UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIiA VIET NAM

PHUONG HUNG PAO DPjc 1ap - Tw do - Hanh phuc
Sb: 73 /2025/QD-UBND Hung Dao, ngay 11 thang 7 nam 2025
QUYET PINH

Quy dinh vi tri, chirc niing, nhiém vu, quyén han va co ciu to chirc
cia Vian phong Hoi dong nhan dan va Uy ban nhan dan phwong Hung Pao

UY BAN NHAN DAN PHUONG HUNG PAO

Cdn cir Ludt Té chirc chinh quyén dia phiong ngay 16 thang 6 nam 2025;

Can cur Ludt Ban hanh van ban quy pham phap ludt ngay 19 thang 02 nam 2025;

Can cir Ludt sira doi, b6 sung mot sé diéu cia Ludt Ban hanh van bdan quy
pham phap ludt ngay 25 thang 6 nam 2025;

Can cit Nghi dinh sé 150/2025/NP-CP ngay 12 thing 6 ndm 2025 ciia
Chinh phii quy dinh t6 chirc cdc co quan chuyén mén thuéc Uy ban nhin dan
tinh, thanh phé triec thudc trung wong va Uy ban nhdn dén xd, phwong, ddc khu
thudc tinh, thanh phé triec thudc trung wong;

Can cir Théng tw s6 09/2025/TT-BTP ngay 16 thing 6 ndm 2025 ciia Bé
truong Bé Tu phdp huedng dan chire nang, nhiém vu, quyén han cua Sé Tu phdp
thuéc Uy ban nhén dan tinh, thanh phé truc thudc Trung wong va chirc ndng,
nhiém vu, quyén han cia Vin phong Hoi dong nhdn déan va Uy ban nhéan ddn
thudéc Uy ban nhén ddn xd, phwong, dic khu trong linh viee tw phdp;

Can cir Thong tw s6 02/2025/TT-TTCP ngay 25 thang 6 niam 2025 ciia Tong
Thanh tra Chinh phii hwéng dan thuc hién mot sé quy dinh thudc linh vwee quan 1y
nha nude ciia Thanh tra Chinh phit lién quan dén chinh quyén dia phwong 02 cdp;

Can cir Théng tw s6 09/2025/TT-BNG ngay 30 thing 6 nam 2025 ciia Bé
truéng Bé Ngoai giao hwdng dan chire ndng, nhiém vy, quyén han vé cong tdc
doi ngoai ciia co quan chuyén mén thuée Uy ban nhdn dan tinh, thanh phé truc
thuéc Trung wong va Uy ban nhdn dan xd, phwong, ddc khu thudc tinh, thanh
phé truec thude Trung wong;

Can cir Nghi quyét s6 02/NO-HPND ngay 01 thang 7 nam 2025 cia Hoi
dong nhdn déan phwong quyét dinh thanh Idp cdc co quan chuyén mén, té chirc
hanh chinh trie thuée Uy ban nhdn dan phwong Hung Pao;

Theo dé nghi ciia Chdnh Van phong Héi dong nhén ddn va Uy ban nhdn
ddn phuwong tai To trinh s6 01/TTr-VP ngay 10 thang 7 nam 2025.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh ndy Quy dinh vi tri, chitc ning,
nhiém vu, quyén han va co cdu to chirc ciia Vian phong Hoi ddng nhan dan va
Uy ban nhén dan phuong Hung Pao.

Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky.
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Piéu 3. Chanh Vin phong Hoi dong nhan dan va Uy ban nhan dan phudng;
Lanh dao, can b, cong chirc Van phong Hoi dong nhan dan va Uy ban nhan dan
phuong; cac co quan, don vi lién quan can ctir Quyét dinh thi hanh./.

Noi nhin: TM. UY BAN NHAN DAN
- Nhu Diéu 3;

- VP boan bBBQH&HDND, VP UBND TP,
- Cac So: Tu phap, Ngoai vu;

- TT BU, HPND phudng;

- CT, cac PCT UBND phuong;

- UBMTTQVN phuong;

- Céc phong, don vi thudc phuong;

- CTTDT phuong;

- Luu: VT. Pham Van Minh




UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
PHUONG HUNG DAO Doc 1ap - Tw do - Hanh phiic

QUY DINH
Vi tri, chirc niing, nhiém vu, quyén han va co cdu t6 chic
ciia Vin phong Hoi dong nhan dan va Uy ban nhin dian phuwong Hung Pao
(Kém theo Quyét dinh sé  /2025/Q0D-UBND ngay.../.../2025
ciia Uy ban nhan dan phwong Hung Pao)

Piéu 1. Vi tri, chirc ning

1. Van phong Hoi déng nhin dan va Uy ban nhan dan phudng (sau day
goi tit 1a Van phong) 1a co quan chuyén mén thudéc Uy ban nhan dan phuodng,
thuc hién tham muu, giup Uy ban nhan dan phuong thuc hién chic ning quan ly
nha nude vé cac linh vuc sau:

a) Linh vuc Vin phong, gdm: Chuong trinh, ké hoach cong tac cuia Hoi
déng nhan dan, Thuong truc HOi déng nhan dan, ny ban nhan dan va co quan
chuyén mon thudc Uy ban nhan dan; tham muu hoat dong cia Thuong truc Hoi
déng nhan dan; cong tac chi dao, diéu hanh ctia Chu tich ny ban nhan dan; cung
cép thong tin, bao dam didu kién vt chat, ky thuat phuc vu hoat dong cua Hoi
d6ng nhan dan, Uy ban nhan dan phuong; thuc hién cong tac quan tri ndi bd cia
Van phong;

b) Linh vuc Tu phap, gdm: Cong tic xay dung va to chirc thi hanh phap
luat, theo d&i viéc thi hanh van ban quy pham phap luat, kiém tra, xir Iy vin ban
quy pham phap luat, phd bién, gido duc phap luat; hoa giai ¢ co sg, trg giup
phap 1y, nudi con nudi, ho tich, chirng thuc, quan 1y cong tac thi hanh phép luat
vé xtr Iy vi pham hanh chinh va céc cong tac tu phap khac theo quy dinh cua
phap luat;

¢) Linh vuc dbi ngoai gdm: Cong tac dbi ngoai dia phuong.

2. Van phong phuong chiu sy chi dao, quan ly vé to chuc, vi tri viéc lam,
bién ché cong chic, co ciu ngach cong chirc va cong tac ciia Thuong truc Hoi
dong nhan dan, Uy ban nhan dan phuong; dong thoi, chiu su chi dao, kiém tra,
hudng dan vé chuyén mén nghiép vu cua Van phong Doan Dai biéu Quoc hoi va
Hoi dong nhan dan thanh phd, Vin phong Uy ban nhin dan thanh phd, S¢ Tu
phap, S& Ngoai vu.

Piéu 2. Nhiém vu va quyén han
1. Trinh Uy ban nhan dan phuong:
~a) Du thao nghi quyét ctia Hoi déng nhan dan phuong, dy thao quyét dinh
cua Uy ban nhan dan phuong lién quan dén linh vyc thudc pham vi quan ly cua
Vian phong va céc van ban khac theo phan cong cua Uy ban nhan dan phuong;
b) Du thao ké hoach phat trién linh vuc; chuong trinh, bién phap t6 chuc
thuc hi€n cac nhi€ém vu vé€ linh vuc Van phong, Tu phap, doi ngoai tai dia phuong;



~_¢) Du thao Quyét dinh quy dinh chirc nang, nhiém vy, quyén han va co
cau t6 chtrc cia Van phong Hoi dong nhan dan va Uy ban nhan dan phuong.

d) Ban hanh vin ban thudc thim quyén ctua Cha tich Uy ban nhan dan
phuong theo phan cong.

2. Tham muu tdng hop, phuc vu hoat dong Hoi dong nhan dan phuong:

a) Tham muu, gitip Hoi dong nhan dan, Thuong truc Hoi dong nhan dan
phuong xay dung chuong trinh lam viéc ké hoach hoat dong hang thang, hang
quy, 06 thang va ca nam; t6 chirc thuc hién chuong trinh, ké hoach da dugc phé
duyét;

b) Tham muu, phuc vu Thuong truc Hoi d6ng nhan dan phudng diéd hanh
cong viéc chung cua Hoi dong nhan dan; dam bao viée thuc hién quy ché hoat
dong ctia Hoi dong nhan dan, Thuong truc Hoi d6ng nhan dan, ndi quy ky hop
Hoi dong nhan déan; gitr mbi lién hé véi cac Ban cia Hoi dong nhan dan, T6 dai
biéu va dai biéu Ho1 déng nhan dan phuong; phuc vu Ho1 déng nhan dan,
Thuong truc Hoi dong nhan dan phuong trong hoat dong doi ngoai;

¢) Tham muu, giip Thuong truc HO1 dong nhan dan phuong xay dung
chuong trinh, t6 chirc phuc vu ky hop Hoi dong nhan dan, phién hop Thuong
tryc Hoi dong nhan dan phuong; phéi hop, don dbc cac co quan, don vi chuan bi
tai liéu phuc vu ky hop Hoi dong nhan dan, cudc hop ,cua Ihuong truc HOi dong
nhan dén phuong; hoan thi¢n cac dy thao nghi quyét, d€ an, bao cao cua Hoi
dong nhan dan phuong;

d) Tham muu, phuc vu Hoi dong nhan dénw, Thuong truc Hoi dong nhé}n
dan phuong trong hoat dong giam sat, khao sat; tong hop chat van cua dai biéu
Ho1 dong nhan dan; theo doi, tong hop, don doc co quan, to6 chirc, cd nhan thuc
hién két luan sau giam sat;

d) Phéi hop v6i co quan, don vi lién quan phuc vu dai biéu Hoi dong nhan
dan phuong tlep xuc cur tri; giiip Thuong true HOi dong nhén dan phuong téng
hop ¥ k1en kién nghi cta cir tri chuyén dén cac co quan, to chirc, c4 nhan c6
tham quyén xem xét, giai quyét theo quy dinh cua phap luat;

e) Phuc vu Thuong truc Hoi dong nhéan dén phuong tiép cong dan, tlep
nhan, xtr Iy kién nghi, don thu khiéu nai, t6 cdo cua cong dan giri dén Hoi dong
nhan dan, Thuong truc Hoi ddng nhan dan phuong; theo ddi, dén ddc viée giai
quyét khiéu nai, to cdo, kién nghj cta cong dan;

g) Phyc vu Thuong tryc Hoi dong nhén dén phuong trong cong tac bau ctr
dai biéu Quoc hoi va bau cir dai biéu Hoi dong nhan dan cac cap; phé chuan két
qua bau, mién nhiém, bdi nhiém Chu tich, Pho Chu tich Hoi dong nhan dan
phuong; giai quyét cac van dé giira hai ky hop Hoi ddng nhan dan;

h) Tham muu, phuc vu Thuong truc Hoi ddng nhan dan phuong trong
viéc t6 chire cac cude hop giao ban, trao d6i kinh nghiém, bdi dudng k¥ ning
hoat dong cho dai bleu Hoi ddng nhan dan phudng; xdy dung bao cio cong tac
trinh cdp c6 tham quyén;



i) Phuc vu Hoi d6ng nhan dan, Thudng truc Hoi dong nhan dan phuong
gitr moi lién hé cong tac voi cac co quan nha nudc ¢ thanh phd va ¢ cac xa,
phuong khac, véi cac co quan, to churc, doan thé khac ¢ dia phuong;

k) Lap du toan kinh phi hoat dong cua Hoi ddng nhan dan phuong trén co
sO da xin y kién ctuia Thuong truc Hoi dong nhan dan phudng; t6 chirc thuc hién,
quan 1y kinh phi hoat dong ctia Hoi déng nhan dan phuong;

‘ 1) Bao dam diéu kién hoat dong ctuia Hoi déng nhan dan, Thuong truc Hoi
dong nhan dan phuong;

m) Thyc hién cac nhiém vu khac do Chu tich, Pho Chu tich Hoi dong
nhan dan, Thuong truc Ho1 dong nhan dan phuong giao.

3. Tham muu téng hop, phuc vu hoat dong Uy ban nhan dan phuong:

a) Tham muu, x4y dung, theo ddi viéc t6 chirc thuc hién chuwong trinh, ké
hoach cong tac ciia Uy ban nhan dan phuong. Theo ddi, don déc cac phong, ban,
nganh, don vi, cac co quan, t6 chirc lién quan thyc hién chuong trinh, ké hoach
cong tac, bao dam dung tién do, chat luong. Dinh ky hodc dot xuét, bao céo két
qua thyc hién; kip thoi bao cao, diéu chinh chuong trinh, ké hoach cong tac, dap
g yéu cau quan 1y, chi dao, diéu hanh cta Uy ban nhan dan, Cha tich Uy ban
nhan dan phuong.

b) Phuc vu hoat dong chung ctia Uy ban nhan dan phuong: Chu tri, phdi
hop véi cac co quan lién quan chuan bi chuong trinh, ndi dung, phuc vu cac
phién hop cua Uy ban nhan dan phuong; Thyc hién cong tac tong hop, bao cio;
Theo di, don ddc, danh gia két qua thuc hién Quy ché 1am viéc cua Uy ban
nhan dan phuong; Tham muu, giap Uy ban nhan dan phuong t6 chirc cong tac
tiép cong dan theo quy dinh cta phap luat hién hanh cho dén khi c6 cac quy dinh
m&i ctia phép ludt vé van dé nay.

¢) Tham muu, gitip Chu tich Uy ban nhan dén va cac Phé Chu tich Uy ban
nhan dan phuong (goi chung la Chu tich Uy ban nhan dan phuong) thuc hién
nhi¢m vy, quyén han theo tham quyén:

Tham muu, giap Chi tich Uy ban nhan dan phuong triéu tap, chi tri cac
phién hop, cudc hop, hoi nghi (goi chung 1a cudc hop) ciia Uy ban nhan dan,
Chu tich Uy ban nhan dan phuong: Trinh Chu tich Uy ban nhan dan phudng cho
¥ kién vé to chirc cudc hop; chu tri, phdi hop véi cac co quan lién quan chuan bi
chuong trinh, ndi dung; don dbc cac co quan gui tai liéu; ghi bién ban; ban hanh
thong bao y kién két luan, chi dao cua Chu tich Uy ban nhan dan phudng;

Trinh Chu tich Uy ban nhan dan phuong giao co quan lién quan chuan bi
noi dung dé Chu tich Uy ban nhan dan phuong bao cao, giai trinh, tra 101 chét
van trudec Hoi dong nhan dan phudng; phdi hop v6i cac co quan li€n quan giup
Chu tich Uy ban nhan dan phuong xiy dung ké hoach, noi dung tiép xtic, giai
quyét, tra 101 kién nghi cua cir tri.

Tham muu, giap Chu tich Uy ban nhan dan phuong: Phan cong cong tac
cua Chu tich Uy ban nhan dan va cac Phé Chu tich Uy ban nhan dan phuong;
theo ddi, dén ddc, kiém tra cong tac phdi hop giita cac phong, don vi thudc Uy



ban nhan dan phuong theo quy dinh cua phap luat; tong hop, bao cdo Chu tich
Uy ban nhan dan phuong xir 1y nhitng vudng mic, phat sinh dé kip thoi diéu
chinh cho phu hop.

, Tham muu, giup Chu tich }jy ban nhan dan phuong trong viéc cai tién 18
161, phuong thire lam viée, chuyén doi s6, ing dung cong ngh¢ thong tin trong
cong tac chi dao, di€u hanh; duy tri ky cuong, ky ludt hanh chinh nha nuéc ¢ dia
phuong.

Tham muu, giap Chu tich Uy ban nhan dan phuong phdi hop xay dung
Quy ché phdi hop cong tac ciia Uy ban nhan din phudng voi cac co quan, to
chuc lién quan ¢ dia phuong.

Tham muu, giip Chu tich ny ban nhan dan phuong thyc hién qhé do
thong tin, bao cao dinh ky, dot xuat theo quy dinh cua phap luat va yéu cau cua
co quan c6 tham quyén.

Phél hop v61 cac co quan lién quan giup Chu tich Uy ban nhén dan
phuong tiép cong dan theo quy dinh cua phap luat va Quy ché lam viéc tiép
cong dan. Tiép nhan, tham muu, phdi hop xur 1y cic van d& bao chi néu theo quy
dinh va chi dao ciia Chu tich Uy ban nhan dan phuong.

d) Tlep nhén, xt ly, phat hanh, quan ly van ban trinh, van ban phat hanh
ciia Hoi dong nhan dan, Uy ban nhan dan, Chu tich Uy ban nhan dan phudng;
theo ddi, don dbc, kiém tra tinh hinh, két qua thuc hién; dinh ky ra soat, bao cao
Chu tich Uy ban nhan dan phudng dé bao dam sy dong bo, thong nhat trong chi
dao, diéu hanh.

DPdi voi dé an, du 4n, du thao vin ban do cac co quan trinh: Cac dé nghi
xay dung van ban quy pham phép luat, du thao van ban quy pham phap luat:
Thue hién theo quy dinh ctia phap luat vé xay dung va ban hanh vin ban quy
pham phap luat. Cac dé an, du an, du thao vin ban khong phai 13 vin ban quy
pham phap luat: Ra soat hd so; tham tra vé thi tuc, hinh thure, thé thac, noi dung,
tinh théng nhat va hop phap cua du thao van ban; dé xuat phuong an xur ly.
Trong qué trinh xr 1y, néu con ¥ kién khac nhau, chi tri hop v6i co quan, to
chte lién quan dé trao ddi, thong nhit trude khi trinh.

Pbi voi du thio bao cdo: Phdi hop véi cic co quan lién quan bién tap,
hoan chinh theo chi dao ciia Chu tich Uy ban nhan dan phudng.

Pbi voi cac van ban khac: Kién nghi v6i Chu tich Uy ban nhan dan
phuong giao co quan lién quan trién khai thyc hién hodc to chirc cac diéu kién
can thiét @& Uy ban nhan dan, Chu tich Uy ban nhan dan phuong xtr 1y theo quy
dinh cta phap luat.

d) Quan Iy, sir dung con dau, thiét bi luu khoa bi mat cta co quan theo
quy dinh cua phép luat. Luu trir van ban, hd so, tai liéu cua Uy ban nhan dan,
Chu tich Uy ban nhan dan phuong.

¢) Thuc hién ché d6 thong tin: Quan 1y, cap nhat thong tin phuc vu su chi
dao, diéu hanh cia Uy ban nhan dan, Chu tich Uy ban nhan dan phudng; phdi
hop cung cép thong tin phuc vu cong tac chi dao, diéu hanh cia Uy ban nhan



dan, Chu tich Uy ban nhan dan phuong. Quan Iy va cong bd cac thong tin chinh
thirc vé hoat dong ctua Uy ban nhan dan, Chu tich Uy ban nhan dan phuong va
cung cap thong tin theo quy dinh. Quan 1y, van hanh Cong Théng tin dién tir
phuong. Quan 1y va duy tri hoat dong mang tin hoc, Hé thdng thong tin bao cao
ctiia Uy ban nhan dan phuong theo quy dinh.

g) Tiép nhan, xtr 1y phan anh, kién nghi cta t6 chirc, ca nhan vé quy dinh,
thi tuc hanh chinh thuéc pham vi quan 1y ctia Uy ban nhan dan, Chu tich Uy ban
nhan dan phuong; theo ddi, don dbc, kiém tra tinh hinh, két qua thuc hién; dinh
ky ra soat, bao cdo Chu tich Uy ban nhan dan phuong dé bao dam su dong bo,
thong nhat trong chi dao, diéu hanh.

h) Tham muu, giup Uy ban nhan dan phuong t6 chire trién khai thuc hién
vi€c gui, nhan van ban di¢n tir va xu ly van ban, ho so cong viéc trén moi trudong
dién tir; dau mdi trién khai két ndi, lién thong cac hé thong quan 1y vin ban va
diéu hanh giira cic co quan trong hé théng hanh chinh nha nuéc tai phuong.

i) Tham muu, gitip Uy ban nhan dan phuong thuc hién chtic ning quan 1y
nha nudc vé cong tic ngoai vu, bién giéi. Thuc hién nhitng nhiém vu, quyén han
khac vé d6i ngoai do Hoi ddng nhan dan, Uy ban nhan dan, Chu tich Uy ban
nhan dan phuong phan cong.

k) Bao dam cac diéu kién vat cht, ky thuat, hau can cho hoat dong cua
Uy ban nhan dan, Cha tich Uy ban nhan dan phudng; ha ting ky thuat cong
nghé thong tin cho Cong Thong tin dién tr phuong va cac hé thong thong tin
phuc vu cong tac chi dao, diéu hanh duoc Uy ban nhan dan, Chu tich Uy ban
nhan dan phuong phan cong.

4. V& xay dung van ban quy pham phép luat:

a) Phdi hop xay dung nghi quyét, quyét dinh thuéc tham quyén ban hanh
ciia Uy ban nhan dan, Hoi déng nhan dan phudng do cac co quan chuyén mén
khac thudc Uy ban nhan dan phudng chu tri xdy dung;

b) Tham dinh dy thao nghi quyét ctia Hoi dong nhan dan, du thao quyét
dinh cua Uy ban nhan dan phudng theo quy dinh phap luat.

5. V& theo dbi tinh hinh thi hanh phap luat:

a) Xay dung va trinh Uy ban nhan dan phuong ban hanh va to chirc thuc
hién Ké hoach theo doi tinh hinh thi hanh phép luat trén dia ban;

b) Hudng dan, don dbc, kiém tra cic co quan chuyén mén thudc Uy ban
nhan dan phuong va cong chirc chuyén mén thudc Uy ban nhan dan phuong
trong viéc thuc hién cong tdc theo doi tinh hinh thi hanh phap luat tai dia
phuong;

¢) Tong hop, dé xuit voi Uy ban nhan dan phuong vé viée xur 1y két qua
theo doi tinh hinh thi hanh phap luat:

d) Theo doi tinh hinh thi hanh phép luat trong linh vuc tu phap thuoc pham
vi quan 1y nha nuéc cua Uy ban nhan dan phuong.

6. V& kiém tra vin ban quy pham phap luat:
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a) La dau méi gitp Uy ban nhan dan phudng ty kiém tra vin ban do Uy
ban nhan dan phuong ban hanh;

b) Gitp Chu tich Uy ban nhan dan phuong kiém tra vin ban cua Hoi dong
nhan dan va UBND phudng; trinh Chii tich Uy ban nhan dan phuong quyét dinh
bién phap xir Iy van ban trai phap luét theo quy dinh;

¢) Kiém tra, xir Iy d6i v6i cac van ban co chita quy pham phap luat do
Hoi ddng nhan dan hoic Uy ban nhan dan phuong ban hanh nhung khong duoc
ban hanh bang hinh thirc nghi quyét cia Hoi dong nhan dan hoic quyét dinh
ctia Uy ban nhan dan; vin ban do Chu tich Uy ban nhan dan phudng hodc chirc
danh khac ¢ phuong ban hanh c6 chira quy pham phap luét.

7. Vé ra soat, hé théng hoa vin ban quy pham phap luat:

a) La dau mbi giup Uy ban nhan dan, Chu tich Uy ban nhan dan phudng
t6 chure thuc hién viée ra soat, hé théng hoa van ban quy pham phap luat cia Hoi
d6ng nhan dan va Uy ban nhan dan phuong theo quy dinh phap luat;

b) Pon dbc, hudng dan, tong hop két qua ra soat, hé thong hoéa vin ban
chung cta Hoi dong nhan dan, Uy ban nhan dan phudng.

8. V& pho bién, gido duc phap luat va hoa giai & co so:

a) Xay dyng, trinh Uy ban nhan dan phuong ban hanh chwong trinh,
ké hoach phé bién, giao duc phap luat va t6 chure thuc hién sau khi chuong trinh,
ké hoach dugc ban hanh;

b) Theo ddi, huéng dan, thuc hién cong tac phd bién gido duc phap luat
tai dia phuong; don dbc, kiém tra cac co quan chuyén mén truc thuéc Uy ban
nhan dan phuong, co quan, té chtc c6 lién quan va Uy ban nhan dan phuong
trong vi¢c t6 chuc Ngay Phap luat nudéc Cong hoa xa hoi chu nghia Viét Nam
trén dia ban;

¢) Thuc hién nhiém vu cia co quan thuong truc Hoi dong phdi hop phd
bién, gido duc phéap luat phuong;

d) Xay dung, quan 1y doi ngii bao céo vién phap luat, tuyén truyén vién
phap luat theo quy dinh phap luat;

d) Huéng dan viéc xdy dung, quan ly, khai thdc ti sach phap
luat phuong va & cac co quan, don vi khac trén dia ban theo quy dinh phap luat;

¢) T6 chuce trién khai thuc hién cac quy dinh ctia phap luat vé hoa giai & co so.

9. Giap Uy ban nhin dan phuong thuc hién nhiém vu vé xiy dung
phuong dat chuan tiép can phép luat; 1a co quan thuong truc cta Hoi dong déanh
gia tiép can phap luat.

10. Thyc hién cac nhiém vu vé tro gitip phép 1y theo quy dinh phép luat.

11. Vé quan ly va ding ky ho tich:

a) Gitip Uy ban nhan dan phuong chi dao, kiém tra, hudng dan viéc t chirc
thuc hién cong tac dang ky va quan 1y ho tich trén dia ban;
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b) Gitip Uy ban nhan dan phuong thuc hién diang ky ho tich theo quy dinh
phap luat; dé nghi Uy ban nhan dan phudng quyét dinh thu hoi, hay bo gidy
td ho tich do Uy ban nhan dan phudng cip trai véi quy dinh ctia phap luat (trir
truong hop két hon trai phap luat);

¢) Giup Uy ban nhan dan phuong quan 1y, cip nhat, khai thac co so dit liéu
ho tich va cép ban sao trich luc ho tich theo quy dinh;

d) Quan ly, st dung SO hd tich, biéu mau ho tich; luu trir SO hd tich, hd so
dang ky hd tich theo quy dinh phap luat.

12. Thyc hién nhiém vu quan 1y vé nudi con nudi theo quy dinh phap luat.

13. V& chtng thuc:

a) Thuc hi¢n chirng thuc ban sao giéy, ban sao dién tir tir ban chinh, ching
thuc chit ky (bao gom ca chir ky nguoi dich) va ching thuc hop dong, giao dich
theo quy dinh cua phap luat;

b) Quan ly, st dung S6 chung thuc, lwu trir S6 chimg thuc, hd so ching
thuc theo quy dinh phap luat;

¢) Huéng dén, kiém tra vé nghiép vu ddi véi cong chirc Tu phép - Ho tich
thudc Uy ban nhan dan phudng trong viéc ching thyc ban sao gidy, ban sao dién
tir tir ban chinh, chimg thuc chit ky va chimg thuc hop dong, giao dich: quan
ly, str dung SO chung thuc; luu triv sb chung thuc, ho so chung thuc thude tham
quyén cia UBND phudng theo quy dinh phap luat.

14. V& quan 1y cong tac thi hanh phap luat vé xtr Iy vi pham hanh chinh:

a) Gitp Uy ban nhan dan phuong theo ddi, d6n ddc, kiém tra va bao céo
cong tac thi hanh phap luat vé xtr Iy vi pham hanh chinh trén dja ban;

b) Pé xuat Uy ban nhan dan phuong kién nghi co quan c6 tham quyén
nghién ctu, xtr Iy cac quy dinh xtr Iy vi pham hanh chinh khong kha thi, khong
phu hop véi thuc tién hoic ché)ng chéo, mau thuan v4i nhau;

¢) Hudng dan nghiép vu trong viéc thuc hién phéap luat vé xir 1y vi pham
hanh chinh.

15. Giap Uy ban nhan dan phuong thuc hién nhiém vy, quyén han vé thi
hanh 4n dan su, thi hanh an hanh chinh theo quy dinh phép luat va quy ché phdi
hop cong tac gitta co quan tu phdp va co quan thi hanh 4n dan su dia phuong do
B0 Tu phép ban hanh.

16. T6 chic tng dung khoa hoc, cong nghé; xay dung hé thdng thong
tin, luu trit phuc vu cdng tac quan 1y nha nudce vé linh vuc Tu phap.

17. Thyuc hién cong tac thong tin, théng ké, bao cdo dinh ky va dot XuAt vé
tinh hinh thuc hién nhiém vu dugc giao theo quy dinh cua Uy ban nhan dan
phuong va S& Tu phap.

18. Chu tri, phéi hop véi cac co quan lién quan giai quyét khiéu nai, to
c40; phong, chdng tham nhiing, lang phi trong hoat dong tu phap trén dia ban
theo quy dinh phap luat va phan cong ctua Uy ban nhan dan phuong.


https://trangtinphapluat.com/blog/bai-viet-hay/quan-ly-hanh-chinh/huong-dan-xu-phat-vi-pham-hanh-chinh-doi-voi-cong-dong-dan-cu/
https://trangtinphapluat.com/blog/bai-viet-hay/quan-ly-hanh-chinh/huong-dan-xu-phat-vi-pham-hanh-chinh-doi-voi-cong-dong-dan-cu/
https://trangtinphapluat.com/blog/bai-viet-hay/quan-ly-hanh-chinh/huong-dan-xu-phat-vi-pham-hanh-chinh-doi-voi-cong-dong-dan-cu/

19. Tham muu, gitip Uy ban nhan dan phuong quan 1y nha nude vé cong
tac doi ngoai dia phuong.

a) Tham muu viéc phdi hop thuc hién cac chu truong, chinh sach vé hop
tac quéc té; trién khai thuc hién cac hoat dong doi ngoai theo phan cép, uy
quyén, phan dinh tham quyén (néu c6), theo chi dao ctia Uy ban nhan dan thanh
phé, Chu tich Uy ban nhan déan thanh phé va huéng dan vé chuyén mén cta S&
Ngoai vu.

b) Tham muu viéc phdi hop thue hién cac nhiém vu quan 1y nha nudc trong
linh vuc d6i ngoai theo quy dinh phap luat.

¢) Thuc hién nhitng nhi¢m vy, quyén han khéac vé ddi ngoai do Hoi déng
nhan dan, Uy ban nhan dan, Chu tich Uy ban nhan dan phudng phéin cong.

20. Tham muu Chu tich Uy ban nhan dan phudng chi dao, t6 chic thyuc
hién:

a) Cong tac tiép cong dan: Phan coéng ngudi tiép cong dan thuong xuyén
tai tru s& Uy ban nhan dan phuong. Tham muu Chu tich Uy ban nhan dan
phuong trong thue hién nhiém vu tlep cong dan dinh ky, dot xuat theo quy dinh.
Tiép nhén, phan loai, xir Iy don khiéu nai, td cdo, kién nghi, phan anh theo quy
dinh. Tong hop tinh hinh, ket qua cong tac tlep cong dan, xur ly don tai phuong;
bao cao dinh ky va dot Xudt v&i co quan, to chirc c6 tham quyén. Tham muu
gitip Chu tich Uy ban nhan dan phudng trong viéc phdi hop v61 Van phong
Dang uy, Uy ban Kiém tra Dang uy phu’orng va co quan, t6 chirc c6 lién quan
thuc hién viéce tiép cong dan tai tru s& Uy ban nhan dan phudng.

b) Giai quyét khiéu nai: Tham muu Chu tich Uy ban nhéan dan phuong
giao co quan chuyén mon xem xét viée thu 1y khi€u nai. Tham muu Chu tich Uy
ban nhéan dan phuong trong viéc theo doi, don dbc va to chire thuc hién quyét
dinh giai quyét khiéu nai ciia Chua tich Uy ban nhan dan phudng c6 hiéu lyc
phap luat.

21. Thyc hi¢n nhi€ém vu quan ly cong tac quan tri ndi bd

a) T ch&c thl_rq hién céc van ban, quy hoach, chuong tr’inh, ké hoach do
co quan cé tham quyén ban hanh hodc phé duy¢t lién quan dén hoat dong cua
Van phong.

b) Tiép nhan, xir 1y, ban hanh va quan 1y van ban ctia Vin phong theo quy
dinh.

¢) Ban hanh vin ban quy dinh Quy ché 1am viéc cta Vin phong.

d) Quan 1y t6 chirc bd may, bién ché cong chure, co ciu ngach cong chtc,
vi tri vi€c lam theo ti€u chuan chirc danh nghé nghiép.

@) Quan 1y va chiu trach nhiém vé tai chinh, tai san duoc giao theo quy dinh.

_ 22. Dinh ky hodc theo yéu cau dot xuét, bao cao Uy ban nhan dan phuong,
v€ tinh hinh, két qua thuc hién nhiém vu duoc giao.
7 23. Thyc hién nhiém vu, quyén han khac do Uy ban nhan dan, Chu tich
Uy ban nhan dan phuong giao hoac theo quy dinh cta phép luat.



Diéu 3. Co chu to chirc

1. Lanh dao Van phong HDND va UBND phuong c6 Chanh Van phong
HDND va UBND phuong (sau day goi 1a Chanh Van phong) va Pho Chanh Van
phong HDND va UBND phuong (sau day goi la Pho Chanh Van phong). So
luong Pho Chanh Van phong do cap c6 tham quyén quy dinh.

a) Chanh Vin phong 13 ngudi ding dau, phu trach chung, truc tlep quan
Iy, diéu hanh va chiu trach nhiém trudc Thuong truc Hoi dong nhan déan, Uy ban
nhan dan, Chu tich UBND phuong va trude phap ludt vé thyc hién chirc nang,
nhiém vy, quyén han duoc gjao va toan bo hoat dff)ng cua Van phong. Thuc hién
dung ché d¢ trach nhiém doi voi nguoi ding dau co quan trong khi thi hanh
nhiém vy, cong vu theo Ngl}i dinh s6 150/2025/Nb-CP ngéy 12/6/2025 cua
Chinh phu. C6 trach nhiém t6 chirc thyc hién Luat phong, chong tham nhing,
Luat thuc hanh tiét kiém, chong lang phi tai co quan theo dung quy dinh.

~ b) Pho Chanh Van phong giap Chanh Van phong phu trach va theo doi mot
s0 mat cong tac; chiu trach nhiém trude Chanh Van phong va trudc phap luat vé
nhiém vu dugc phan cong. Khi Chanh Van phong vang mat, Pho Chanh Vin
phong dugc Chanh Van phong iy quyén diéu hanh cac hoat dong cua Van phong.

2. Viéc bd nhiém, diéu dc}ng, luan chuyén, kh,en thuong, ky luat, mién
nhi€ém, cho tr chirc, thuc hién ché dd, chinh sach doi V(:)’i Chéanh Van phong,
Pho Chénh Van phong do Chu tich UBND phuong quyét dinh theo quy dinh
cua phap luat.

3. Cac bo phan chuyén mon, gom:

a) BO phan phu trach linh vuc Van phong, doi ngoai;

b) Bo phan phu trach linh vuc Tu phap;

¢) Bo phén phu trach Tiép cong dan.

Diéu 4. Bién ché

1. Bién ché cong chirc, s6 luong nguoi lam vi€c cua Van phong HDND va
UBND phuong do Chu tich UBND phuong quyét dinh trong tong bién ché hanh
chinh ctia phuong dugc cap c6 tham quyén phé duyét.

2. Viéc bd tri, phan cong cong tac dbi véi cong chuc, sir dung ngudi lao
dong cua Van phong HDND va UBND phai can ctr vao vi tri viéc lam, chuic
danh, tiéu chuan, co cdu ngach cong chiic theo quy dinh va yéu cau nhiém vu
dugc giao.

3. Chanh Vin phong can cr bién ché dugc giao, phan cong can by, cong
chtc thuc hién theo chirc nang, nhi¢m vy ciia Van phong, co6 thé, bo tri can bg,
cong chirc phu trach riéng ting linh vuc hoac ki€ém nhi€ém mot s linh vuc trén
co soO tinh gon, hiéu qua.

Piéu 5. Ché d¢ 1am viéc, hdi hop

1. Ché do 1am viéc:
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a) Van phong HDND va UBND phuong lam viée theo ché d6 Thu truong
va theo Quy ché lam viéc ctia Uy ban nhan dan phuong; bdo ddm nguyén tac tap
trung dan chu.

b) Can by, Cong chue Van phong phai deo theé cong chirc khi thue hién
nhiém vuy; chap hanh nghiém tuc quy ché, ndéi quy co quan, thuc hién nghiém su
chi dao, phan cong nhiém vu cua lanh dao Van phong; tan tuy voi cong viée;
chap hér}h nghiém chinh gi¢ giac lam viéc theo quy dinh; co théi, do lich su,
khiém ton khi thuc hién nhiém vuy; ton trong va lang nghe y kién cta dong
nghiép va lanh dao Van phong.

¢) Can by, Cong chirc Van phong phai thuc hién ding Luat Can b, cong
churc; Luat Phong, chong tham nhiing va Luat Thyc hanh tiét ki€ém, chong lang phi.

2. Ché d6 hoi hop:

a) Hang thang, Van phong hop danh gia tinh hinh thue hién cong tac trong
thang va trién khai chuong trinh cong tac thang tlep theo, phan cong nhiém vu
cu thé cho timg can b, céng chic phu trach va trién khai thuc hién.

b) Hang quy, 06 thang va cudi ndm Vin phong cd bio cio so, tong két

cong tac theo quy dinh.
~¢) Van phong c6 thé té‘ chtrc hop dot xuét dé trién khai cac cong viéc can

thiét va cap bach theo yéu cau cua Thuong tryc HDND phuong, Uy ban nhan
dan phuong hodc cua ban nganh cap trén.

Piéu 6. Trach nhiém thi hanh

1. Chanh Van phong HDND va UBND phuong ¢6 trach nhiém t6 chirc
thue hién Quy dinh nay. Quy dinh nay la co s¢ phap ly dé Chanh Van phong xay
dung quy ché lam viéc, di€u hanh, quan 1y don vi; phan c@ng nhiém vu cho lanh
dao, cong chirc, ngudi lao dong Van phong; 1a can cit dé Thuong truc HDND,
UBND phuong giao nhiém vu cho Van phong.

‘2. Trong qua trinh thyc hién, Chanh Van phong HDND va UBND phuong
c6 thé phoi hop vdi cac co quan lién quan kién nghi, d€ xuat Chu tich Uy ban
nhan dan phuong ban hanh Quyét dinh bo sung hodc sira d61 Quy dinh nay cho
phu hop v6i quy dinh phap luat va tinh hinh thyc té./.
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