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S6: QA /2021/QD-UBND 	Bau Bang, ngay Alithcing nam 2021 

• QUYET DINH 
Ban hanh Quy dinh chtic Wang, nhiem vu, quyen hvn 

va co' &Au to auk ciia Phong Tir phap huyen Bau Bang 

UY BAN NHAN DAN HUYEN BAU BANG 

Can cit. Ludt TO china chinh quydn dia phu'ong ngay 19 thang 6 nam 2015 
va Lu'dt Sera c oi, bó sung mat so dieu cita Ludt TO chtiv Chinh phi va LuOt TO 
chirc chInh guy& cilia phuteng ngay 22 thang 11 nam 2019; 

Can Ludt Ban hanh van ban quy phgm phap ludt ngay 22 thang 6 nam 
2015 va Ludt Siva (Poi, be; sung mat so dieu cna Ludt Ban hanh van ban quy 
phgm phap luat ngay 18 thang 6 nam 2020;  

Can cit Nghi dinh so 37/2014/ND-CP ngay 05 thang 5 nam 2014 clia 
Chinh phi Quy dinh to chirc ccic co' quan chuyen mon thu0c Uy ban nhan dein 
huyen, quan, thi xd, thanh phef thuOc tinh va Nghi clinh so 108/2020/ND-CP 
ngay 14 thang 9 nam 2020 cna Chinh phis Siva dog, bo sung mat so dieu ceta 
Nghi dinh so" 37/2014/ND-CP ngay 05 thang 5 nam 2014 cila Chinh phis quy 
clinh to chiic cac co. quan chuyen mon thuOc Uy ban nhdn dein huyft gguan, thi 
xd, thanh pho thuOc tinh, thanh phe5 tryr thuac Trung uteng; 

Can cir Nghi dinh se 34/2016/ND-CP ngay 14 thang 5 nam 216 cua 
Chinh pith Quy dinh chi tilt mat so dieu va bin phap thi hanh Luat Ban hanh 
van ban quy phgm phap ludt va Nghi,  dint" 154/2020/Np-CP ngay thang 
12 nam 2020 do Chinh phU 	doi, bo sung mat so dieu cna Nghi clinh ,  
34/2016/ND-CP ngay 14 thang 5 nam 2016 cita Chinh phis Quy clinh chi tilt mat 
so didu va bien phap thi hanh Ludt Ban hanh van ban quy phgm phap ludt; 

Can cit. Thong tu. so  07/2020/TT-BTP ngay 21 thang 12 nam 2020 cna Bo 
Tu. phap &rang clan chirc nang, nhiem vu va quyen hgn cita See Tu. phap thuOc 
Uy ban nhan dein cap tinh, Phong Tu. phap thu(ic Uy ban nhan dein cap buyM; 

Theo d nghi cua Tricang phong Tu. phap tai 	trinh so 140/TTr-PTP 
ngay 02 thang 6 nam 2021. 

QUYET DINH: 
Die'u 1. Ban hanh kern theo Quy6t dinh nay Quy dinh chCrc nang, nhiem 

vu, quiet' fin va co.  cau to chac cua PhOng Tu phap huy'n Bau Bang. 

Dieu 2. Quye't dinh nay có h*.1 lkrc thi hanh ke tix ngay09.5-thang G. nam 
2021 va thay th6 Quyect dinh so 03/2015/QD-UBND ngay 03 thang 7 riam 2015 
cim Uy ban nhan dan huy'n Bau Bang. 
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,./ Dieu 3. Chanh Van phong H'cli coon nhan dan va ii.' y ban an dan huy'n, 
Trueng phong Tu phap, Thil tru&ng cac co,  quan, don vi. c6 lien quan va Chil 

. tich Uy ban nhan dan cac xa, thi. trAn chili trach nhilem thi hanyQuyect dinh nay./.-I 
Noi nh (in: 	 TM. fTY BAN NHAN1 /4  DAN 
- So' Tu phap; CHU 
- TT. HU; TT. I-11)ND huyien; 
- CT Ara cac PCT UBND huy4.;; 
- Nhu Dieu 3; 	

i. - TT. COng ban tinh; 	 tr 14,4,4\444F7(11 
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tY BAN NHAN DAN 
HUYEN BAU BANG 

CONG BOA X.A. HOT CHU NGHIA vrerl NAM 
Deic 14p - Ty do - 14.nh phtic 

 	ti 

   

QUY DINH 
Chtiv 'tang, nhiem NT, quyen h#n va co• cau to chlic 

cua Phong Tuu phap huyn Rau Bang 
(Ban hanh kern theo Quiret clinh so 01/2021/QD-UBND 
ngay Aii/G /2021 clia Uy ban nhan dein huyn Bau Bang) 

Chtroing I 
QUY DINH CHUNG 

Dieu 1. Vi tri 

Phong Tex phap huyn Bau Bang (sau day goi eat la Phong) la c,a quan 
chuyen mon,  thui5c Uy ban than dan huyn Bau Bang. Phong „ c6 tir each phap 
nhan, con &du va khoan rieng; chiu six chi da.o, quan ye to chirc, vi v* 
lam, bien the cong chirc, ca cau ngach ding chirc va cong tac cila Uy ban nhan 
dan huyn. Bau Bang; dOng th6i, chin sir chi do°, kiem tra, thanh tra, 110mg dan 
ve chuyen mon nghip vv. ciia Bo Tu phap, So.  TIT phap. 

Di&I 2. Chiic nang 

Phong c6 claire nang tham 	gifip -by ban nhan dan huyn quan 15/ Nha 
nuo'c ve: Cong tac xay dung va thi hanh phapluat; theo doi finh hinh hanh 
phap luat; ki6m tra, 	ra. sok, thong hoa van ban quy pham phap 14.t; 
pho bien, giao duc phap 1u4; hOa giai eY ca soy; troy giitp phap 	nuOi con nuOi; 
ho tich; chirng thvc; quan 1.ST cong tac thi hanh phap lust ve xir ly vi pNm hanh 
chinh va the cong tac to phap khac theo quy dinh cua phap luat. 

Chuang II 
NHIEM VV.  VA QUYEN HAN 

Dieu 3. Nhi'm vu va quyen h4n 

Phong c6 the nhiem vu va quy6n han cu th6 nhu sau: 

1. Trinh Uy ban nyan dan huyn ban hanh ngig quy6t, quy& c ink, quy 
hoach ke hoach phat trier' trung han va hang nam ve link virc tzx phap thuicic 
tham quyen ban hanh cua I-10i dicing nhan dan va Uy ban than clan huyn: 
chuong trinh, bien phap to chirc that bien cat nhiem vu cai each hanh chink, cai 
each tir phap, xay dung, hoan thien phap 1u4t ve Uy linh vac thuOc pham vi 
tham quyen quyet dinh 	HOi &Ong nhan dan va,Uy ban than dan hu±-'ntrong 
linh wc phap; chr thao van ban quy dinh cv the chirc nang, 	-sty, quyen 
han va ca cau to chirc cua Phong Tu phap. 

2. Trinh Chu tich Uy ban than dan huyn du thao cac van ban -ve rinh vac 
tir phap thui5c thAm quy'en ban hanh cua Chu tich Uy ban than dan 
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3. To chirc that hien the van ban quy pham phap luat, chuang trinh, ke 
hoach va cac van ban khac trong anh vi,rc to phap sau khi da dugc cap c6 tham 
quyen phe duylet. 

4. Chi d4o, huang 	tra chuyen mon nghip vu v'e cong tac to 
phap & cap xa. 

5. Ve xay dung van ban quy plwm phap 1u4t 

a) Ph& hop xay dung nghi qi!y6t, quyk dinh thuOc thAm quyisn ban hanh 
cua Uy ban nhan dan huyien, Hsi dOng nhan dan huyn do cac ca quan chuyen 
mon khac thu'cic Uy han nhan dan huyn chi" tri xay dung; 

b) Tham dinh du thao righi quye't cua fccii ang nhan dan, du thao quy'h 
dinh cua Uy ban nhan dan huyn theo quy dinh phap 1u4. 

6. Ve theo doi tinh hinh thi hanh phap luat 

a) Xay dung va trinh Uy ban nhan dan huyen ban hanh va to chic thvc 
hi'n Ke hoach theo doi tinh hinh thi hanh phap lu'Ot teen dia ban; 

b) Huang an, don &cc, ki .eAm tra cac ca quan chuyen mon thuOc Uy ban 
nhan dan huyn va cong chirc chuyen mon thuOc Uy ban nhan dan cap xa trong 
vi& that hien cong tac theo doi tinh hinh thi hanh phap luat tai dia phucmg, 

c) Tong hop, de xuat v61 Uy ban nhan dan huyn ve viec xir 13'.7 kect qua 
theo doi tinh hinh thi hanh phap W14: 

d) Theo doi tinh hinh thi hanh phap luat trong lTnh vcrc to phap thui5c 
phgm vi quan 1Sr nha nuOc cua Uy ban nhan dan 

7. V'd kiem tra van ban quy plwm phap lulat 

a) La d'au mt)i giup Uy ban nhan dan huyn to kiem tra van ban do Uy ban 
nhan dan huy'n ban hanh; 

b) Giflp Chu tich Uy ban nhan dan huyn ki6m tra van ban dm ircii gong 
nhan dan va Uy ban nhan dan cap xa; trinh Chu tich Uy ban nhan dan huyn 
guy& dinh bien phap xir VT van ban trai phap lulat theo quy dinh; 

c) Kim tra, xi 115 doi vai cac van ban c6 chira quy 014, m phap 1uat do H'cii 
dOng nhan dan ho4c Uy ban nhan dan cap,  xa ban hanh nhung khOng dugc ban 
hanh bang hinh thirc nghi quyect 	1-10i dOng nhan dan h9lac quy& dinh cua Uy 
ban nhan dan; van ban do Chu tich Uy ban nhan dan cap xa hoc chirc dank 
khac cap xa ban hanh c6 chih quy phani phap 

8. -\f' ra soat, he th6ng h6a van ban quy phani phap 14t 

a) La d'au m6i giup Uy ban 9han dan, Chu tich Uy ban nhan dan huyn to 
chirc thvc hikn vi& ra soat, 110 thong Ma van ban quy phani phap lulat cua 1-145i 
d6ng nhan dan va Uy ban nhan dan huyn theo quy dinh phap 14t, 

b) Don d6c, huOng dan, tong hop kk qua ra soat, he th6ng hoa van ban 
chung cua Hoi dong nhan dan huyen, Uy ban nhan dan 
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9. V'e' ph6 biecn, gido duc phap luat va hea. giai 6' co' so' 

a) ?,Cay,.  dung, trinh tJ' y ban nhan. dan huyn ban hanh chuong trifih, ke' 
hoach phO lien, giao duc phap luat va to chirc thuc hin sau khi chuong trinh, ke 
hoach doge ban hanh; 

b) Theo doi, huang dan va ki6m tra cong tac pht; bin giao due phOp 14t 
tai dia phuang; don doe, kiem tra cac co quan chuyen mon trgc thuc -gy ban 
nhan dan huyn, co quan, to chirc có lien quan Va i.T' y ban nhan dan cap xa trong 
vi& to chirc Ngay Phap luat Nuac COng Ma xa hOi chn nghla V* Nam teen cilia 
ban; 

c) Thuc hin nhi'm vu cila co quan thueng trgc IRA gong Ph& hOp ph:6 o 
lien, giao duc phaplu4 huyn; 

d) Xay dung, quan 1ST dOi ngil bao cao vier), phap luat, tuyen truyel vier' 
phap lu'Ot theo quy dinh phap luat,  

d) Huang can vi& xay dung, quanl5f, khai that to sach phap lust a cap xa 
va a de co quan, don vi khac teen dia ban theo quy dinh phap luat; 

c) To chirc tri6n khai thuc hin cac quy dinh dm phap luat v'e hOa giai 6' 

10. GiUp Uy ban nhan dan huyn thuc hin nhift vu vk,xay dung Cap xa 
chat chuan tiep can phap 144 la co quan thu'emg trot cUa ERN dong danh gia tiep 
can phap lat. 

11. Thuc hin cac nhi'm vu ye to gifip phap1Si theo quy dinh phap tuat. 

12. Ve quan 1Si va danglc$ThIO tich 

a) Gilip fly ban nhan dan hu3en chi dao, ki6m tra, huong dan vie;c to cht'rc 
thuc hien cong tao gang lcSi va quan 1ST ho tich ten dia ban; 

b) Giiip ty ban nhan dan huyn thuc hin clang 14/ h0 tich theo quay dinh
phap luat; de nghil t'Jy ban nhan dan huyn quyet dinh thu h6i, hily b6 giay 0 hi) 
tich do Uy ban nhan dan cap xa cap tral vai quy dinh dm phap lust (trix truang 
hop k6t hon trai phap luat); 

c) Gifip fly ban nhan dan huyn quan 13'r, Op nhat, khai di& co so' clit lileu 
h() tich va cap ban sao trich lc 110 tich theo quy clinh, 

d) Quail 1ST, sir dung So ht) lich, bi6u mau h0 lich; lull tilt S6 hi) tich; h6 so 
clang kNji-  ho tich theo quy dinh phaplu4t. 

13. Thuc hin nhi'm vu quan 1ST ve nuoi con nuoi theo quy dinh phap luat. 

14. W thong thuc  

a) Thuc hin chimg,  that ban sao gidy, ban sao din tit tir ban chinh, 
chung that chic lcST (bao Om ca chit 1ky nguai dich) va chimg thuc hoop; gong, 
giao dich thuc tham quyen cila Phong Tu phap theo quy Binh dm phap 14t; 

co' ser. 
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b) Quan 1ST, sir dung S6 oh-Crng thuc, km tit S o chiing thuc, Wo so chiing 
thuc theo quy djnh phap luat; 

c) Huang ddn, ki6m tra v" nghi/0 vu doi 	cong chile Tu phap - ho tich 
thuc 07-y ban nhan dan cap xd trong vi& chi:mg thuc ban sao giay, ban sao din 
tix tir ban chinh, chiing.thuc chit kSr7va chimg thuc hop gong, giao dich: Quan yr, 
sir dung 	chimg thuc; km ter sO chimg thuc, ho so chirng thuc thuc tham 
quy'Ll cua Uy ban nhan dan cap xed theo quy dinh phap luat. 

15. W' quail 1ST deg tac thi hanh phap 1u4t ve xix ly vi pham hanh chinh 

a) Giiip .0.y ban nhan dan huy'n theo doi, don d6c, ki6m tra va bao cao 
ding tac thi hanh phap 1u4 ve xir 1ST vi pham hanh chinh tai dia phuong; 

b) De xudt .01  y ban nhan dan hu)en kin nghi co quan co thAm quy&n 
nghien dm, xir 1ST cac quy dinh 1ST vi pham hanh chinh khong kha. thi, khong 
phu hop 	thuc tien holac ehong cheo, mau thuan voi nhau; 

c) Huang ddn nghi0 vu trong vi& thuc hien phap lul4t ve )(ix' 1ST vi pham 
hanh chinh. 

16. Giiip Uy ban nhan dan huyin thuc hilen nhiem vu, quy'en han ve thi 
hanh an dan sit, thi hanh an hOnh chinh theo quy dinh phap 1u4t va quy the phoi 
hop cong tac gift co quan to phap va co quan thi hanh an dan sit dja phuong do 
BO Tit phap ban hanh. 

17. Giiip Uy ban nhan dan hu)en to chire tap hudn, b6i dur6ng chuyen 
mOn, nghi0 vu rquan 1ST nha nuo.c ye cong tac to phap doi voi ding chirc Tu 
phap - hi) tich cap xd, cac to chirc va ca nhan khae có lien quan theo quy dinh 
phap 

18. 11.6 chirc *lig dung khoa hoc, ding 	xay dung he thong thong tin, 
lua tru phuc vu cong tac quan 1ST nha ntrefc ve linh vvc thuc pham vi quan 1ST 
cua Phong Tu phap. 

19. Thuc hien cong tac thong tin, th6.ng ke, bao cao dinh k-ST va di5t xudt ve 
tinh hinh thuc hilen nhi*n Vu dtrgc giao theo quy dinh cua Uy ban nhan dan 
huy:On va. So.  Tu phap. 

20. Chu tri, ph& hop voi CAC co quan lien quan ki6m tra, tham gia thanh 
tra vi& thgc hien phap lu'dt trong cac lTnh vue quan 1ST &CA voi to chirc, ca nhan 
ten dia ban; giai quyet khieu nai, to cao; phong, chong tham nhimg, Pang phi 
trong hoat dOng to phap ten dia ban theo quy dinh phap 1u4t va phan cong cua 
Uy ban nhan dan hu*. 

21. Quan 1ST to chuc b0 may, vi tri viec lam, bien ch6 cong chirc, co c'Au 
ngach cong chirc, thuc hi/0 the cao tien luong, chinh sach, the do ddi ng0, khen 
thuong, kST luat, dao tao va boi duong ve chuyen mem nghi0 vu dOi voi ding 
chirc thuc pham vi quan 1 cua Phong Tu phap theo quy dinh phap luat, theo 
phan cong cua Uy ban nhan dan huyn. 
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22. Quail VT va chiu trach nhiem v6 tai san, tai chinh cua Phong Tu phap 
theo quy dinh phap 1u4t va phan cong cua Uy ban nhan dan huy'n. 

23. Thgc bien cac nhim vu khac do Uy ban nhan dan huy'n giao hoc 
theo quy dinh phap 14,t. 

Chtrong III 
TO CHOC BO MAY BEEN CHE VA. CHE DO LAM VIEC 

Ditu 4. To chfic va 'Alen the 

1. Phong c6 Truing phong, 02 Pho Truing phong va cac cong ch*c" , nhan 
vien gimp vi& phi]. hop voi yeu cau hog ding cua Phong. Chirc danh Taking 
plf2ng va. Pho Truing phong do Chil. tich Uy ban nhan dan hu3en bo 
mien nhim theo quy dinh. 

2. ?Bien ch6 cong chirc cua Pyong do fly ban nhan dan huy'n quy4 dinh 
phan b8 hang 'lam phi" hop vii lchoi lucyng, tinh chat Va d4C diem cu the cong tac 
trong timg giai doan. 

Dieu 5. Che dO lam viec 

1. PhOng Tu phap hoat dOng theo chuong trinh ke hoach hay din dugc 
Uy ban nhan dan huy'n giao va theo chic nang, nhim vu, quy&l. han. 1:11;YC quy 
dinh trong ban Quy dinh nay. 

2. PhOng Tu phap lam vi& theo ch6 dO thu truing, Trix6mgquyect 
Binh moi van de thuOc pham vi chic nang, nhiem vu, quyen hart, 	hOng, 
chiu trach nhiem truO.c Uy ban nhan dan huyen, Chu tich Uy b 	dan 
hu3*1 va truck phap luat 	thgc 	nhim vu, quyen ban dugc giao va toan 
bO hoat ding cua Phong, cong ch.& Tu phap - HO tich cap xa ten dia. bap.; &Ong 
tiled., chin trach nhift trtracc Si Tu phap ye cac van de thuOc linh vac bong tac 
chuyen mon, nglii4 vu cua phong. 

PhO Truing phong la nguoi giflp Truing phOng phu trach va. theo doi mot 
so mat cong tac; chin trach nhiiem truck Truing phong va truov 	luat ve 
nhiem vu ducsc phan cong; gong that clang vii Trying phong lien doi cliju trach 
nhiem tru6c cap tren va truck phap luat ye vies tham mum, de xuat trong rinh 
vgc dugc phan cong phu. trach. Khi Truing phOng yang mat, melt Pho Truing 
phong dugc Truing phong lay nhiem dieu hanh cac hoat ding cua Phong. 

Throng pyeng co th6 lay quien cho PhO Trying phong giai quyet cac 
cong viec cu the khae, nhung Pho Truing phong khong dugc lay quyeri lai cho 
cong chirc hoc nhan vien duai quyen. 

Cac dins chic, nhan vien cua Phong do Truing,  phong giao ding vi& va 
de xuat trgc tiep vii Truing phong; c6 trach nhiem chap hanh six phan Ong cua 
Truing phong va phai chiu tad]. nhiem tra6c Truing phOng, truo'c phap lu'Ot ve 
nhim vu dugc giao; khong ngixng hoc tap nang cao trinh dO va. nang Igc de 
nang cao hieu qua cong tac. 
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Di&I 6. Nhiem vu, quyin h#n cua Tnrevng phong 

Truing phOng quan 1ST va diL hanh hog dOng cua Phong, quyk dinh cac 
van de thu(ic ph4m vi chirc nang, nhi4a vu cua Phong, chiu trach nh*n tnx6c 
phap lu'Ot, truac Uy ban nhan dan, Chu tich Uy ban nhan dan huy'0. va Giam doe 
SOr Tu phap ve toan NY hoat dOng cua Phong va vilec thi hanh nhiem vu cua dog 
chuc, nhan vien thuOc (*wen quan13'T theo quy dinh cua phap luat. Trithng phOng 
c6 cac nhiem vv va quyen h4n sau: 

1. Quy6t dinh cac bildn phap ding tac de the hikn eh& nang, nhiem vu. 
cua Phong. 

2. Throng phOng c6 th6 dugc Uy ban nhan dan huyn uy quy'en yeu eau 
Thu tru6ng cac quail, don vi cap huyn va Chid tich Uy ban nhan dan cap xa 
bao cao tinh hinh cac mat cong tac thui)c rinh vvc phu trach dz. PhOng de phvc 
vu cong tac lanh dao, dieu hanh cua Uy ban nhan dan huylen. Khi co nhfing van 
de phat sinh virgt qua tham quyen cua TruOng phong hay chua dugc su thong 
nhat y kien cua cac co.  quan don vi lien quan thi. Throng phong bao cao voi Uy 
ban nhan dan huyn de xem xet cho y kien chi dq.o giai quyet. 

3. Lam Pho Chu tich Thu6ng trvc Hoi d6ng Ph6i hop ph6 bien, gido dvc 
phap luldt 

4. Lam Pho Chu tich Hit)i deong danh gia tip can phap lu'Ot hu)*1. 

5. Try c tip quan 1ST ve bien ch6, kinh phi cua cor quan; ph-v trach cong tac 
pht) bien, giao dvc phaplu4t va hea giai co. s&, trg giirp phap 1ST, xay dung va thi 
hanh phap 	theo &CA thi hanh phap 	kie'm tra, xir ly, ra soat, h" thong h6a 
van ban quy ph@m phap luat, quan 1ST cong tac thi hanh phap luat ve xi' 1ST vi 
ph4m hanh chink va cac cong tac khac theo quy dinh cua phap 

6. Dgi. din cho Phong bong quanh'0 voi cac cor quan, to elide, ca nhan ve 
nhimg van de c6 lien quan den hog dicing cua Phong. 

7. Phan cong cong vi& cho cong chirc, nhan vien quan; quan 1ST ding 
nhan vien co.  quan ye cac mat to tueing, pham chat dao dirc; thvc hilen 

chinh sach de ,xay dung 	cong chuc, nhan vien co pham chat, nang lvc 
dap -dug nhu cau nhikm vu dugc giao. 

8. T6 chirc va chu. tri cac cutic hop co' quan dinh kST; hop giao ban to phap 
ode xa, thi trAn theo dinh kST hang quy, 6 thang; hOi nghi tong k6t nam cua 
nganh. 

9. Tham du cac culcic hop cua Sor Tu phap, Huyn 	110i d6ng nhan dan 
va Uy ban nhan dan huyn, cac phong, ban va Uy ban nhan dan cac xa, thi trAn 
theo lich va thu m6i hop. 

10. Hang nam, Tnrang,phong thvc hilen cong tac danh gia, x6p loaf cong 
chuc, nhan vien cua Phong, ph6i hop Cong down coy s6; to chirc Hoi nghi cong 
chirc va nguori lao dOng coy quan hang nam theo quy dinh cua phap luat. 
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11. Theo &Si, kiem tra, don dile cac nganh, cac 	thi trarn thuc 	cac 
van ban cila Uy ban nhan dan 	va nganh cap teen có lien quan deri chirc 
nang, nhilem vu cua Phong. 

12. La chit tai khoan cim dan vi; quart 1ST va sir dung tai san, kinh p41. hog 
Reg cita co quan co hitt qua Va fiat kiem, thuc hilen cong khai ye tai chin,13. theo 
quy dinh. 

13. Dugc quyenkSr va sir dung con ddu cua PhOng trong cac van ban hanh 
chinh thong thueng do Phong ban hanh; cac van ban huang dan nghi0 vu, 
chuyen mon do Phong phu trach; giao dich ye tai chinh ngan sach va sir citing tai 
khoan tai kho bac. 

14. Tham gia cac Ban chi dao, 1-11)i dOng va chiu trach nhiem thuc hieu cac 
nhift vu khac theo phan cong cua Uy ban nhan dan huyin, Chit tich tiJy ban 
nhan dan 

Ditu 7. Nhiem vu, quyen h#n cua Pho Trffeing phong 

1. Pho Truang phong có trach nhin gip vilec cho Trtrong phOng va chiu 
trach nhilem try ac Truong phOng ye nhitng l'inh -vtrc cong tac dugc phan cong. 
Ngoai cong vi& dugc phan ding phu trach, Pho Throng phOng phai tim hieu, 
nam cong vi& chung- cita Phong de ding 	Truefng phong chi dao ya giai 
quyet cong viec chung; lien doi chin trach nhiem ye hi16.1 qua ding vi& truac 
cap teen va truOc phap 

2. PhO Truong phOng có trach nhiem thuc hi@'t chixc trach, nhiem vu khac 
khi dugc Tnrong phong uy quyen. 

3. Dlige fly quy'On k3'T thay Truong phong &Si 	mot so mat cong tac 
hoc khi TruOng phOng di cong tac. 

4. Lien he lam vi& veri Uy ban nhan dan cac xa, thi trAn va cac ca quan, 
don vi lien quan ve nhimg nhilem vu dugc phan cong phu trach, xem xet cac bao 
cao, tong hop dir Ru,theo doi cac ke hoach, chtrang truth cong tac tht.j.0c Mill 
vuc dugc phan cOng de tham muu cho Tnfang phong. 

5. Tham du cac culOc hop tai Uy ban nhan dan huyn, fly ban nhan dan 
cac xa, thi tan va Sa, nganh lien quan khi dugc Twang phOng phan cong. 

6. Phu trach theo doi, kiem tra, chi dao va huerng dan nghip vu va cOng 
tac ho tich, chung thuc, tu. sach phap luat, nuoi con nuoi, Cau lac b0: phOng, 
chong tOi pham va Cau lac b0 trg gifip phap ly a cac xa, thi tran. 

7. Thuc hieu cac nhiem vu, quy&I han khac theo six uy quien ciialTruOrng 
Phong. Cac Pho trueYng khi dugc ity quyen giai quyet cong vikc phai c4iu trach 
nhibn va. bao cao truoc Tnrong phOng ve vi& thuc hieu viec ity quyen. 

8. Trtrc tip chinh 1ST du than bao cap chuyen de va cac van ban 'll.o4c do 
cac ding chirc, nhan vien trong don vi chuan bi theo phan ding cilaj Twang 
phong. 
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Dieu 8. Nhie:m vu, guy& h#n ciia cong chirc, nhan vien chuyen mon, 
nghiep vu 

1. Co trach nhin tham muu gifip cho lanh dao PhOng thgc hien cac mat 
cong tic chuyen mon, nghikvg de thirc hien cac chirc 'fang quan 1ST Nha nuov 
dm PhOng; thuong xuyen phoi hop, too dieu kiln thulan lgi de cong hoan thanh 
dot nhi'c'm vu chung cua Phong. 

2.,ChAp harsh sv phan cong cong tic cila lath dao Phong va chiu trach 
nhift ye phan v*dugc phan ding; 	tinh, tich cgc va kip thoi tham muu 
giai quyet nhfing van de lien quan, tuyiet dOi khong dugc gay phien ha nhung 
nhieu dui vii cac to chide va ca nhan den lien h" cong tic. 

3. Theo dui, nom chic tinh hinh ve cac linh -vkrc cong tic dugc phan cong; 
thu thap va. xiT IST thong tin, tong hop de xay dung chuang trinh, ke hooch, boo 
coo dinh kST hoc clOt xuat cac linh vtic dugc phan cong phu trach dam boo tinh 
kip thoi, chinh xac, trung thgc. 

4. Trgc tip xay dung, soon thao cac van ban nhu: Chuong trinh, 1c6 
hooch, quyet 	theo sv chi dao cua lanh dao Phong va phai dam boo ve 
mat phap 1ST va hi.eu qua dm cac dv thao, van ban trirac khi trinh lath dao 
Phong. 

5. Ducyc quy'en lien he lam vi&,.v6i cac nganh, Uy ban nhan clan cap xa de 
trao 	nam tinh hinh c6 lien quan den linh vvc cong tic dugc phan cong; dugc 
cit di dig hop '6,  cac nganh, cac xa, thi trap va chi dugc phat bieu y kiln theo su 
chi dao dm lath dao PhOng, sau cac cui5c hop phai boo coo lai not dung, dien 
bien va kat 14n cua ngubi chi" tri cuOc hop cho lanh dao Phong bang van ban 
hoc trinh bay tivc tiep. 

6. Dugc cung cap day 	c6 then-1g cac van ban, gidy to' c6 lien quan 
den cong tic. Cac loci van ban sau khi da nghi'en cuu, xix 1ST xong phai sap xep 
va nOp lai cho than viers km tra de km trix theo quy dinh. 

7. Bao quan tot va six clung c6 hieu qua moi tai san, trang thik bi phuc vu 
cong tic ciTa quan. 

8. Bao coo trung thvc ved Truemg phOng v.6 nhiing thong tin c6 lien quan 
den to chiTc va hog dung ciia PhOng. Khi giai quyet cac van de thui5c phom vi 
chuyen mon dugc phan cong c6 lien quan den cac don vi khac, phai boo coo xin 

kiln lath dao PhOng, Ichong dugc tay t*. ,va phai 	trach 	to 
giai quyet hoc tra 	khi chua c6 kiln dOng y dm lath dao. Doi vOi nhitng 
van de virgt qua tham quy6 dugc giao, phai boo coo lath dao PhOng de dugc 
chi dao giai quyet. 

Dieu 9. Nhi'v'm vu, quy6 h4n ciia ding chtrc phu teach con g tic ton g 
hop 

1. De xuh cac y kiln v6 chuong trinh, ke hooch cong tic cua cor quan; 
tham muu lanh dao Phong lip tiled xiT 1 'y cac van ban chi dao cua cap tren. 
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2. Giiip Tnthng phong theo dal, tong hop, bao cao tinh hinh hoat d's:)rig cua 
ca quan theo dinh kST hang thing, q4, 6 thing, 9 thing va tong ket nam. ' 

3. Theo deli va bao ca.() Truang phOng v1  tinh hinh thvc hien ch6 di)thOng 
tin bao cao cua cac xa, thi tran. 

Dieu 10. Nhiem vu, quytn h#n clia cong chic phu trach cong tic ke 
town 

1. Giiip Tru&ng phong th-vc hien có hie.0 qua vii& quan ly tai san,1c4-1  h phi 
phuc vu cho hoat dOng eta ca quan. 

2. Dv town thu va chi phuc vu cho hoat Ong cila co quan; 1k3 ho sa, 
chung tix thanh town va, quy& town kinh phi kip tiled, day du., dung quy 

3. Tham muu cho Tnthng phong chi kinh phi slang ch6 do theo quy 

4. Tham muu cho Tnrong phong dam bao cac ch6 do cho cong chirc va 
nhan vier' cua Phong theo quy dinh. 

5. Kip theri d.6 xudt ke hoach mua sam 	sira chita ho:de thanh 1$T tai san, 
phuang tien, trang thiet bi co quan theo quy dinh. 

6. Lap ay du. cac loaf so sach, bi6u mau ke' toan theo quy dinh; )thuong 
xuyen kiern. tra, doi chieu vi& mo' so, ghi 	, sach cua nhan vier). thu. quy. 

Dieu 11. Nhiem vu, quyen h#n cua cong &tic phu trach thu quy 

1. Bao quan an town quy tien mat va thvc hien thu, chi ding thai, mop s6 
sach theo doi thu, chi quy tien mat theo clang quy dinh. 

2. Khong dAng quy tien mat cila co quan cho muscin hoc sir dung vao muc 
dich rieng cua ca nhan. Hang thing kip thbi bao cao cong khai guy/ tien mat cua 
co quan voi Lanh dao Phong. 

Dieu 12. Nhiem vu, quyen h#n ciia cling chirc phu trach ding tic van 
thu. - urn trek - to sach pha.plu4t 

Cong chirc phu trach cong tic van thu - luu tra co trach 

1. Truth van ban den cho Tnthng phong ngay trong ngay; aived !cac van 
ban den có mire des khan phai dugc trinh va chuyen ngay sau khi tiep nh'On (trir 
nhang van ban mat) 

2. Sao, gfyi van ban dm co quan de girl d6n co quan, nguOi có lien quan 
theo yeu cau cua van ban va thu tnx&ng don vi. 

3. Thu th4p cac h6 so, tai lieu, sap x6p dua vao luu trix có he th6ng phuc 
vu cho vi& tham khao; tra ciru khi can thik. 

4. Thong ke, phan loai, lap danh muc van ban d6n, van ban di; bao quan, 
gift gin tai lieu, van ban theo quy dinh. 
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Chiming IV 
TH(1I GIAN LAM VIEC, TH6I 	NGHI PHEP, NGHl LE, 

GEE D0 HON HOP VA, CUE DO THONG TIN, BAD CAA 

Dieu 13. Thai gian lam vilec 

Ch6 del lam vi'&: Tuan lam vi& 40 gio!, ter this haidecn flair sau trix truZIng 
hop lam bu theo quy dinh cila co quan Nha nuac có tham quyen. Throng hop 
phai lam ngoai gior, ngay nghi, ngay le thi dugc huong the d'O lam them gio theo 
quy dinh. 

Bu6i sang: Tir 7 -giO,  30 phut d6n 11 gie.  30 phiTt. 

Bu ;6i 	Tir 13 giO.  00 phut d'L 17 gie.. 

Dieu 14. Hop giao ban tir phap xi, thi trAn 

,PhOng Tu phap chirc hop giao,  ban to phap xa, thi trfin 	 'y m8i quy 
mot lan. Thbi gian hop ter ngay 20 den ngay 25 dm thang cuOi quy. 

NOi dung d6 so - kk danh gia tinh hinh hog dOng cua nganh trong quy, 
trien khai ke hoach nhiem vu tong tam tong tac quy sau. 

Trong truOrng hop can thiect de trien khai nhiem vu cua cap ten, Truong 
Phong có th6 triu tap hop dOt xuat. 

Dieu 15. Hop co.  quan 

PhOng Tu phap hop toan th6 co quan dinh kST moi thang mot Mn vao ngay 
05 tay hang thang, trong truong hop can thiet, Truong phong có the quyet dinh 
tri'0 tap hop deft xuat. 

Thanh plAn cui)c hop: Toan th6' can b0, cong chirc, nhan vien hop de•ng 
dang lam vii& tai PhOng Tu phap. 

N(')i dung cu(ic hop: Danh gia k& qua thgc 10n nhiem vu dugc giao cua 
can b(i, ding chirc, nhan vien, ke hoach cua nganh trong thang, trien khai cat 
van ban phap luat med co lien quan den vilec thgc hien chile nang, nhiem vu cua 
nganh, trial khai ke hoach 	nganh trong thang, quy sau va 6 thang cuoi nam; 
trien khai nhang not dung theo Quy the dan chu trong hog dung co quan. 

Thgc hilen viec "Ngay phap luat" vao ngay 05 tay hang thang. 

Ditu 16. Cht cho nghi phep, nghi viec rieng 

Ch6 nghi phep, 16, t6t, nghi viec rieng theo quy dinh cua BO 141 lao 
deing. 

Truong hop nghi phep cong chirc hoc nhan vien phai thong bap truck 
cho Throng phong it nhat 03 ngay. Throng hop nghi phep nam thi phai bao 
truck cho Truong phOng it nhat 10 ngay lam vi'&. 
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Dieu 17. Cht do thong tin bio cio 

1. COng claire f6ng hop di trach 	xay dung bao cao tinh 	thuc 
hi'n quail 13'T Nha mr6c cac cong vi& ve ta phap dia. phacmg va bao cao cho 
Truong phOng track ngay 07 tay hang thang. 

2. Cac 	thi trdn, cac ca quan, dun vi, cac nganh có trach 	b'ao cao 
tinh hinh cong tac phap dia phaang, co! quan, dan vi, nganh mirih cho 
PhOng theo dung theri gian dirge quy dinh trong 11* va theo yeu c'au a 'So' Tu 
phap, y ban nhan dan 

Chuang V 
CAC CHE DO KHAC 

Dieu 18. Che cOng tic phi 

Can b0, cong chire di cong tac dtrot thanh toan theo ch6 del theo 	dinh 
hanh. Truong hop nghi  dem phai hoa don, phi'L nghi nha tro, khach 

san theo quy dinh de thanh toan. Di cac phuang 	cong cOng phai co, ye de 
thanh toan. 

Dieu 19. Sir dung dien tho4i 

thoai la phuang tin de sir dung va phuc vu cho can 130, cong 9hire va 
nhan vien trong Phong lien lac den cac ca quan, don NI giai quyet cOng vi& 
kid can thiet, teen tinh than phai het sue tiet kilem; khong dage six' dwig 
thoai ca quan vao vi& ca. than. 

Dieu 20. Che d(ikhen thuieng, kklu4t va trich nhiem v4t chAt 

1. Can blo, cong chirc va nhan vien hoan thanh t6t nhin vu se duo.c )(et 
nghi cac cap khen thuong theo quy dinh Nha nu6c. 

2. Can 130, cong chilc va nhan vien khong hoan thanh nhim vu du6.c giao, 
khong chap hanh ho4c chap hanh chtra tot quy dinh 	Luat Can b0, 	chirc 
va cac Quy dinh 	ca quan 	phe binh va tay theo mire deo vi phOn se bi 

kST 114I theo quy dinh 	Nha nuac. 

3. Can bel, cong.chfic va nhan vien vi pham 	lu'Ot bi 	quy 
dinh 	phap lu'dt. 

4. Can bi), cOng chirc va than vier' lam m'At mat, hu hong ho4c có hanh vi 
gay thilet 	tai san trang thiet bi 	ca quan thi phai bOi thueng theo quy dinh 

hanh Nha mr6e. 

5. Trong khi thi hanh 	vu, cong vu ma gay th* hai cho ngttari khac 
thi can b0, cOng chire va than vien phai boi thuong cho ngtrbi bi hai 'Oleo quy 
dinh 	hanh 	Nha mr6c. 

Dieu 21. Chet' tryc va bao ve quan 

1. Vao cac ngay 	Te't cong chirc, nhan vien có trach nhi4m trad, theo su 
phan cOng cua Traong phong. Ngoai ra, cong chirc, nhan vien can c6 tithe 
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canh gide, chii y phat hien va xu 1ST kip then. &rang hien tugng vi phqm an toan 
co quan. 

2. Sau gieY lam viec cong chitc, nhan vien coy quan phai sap x6p he, so', 
kheia td, tat nguon dien cac thiet bi, khizia cira Phong roi mai ra ye. 

Chuang VI 
MO' 'QUAN HE CONG TAC 

Dieu 22. Doi voi So. Tir phap 

PhOng Tu phap chiu su chi d4o, ki6m tra va huOng dan nghi0 vu cua So 
Tu phap. 

Phong Tu phap co trach nhiem bao cao tinh hinh thutc hien cong tac tu 
phap teen dia ban huy'n cho 	Tu phap theo dinh kST va bac),  cao chuyen de 
hoc 	xuat theo quy dinh, bap cao,  nhimg kith khan, vuo'ng mac va xin kien 
chi. dgo cila Si Tut phap ve nhfing van de có lien quan den chuyen mon nghi0 
vu cua Phong. 

Dieu 23. DOi voi Uy ban nhan dan huyen 

1. Phong chiu su lanh dp, chi ciao true tip va quan 1ST ve to chire, bien 
che, hog Ong cua Uy ban nhan dan huyen. TruOng phong trvic tiep nhan chi thi 
va nicii dung cong tac tix Chu tich hoc Pho Chu tich Uy ban nhan dan huy'0.; 
chap hanh Quy the lath v* cua Uy ban nhan dan huy'0.; thuong xuyen bao cao 
cong tac voi Uy ban nhan dan huyen va phai xin y Men chi dgo cua Uy ban nhan 
dan huyen truOc khi to chile thuc hien cac cong tac quan trong do cac nganh va 

Tu phap tinh trilen khai. 

2. Tnxeng phOng co trach nhiem thuc hien cac not dung cong vi& theo su 
fly nhift cua Chu tich Uy ban nhan dan huyen; bao cao Uy ban nhan dan huy'n 
hoO.c dugc Uy ban nhan dan huyen uy quyen giai truth tai kST hop I-10i (long nhan 
dan ye nhang van de cir tri that mac lien quan den nhi.101 vu cua PhOng. 

3. Phan anh nhimg vuong mac, khO khan trong qua trinh thuc hien ch-ac 
nqng nhilem vu cua Phong; kien nghi vai Uy ban nhan dan huyn ve nhimg van 
de khong con phil hop, can dm dOi,,b15 sung trong cac the 	chinh sach, cac 
quy dinh 	phap 1u4 va chi dp, dien hanh cua co quan cap tren. 

4. Bao cao Uy ban nhan. dan huyen tinh hinh thuc hien cong tac to phap 
ten dia ban huyi0 theo dinh kST va bao cao chuyen de theo quy dinh. 

Dieu 24. 	cac co. quan, phOng ban chuyen mon thuoc Uy ban 
nhan dan huyen 

Trong plagin vi chirc nang, nhift vu dugc phan cong va theo su chi d4o 
cua Uy ban nhan dan huyn, PhOng va cac co quan chuyen mon thuc Uy ban 
nhan dan huyn phoi hop giai quyet ding viec ten tinh than hop tac va ton trong 
lan nhau. Trong truOng hgp co nhang van de chua thong nhat thl Phong phai bao 
cao xin y kien chi dp cua Uy ban nhan dan huy'n 
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Phong dugc chit tri 	cac ca quan chuyen mon thuOc tJ' y ban nh4n dan 
huy@-t hop a giai quyet nhttng ding vies hoc yeu cAu cac co quan lien quan 
bao cao nhimg van de di lien quan den ding tac bang van ban hoc tart tiND trao 
doi de thvc hilen nhilem vu dugc phan cong. 

Dieu 25. DOi voi Uy ban nhan dan cac xa, thi trAn 

Trong quan he vai Uy ban nhan dan cap xa, Phong va Uy ban nhan dan 
cap xa phoi hop giai quyet cong vi& teen tinh than hop tac va ton trong lan 
nhau. Phong Tu phap c6 trach nhiem tham muu Uy ban nhan dan huy0 trong 
vii& chi dao, htrang dan, kiem tra, thanh tra ve chuyen mon, nghip vu 66.c mat 
cong tac to phap cua Uy ban nhan dan cap xa; gong thoi, chi dao, htrang dan ye 
chuyen mon, nghi'p vu doi vai cong chic Tu phap - Ho tich cap xa. 

Dieu 26. DOi voi Chi bt) 

Phong Tu phap chin sir chi dao cua Cap dy Chi be ve cong tac to Wang 
chinh tri va thvc hilen nhiem vu chinh tri cua dun vi. Tnrang phOng Tu phap 
chiu trach nhim bao cao tinh hinh cong tac chinh tri to Wang va thvc hien 
nhiem vu chinh tri cita -cu quan Phong Tu phap cho Chi be theo dinh kitchic 
cho clang vien, ding chic va nhan vien trong dun vi hoc tap day di. Chi thi, Nghi 
quyet 	Dang, phap 14t 	Nha nuac va thvc 	Nghi quyet cua Chi bob  

Dieu 27. Doci vo'i Cling doan 

1. Truang phong Tu phap,  c6 trach nhilem ph6i hgp ding Ban chAp 
COng doan so. chainlo 	dai song cho cong doan vien trong don vi, dal 	o 
cac quyen lgi cua cong doan vien theo quy dinh cua phap luat. Tao ilietiokin 
thu6n lgi cho cong doan vien tham gia cac hoat Ong phong trao cita col* doan. 

2. Dilly kk hang nam, Twang phong Tu phap phoi he yai Ban Oh hanh 
cong doan to chic Fled nghi cong chic va nguai lao dOng (long thai thuc hien 
cac ned dung quy the dan chili. a co quan theo quy c ink. 

CHVONG VII 
DIEU KJ1OAN THI HANTI 

Ditu 28. Truang phong Tu phap c6 trach nhiem tFiL khai thvc hien Quy 
clinh nay, Thu throng cac ca quan chuyen mon thuOc Uy ban nhan dan huye;n, 
cac co quan, don vi c6 lien quan va Chit tich Uy ban nhan dan cap xa c6 trach 
nhim chAp hanh Quy dinh nay. 

Trong qua trinh thvc hien co vuong mac, an sira doi, bk sung Quy dinh 
nay, Truang phong Tu phap ding Truang ph,,Ong NOi vu trao doi thong nhat va 
trinh Uy ban nhan dan huyn xem xet quyet dinh sira , quy dint cho phi 
hoop./. 
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