
1I:JY BAN NHAN IRAN 	CONG HOA XA HOI CHU NG1E111A WO' NAM 
T1iN11 TAY N1[NH 
	

11'p - T r do - IHI?jnh phtic 

S6: 12 /20 1 7/QD-UBND 	Tay Ninh, ngay 20 thang _3 elm 2017 

QUYET DINH 
Ban hilinh (Puy dinh chic tiding, n hqm vv, quyen 	va co CA1111 Ito chic 

ctiia V aan phong Uv ban nhan dan tinhTay Ninh 

01( AN NHAN DAN TINH TAY NINE 

Can cir Lu at TO char chinh quyen clja phuang ngay 19 thOng 6 nam 2015; 

Can ca. Nghi dinh so 24/2014/ND-CP ngay 04 thong 4 nam 2014 caa Chinh 
pha quy dinh to char cac ca quan chuyen mon thuOc Uy ban nhan dan tinh, thanh 
phO tryr thuOc Trung 'rang; 

Can ca. Thong to lien Lich so 07/2014/1ILT-UBDT-BNV ngay 22 thcing 12 
nam 2014 caa Uy ban 

to 
t'Oc va BO NOi vy hwo.ng dan chic nang, nhiem vy, 

quyen hgn va cau to char caa ca quan chuyen mon ye cong tac dan tOc thuOc 
Uy ban nhan dan cap tinh, cap huyen; 

Can ca. Thong to lien tich so 01/2015/TTLT-VPCP-BNV ngay 23 thong 10 
nam 2015 caa Van phong 

to 
phi va BO N'Oi vy hwang dan char nang, nhiem 

vy, quyen hgn va ca cau to char Van phong Uy ban nhan dan tinh, thanh pho &I:cc 
thuOc Trung trang; 

Theo de nghi cua Chanh Van phOng Uy ban nhan dan tinh tai Td trinh so 
983/TTr-VP ngay 10 thong 3 nam 2017. 

QUVET DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh:  nay Quy dinh chirc nang, nhiem vv, 
quyen vhen a ca cdu to chirc dm Van phong Uy ban nhan dan tinh Tay Ninh. 

Dieu 2. Chanh Van phOng Uy ban nhan dan tinh co trach nhiem ph6i hop 
cimg cac ca ,quan, dan vi có 	quan to chirc trien khai, thvc hien theo dUng quy 
dinh tai Quyet dinh nay. 

Dieu 3. Quyet dinh nay co hieu lvc thi hanh ke tir ngay AO thong 4 nam 2017 
va thay the Quyet dinh so 33/2011/QD-UBND ngay 05 thong 9 nam 2011 cda Uy 
ban nhan dan tinh Tay Ninh ban hanh Quy dinh ye chirc nang, nhiem vu, quyen 
hen va ca cau to chirc dm Van phong Uy ban nhan dan tinh Tay Ninh. 
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Dieu 4. Chanh Van phang ty ban nhan dan tinh, Giam dOc So. NOi vu, Thu 
tnrong cac nganh c6 lien quan, Chu tich ty ban nhan dan cac huyen, thanh pho 
can di Quyet dinh thi hanh./. 

Nei nh(snify 
- Van phong Chinh phil; 
- BO NOi vu; 
- Vu Phap ch6 BO NOi vu; 
- Cuc kiem tra van ban QPPL - BO Tu phap; 
- Doan DBQH tinh; 
- TT: TU, HDND tinh; 
- CT, de PCT UBND tinh; 
- Nhu Dieu 4; 
- So.  Tu phap; 
- Trung tam Cong boo tinh; 
- Luu: VT, VP.UBND tinh. 

TM. iTY it AN NHAN DAN 
CHU TICH 

qo 
Pliva Vgn Ta'n 



UV BAN NHAN DAN CQNG HOA XA. HO CHUNGHTA VlItT fi AM 
TINH TAY NINH 	 II)Oe 	- Tty do - Hinh phi le 

Chtire fang, n114m 	quy&ii han va co' cAu to chirc 
ciia Van phong Uy ban nhfin dan tiinh Tay Ninh 

(Ban hanh kern theo Quyit clinh 	/2017/QD-UBND ngay Mthang 3 nam 2017 
cua Uy ban nhan cldn tinh Tdy Ninh) 

among I 
VII TIti VA CH1CYC NANG 

Dieu 1. Vi tri va chtiv nang 

1. Van phOng Uy ban nhan dan tinh Tay Ninh (sau day vi6t tat la Van phOng 
Uy ban than dan tinh) la co.  quan thuOc Uy ban nhan dan tinh c6 chtk nang tham 
muu, gifip Uy ban,  nhan dan tinh ye: Chucmg trinh, ke hoach cong tac; to chirc, 
quan va cong bO cac thong tin chinh thirc ye hog dOng cua Uy ban nhan dan, 
Chit tich Uy ban nhan dan tinh; clan moi Cong Thong tin dien tix, ket not he thong 
thong tin hanh chinh dien tir chi dao, dieu hanh cita Uy ban nhan dan, Chit tich Uy 
ban nhan dan tinh; quail ly cong bao va phvc vu cac hog dOng cua Uy ban nhan 
dan tinh; giup Chu tich Uy ban nhan dan tinh (bao gOm ca cac P1:16 Chit tich t'Jy 
ban nhan dan tinh) thirc hien nhiem vu, quyen han theo tham quyen; quan 1y van 
thu - luu tra va cong tae quan tri not bO dm Van phOng. 

2. Van. phong Uy ban nhan dan tinh c6 ttr each phap nhan, c6 con dau va tai 
khoan rieng. 

Clitrung II 
NHIIN \TV VA QUYEN 

Eq'u 2. Nhiitn vu va quy&I 114n 

1. Trinh Uy ban nhan dan tinh ban hanh: 

a) Quy the lam viec cua Uy ban nhan dan tinh; 

b) Van ban quy dinh cu the chik nang, nhiem vu, quyen han NIA co. cAu to 
chirc dm Van phong I.'Jy ban nhan dan tinh; 

c) Van ban huong clan cu the chirc nang, nhiem vu, quyen han dia. Van 
phOng HOi dOng nyan dan va Uy ban nhan dan huyen, thanh pho thuOc tinh (sau 
day g9i chung la cap huyen); 

QUY DINH 



2 

d) Van ban quy dinh cu the diL kien, tieu chuAn chirc danh Tru6ng, Pho 
don vi thuOc Van phong Uy ban nhan dan tinh; Chanh Van phong, Pho Chanh Van 
phong HOi d6ng nhan dan va Uy ban nhan dan cap huyen; 

d) Du thao cac quyet dinh, chi 64; quy hooch, ke hooch dai hp, 05 ram va , 
hang nam; chuong trinh, an, di,r an, bien phap to chirc thirc hien cac nhiem vu ve 
ding tac dart tOc va nhiem vu cai cach hanh chinh nha nuoc thuOc phom vi quan ly 
nha mr6c dugc giao. 

2. Trinh Chit tich tiy ban nhan dan tinh ban hanh: 

a) Quyet dinh thanh lap, sap nhap, chia tach, giai the cac don vi thuOc Van 
phong Uy ban nhan dan tinh; 

b) Du thao guy& dinh, chi thi va cac van ban khac thuOc thArn quyen ban 
hanh cila Chit tich Uy ban nhan dan tinh ve cong tac dan tOc; 

c) Du thao cac van ban quy dinh ve quan he, phi hop ve cong tac dan tOc 
gala Van phong tJ' y ban nhan dan tinh voi cac Si, ban, nganh c6 lien quan va Uy 
ban nhan dan cac huyen, thanh ph6; 

d) Cac van ban khac theo su phan cong cua Chu tich Uy ban nhan dan tinh. 

3. Tham muu, xay dung va t6 elide thtrc hi'41 chuong trinh, ke hooch cong 
tac 	'Jy ban nhan dan tinh: 

a) T6ng hop de nghi 	cac Soy, co quan ngang Sof, co quan thuOc ty ban 
nhan dan tinh (sau day goi chung la So), t'Jy ban nhan dan cap huyen, co quan, to 
chic lien quan; 

b) Kien nghi vad Chu tich Uy ban nhan dan tinh dua vao chuong trinh, ke 
hooch cong tac nhang van de can tap trung chi coo, diL hanh hoac giao co,  quan 
lien quan nghien cfru, xay dung de an, du an, du thao van ban; 

c) Xay dung, trinh Uy ban nhan dan, Chit tich Uy ban nhan dan tinh ban 
hanh hoac phe duyet chucmg trinh, ke hooch cong tac; 

d) Theo d'Oi, don d6c cac SO, Uy ban nhan dan cap huyen, cac co quan, t'6 
chic lien quan thirc hien chuong trinh, ke hooch cong tac, dam boo dung tien dO, 
chat luting; 

d) Bao coo dinh IcST hoac clot xuAt ket qua thirc hien; kien nghi giai phap 
nham thirc hien có hieu qua chuong trinh, Ice hooch cong tac, 

e) Kip thoi boo coo, di'eu chinh chuong trinh, ke hooch cong tac, dap Cmg 
yeu cAu quan VT, chi coo, di'eu hanh cua tJ' y ban nhan dan, Chit tich Uy ban nhan 
clan tinh. 

4. Phijc vu hoac dOng 	ty ban nhan dan tinh: 
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a) Chi' tri, ph6i h9p vai cac co quan lien quan chuan bi chucmg trinh, not 
dung, phvc vu cac cu9c hop cua Uy ban nhan dan tinh; 

b) Thvc hian the d9 tong hap, bao cao; 

c) Theo doi, don d6c, danh gia kat qua thvc hian Quy the lam viac caa Uy 
ban nhan dan tinh; 

d) T6 chlre ding tac flap cong dan theo quy dinh caa phap luat. 

, 5. Tham muu, gifip Chu tich Uy ban nhan dan tinh thirc hian cac nhiam vv, 
quyen han sau: 

a) Triau tap, chu tri cac cu9c hop; 

b) Theo dal., don d6c, chi dao, kiam tra cong tac d6i voi cac So.; H9i d'Ong 
nhan dan va Uy ban nhan dan cap huyan; 

c) Thuc hian nhiam vv truac I-19i ang nhan dan tinh; tip xi c, bao cao, tra 
led kien nghi cua cir tri; 

d) Chi dap, ap dung bin phap can thiet giai quyet cong viac trong truOng 
hgp d9t xuat, khan cap; 

d) Cai tin fe 16i lam viac; duy tri ky luat, ky cuong cua b9 may hanh chinh 
nha nuac dia. phuang. 

6. Tip nhan, xir VT, trinh Uy ban nhan dan, Chu tich fly ban nhan dan tinh 
giai quyet nhang van ban, 119 so do cac co.  quan, to chirc, ca nhan gui, trinh (van 
ban dan): 

a) D6i vdri a an, dir an, du than van ban do cac co quan trinh: Kim tra 119 
so, trinh tax, tha tic sop thao, the thirc, ky thuat trinh bay dg thao van ban; tom tat 
not dung, neu ro tham quyen quyet dinh, gkr gong bq trong chi dao, dieu hanh cua 
Uy ban nhan dan, Chu tich Uy ban nhan dan tinh 	vai van de lien quan, de xuat 
mot trong ,cac phdang an: Ban hanl!, phe duyat; dua ra phien h9p y ban nhan dan 
tinh; giri lay ST kien cac thanh vien Uy ban nhan dan tinh; thong bao y kien cua Chu 
tich Uy ban nhan dan tinh yeu cau co quan soa.n thao hoan chinh lai, lay them 5,  
kien can co quan, to elide, ca nhan hoac thgc hian cac nhiam vv khac theo quy dinh 
va quy the lam viac cda Uy ban nhan dan tinh. 

Trong qua trinh xfr ly, nau a an, du an, dd thao van ban cony kien khan 
nhau, cha tri hop voi co quan, to chdc lien quan de trao doi truov khi trinh; 

b) 136i vai du thao bao cao, bai phat biau: Phoi hap voi the co quan lien 
quan bien tap, hoan chinh theo chi dao cua Chu tich Uy ban nhan dan tinh; 

c) D6i \Ted van ban khan: Man nghi voi Chu tich Uy ban nhan dan tinh giao 
co quan lien quan trien khai thvy hian; to chirc cac dieu kien can thiet de Uy ban 
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nhan dan, Chu tich Uy ban nhan dan tinh xir 1S/-  theo quy dinh cua phap lug va not 
dung van ban den. 

7. Phat hanh, quan 1$/, theo doi, don d6c, kiam tra tinh hinh, kat qua thvc 
hien van ban eila Uy ban nhan dan, Chu tich Uy ban nhan dan tinh: 

a) Quin 1ST, sir dung con &du, phat hanh van ban dm Uy ban nhan dan, Chu 
tich Uy ban nhan dan tinh; 

b) Theo doi, don d6c, 'dam tra tinh hinh, kat qua thirc hien van ban cila Uy 
ban nhan dan, Chu tich Uy ban nhan dan tinh; dinh kS/ ra soat, bao cao Chit tich Uy 
ban than dan tinh de dam bao sir ding Ix), thiing nhat trong chi dao, dieu hanh; 

c) Ra soat nham phat hien wrong mac, phat sinh ve them quy&n, h8 so., trinh 
tv, thu tic va nghiep vu hanh chinh van phong trong qua trinh chi dao, dieu hanh 
cite Uy ban nhan dan, Chit tich Uy ban nhan dan tinh; kip thai bao cao Uy ban 
nhan dan tinh sira 6i, 136 sung; hang nam, tong h9p, bao cao Van phong Chinh 
phu; 

d) Ltru frit van ban, 116 sa, tai lieu oh Uy ban nhan dan, Chi' tich Uy ban 
nhan dan tinh. 

8. Thirc hien the d8 thong tin: 

a) T8 chire quan 1Sr, cap that thong tin phvic vu six chi dap, dieu hanh cua Uy 
ban than dan, Chu tich Uy ban nhan dan tinh; 

b) Thgrc hien the dO th8ng tin bao cao ve hog ding cua COng ThOng tin dien 
tit' va ket not he thong thOng tin hanh chinh dien tix' chi dao, dieu hanh cua Uy ban 
nhan dan, Chia tich Uy ban nhan dan tinh; 

c) Xuat ban, phat hanh Cong bao tinh; 

d) Thiat lap, quan 1Sr va duy tri boat ding mang tin h9c cua Uy ban nhan 
dan tinh. 

9. Bao dam cac dieu kien vat chat, ksi thug: 

a) Bao dam cac dieu kien vat chat, kyi thug cho hog &Ong cua Uy ban nhan 
dan, Chu tich Uy ban nhan dan tinh; 

b) Phic vi cac chuyen ding tac, lam vies, tiep khach cua Uy ban nhan dan, 
Chu tich Uy ban nhan dan tinh. 

10. Thgrc hien nhiem vv. quail 1ST nha nuac v'e eong the dan tic tren die ban 
tinh theo Thong to lien tich s6 07/2014/TTLT-UBDT-BNV ngay 22 thang 12 nam 
2014 cim Lien b8 Uy ban Dan tic va BO N8i vi. 

11. Huang dan nghiep vi hanh chinh van phong 



5 

Chu tri, phoi hgp vii Van phong HOi ding r4ian dan tinh tong k&, huong 
dan chuyen mon, nghiep vv hanh chinh van phong doi vii Van phong cac So., Van 
phong HOi (Tong than dan va Uy, ban, nhan dan cap huyen, cong chirc Van phong -
Thong ke xa, phuong, thi tan. 

12. Thvc hien nhiem vv quan tri nOi bO: 

, a) Ti chirc thvc hien cac van ban, quy hoach, k6' hoach do co. quan có tham 
quyen ban hanh hoc phe duyet lien quan den hoat (lOng dm Van phong Uy ban 
nhan dan tinh; 

b) Tip nhan, xfr 13'T van ban do ca quan, to chirc, ca nhan girl Van phOng Uy 
ban nhan dan tinh; ban hanh va quan1Sr van ban theo quy dinh; 

c) Hap tac quit to theo quy dinh cua phap luat va sv phan tong hoc ity 
quyen cua Uy ban nhan dan, Chu tich Uy ban nhan dan tinh; 

d) Nghien cau, ung dung ket qua nghien cau khoa hoc va cai each hanh 
chinh pht.ic vv nhiem vu dugc giao; 

d) Quan15,  to chic NI may, bien the cong chirc, ca eau ngach cong chirc, vi 
tri viec lam, ca cau vier' chirc theo tieu chuan chirc danh nghe nghiep va so lugng 
nguoi lam viec trong cac don vi sv nghiep thuOc Van ph6ng Uy ban nhan dan tinh; 

e) Thvc hien ch6' dO tin lumg va cac ch6 dO, chinh sach dai nge, khen 
thu&ng, kST luat, ciao tao, boi throng ve chuyen mon, nghiep vu deli vii ding chirc, 
vien chirc va ngu6i lao (lOng thuOc pham vi quan 157 cua Van phong Uy ban nhan 
dan tinh; 

g) Huc'mg dan, ki'em tra viec thvc hien ca the to chu, to chiu trach nhiem d6i 
vii cac don vi su nghiep ding lap trirc thuOc; quan 1ST va chiu trach nhiem ve tai 
chinh, tai san dugc giao theo quy dinh; 

h) Thvc hien nhiem vv, quy.en han khac do ty ban nhan dan, Chit tich fTy 
ban nhan dan tinh giao ho4c theo quy dinh cua phap luat. 

Chiron III 
CO CAU TO CITITYC, BIEN CHI; 

Dieu 3. Co cau to chtic 

1. Lath dao Van phong Uy ban nhan dan tinh 

a) Lath da.o Van phong Uy ban nhan dan tinh gim có Chanh Van phOng va 
khong qui 03 Ph6 Chanh Van phong; 
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b) Chanh Van phong Uy ban nhan dan tinh la nguOi dirng du, chiu trach 
nhiem fru& Uy ban nhan dan, Chu tich Uy ban nhan dan tinh va tru6c phap luat ve 
town b6 hoat dOng dm Van phong Uy ban nhan dan tinh; la chii tai khoan ca quan 
Van phong Uy ban nhan dan tinh; 

c) Pho Chanh Van phong Uy ban nhan dan tinh dugc Chanh Van phOng 
phan ding theo doi tirng kh6i ding viec va chiu trach nhiem truck Chanh Van 
phong, truck phap luat ye cac 	ding viec dugc phan cong phv trach. Khi 
Chanh Van phong vAng mat, mot Ph6 Chanh yan phong dugc Chanh Van phong 
fly nhiem dieu hanh hoat dOng dm Van phong Uy ban nhan dan tinh; 

d) Chanh Van phOng, Pho Chanh Van phong Uy ban nhan dan tinh do Chi' 
tich Uy ban nhan dan tinh bo nhiem, mien nhiem, khen thu&ng, kST luat theo quy 
dinh cua phap luat; 

d) Chanh Van phong Uy ban nhan dan tinh b6 nhiem, mien nhiem ngtrOi 
dung dau, cap pho cua nguoi dung dau cac to chirc, don vi thu6c Van phong Uy 
ban nhan dan tinh theo tieu chu'An chirc danh do Uy ban nhan dan tinh ban hanh 
(trir Tnrang ban, Ph6 Tnrong Ban Tiap Cong dan tinh). 

2. Cac phOng chuyen m6n, nghiep vu 

a) Phong T6ng h9p; 

b) Phong Kinh to Tai chinh; 

c) Phong Kinh toc Nganh; 

d) Phong Khoa gido - Van xa; 

d) Phong N6i chinh; 

e) Phong Hanh chinh - T6 chfrc; 

g) Phong Quan tri - Tai vu; 

h) Ban Tiep ding dan tinh; 

i) Phong Dan t6c. 

3. Cac dan vi ski nghiep 

- Trung tam Cong bao - Tin h9c; 

- Nha khach Cong 
A DILI 4. Bien erni6' cong chtic va so prong nguiri lam viec tai coin vi.[ ska• 

nghip cong 1;ap 

a) Bien the cong chirc, s6 luong ngued lam viec tai dan vi six nghiep ding 
lap thu6c Van phong Uy ban nhan clan tinh dugc giao ten ca soy vi tri viec lam, On 
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voi chirc nang, nhiem vu, khoci ltr9ng ding viec va nArn trong ding bien ch6 cong 
chirc, bien the sv nghiep cua tinh do cap c6 tham quyen giao; 

b) Can cur chirc nang, nhiem vu, ca cau to chirc va danh mvc vi tri viec 
ca cau ngach cong chirc, co cau chirc danh nghe nghiep vien chirc dixqc BO N8i vu 
phe duyet, hang nam Van phong Uy ban nhan dan tinh xay dung ke hoach bien the 
cong chirc, so hr9ng ngtriyi lam viec trong cac don vi skr nghiep cong lap trinh Uy 
ban nhan dan tinh de trinh Bo N8i vu xem xet, quyet dinh theo quy dinh cua phap 
luat. 

Chuvrag IV 
TO CHUC THIIC HT N 

DILI! 5. TA chin thirc hen 

1. Giao Chanh Van phong Uy ban nhan dan tinh ban hanlyvan 	quy dinh 
cii the chirc nang, nhiem 	quyen han, m6i quan he cong tac cua cac to chirc tham 
muu tong h9p va chuyen mon, nghiep vu thu8c Van phong UBND tinh; quy dinh 
chirc nang, nhiem vu, quyen hart va ca cau to chirc cua dan vi sv nghiep cong lap 
true thuOc Van phOng Uy ban nhan dan tinh sau khi c6 kien thong nhat cua S.5,  
NOi 

2. Giao Chanh Van phong Uy ban nhan dan tinh chit tri, ph6i h9p v&i Sä Nii 
vv va cac ca quan, don c6 	quan twang dan Uy ban than dan cac huyen, thanh 
pho quy 	c1,1 the chirc nang, nhiem vu, quien han dm Van phong Uy ban nhan  dan 
va HOi gong nhan dan huyen, thanh pho theo htrOng clan cua Trung trang. 

3. Trong qua trinh thve hien, Quy dinh nay c6 th6 dugc sira doi, b8 sung cho 
phi t h9p vai tinh hinh thvc to va cac chit'. twang, chinh sach cua Dang va Nha nuov 
trong tiing th6i kSr, theo de nghi caa Chanh Van phong Uyban nhan dan tinh, 
Giam doc Soy Noi vu va quyet dinh cita Uy ban nhan dan 

TM. UV is AN KHAN DAN 
CHt TiCH 
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