
UY BAN NHAN DAN
THANH PHO HAl PHONG

S5: GGB/QD-UBND

C(>NG HOA xA H(>I cHiJ NGHiA vq:T NAM
DQc I~p - Tl}' do - H~nh ph tic

Hili Phong, ngay2Gthang 4 nam 2016

QUYETDlNH
V~ vi~c ki~n tOllll chu'c nang, nhi~m V\I, CO' du t8 chrrc,
bien ch~ cua Van phOng Uy ban nhan dan thanh phB

iJy BAN NHAN DAN THANH PHO

Can cu Lu?t 1'6 chuc chinh quy6n dia phuong ngay 19/612015;

Can cu Nghi dinh s6 24/2014/ND-CP ngay 04/4/2014 cua Chfnh pM quy
dinh t6 chuc cac co quan chuyen mon thul)c Uy ban nMn dan tinh, thanh phB
tf\l'Cthul)c Trung uang;

Can cu ThOng tu lien tich s5 0l/2015/TTLT-VPCP-BNV ngay
23110/2015 cua Van phong Chinh phu - BI) Nl)i Vl,l huang d~n chuc nang, nhi~m
Vl,l, quySn h\\n va co cau t6 chll'c ella Van phong Uy ban nhan dan tinh, thanh
ph5 tf\l'c thul)c Trung uang;

Can cu ket 1u?n cua Ban Thucmg Vl,l Thanh uy vS vi~c s~p xep t6 chuc bl)
may, bien che, chuc nang, nhi~m Vl,l cua Van phong Uy ban nhan thilnh ph5 dap
ung yeu c~u nhi~m Vl,l trong tinh hinh mai;

Xct DS an s5 2210/DA-VP ngay 15/412016 clh Van phong Uy ban nhan
dan thanh ph5 va dS nghi cua Giam d5c Sa Nl)i Vl,l t\\i Ta trinh s5 23/TTr - SNV
ngay 22/4/2016,

QUYETDlNH:

Di~u 1. Ki~n tOllll chrrc nang, nhi~m v\I, CO' du t8 chu'c, bien ch~ cua
Van phOng Uy ban nhan dan thanh phB nhu' sau:

1. ChUc nang, nhi~m Vl,l cua Van phong Uy ban nhan dan thanh ph5

a) ChUc nang cua Van phOng Uy ban nhan dan thanh ph5

Van phong Uy ban nhan dan thanh ph5 la cO'quan thul)c Uy ban nhan dan
thanh ph5, co chuc nang tnJc tiep th~m dinh v6 quy trinh, nl)i dung cong vi~c dO'
cac sa, nganh, dia phuung, dun vi trinh Uy ban nMn dan thanh ph5, Chu tich va
cac Pho Chu tich Uy ban nhan dan thanh ph6; tham muu, giup Uy ban nhan dan
thanh ph5 vS: Chuung trinh, ke hO'\\chcong tac; t6 chuc, qui'm 1;' va cong b5 cac
thOng tin chinh thuc v6 hO'\\t dl)ng cua Uy ban nMn dan, Chu tich Uy ban nhan
dan thanh ph6; d~u m5i C6ng Thong tin di~n tiI, ket n5i M th5ng thong tin hilnh
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chinh di~n tfr chi d?o, di6u hanh clla Uy ban nhan dan, Chu tjch Uy ban nhan
dan thanh ph6; quill1 IS' cong bao va pl1\lcV\lcae ho?t dQng cua Uy ban nhan dan
thanh ph6;giup Chu tich va cae Pho Chu tich Uy ban nhan dan thanh ph6 th\fc
hi~n nhi~rri 'v~, quy6n h?n theo th~m quy6n; quim IS' van tim - luu trii va cong tac
quim trj nQibQVan phong.

b) Nhi~m V\lcua Van phong Uy ban nhan dan thanh ph6

- Van phOng Uy ban nhan dan thanh ph6 th \I'C hi~n nhi~m V\l theo quy
djnh t?i Thong tu lien tich s6 0112015/TTLT-VPCP-BNV ngay 23/10/20 15 cua
Van phong C:hin? phu va BQNQi V\lv6 h;rang d~n chu'c nang, nhi~mlv\l, 9uy6n
h?n va CO'cau to chu'c cua Van phong Uy ban nhan dan tinh, thanh pho tr\fc
thuQc Trung uO'ng.

- Van phong Uy ban nhan dan thanh ph6 chiu trach nhi~m th~m tra, hoan
thi~n van bim va tn!c ti6p trinh Chu tjch, cac Ph6 Chu tjch Uy ban nhan dan
thanh ph6 phe duy~t, ban hanh; chju trach nhi~111v6 cong vi~c tham muu va
th~m tra cua minh o6i vai van ban ban hanh cua Uy ban nhan dan thanh ph6.

- Van phong Uy ban nhan dan thanh ph6 c6 nhi~m V\l theo doi, don d6c,
ki6m tra cac So', Uy ban nhan dan qu~n, huy~n, cac co' quan, t6 chu'c lien quan
th\fc hi~n chuO'ng trinh, k6 ho?ch cong tae clla Uy ban nhan dan thanh ph6, Chu
tjch va cac Pho Chu tich Uy ban nhan dan thanh ph6, dam bao dung ti6n dQ, ch~t
lugng; ki6m tra, don o6c tlwc hi~n k6t lu~n cua Uy ban nhan dan thanh ph6, Chu
tjch va cac Pho Chil tich Uy ban nhan dan thanh ph6; d6 xu~t bi~n phap tang
wang th\fc hi~n SI! chi d?o, di6u hanh, k6t lu~n cua Chu tjch va cac Ph6 Chu
tjch Uy ban nhan dan thanh ph6.

2. CO'du t6 chtrc cua Van phong Uy ban hhan dan thanh ph6

a) Lanh a?o Van phong Uy ban nhan dan thanh ph6:

- Van phong Uy ban nhan dan thanh ph6 co Chanh Van phong va khong
qua 04 Pho Chanh Van phong (truac lilli b6 nhi~m du 04 Pho Chanh Van phong,
Uy ban nhiin dan thanh ph6 co van ban xin y ki6n cua dp c6 th~m quy6n).

- Chanh Van phong, Pho Chanh Van phong Uy ban nhan dan thanh ph6
do CM tjch Uy ban nhan dan thanh ph6 b6 nhi~m, mi6n nhi~m, khen thu<'mg,ky
lu~t theo quy dinh cua phap lu~t.

b) Cac phong, ban thuQc Van phong Uy ban nhan dan thanh ph6:

- Phong T6ng hgp.

- Phong Ki6m tra, giam sat va Thi aua khen thuo'J1g.

- Phong Tai chinh - Ngan s,\ch.
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- Phong Xay d\l'ng, Giao thong va Cong tlmang.

- Phong Nong nghi~p, Hi nguyen va Moi truong.

- PhOng Van xa - Nili chinh.

- Ban TiSp cong dan thanh ph6.

- Phong Hanh chinh - TE>chuc.

- PhOng Quan t1'i- Hi V\!.

CO' c~u lanh d~o d.c phong, ban thuilc Van phOng Uy ban nhan dan thanh
ph6 g6m Truang phong va Id10ng qua 03 Ph6 Truang phong

c) Cac dan vi S\l'nghi~p cong I~p t1'\l'Cthuilc Van phong Uy ban nhiln dan
thanh ph6 truac m5t gifr nguyen hi~n t1'~ngg6m:

- Nha lillach thanh ph6.

- Trung tam Hili nghi thanh ph6.

- Trung tam Thong tin - Tin h9C.

3. Bien chS cong chuc va s6 luqng nguoi lam vi~c t~i cac dan vi S\f
nghi~p cong I~p thuilc Van phOng Uy ban nMn dan thanh ph6

a) Bien chS cong chuc clla Van ph011gUy ban 11handan thanh ph6

- Bien chS cong chuc clla Van phOng Uy ban nhan dan thanh ph6 g6m:
Bien chS cong chuc duqc giao theo QuySt dinh s6 537/Q£>-UBND ngay
01/4/2016 clla Uy ban nhan dan thanh ph6 v@vi~c phan bE>chi heu bien chS
cong chuc hanh chinh, s6 luqng nguo'i lam vi~c trong cac dan vi S\l'nghi~p nha
nuac Clla thanh ph6 nam 2016 va bE>sung 28 cong chuc chuyen mon, nghi~p Y\I

. tll' cac So', nganh, cO'quan Thanh llY,qu~n, huy~n v@him vi~c t~i cac phOng, ban
chuyen mon, nghi~p V\!thuilc Van phong Uy ban nMn dan thanh ph6. Cac d6i
tuqng lai xe, ph\!c V\!,t~p V\!th\l'c hi~n theo Nghi dinh s6 68/2000/N£)-CP ngay
17/11/2000 clla Chinh phll v@th\l'c hi~n chS dil hqp d6ng milt s6 lo~i cong vi~c
trong CO'quan hanh chinh nha nuac, dan vi S\l'nghi~p, dam bao hi~u qua, khong
lang phi, phU hqp vai vi tri vi~c lam.

- Vi~c bE>sung 28 cong chuc til' CO'quan, dan vi, dia phuang v@lam vi~c
t~i cac phong, ban chuyen mon, nghi~p V\!thuilc Van phong Uy ban nhan dan
thanh ph6 th\l'c hi~n theo lil trinh hang nam va khong lam tang tE>ngbien chS
hanh chinh clla thanh ph6 da duqc Bil Nili V\!giao; khi tiSp nh~n c6ng chUc cua
CO'quan, dan vi, dia phuang v@lam vi~c t~i Van phOng Uy ban nhan dan thanh
ph6 se di@uchuy@ns6 bien chS tuang ung tll' CO'quan, dan vi, dia phuang sang
Van phong Uy ban nhan dan thanh ph6. C\! th@:

+ £>6i tuqng: Can bil, cong chUc hi~n la Trucmg phong, Ph6 Truang
phong (uu tien Truong phOng) chuyen mon, nghi~p V\! va c6 t1'ong quy ho~ch

3

  
 
 
 
 

         
 
 
 
 
     www.LuatVietnam.vn 

 
 
  
 
 
 
 
 
 
 

          
     



lanh d~o So', ban, nganh, qu~n, huy~n, cac C(J quan Dang, c6 trinh dQ, kiSn thuc,
kinh nghi~m du SlrCdap ung vai yeu c~u nhi~m Vl,!thea tUng IInh vvc.

+ Can bQ, cong chuc tiSp nh~n vS cong tac t~i Van phong Uy ban nhan
dan thanh ph6 thvc hi~n thea chS dQ bi~t phili t6i da trong thai gian 06 thimg;
sau d6 dugc danh gia, xem xet n~u hoan thanh t6t cac yeu c~u cong vi~c dugc
giaa se tiSp nh~n chinh thuc; truang hgp khong dap ung yeu du cong vi~c thl
diSu chuy~n tra l~i C(J quan, don vi, dia phuong.

+ Can bQ, cong chuc cua cac C(J quan, don vi tiSp nh~n vS cong tac t~i
Van phong Uy ban nhan dan thanh ph6 dugc baa luu phl,! dp chUc Vl,!lanh d~a
(nSu c6); khi tiSp nh~n chinh thUc dugc huang chS dQ, chinh sach vS tiSn luong
thea guy dinh cua phap lu~t va Quy chS chi tieu nQi bQ cua Van phong Uy ban
nhan dan thanh ph6.

b) S61ugng nguc)'i lam vi~c trang cac don vi sv nghi~p

S6 lugng nguai lam vi~c t~i cac don vi sv nghi~p cong l~p thuQc Van
phong Uy ban nhan dan thanh ph6 dugc Uy ban nhan dan thanh ph6 giaa hang
nam trong t6ng bien sv nghi~p cua thanh ph6, tlwc hi~n C(J ch~ tv cM ha~c tv
chu mQt ph~n thea guy djnh.

Di&u 2. Ch~ dQ lam vi~c cua Van phOng Dy ban nhan dan thanh ph&

1. Van phong Uy ban nhan dan thanh ph6 va cac phong, ban, don vi trvc
thuQc lam vi~c thea ch~ dQ tM truang, baa dam nguyen t~c t~p trung dan chu.

2. Chanh Van phong la nguc)'i dung d~u Van phOng Uy ban nhan dan .
thanh ph6, chiu trach nhi~m tru6'c Uy ban nhan dan thanh ph6, Chu tich Uy ban
nhan dan thanh ph6 va truac phap lu~t vS taim bQ ha~t dQng cua Van phOng Uy
ban nhan dan thanh ph6; la chu tai khaan C(J guan Van phong Uy ban nhan dan
thanhph6.

3. Ph6 Chilnh Van phong giup Chanh Van phong thvc hi~n nhi~m Vl,!,
dugc Chanh Van phong phan cong thea doi, phl,! trach tung linh vvc cong vi~c
Cl,!th~; trvc ti~p giup vi~c cha d6ng chi Ph6 CM tich Uy ban nhan dan thanh ph6
thea IInh vvc phan cong pI1\! trach, chiu trach nhi~m truac Chanh Van phong va
truac philp lu~t vS linh vllc cong vi~c dugc phan congo

Khi Chanh Van phong v~ng m~t, mQt Ph6 Chanh Van phong dugc Chanh
Van phong uy nhi~m diSu hanh ha~t dQng cua Van phong Uy ban nhan dan
thanh ph6.

4. Truang cac phong, ban, don vi thuQc Van phong Uy ban nhan dan
thanh ph6 chiu trach nhi~m truac Chanh Van phong va Ph6 Chilnh Van phong
phl,! trach linh vvc vS to'an bQ ha~t dQng cua phOng, ban, don vi minh.
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5. Cong chuc, vien chuc chiu S\f lanh d<;lo,chi d<;lo,di~u hfmh va phiin
cong cong vi~c cua lanh d<;loVan phong Uy ban nhan dan thanh ph6 va lanh d<;lo
phong, ban, dan vj; tlwc hi~n ch~ 0(>bao cao theo quy ch~ lam vi~c cua co quan.

Di~u 3. Trach nhi~m th\l"chi~n

1. Chanh Van phOng Uy ban nhan dan thanh ph6 can cu cac quy dinh cua
phap lu~t, nhi~m V\l, quy~n h<;lnduqc giao chu tri triSn khai QuySt dinh cua Uy
ban nhan dan thanh ph6 v~ ki~n toan chuc nang, nhi~m V\l, co du t6 chUc, bien
chS cua Van phOng Uy ban nhan dan thanh ph6 va tlwc hi~n cac n(>idung cong
vi~c sau: . '

a) Tham muu, o~ xu~t vai Uy ban nhan dan thanh ph6 ban hanh quySt
dinh quy dinh v~ chUc nang, nhi~m V\l, quy~n h<:tl1va co c~u t6 chuc cua Van
phong Uy ban nhan dan thanh ph6 theo quy trinh ban hanh van bi'm qui ph<;lm
phap lu~t.

b) Ban hanh van bim quy dinh chuc nang, nhi~m V\l, quy~n h<;lncua cac
phong, ban, dan vi trgc thu(>cVan phong Uy ban nhan dan thanh ph6, bao di'un
khong ch6ng cheo v~ chuc nang, nhi~m V\lva ph6i hqp t6t giu'a cac phong, ban,
dan vi trong th\fc hi~n nhi~m V\l;ban hanh Quy ch~ lam vi~c cua Van phong Uy
ban nhan dan thanh ph6., .

~J-'-."':' , .•
c) Xay dVng l<;Iivj'tri vi'~c lam theo chll'c nang, nhi~m V\l va co cau to

chuc b(>may cua Van phong Uy bal1:l1handan thanh ph6.
, '.{. '". ' ..

d) Xay dVng tieu chi, tien ch1i~n cong chuc lam chuyen mon, nghi~p V\l
•• • ,. - " ?

t<;liVan phOng Uy ban nhi'mdan thal1hpho trinh Chu tich Uy ban nl1an dan thanh
ph6 ban hanh oS dap ung yeudu~1'i.hi~l11v\ll11ai.

~H' ~_','"

d) Can cu tieu chi, tieu chu~n cong chuc lam chuyen mon, nghi~p V\It<;li
Van phong Uy ban nhan dan thanh ph6 ra soat o(>ingu can b(>,cong chuc hi~n
co t<;licac phOng chuyen mon, nghi~p V\I; Iva chQn nguai oli di~u ki~n, tieu
chu~n b6 tri vao cac phong chuyen mon, nghi~p V\I, d6ng tMi d~ xu~t giai
quy~t, sip xSp d6i vai cac truang hqp khOng dap ung ouqc yeu c~u, tieu chu~n.

e) Xay dVng 1(>trinh, cach thuc l\fa clwn b6 sung 28 cong chuc chuyen
mon, nghi~p V\Itu cac co quan, dan vi, dia phuong trinh lanh d<;loUy ban nl1an
dan thanh ph6 truac khi quy~t djnh v~ lam vi~c t<;licac phong chuyen mon,
nghi~p V\Ithu(>cVan phOng Uy ban nhan dan thanh ph6 theo vi tri vi~c lam, bao
dam tang wong v~ s6 luqng gin vai nang cao ch~t luqng tham muu, giai quy~t
cong vi~c.

g) Tham muu vai Uy ban nhan dan thanh ph6 v~ co ch~, chinh sach dai
ng(>nh&md(>ngvien, thu hUt duqc can b(>,cong chuc lam cong tac tham muu co
trinh d(>,nang lvc, kinh nghi~m du suc oap lrng yeu du nhi~m vv trong tinh
hinh mai v~ lam vi~c t<;liVan phong Uy ban nhan dan thanh ph6.
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--
2. So' N9i V\l ph6i hQ'p v6i Van phong Uy ban nhan dan thanh ph6 tri€n

khai th\l'c hi~n Quy&t dinh clla Uy ban nhiin dan thanh ph6 v~ ki~n toan chuc
nang, nhi~m v\', C(J du t6 chlrc, bien ch&clla Van phOng Uy ban nhan dan thanh
ph6; tham muu v6i vy ban nhiin dan thanh ph6 di~u chuy&n bien ch&ttr ca quan,
dan vi, dia phuang v~ Van phong Uy ban nhan dan thanh ph6 thea 19 trinh ti&p
nh~n 28 cong chuc ttr cac C(J quan, dan vi, dja phuang v~ lam vi~c tl:licac phong
chuyen mon, nghi~p v\' thu9C Van phong Uy ban nhiin dan thanh ph6.

3. So' Tai chinh can Cll'chuc nang, nhi~m.v\fduQ'c giao ph6i hQ'pvai Van
phOng Uy ban nhan dan thanh ph6 d~ xu~t v6i0.9 ban nhan dan thanh ph6 v~
phiin b6 dinh muc chi thuo'ng xuyen d6i v6iVanphOng Uy ban nhiin'dan thanh
ph6 thea k&tlu~n clla Ban TI1U'cmgv\' Thanh llY.

4. Trong qua trinh th\l'C hi~n, n&u co v~n d~ philt sinh dn sua d6i, b6
sung, thay th&,Van phong Uy ban nhan dan thanh ph6 ph6i hQ'pvai So' N9i V\l
bao cao Uy ban nhan dan thanh ph6 xem xet, quy&tdinh.

Di~u 4. Chanh Van phong Uy ban nhiin dan thanh ph6, Giam d6c cac So',
ban, nganh; ThiI truang C(J quan, dan vi lien quan; Chll tich Uy ban nhiin dan
cac qu~n, huy~n chiu trach nhi~m thi hanh Quy&tdinh nay./.

No'i I/h{il/:
- VPCP,BNV;
- TTTU, IT HDND TP;
- Dolm DBQH t~iHai Phong;
- CT, cae PCT UBND TP;
- VP TU, VP Doan DBQH&HDND TP;
- Nhu Di~u 4;
- CVP, PCVP UI3ND TP;
- Cae CV VP UBND TP;
- Luu: VT.

'::

(, ~
. ' .
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