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QUYET DINH 
Ve viec Ban handl Quy dinh chirc !fang, nhi@n vy, quyen hyn, co' cAu tO chat va 

moi quan 4 ding tie dm Van phong HDND vã UBND huyen Lye Ngyn 

UV BAN NHAN DAN HUYtN LUC NGAN 

Can cfr Luat T6 chirc HDND va UBND ngay 26 thang 11 nam 2003; 
Can cir Luat Ban hanh van ban quy pham phap luat &la HOi &Ong nhan clan, 

Uy ban nhan clan nam 2004; Nghi dinh s8 91/2006/ND-,CP ngay 06 thang 9 nam 
2006 dm Chinh phü Quy dinh chi tiet thi hanh mOt so dieu eüa Luat Ban hanh van 
ban quy pham phap luat cUa HOi ang nhan dan, UY ban nhan clan nam 2004; 

Can dr Nghi dinh so 14/2008/ND-CP ngay 04 thang 02 nam 2008 cilia Chinh 
phU Quy dinh to chirc the co quan chuyen mon thuOc UST ban nhan clan huyen, 
quan, thi xa thuOc tinh; 

Can cir Quyet,dinh so 69/2007/QD-UBND ngay 10 thang 8 nam 2007 dia. Uy 
•ban than dan tinh Bac Giang "V/v ban hanh Quy dint' trinh ty, thir tyc ban hanh van 
ban quy pham phap luat coa Uy ban nhan dan the cap ten dia ban tinh Bac Giang"; 

Can cir Quyet dinh se) 208/2010/QD-UBND ngay 30 thang 11 nam 2010 cila 
UST ban nhan dan tinh Bac Giang "V/v ban hanh Quy dinh ve phan cap quan lY t6 
chirc 130 may, bien che va can bO, ding chüe, vien chirc Nha nu& tinh Bac Giang"; 
• Xet de nghi eüa Chanh Van ph6ng HDND&UBND huyen tai T6 trinh so 

13/TTr-VP ngay 30/3/2012; TruOng ph6ng NOi vy tai Ter trirth sa 06/TTr-NV ngay 
30 thang 3 nam 2012, 

QUYET DINH: 
, Dieu 1. Ban hanh kern theo Quyat dinh nay Quy dinh chirc nang, nhiem 

quyen han, co cau to chirc va mOi quan 'he c6ng tac cila Van phOng HDND va 
UBND huyen Lye  Ngan. 

Dieu 2. Quyet dinh nay c6 hieu lye sau 7 ngay, kO tü ngay kY va thay the Quyet dinh sO 
552/2006/QD-UBND ngay 10 thang 7 narn 2006 oh UY ban nhan clan huyen Lyc Ngan 

Dieu 3. Chanh Van phong HDND vã UBND huyen, Thu truerng the co quan 
chuyen mon thuOc UBND huyen, cac co quan don vi c6 lien quan; Chu' tich UBND 
cac Xã, thi tran can dr Quyet dinh thi hanh./. 

Nol nhein: atirf, 
- Nhu D* 3 (T/h); 
- Sà Tap*, VP UBND tinh, 

VP Doan DBQH vã HDND tinh (B/c); 
- TTHU, TTHDND huy0 (B/c); 
- CT, cac PCT UBND huye:n; 
- VP va cac co quan thuOc Huy* uji; 
- UBMTTQ, cac doan th&' nhan dan huy*; 
- Cac LDVP, cac CVTH; 
- Lau: VT. 
Bin di0 
- Trung tam tin hoc-C(511g bao VPUBND tinh:. 

s6:540/2012/QD-UBND 
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QUY DINH ft, --ave • 
r 	--Chtrt Ming, nhiem vu, quyen hnn, ca an tO chat 

vã morciikanjltcg.01 fic ciia Van phong HDND va UBND hunt' Luc Ngnn 
(BaitIV:Weini 	Quyit clinh ssg.' 54D /2012/QD-UBND ngay,t5thang 4 

`a am 2012 cilia UBND huy'On Lyc Nggn ) 

Chtrung I 
NHUNG QUY DINH CHUNG 

Dieu I. Vj tri va chat nang 
1. Van phong HOi clang than dan va UY ban than dan (sau day g9i tat la 

HDND&UBND) huyen la ca quan chuyen mon, ghlp viec cüa Hoi &Ong than clan 
(HDND) va UY ban nhan dan (UBND) huyen. 

2. Van phong HDND&UBND huyen c6 chat nang tham mini, tong h9p, giap 
viec caa liDND vá UBND huyen; to chirc cac hog d'Ong cua HDND va UBND 
huyen; tham mtru,. giap Thueng trvc HDND huyen giam sat cac hog dOng caa b0 
may hanh chinh 6 .dia phuang, giap Cha tich UBND huyen ve chi dao dieu hanh, 
phei h9p hog deng caa cac ca quan chuyen mOn thuec UBND huyen (sau day g9i 
tat la cac ca quan), HDND va UBND cac xa, thi tran; thvc hien cong tac tong h9p, 
darn bao cung cap thong tin ph atvy sv giam sat caa HDND, Thuemg live FIDND va 
sr . chi dao, dieu . hanh cita UBND, Chit tich UBND. huyen va thong tin cho ding 
chang theo quy dinh caa phap luat; dam bao cac dieu kien vat chat, kY# thuat phvc vv 
the hog dOng eüa HDND, Thuang trtrc HDND, UBND vã Chit tich UBND huy'en. 

3. Van phong HDND&UBND huyen c6 tu each phap nhan, c6 con dau rieng 
va &roc ma tai Ichoan ti Kho bac Nha nu& theo quy dinh caa phap luat. 

Chuang II 
NI1ItM V12 QUYEN HAN VA CO CAU TO CHliC 

Dieu 2. Nhi'em vii, quyen hnn 
1. Xay dvng va trinh HDND, UBND huyen chuang trinh clang tac thang, quY, 

ca nam va toan Ichoa &la HDND, UBND huyen. Don doe, kiem tra cac ca quan, 
HDND, UBND cac xa, thi tan viec thvc hien chuang trinh caa HDND, UBND 
huyen sau Ichi duct phe duyet; theo dOi, don,  doe, kiem tra clang tac phoi h9p gitla 
cac the ca quan, HDND, UBND cac xa, thi tran theo quy dinh caa phap luat. 

2. Thu thap, xfr 139/ thong tin, chuan bi cac bao cao phvc vv sv giam sat dm 
HDND, Thtrang true HDND; six lanh dao, chi dao, dieu hanh cüa UBND va Cha 
tich UBND huyen theo quy dinh caa phap luat. Thvc hien cong tac th8ng tin bao 
cao dinh ky, det xuAt dugc giao theo quy dinh. 

3. Tham muu giap Thuang trve HDND va UBND huyen 1p du kien chucrng 
trinh xay dung nghi quyat cua HDND huyen, trinh HDND huyen quyat dinh ti IcY 
hyp cuoi nam; son thao nghi quyet caa HDND huyen theo St/ phan cong cüa 
Thu&ng trtrc HDND huyen: 

4. Trinh UBND huyen quy hoach, Ice hoach dai 	ke hoach 5 nam va hang nam; 
cac chucrng trinh, dtr an thuOc pham vi quan l cilia Van phong HDND&UBND huyen. 



5. Chit tri son than cac de an, du thao van ban theo sir phan cong 
Thuang true HDND, Chü tich UBND huyen; theo dOi, kiem tra, don doe cac co 
quan,,  don vi, UBND cac xã, thi tran dirge phan ding chU tri soan thao, chuan bi 
cac de an dirge phan ding phi trach. 

.6. CO kien thAm tra dOc lap dai voi cac de an, du thao van ban dia cac co 
quan, don vi, UBND cac xa, thi tran trugc khi trinh UBND huyen va Chü tich 
UBND huyen xem xet, quyet dinh. 

7. Xay dung va thuc hien ko hoach dao tao,  bOi throng can b0, clang chuc, viên 
chit thuOc Van phong HDND&UBND huyen nham dap Ung you cau nhiem vu. 

8. TO chirc ding b9, truyen dat cac nghi quyet cUa HDND huyen, quyat dinh, 
chi thi cüa UBND huyen, Chi tich UBND huyen; cac van ban quy pham phap luat 
cüa caz co quan Nha nuot cap teen cO lien quan. Giüp Thlrem trucylDND, UBND 
huyen phi hop vied cac ca quan chat nang theo dai, d8n doe, kiem tra, giam sat 
viec thre hien cac van ban do tai cac co quan, UBND cac xA, thi tran. 

9. Phoi hop I/6i Pheng,N0i vv to chIrc bai throng nghiep vu ve ding tac Van 
phong, kiem tra, danh gia ket qua thuc hien nhiem vu cüa cac can b '9, dog chirc 
lam ding tac Van phong Qua cac co quan, UBND cac xa, thi tran; huemg dan cac 
co quan, UBND cac xa, thi tran trong vie lua chon, kin toan b0 may, can b0 
lam ding tac Van phong theo &mg chirc danh, lieu chuan nghiep vu theo quy 
dinh clia BO truong-Cha nhieni Van phong Chinh phn va BO twang BO NOi vv. 

10. Ginp HDND; Throng tivc HDND va UBND, Chu tich UBND huyen gilt 
mOi quan he phoi hop .cting tac veri Huyen uY, Thuong true Huyen_uy, Uy ban 
MTTQ, cac doan the nhan dan huyen va cac ca .quan, t6 chat cüa Trung ucmg, cüa 
tinh dong ten dia ban huyen theo quy dinh. 

11. Phei hop voi Phong Tu phap tham .muu glop UBND huyen xay dung 
chuong trinh ban hanh van ban quy pham phap luat hang nam trinh phien hop 
thang 12 cila UBND,huyen. 

12. Quan lY thong nhat vie ban hanh van ban; truc tiep trinh kY ck van ban va 
• quan IY van ban dia. HDND, Thuang true EIDND va UBND, Chi tich UBND huyen. 

13. Trinh UBND huyen chuang trinh, bin phap to.chirc thre hien ding tac cai 
each hanh chinh Nha nuot thuOc pham vi cola Van phong HDND&UBND huyen. 
True tiep la dau moi kiehm soat thu We hanh chinh cap huyen. Phoi hop yeti Phong 
NOi vu tham mini cho,  UBND huyen chi dao cac ca quan, UBND cac xA, thi tran 
trong viec thuc hien Iciem seat thil tuc hart chinh. 

14. Tnrc tiep quan IY, dieu hanh hoat dOng cila b0 phan MOt dra huyen. 
15. TO chirc phic vu Throng truc HDND, Chü tich UBND huyen tiOp dan 

dinh ky; to chic tiep clan thuong xuyen; tiep nhan, chuyen don, theo dOi, don d0c, 
kiem tra vie giai quyet e khieu nai, to cao va kien nghi cüa ding dan theo quy dinh 
eüa phap luat. Giai qUyet khi'eu nai, to cao, thrc hien cong tac phong, ch8ng tham 
nhung, lang phi trong pham vi quan ly ciaa Van phong HDND&UBND huyen theo 
quy dinh eüa phap luat va sr phan cong cUa Chu tich UBND huyen. 

16. Tham mut to chirc cac phien hop, hOi nghi, buoi lam vie, tie') khach va cac 
hoat dOng cüa HDND, Thuong tnic HDND, UBND va Chit tich UBND huyen; bao 
dam cac dieu kin hoat dOng cUa HDND, Thuang true HDND, UBND, Chu tich 
UBND huyen vã cac to chine co lien quan theo quy dinh coa HDND va UBND huyen. 
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17. Quan 1Yth chirc be may, bien che, can b0, ding chire, vien chlre va tai 
san, trang,thiet bi, co kr vat chat, k9 thuat.,duce giao theo quy dinh cüa phap luat 
va phan cap quan 1Y cüa UBND huyen. 

18. La co quan Thuemg true caa Ban An man Giao thong huyen. 
19. Thue hien cdc nhiem vu khac do HDND, Thuang true HDND, UBND 

va Chit tich UBND huy'en giao. 
Dieu 3. Co ciut chive 
1. Lanh ciao Van phong HDND va UBND huyen: 
Van phemg HDND&UBND huyen ce, Chanh Van pheng va khong qud 03 

Pho Chanh Van phong. 
Chanh Van phong, Pho Chanh Van phemg HDND&UBND huyen do Cho tich 

UBND huyen b6 nhiem, mien nhiem, Ichen thuerng, luat theo quy dinh ciaa phap luat. 
Chanh Van phemg HDND&UBND huyen la ngueri dimg dau, chiu trach 

nhiem truerc HDND, Thiremg true HDND, UBND huyen, Chit tich UBND huyen 
va truck phap luat ve toan be hog deng caa Van pheng; dang tiled la chit tai khoan 
co quan Van pheng HDND&UBND huyen. 

Ph6 Chanh Van phong HDND&UBND huyen duce Chanh Van phong phan 
ding theo dôi timg khei c8ng vi'ec va chiu trach nhiem truere Chart Van phong, 
tarot phap kat ve cdc tinh vue ding viec duce phan c8ng phu trach. 1Chi Chanh 
Van phong vang mat, 01 Ph6 Chdnh Van phong duce Chanh Van ph6ng üy nhiem 
diêu hanh cdc hoat deng dm Van pheng. 

• 2. Co cau tO chire: 
Van pheng HDND&UBND huyen eel the can b0, ding chirc chuyen mon 

nghiçp vy ghap Lanh dao Van phi:mg phy trach the dog viec va duce phan thanh 
• 2 Ich8i sau: 

a) Khei tham muu tong hyp: 
Khoi tham muu tong hep duce t6.  chire thanh cde be phan theo timg linh vue 

chuyen mon, nghi'ep vu eu the nhu sau: 
- BO phan tong h9p gem cdc chuyen viên phu tracheae l'inh we: Van hod - Xa 

hei, Tai chinh - ,Giao thOng - Xay dung, Kinh te tong kip, NOi chinh, Ging nghe 
thong tin, Kiem soat thu tue hanh chinh; Thuerng tut Ban An toan Giao thong huyen. 

- BO phan tiep dan, tiep nh'an va tra ket qua g6m cde chuyen vien, vien chue 
phu trach cde linE Arc: Tie') dan; Dang IcY kinh doanh. - Cap phep - xay clung - Tis 

phdp he tich, Tai ngtiyen va Moi truemg, Lao deng - Thucmg binh va Xä hei. 
b) Khei hanh chink: • 
Kh8i harth chinh gern the be phan phi trach cdc linh vue chuyen mon sau: 
- BO phan Van thu; 
- BO phan Hanh chinh - Quail tri gom Ice toan va nhan vien h9p (long theo 

Nghi dinh 68 (lai xe, din nuot, bao ve, thu guy, tap vu). 
SO lucmg bien che c8a Van pheng HDND&UBND huyen do Chii tich UBND 

huyen quyet dinh. 
C h trcrn g III 

MCI ()VAN fit CONG TAC 
Dieu 4. M61 quan he cling tac 
1. D6i voi Van ph6ng DDBQH&HDND tinh, Van pheong UBND tinh: 
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-niiyen Van Tuyan 

Van phong HDND&UBND huyen chiu sr huang d'An vie chuyen monc,/ 
nghiep vv caa Van phong DDBQH&HDND tinh, Van phong UBND tinh. Van 
phong HDND&UBND huyen c6 trach nhiem cung cap thong tin, bao cao dinh kST 
hoat dOng cüa HDND, UBND huyen vá tinh hinh kinh te-xã hOi cüahuyn yeti 
Van phong DDBQH&HDND va Van ph6ng UBND tinh; Tong thai flap nhan va 
xir lY thong tin do Van phong DDBQH&HDND tinh, Vat phOng UBND tinh 
chuyen den theo quy dinh. 

2. D6i veri Huyen uSi, HDND, UBND huyen: Van phOng I-IDND&UBND 
huyen chiu sr lath dao toan diet caa Huyen uSt, su quan 1, dieu hanh true tier) dm 
HDND va UBND huyen. 

3. Quan h'e veri Van phOng Huyen u57: 
Van phong HIDND va UBND huyen phoi hap chat che ved Van phong 

Huyet uSi da xay dung chucrng trinh ding tac, nham dam bao thong nhat yeti 
chuong trinh ding tac cua Huyen ujr, Ban Thuang vu Huyen u5r; trao doi thong tin 
kip theri ye nhang chü trucmg chi dao, diet,  hanh caa Huyen ,u5r, Ban Thuong vi 
Huyen 1157, su giam sat caa HDND huyen nham dap ung yeu cau lath dao, chi dao, 
diet hanh caa Huyen uST, Ban Thtrong.vij Huyen uSi va HDND, UBND huyen. 

, 4. Quan h \Teri cac ca quan, HDND, UBND cac xã, thi tran la m6i quan he 
phoi hap hong boat dOng thgc hietcac nhiem vu duce -giao; phoi hap de xuAt voi 
HDND, UBND huy'en nhang van de lien quan nham trien khai thin hi'en cac chit 
trucmg, chinh sach caa Trung uang, cüa tinh, nghi quyet elm Huyen ay, HDND 
huyen, quyet dinh., chi thi caa UBND huyen va Chu tich UBND huy'en. 

Chuting IV 
DIEU KHOAN THI HANH 

Dieu 5.. To chlic thyt hi?n 
1. Chath Van phong.HDND&UBND huyen có tech nhiem thy clung Quy 

che lam vi'ec cüa Van phong de to chirc thnt hien tot Quy dinh nay. 
2. Trong qua trinh thgc hien, can dr vao tinh hinh thuc tign va theo yeu cau 

nhiem vv ding tac, UBND huy'en se xem xet, quyat dinh sin di, 1)6 sung Quyet 
dinh cho pha hap" Chao( 
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