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Ut BAN NHAN DAN 	CQNG HOA XA HQI CHIJ NGHIA VI$T NAM 
TiNH THiJA THIEN HUE 	Dac lap - Ty. do - Hgnh ph& 

QUY DINH 
Ch&c 'tang, nhiem vy, 9uyen hgn Ara co' ctiu to chtic 

cim Van phong UY ban nhan dan tinh 
(Ban hanh kem theo Quyit djnh so: 93 /2017/QD-UBND 

ngayeethcing 11 nom 2017 ctia Uy ban nhan dein tinh) 

Chuang I 

VI TRI CHU'C NANG 

Dieu 1. VI tri, chile nang 

1. Van phOng Uy ban than dan tinh (sau day goi la Van phong) la co quan 
thuoc Uy ban than dan tinh, c6 chic nang tham mtru, gift]) Uy ban nhan dan tinh 
ye: Chuang trinh, ke hoach cong tac; kiem sok thu tvc hanh chinh; to chirc trien 
khai thtrc hien ca che met cfra, met a:a lien thong trong giai quyet thd nic hanh 
chinh thuec tham quyen giai quyet cua tinh, cap huyen va cap xa; to chat, quan 
1ST va,cong be cac thong tin chinh that ye hog dung 	Uy ban,nhan dan, ChU 
tich Uy ban nhan dan tinh; dau m6i C8ng Th6ng tin dien ter, ket nOi he th6ng 
thong tin hanh chinh dien tir chi dao, dieu hanh cua Uy ban than dan, CH tich 
Uy ban nhan dan tinh; quan ly ding bac:, va phvc vv cac hoat dung cua Uy ban 
nhan dan tinh; giup Chu tich Uy ban nhan dan tinh (bao gom ca cac Pho Chit 
tich Uy ban nhan dan tinh) thtrc hien nhiem vv, quyen han theo tham quyen; 
quan 1S7 van thu - luu tni va cong tac quan tri not be dm Van phOng. 

2. Van phong Uy ban than dan tinh c6 to cach phap than, c6 con d'au rieng 
va tai khoan rieng. 

Chuang II 

NHItM V1J VA QUYEN H3N 

Dieu 2. Nhiem vy va quyn hgn 
1. Trinh Uy ban than dan tinh ban hanh: 
a) Quy the lam viec cua Uy ban nhan dan tinh; 
b) Van ban quy dinh cu the chic nang, nhiem vv, quyen han va ca cau t6 

chic dm Van thong Uy ban than dan tinh; 
c) Van kan hutng dan oil Fhe chic nang, nhiem vv, quyen han ctla Van 

phOng Hoi clang than dan va Uy,  ban nhan dan cac huyen, thi xa, thanh pho 
thuec tinh (sau day goi chung la cap huyen); 

d) Van ban quy dinh Uy the dieu kien, tieu chuart chic danh TruOng, Pho 
don vi thuec Van phOng Uy ban nhan dan tinh; Chanh Van phong, Ph6 Chanh 
Van phong Hei dOng than dan va Uy ban nhan dan cap huyen. 

2. Trinh Chit tich Uy ban than dan tinh ban hanh: 
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a) Quyet dinh thanh lip, sap nhap, chia tach, giai thE cac don vi thuoc Van 
phOng Uy ban nhan clan tinh; 

b) Cac van ban khdc theo ski phan cong dm Chu tich Uy ban nhan dan tinh. 
3. Tham mum, xay dung va t6 chirc thkrc hien chuong trinh, Ice hoach cong 

tac cua Uy ban nhan dan tinh: 
a) Tong hqp de nghi cda cac se; co quan ngang se, ca quan thuOc Uy ban 

nhan dan tinh (sau day 	chung la so.), Uy ban nhan dan cap huyen, co quan, to 
chirc lien quan; 

b) Kien nghi vai Chu tick Uy ban nhan dan tinh,dua vao chuong trinh, Ice 
hoach ding tac nhang van de can tap trung chi dao, di8u hanh hoc giao co quan 
lien quan nghien ciru, xay dung de an, du an, du thao van ban; 

c) Xay dkmg, trinh Uy ban nhan dan, Chtl tich Uy ban nhan dan tinh ban 
hanh hoac ph8 duyet chuong trinh, ke hoach cong tac; 

d) Theo clei, don dOc cac se, Uy ban nhan dan cap huy'en, the co quan, to 
chec lien quan that hien chuong trinh, ke hoach cong tac, dam bao clang ti8n do, 
chat luong; 

d) Bao cao dinh ky hoc dot xuat ket,  qua thkrc hien; kien nghi giai phap
thkrc hien CO hieu qua chuong trinh, k8 hoach ding tac; 

e) Kip thai bao cao, diEu chinh chuong trinh, k'e hoach Gong tac, dap Ung 
you cau quan 15f, chi dao, (lieu hanh cua Uy ban nhan dan, Chu tich Uy ban nhan 
dan tinh. 

4. Phuc vu hoat dOng oh Uy ban nhan dan tinh: 
a) ChU tri, phei hop vei cac ca quan lien quan chuan bi chuong trinh, nOi 

dung, phuc vu cac cuOc hop cua Uy ban nhan clan tinh; 
b) Thkrc hien the do, tong hop, bao cao; 
c) Theo din, don d6c, danh gia ket qua thkre hien Quy the lam viec cika Uy 

ban nhan dan tinh; 
d) TO chat cong tac tier) Ong dan theo quy dinh cua phap lust. 
5. Tham muu, giap Chu tich Uy ban nhan dan tinh thkrc hien cac nhiem vu, 

quyen han sau: 
a) Trieu tip, chit tri cac cuOc hop; 
b) Theo clOi, don doe, chi dao, ki'em tra cong tac dti vai cac SO; HO ding 

nhan dan va Uy ban than dan cap huyen; 
c) Thkrc hien nhiem vu fru& HOi (Ring nhan dan tinh; tiep x6c, bao cao, tra 

lei kien nghi cua cu tri; 
d) Chi dao, pp dung bien phap can thiet giai quyet cong viec trong trueng 

hop dot xuat, khan cap; 
d) Cai tien le 16i lam viec; duy tri kS,  101, ky cuong cua b0 may hanh chinh 

nha nuet a dia phuang. 
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6. Tit') nhan, xi: 19, trinh Uy ban than dan, Chu tich Uy ban nhan dan tinh 
giai quyet nhang van ban, ho so do cac co quan, to chirc, ca nhan giri, trinh (van 
ban den): 

a) Doi voi dE an, do an, do thao van ban do cac co quan trinh: Kiem tra h6 
so, trinh to, thin toe soan thao, the tithe, Icy thuat trinh bay do thao van ban; tom 
tat not dung, neu r6 tham quyen 9uyet dinh, so 'Jong b0 trong chi dao, diet! hanh 
cua Uy ban nhan dan, Chia tich Uy ban nhan dan tinh d8i voi van de lien quan, 
de xuat mot trong cac phuong an: Ban hanh, phe duyet; dua ra phien hop Uy ban 
nhan dan tinh; gfri lay 9 kien cac thanh vien Oy ban nhan dan tinh; thong bdo 
kie'n cua Cho tich Uy ban nhan dan tinh yeu tau co quan sop thao hoan chinh 
10, lay them 9 kien cac co. quan, to chirc, ca than hoac thkrc hien the nhiem vu 
khac theo quy dinh va quy the lam viec cua Uy ban than dan tinh. 

Trong qua trinh xir 19, neu de an, do an, du thao van ban can 9 kien khac 
nhau, cha tri hop voi co quan, to eh& lien quan de trao doi trunt khi trinh; 

b) Doi voi do thao bao cao, bai phat 	Phoi hop voi cac co quan lien 
quan bien tap, hoan chinh theo chi dao cua Chu tich Uy ban nhan dan tinh; 

c) Doi yeti van ban khdc: KiEn nghivoi Chit tich,0 y ban nhan dan tinh giao 
co quan 	quan trien khai thoc hien; to chirc cac dieu kien can thiet de Uy ban 
nhan dan, CHI tick Uy ban nhan dan tinh xfr 19 theo quy dinh 	phap luat va 
not dung van ban den. 

7. Phat hanh,. quan 19, theo d6i, don d6c, kiam tra tinh hinh, ket qua thoc 
hien van ban 	Uy ban nhan dan, Chtl tich Uy ban nhan dan tinh: 

a) Quan 19, sir dung con dau, ph& hanh van ban cua Uy ban than dan, Chit 
tich Uy ban nhan dan tinh; 

b) Theo d'Oi, don doe, kiem tra tinh hinh, ket qua thoc hien van ban cOa Uy 
ban nhan dan, Chil tich Uy ban nhan dan tinh; dinh 1(9 ra soat, bao cao Chu tich 
Uy ban nhan dan tinh de dam bao so (long b0, thong nhat trong chi dao, dieu 
hanh; 

c) Ra soat nham phat hien wrong mac, Oat sinh vE tham quyEn, 116 so, 
trinh to, thii tut va nghiep vu hanh chinh van phong trong qua trinh chi dao, dieu 
hanh cua Uy ban nhan dan, Chu tich Uy ban nhan dan tinh; kip thoi bao cao Uy 
ban nhan dan tinh sin d8i, bo sung; hang nam, tong hop, bdo cao Van phong 
Chinh phil; 

d) Luu tr6 van ban, h6 so, tai lieu cria Uy ban nhan dan, Chia tich Uy ban 
nhan dan tinh. 

8. Thoc hien the dO thong tin: 
a) TO chirc quan 19, cap nhat thong tin phut vu so chi dao, dieu hanh cua 

Uy ban than dan, CHI tich Uy ban than dan tinh; 
b) Thon,  hien chE dO thong tin bao Coa vE hoat Ong dm CEng Th8ng tin 

dien tir va ket not he thong thOng tin hanh chinh dien tfx chi dao, dieu hanh cua 
Uy ban nhan dan, Chu tich Uy ban than dan tinh; 

c) KUL ban, phat hanh Cong bao tinh; 
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d) Thiet lap, quan ly va duy tri hoat Ong mang tin hoc cfia Uy ban nhan 
dan tinh. 

9. Bao dam cac diet' kien vat chAt, ky thuat: 
a) Bao dam cac diEu kien vat chAt, ky thuat cho hoot dOng cua fly ban nhan 

an, CM tich Uy ban nhan dan tinh; 
b) Phuc vu cac chuyen ding tat, lam viec, tie') khach cua Uy ban nhan dan, 

CM tich Uy ban nhan dan tinh. 
10. Huang dan nghiep vu hAnh chinh van phong: Chu tri, ph& hop voi VAn 

phong HOi d8ng nhan dan tinh tong ket, huang clan chuyen m6n, nghiep vu hanh 
chinh van phong doi voi VAn ph6ng cac sa, Van phOng Hoi 'long than dfin,  va 
Uy ban nhan clan cacc huyen, thi xA, thanh pho; ding chire VAn phong - Thong 
ke xA, phtrOng, thi tran. 

11.Tham muu &Pp Uy ban nhan dan tinh, Chu tich Uy ban nhan dan tinh 
ye cong tat kiem sok thu tut hanh chinh; to,  chin trien khai thpc hien co the 
met,  tha, mot dm lien thong trong giai suyt 	tut hanh chinh thuOc tham 
quyen giai quyet cua tinh, cap huyen va cap xa; tiep nhan, xir ly phan ,anh, kien 
nghi 	ca nhan, to chat ve quy dinh hanh chinh thuOc pham vi, tham quyen 
quart ly cua Uy ban nhan dan tinh, Chu tich Uy ban nhan dan tinh theo quy dinh 
cua phap luat va thkrc hien nhiem vu, quyen han khac do Uy ban nhan dan, Chu 
tich Uy ban nhan dan tinh giao hoAc theo quy dinh cua phap luat. 

12. Quan 1y theo doi, kiEm tra, huang &An va don dOc tien de giai quyet thu 
tut hanh chinh Uy cac co quan, don vi tham gia giai quyet thu tut hanh chinh 
dirge 	tich Uy ban nhan dan tinh phe duyet: 

a) D'au m6i t6 chin, huang clan viec tiep nhan va tra ket qua giai quyEt thu 
ttic hanh chinh cua to chin, ca nhan theo danh mac thP tut hanh chinh do CH 
tich Uy ban nhan dan tinh phe duyet. 

b) Giai thich, huang dan to chirc, ca nhan thkrc hien viec nOp va nhan kat 
qua giai quyet thu We hanh chinh thing trinh tp, thu tut theo quy dinh. 

c) Theo clei, don doe viec giai,  quyet, giao tra ket qua giai guytt 	tut 
hanh chinh.,Tong hop tinh,hinh, ket qua cong tat huang dan, tiep nhan, giai 
quyet, tra ket qua giai quyet thu tut hanh chinh cua ca quan, don vi, ca nhan 
tham gia tiep nhan, giai quyet thu We hanh chinh tai Thing tam Hanh chinh cong 
tinh; bao cao dinh ky, dot xuat voi Uy ban nhan dan tinh. 

d) Huang dAn nghiep vu Trung tam Hanh chinh cong cap huyen, BO phan 
tiep nhan va tra ket qua tai Uy ban nhan dan cap xA. 

d) Ap dung cac giai phap hien dai hoa nEn hAnh chinh Ara img dung cong 
nghe thong tin, ap dung phan mem dien tin nhAm,tin hoc Ma tat ca cac giao dich 
hanh chinh thanh town tivc tuyen trong giai quyet 	tut hanh chinh, xay dung 
ho so, giay to dien tic dia ding dan va to chirc. 

e) Thpc hien mot s6 nhiem vu lchac khi dirge giao. 
13. Thkrc hien nhiem vu quan tri nOi be: 
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, a) T6 chat thvc hien cac van ban, quy hoach, ke hoach do ea quan c6 tham 
quyen ban hanh hoac phe duyet lien quan den hoat dOng dm Van phong Uy ban 
nhan dan tinh; 

b) Tiep nhan, xu 19 van ban do co quan, to chgc, ea nhan gfri Van phong 
Uy ban nhan dan tinh; ban hanh va quan 19 van ban theo quy dinh; 

c) Hpp tac qu6c to theo quy dinh cua phap luat va sv phan ding hoac uy 
quy8n ca a Uy ban than dan, Chu tich Uy ban nhan dan tinh; 

d) Nghien dm, img dung ket qua nghien dru khoa hoc va cai each hanh 
chinh phut vu nhiem vg &rot giao; 

d) Quan 19 to chirc b0 may, bien the cling chirc, co eau ngach cong chirc, vi 
tri viec lam, co eau vien chIrc theo tieu chuan chat danh nghe nghiep va 
so lugng nguti lam viec trong cac don vi sr nghiep thuOc Van phong Uy ban 
nhan dan tinh; 

e) Thvc hien the dp tidn luong va cac the dO, chinh sach dai ng0, khen 
thueing, k9 lu'At, dao tao, boi throng vd chuyen man, nghiep vu dei vgi ding 
chgc, vien chgc va nguiyi lao dOng thuOc pham vi quail 19 dm Van phong Uy 
ban than dan tinh; 

g) Hugng dan, kiem tra viec thvc hien co the to cha, to chiu trach nhiem 
doi yeti cac don vi su nghiep tong lAp two thu0c; quan 19 va chiu trach nhiem ye 
tai chinh, tai san dugc giao theo quy dinh; 

h) Thve hien nhiem vu, quyen han khac do Uy ban nhan dan, Chit tich Uy 
ban nhan dan tinh giao hoac theo quy dinh cua phap luAt. 

Chiron III 

CO CAU TO CHUC VA BIEN CHE 

Dieu 3. Co eau t6 chose 
1. Lanh dao Van phong: 
a) Van phong Uy ban nhan dan tinh c6 Chanh VAn phong va kh6ng qua 03 

Pho Chanh Van phong. 
b) Chu Lich Uy ban than dan tinh 1)6 nhiem Chanh Van phong, Pho Chanh 

VAn phong theo quy dinh cua phap luAt. 
2. Co cAu t6 chgc: 
Van ph6ng Uy ban nhan dan tinh co cac don vi thuOc va trot thu0c, g6m: 
a) Don vi hanh chinh: 
- Phong T6ng hgp; 
- Phong Kinh vet; 
- Ph6ng Khoa gido - Van xd; 
- PhOng NOi chinh; 
- Phong Hanh chinh - T6 chile; 
- PhOng Quan tri - Tai vu; 
- PhOng DAu to xay dung; 
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- PhOng Kiem soot thu tic hAnh chinh; 
- Ban Tiep cong dan tinh; 
b) T6 chic hAnh chinh dac 
- Trung tam Hanh chinh cong tinh. 
c) Don vi skr nghiep ding lap true thuOc: 
- Trung tam Tin hoc hAnh chinh; 
- Cling Thong tin dien ti tinh; 
- Trung tam Xfic tien va Ho trg dau tu; 
- NhA Ichach. 
Ngoai cac don vi neu tren, can dr vao dac diem tinh hinh thvc tea dia 

phucmg, Chanh Van phOng Uy ban nhan dan tinh phoi hgp yeti Giam doe So' Noi 
vu de nghi Chu tich Uy ban nhan dan tinh quyet dinh thanh lap them mot so don 
vi thuoc Ira true thuoc Van ph6ng theo quy dinh cua phap 111'4. 

Dieu 4. Bien the 
1. Bien the cong chic va so lugng ngutri lam viec dm Van phOng dugc 

giao tren,ca ser vi tri viec lam, gan 	chfic nang, nhiem vv, khoi lugng cong 
viec va nam trong tong so bien the ding chic, bien the sv nghiep cua tinh dugc 
cap co tham quyen giao. 

2. Can dr chic nang, nhiem vu, ca cau to chirc va danh mvc vi tri viec lam, 
co cau ngach,cong chtrc, ca cau vien chic theo chic danh nghenghiep dugc cap 
c6 tham quyen phe duyet, hang nam, Van phOng xay ch,mg ke hoach bien the 
cong chic, so lugng nguai lam viec theo quy dinh cua phap 101 bao dam thvc 
hien nhiem vv dugc giao. 

Dieu 5. Che d6 lam vi6c 
1. Van phong Uy ban nhan dan tinh va cac don vi true thuOc lam viec theo 

che do thu twang, bao dam nguyen tac tap trung dan 
2. Chanh Van phong chiu tech nhiem truac Chu tich Uy ban nhan dan tinh 

va truerc phap luat ye toan b0 hoat dOng dm Van phong; la cha tai lchoan ca 
quan Van phong. 

3. PM Chanh Van phong gulp Chanh Van phong thvc hien nhiem vv, dugc 
Chanh Van ph6ng phan cong theo ded tong link vvc ding viec, chiu trach nhiem 
tru6c Chanh Van ph6ng, truac phap luat ye linh we ding viec dugc phan ding. 

Khi Chanh Van phong yang mat, met Pho Chanh Van ph6ng dugc Chanh 
Van phong uy nhiem dien hanh boat dOng cila Van phong. 

4. Twang cac phong, don vi Ulm thuOc Van phong chiu trach nhiem twat 
Chanh Van phOng va Pho Chanh Van phong phi trach linh virc ye tit be hoat 
Ong cna don vi minh. 

5. Cong chic, vien chic chiu sv lanh dao, chi dao, dieu hAnh va phan cong 
cong viec cua lanh dao Van ph6ng va lanh dao PhOng; thvc hien the dO bao cap 
theo quy the lam viec cua co quan. 

Dieu 6. Che do trach nhiem 
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1. Van phong chiu trach nhiem doi vai flitting van de tham muu, de xuAt 
thuOc pham vi nhiem vu, quyen han theo quy dinh. 

2. Chuyen vien, larth dao PhOng, don vi va larth dao Van Meng chiu trach 
nhiem ve 9 kien tham muu, de xuat cua minh. 

Dieu 7. Moi quan he cong tic 
1. Van thong chiu so chi dao, quart 19 ve bien che va cong tac cua Uy ban 

nhan dan tinh; so chi dao, kiem tra, huong dan ye chuyen mon, nghiep vu cua 
Van phong Chinh ph& 

2. Van phong co trach nhiem dinh k9 sa ket, Wing kat, bdo cao Uy ban nhan 
dan tinh va Van phong Chinh phu tinh hinh, ket qua thvc hien nhiem vu duce 
giao. 

3. Van phong ph& hop yen Van phong Tinh riy, Van pining 110i deng nhan 
dan tinh, cac sa, nganh, Uy ban nhan dan cap huyen va ca quan, to Mire c6 lien 
quan trong viec tham muu, giop,1:1y ban than dan tinh, Chu tich Uy ban nhan 
dan tinh thvc hien nhiem 	quyen han thuOc tham quyen. 

Chuang IV 

TO CHIYC THVC HIEN 

Dieu 8. To chat Hwy hien 
1. Chanh Van phong Uy ban nhan dan tinh c6 trach nhiem: 
a) Chit tri, ph& hop Arai Giam doe Ser NOi vv trinh Uy ban nhan dan, 

tich Uy ban,  nhan dan tinh ban hanh cac van ban quy dinh tai Khoan 1, Diem a 
Khoan 2 Dieu 2 Quy dinh nay; 

13) Ra,soat, tham muu cho Uy ban Man dan, Chia tich Uy ban Man dan tinh 
sira doi, be sung cac quy che, quy dinh lien quan, dam bao phfi hqp vol Thong 
to lien tich s6 01/2015/TTLT-VPCP-BNV va Quy dinh nay; 

c) Ban hanh van ban quy dinh chat nang,,nhiem 	quyen han 	cac 
ph6ng, don vi true thuOc Van phong va quy che lam viec dm Van phong phit 
hop ved eh& nang, nhiem vu, quyen han va ca eau to chic theo Quy dinh nay; 

d) Sip xep, be tri, dieu dOng, bo nhiem, kien toan del nge cong Mire, vien 
chirc dam bao thvc hien c6 hieu qua nhiem vu duct giao; 

d) Dinh ky hang nam, bao cao Van ph6ng Chinh phA tinh hinh, ket qua thvc 
hien Thong to lien tich se 01/2015/TTLT-VPCP-BNV NIA Quy dinh nay. 

2. Viec sfra doi, be sung Quy dinh nay do Chanh Van phong Uy ban nhan 
dan tinh de nahi, thong nhat vari Giam doc So Not vu trinh Uy ban nhan dan tinh 
xem xet, quyet dinh./. K 

Nguyen Van Cao 
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