So két, tong két cong tac Vin phong Thi ty.

2. Hwong dan, kiém tra, giam sat

2.1. Hudng dan, phdi hop bdi dudng nghiép vu cong tic van phong,
cong tac tai chinh va cong nghé thong tin cho cac dang uy, chi b truc thudc
Thi uy va cac co quan tham muu, giup viéc Thi uy.

2.2. Hu6ng dén, kiém tra nghiép vu van thu, luu trit cia céc co quan
tham muu, giap viéc Thi uy, Mat tran TO quoc Vé} cac t0 churc chinh tri - Xa
hoi thi x@ va co so theo quy dinh cua phap luat vé luu trir, cac quy dinh cua
Ban Bi thu, cua Tinh ity va huéng dan cua Van phong Trung uwong Pang.

2.3. Kiém tra, giam sat viéc thu, ndp va str dung dang phi & cac t6 chirc
co s¢ dang truc thudc Thi uy.



3. Tham dinh, thim tra

3.1. Pé an, van ban cua cac co quan, to churc trude khi trinh Thi uy,
Ban Thuong vy, Thuong truc Thi uy vé: Yéu cau, pham vi, quy trinh, thim
quyén ban hanh va thé thirc van ban.

3.2. Chu tri, phdi hop véi cac co quan lién quan tham dinh ndi dung dé
an, van ban thudc linh vuc kinh té - xa hoi, ndi chinh va céc linh vuc khac khi
dugc Thuong truc, Ban Thuong vu Thi uy giao trudce khi trinh Thi uy, Ban
Thuong vu Thi uy.

4. Phoi hep

4.1. Véi cac co quan tham muu, giup viéc Thi uy, co quan, t6 chire lién
quan so két, tong két vé cong tac ctia Thi uy; so két, tong két va sira d6i, bo
sung Quy ché 1am viéc cua Thi uy, Ban Thuong vu, Thudng truc Thi ay.

4.2. Vo1 cac co quan lién quan xay dung, theo doi viéc thuc hién
chu trwong, ché do, nguyen tdc quan 1y tai chinh, tai san cua Thi Uy; ndm
tinh hinh trong khdi ndi chinh, bao céo kip thoi Thudng truc Thi ty, Ban
Thuong vu Thi uy.

4.3. V6i cac co quan tham muu, giup viée Thi uy, cac dang uy, chi bo
tryc thudc Thi iy va cac co quan, to chic lién quan tham muu, giup Ban
Thuong vy, Thuong tryc Thi uy chi dao kiém tra, giam sat, so két, tong két
viéc thyc hién nghi quyet quyét dinh, chi thi, quy dinh, quy ché caa cap uy
cap trén va cua Thi uy vé cong tic xay dung Pang, kinh té - x3 hoi, qudc
phong, an ninh, nd1 chinh...

5. Thyc hién mot s nhiém vu do Ban Thuong vy, Thuong truc Thi Gy giao.
Piéu 6. To chirc by may
1. Lanh dao: Gom Chanh Vin phong va 02 Pho Chanh Vian phong.

2. Bién Che Bién ché cua Vin phong Thi iy do Ban Thu'O'ng vu Thiay
xem xét, quyet dinh trén co s¢ yéu cau, nhiém vy va Pé an vi tri viéc lam
dugc cap tham quyén phé duyét.

) Chuwong I1I )
MOI QUAN HE CONG TAC
Piéu 7. Véi Vin phong Tinh iy
Vin phong Thi uy chiu su huéng dan, kiém tra, giam sat vé chuyén
mon, nghiép vu cua Van phong Tinh ty theo quy dinh.
Piéu 8. Véi Thi iy, Ban Thwong vu Thi iy, Thwong truc Thi ay

Vian phong Thi ay chiu sy lanh dao, chi dao cua Thi uy, Ban Thuong
vu Thi uy, Thuong truc Thi uy; thuc hién ché d6 tham muu, bao céo, xin y



5

kién va dé xuat cac van dé thudc trach nhiém cua linh vuc duoc phan cong
véi Ban Thuong vu, Thuong truc Thi ay.

Picu 9. Véi Thuong truc Hei dong nhan dan, Uy ban nhan dan thi x&
~ Quan h¢ gita Van phong Thi Gy véi Thuong truc Hoi dong nhan dan
va Uy ban nhan dan thi x& la moi quan hé phoi hop.

1. Khi trién khai thuc hién nhiém vu tham muu c6 gan véi cong tac
quan ly nha nu¢c thi Van phong Thi uy phol hop v6i Thuong truc Hoi dong
nhan dan va Uy ban nhan dan thi xa tao diéu kién, hd tro 1an nhau dé clng
hoan thanh nhiém vu duoc giao.

2. Tai cac ky hop cua Hoi dong nhan dan thi x4 va Uy ban nhan dan thi
x& ban vé nhitng chu truong, quyét dinh, chinh sach, ché do... c¢o lién quan
dén nhiém vu cta Van phong Thi uy (néu dwoc Moi) thi dai dlen lanh dao
Vin phong Thi ty dy, tham gia y kién. Nhing ndi dung can thiét thi 1anh dao
Vin phong Thi iy dang ky lam viéc truc tiép véi Thuong truc Hoi dong nhan
dan thi x4, Uy ban nhan dan thj x4 va cac phong, ban chuyén mdn thuoc Hoi
ddng nhan dan thi x&, Uy ban nhan dan thi xa dé phdi hop thuc hién nhiém vu.

Piéu 10. Véi cac co quan tham muwu, gitp viéc Thi ay

Quan h¢ gitra Van phong Thi ty v6i cac co quan tham muu, giup viéc
Thi uy la quan hé phoi hop, bao dam phuc vu su 1anh dao, chi dao toan dién
caa Thi uy, Ban Thuong vu Thi uy, Thuong truc Thi ay.

Picu 11. Véi Mit tran To qudc Viét Nam, c4c to chic chinh tri - x&
hoi thi xa

Quan hé¢ giira Van phong Thi uy voi Mét tran To quoc Viét Nam, cac to
churc chinh tri - xa hoi thi xa la quan hé phoi hop.

1. Trong pham vi Iinh vyc cdng téc, chu tri, phdi hop véi Mat tran To

quoc Viét Nam, cac to chuc chl'nh tri - xa hoi thi xa trién khai thyc hi¢n cac
nghi quyeét, chi thi, quy dinh, quyét dinh, quy ché caa cap trén va cap minh.

2. Phdi hop nghién ciu, husng dan trien khai nghi quyét, chi thi, quy
dinh, quyét dinh, quy ché va kiém tra, gidm sat theo chic nang, nhiém vu
dugc Thi uy, Ban Thuong vu Thi uy giao.

bieu 12. Véi cac dang 1y, chi by truc thugc Thi dy va by phan
tham muru giap vi€c caa cap uy co sé¢

1. Quan h¢ gitra Van phong Thi uy vai cac dang ay, chi bo truc thudc
Thi ay 1a quan hé phéi hop, hudng dan, trao doi trong viéc thuc hién cong tac
chuy&n mén va cong tac can bo theo phan cap.

2. Quan hé gitra Van phong Thi uy véi bd phan tham muu giap viéc
cua cap uy co sé 1a quan hé huéng dan, kiém tra vé chuyén mén, nghiép vu
trong pham vi nhiém vu, quyén han duoc phan cong.
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‘ Chuwong IV
PIEU KHOAN THI HANH

piéu 13.

1. Quy dinh nay c6 hi¢u lyc thi hanh ké tir ngay ky, thay thé Quy dinh
s6 2718-QD/TU ngay 22/4/2019 cua Ban Thuong va Huyén uy (nay la Ban
Thuong vu Thi uy) Quy dinh vé chirc nang, nhiém vu, t6 chic bo may Van

phong huyén Buc Phd.

2. Van phong Thi uy chju trach nhiém t6 chirc thyc hién Quy dinh nay
va phén cong nhiém vu cu thé cho can bg, cong chirc ciia co quan dé thuc hién.

3. Trong qua trinh to chuc thyc hién néu c6 phat sinh vuéng mac, Van
phong Thi ay kip thoi bao cdo Ban Thuong vu Thi iy xem xét theo tham quyeén.

Noi nhan: T/M BAN THUONG VU
- Ban Thuong vu Tinh 1y, PHO BI THU
- Ban T6 chac Tinh uy,

- Van phong Tinh uy, (Bao cao)
- Bong chi Phan Céng Binh, UV BTVTU

Giam ddc Cong an tinh (phu trach th; x&)

- TT HDND, UBND thj X4,

- Cac d/c Uy vién BTV Thi uy,

- Céac co quan TMGYV Thi uy,

- Mat tran, cac to chic CT-XH thi x&,

- Céc dang uy, chi b truc thuoc Thi uy,

- C, PC, NC-TH VPTU,

- Luu Van phong Thi uy.
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