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UY BAN NHAN DAN HUY~N THQ XUAN

Can cir Luat T6 chirc chinh quyen dia phirong ngay 19 thang 6 nam 2015;
Can cir Luat ban hanh van ban quy pham phap lu~t s6 80/2015/QH13 ngay

22/6/2015;
Can cir Nghi dinh s6 3712014/Nf)-CP ngay 05/5/2014 cua Chinh phu quy

dinh t6 chirc cac co quan chuyen mon thuoc UBND c~p huyen, quan, thi xa, thanh
ph6 thuoc tinh;

Can cir Quyet dinh s6 75/2006/Q£>-TTg ngay 12/4/2006 cua Thu tu6ng
Chinh phu vS viec ban hanh Quy chS lam viec m~u cua UBND huyen; .

Can cir Quyet dinh s6 685/2007/Q£>-UBND ngay 02/3/2007 cua UBND
tinh Thanh Hoa vS viec phan cong, phan c~p quan ly t6 clnrc bQ may va can bQ
cong clnrc;

Xet dS nghi cua Truang phong NQi V\l va Chanh Van phong HDND va
UBNDhuy~n,

QUYETDINH:

Di~u 1.Ban hanh kern theo QuySt dinh nay "Quy chS lam vi~c cua UBND
huy~n ThQXU3.n, nhi~m ky 2016-2021" (co Quy chi kern thea).

Di~u 2. QuySt dinh nay co hi~u l\l'c sau 7 ngay k~ tu ngay kY·
Cac phong ban, nganh, don vi tf\l'CthuQc xay d\ffig quy chS lam vi~c cua

mlnh phil hQ'Pv6i quy chS cua UBND huy~n.
Di~u 3. Cac ong, ba thanh vien UBND huy~n, Thu truang cac cO'quan, dan

vi co lien quan, Chu tich UBND cac xa, thi tr~n chiu trach nhi~m thi hanh QuySt
dinh nay.!.

NO'inh~n:
- Nhu DiSu 3;
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- Sa N(li vv;
- Sa Tu pMp;
- TT Huy~n uy, IIDND huy~n;
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uY BAN NHAN DAN
IIlJY¢N THQ XUAN

CONG HoA xA HOI CmJ NGHIA VIET NAM. . .
DQc I~p - T\f do - H~nh phuc

QUY CHE LAM VIE:C
CVAVY BAN NHAN pAN H-yY:¢N THQ xuAN

(Ban hanh. kem thea Quyet dinh so q~j/2016/QD-UBND
ngay 6], thdng 6 ndm 2016 cua UBND huyen )

Chuong I
NHUNG QUY IlINH CHUNG

I>i~u1: Pham vi tti~u chinh
1. Quy chS nay quy dinh vS nguyen t~c, chS d(>trach nhiem, IS16i lam viec,

quan h~ cong tac va trinh tir giai quyet cong viec cua UBND huyen ThQXuan,

2. Cac thanh vien UBND, Thu tnrong cac co quan chuyen mon, co quan
thuoc UBND huyen, UBND cac xa, thi tran, cac t6 chirc, ca nhan co quan h~ lam
viec voi UBND huyen chiu sir diSu chinh cua Quy chS nay.

Di~u 2. Nguyen tic lam vi~c ciia UBND huyen.

1. UBND huyen lam viec thea nguyen t~c t~p trung dan chu, bao dam phat
huy vai tro lanh dao cua t~p thS UBND; d6ng thai dS cao trach nhiem ca nhan cua
Chu tich, Ph6 Chu tich va uy vien UBND huy~n.

2. MQi ho~t d(>ngcua UBND huy~n, thanh vien UBND huy~n phai tuan thu
cac quy dinh cua phap lu~t, S\f lanh d~o cua Huy~n uy, giam sat cua fIDND huy~n va
S\f chi d~o diSu hanh cua nha nuac c~p tren, bao dam t~p trung, dan chu, man thu cac
quy dinh cua Phap lu~t.

3. Giai quySt cong vi~c dung ph~m vi th~m quYSn va trach nhi~m duQ'c
phan cong, dung trinh t\f, thu t\lc thea quy dinh cua phap lu~t, chuang trinh, kS
ho~ch cong tac va Quy chS lam vi~c cua UBND huy~n; bao dam cong khai, minh
b~ch va hi~u qua.

4. Trong phan cong cong vi~c, m6i vi~c chi duQ'cgiao m(>tco quan, dan vi,
m(>tnguai phI,!trach va chiu trach nhi~m chinh. C~p tren khong lam thay cong
vi~c cho c~p duai, t~p thS khong lam thay cong vi~c cho ca nhan va nguQ'c l~i.
Thu truemg co quan, dan vi duQ'c giao cong vi~c phai chiu trach nhi~m truac
UBND huy~n vS cong vi~c duQ'cgiao.

5. Bao dam yeu c~u ph6i hQ'Pcong tac, trao d6i thong tin trong giai quySt
cong vi~c, trong mQi ho~t d(>ngtheo chuc nang, nhi~m V\l, quySn h~n duQ'cphap
lu~t qui dinh.

6. Phat huy nang l\fc, tinh sang t~o, chu d(>ngcua can b(>,cong chuc trong
giai quySt cong vi~c va trong mQiho~t d(>ngthea chuc nang, nhi~m V\l, quySn h~n
duQ'cphap lu~t quy dinh.
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Chuong II
TRAcH NHI~M, PH~M VI GIAI QUYET CONG VI~C

vA QUAN Ht CONG TAc CVA UBND HUytN

Di~u 3. 'I'rach nhi~m, pham vi va each thirc ghii quy~t cong vi~c ciia

UBND huyen.
1. UBND huyen giai quyet cong viec thea nhiem vu, quyen han quy dinh

tai Luat T6 chirc ehinh quySn dia phuong nam 2015. UBND huyen thao luan t~p
thS va quyet dinh thea da s6 cac v~n dS duoc quy dinh tai DiSu 28 Luat T6 chirc
ehinh quyen dia phuong nam 2015 va nhtrng chu tnrong, Nghi quyet cua Huyen
uy, HDND huyen dS ra; nhirng vk dS quan trong khac rna phap luat quy dinh
thuoc tham quyen cua UBND huyen.

2. Cach thirc giai quyet cong viec cua UBND huyen:

a. Thao luan t~p thS va quyet ngh] tirng v~n dS tai phien h9P UBND huy~n

b. D6i v6i mQt s6 v~n dS do yeu c~u c~p bach ho~c khong nh~t thiSt phai t6
chuc thao lu~ t~p thS, thea chi d~o cua Chu tich UBND huy~n, Van phong
HDND va UBND huy~n gui toan bQ ha SO'va phiSu l~y y kiSn dSn timg thanh
vien UBND huy~n dS xin y kiSn.

Cac quySt nghi t~p thS cua UBND huy~n dUQ'ethong qua khi co qua nua s6
thanh vien UBND huy~n dang y. Truang hQ'Pxin y kiSn cac thanh vien UBND
huy~n b&nghinh thue phiSu l~y y kiSn thi:

_ NSu vk dS dUQ'equa nua thanh vien UBND huy~n dang y, Van phong
trinh Chu tich UBND huy~n quySt dinh va bao cao trong phien h9P UBND huy~n
gknh~t.

_NSu v~n dS khong duQ'cqua nua s6 thanh vien UBND huy~n dang y, Van
phong HDND-UBND huy~n bao cao Chu tich UBND huy~n xem xet vi~c dua ra
thao lu~ t~i phien h9P eua UBND huy~n gk nh~t dS quySt dinh.

_Khi biSu quySt nSu s6 phiSu dang y va khong dang y b&ngnhau Chu tich
UBND huy~n quySt dinh va chiu trach nhi~m vS quySt dinh cua minh. Cac thanh
vien UBND huy~n duQ'cthao lu~ dan ehu va co quySn bao hru y kiSn nhung phai
thvc hi~n thea quySt dinh cua UBND huy~n.

Di~u 4.Trich nhi~m, ph~m vi giai quy~t cong vi~ cua Chu qch UBNDhuy~n.

1. Chu tieh UBND huy~n 18:nhd~o va diSu hanh cong vi~c cua UBND
huy~n; co trach nhi~m giai quySt cong vi~c theo quy dinh t~i DiSu 29 Lu~t T6
ehuc ehinh quySn dia phuO'ng nam 2015 va nhUng vk dS khac rna phap lu~t quy
dinh thuQc thAmquySn cua Chu tich UBND huy~n quySt dinh.

2. Chu tieh UBND huy~n chiu trach nhi~m ca nhan tru6c HDND, UBND
huy~n va CO'quan nha nu6c c~p tren; dang thai cling eac thanh vien UBND huy~n
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chiu trach nhiem t~p thS vS heat dong cua UBND huyen tnroc lIDND huyen va
co quan nha nuoc cftp tren,

3. Tnrc tiSp chi dao giai quyet nhtmg vftn dS quan trong, cftp bach, nhtrng
v§n dS co tinh chftt lien nganh lien quan dSn nhieu linh V\IC,dan vi va dia phuong
trong huyen.

4. Chu tich UBND huyen quyet dinh phan cong cong vi~c cho cac Ph6 Chu
tich, Uy vien UBND huyen va xem xet quyet dinh diSu chinh khi c~n thiet.

S. Chu tich UBND huyen phan cong 01 d6ng chi Ph6 Chu tich lam Thuong
tnrc UBND huyen dS chi dao, giai quyet cong viec khi Chu tich di vang,

Di~u 5. Trach nhi~m, pham vi giiii quy~t cfmg vi~e ella Ph6 Chii tich

UBND huy~n.
1. Ph6 Chu tich UBND huyen thirc hi~n nhi~m vv, quySn h~n do Chu tich

UBND huy~n phan cong phV trach mQt s6 linh VlJC cong tac, chi d~o mQt s6 co
quan chuyen mon, co quan thuQcUBND huy~n va UBND xa, thi trk.

2. Ph6 Chu tich UBND huy~n chiu trach nhi~m ca nhan vS cong tac cua
minh truac UBND huy~n, Chu tich UBND huy~n; d6ng thai cling cac thanh vien
khac cua UBND huy~n chiu trach nhi~m t~p thS vS ho~t dQng cua UBND huy~n
truac lIDND huy~n va UBND tinh, Chu tich UBND tinh.

3. Trong linh V\ICcong tac duqc phan cong, Ph6 Chu tich UBND huy~n c6
nhi~m V\l, quySn h~n:

a. Chu dQngkiSm tra, don d6c, huang d§n, chi d~o co quan chuyen mon, co
quan thuQc UBND huy~n, UBND xa, thi trftn trong vi~c t6 chuc th\Ic hi~n nghi
quySt cua HDND huy~n, quySt dinh, chi thi cua UBND huy~n, cua Chu tich
UBND huy~n, chu truang, chinh sach, phap lu~t nha nuac vS linh VlJC duqc phan
congo Bao cao va dS xuftt vai Chu tich UBND huy~n xem xet, quySt dinh, xu ly
kip thai cong vi~c duqc phan cong phv trach khi vuqt qua thAmquySn.

b. Chi d~o vi~c xay d\ffigva t6 chuc th\Ic hi~n quy ho~ch, dS an thuQclinh VlJC
duqc phan cong phv trach thea nght quySt HDND huy~n, quySt dinh, chi thi cua
UBND huy~n, quy ho~ch nganh, quy ho~ch t6ng thS cua cac co quan nha nuac cftp
tren va duang l6i, chinh sach cua Dang, phap lu~t cua Nha nuac.

C.Duqc su dVng quySn h~ cua Chu tich trong vi~c quySt dinh giai quySt
cac cong vi~c thuQc linh VlJC duqc phan cong va chiu trach nhi~m truac Chu tich
UBND huy~n vS nhUng quySt dinh do.

d. Trong giai quySt cong vi~c thuQc linh V\ICgiai quySt cua Ph6 Chu tich
UBND huy~n dang duqc giao phV trach c6 nQi dung lien quan dSn linh VlJC cua
Pho Chu tich khac phV trach thi cac Ph6 Chu tich phai trao d6i th6ng nhftt vai
nhau dS giai quySt. Truang hQ'Pgiua cac Ph6 Chu tich UBND huy~n con co y
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kien khac nhau thi Ph6 Chu tich UBND huyen dang chu tri giai quyet cong viec
d6 bao cao Chu tich UBND huyen xem xet quyet dinh.

d. Hang tuan cac Ph6 Chu tich t6ng hop tinh hinh cong viec diroc pharr
cong phu trach bao cao Chu tich tai cuoc hop giao ban. Trong chi dao diSu hanh,
neu co v~n dS phat sinh ngoai kS hoach, nhtrng v~n dS chua duoc quy dinh, cac
Ph6 Chu tich chu dQng dS xu~t, bao cao Chu tich UBND huyen quyet dinh, NSu
thuoc tham quyen cua UBND huyen thi bao cao Chu tich UBND huyen dS dira ra
phien hop UBND thao luan, quyet dinh.

e. Th\IChien nhiem vu khac theo S\Iphan cong cua Chu tich UBND huyen,

4. Ph6 Chu tich Thuong tf\l'c, ngoai vi~c th\Ic hi~n trach nhi~m va ph~m vi
giai quySt cong vi~c da neu t~i khoan 1, 2 va 3 diSu nay con duQ'c Chu tich uy
quySn quan ly, diSu hanh cong vi~c cua UBND huy~n khi Chu tich di vikg.

Di~u 6. Traeh nhi~m, ph~m vi giai quy~t eong vi~e ella llYvien UBND huy~n.

1. Chiu trach nhi~m tru6c UBND huy~n, Chu tich UBND huy~n vS cong
vi~c duQ'cpharr cong ph\! trach; d6ng thai tham gia giai quySt cong vi~c chung cua
UBND huy~n, cimg cac thanh vien khac cua UBND huy~n chiu trach nhi~m t~p thS
vS ho~t dQngcua UBND huy~n tru6c l:IDND huy~n va UBND tinh.

2. Tf\l'CtiSp chi d~o, diSu hanh mQt ho~c mQt s6 llnh V\ICduQ'cpharr cong;
giai quySt theo tham quySn, xin y kiSn d6ng chi Ph6 Chu tich UBND huy~n ph\!
trach kh6i tru6c khi bao cao UBND huy~n, Chu tich UBND huy~n giai quySt cac
dS nghi cua co quan, dan vi thuQc lInh V\l'Ccong tac duQ'cphan cong ph\! trach.

3. Tham d\I d~y du cac phien hQPUBND huy~n, truang hqp v~ng m~t phai
bao cao va duQ'c S\I d6ng y cua Chu tich UBND huy~n; tham gia y kiSn va biSu
quySt vS cac v~n dS thao lu~ t~i phien hQpUBND huy~n; ph6i hqp v6i cac thanh
vien khac cua UBND huy~n, Thu truOng co quan, truang cac phong, nganh thuQc
UBND huy~n dS xu ly cac v~n dS c6 lien quan dSn llnh vvc dUQ'cpharr cong ph\!
trach ho~c cac v~n dS thuQc chuc nang quan ly cua minh.

4. Thvc hi~n nhi~m V\!khac theo sv phan cong cua Chu tich UBND huy~n.

Di~u 7. Traeh nhi~m, ph~m vi giai quy~t eong vi~e ella Thll tnfo-ng
ehuyen mon thuQe UBND huy~n.

1. Chiu trach nhi~m ca nharr tru6c UBND, Chu tich UBND huy~n va tru6c
phap lu~t vS thvc hi~n chuc nang, nhi~m V\l quySn h~n duQ'cphap lu~t quy dinh va
chiu sv kiSm tra, huang d§n, chi d~o vS cong tac chuyen mon, nghi~p V\l cua co
quan chuyen mon c~p tren, co quan thuQcUBND tmh.

2. Ch~p hanh nghiem cac quySt dinh, chi d~o cua Chu tich, Ph6 Chu tich
UBND huy~n; truang hqp thvc hi~n ch~m ho~c chua thvc hi~n duQ'cphai kip thai
bao cao va neu ro ly do.
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3. Thu tnrong co quan chuyen men, co quan thuoc UBND huyen giai quyet

cac cong viec sau:
a. Cong vi~c thuoc nhiem vu, th~m quyen, clnrc nang diroc phap lu~tquy dinh,

b. Giai quyet nhtmg kien nghi, dS nghi, cong viec cua t6 chirc, ca nhan lien
quan d~n chirc nang, tham quyen quan ly cua co quan, dan vi minh; bao cao xin y
kien Pho Chu tich phu trach tnroc khi trinh Chu tich UBND huyen nhtrng viec
vuot tham quyen hoac nhtrng viec da ph6i hop giai quyet nhung y kien chua

thong nh~t.
c. Chu dQng dS xuet, tham gia y kiSn vS nhung cong viec chung cua UBND

huyen va thirc hien cac nhiem vu cong tac theo phan cong cua Chu tich UBND
huy~n va S\Iphan c~p cua Thu truCmgca quan chuyen mon c~p tinh.

d. Chiu trach nhi~m vS nQi dung, thai gian hoan thanh cac van ban, dS an
bao cao tru6c UBND huy~n, HDND huy~n khi co yeu c~u.

e. Tham gia y ki~n v6i ca quan chu tri so~n thao van ban, dS an khi co
nhiing v~n dS lien quan d~n chuc nang, th~m quySn, linh V\ICquan ly cua ca quan,

dan vt minh.
4. Thu tru6ng ca quan chuyen mon, ca quan thuQc UBND huy~n phai neu

cao trach nhi~m ca nhan, th\Ic hi~n dung quYSnh~n, nhi~m, V\l dUQ'cgiao (k~ ca
cac vi~c duqc uy quySn), khong ne tranh, dun d~y trach nhi~m, khong chuy~n
cong vi~c thuQc nhi~m V\l, th~m quySn cua minh len Chu tich UBND huy~n, Pho
Chu tich UBND huy~n ho~c chuy~n cho ca quan khac; khong giai quy~t cac cong
vi~c thuQc th~ quySn cua ca quan, dan vi khac. Chu dQng ph6i hqp v6i cac ca
quan, dan vi trong giai quy~t cac nhi~m V\l duQ'cgiao.

5. Chiu trach nhi~m vS cong tac quan ly, su d\lng thai gian, th\Ic hanh ky
cuang ky lu~t hanh chinh d6i v6i can bQ, cong chuc, vien chuc, nguai lao dQngva
quan ly tai chinh, tai san thuQc ca quan, dan vi minh.

Di~u 8. Tnlch nhi~m, ph~m vi giai quy€t cong vi~c ciia Chanh Van
phong HDND va UBND huy~n.

Ngoai vi~c th\Ic hi~n cac qui dinh t~i diSu 7 quy ch~ nay, Chanh Van phong
HDND - UBND huy~n con co trach nhi~m sau:

1. Tham mUll cho UBND huy~n, Chu tich UBND huy~n xay d\filg chuang
trinh, k~ ho~ch cong tac nam, thang va ljch cong tac hang tu~n cua Thuang tr\Ic
UBND huy~n; bao cao sa k~t, tbng k~t ho~t dQng,bao cao ki~m di~m cong tac chi
d~o, diSu hanh cua UBND huy~n va cac bao cao khac theo S\I chi d~o cua Chu

tich UBND huy~n.
2. Theo d5i, don d6c cac ca quan chuyen mon, ca quan thuQcUBND huy~n,

UBND xa, thi tr~ th\IChi~n cac chuang trinh, k~ ho~ch cong tac cua UBND huy~n.
Bon d6c cac phong, nganh, xa, thi tr~n th\Ic hi~n cac bao cao UBND tinh, Chu tich
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UBND tinh, cac so, nganh c~p tinh, UBND huyen, Chu tich UBND huyen dung thai '
gian quy dinh. Theo doi, don d6c, t6ng hQ'P,bao cao kSt qua thuc hien cac nhiem vu
Chu tich UBND huyen, cac Ph6 Chu tich UBND huyen giao cho cac phong, nganh,

cac xa, thi trful.
3. Theo doi, don d6c viec thuc hien Quy chS him viec cua UBND huyen.

Giup UBND huyen, Chu tich UBND huyen t6 chirc thirc hien quy chS phoi hop
cong tac giira UBND huyen voi Thirong true HDND huyen, Toa an nhan dan,
Vien kiem sat nhan dan, UBMTTQ Vi~t Nam va cac doan thS c~p huyen,

4. Theo doi, nam tinh hinh heat dQng chung cua UBND huyen, t6 chirc viec
thu thap, t6ng hop va cung c~p thong tin phuc vu chi dao, diSu hanh cua UBND
huyen, Chu tich UBND huy~n, cac Ph6 Chu tich UBND huy~n.

5. Tham mUll cho Chu tich UBND huy~n t6 chuc th\Ic hi~n t6t hO(:ltdQng
cua trung tam mQt cua di~n illhuy~n thea co chS "mQt cua","mQt cua lien thong"
va bQph~ tiSp nh~n va tra kSt qua t(:licac xa, thi tr~n.

6. Dam bao cac diSu ki~n lam vi~c va t6 chuc ph\lc V\l cac hO(:ltdQng cua
HDND huy~n, Thucmg tf\IC HDND huy~n, cac Ban cua HDND huy~n, UBND
huy~n, 'Chu tich UBND huy~n va cac Ph6 Chu tich UBND huy~n. Dam bao diSu
ki~n co s6 v~t ch~t, trang thiSt bi, diSu ki~n lam vi~c cho can bQ, cong chuc thuQc

co quan UBND huy~n.
7. T6 chuc vi~c cong b6, thea d5i, kiSm tra, don d6c vi~c th\Ic hi~n cac van

ban cua HDND, UBND huy~n d6i v6i cac co quan chuyen mon, co quan thuQc
UBND huy~n, cac xa, thi trful. Tham muu cho Chu tich UBND huy~n cac bi~n
phap vS nang cao hi~u l\Ic, hi~u qua ban hanh van ban trong chi d(:lo,diSu hanh.

8. Giai quySt mQt s6 cong vi~c C\l thS khac do Chu tich, Ph6 Chu tich

UBND huy~n giao.

f)i~u9. Quan h~ eong bie eua UBND huy~n.

1. UBND huy~n chiu S\I chi d~o tf\ICtiSp cua UBND tinh, S\IHinh d~o cua
Huy~n uy; th\Ic hi~n bao cao chuang trinh cong tac dinh ky, dQt xu~t, cac nhi~m
V\lphat sinh dSn UBND tinh, ThuOng tr\Ic Huy~n uy, BTV Huy~n uy thea chS dQ
quy dinh; d6ng thai chiu S\I giam sat cua HDND huy~n trong vi~c chi d(:lo,diSu
hanh th\Ic hi~n Nghi quySt cua Huy~n uy, HDND huy~n, duang l6i chinh sach
cua Dang, phap lu~t cua Nha nu6c.

2. UBND huy~n ph6i hqp ch~t che v6i Thuang tr\Ic HDND huy~n trong
vi~c chu~n bi chuang trinh va nQi dung lam vi~c cua ky hQpHDND, cac bao cao,
dS an cua UBND huy~n trinh HDND cUng c~p, giai quySt cac v~n dS nay sinh
trong qua trinh th\Ic hi~n nghi quySt cua HDND huy~n, giai quySt thea th~m
quySn cac kiSn nghi cua HDND, cac Ban cua HDND huy~n va tra lai ch~t v~n
cua d(:libiSu HDND huy~n.
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3. UBND huyen phoi h9'P chat che v6i UBMTTQ, cac doan thS chinh tri xa
hQi trong thuc hien cac nhiem vu chinh tri a dia plnrong; cham 10, bao v~ 1Q'iich
chinh dang cua nhan dan, tuyen truyen, giao due, van dQngnhan dan tham gia xay
d1J11g,cung c6 chinh quyen vtrng manh, tv giac thuc hien cac chu tnrong, duong
l<~icua Dang, chinh sach va phap lu?t cua Nha mroc. UBND huyen co trach
nhiem tao diSu kien dS UBMTTQ huyen, cac dean thS c~p huyen hoan thanh t6t
clnrc nang, nhiem vu.

4. UBND huyen phoi h9'P voi Vien kiem sat nhan dan, Toa an nhan dan
huyen trong viec d~u tranh phong, chcng tQi pham va cac hanh vi vi pham phap
luat; bao dam thi hanh phap 1u~ttai dia phirong.

ChaO'ng III
CHUONG TRiNH CONG TAc CVA UBNDHUytN

Di~u 10. Cae lo~i ehuO'ng trinh eong tae

1. Chuang trinh cong tac nam cua UBND huy~n g6m: nhUng nhi~m V\l,
giai phap cua UBND huy~n tren cac linh vvc cong tac trong nam, cac bao cao, dS
an vS co ch~ chinh sach, quy hO:;ich,k~ hO:;ich... thuQc ph:;imvi quy~t dinh, phe
duy~t cua UBND huy~n, Chu tich UBND huy~n ho~c trinh HDND huy~n, UBND
tinh, Chu tich UBND tinh trong nam.

2. Chuang trinh cong tac quy 1aC\lthS hoa chuang trinh cong tac nam duQ'c
quy dinh thvc hi~n trong timg quy va nhUng cong vi~c b6 sung, diSu chinh cful
giai quy~t trong quy.

3. Chuang trinh cong tac thang 1a C\l thS hoa chuang trinh cong tac quy
duQ'c quy dinh thvc hi~n trong timg thang cua quy va nhUng cong vi~c c~n b6
sung, diSu chinh trong thang.

4. Lich cong tac tu~n g6m cac cong vi~c rna Chu tich va cac Pho Chu tich
giai quy~t hang ngay trong tu~n.

UBND huy~n chi thao 1u~ va giai quy~t nhUng nQi dung cong vi~c co
trong chuang trinh cong tac cua UBND (trir truang h9'P dQtxu~t, c~p bach do Chu
tich UBND huy~n quy~t dinh).

Di~u 11. Trinh tl}'xay dl}'ngehuO'ng trinh eong tae

1.Xay d1J11gChuang trinh cong tac nam:

a. Ch~m nh~t tru6c ngay 31 thang 10 hang nam, cac co quan chuyen mon,
co quan thuQcUBND huy~n, UBND xa, thi tr~n gui Van phong HDND va UBND
huy~n danh m\lc cac dS an, van ban cful trinh UBND, Chu tich UBND huy~n ban
hanh ho~c trinh HBND huy~n ban hanh trong nam t6i. Cac dS an, van ban trong
chuang trinh cong tac phai ghi ra s6 thu tv, ten dS an, ten van ban, nQi dung chinh
cua dS an, co quan chu tri, co quan ph6i h9'P va thai gian trinh.
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b. van phong JIDND va UBND huyen t6ng hQ'P,du kiSn chuang trinh cong
tac nam sau cua UBND huy~n; cham nh~t vao ngay 25 thang 11 gui lai cac co

quan lien quan tham gia y kiSn.
c. Ch~m nh~t (07) ngay lam viec, kS til ngay nh~n duoc dir thao Chuang

trinh cong tac nam sau cua UBND huy~n, co quan duoc hoi y kien co trach nhiem
tra lei, giri lai Van phong JIDND va UBND huyen hoan chinh, trinh Chu tich
UBND huyen xem xet viec trinh UBND vao phien hop thirong ky cuoi nam.

d. Ch~m nh~t (07) ngay lam viec, k@til khi Chuang trinh cong tac nam
duoc UBND huy~n thong qua, Van phong HDND va UBND huyen trinh Chu tich
duyet, gtri thanh vien UBND, co quan chuyen mon, ca quan thuoc UBND huyen,
UBND xa, th] tran biet, thuc hien.

2. Xay dung chuang trinh cong tac quy:
a. Ch~m nh~t vao ngay 20 cua thang cu6i quy, ca quan chuyen mon, ca quan

thuQc UBND huy~n, UBND xii, thi tr~n gui Van phong JIDND va UBND huy~n
baa coo d{mh ghi kSt qua th\lChi~n chuang trinh cong tac quy do, ra soat cac viln db
cful diSu chinh, b6 sung vao Chuang trinh cong tac quy sau cua UBND huy~n.

b. Van phong JIDND va UBND huy~n t6ng hQ'P, xay d\fllg Chuang trinh
cong tac quy sau cua UBND huy~n, trinh CM tich UBND huy~n quySt dinh.

c. Ch~m nh~t vao ngay 25 cua thang cu6i quy, Van phong HDND va
UBND huy~n co trach nhi~m trinh Chu tich UBND huy~n phe duy~t chuang trinh
cong tac quy sau cua UBND huy~n, gui ca quan chuyen mon, ca quan thuQc
UBND huy~n va UBND xii, thi tr~n biSt, th\Ic hi~n.

3. Xay d\fllg chuang trinh cong tac thang:
a. Ch~m nh~t vao ngay 20 hang thang, Thu truemg ca quan chuyen mon, ca

quan thuQc UBND huy~n, CM tich UBND xii, !hi triln can Cll vao chuang trinh
cong tac quy, nhfmg v~n dS con t6n dQng ho~c m6i phat sinh, xay d\fllg chuang
trinh cong tac thang sau cua dan vi minh, gui Van phong HBND va UBND huy~n.

b. Van phong I-IDND va UBND huy~n t6ng hQ'P Chuang trinh cong tac
hang thang CllaUBND huy~n. Chuang trinh cong tac thang cua UBND huy~n cfin
dugc chia theo tUng linh V\ICdo CM tich, cac Pho CM tich ph\! trach giai quySt.

c. Ch~m nh~t vao ngay 30 hang thang, Van phong HBND va UBND huy~n
trinh chu tich UBND huy~n duy~t Chuang trinh cong tac thang sau cua UBND
huy~n, gui cac ca quan chuyen mon, ca quan thuQc UBND huy~n va UBND xii,
thi tr~ biSt, th\Ic hi~n.

4. Xay d\fllg lich cong tac tuful:
Can cli vao lich lam vi~c cua UBND tinh, Chu tich UBND tinh, cac sa,

ngimh c:l.ptinh, Ban Thuimg V\l Huy~n uy va chi d~o cua CM tich, cac PM CM
tich UBND, Van phong HDND va UBND huy~n xily dvng lich lam vi~c tufin sau
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cua Chu tich va cac Pho Chu tich UBND huyen, trinh Chu tich quyet dinh cham
nh~t van chieu thir sau tu§n truce va thong bao cho cac co quan, t6 clnrc, ca nhan
lien quan chuan bi, thuc hien.

Cac cc quan, dan vi khi co dS nghi lam viec voi Chu tich, hoac Pho Chu
tich UBND huyen d@giai quyet cong viec trong tuan, phai co dang ky voi Van
phong HDND-UBND huyen cham nh~t vao thir nam tuan truce.

S.Van phong HDND va UBND huyen co trach nhiem tham rmru cho UBND
huyen trong viec xay dung, diSu chinh va don d6c viec thuc hien chuang trinh
cong tac cua UBND huyen. Viec diSu chinh chuang trinh cong tac do Chu tich
UBND huyen quyet dinh, Van phong thong bao kip thai d@cac thanh vien UBND
huy~n, thu truOng cac ca quan lien quan biSt, thvc hi~n.

6. Trong qua trinh xay dvng Chuang trinh cong tac Van phong HBND va
UBND huy~n ph6i hQ'Pch~t che v6i Van phong Huy~n uy d@dam bao sv th6ng
nh~t trong Hinhd~o, diSu haM, tinh khoa hQc, hi~u qua.

Di~u 12. Theo doi, danh gia k~t qua th,!C hi~n chm)'ng trinh cong tac

1. Binh ky thang, quy, 6 thang va nam tren ca sa chuang trinh cong tac cua
UBND huy~n duQ'cphe duy~t, ca quan chuyen mon, ca quan thuQc UBND huy~n
va UBND xa, thi tr~ co trach nhi~m danh gia, ki@mdi@mkSt qua thvc hi~n ph§n
cong vi~c cua dan vi minh, bao cao UBND huy~n (qua Van phong HDND va
UBND huy~n) kSt qua xu ly cac dS an, cong vi~c do ca quan minh chu tri; cac dS
an, cong vi~c con t6n dQng,huang xu ly tiSp thea va nhUng kiSn nghi dS xu~t.

2. Van phong co trach nhi~m t6ng hQ'P,trinh Chu tich UBND huy~n quySt
dinh diSu chinh, b6 sung van chuang trinh cong tac, phil hQ'Pv6i yeu c~u chi d~o
diSu haM cua UBND huy~n; dinh ky 6 thang va nam bao cao UBND huy~n kSt
qua thvc hi~n chuang trinh cong tac cua UBND huy~n.

3. Vi~c danh gia kSt qua thvc hi~n chuang trinh hang quy, hang nam t6ng
hQ'Ptren ca sa kSt qua thvc hi~n chuang trinh cong tac thang.

Di~u 13. Chu§n bi d~ an, van ban trinh UBND huy~n

1. Tren ca sa chuang trinh, kS ho~ch cong tac cua UBND huy~n, Thu
truOng ca quan chuyen mon chu tri tiSn hanh xay dvng dS cuang van ban, dS an
trinh Pho Chu tich UBND huy~n ph\! trach phe duy~t, sau khi dS cuang duQ'cphe
duy~t t6 chilc xay dvng k@ho~ch dV thao van ban, dS an. KS ho~ch dv thao van
ban, dS an cua ca quan chu tri c~n xac dinh ro s6 thil tv, ten van ban, dS an, nQi
dung chinh cua van ban, dS an, dan vi chu tri so~ tha~, dan vi ph6i hQ'P,tiSn dQ
thvc hi~n va thai gian trinh.

2. Thu truOng ca quan chu tri so~ thao van ban, dS an c6 trach nhi~m t6
chilc vi~c xay dvng nQi dung van ban, dS an bao dam dung th@thilc, thu Wc, trinh
tv so~n thao; l~y y kiSn tham gia cua cac ca quan lien quan, y kiSn th~m dinh cua
phong Tu phap huy~n (d6i v6i van ban quy ph~m phap lu~t) va bao dam thai h~n
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trmh, Truimg hop ck phai diSu chinh nOi dung, pham vi hoac thoi han trinh, Thu
wimg co quan chu tri soan thao phai bao cao CM tich hoac PM Chu tich UBND

huy~n phu trach xem xet, quy@tdinh.
3. DAi voi van ban quy ph~ phap I~t, viec lAyY kiSn va tra loi y kien phai

tuan thu Luat ban hanh van ban quy ph~ pMp luat s6 80/2015/QH!3 ngay
22/6/2015. Thu mrong CC1 quan chuyen mon, ca quan thui)c UBND huyen khi
dircc yeu c,lu tham gia y kiSn v~ d~ an, van ban co lien quan dBnlinh V1,IC quim Iy
cua co quan, don vi rnlnh, co trach nhiem tra 1m bang van ban theo dung ni)i
dung, thai gian yeu c~u va chiu tracn nhiem vS y kien tham gia.

4. Chilnh Van ph/mg chiu trach nhi~m truoc UBND huy~n vi~c theo doi,

don d6c vi~c chuful bi van bim, dS an trinh UBND huy~n.
ChU'O'ngIV

THU Tl)C TRiNH, BAN HANH vA K1EM ,TRA
Vlt-C THl!C Hlt-N VAN BAN

Di~u 14. Hil sO' trluh UBND, Chli !jch UBND huy~n gilli quyi\t cong

vi~c bao g6m:
1. D6i v6i cac van ban chi d:;to diSu hanh tren cac linh vvc thi cac co quan

chuyen mon, cac ph/mg thuOcUBND huy~n chu di)ng tham muu SO'!llthao, ph6i
hgp voi Van phOng HDND - UBND huy~n thfun dinh thS thuc, trinh Chu tich,

Pho Chu tich ky ban hanh.
2. D6i voi cac d\! an, van ban theo chuong trinh ciing tac; hi; scrtrinh CM

tich, Pho Chu tich UBND huy~n g6m:
a. Ni)i dung Til trinh dS an, van ban gi;m: S\! ck thibt, lu~ cu ban hilnh

van ban, dS an; nhiing nOi dung chinh cua van ban, dS an va nhiing Y kiSn con
khac nhau. Til trinh phili do nguai c6 thfun quYSnkY va dong diu dUngquy dinh.

b. Dv thao dS an, van ban.
c. Bao cao t6ng hgp Y kiSn tham gia cua cac ccr quan va gilli trinh ti~p thu

cua co quan chu tri so:;tnthao dS an, van ban.
d. Van ban tham gia y ki@ncua cac co quan co lien quan.

e. Cac tai li~uc~nthiSt khac (nSu co)
f. Van ban thfun dinh cua phOng Tu philp huy~n (d6i voi van biin quy ph~

phap lu~t).
Di~u 15. Th~m tra h6 sO'd~ an, van ban quy ph~m phap lu~t trinh

1. Tit ca hi; scrvS dS an, van ban do CC1 quan chuyen mon, CO' quan thui)c
UBND huy~n, UBND xli, thi tcin cM tri SO'!llthilo, woc khi trinh Chu tich, Pho
CM tich UBND huy~n phili qua Van phOng db Jiun thu 1\1cvao s6 cilng van dbn.
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Van phong thuc hien viec thfun Ira vS thu tuc hanh chinh, hinh thirc va th~thirc

van ban.
2. Khi nhan duoc h6 SO'trinh, Van phong kiem tra h6 SO'vS thu WC,thS thirc,

hinh thuc van ban:
a. NSu h6 SO'do CO'quan chu tri soan thao gjri trinh khong dung qui dinh tai

diSu 14 quy chS nay, t6i da trong hai (02) ngay lam viec, kS tir ngay nhan, Van
phong tra lai va yeu c~u CO'quan chu tri b6 sung h6 SO'thea quy dinh.

b. NSu h6 SO'trinh khong phil hQ'PvS thS thirc, hinh thuc; nQi dung van ban
khong bao dam vS chuyen mon va tinh thong nh~t thi Van phong trao d6i voi CO'

quan chu tri soan thao dS chinh sua cho phil hQ'P.

Truong hQ'P giua CO'quan chu trl soan thao va Van phong khong thong nh~t
thi Van phong bao cao Chu tich, Pho chu tich UBND huy~n quySt dinh.

Di~u 16.XiI'ly hBsO'trinh giiii quy~t cong vi~c

1. Chu tich, Pho Chu tich UBND huy~n xem xet, giai quySt cong vi~c can cu
vao h6 SO'vS dS an, van ban cua CO'quan trinh va YkiSn thfun tra cua Van phong.

2. Ch~m nh~t hai (02) ngay lam vi~c, kS ti:r khi nh~ duQ'c h6 sO'trinh, Chu
tich, Pho Chu tich UBND huy~n cho y kiSn giai quySt ho~c ky ban hanh. D6i v6i
v~n dS co nQi dung phuc tc;tP,c~ thiSt phai dua ra hQp thao lu~n, ho~c phai trinh
UBND huy~n xem xet, quySt dinh thi Chu tich, Pho Chu tich giao Van phong
ph6i hQ'Pv6i CO'quan chu tri soc;tllthao chuAn bi thea yeu c~u.

3. Khi van ban, dS an trinh da duQ'c Chu tich, Pho Chu tich UBND huy~n
cho y kiSn giai quySt, Van phong ph6i hQ'Pv6i CO'quan chu tri hom chinh dS an,
van ban, trinh Chu tich, Pho Chu tich UBND huy~n ky, ban hanh.

4. Tru6c khi trinh van ban dS Chu tich, Pho Chu tich UBND huy~n ky,
TruOng cac phong, nganh phai kiSm tra, kY t~t vao cu6i van ban tru6c khi trinh kY
(nSu co tai li~u giili trinh v~ van bim trinh ky thl phili girl kern theo). Nguai k:Y tilt
vao cu6i van ban phai chiu trach nhi~m tf\l'C tiSp tru6c nguai ky vS tinh phap ly
cua van ban do. Khong dS can bQ chuyen mon trinh ky (tm nhUng van ban Chu
tich, Pho Chu tich UBND huy~n giao tf\l'c tiSp cho can bQ chuyen mon tham muu

so:;tnthao).
5. Sau khi da duQ'c lanh d:;to ky, tuy~t d6i khong duQ'c them bOt nQi dung

cua van ban nSu khong co S\I d6ng y cua nguai kY. Truang hQ'P phat hi~n co S\I
sai sot vS nQi dung ho~c thS thuc van ban thi phai bao cao ngay v6i Chanh Van

phong dS xin y kiSn nguai kY·

Di~u 17. Th§m quy~n kY van ban

1. Chu tich UBND huy~n ky cac van ban sau day:
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a. Van ban quy pham phap lu~t cua UBND huyen; to' trinh, cac bao cao, cong
van hanh chinh cua UBND huyen gjri co quan Nha mroc c§.ptren va lIDND huyen.

b. Cac van ban thuQc tham quyen quy~t dinh cua Chu tich UBND huyen quy
dinh tai Luat T6 chuc chinh quyen dia phuong nam 2015 va cac van ban quy pham
phap lu~t khac quy dinh thuoc thfun quySn quy~t dinh cua Chu tich UBND huyen,

2. Pho Chu tich UBND huyen ky thay Chu tich UBND huyen nhfrng van
ban thuoc Iinh VlJC duoc Chu tich phan cong phu trach hoac Chu tich uy quyen.

3. Chanh Van phong kY thira lenh Chu tich UBND huyen van ban Thong bao
k~t luan cua Chu tich UBND huyen, Pho Chu tich UBND huyen trong cac phien hop
UBND huy~n, cac van ban gi§.yto' khac khiChu tich UBND huy~n giao.

I)i~u 18. Ph at himh, cong b6 van ban

1. Van thu co trach nhi~m la khau cu6i cilng kiSm soat, dang ky vao s6
cong van di, dong d§.u,phat hanh van bfm va luu l~i ban g6c. N~u van bfm con sai
sot vS thS thuc ho~c chua co nguai ky t~t vao cu6i van bfm thi van thu khong phat
hanh van ban do. Vi~c giai quy~t cong van di duQ'cth\fc hi~n chu y~u chuySn qua
h~ th6ng m~ng d~n cac co quan, don vi, xa, thi tr§.n.NhUng van ban phai gui b~ng
van ban gi§.y thi Van thu chuySn 2 l~nJtu~n (vao thu 2 va thu 5); nhUng van ban
c~n thi~t, dQt xu§.tphai gui ngay thi phai co y ki~n cua Chu tich, cac Pho Chu tich

ho~c Chanh, Pho Van phong.
2. Van ban quy ph~ phap lu~t do HDND huy~n, UBND huy~n ban hanh

phai duQ'cgui d~n cac co quan c§.ptren, cac co quan co thfun quySn giam sat, cac
t6 chuc, ca nhan hUll quan t~i dia phuong va cong b6 dS nhful dan bi~t.

3. Van ban do fIDND huy~n, UBND huy~n ban hanh phai duQ'cphan lo~i,
luu tru mQt cach khoa hQcva c~p nh~t kip thai.

4. Van phong HDND - UBND huy~n co trach nhi~m kiSm soat, quan ly,
c~p nh~t, luu tru, khai thac van ban phat hanh, van ban d~n cua UBND huy~n theo

quy dinh.
I)i~u 19. Ki~m tra vi~c thi hitnh van ban

1. Chu tich UBND huy~n co trach nhi~m t6 chuc, chi d~o thuang xuyen tv
kiSm tra ho~c t6 chuc dow kiSm tra chuyen dS vi~c thi hanh van ban t~i dia
phuong khi c~ thi~t; quy~t dinh xu ly ho~c uy quySn cho Ph6 Chu tich xu ly thea
th~m quySn ho~c bao cao co quan c6 th~m quySn xu ly van ban trai phap lu~t, sua
d6i, b6 sung nhUng quy dinh khong con phil hqp.

2. Pho Chu tich UBND huy~n kiSm tra vi~c thi hanh van ban thong qua lam
vi~c 1:r\IctiSp v6i ca quan, dan vi thUQC linh V1!C dugc phiin c6ng ph\! tn1chnhfun
ch§.nchinh kip thai nhUng vi ph~m vS kY cuong, ky lu~t hanh chinh nha nu6c va
nang cao trach nhi~m thi hanh van ban; xu ly thea th~m quySn cua Chu tich UBND
huy~n van ban trai phap lu~t, b6 sung, sua d6i nhUng quy dinh khong con phil hqp
thuQclinh VlJC ph\! trach khi duQ'cChu tich UBND huy~n uy quySn.
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3. Thu tnrong cac co quan chuyen men, cac co quan thuoc UBND huyen
thtrong xuyen ttr kiem tra viec thi hanh van ban, kip thai bao cao va kien nghi
Chu tich, Ph6 Chu tich UBND huyen phu trach xu ly thea tham quyen van ban
ban hanh trai phap luat, sua d6i, b6 sung nhtmg quy dinh khong con phil hQ'P
thudc linh VlJCquan ly cua co quan, dan vi minh.

4. Phong Tu phap huyen co trach nhiem giup UBND huyen thuc hien
nhiem vu quan ly nha mrcc vS cong tac kiem tra van ban tren dia ban huyen.

Di~u 20. Ti~p nh~n va xii' ly van ban d~n.

1. Hang ngay van thir c~p nhat, van s6 t~t ca cac van ban dSn qua dtrong
cong van va qua duong thir di~n nr chuyen cho Chanh Van phong xu ly, chuyen
dSn Chu tich, cac Ph6 Chu tich UBND huy~n. Sau khi Chu tich, cac Ph6 Chu tich
xem xet nQi dung van ban chuySn ca quan chuyen mon, ca quan thuQc UBND
huy~n qua Van thu thi van thu VaGs6 va chuySn dSn cac ca quan chuyen mon giai

quyet.
2. D6i vai nhfrng van ban dSn c6 d6ng d~u "M~t" van thu chuYSntrlJc tiSp

cho Chanh Van phong tnfc tiSp xu ly thea h~ th6ng cong van m~t. Nhung cong
van gui dich danh Chu tich, cac Ph6 Chu tich thi van thu tiSp nh~n va chuySn
trlJc tiSp cho nguai nh~n.

3. Hang ngay vao luc 16hOOVan thu chuySn cong van, bao chi dSnThuOng
tl1JCHDND, UBND huy~n. Van thu luu b;dban g6c, hang nam t6 chuc s~p xSp,
luu tm theo quy dinh hi~n hanh.

ChU'O'ngV
CHE DO HOI HQP, TIEP KHAcH, DI CONG TAc

vA THONG TIN BAo cAo

Di~u 21. Phien hQpUBND huy~n

1. chuk bi va tri~u t~p phien hQp

a. UBND huy~n hQpthuOng ky m6i thang mQt l~n. Thai gian tri~u t~p phien
hQp do Chu tich UBND huy~n quySt dinh. Chu tich UBND huy~n chu tQaphien
hQPUBND huy~n, khi Chu tich v~g m~t thi uy quySn Ph6 Chu tich ThuOng tflJc
thay Chu tich chu to~ phien hQP.Chu tich, cac Ph6 Chu tich UBND huy~n chu tri
vi~c thao lu~n tUng dS an trinh UBND huy~n theo linh VlJCduQ'cph§n congo

b. Ca quan chu tri so~n thao dS an, van ban phai gui h6 sa truac it nh~t 02
ngay dS Chu tich ho~c Ph6 Chu tich UBND huy~n ph\! trach linh VlJCxem xet,
quySt dinh vi~c trinh ra phien hQP·

c. Van phong c6 nhi~m V\l dlJ kiSn chuang trinh va thanh ph~ phien hQP,
trinh Chu tich UBND huy~n quySt dinh; don d6c cac ca quan chu tri gui van ban va
cac tai li~u lien quan dSn cac thanh vien UBND huy~n va d~i biSu truac phien hQp
tiSn hanh 03 ngay; chuAnbi cac diSu ki~n ph\!c V\l phien hQP·
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2. Thanh phan du phien h9P

a. Thanh vien UBND huyen phai tham du d~y du cac phien h9P UBND
huyen, nSu vang mat phai diroc Chu tich UBND huyen d6ng y. Uy vien UBND,
Thu twang co quan chuyen mon, co quan thuoc UBND huyen co th~ uy nhiem
cho c~p pho du h9P thay va chiu trach nhiem vS y kien phat bieu tai phien h9P cua
nguoi do minh uy nhiem. Phien h9P UBND huyen chi diroc tien hanh khi co it
nh~t hai phan ba (2/3) t6ng s6 thanh vien UBND huyen tham du;

b. Khach moi tham du phien h9P UBND huyen:

_Dai dien Thuong tnrc IIDND huyen, T6 tnrong t6 dai bieu lIDND c~ptinh;

_ Chu tich UB MTTQ va tnrong cac doan th~ c~p huyen, dai dien cac Ban
cua lIDND huyen, Vien tnrong Vien Ki~m sat nhan dan huyen, Chanh an Toa an
nhan dan huy~n duQ'cmai tham dv phien h9P khi ban vS cac v~n dS co lien quan.

_Chu tich lIDND, nguai dUngd~u ca quan hanh chinh nha nu&cc~p du&iva
cac dC}.ibi~u khac duQ'cmai tham dv khi ban vS cac v~n dS co lien quan.

3. DC;libi~u dv h9P khong phai la thanh vien UBND huy~n duQ'cfiai phM
bi~u y kiSn, nhung khong co quySn bi~u quySt.

4. Trinh tv phien h9P

a) Chanh Van phong bao cao s6 thanh vien UBND co m~t, ving m~t, nhUng
nguai dv h9P thay, dC;libi~u mai va chuang trinh phien h9p.

b) Chu toC;ldiSu khi~n phien h9P·

c) UBND thao lu?n tung n<)idung thea trinh tV:

_Thu twang ca quan chu tri sOC;lnthao trinh bay tom tit van ban (khong d9C
toan van), neu ra nhfing v~n dS con co y kiSn khac nhau, nhfing v~n dS c~n thao
lU?nva xin y kiSn tC;liphien h9P vS van ban.

_Cac dC}.ibi~u dv h9P phat biSu y kiSn noi ra nhfing n<)idung d6ng y, khong
d6ng y, nhUng n<)idung c~ lam ra ho~c kiSn nghi diSu chinh, b6 sung.

_ Thu twang co quan chu tri sOC;lnthao van ban phat bi~u y kiSn tiSp thu,
giai trinh nhfing di~m chua ra, chua nh~t tri; tra lai cac cau hoi cua dC}.ibi~u.

_Chu tich ho~c Pho Chu tich chu tri thao lU?n,kSt lU?nva l~y bi~u quySt.NSu
dugc qua mia s6 thanh vien UBND tan thanh thi van ban duQ'cthong qua; truang
hqp con vk dS thao lU?nchua ra Chu tich UBND huy~n xem xet quySt djnh.

- Chu toC;lphat bi~u kSt lu~ phien h9p·

5. Bien ban va thong bao kSt qua phien h9P

a. Bien ban phien h9P UBND huy~n phai duQ'cghi d~y du, chinh xac cac y
kiSn phat bi~u, di~n biSn cua phien h9P, kSt qua bi~u quySt (nSu co), y kiSn kSt
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luan cua chu toa. Bien ban phai co chtr Icy xac nhan cua Chanh Van phong va hru
h6 sa cua UBND huyen.

b. Chanh Van phong t6 clnrc viec ghi bien ban va co trach nhiern thong bao
kip thai bfulg van ban vS y kien kSt lu?n cua chu toa phien hQP,gtri cac thanh vien
cua UBND huyen, cac t6 chirc, ca nhan lien quan biet, thuc hien.

f)i~u 22. HQp xii' ly cong vi~c thuong xuyen, dQt xu~t, c~P bach ciia
Chii tich, Ph6 Chii tich UBND huyen

1. HQP giao ban hang tuan: Chu tich, cac Pho Chu tich UBND huyen tien
hanh hQPgiao ban dinh ky hang tuan,

a. Chu tich UBND huyen quyet dinh viec trieu t?P, thanh phan, nQi dung,
thai gian va chu tri hop giao ban. Truong hQ'PChu tich vang mat, uy quyen cho
mQtPho chu tich chu tri thay;

b. Thanh ph~n hQp giao ban g6m: Chu tich, cac Pho Chu tich va Chanh Van
phong. Truang hQ'Pc~n thiSt, co thS g6m Thu tru6ng mQt s6 cO'quan chuyen mon,
cO'quan thuQc UBND huy~n, Chu tich UBND xa, thi tr:1ndS ban nhUng veind~ co
lien quan.

c. Trinh tv va nQi dung hQp giao ban: Chanh Van phong bao cao nhUng
cong vi~c chinh da xu ly trong tu~n; nhUng cong vi~c t6n dQng,m6i phat sinh c~n
xin y kiSn Chu tich, Pho Chu tich va dv kiSn lich cong tac tu~n sau. £)~i biSu dV
hQPphM biSu y kiSn, d~ xU:1tbi~n phap xu ly thuQc th~m quy~n. Chu tich ho~c
Ph6 Chu tich UBND huy~n chu tri phat biSu kSt lu?n hQp giao ban.

2. HQPxu ly cac cong vi~c philc t~p, dQtxU:1t,c:1Pbach:

a. Theo y kiSn chi d~o cua Chu tich, Pho Chu UBND huy~n, Chanh Van
phong co trach nhi~m gui gi:1Ymai, tai li~u lien quan dSn cac d~i biSu, chu~n bi
cac di~u ki~n ph\lc V\l cUQchQP; ra thong bao y kiSn kSt lu?n cua Chu tich, Ph6
chu tich UBND huy~n chu tri cUQchQPho~c ph6i hQ'Pv6i co quan chu tri d~ an
hoan chinh van ban, trinh Chu tich, Ph6 Chu tich UBND huy~n quySt dinh.

b. D~i biSu duQ'c mai dV hQp co trach nhi~m tham gia dung thanh ph~n,
dUngthai gian va chu~n bi y kiSn v~ cong vi~cduQ'cdua ra thao lu?n t~i cUQch9P;

c. CO'quan chu tri cong vi~c duQ'cdua ra thao lu?n t~i cUQch9P c6 trach
nhi~m chu~n bi d~y du tai li~u, y kiSn giai trinh; ph6i hQ'Pv6i Van phong dv thao
thong bao y kiSn kSt lu?n cua Chu tich, Ph6 chu tich UBND huy~n t~i cUQch9P
hoan chinh van ban, trinh Chu tich, Ph6 Chu tich UBND huy~n quySt dinh.

f)i~u 23. TB ehrrc hQP, hQi nghj eua CO' quan ehuyen mon, CO' quan
thuQCUBND huy~n.

1. Sau khi duQ'c sv d6ng y cua UBND huy~n, Thu tru6ng cO'quan chuyen
mon, co quan thuQc UBND huy~n c6 quy~n quySt dinh va chiu trach nhi~m vS
vi~c t6 chilc h9P, hQi nghi dS triSn khai ho~c triSn khai cong tac chuyen mon, t?P
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huan nghiep vu trong linh V\fCquan ly cua cAp minh. TAt ca cac cuoc h9P, hQi
nghi phai duoc t6 chirc ngan gon, dung thanh phan; bao dam thiet thuc, tiSt kiem
va hieu qua.

2. CUQch9P, hoi nghi do co quan thuoc UBND huyen t6 chirc co moi lanh
dao cua nhieu co quan, phong, nganh thuoc UBND huyen, Chu tich UBND xa, thi
tran du, phai bao cao xin y kien va diroc sir d6ng y cua Chu tich UBND huyen vS
nQi dung, thanh phan, thai gian va dia diSm t6 chirc cuoc hop.

3. Cac hQi nghi chuyen nganh, Thu tnrong co quan chuyen mon co trach
nhiem tham rmru thong bao kSt luan cua nguoi chu tri hQi nghi. Trong thai gian 7
ngay kS tir ngay kSt thuc hQinghi phai ra thong bao kSt lu~n nSu co yeu c~u.

Ili~u 24. Ti~p khaeh eua UBND huy~n

1. Khi co khach dSn giao dich va lam vi~c v6i UBND huy~n, Chu tich
UBND huy~n thi Van phong se b6 tri don, tiSp khach; d6ng thai bao cao xin y
kiSn Chu tich UBND huy~n ho~c d6ng chi Pho Chu tich UBND huy~n ph\! trach
kh6i dS phan cong nguai tiSp va lam vi~c v6i khach.

2. D6i v6i khach dSn giao dich va lam vi~c tr\l'c tiSp vS linh V\fCthuQc cac
co quan chuyen mon, co quan thuQc UBND huy~n ph\! trach thi Thu tru6ng cac
co quan chuyen mon chu dQng ph6i hqp v6i Van phong dS t6 chuc tiSp khach,
d6ng thai xin y kiSn Chu tich ho~c Pho Chu tich UBND huy~n ph\! trach cac nQi
dung lam vi~c.

Ili~u 25. Ili eong tae

1. Cac Pho Chu tich UBND huy~n di co sa ho~c di cong tac ngoai ph~m vi
huy~n phai bao cao Chu tich UBND huy~n. Thu tru6ng co quan thuQc UBND
huy~n di cong tac ngoai ph~m vi huy~n ho~c v&ngm~t tir mQt (01) ngay tra len
phai bao cao va duqc S\f d6ng y cua Chu tich ho~c Pho Chu tich UBND huy~n
ph\! trach linh VlJC,truang hqp nghl phep ho~c di cong tac dai ngay phai bao cao
va duqc Chu tich UBND huy~n d6ng y thi m6i duQ'cnghi phep ho~c di cong tac;
d6ng thai trong thai gian di v&ngphai uy quySn cho cAppho cua minh giai quySt
cong vi~c thay.

2. Chu tich, Pho Chu tjch va Uy vien UBND huy~n, thli truang co quan
chuyen mon, co quan thuQc UBND huy~n phai danh thai gian thich hQ'PdS di co
sa, tiSp xuc v6i nhan dan, kiSm tra, n&mtinh hinh th\fc tS, kip thai giup co sa giai
quySt kho khan, wang m&cm6i phat sinh va chAnchinh kip thai nhiing sai ph~m.

Ili~u 26. Ch~ dQ thong tin, bao eao

1. Thu tru6ng co quan chuyen mon, co quan thuQc UBND huy~n phai th\l'c
hi~n d~y du chS dQbao cao dinh ky, bao cao dQtxuAt cua UBND huy~n, co quan
chuyen mon cAptren thea dUng thai gian quy dinh.
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2. Quy ch~ phat ngon va thong tin bao chi do tinh quy dinh. UBND huyen
phan cong 1 d6ng chi Pho Chu tich UBND huyen la nguoi phat ngon bao chi va
d6ng chi Chanh Van phong khi diroc nguoi phat ngon bao chi uy quyen phat ngon

va thong tin bao chi.

3. Thu tnrong co quan chuyen mon, co quan thuoc UBND huyen co trach
nhiem t6ng hQ'P, bao cao vS nganh, linh VVCthea yeu c~u cua Huyen uy, HDND

va UBND huyen.

4. Chanh Van phong co trach nhiem t6ng hQ'Pbao cao kiem diem, cong tac
chi dao, diSu hanh cua UBND huyen dinh ky (thang, quy, 6 thang va nam), bao
cao t6ng k~t nhiem ky va bao cao dQt xuftt gui UBND tinh, Ban Thuong vu
Huyen uy, Thirong true HBND huyen; d6ng thai gui cac thanh vien UBND
huy~n, Thu tw6ng co quan chuyen mon, co quan thuQcUBND huy~n va Chu tich
UBND, xa, th.i trftn.

5. Chanh Van phong duQ'ccung cftpmQt s6 thong tin vS tinh hinh holittdQng
cua UBND huy~n, tinh hinh kinh t~ - xa hQi cua dia phuang cho cac doan thS
nhan dan cling cftp, co quan thong tin d~i chung dS thong tin cho nhan dan, thea
S\fuy quySn cua Chu tich UBND huy~n.

ChU'O'ngVI
TIEP'DAN, GIAI QUYET KHIEU N~I, TO cAo

Di~u 27. Tnlch nhi~m clla Chll tich UBND huy~n

1. Chi d~o Chanh Thanh tra huy~n, Truemg ban Ti~p cong dan huy~n,
twang cac phong, nganh thuQc UBND huy~n, Chu tich UBND cac xa, thi trftn
th\fc hi~n cong tac thanh tra, ti~p dan, giai quy~t khi~u n~i, t6 cao thea dung quy
dinh cua phap lu~t.

2. Ph6i hQ'Pch~t che vai Ban Thuang V\l Huy~n uy, Thuang tn.rc HBND
huy~n, Uy ban M~t tr~ T6 qu6c, cac doan thS cftp huy~n trong vi~c t6 chuc ti~p
dan, giai quy~t khi~u n~i, t6 cao. Chu tich UBND huy~n b6lich ti~p cong dan 02
lc1nJthang(vao ngay 10 va 20 hang thang), co thS uy quySn cho Ph6 Chu tich ti~p
dan phli hQ'Pvai yeu c~u cua cong vi~c.

3. Giai quy~t khi~u nliti,t6 cao thuQc thfun quySn thea quy dinh cua Lu~t
Khi~u n~i, t6 cao.

4. Chiu trach nhi~m truac UBND tinh, Chu tich UBND tinh n~u dS xay ra
tinh tr~ng khi~u n~i, t6 cao t6n d<;mg,keo dai, vuqt cftp t~i dia phuong.

Di~u 28. Tnlch nhi~m ella thimh vien khae ella UBND huy~n

1. Trong phcpn vi chuc nang, quySn h~n cua minh, Pho Chu tich, Uy vien
UBND huy~n co trach nhi~m t6 chuc th\fc hi~n cac quy dinh cua phap lu~t vS
cong tac ti~p dan, giai quy~t khi~u nliti,t6 cao; th\fc hi~n cac k~t lu~n va quy~t
dinh cua co quan co th~m quySn vS giai quy~t khi~u nliti,t6 cao t~i cac ca quan,
dan vi, linh V\fCduQ'cphan cong ph\! trach.
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2. Tham gia dS xu~t voi Chu tich UBND huyen va Thu tnrong cac co quan
lien quan giai phap xu 1y, giai quyet dan thir, khiSu nai, t6 cao t6n dong, keo dai,

phirc tap tai dia phuong.
3. Thuc hi~n nhiem vu true tiSp tiSp dan thea trach nhi~m, quyen han duoc

giao va tham gia giai quYSt khieu nai, t6 cao khi duoc Chu tich UBND huyen

phan congo
f)i~u 29. Trach nhiem cua Chanh Thanh tra huy~n

1. Ph6i hQ'Pvoi Truong ban tiep cong dan, Chanh Van phong tham rmru
cho Chu tich UBND huyen t6 chirc, chi dao hoat dong thanh tra, tiSp dan, giai
quyet khiSu nai, t6 CaD trong pham vi tham quyen cua Chit tich UBND huyen, T6
chirc viec tiSp nhan, phan loai va dS xu~t phuong an giai quySt, tra lai dan thu,
kiSn nghi cua cong dan gill Chu tich UBND huy~n.

2. Tham muu cho UBND huy~n, Chu tich UBND huy~n trong cong -tac
qmin ly nM nu&c vS c(lng tic Thanh tra, giii quySt khiSu n(li, t6 caD theo thfun
quySn ho?c nhUng vi~c do Chu tich UBND huy~n uy quySn thea quy dinh cua

phap lu~t.
3. Huang d~n, don d6c cac co quan chuyen mon, co quan thuQc UBND

huy~n, UBND xii th\Ic hi~n nhi~m V\l tiSp dan, giai quySt khiSu n~i, t6 cao thea

quy dinh cua phap lu~t.
4. Th\Ic hi~n bao cao dinh ky, dQtxu~t vS kSt qua ho~t dQng thanh tra, tiSp

dan, giai quySt khiSu n~i, t6 cao thea chS dQquy dinh ho~c yeu cfiu cua Huy~n uy,
HQi d6ng nhan dan, UBND, Chu tich UBND huy~n va Thanh tra c~p tinh.

f)i~u30. Tnieh nhi~meiia Chanh Van pho~g,Truimg ban ti~peong dan.

1. B6 tri phong lam vi~c, noi don tiSp cong dan bao dam thu~n lQ'i,dS dang.

2. Chu tri, ph6i hQ'Pv&i Chanh Thanh tra huy~n xay dvng lich tiSp dan cua

Chu tich, Pho Chu tich UBND huy~n.
3. TiSp ho~c tra lai nhan dan co don phan anh, kiSn nghi, khiSu n~i, t6 cao

dSn dang kY lam vi~c v&iChu tich, Pho Chu tich UBND huy~n.

f)i~u 31. Traeh nhi~m eiia Thii trU'cYngcO' quan ehuyen mon, cO'quan
thuQe UBND huy~n; Chii tieh UBND cae xii, thi trAn.

1. Thuang xuyen t\I kiSm tra vi~c th\Ic hi~n cac quySt dinh vS giai quySt
khiSu n~i, t6 cao cua UBND huy~n, cac co quan nha nu&c c~p tren t~i co quan,

dan vi mlnh.
2. Giai quySt khiSu n~i, t6 cao thuQc nganh, linh V\IC dan vi ph\l trach thea

th~m quySn quy dinh cua Lu~t KhiSu n~i, Lu~t t6 cao; bao cao Chu tich UBND
huy~n, ca quan nM nu&c co thfun quySn giili quySt nhiing kiSn nghi, khiSu n(li
cua cong dan lien quan dSn linh V\IC quan ly cua co quan, dan vi mlnh.
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- --------------------------------------------------

3. Thirc hien d~ydu, nghiem tuc cac kSt luan, quyet dinh cua Chu tich, Pho Chu
tich UBND huyen, co quan nha mroc co tham quyen vS giai quyet kiSnnghi, khieu
nai, t6 cao cua cong dan lien quan dSnIinh Vl,IC quan ly cua co quan, dan vi minh.

4. Ph6i hQP voi cac co quan co thftm quyen giai quyet khieu nai, t6 cao co
lien quan dSn ca nhan, t6 chirc thuoc quyen quan If cua minh.

5. Chu tich UBND cac xa, thi tr~n chiu hoan toan trach nhiem truce UBND
huyen, Chu tich UBND huyen nSu dS dan thir khieu kien virot c~p, keo dai.

I '

Chtrong VII
TO CHUC THVC HIl~~N

f)i~u 32. Thu tnrong cac co quan, dan vi thuoc UBND huyen, UBND cac xa,
thi tcin ban hanh quy chS lam viec cu thS & co quan, dan vi minh phil hqp v6i Quy
chSnay.

f)i~u 33. Chanh Van phong I-IDND-UBND huy~n chiu trach nhi~m huang
d§n, don d6c va dinh kY bao cao Chu tich UBND huy~n vi~c thi hanh quy chS nay.

Trong qua trinh th\fc hi~n Quy chS, UBND huy~n co tnich nhi~m sua dbi,
b6 sung cho phil hqp v6i quy dinh cua phap lu~t hi~n hanh.!
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