
UY BAN NHAN DAN • CONG HOA xA HOI CHU NGHIA VIET NAM 
HUYEN BAU BANG 	 DOc 14p - Tv do - H4nh phtic 

s4S: 44 /2017/QD-UBND 	Bau Bang, ngay.20 thang nam 2017 

QUYET DINH 
Ban hanh Quy chinh-chtic nang, nhim vu, quyen h#n va 

co.  cAu to.  chfic ciia Phong Tai chinh Ke ho ,ach huyen Bau Bang 

UY BAN NHAN DAN HUYEN BAU BANG 

Can cit. Ludt To chtiv chinh quydn c is phuang ngay 19 thong 6 nam 2015; 

Can car Ludt Ban hanh van ban quy phom phap luat ngay 22 thong 6 nam 
2015; 

Can cit.  Nghi chinh so 37/2014/ND-CP ngay 05 thong 5 nam 2014 cia 
Chinh phi quy clinh to chicc cac ca quan chuyen mon thuOc Uy ban nhein dein 
huyM, quan, thi xa, thank ph -6 thuOc tinh; 

Can car Nghi d.inh so 34/2016/ND-CP ngay 14 thong 5 nam 2016 cia 
Chinh phi quy dinh chi ti -dt mot so didu va bien phap thi hanh Ludt Ban hanh 
van ban quy phom pha:p. 

Can car Thong tu• lien tich so 21/2015/TTLT-BKHDT-BNV ngay 11 thong 
12 nam 2015 cia Bo Ke hooch Dau tu' va Bo NOi vu hurrng clan chart nang, 
nhiOn vu, quydn hon va co. celu to chirc cia 	ICI hooch va Ddu tu' thuOc Uy 
ban nhan dan tinh, thanh pha tart thu'Oc Trung wang va Phong Tai chinh - Ke 
hooch thuOc Uy ban nhan dan huyen, quan,thi xa, thanh phor,  thuOc tinh; 

Can cit. ThOng tu• lien tich so 220/2015/TTLT-BTC-BNV ngay 31 thong 12 
nam 2015 cia Bo Tai chinh va Bo N'Oi V7.1 huang dein chirc nang, nhl'Om VIA 
quydn hgn va co. cau to chirc cia SO. Tai chinh thu'OC Uy ban nhan dan tinh, 
thanh ph(J tic thuOc Trung wang va Phong Tai chinh Id hooch thu'Oc Uy ban 
nhan dan huyen, quan, thi xei, thanh phoc,  thu'Oc tinh; 

Can cti. Quyect chinh so 09/2014/QD-UBND ngay 31 thong 3 nam 2014 cia 
Uy ban nhan dan tinh Binh acang ye viec ban hanh Quy chinh phan cap quan 1)5 
to chirc, bien chl va can ba, tong chirc trong ca quan hanh chinh nha mak va 
doanh nghiep nha nurk tren cia ban tinh Binh Throng; 

Theo cid nghi C7:161Trz,cd.ng phang Ted chinh - Ke hooch huyen Bau Bang tai 
TO. trinh so 93/TTr-PTCICH ngay 23 thong 10 nam 2017 va cue nghi cia Trurrng 
phong NOi V7;1 tai trinh so 345/TTr-PNV ngay 07 thong 11 nam 2017. 
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QUYET DINH: 

Ditu 1. Ban hanh kern theo Quye't Binh nay Quy dinh chic nang, nhiem 
quy'en han va co cdu to chirc cua Phong Tai chinh - Ke hoach huyn. Bau 

Bang. 

Dieu 2. Quye't dinh nay có hieu hyc thi hanh ke tix ngay of thang A.4 nam 
2017 va thay th6 Quy& dinh s6 09/2014/QD-UBND ngay 29 thang 10 nam 2014 
dm fly ban nhan dan huy'n Bau Bang. 

Dieu 3. Chanh Van phemg HOi 6ng nhan dan va Uy ban nhan dan huyn, 
Truong phong Tai chinh - Ke hoach, Truemg pheng NOi vu, Thu trueyng cac ca 
quan, don vi có lien quan va Chu tich Uy ban nhan dan cac xa chiu trach nhiem 
thi hanh Quye't dinh nay./.-ron. 

No'i 
- So Ttr phap; 
- So.  Tai chinh; 
- SO.  Ke hoach va DAu tu; 
- Trung tam COng bao tinh; 
- TT. HU, TT. HDND huy0; 
- CT, cac PCT UBND huy'0; 
- Phong Tu.  phap, 
- Nhu.  Di6u 
- Luu: VT. )/%---- 

TM. UY BAN NHAN DAN 
CHU TECH 

 

KhAc Tri 



flY BAN NHANDAN 	CONG HOA xA. HOI CHiJ NGHIA 'VIET NAM 
HUYtN BAU BANG 	 DOc 14p - Tv' do - H4nh phtic 

QUY DINH 
Chtic nang, nhiem vu, quyen h4n va co.  cAu to chlic 
cila Phong Tai chinh - Ke ho4ch huyen Bau Bang 

(Ban hanh kem theo Quyit dinh so 	/2017/QD-UBND 
ngay,20 thang,IA nam 2017 ciia Uy ban nhan dan huyMBau Bang) 

Chuvng I 
NHVNG QUY DINH CHUNG 

Di.tu 1. Vi tri va chfrc 'fang 

1. PhOng 	chinh - ho4ch la quan chuyen mon thuOc ty ban nhan 
dan hu3en có ch*c nang tham muu, giup Uy ban nhan dan huyIn thgc hien chik 
nang quan ly nha nu6c ye linh vgc tai chinh, tai san theo quy dinh cua phap 141. 

Viec thvc hien chirc nang tham rnuu, gi-dp Uy ban nhan dan huylen thvc 
hien chIrc nang quan ly nha nuac ye ke hoch va dau tu; dang k'S.T kinh doanh, 
(rang ky doanh nghi4; tong hop ya thOng nhat quan 13'T cac van de ye kinh to t4p,  
th6, hop tac xd, kinh to tu nhan cua PhOng Tai chinh - Ke ho4ch do BO. Ke 
ho4ch va Dau to va BO NOi vu huong dan. 

2. Phong Tai chinh - Ke hoach có con dau va tai khoan rieng; chin sv chi 
dao, quan 	 vi tri vi'c lam, bien ch6 ding chuc, co. clau npch ding 
chirc va cong tac cfla Uy bannhan dan hu3*.; dong tiled chiu sv chi dao, ki6m 
tra, huong dan ve chuyen mon nghi0 vu thuOc linh vgc tai chinh cua Sec Tai 
chinh, linh vgc ke hog.ch va dau to cua S& Ke hoch va D'au tu. 

Chtrung II 
NHIEM ITV VA QUYEN HAN 

Dieu 2. Nhiem vu va quytn han 

Phong Tai chinh - Ke ho.ch thvc hien nhi@n vg, quy'6n hp theo quy dinh 
c-Cia phap 1u4t cu the nhu sau: 

1. Linh vkrc Tai chinh 

a) ,Trinh Uy ban nhan dan huyn ban hanh cac quy6t dinh, chi thi; quy 
ho4ch, ke ho4ch dai hp, 5 nam va hang nam ye linh vvc tai chinh; chuong trInh, 
bin phap to chCrc thvc hien nhieln V1.1 cai cach hanh chinh nha nuerc trong linh 
vgc tai chinh thuOc trach nhim quan 13'T cda Phong, 



2 

b) To elide thvc,hil6n cac van ban phap 1u4t, cac quy hoach, kec  ,hcwh, 
ch 	trinh da dugc cap có tham quyen phe., duyiet; thong tin, tuyen truyen, pith 
bien, gido du.c phap 14t va tham muu, giu.p Uy ban nhan dan huyn theo doi thi 
hanh phap 1u4 trong linh virc tai chinh tren dia ban; 

c) Huong dan cac co quan, don vi du toan thuck huyn, Uy ban nhan dan 
cac xa xay dung dir toan ngan sach hang nam; xay dirng trinh Uy ban nhan dan 
huyn dir toan ngan sach huyn theo huong clan cua S& Tai chinh; 

d) T6ng hop, lap du toan thu ngan sach nha nuac &Si vai nhfing khoan thu 
dugc phan cap quan 1.3"T, du toan chi ngan sach hu3en va tong hop du toan ngan 
sach cap xa, phuong an phan bo ngan sach huyn trinh Uy ban nhan dan huyn; 
lap du toan ngan sach dieu chinh trong truong hgp can thiet de trinh Uy 
ban nhan dan huy'ri, to chute thvc h*-1 du toan ngan sach da dugc quyet dinh; 

d) Phi hop vai co quan có lien quan trong viec quan 13'T cong taz thu ngan 
sach nha nuoc ten dia ban theo quy dinh cua phap luat; 

e) Thdm tra quy6t toan cac du an d'au tu do huyn quan VT; tham dinh 
quyet toan thu, chi ngan sach xa; lap quyet toan thu, chi ngan sach hu3*1; tong 
hgp, 14p bao cao quyet toan thu ngan sach nha nuic tren dia ban huyn va quyet 
toan thu, chi ngan sach huyn (bao gom quyet toan thu, chi ngan sach huyn va 
quyet town thu, chi ngan sach cap xa) bao cao Uy ban nhan dan huyn de trinh 
ca quan nha nuo(c có tham quyen phe chub; 

g) To chdc tham tra, trinh Chu -Lich Uy ban nhan dan huyn phe duyiet 
quyet toan doi vai dirt an thut)c tham quyen phe duy't cua Chu Lich Uy ban nhan 
dan huy'0.. Tham,tra, phe duyt quyet toan cac du dau tu bang nguon von SIX 
nghip có tinh chat dau tu xay dung ca ban thqc ngan sach huyn quan VT; 

h) Quan 13'T tai san nha nook tai cac ca quan hanh chinh, don vi sv nghiep 
thuo:c huyn. quan 13'T theo quy dinh cua Chinh phu va huang dan dm Bo Tai 
chinh. Tham dinh, trinh Uy ban nhan dan huyn quyet dinh theo tham quyen 
viec mua sam, thue, thu hOi, dieu chuyen, thanh VT, ban, tieu huy tai san nha 
nuo.c; 

i) Quan 1ST ngu6n kinh phi dugc uy quyn cua clap tren; quan 13'T cac dich 
vu tai chinh theo quy dinh cu.a phap 

k) Quan 13'T gia theo quy dinh cua Uy ban nhan dan cap tinh; kiLn tra viec 
chap  hanh niem y6t gia va ban theo gia niem yet dia cac to chic, ca nhan kinh 
doanh hog d'Ong ten dia ban; to chdc thvc hien clang ky gia, ke khai gia theo 
phan cong, phan clap cua Uy ban nhan dan tinh va theo quy dinh cua phap lulat; 
chu tri thvc hisn thAin dinh gia d6i vii tai san nha nuo'c tai dia phuong theo phan 
cap dm Uy ban nhan dan cap tinh; 
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1) Chu trl phoi hgp vai cac co quan, to chine có lien quan,ki6m tra 	thi 
hanh phap 1114 tai chinh; giAp Uy ban nhan dan huyn giai quyet cat tranh chap, 
khieu nai, to ca.o ve tai chinh theo quy dinh cua phap 

2. Linh yip Kt hoach va D'au tu. 

a) Trinh dir thao cac quy hooch tong the phat trim kinh 	xa. hOi, 1(6 
hooch phat trien kinh to - xa hOi 5 nam va hang nam cua huyin; de an, chuang 
trinh phat trien kinh to - xa h()i, cai each hanh chinh trong linh vcrc ke hooch va 
dau tu ten dia ban huy'n, phu. hap vai quy hooch tong the Oak trien kinh te - xa 
h0i, quy hooch nganh tinh do dugc p4e duylet; 

b) Dv thao cac Quy6't dinh, Chi thi, van ban huang dan  thvc hi'n co.  ch6, 
chinh sach, phap 14.t va cat quy dinh cua Uy ban nhan dan huyn, S6i Ke hoach 
va Dau tu ye tong tac ke hoach va dau tu ten dia ban; 

c) Trinh Chu tich Uy ban nhan dan huyn cac chuang tranh, danh mvc, dux 
an dau tu tren dia. ban; thAm dinh vachiu trach nhim ye duxke hoach dau tu 
tren dia ban thuOc tham guyn guyet dinh cua Chu tich Uy ban nhan dan huyn; 
tham dinh ya chiu trach nhiein ve n(ii dung cat van ban tranh Chu tich Uy ban 
nhan dan huyn ve ke hoach hxa ch9n nha than doi vai cat der an do Chfi tich 
Uy ban nhan dan huyn quyet dinh dau tu, tham,dinh ho so' o.  mei quan tam, ho s 
med so tuyen, ho so mei thau, ho so yeu cau, ket qua danh gia ho so quan tam, 
ket qua danh gia ho so du so tuy&a, ket qua lira chon nha thau coi vai cat goi 
thau thuOc dir an do Uy ban nhan dan huyn la cha c au tu;  

d) To &ire thvc 	cat van ban quy phom phap 	ca che, chinh sach 	
714 

, 
cat quy hooch, ke hooch, chuang tranh, dan, de an da dugc cap co v 	tham quyen 
phe duyiet; thong tin, tuyen truyen, ph3 bien, gido dvc phap 1u:a ye anti virc ke 
hooch va dau tir tren dia ban; 

d) Cung cap thOng tin, Kix tien dau tu, phoi hgp voi cac phong chuyen 
mon, nghi'p vu có lien quan to ch*c van dOng cat nha dA.0 tu trong va ngoai 
nuoc dau to vao dia ban huy'n; huong dan chuyen mon, nghib vu cho can 130, 
tong ch*c lam tong tat 1c6 hooch va dau tu cap xa; 

,e) 	trl, phoi hop vOsi cat co.  quan có lien quan giam sat va danh gia dau 
tu; kiemtra viec thi hanh phap lulat ye ke hooch va dau tu tren dia ban huyn; 
giai guyet khieu noi, to cao va xu 13'T vi phom theo thAm guyen. 

3. Ve Doanh nghiep, kinh to top the, hop tac xa, kinh to ttr nhan 

a) Cdp gia'y chiing,nhn clang 14T kinh doanh cho cat to chirc kinh to tap 
the, h() kinh doanh ca. the, ya da'ng ky hop tat xa., kinh te to nhan tren dia ban 
theo quy dinh cua phap 1u4t. 

b) Ttmg hgp theo doi, danh gia tinh hinh thirc hien cat chuong tranh, k6 
hooch, co che, chinh sach phat trien kinh te Op the, kinh te tu nhan va hog dOng 
dia doanh nghiep, hgp tat xa, cac to ch*c kinh te tap the, kinh te trr nhan, tren 
dia ban huyn. 
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4. Linh vu'c khac 

a) Thuc hien ch6 d'() thOng tin bao cao dinh kST va dOt xua't ve tai chinh, 
ngan sach, dau tu, gia thi truing vdi Uy ban nhan dan hu3*.; So( Tai chinh va. 
SO' Ke hoach va Dau tu; 

b) To chirc nghien dm, ung dung tien be? khoa hoc ky thulat; xay dung he 
thong thong tin, luu tru phvc vu cong tac quasi 1'y chuyen mon, nghip vu d-ugc 
giao; 

c) Quan 13'T va chin trach nhiem .\/' can 1x,, cong chic, tai chinh, tai san 
dugc giao theo quy dinh cua phap 14.'t va theo phan cong hoc uy quyen cua Uy 
ban nhan dan huy'rr, 

d),Thvc 	cac nhim vv khac ve quan 1ST nha nuefc trong linh vvc tai 
chinh; ke hoch va d'au tu theo phan cong, phan cap hoc uy guyen cua Uy ban 
nhan dan huyien va theo quy dinh cua phap 

Chu'ung III 
TO CIIfiC, BIEN CHE VA CHE, DO LAM VIEC 

Dieu 3. Cu cAu to chtirc 

1. PhOng Tai chinh - Ke hoa.ch c6 TruOng phOng va 'thong qua 03 Ph6 
TruOng phOng. 

a) Trong so cac lank d4o Ph6ng (Truong phong va cac Ph6 Truong 
phOng) phai c6 it nhat 01 nguoi dugc phan ding chuyen trach quan 1ST, chi d4o 
thvc hie.n cac nhirn vu quan 1y nha nuoc ye lInh vvc tai chinh; 

b) Viec bo nhiein, mien nhiem Tratng phong, Pho Tru&ng phong do Chi' 
tich Uy ban nhan dan huy'n guy6t dinh theo tieu chuan chuyen mon, nghip vu 
do Uy ban than dan cap tinh ban hanh. 

Viec diki dung, luan chuyL, khen thu:ong, ky 1u4, mien nhiem, cho tix 
chic, nghi huu va thvc hien cac the dO, chinh sach khac dui \Tod Tru&ng phong, 
PhO TruOng phOng dugc thvc hien theo quy dinh cua phap 14.t. 

2. To chfic bO may thuOc phOng Tai chinh - Ke hoa.ch hu3en c6 bO phan 
chuyen mon nghip v1,1 nhu sau: 

- BO ph4n phi trach quan 1y Tai chinh, ngan sach cap huyn.; 

- Bo ph4n phi trach quan 1y Tai chinh, ngan sach cap xa; 

- BO ph'n phi trach Gong tac toan van phong; 

- BO ph4n phi trach cong tac quan 13rf cong san, gia ca, dang ky kinh 
doanh; 

- BO ph@n phi trach lce hc@.ch va. d'au tu va mot so Linh vuc khac do 
Truing phOng phan cong. 
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Dieu 4. Bien che 

a) Bien ch6 cong chirc dm PhOng Tai chinh - K6 hoach do Chil tich Uy 
ban nhan dan huyn quy6t dinh trong tong so bien cher% cong chic cua huyn 
dugc t'Jy ban nhan dan tinh giao hang nam ten co so De an vi tri v* lam va. 
crau ngach cong chic cua dugc cap có thAm quy'en phe 

b) Can cd chic nang, nhim vi, danh mic vi tri vilec lam, co cau ngach 
cong chdc dugc cap có thAm quy&i phe duyt, hang nam PhOng Tai chinh - Ke 
ho4ch chi). tri, phoi hop 	Phong 	vuxay dgng 1(6 ho4ch bien .ch6 cong 
chirc theo quy dinh cua phap luat bao dam thgc hi@.1 nhiem vu dugc giao, trinh 
cap có thAm quyiLa phe duy4 

Dieu 5. Che d(1 lam viec 

1. Phong lam v* theo Chuang trinh ke hogeh cong tac hang nam dugc 
Uy ban nhan dan huyn giao va theo chdc nang, nhi@n vu, quyLl hqn dugc quy 
dinh trong Quy dinh nay, lam v* theo ch6 cao thu truOng, TruOng . Ong co 
quy'en quy6t dinh m9i van che thqc phpi vi nhim vu, quy'en hp dm PI% 

2. Cac PhO Truong phong la ngueri giup Truong phong phi 	theo 
doi mot so mat cong tac chuyen mon va chiu trach nhim truck Tnicyfa hong 
va tnthc phap 1u4t ve nhi'm v1,1 dugc Truong phOng phan cong. 	Aoc  

3. Cong chix.  c lam viec theo ch6 do trgc tuy6n. Moi clang chic ve co ban 
do TnxOng phOng phan cong cong vidc va che xuat trgc tip voi Truong phOng. 
Co trach nhiem chdp hanh tot sg phan cong cua Truong phong va phai hoan 
thanh nhim vi, phAn ddu hoc tap nang cao trinh cao va nang lgc che nang cao 
hi@T qua cong tac. 

Dieu 6. Nhiem vu, quyen h4n va trach nhiem cua Trtfoing phong 

1. Truong phong la ngued dAng dau Phong, chiu trach nhim truac Uy 
ban nhan dan, Chu tich Uy ban nhan dan huyn va truo'c phap luat ve toan bic) 
hoat dOng eta Phong. La nguei phat ng8n chinh thuc cua Phong trong cac bu6i 
lam v*, tip XAC 	bao c ai, cac co quan dun vi trong va ngoai huyn. 

2. Can dr ocac quy dinh cua phap luat, sir phan cong cua Uy ban nhan dan 
hu3en va huong dan ye chuyen mon, nghip vi cua cac se; nganh tinh có lien 
quan, xay dying va trinh Uy ban nhan dan huyn xem xet Quyet dinh ban hanh 
ho6.c sixa doi bo sung Quyet dinh to chin va hog dOng cua don vi. 

3. Quan he tip xdc, lain viec trao 	cac co quan, ban nganh tinh, 
cac phong ban chuyen mon, doan the huyen va Uy ban nhan. dan cac xa. 
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4. Khi can thiet, Truong phOng có the dugc 1:Ty ban nhan dan huyn fly 
quyen yeu cAu Thu truefng cac ca quan, don vi huyn va. Chu tich Uy ban nhan 
dan cac xa bao cao tinh hinh ve cac rri t ding tac thuOc link vuc phu. trach cua 
Phong de tong hop phut vu cong tac lanh dao, dieu hanh cim Uy ban nhan dan 
huylen. Khi cc') nhang van de phat sinh vu9t qua thAm quy'en cua TruOmg phong 
hay chum dugc su thO'ng nhAt )r7.  kin cua cac co quan, don vi lien quan thi 
Tnxeng phong bao can voi Chu tich Uy ban nhan dan huyn de xem xet cho 
kin chi dao giai guy/a. 

5. Tham 	cac cuOc h9p giao ban, thao 14n cac 	nganh tinh; n14'n 
va to chirc thvc hie.n cac van ban, Chi thi, ThOng to hueMg dan theo quy dinh. 

6. Tham du cac kST h9p Huy'n Ay, HOi deg nhan dan, Uy ban nhan dan 
cac phOng, ban va giao ban vOi Uy ban nhan dan cac xa. Tham gia cac 

Ban Chi dao, cac to chirc phi hgp lien nganh cua huyn. 

7. Hang thang to chirc h9p co quan it nha't mot ran de danh gia kk qua 
hoat Ong trong thang qua, dE ra phuang huang hog Ong cho thang sau va thuc 
hien cac not dung quy the dan chu trong hog dicing co quan theo quy dinh. 
Truong phong có the triu tap h9p co quan dot xurat khi có yeu cau tong tac can 
thik. Hang nam, Truang phOng thvc hien cong tac danh gia xe'p loci ding chirc 
va ph6i h9p vai Cong doan co so to chirc HOi nghi can b(), cong chirc co quan 
theo quy dinh. 

8. Quan 1y vilec sir dung tai san, kinh phi hoat dOng cna co quan có hileu 
qua va filet ki*n, time hien ding khai tai chink dung theo quy dinh. 

9. Thuc hien cac bien plaap phOng ngira va x* ly ding chirc thut)c tham 
quyin co hanh vi tham nhfing hoac vi pham phaplu4. 

10. Truong phOng la chu tai khoan cila don vi, quan ly thu - chi tai chink 
ngan sach cua PhOng theo ch6 do quy dinh cua Nha nuov, quanl'Y tai san, dam 
bao ca 4t chit, trang thik bi ky thulat, dieu kien, phuang tien hoat Ong cua 
Phong theo the d(5 quy dinh. 

11. Dugc quyen Icy va six dung con d'Au cua PhOng trong cac van ban hanh 
chink thong thuong do PhOng ban hanh; cac van ban huong ddn thuOc link ykrc 
chuyen mon do Phong phu trach; giao dich ve tai chink va six dung tai khoan tai 
Kho bac. 

Dieu 7. Nhiem vu, quy'en h4n va trach nhim cila Pho Truiivg phong 

1. Cac Pho Truong phong la nguei giup Truong phOng phu trach va theo 
doi mot so mat cong tac chuyen mon va chiu trach nhi4'm truck Truong phong 
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va truthc phap 10:t ve nhim vu dugc Truong phong phan cong. Ngoai cong vi& 
dugc phan cong phu teach, cac Pho TruOng phong phai tim hieu, nom cong vi& 
cue gop phAn ding voi Truong phong chi ciao va giai quye't cong viec chung, 
cong 	Truong phOng lien dad chin trach nhiem ve hieu qua cong viec truck 
cap ten va truthc phap luat. 

2. Cac PhO Truth-1g phong có trach nhiem thirc hieu chirc trach, nhim vu 
khac khi dugc Truong phOng uy quy'n; dugc u.y quy'en 1(3'T thay TruOng phong 
doi vai mot so mat cong tac ho;dc khi Tru&ng phong di yang. Quan he lam v* 
-yeti Uy ban nhan dan cac xd va cac co quan, dan vi lien quan ve nhirng nhiem vu 
dugc phan cong phv trach, xem xet cac bao cao, tong hgp dix lieu, theo dOi cac 
lce hoch, du an thueic linh vvc cong tac dugc phan cong cue tham muu cho 
Truong phong. Tham du cac cuOc hop tai tJ y ban nhan dan huyn, "(J)  y ban nhan 
dan cac xa va Set nganh lien quan khi dugc Truong phOng phan cong. 

3. Cac PhO Truong phong, phi trach nlyang anti vy:c dugc Truong phong 
phan cong, trvc tip giai quy6t nhimg cong viec phat sinh trong ph4m vi trach 
nhim dia minh. Khi giai quy6t cac ding viec clugc giao php trach, có lien quan 
d6n cac cong viec chuyen mon cua. ID() phan, ca quan khac trong va ngoai dan vi, 
Pho Truong phong chi. dOng ban .4.c giai quyk, chi trin_h Truong phong guy& 
dinh nhang v6n de mad phat sinh, ma chua có trong chu truang, ke hog_ch thvc 

4. Trvc tip son thao, bien tap, chinh 1)ri du thao bao cao chuyen de va 
cac van ban hos6.c do cac cong chik trong dan vi chuAn 

5. Khi co yeu cau, cac Pho Truang phong dugc cu tham gia cac Ban Chi 
d4o, cac Hoi d6ng, cac T6 tu van va. cac Doan ki6m tra lien nganh. 

6. Phong có cac Pho Truth-1g phong phi trach linh vvc cong tac nhu sau: 

- MOt PhO Truong phong phi trach tai chinh - ngan sach. 

- MOt Pho Truong phOng phv trach K.6 ho4ch - DA.0 tu va mot so linh vvc 
khfic do TruOng phOng phan cong. 

Dieu 8. Nhi'm vu cila cong chlic 

1. Cong chirc có trach nhim giup cho lanh dg.o.  Phong thvc hieu cac mat 
cong tac chuyen mon, nghip vu cue thvc hieu cac chic nang quan 1ST nha nuot 
d6i ved cac linh vvc dugc Uy ban nhan dan huylen giao; thuetng xuyen phi hop, 
too di'eu bien thu4n lgi d6 ding nhau hoan th.nh nhiem vu chung cu.a Phong. 

2. Chdp hanh va hoan thanh có k6t qua nhang nhiem vu ding tac do ldnh 
dg.o Phong phan cong va chiu trach nhiem ve ph'an viec dugc phan ding; nh* 

Y(Y\ ti  

N 
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tinh, tich cgc va. 	tiled tham. mu-u giai quy'L nhang va.'n de lien quan, tu)* d6i 
khong duge gay phien ha, nhting nhigu d6i 	cac chat va ca.* nhan an lien 

cOng tac. 

3. Theo doi, nAm chL tinh hinh cac linh vgc cong 	dugc phan cOng, 
thu thap va. xir l3rf thong tin, f6ng h9p xay dgng chuang trinh, 	cao dinh kST 
holac dOt xuAt tinh hinh tixng linh vgc dugc phan cong phij trach dam bao tinh 
kip thed, chinh xac, trung thgc. 

4. Dugc quy'en quan lam 	cac nganh, cac xa. trao 	nam 
tinh hinh c6 lien quan d6n 11.nh vgc cong tac dugc phan ding. Dugc cir di dg h9p 

	

cac nganh, cac xa. va chi dugc phat biL ki6n theo sg chi dao 	lanh da.o 
Phong, sau cac cu(3c h9p phai bao cao lai nOi dung, ket qua va ket 14.n dm 
nguei chu tri cuOc hgp cho lanh dao Pheng bang van ban hoac trinh bay trgc 
tikp. 

5. Dugc cung ca'p dAy 	c6 th6ng cac van ban quy pham phap 1u4t c6 
lien quan d'L cong tac chuyen mOn. 14p danh rave he. so  va. cu6i nam n(3p 

theo quy dinh. 

6. Khi giai quy6t cac v'A.n thu0c pham vi chuyen mon duge phan ding 
c6 lien quan d6n cac don vi khac, phai bao cao xin ki& lanh dao PhOng, khong 
dugc 	phai chin trach nhim n'L tg 3'T giai quyet hoac tra 	khi chua 
c6 kien d6ng )", 	lanh dao. 	vOi nhimg \Tian de vugt qua th'Am quy'en dugc 
giao, phai bao cao lanh dao PhOng d6 dugc chi dao giai quy6t. 

7. Thy theo yeu 	nhi'm vv m6i giai clop va trinh d(5 nang lgc 
chuyen mon nghip 	cac chuyen vien, nhan vien duge lanh dao Pheng phan 
cOng, lu'a.n chuyien, b'cS tri thgc 	nhang 	&Ong tac cho 	hgp 
tinh hin.h dive tfe tai don vi. 

Chiming IV 
CHE DO THONG TIN, BAO CAO, HOI HOP, SINH HOAT 

Di&I 9. Cht di) thong tin, bao cao 

1. C6ng chik duge phan cong phy. trach 	vgc cong tac c6 trach 
thu tN.p thOng tin, t6ng hgp va thgc hiien day 	ch6 dO thong tin bao cao 
thu'em.g kST hang tu'an, thang, qu)'/, nam va. bao cao d(1)t xudt khi c'a.n thik holac c6 
yeu cA.0 chi dao 	la'nh dap Phong. 

2. Cong 	phai thuOng xuyen bao cao 	(10 va ke't qua thgc h*1. 
duge phan cOng hoac bao cao chuyen theo yeti c&.'u cho PhO Truong 
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phOng phi trach chuyen mon tong h9p vao chreu th* sau cue tong hop bao cao 
True:mg phong vao sang thu hai hang tu'dn, bao cao thang phai dugc hoan thanh 
truac ngay 20 tay 	m6i thang, bao cao quy, 6 thang va nam phai dugc hoan 
thanh truck ngay 15 -Lay cua thang cu6i quy d.6 tham muu Truong phong xem xet 
va bao cao len cap teen theo dinh kSi ho`O.c dOt xudt theo yeu c'au. 

Dieu 10. WO hop, sinh hoqt 

1. Hang tuAn vao sang thd hai lanh dao phong to chuc h9p giao ban a 
danh gia vi& that hien nhim vi tuan truck va pho bien ke hoach cong the cho 
tuAn, cac Pho TruOng phOng phai chuan bi truo'c not dung cuOc h9p. 

2. PhOng to chuc h9p toan the ca quan dinh m8i thang 01 lin trong thed 
gian tix ngay 01 - 05 thy hang thang do Truthng phong triu tap va ch* tri cue 
danh gia ke't qua thvc hien cOng viec cua timg bo ph4n, danh gia ket qua cong 
tac cua tong cong chuc trong thang va giai quy6t cac kin nghi lcho khan vuang 
mac cua cong chirc trong qua trinh thvc hien nhiem vv, cong thoi cue ra nhang 
cong viec can giai guy& trong thang 	Khi có van de dOt xuAt can giai guy& 
Truong phOng có the triu tap h9p b'At thueng. 

3. Khi dugc triu tap hoc lchi có yeu cA.u, TruOng phOng có the c r cong 
chuc tham dv cac cuOc h9p ngoai quy dinh tren. 

4. COng chuc dugc cu di cong the khi có gidy tri@it4p hoc theo six phan 
cong cua lanh dao Phong. Ngoai ra, có the chu dOng chuAn bi not dung cong 
yid& va cue xudt chuong trinh vai Truong phong d.6 di ca sa ns'am tinh hinh, tim 
hi6u, trao d6i cOng vi& thuOc pham vi nhim vu dugc phan cong. 

5. M6i cong chuc ca quan phai xay dung lick cong tac va not dung cong 
viec ci the phai lam hang tuA.n, thang phu h9p vad lick cong tac cua dan vi. Kip 
tiled giai quye't cac cong viec thuOc lihh -vvc dugc phan cong phi trach cho cac 
to chuc, ca nhan dam ban &mg quy dinh cua phap luat, nhfing not dung ding 
viec vugt qua pham vi chuyen mon hoc tham quyen dugc giao, phai bao cap 
Truong phong xem xet chi dao giai quye't. 

6. Trong ti6p xfic, giao dich harsh chinh, lien he cOng tac cong chuc phai 
nha nIfOn, tap trung rang nghe 3'7 lci6n phan anh va huong d'dn, giai thich 115 rang 
dung nguyen tic, nghiem cam vi& to thai cho the.  a, nhfing nhigu coi vai ca nhan 
va to chiXe ten quan he cong the. 

7. Phai có tinh th'an trach 	d6i 	cOng 	da phan cong, sap x6p 
cong vilec có lchoa hoc, phAn c au hoan thanh cong tac dung thai gian -WA lch qua 
dat dugc cao nhAt. 
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8. Bao quan h6 so, tai lieu ca nhan ngan nap, khoa h9c, gin gia bi mat cua 
ca quan. Hoi h9p tai co quan phai dung gib, khong d9c bao, not chuyin hay lam 
viec rieng trong lac h9p. Tich eve ph& biL y ken va c6 trach nhim trong phat 
bieu, ton trong va chap hanky kien caa tap th .6. 

9. D6i vbi nhang cong chirc dugc cir di h9c hoc tham gia nhttng lop no 
tao d6 nang cao trinh del chuyen mon nghip vu phai c6 ke hoach sap x6p thed 
gian 	tham du lop hoc vtra dam bao hoan thanh cong viec dugc giao dung 
quy dinh. 

10. COng chile phai Co )", thUt bao quail sir dung tot, an toan va ti t& kiirn 
m9i phuang tien, trang bi, tai lieu, tai san, kinh phi cila don vi, khong dugc sir 
dung cac thik bi khi khong c6 trach nhi4a holac cho nave dich ca nhan. Bao ve 
co quan an toan, thvc hien tot cong tac phemg chemg chay no. 

11. Cong chirc dugc nghi 	T6t va nghi phep hang nam theo quy dinh 
cua nha nuot. Truong h9p c6 yeu cau trvc co quan khi can thi6t thi dugc bo tri 
nghi bu ho4, c tra tien lam them gib theo quy dinh cua nha. nuac. Phai c6 don xin 
phep trong cac trubng hop om dau, nghi viec rieng. N6u toy nghi viec khOng c6 
l3rf do chinh clang se N. xir ly kST14t theo quy dinh hien hanh. 

12. Cat thu tv.c hanh chinh phai chu dOng cong khai day du, thu4n tien a 
m9i cong dan va cac to chirc dugc rO de chdp hanh thvc 

13. M6i cong chirc phai cladp hanh va sir dung co hien qua thed gib lam 
viec theo Quy dinh cua Nha nuot; phai c6 mat dUng gib tai cong so; 'thong sir 
dung thed gib lam viec vao viec rieng; khong di muOn, ve som; khong chai 
games trong gib lam vic; khong ding rugu, bia tru6c, trong gib lam vic, k6 ca 
vao bfra 	gitta hai ca trong ngay 	vic va. ngay tr-gc. Khi an lam viec ca 
quan va di cong tac phai th\ic hin dung Quy dinh cua Nha nu& ve trang phijc 
ding chirc va deo the cong chat theo quy dinh. Thai gian lam vic cua don vi 
ngay 1am 08 gib, bu6i sang to 7 gib 30 phut d6n 11 gib 30 phdt va bu6i chi'eu tir 
13 gib den 17 gib. 

Chuvng V 
CAC CITE DO KHA.0 

Dieu 11. Cht do cong tac phi 

COng chirc di cong tac dugc thanh than theo ch6 do Quy dinh hien hanh. 
Trubng hop nghi dem phai c6 hoa clan, phiL nghi tai nha tr9, khach san theo 
quy dinh de thanh -loam Di cac phuong tien cong cong phai c6 ye de thanh toan. 
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lieu 12. Che do lam them ngay, them gio.  

COng chirc lam them ngay, them gib a giai quye't nhang cong viec khAn 
truang, dOt xuAt theo chi dao cu.a lanh dao phong thi phai có phihr bao lam them 
gib, them ngay ke phai lb' rang cong viiec lam, theYi gian lam de ke toan thanh 
toan the do theo Quy dinh. 

Dieu 13. Sir dung dien tho4i 

dien thoai la phuang tien d'e su dung va phvc vu cho cong chirc trong 
PhOng lien lac den cac ca quan, dan vi de giai quye't cong viec khi can thik, tren 
tinh than phai het s*c tifet 	khOng dugc sir clling dien thogi ca quan vao viec 
ca. nhan. 

Dieu 14. Che do khen thlroing,14. 1u4t va trach nhiem vat chAt 

1. Cong chore hoan thanh tot nhim vu se dugc xet de nghi cac cap khen 
thuOrng theo Quy dinh cua Nha. nuac. 

2. Cong chirc khong hoan thanh nhiem vu duce giao, khong chdp hanh 
hoc chdp hanh chua tot theo Quy dinh cua Luat Can b0, cong chtrc va cac Quy 
dinh cua ca quan thi bi phe binh va day theo mire do vi pham se bi xir 13'7 ky 1u4 
theo Quy dinh cua Nha nuac. 

3. COng chirc vi pham ky 11,14 se bi xir ly theo Quy dinh cita phap 14:t. 

4. Cong chirc lam mat mat, hu hong hoc có hanh vi gay thit hai tai san 
trang thi& bi cita ca quan thi phai boi thuang theo Quy dinh hien hanh 

	
3,4 

nuac. 

5. Trong khi thi hanh nhiem vu, cong vu ma gay thief hai cho ngubi khac 
thi cOng chirc phai b6i thuemg cho nguen bi hai theo Quy dinh hien hanh cua 
Nha nuac.  

Been 15. Cht do trterc va bao 	quan 

1. Hang ngay cOng chirc phai có mat tai nai lam vic dung gib quy dinh 
de giai quyet cong viec dugc phan cong theo lich cong tac va trao dOi cong viec 
khi can thik. Trueyng hgp di cong tac, hoi hop, nghi phep phai bao Trubng 
phong bit truck mot ngay de sap x6p phan cong ngubi khac thay th& Trubng 
hgp TruOng phOng di \ling thi bao PhO Truong phong. 

2. Vao cac ngay Le, Tet cong chirc co trach nhiem trirc theo sv: phan cong 
cua Truong phong. Ngoai ra, cOng chirc can coy th-O:c canh giac, chu. y phot hien 
va. xir 1)rf kip then nhimg hiien tugng vi pham an toan ca quan. 
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3. Sau gia lam v*, cong chic ca quan phai sap xep ho sa, khoa tu, tat 
nguon then cac thiet bi, khoa cua phong roi mai ra ve. 

Chu'o'ng VI 
CAC MOI QUAN CONG TAC 

Dieu 16. DOi voi 	chinh - SO' Ke hoach va DAu tuf 

Phong Tai chinh - 1(6 hN.ch chdp hanh six chi 4.o, h-u:ang din, kiAm tra ve 
chuyen mon ngh4 -vv GOA. hai Sar, thuamg xuyen lien he va ph6i hop voi cac 
phong chuyen mon, nghiep vv. cua hai Sor de thirc hien tot cac mat cong tac 
chuyen mon, nghilep vu cua Phong. Truong phong có trach nhim bao cao tinh 
hinh hot dOng chuyen mon cua don vi cho hai So theo ch6 d(;) dinh kST hoc theo 
yeu cau dOt xuAt. Truck khi thvc hien cac not dung cong tac do hai So chi dg.o, 
Truong phong phai bao cao Ch.* tich Uy ban nhan dan 

Dieu 17. DOi 	ty ban nhan dfin huyen 

1. Phong chiu sv lanh dg.o,r chi dao try c tip toan 	Uy ban nhan 
dan 	Truong phong trvc tip nh'n chi thi va not dung cong tac tir Chu tich 
hoc Pho Chu tich Uy ban nhan dan phv trach, ch6p hanh Quy the lam vi'c cua 
Uy ban nhan dan huylen, thuang xuyen bao cao cong tac voi Uy ban nhan dan 
hu3en va phai xin y  kin chi dg.o cua Uy ban nhan dan huyn tnxac khi to chdc 
thvc hien cac cong tac ion do cac S o, nganh tinh trien khai. 

2. Truong phong có trach nhim thvc hien cac nOi dung cong viec theo sir 
fly nhim cua Chu tich Uy ban nhan dan huyn; bao cao Uy ban nhan  dan huyn 
hoc dugc fly ban nhan dan huyn uy quy'en giai trinh tai kST hop Hoi demg nhan 
dan ve nhimg vAn de cix tri tl-fac mac lien quan den nhiem vu chuyen mon cua 
Phong. 

3. Tham muu Uy ban nhan dan huyn giai quy6t, tra lad cac yeu cA.u, kin 
nghi cua cac to chirc va. ca nhan. 

Dieu 18. DOi 	cac co' quan, ban nganh huyn 

1. Trong ph4m vi chirc nang, nhim vu dugc phan cong va theo sv chi d4o 
dm Uy ban nhan dan huyn, Phong dugc quyn yeu cau cac co quan ban, nganh 
hu)en bac, cao tinh hinh NT&' nhang van de có lien quan den cong tac bang van 
ban hoc trvc tip trao dt:d de thvc hien nhiexn vv dugc phan cong. 
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2. Phong va cac ca quan ban nganh huyien lam viec tren tinh thAn hgp tac 
va ton trong lan nhau. Trong truong hap c6 nhtmg van d'6 chua thong nha't thi 
Phong phai bao cao xin ki6n chi dao cua Chu tich 11y ban nhan dan huy'n. 

Dieu 19. DOi voi Uy ban nhan dan cap xa 

1. PhOng c6 moi quan he phi hap chat che voi Uy ban nhan dan cac xa 
trong l'inh vvc cong tac thuOc chic nang, nhiem vu, quyLa han cua Phong; c6 
trach nhim chi dao, huong dan, kia tra viec thvc hien cac linh virc cong tac 
thuOc chCic nang dia Phong theo quy dinh cua phap 14t. 

2. Trong pham vi nhim vu dugc phan Gong, Phong dugc yeu cau Uy ban 
nhan dan xa bao tinh hinh ve cac van de c6 lien quan bang van ban hoc trixc 
tip trao cf6i de tri6n khai th-vc hien nhiem vu dugc giao theo chi dao cua Uy ban 
nhan dan huylen. 

3. Cung cap cac tai lieu, thong tin can thik phkic vu cho cong tac cua 
nganh tai dia phuong nham trg, ph& hgp thuc hien nhiem vu dugc giao. 

4. Trong triiang 11.9p co,nhising van de chua thtSng nha.'t thi hai 	phai bao 
cao xin y kien chi c149 	t Ty ban nhan dan huyn. 

Dieu 20. Doi voi chi bi) va cac doan the co.  quan 

1. PhOng chill six Ranh dao cila Chi b(i ve cong tac Dang va v thixc hien 
nhim vu chinh tri cua dan vi. 

2. TruOng phOng chin trach nhim truac Chi b0 ve cong tac gido dijc 
chinh tri to tuong de cho cong chic trong PhOng thgc hin dung cho. twang 
duong 16i cua Dang, chinh sach phap 1u4 cua Nha nuoc va Nghi quy6t cila chi 

3. TruOng phOng c6 trach nhiem bao cao vai Chi be ve tinh hinh hoat 
Ong cua Phong dinh kST hoc dOt xudt khi co yeu cau va bao cao ve cong tac to 
chilc be may, cong tac can b16,... theo Quy ch6 lam v* cilia Chi b(i. 

4. Tru&ng phong ph& hap voi Ban ChAp hanh C6ng doan ca so' quail trit, 
van dOng doan vien la cong chic trong PhOng doan kk, an tam cong tac, thi dua 
thixc hien hohn thanh tot nhim vu dugc giao; chain lo de'i sang tinh thAn, vat 
chdt va bao ve igi ich chinh clang, hgp phap cua cong chuc; tao dieu kien cho 
cong chic tham gia cac hoat dOng cong doan; to chtirc FlOi. nghj. Can b'9, cong 
chtrc hang nam va. thvc hien Nghi quyet cua HOi nghi, cac nOi dung quy dinh 
cua Quy ch6 dan cho trong hoar Ong ca quan. 
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5. Truong phong .41.o ditu kin tot nh'L de to chirc Doan thanh nien trong 
don vi, phat huy duvc vai tro va thvc hien hoan thanh nhi4'm vu chinh tri cua ca 
so doan tai Ca quan. 

Chuvng VII 
DIEU KHOAN THI HANH 

Dieu 21. Truong phong có trach nhim tri6n khai cho tat ca cong chik va 
nhan vien trong dan vi thgc hien nhim vu cua don vi theo Eng Quy dinh nay, 

'ong then, huang 	d dan, theo doi danh gia k6t qua thvc hien quy dinh hang thang 
trong cuOc hop cua don vi. Viec sera doi, b6 sung Quy Binh nay do Uy ban nhan 
dan huylen xem xet quye't dinh teen ca sO.  de nghi cua Truong ph6ng Tai chinh - 
K6 ho.ch va Truong phong NOi vu hu3*../. Tcul 

TM. UY BAN NHAN DAN 
CHU TICH 
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