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CONG HOA xA HOI CHD NGHiA VIET NAM. . .
DQc l~p - Tl}'do - H~nh phuc

nakLak, ngayoothang 3 ndm 2016

QUYETDINH
V~vi~c quy djnh chirc nang, nhiem vu, quyen han

va c c§u t6 chirc cua Van phong Dy ban nhan dan tinh

UY BAN NHAN DAN TiNH

Can cir Lua T6 chirc Chinh quyen dia phirong ngay 19 thang 6 narn 2015;

Can cir Ng i dinh s6 24/2014/Nf)-CP ngay 04 thang 4 nam 2014 cua
Chinh phu quy di t6 chirc cac co quan chuyen mon thuoc Uy ban nhan dan
tinh, thanh ph6 tn r thuoc Trung uong;

Can cir Tho g nr Lien tich s6 0112015/TTLT-VPCP-BNV ngay 23 thang
10 nam 20 15 ~ua Van phong, Ch~nh phu va BQ NQi vu huang d~n chirc nang,
nhiem vu, quyen I an va co cau to clnrc cua Van phong Uy ban nhan dan tinh,
thanh pho true thuoc Trung uong;

X6t dS nghi cua Chanh Van phong Uy ban nhan dan tinh tai To trinh s6
89/TTr- VPUBND ngay 26/02/2016 va y kiSn th6ng nh~t cua Giam d6c Sa NQi
V\lt~i Cong van s 170/SNV-TCBC ngay 03/02/2016,

QUYETDINH:

Di~u1.Vi ri, chu'c nang

1. Van pho g Uy ban nhan dan (UBND) tinh Ia co quan thuQc UBND
tinh, c6 chuc nan tham muu, giup UBND tinh vS: Chuang trinh, kS ho~ch cong
tac; t6 chuc qua Iy va cong b6 cac thong tin chinh thuc vS ho~t dQng cua
UBND, Chu tich ND tinh; d~u m6i C6ng Thong tin di~n tu, kSt n6i h~ th6ng
thong tin hanh c 'nh di~n tu chi d~o, diSu hanh cua UBND, Chli tich UBND
tinh; quan Iy cong bao va ph\lc V\l cac ho~t dQng cua UBND tinh; giup Chu tich
UBND tinh (bao 6m ca Ph6 Chu tich UBND tinh) th\fc hi~n nhi~m V\l, quySn
h~n thea th~m qu Sn; quan Iy van thu - luu trft va cong tac quan tri nQi bQ cua
Van phong UB tinh.

UBND tinh c6 ill cach phap nhan, con d~u va tai khofm rieng.

a) Quy chS am vi~c cua UBND tinh;

b) Van ban quy dinh C\lthS chuc nang, nhi~m V\l, quYSnh~n va co c~u t6
chuc cua Van pho g UBND tinh;



c) van ban huang d~n cu thS chirc nang, nhiem vu, quyen han cua Van
phong HQi dong nhan dan (HBND) va UBND huyen, thi xa, thanh ph6 thuoc
tinh (goi chung Ia c~p huyen);

d) Van ban quy dinh cu thS dieu kien, tieu chufrn chirc danh Truong, Ph6
dan vi thuoc Van phong UBND tinh; Chanh Van phong, Ph6 Chanh Van phong
HBND va UBND c~p huyen.

2. Trinh Chu tich UBND tinh ban hanh:

a) Quyet dinh thanh lap, sap nhap, chia tach, giai thS cac dan vi thuoc Van
phong UBND tinh;

b) Cac van ban khac thea S\Iphan cong cua Chu tich UBND tinh;

3. Tham muu, xay dung va t6 chirc thuc hien chuang trinh, kS hoach cong
tac cua UBND tinh:

a) T6ng h9P dS nghi cua cac So, ca quan ngang So, co quan thuoc UBND
tinh (goi chung la So), UBND c~p huyen, co quan, t6 chirc lien quan;

b) KiSn nghi voi Chu tich UBND tinh dtra vao chuang trinh, kS ho~ch
cong tac nhUng v~n dS c~n t?P trung chi d~o, diSu hanh ho?c giao ca quan lien
quan nghien cUu, xay d\Illg dS an, d\I an, d\I thao van ban;

c) Xay d\Ing, trinh UBND, Chu tich UBND tinh ban hanh ho?c phe duy~t
chuang trinh, kS ho~ch cong tac;

d) Theo d5i, -don d6c cac So, UBND c~p huy~n,ccac co quan, t6 chuc
lien quan th\Ic hi~n chuang trinh, kS ho~ch cong tac, dam bao dung tiSn dQ,
ch~t luqng;

d) Bao cao dinh k5' ho?c dQt xu~t kSt qua th\Ic hi~n; kiSn nghi giai phap
nh~m th\Ic hi~n c6 hi~u qua chuang trinh, kS ho~ch cong tac;

e) Kip thai bao cao, diSu chinh chuang trinh, kS ho~ch cong tac, dap ung
yeu c~u quan If, chi d~o, diSu hanh cua UBND, Chu tich UBND tinh.

4. Ph\lc V\l ho~t dQng CllaUBND tinh:

a) Chu tri, ph6i h9P vai cac ca quan lien quan chu~n bi chuang trinh, nQi
dung, ph\lc V\l cac cUQch9P cua UBND tinh;

b) Th\Ic hi~n chS dQt6ng hqp, bao cao;

c) Theo d5i, don d6c, danh gia kSt qua th\IC hi~n Quy chS lam vi~c cua
UBNDtinh;

d) T6 chuc cong tac tiSp cong dan thea quy dinh Cllaphap lu?t;

5. Tham muu, giup Chu tich UBND tinh th\Ic hi~n cac nhi~m V\l, quySn
h~n sau:

a) Tri~u t~p, chu tri cac cUQch9P;

b) Theo d5i, don d6c, chi d~o, kiSm tra cong tac d6i vai cac So; HBND va
UBND c~p huy~n;
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c) Thuc hi ~ nhiem vu truce HDND tinh; tiSp xuc, bao cao, tra loi kiSn
nghi cua cir tri;

d) Chi dao, ap dung bien phap d.n thiet giai quyet cong viec trong tnrong
hQP dQt xuat, kha cap;

d) Cai tiSn l@l6i lam viec; duy tri ky luat, ky cirong cua bQ may hanh
chinh nha nuoc a ia phuong.

6. TiSp nha , xu ly, trinh UBND, Chu tich UBND tinh giai quyet nhfrng
van ban, h6 sa do ac ca quan, t6 chirc, ca nhan giri, trinh (van ban dSn):

a) D6i voi @an, dir an, du thao van ban do cac ca quan trinh: KiSm tra h6
sa, trinh tv, thu 1\1 soan thao, thS tlnrc, ICYthuat trinh bay du thao van ban; torn t~t
nQi dung, neu ro t ~m quyen quyet dinh, sir d6ng bQtrong chi dao, di@uhanh cua
UBND, Chu tich ND tinh d6i vai v~n d@lien quan, d@xu~t mQt trong cac
phuang an: Ban h nh, phe duy~t; dua ra phien h9P UBND tinh; gui l~y y kiSn cac
thanh vien UB tinh; thong bao y kiSn cua Chu tich UBND tinh yeu c~u ca
quan so;;tnthao ho n chinh l;;ti,l~y them y kiSn cac ca quan, t6 chuc, ca nhan ho~c
thvc hi~n cac nhi~ V\lkhac thea quy dinh va Quy chS lam vi~c cua UBND tinh.

Trong qua t inh xu ly, nSu d@an, dv an, dv thao van ban con y kiSn khac
nhau, .chu tri h9P ai ca quan, t6 chuc lien quan dS trao d6i truac khi trinh;

b) D6i vai v thao bao cao, bai phat biSu: Ph6i hqp vai cac ca quan lien
quan bien t~p, hoa chinh thea chi d;;tocua Chu tich UBND tinh;

c) D6i vai an ban khac: KiSn nghi vai Chu tich UBND tinh giao ca quan
lien quan triSn kh i thvc hi~n; t6 chuc cac di@uki~n ck thiSt dS UBND, Chu
tich UBND tinh x ly thea quy dinh cua phap lu~t va nQi dung van ban dSn.

7. Phat ha ,quan ly, thea doi, don d6c, kiSm tra tinh hinh, kSt qua thvc
hi~n van ban cua ND, Chu tich UBND tinh:

a) Quan ly, su d\lng con d~u, phat hanh van ban cua UBND, Chu tich
UBND tinh;

b) Theo doi don d6c, kiSm tra tinh hinh, kSt qua thvc hi~n van ban cua
UBND, Chu tich ND tinh; dinh ky ra soat, bao cao Chu tich UBND tinh dS
dam bao sv d6ng Q,th6ng nh~t trong chi d;;to,di@uhanh;

c) Ra soat h&m phat hi~n vuang m~c, phat sinh v@th~m quy@n,h6 sa,
trinh tv, thu t\lCva nghi~p V\l hanh chinh van phong trong qua trinh chi d;;to,di@u
hanh cua UBND, hu tich UBND tinh; kip thai bao cao UBND tinh sua d6i, b6
sung; hang nam, t' ng hqp, bao cao Van phong Chinh phu;

d) LUll trft v~n ban, h6 sa, tai 1i~ucua UBND, Chu tich UBND tinh.

8. Thvc hi~ chS dQthong tin:

a) T6 chuc uan 1y, c~p nh~t thong tin ph\lc V\l sv chi d;;to,di@uhanh cua
UBND, Chu tich BND tinh;
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b) Thuc hien chS dQ thong tin bao cao v@hoat dong cua Cong Thong tin
dien tir va kSt n6i h~ thong thong tin hanh chinh dien nr chi dao, di@uhanh cua
UBND, Chu tich UBND tinh;

c) Xuat ban, phat hanh Cong bao cua tinh;

d) ThiSt l~p, quan ly va duy tri heat dong mang tin h9C cua UBND tinh.

9. Bao dam cac diSu kien vat chat, k5' thuat:

a) Bao dam cac dieu kien v~t chat, ky thuat cho hoat dong cua UBND,
Chu tich UBND tinh;

b) Phuc vu cac chuyen cong tac, lam viec, tiep khach cua UBND, Chu
tich UBND tinh.

10. Huang d~n nghiep vu hanh chinh van phong:

Chu tri, phoi hop voi Van phong Dean D9-ibieu Quoc hoi va HDND tinh
tong kSt, huang d~n chuyen mon, nghiep vu hanh chinh van phong d6i vai Van
phong cac Sa, Van phong HDND va UBND c~p huy~n, cong chuc Van phong -
Th6ng ke xa, phuOng, thi tr~. . .

11. Th\1'chi~n nhi~m V\lquan tri nQi bQ:

a) T6 chuc th\1'chi~n cac van ban, quy h09-ch,kS h09-chdo co quan c6 th~m
quy@nban hanh ho~c phe duy~t lien quan dSnh09-tdQngcua Van phong UBND tinh;

b) TiSp nh~n, xu ly van ban do co quan,- t6 chuc, ca nhan gui Van phong
UBND tinh; ban hanh va quan ly van b~mthea quy dinh;

c) Hqp hie qu6c tS thea quy dinh cua phap lu~t va S\1'phan cong ho~c uy
quy@ncua UBND, Chu tich UBND tinh;

d) Nghien cUu, ling d\lng kSt qua nghien cUu khoa h9C va cai cach hanh
chinh ph\lc V\l nhi~m V\ldugc giao;

d) Quan ly t6 chuc bQmay, bien chS cong chuc, co c~u ng9-chcong chuc,
vi tri vi~c lam, co c~u vien chuc thea tieu chu~n chuc danh ngh@nghi~p va s6
lUQ'llgnguai lam vi~c trong cac don vi S\1'nghi~p thuQc Van phong UBND tinh;

e) Th\1'chi~n chS dQ tiSn luang va cac chS dQ, chinh sach dai ngi), khen
thuang, ky lu~t, dao t9-0, b6i du5ng v@chuyen mon, nghi~p V\l d6i vai cong
chuc, vien chuc va nguai lao di)ng thui)c ph9-m vi quan ly cua Van phong
UBND tinh;

g) Huang d~n, kiSm tra vi~c th\1'chi~n co chS t\1'chu, t\1'chiu trach nhi~m
d6i v6i cac don vi S\1'nghi~p cong l~p tn,ICthui)c; quan ly va chiu trach nhi~m v@
tai chinh, tai san dugc giao thea quy dinh;

h) Th\1'chi~n nhi~m V\l, quy@nh9-nkhac do UBND, Chu tich UBND tinh
giao ho?c thea quy dinh cua phap lu~t.

Di~u 3. Lanh d~o
1. Lanh d9-oVan phong UBND tinh c6 Chanh Van phong va cac Ph6
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Chanh Van phong.
ND tinh b6 nhiem Chanh Van phong, Ph6 Chanh Van

cua phap luat.

---------------------------- ------------------

ND tinh c6 cac dan vi true thuoc, g6m:

a) Phong T6 g hop;

b) Phong Ki

d) Phong No g nghiep - Moi tnrong.

d) Phong Kh a giao - Van xa;
e) Phong NQ chinh;

g) Phong H' chinh - T6 chirc;

h) Phong Quan tri - Tai vu;

i) Ban TiSp ong dan tinh.
~
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Trung tam Tong tin - Cong bao,

Khi co nhu c~u thanh l~p moi dan vi su nghiep tnrc thuoc Van phong
UBND tinh, Cha Van phong UBND tinh chu tri phoi hop voi Giam d6c S6
NQi vu xay dung d' an thanh l~p trinh Chu tich UBND tinh quyet dinh thea quy
dinh cua phap luat,

Bien chS co g chirc, s6 hrong nguoi lam viec tai dan vi sir nghiep cong
l~p thuoc Van pho g UBND tinh diroc giao tren co sa vi tri viec lam, g~n voi
chirc nang, nhiem vu, khoi lugng cong vi~c va n&m trong t6ng bien chS cong
chilc, bien chS sv ghi~p cua tinh do c~p co th~m quySn giao.

f)i~u 6. Ch~ d<} Him vi~c
1. Van pho g UBND tinh va cac dan vi trvc thuQc lam vi~c thea chS dQ

thu truang, dam b?0 nguyen t~c t~p trung dan chu.

2. Chanh V~ phong chiu trach nhi~1n truac Chu tich UBND tinh va truac
phap lu~t vS toan Qho~t dOng cua Van phong UBND tinh; la chu tai khoan co
quan Van phong ND tinh.

3. Ph6 Ch' Van phong giup Chanh Van phong th\fc hi~n nhi~m V\l, dugc
Chanh Van phong han cong thea d5i tUng ITnhV\l'C cong vi~c, chiu trach nhi~m
truac Chanh Van pong, truac phap lu~t vS linh vvc cong vi~c dugc phan congo
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Khi Chanh van phong vang mat, mot Ph6 Chanh Van phong duoc Chanh
Van phong uynhiem di~u hanh hoat dong cua Van phong UBND tinh.

4. Truong cac phong, don vi tnrc thuoc Van phong UBND tinh chiu trach
nhiem truce Chanh Van phong va Ph6 Chanh Van phong phu trach linh V\XCvS
toan bQheat dong cua dan vi minh.

5. Cong chirc, vien chirc, nguoi lao dong chiu S\Xlanh dao, chi dao,
dieu hanh va phan cong cong viec cua lanh dao Van phong UBND tinh va
lanh dao phong, don vi; thuc hien che dQbao cao thea quy chS lam viec cua
co quan.

Di~u 7. Ch~ dQ trach nhiem
1. Van phong UBND tinh chiu trach nhiem d6i voi nhimg vftn dS tham

rmru, dS xuat thuoc pham vi nhiem vu, quyen han thea quy dinh.

2. Chuyen vien, lanh d:;lophong, dan vi va lanh d:;loVan phong UBND
tinh chiu trach nhi~m vS y kiSn tham mUll, dS xuftt cua minh.

Di~u 8. M8i quan h~ cong tac
1. Van phong UBND tinh chiu S\Xchi d:;lo,qUlinly vS bien chS va cong tac

cua UBND tinh; S\Xchi d:;lo,kiSm tra, hu6ng d~n vS chuyen mon, nghi~p V\l cua
Van phong Chinh phu.

2. Van phong UBND tinh c6 trach nhi~m dinh ky so kSt, t6ng kSt, bao
cao UBND tinh va Van phong Chinh phu tinh hinh, kSt qua th\Xchi~n nhi~m
V\lduQ'c giao.

3. Van phong UBND tinh ph6i h9'P vai Van phong Tinh uy, Van phong
Boan B:;libiSu Qu6c hQi va lIDND tinh, cac S6, UBND cftp huy~n va co quan,
t6 chuc c6 lien quan trong vi~c tham muu, giup UBND, Chu tich UBND tinh
th\Xchi~n nhi~m V\l, quySn h:;lnthuQc th~m quySn.

Di~u 9. Hi~u ll}'c,trach nhi~m thi hanh
1. QuySt dinh nay c6 hi~u l\XckS tu ngay ky ban hanh va thay thS QuySt

dinh s6 26361QB-UBND ngay 08 thang 10 nam 2008 cua UBND tinh vS vi~c
quy dinh chuc nang, nhi~m V\l, quySn h:;lllva co cftu t6 chuc cua Van phong
UBNDtinh.

2. Chanh Van phong UBND tinh c6 trach nhi~m:

a) Chu tri, ph6i h9'P vai Giam d6c S6 NQi V\l trinh UBND, Chu tich
UBND tinh ban hanh cac van ban quy dinh t:;liKhoan 1, BiSm a Khoan 2 BiSu 2
QuySt dinh nay.

b) Ra soat, tham muu cho UBND, Chu tich UBND tinh sua d6i, b6 sung
cac quy chS, quy dinh lien quan, dam bao phu h9'P vai Thong tu Lien tich s6
01/2015/TTLT- VPCP-BNV va QuySt dinh nay;
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c) Ban h' van ban quy dinh chirc nang, nhiem vu, quyen han cua cac
phong, dan vi th QCVan phong UBND tinh phil hgp voi chirc nang, nhiem vu,
quyen han va co Aut6 chirc thea Quyet dinh nay;

d) S~p xBp b6 tri, di~u dQng, b6 nhiem, kien toan dQingii cong chuc, vien
chirc dam bao th; c hien co hieu qua nhiem vu duoc giao;

d) Dinh1hang nam, bao cao Van phong Chinh phil, UBND tinh tinh
hinhket qua th._. c hien Thong tu Lien tich s6 01l201S/TTLT-VPCP-BNV va
Quyet dinh nay.

3. Chanh an phong UBND tinh, Giam d6c Sa NQi vu, Thu tnrong cac co
quan, dan vi co ien quan; Chu tich lIDND, UBND cac huyen, thi xa Buon H6
va thanh ph6 Bu n Ma Thuot chiu trach nhiem thi hanhQuyet dinh nay.0..,_

NO'inh(in:~ ,
- Nlnr Khoan 3 Dieu 9;
- Van phong Chinh hu (b/c);
- TT Tinh uy;
- TTHDND tinh;
- CT, cac PM CT
- Cac Sa, ban, nge ;-
- Cac PCVP UBND inh;
- Cac PhOng, Ban, T thuQc VP UBND tinh;
- C6ng ThOng tin di .n ttl tinh;
- LUll: VT, TH (Ph 0 b). Ph~m NgQcNghi
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