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QUYETDINH 
Ve vice quy djnh chuc nang, nhiem vu, quyen han 

va co’ cau to chuc cua Phong Noi vu

UY BAN NHAN DAN HUYEN KBANG

Can cu Ludt to chuc To chuc ch 'mh quyen dia phuong ngay 19 thdng 6
ndm 2015;

Can cu Ludt sua dot, bo sung mot so dieu cua Ludt T6 chuc Ch'mh phu va 
Ludt To chuc ch'mh quyen dia phuong ngay 22 thdng 11 ndm 2019;

Can cu Ludt ban hanh van ban quy phqm phdip ludt ngay 22 thdng 6 ndm
2015;

Can cu Ludt sua doi, bo sung mot so dieu cua Ludt Ban hanh van ban quy 
phqm phdp ludt ngay 18 thdng 6 ndm 2020;

Can cu Nghi dinh sd 37/2014/ND-CP ngay 05 thdng 5 ndm 2014 cua 
Chinh phu “Quy dinh to chuc ede co quan chuyen mon thuqc Uy ban nhdn dan 
huyen, qudn, thi xd, thdnh pho thuoc tinh ”;

Can cu Nghi dinh so 108/2020/ND-CP ngay 14 thdng 9 ndm 2020 cua 
Chinh phu "sua ddi, 1:6 sung mot so diiu cua Nghi dinh so 37/2014/ND-CP 

ngay 05 thdng 5 ndm 2014 cua Chinh phu quy dinh to chuc ede co quan chuyen 
mon thuoc Uy ban nhdn dan huyen, qudn, thi xd, thdnh pho thuoc tinh, thdnh 
pho true thuoc Trung uong";

Can cu Thong tu so 15/2014/TT-BNV ngay 31 thdng 10 ndm 2014 cua Bo 
Noi vu "Huong dan chuc ndng, nhiem vu, quyen han vd co can to chuc cua Sd 
Noi vu thuoc Uy ban nhdn dan tinh, thdnh pho true thuqc Tnmg uong; Phong 
Noi vu thuqc Uy ban nhdn dan huyen, qudn, thi xd, thdnh pho thuqc tinh ";

Can cu Quyet dinh so 26/2018/QD-UBND ngay 31 thdng 10 ndm 2018 
cua Uy ban nhdn dan tinh Gia Lai "Ban hanh Quy dinh qudn ly cong tdc Noi vu 
thuqc tinh Gia Lai";

Theo de nghi cua Truong phdng Nqi vu.

QUYETDINH:

Dieu 1. Vj tn va chuc nang:

1. Phong Noi vu la co' quan chuyen mon thuoc Uy ban nhan dan huyen co 
chuc nang tham muu, giup Uy ban nhan dan cap huyen thuc hien chuc nang 
quan ly nha nude ve: To chuc bp may; vi tri viec lam; bien che cong chuc va co
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cau ngach cong chu’c trong cac ca quan, to chirc hanh chinh nha nirac; vi tri vice 
lam, ca can vien chuc theo chirc danh nghe nghiep va so lugng nguai lam vice 
trong cac don vi sir nghiep cong lap; tien lirong doi voi can bo, cong chuc, vien 
chu'c, lao dong hop dong trong co quan, to chirc hanh chinh, dan vj sir nghiep 
cong lap; cai each hanh chinh; chinh quyen dia phirong; dia giai hanh chinh; can 
bo, cong chirc, vien chuc; can bo, cong chirc cap xa va nhung nguai boat dong 
khong chuyen trach d cap xa, d thdn, to dan phd; hoi, to chuc phi chinh phu; van 
thu, luu tru' nha nude; tin ngudng, ton giao; cong tac thanh nien; thi dua - khen 
thudng.

2. Phong Noi vu chap hanh sir lanh dao, quan ly ve to chuc, vj tri viec 
lam, bien che cong chuc, ca can ngach cong chuc va cong tac cua Uy ban nhan 
dan huyen; dong thdi, chap hanh sir chi dao, Idem tra, hudng dan ve chuyen 
mon, nghiep vu cua Sa Noi vu.

f)ieu 2. Nhiem vu va quyen ban:

1. Trinh Uy ban nhan dan, Chu tjch Uy ban nhan dan huyen ban hanh 
quyet djnh, chi thi; quy hoach, ke hoach dai han, nam nam va hang nam; chuang 
trinh, bien phap to chuc thuc hien cac nhiem vu cai each hanh chinh nha nude 
thuoc ITnh vuc quan ly nha nude dugc giao.

2. To chuc thirc hien cac van ban phap luat, quy hoach, ke hoach sau khi 
dugc phe duyet; thong tin, tuyen truyen, phd bien, giao due, theo ddi thi hanh 
phap luat ve cac ITnh vuc thuoc pham vi quan ly dugc giao.

3. Ve to chuc, bo may:

a. Trinh Uy ban nhan dan, Chu tich Uy ban nhan dan huyen ban hanh van 
ban quy djnh cu th<§ chuc nang, nhiem vu, quyen han, td chuc cua Phong Noi vu 
theo quy djnh va theo hudng dan ciia Uy ban nhan dan tinh;

, b- Tham mini, giup Uy ban nhan dan huyen trinh cap cd tham quydn 
quyet djnh viec thanh lap, sap nhap, chia tach, giai the cac ca quan chuyen mdn 
thude Uy ban nhan dan huyen;

c. 1 ham djnh ve ngi dung ddi vdi dir thao van ban quy djnh chuc nang, 
nhiem vu, quyen han va td chuc ciia cac ca quan chuyen mdn, dan vj sir nghiep 
cong lap thuoc Uy ban nhan dan huyen;

d. Tham djnh de an thanh lap, td chuc lai, giiii the cac dan vj sir nghiep 
cong lap thude tham quyen quydt djnh cua Uy ban nhan dan huyen theo 
quy djnh cua phap luat va theo phan cap ciia Uy ban nhan dan tinh;

d. Tham mini, giup Uy ban nhan dan huyen trong viec trinh Uy ban nhan 
dan tinh quyet djnh thanh lap, td chuc lai, giai the cac dan vj sir nghiep cong lap 
thude Uy ban nhan dan huyen theo quy djnh ciia luat chuyen nganh;

e. fham djnh viec thanh lap, kien toan, sap nhap, giai thd cac td chuc phdi 
hop lien nganh thude tham quydn quydt djnh ciia Chu tjch Uy ban nhan dan 
huyen theo quy djnh ciia phap luat.
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_ clu^n ly, SL1‘ dung bien che cong chirc, so krong ngirai lam viec trong 
don vj sir nghiep cong lap:

a. Tham dinh, trinh Uy ban nhan dan huyen, Chu tich Uy ban nhan dan 
huyen ke hoach bien che cong chu'c, ke hoach so luong ngudi lam viec hang 

nam cua cac co quan, don vi sir nghiep cong lap thuoc tham quyen quan ly 
cua Uy ban nhan dan huyen de trinh Uy ban nhan dan tinh theo quy dinh;

, k- Fiinh Clui tich Uy ban nhan dan huyen giao bien che cong chirc, giao 
soju-gng ngudi lam viec trong don vj sir nghiep cong lap sau khi dirge c§p co 
tham quyen phe duyet;

c. Giup Uy ban nhan dan huyen hu'dng dan, kiem tra viec quan ly, sir 
dung bien che cong chirc, so lirpng ngudi lam viec trong don vi sir nghiep cong 
lap theo quy dinh ciia phap luat;

d. long hop, bao cao bien che cong chirc, so lugng ngudi lam viec trong 
ac co quan, don vj sir nghiep cong lap theo quy djnh ciia phap luat.

5. Ve quan ly vi tri viec lam, co cau chirc danh cong chirc, vien chirc:

a. Trinh Uy ban nhan dan huyen ban hanh van ban chi dao, hudng dan 
cac co quan, don vj thuoc Uy ban nhan dan huyen quan ly xay dung de; an vj tri 
viec lam, co cau chirc danh cong chirc, vien chirc hoac de an dieu chinh vj tri 
viec lam, co can chucjJanh cong chirc, vien chirc theo quy djnh ciia phap luat va 
theo chi dao, hudng dan ciia Uy ban nhan dan tinh;

b. 1 ham muu Uy ban nhan dan huyen don doc, theo doi, Mm djnh, tong 
hp'P v>?c xdy dung de an vj tri viec lam, co cau chirc danh cong chirc, vien chirc 
hoac de an dieu chinh vj tri viec lam, co' can chirc danh cong chirc, vien chirc 

trong cac co quan, don vj thuoc tham quyen quan ly ciia Uy ban nhan dan huyen 
de trinh Uy ban nhan dan tinh tham djnh; giiip Uy ban nhan dan huyen tong hop 
danh muc vj tii viec lam, co1 cau chirc danh cong chirc, vien chirc ciia huyen d4 
trinh Uy ban nhan dan tinh theo quy djnh;

c. Trinh Uy ban nhan dan huyen thuc hien viec sir dung, quan ly vj tri 
viec lam va co cau chirc danh cong chirc, vien chirc trong cac co quan, don 
vj thuoc Uy ban nhan dan huyen theo quy djnh, theo phan cdp hoac liy quy<§n 
ciia Uy ban nhan dan tinh.

6. Ve cong tac xay dung chinh quyen:

a. Fham muu, giiip Uy ban nhan dan huyen trong viec t6 chirc va hudng 
dan cong tac bku cu dai blk\ Quoc hoi, bau cu dai bi<§u Hoi dong nhan dan cac 

cap tren dja ban theo quy djnh ciia phap luat va hudng din ciia Uy ban nhan dan 
tinh;

b. Giiip Uy ban nhan dan huyen trinh Hoi dong nhan dan huyen ba u, mien
nhiem, bai nhiem Chii tjch, Pho Clui tjch va cac thanh vien khac cua Uy 
ban nhan dan huyen theo quy djnh ciia phap luat;
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x c;7rinllChLi tich Uy ban nhan dan huyen phe chuan kh qua bau cu, phe 

chuan viec mien nhiem, bai nhiem Clui tich, Pho Chu tich Uy ban nhan dan cdp 
xa theo quy djnh.

d. Xay dung, trinh Uy ban nhan dan huyen de an lien quan den viec thanh 
Ifjp, giai the, nhap, chia, dieu chinh dja gidi dan vj hanh chinh, doi ten don 
vj hanh chinh, phan loai don vi hanh chinh cap xa de Uy ban nhan dan huyen 
trinh cap co tham quyen xem xet, quyet djnh;

d. Tham muu% giup Uy ban nhan dan huyen huong dan va t6 chhc tri4n 
khai thuc hien cac de an, van ban lien quan den cong tac dja gidi hanh chinh, 
phan loai don vj hanh chinh sau khi dirge cap co tham quyen phe duyet;

e. Tham muu Uy ban nhan dan huyen trong viec quan ly ho so, moc, chi 
gidi, ban do dja gidi hanh chinh cua huyen theo quy djnh cua phap luat;

g. Tham muu, giup Uy ban nhan dan huyen hudng dan, kiem tra, tong 
hop, bao cao viec thuc hien phap luat ve dan chu d xa, thj tran, d co quan hanh 
chinh, don vj sir nghiep cong lap tren dja ban va viec thuc hien cong tac dan van 
cua chinh quyen theo quy djnh;

h. Tham muu, trinh Uy ban nhan dan huyen trong viec hudng dan thanh 
l§p, giai the, sap nhap va kiem tra, tong hop, bao cao ve boat dong cua thon, to 
dan pho tien dja ban huyen theo quy djnh; thuc hien viec boi dudng cong tac 
cho cap trudng, cap pho cua thon, lang, to dan pho theo quy djnh;

i. Tham muu, giup Uy ban nhan dan huyen chi dao, hudng dan, kiem
tra Uy ban nhan dan cap xa trong viec xay dung, thuc hien cac van ban, d<§ an
hen quan den cong tac xay dung nong thon nidi theo phan cong cua Uy
ban nhan dan huyen va theo quy djnh cua phap luat.

>
7. Ve can bo, cong chuc, vien chuc; can bo, cong chuc cap xa va nhung 

ngudi boat dong khong chuyen trach o cap xa, d thon, t6 dan pho:

a. Tiinh Chu tjch Uy ban nhan dan huyen quyet djnh viec tuyen dung, sir 
dung, quan ly vj tri viec lam, dieu dong, bo nhiem, bo nhiem lai, cho tu chuc, 
luan chuyen, biet phai, khen thudng, ky luat, danh gia, thoi viec, nghi huu, thuc 
hien che do tien luang, die do dai ngo va cac ch4 do, chinh sach khac doi vdi 
can bp, cong chuc, vien chuc thupc tham quyen quan ly cua Uy ban nhan dan 
huyen theo quy djnh cua phap luat va phan cdp ciia Uy ban nhan dan tinh;

b. Thuc hien cong tac quan ly ho so, cong tac dao tao, boi dudng chuyen 
mon nghiep yu, kien thuc quan ly doi vdi can bp, cong chuc, vien chuc, can bp, 
cong chuc cap xa theo quy djnh cua phap luat, theo phan c§p quan ly cua Uy 
ban nhan dan tinh va hudng dan cua Sd Npi vu;

c. Giup Uy ban nhan dan huyen thuc hien viec tuyen dung, quan ly cong 
chuc cap xa; thuc hien die dp, chinh sach doi vdi can bp, cong chuc cap xa va
nhung ngudi boat dong khong chuyen trach d cdp xa, d thon, td dan phd theo 
quy djnh.

8. Ve cai cadi hanh chinh, cai cadi die dp cong vu, cong chuc:
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a. 1 rinh Uy ban nhan dan huyen trien khai, don doc, Idem tra cac co quan 

chuyen mon huyen va Uy ban nhan dan cap xa thuc hien cong tac cai each hanh 
chinh, cai each che do cong vu, cong chirc o dia phirong;

b-, Trinh Uy ban nhan dan huyen cac bien phap day manh cai each hanh 
chinh, day manh cai each che do cong vu, cong chirc tren dia ban huyen;

x c-yThu'c hien cong tac tong hop, bao cao ve cai each hanh chinh, cai each 
che do cong vu, cong chirc d dia phirong theo quy dinh.

9. Giup Uy ban nhan dan huyen thuc hien quan ly nha nude ve to chuc va 
boat dong cua hoi, quy xa hoi, quy tu thien tren dja ban theo quy djnh cua phap 
luat va theo uy quyen cua Clui tich Uy ban nhan dan tinh.

10. Ve cong tac van thu, luu trir:
a. Huong dan, kiem tra viec thuc hien cac che do, quy dinh v§ van thu, 

luu trCr cua Nha nude va cua tinh doi vdi cac co quan, don vj huyen va Uy ban 
nhan dan cac xa, thi tran theo quy dinh cua phap luat;

b. Thuc hien cong tac bao cao, thong ke ve van thu, luu tru' theo quy dinh
ciia phap luat.

11. Ve cong tac thi dua, khen thudng:
a. Tham mini, de xuat vdi Uy ban nhan dan huyen to chuc cac phong trao 

thi dua va trien khai thuc hien chinh sach khen thudng cua Nha nude tren dia 
ban huyen; lam nhiem vu thudng true ciia Hoi dong Thi dua 
huyen;

Khen thudng

b. Huong dan, kiem tra, don d6c viec thuc hien k<§ hoach, noi dung thi 
dua, khen thudng tren dja ban huyen; xay dung, quan ly va su dung Quy thi dua, 
khen thudng theo quy dinh cua phap luat.

12. Ve cong tac tin ngudng, ton giao;
a. Giup Uy ban nhan dan huyen chi dao, hudng dan, kiem tra va to chuc 

thuc hien cac chu truong cua Dang, chinh sach, phap luat cua Nha nude v£ ton 
giao va cong tac tin ngudng, ton giao tren dia ban;

b. Chu tri, phdi hop vdi cac co- quan chuyen mon huyen de thuc hien 
nhiem vu quan ly nha nude ve tin ngudng, ton giao tren dia ban theo phan cdp 
cua Uy ban nhan dan tinh va theo quy djnh cua phap luat;

c. 1 ham mini, giup Uy ban nhan dan huyen giai quyet nhirng van de cu 
the ve tin ngudng, ton giao theo quy djnh ciia phap luat va theo hudng dan ciia 
So Noi vu.

X /V13. Ve cong tac thanh nien:
a. To chuc trien khai thuc hien cac van ban quy pham phap luat, chien 

luge, chuong trinh, ke hoach phat trien thanh nien va cong tac thanh nien;
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b. Hirong dan, tuyen truyen, pho bien, giao due phap luat ve thanh nien 
va cong tac thanh nien theo quy djnh; giai quyet nhirng van de lien quan den 
thanh nien, cong tac thanh nien theo quy djnh va theo phan cap;

c. Chu tri, phoi hop voi cac co quan lien quan va cac to chirc khac cua 
thanh nien trong viec thirc hien hoac de nghi cap co tham quyen thuc hien co 
che, chinh sach doi vai thanh nien va cong tac thanh nien theo quy dinh.

14. Trinh Uy ban nhan dan huyen ban hanh cac van ban hirong dan ve 
cong tac noi vu tren dia ban huyen; hirong dan chuyen mon, nghiep vu ve cong 
tac noi vu doi voi cac co- quan, don vi huyen va Uy ban nhan dan cap xa.

, hhuc hien viec Idem tra, giai quyet cac khieu nai, xir ly theo tham 
quyen hoac bao cao cap co tham quyen xir ly cac vi pham ve cong tac noi vu 
trong dia ban huyen theo quy djnh. Thirc hien cong tac phong, chong tham 
nhung, thirc hanh tiet kiem, chong lang phi theo quy djnh cua phap luat va phan 
cong cua Uy ban nhan dan huyen.

16. 1 hire hien cong tac thong ke, thong tin, bao cao Chu tjch Uy ban nhan 
dan huyen va Giam doc So Noi vu ve tinh hinh, ket qua trien khai cong tac noi 
vu tren dja ban.

17. 16 chuc trien khai, irng dung tien bo khoa hoc, cong nghe; xay dirng 
he thong thong tin, lu’u trir phuc vu cong tac quan ly nha nuoc ve cong tac noi vu 
tren dja ban.

18. Quan ly vj tri viec lam, bien che cong chuc, co cau ngach cong chuc 
trong co quan Phong Noi vu theo quy djnh cua phap luat.

19. Quan ly va chju trach nhiem ve tai chinh, tai san cua Phong Noi vu 
theo quy djnh cua phap luat va theo phan cong ciia Uy ban nhan dan cap huyen.

20. I ham muu Uy ban nhan dan huyen quy djnh cu the chuc nang, nhiem 
vu, quyen han cua Uy ban nhan dan cac xa, thj tran ve cong tac noi vu va cac 
ITnh vuc cong tac khac dirge giao tren co1 so quy djnh cua phap luat va hirong 
dan cua So Noi vu.

21. Phuc hien cac nhiem vu khac theo phan cong cua Uy ban nhan dan 
huyen hoac theo quy djnh cua phap luat.

Dieu 3. To chuc va bien che

1. Phong Noi vu co Truong phong, Pho Truong phong va cac cong chuc, 
vien chuc thuc hien cong tac chuyen mon, nghiep vu; so luong Pho Truong 
phong do Uy ban nhan dan huyen quydt djnh:

, a- Truong phong chju trach nhiem truoc Uy ban nhan dan huyen, Chu 
tjch Uy ban nhan dan huyen va truoc phap luat ve viec thuc hien chuc nang, 
nhiem vu, quyen han dupe giao va loan bo boat dong ctia Phong Noi vu;

b. Pho 1 ruong phong giup Truong phong phu trach va theo doi mot s6 
mat cong tac; chju trach nhiem truoc Truong phong va truoc phap luat ve nhiem
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vu dugc phan cong. Khi Truong phong v^ng mat, mot Pho Truong phong duoc 
1 rudng phong uy nhiem dieu hanh cac boat dong cua Phong;

c. Viec bo nhiem, bo nhiem lai, dieu dong, biet phai, danh gia, khen 
thudng, ky luat, mien nhiem, cho tu chuc va thuc hien chi do, chinh sach khac 
doi vdi Truong phong, Pho Truong phong Phong Noi vu do Chu tich Uy 
ban nhan dan huyen quyet djnh theo quy dinh.

, ^ 2- C6ng chuc, vien chuc chuyen mon, nghiep vu ctia Phong Noi vu duoc
bo tri phu hop voi vi tri viec lam tren cac ITnh vuc thuoc chuc nang, nhiem vu 
cua Phong Noi vu duoc quy dinh tai Quy£t djnh nay.

3. Bien che.cong chuc, vien chuc cua Phong Noi vu do Chu tjch Uy ban 
nhan dan huyen quyet dinh trong tong bien che cong chuc, vien chuc cua huyen 
do Uy ban nhan dan tinh, So Noi vu giao hang nam.

Dieu 4. Quyet dinh nay co hieu luc thi hanh sau 07 ngay ke tu ngay ky va 
thay the Quyet dinh so 05/2015/QD-UBND ngay 08/9/2015 cua Uy ban nhan 
dan huyen "Ke chuc nang, nhiem vu quyin han va td chuc bo may cua Phong 
Noi vii huyen Kbang”.

Chanh Van phong HDND-UBND huyen, Truong phong Noi vu va thu 

co quan, don vi co lien quan chin trach nhiem thi hanh quyet djnhtruong cac 
nay./I/
Noi itnan:
- Nhtr Dieu 4;
- ScV Noi vu;
- So Tir phap;
- TT Huyen liy;
- TT HDND huyen;

TM.UY BAN NHAN DAN

Lanh dao UBND huyen; 
Liru: VT,VP,NV.^V^
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