
HUYS- NUt BAO LAM 
VAN PHONG 

SA 111 -TB/VPHU 

HANG CONG SAN VIET NAM 

Bci o Lam, ngay1,9 thang 09 neim 2022 

THONG BAO 
Phan ding nhiem vy can hi), cong chat, ngtriri lao Ong 

co* quan Van phong Huyen üy 

Can cü Quy dinh s6 46-QD/TW, ngay 03 thang 12 nam 2021 dm Ban BI this 
Trung wing Dang ve "char ncing, nhie'm vy,tJ chirc b'O may ca quan chuyen trcich 
tham mutt, gitip Vik Huyen ay, Quilt? ay, TM ày, Thanh ay trtrc thu& Tinh ay, 
Thanh ity"; 

Can cir Quyet dinh so 733-QD/HU, ngay 05/01/2022 ctla Ban Thuang vy 
Huyen uy ve Ban hanh Quy eh lam viec dm Van phong Huyen Uy; 

Can cir Ket luan tai cuOc hop can b0, dog chi:re va nguai lao dOng Van 
phong Huyen üy ngay 16/09/2022; 

Ltinh dyo Van phang Huyen ñy thing nhat phan cong nhiem vy cho 
(Ong char viz nguiti lao &Ong nhte suit: 

1. Bong chi Tran Viet Cutng - Huyen ay vien, Chanh Van phong: 

- Phu trach chung theo Dieu 5, Chuang II, Quy dinh s6 46-QD/TW, ngay 
03/12/2021 cila Ban BI this va ehiu trach nhiem truace Huyen üy, Ban Thuang vu, 
Thuong true Huyen fly moi hoat dOng 61  a Van phong Huyen us'. 

- Nghien cini, de xudt,  va ginp Huyen ny, .Ban Thuerng vu, Thuemg true 
Huyen ity thuc hien Quy che lam viec và chucmg trinh eong tac; sap xep chucmg 
trinh cong tac dm Ban Thuemg vii Huyen ny, BI thu va cac Pho 13I thu Huyen tly; 
thuc hien cong tac d6i ngoai cna Huyen phi hop, dieu hoa hoat dOng cüa the 
ca quan tham mini, giup viee Huyen fiy phue vu lanh So, chi dao cna cap 

- La &I mai giup Thuemg true Huyen ny xi" ly c6ng viec hAng ngay; t6 chirc 
cong tk thong tin phuc Iry skx lanh dao, chi dao cüa Thuemg true Huyen fly, Ban 
Thuang vu va Huyen cung cap thong tin cho cac cdp üy co.  so, co quan, -16 
ehire trong huyen theo quy dinh. Theo doi, don doe cac T6 &ire co so clang true 
thuOc Dang b0 huyen, cac co quan, don vi lion quan thkrc hien ch8 dO thong tin, 
bao cao theo quy 

- Thdm clinh, tham tra D an, van ban dm the TA eh& CO sey dang, co quan, to 
chire truk khi trinh Huyen üy, Ban Thuemg \ix Thuong true Huyen ny ve: Yeu 
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cu, pham vi, quy trinh, thArn quyen ban hanh va the that van ban. Chu tri, ph& 
hgp vOi cac ca quan lien quan tham dinh noi dung de an, van ban thuOc linh vtrc 
kinh t6 - xa 1101, quac phong, an ninh, xay Ong Dang, h theing chinh tri va the 

vgc khac khi ducc Thuemg trkrc, Ban Thuerng vg Huyen ay giao truerc khi 
trinh Huyen ày, Ban Thverng vy Huyen ay. 

- La chit tai khoan, clth ser hftu tai san càa Huyen ay theo ay quyen cila Ban 
Thuerng \iv Huyen ay. 

- Trgc tier, phv trach ding tac to chirc - can 1)0; tin luang; &oh gia, nhan xet 
hang nam doi veri cong chgc, ngueri lao Ong cOa Van pheng; cong tac bai &rang 
chuyen mon, nghiep vg; &Ong tac thi dua khen thuong, kji luat eàa Co quan Van 
phong. 

- K9 cac van ban thira lenh dm Ban Thuemg vv, cac thong bao 9  kin chi dao 
cua Thuemg trkrc Huyen fry; cac van ban dm Van phong Huyen u9 trinh Ban 
Thueng vy, Thuerng trvc Huyen lay hoc girl den cac to chirc ca so dang trvc thuOc 
Huyen ày (trir m'Ot so van bcin cid z2y quyen cho Pho Chanh Van phong). 

- PhM hop chuAn bi tai lieu phgc vg cac hi ngh1;
rdkr the cu'9c h9p tha Ban 

Thuerng vy, Thuong trvc Huyen Oy; dkr thao van ban ket luan, nghi quyet, chi thi 
cUa cuec hop trinh Thuerng trkrc Huyen ay k9 ban hanh. Khi kh'eng clg hop, neu 
can nam the thong tin c6 lien quan thi duct doe bien ban cuoc h9p. 

- Trieu tap, cha tri, kelt luan cac cuoc h9p
,lanh dao Van phong, cac hOi ngh1 

cila Van phong Huyen ày. Quyet dinh nhang va'n de con c6 9  kin khac nhau giCra 
the Ph6 Chanh Van ph6ng. 

2. Wong chi Nguyen TAn Minh - Ph6 ChInh Van phong phy trach cong 
tee tOng hqp: 

- Trgc tip phv trach ding tac tring h9p; Nen tap, chinh 19 cac dkr thao van ban 
do Huyen Oy, Ban Thuerng vy, Thuemg trkrc Buyer' ay hoc Chanh Van pheing 
giao. 

- Tham muu va glop Huyen ày, Ban Thuemg vg, Thuerng trkrc Huyen ày ye 
cong tac tip dan, tip nhan, xi: 19 don thu khieu nai, th cao; c6ng tac tu phap, ding 
tac nOi chinh, pheng, chong tham nheing, tiêü cgc.. 

Trkrc tiep tham mtru tri6n khai, Ong dvng va .quan 19 cong nghe thong tin; he 
thring thong tin tang hop; ding thong tin din dr càa Dang b0; cling tac quan tri 
mang va thgc hien cong tac ca yeu theo quy dinh. 

Theo doi, don Mc va thng hop tinh hinh thge hien cac ngh1 quyet, guy& 
dinh, chi thi, quy dinh, quy che ctia cap fly cap teen va chi dao cüa Huyen ày, Ban 
Thireng vv, Thuerng trvc  Huyen ày giao cho cac ca quan, don vi, dia phtrang thvc 
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hien; hoat dOng cüa eac cap ày, co quan dãng, Mat trail TO quac va cac doan the 
chinh tri - xa hOi. 

Tham gia cac Ban chi dao, tieu ban, hOi Huyen ày, UBND 
huyen; tham gia T bien tap d an trinh Hi nghi Huyen ity, Ban Thuang 
Throng true Huy'en ny theo phan cong. 

Gap Chanh Van phong chi dao, dieu hanh, giai quyat cong viec 0 linh vvc 
dugc phan cong phi trach va the nhiem vu khac do Chanh Van phong giao, (long 
thai chiu trach nhiem truec Chanh Van phong cac linh vvc dugc phan ding. Thay 
mat Chanh Van phong giai quyet

,cac cong viec càa Chanh Van phOng }chi Chanh 
Van phemg yang mat hoc ity quyen. 

3. Bong chi VO Thi An - Phó Chanh Van phong phy trach cong tac hAnh 
chinh, quan tri: 

Giitp Chanh Van phong Huyen uY chi So, dieu .hanh, giai quyat ding viec 
Firth vac hanh chinh, quan tri, hau can va cac nhiem \RI khac do Chanh Van phong 
giao, ding thin chiu trach nhiem truck Chanh Van phong ve cac linh vvc dugc 
phan ding. 

Trvc tie'p phi trach ding tac van thu, luu nha khach, nha An; ve sinh, 
moi trugng, quan 132 viec mua, sir dung vat ttr, van ph6ng phAm, d8 clang trong co 
quan; chuan bi cac dieu kin de phyc vi cho cac cuOc hop, hi nghi \fa lam viec 
càa Huyen ity, Ban Thuemg v,  Thuemg twc Huyen ay va mOt s8 Ban chi dao do 
Thuang live Huyen ity chit tri; theo dOi va quan 1 dieu hanh xe 0 to phye vu citing 
tac; to,  chirc don tip cac (loan khach den co quan; lien he ding viec; to chive tharn 
h6i hieu, hy... Dam nhan kiem nhiem thit quy co quan Huyen uY. 

- Huang an, kiem tra nghiep \iv van thu, km tit cila CO quan dàng, Mat tran 
TO guile va cac doan the chinh tri - xa hOi 6.  cap huyen va co so. theo quy dinh eàa 
phap luat ye km trit, the quy dinh dm Ban BI thu va huerng dk cila Van phong 
Trung trang Dang. 

Kiem tra, giam sat viec thu, nOp va sir dung dang phi 6.  the to chirc CO se, 
dang. 

- Thay mat Chanh Van phong giai quyet cac clang viec àa Chanh Van ph6ng 
khi Chanh Van pheng yang mat hoc ày quyen. 

4. Thing chi Vo Thi Bich Nam - Chuyen vien Van 'Along Huyen iiy: Phu 
trach c8ng tac Tong hop. 

- Tham mtru cho lanh dao Van pining Huyen ày tiing hop thuOc linh vvc xay 
dvng Ding; MTTQ va doan the va h thOng chinh tri; phiii hop vdri cac co quan 
lien quan xay dung dv tit Nghi quyet, quy dinh, quy che, bao cao, chuong trinh, 
ke hoach, ket Juan va cac van ban kink do Lanh dao Van phong phan dog. 
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- Nhop du lieu he th6ng thong tin t6ng hop; nhap 116 so can b0.  dm Van 
pheng Huyen u9;

fr  cap nhat thong tin, van ban dm Huyen fly len trang Web hang 
ngay theo quy che. 

- Thtrc hien ding tic le tan, tA chirc don tiep cac doan kith den co quan. 

Thvc hien mOt se; nhiem vv khac do lanh ciao Van phong Huyen ày phan 
cong va chiu trach nhiem truarc lanh ciao Van phong ve linh vvc dugc phan c6ng. 

5. Bang chi Vo Thanh Chung: Ke toan càa co quan Huyen ity 

Tham mtru, glop viec cho Ban Thuong vv, ThuOng trvc Huyen ày và lath 
dao Van phong v thtrc hien nhiem vv Ke toan co quan; trtrc tip theo dal quart 19 
tai chinh, tai san; quan ly cac nguon von, tai san dm co quan

,Huyen Vy; bao darn 
kinh phi cho hoat demg cim cap ày theo ke hoach dugc phan bo. 

!ling dvng cong nghe thong tin lien quan den chuyen m6n, nghiep vv càa b6 
phan ke toan. 

Thvc hien nhi'em vv kE toan cua 
,co quan Huyen Vy; theo

,doi, quan lY tai 
chinh, tai san càa co quan. Chap hanh day dà ch'e dO tai chinh, ke toan, thong ke; 
bao cao thtrc hien thu - chi theo quy dinh; quyet toan kinh phi ngan sach hang 
nam, ngwin thu dang phi

,ctia Dang b6; tham muu cho thà truerng co quan Huyen 
ày thtrc hi'en theo Quy che chi tieu ngi bg. 

Kiem tra, glary sat viec thu, n6p vã sir citing dang phi er cac to chirc co ser 
dang. 

Thvc hien mgt s6 nhiem vv khac do la'nh dao Van phong Huyen ày phan 
c6ng . 

6. NhiOt sly ctia van thwitru 

a) D6ng chi Phan Thanh Tuyen: Phv trach c6ng tic van thu 

Tham mutt cho Lanh dao Van pheng thtrc hien Mt cong tac van thu tai Quy 
dinh sa 693-QDNPTW, ngay 15/12/2021 cilia Van phong Trung ucmg Bang ve 
ding tac van thu trong cac co quan, tit) chirc dang cv the la: 

- Bang kY, thvc hien thil tvc ph& hanh va theo döi viec phat van ban di. 

- Tiep nhan, dang kY, trinh va chuyen giao van ban den; theo d'Oi, don d6c 
viec giai quyet van ban den. 

Sap xep, bao quan va phvc vv viec tra ciru, sir dvng van ban tai van thu. 

Quin 19 s6 clang ky van ban (Van ban di, van ban &An) 

- Quan 19, sir dvng con dau, chit k9 s6 va thiet bi hru kh6a bi mot co quan 
theo quy dinh. 
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TiEp nhan, dang kY, in"an,- phat harih va chuyEn giao van ban di, dEn cila cac 
ban chi 40, tiau ban, hOi d6ng... 

- Kim tra th8 thirc van
,  ban vã bao cao tryc tip voi lanh dao Van phong va 

nhilng diem chua dung ve the thirc van ban theo Quy dinh. 

Quart va sir dyng con dAu dung quy dinh. Quan 15/ tai lieu theo quy dinh 
cUa Phap lenh Bao ve bi mat Nha nok. 

b) D6ng chi Nguyen Thi Hoe: Phy trach cong tac km tret 

Tham mutt cho lanh dao Van phong lap 116 so va nOp km h6 so, tai lieu vao 
luu trtir ca quan theo dimg Quy dinh s6 693-QD/VPTW, ngdy 15/12/2021 cilia Van 
phong Trung ucmg Deng v8 ding tac van thu trong cac cor quan, t6 chirc dang. 

Huang den, kiem tra nghiep \iv cong tac lint tit cila cac t6 chirc co so dang 
theo quy dinh; tham mint xay dyng bao cao hang nam va dOt xuat ve cong tac luu 

. - Theo dOi, tham mutt cong tac thi dua khen thuang cüa ca quan Van pile:111g 
Huyen ily. 

Dam nhiem nha khach cUa ca quan Huyen ily theo hop d6ng dalorikEt bAng 
hinh thirc ngoai giä hanh chinh. 

* Thyc hien mOt sa nhiem vii khac do lath dao Van phong Huyen üy phan 
ding va chiu trach nhiem truck lanh 40 Van phong ve l'inh \Tye dugc phan cong. 

7. Nhi'em vy etia lai xe, bao ve, typ vy 

Deng chi Nguyen Van Mynh: Thyc hien nhiem vv lai xe 49B - 1025. 

D6ng chi Vii Van Chin: Thyc hien nhiem vv lai xe 49A - 005.48 

Ong Trail Tryng Kim 114u: Dam nhiem cong tac bao ve co. quan Huyen Uy 
theo hop (tang lao dOng da quy dinh. 

Ba Le Thi Nga: Dam nhiem cong tac tap vy trong ca quan Huyen uy, phy 
trach bp an tap the dm cor quan; dam bao cac diu kin can thiet nhir hoa, nutc 
uong, ve sinh phong hop, hOi twang pit gang, sach se truck cac cuOc lam viec, 
hOi nghi... hinh thuc din ra; quan 1Sr, sir dyng hop 15f, tiet kiem cac vat dyng; phyc 
vv An tieing tip khach khi co thong bao cUa lanh 4o Van phong. 

Ngoai ra c6n thyc hien mOt s6 nhiem Iry khac do lanh 4o Van phong Huyen 
uy phan cong vá chiu trach nhiem truorc lanh dao Van phong v8 firth vyc dugc 
phan ding. 

Can cir thong bao nay y8u cu cong chat va ngueri lao Ong co quan Van 
phong .Huyen Uy chap hanh nghiem phan cong nhiem vv;  phoi hop thyc hien hoan 
thanh tot nhiem vi dugc giao. 
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ThOng bac) nay thay th Thong bao phan clang nhint vi sa 80 ngay 22 thang 
02 nam 2022 va c6 hiu hie kat  tit nay IcS7./. 

Nori nhan: 
- Van phOng Tinh fly (b/c), 
- Thuang true Huyen fly (b/c), 
- TT HDND; UBND huyen, 
- Cac ban xay dung Dang cña Huyen ny,  , 
- Mat tran To quec va cac doan the huyen, 
- Van phong HDND&UBND huyen, 
- Cong chirc, ngtroi lao dOng cou quan VPHU, 
- Phong ban, don vi ctia Huyen, 
- Cac To chfrc co sa Hang, 
- Ltru VPHU. 

CHANH VAN PH6NG 
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