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THONG BAO
Phan cong nhiem vy can bo, cong chirc, ngiroi lao dong 

ca quan Van phong Huyen uy

Can cu Quy dinh so 46-QB/TW, ngay 03 thang 12 nam 2021 cua Ban Bi thu 

Trung uong Dang ve “chuc ndng, nhiem vu, to chuc bo may co quan chuyen track 

tham mm, giup Viec Huyen uy, Quan uy, Thi uy, Thanh uy true thude Tinh uy, 
Thanh uy” va Quy che lam viec cua ca quan Van phong Huyen uy;

f

Can cu Ket luan tai cupc hop can bp, cong chuc va nguai lao dong Van 

phong Huyen uy ngay 21/02/2022;

Lanh dao Van phong Huyen uy thong nhat phan cong nhiem vu cho cong 

chuc va nguai lao dong nhu sau:

1. Dong chi Nguyen Thi Thu Hoai - Huyen uy vien, Chanh Van phong:

- Chanh Van phong phu trach chung theo Dieu 5, Chuang II, Quy dinh so 46- 

QD/TW, ngay 03/12/2021 cua Ban Bi thu va chiu trach nhiem truac Huyen uy, 
Ban Thuong vu, Thuang true Huyen uy mpi boat dong cua Van phong.
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- Nghien cuu, de xuat va giup Huyen uy, Ban Thuang vu, Thuang true 

Huyen uy xay dung, thuc hien quy che lam viec va chuang trinh cong tac; sip xep 

chuang trinh cong tac cua ban thuang vu Huyen uy, Bi thu va cac Pho Bi thu 

Huyen uy; thuc hien cong tac doi ngoai cua Huyen uy; phoi hop, dieu hoa boat 
dong cua cac ca quan tham muu, giup viec huyen uy phuc vu lanh dao, chi dao 

cua Huyen uy.

- La dau moi giup Thuang true Huyen uy xu ly cong viec hang ngay; to chuc 

cong tac thong tin phuc vu su lanh dao, chi dao cua Thuang true Huyen uy, Ban 

Thuang vu va Huyen uy; cung cap thong tin cho cac cap uy ca sa, ca quan, to 

chuc a huyen theo quy dinh. Theo d5i, don doc cac to chuc dang, cac cap uy true 

thupc huyen uy, cac ca quan lien quan thuc hien che dp thong tin, bao cao theo 

quy dinh
toy ?

- Tham dinh, tham tra Be an, van ban cua cac ca quan, to chuc truac khi trinh 

Huyen uy, Ban Thuang vu, Thuang true Huyen uy ve: Yeu cau, pham vi, quy 

trinh, tham quyen ban hanh va the thuc van ban. Chu tri, phoi hop vai cac ca quan 

lien quan tham dinh npi dung de an, van ban thupc ITnh vuc kinh te - xa hpi, quoc
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phong, an ninh va cac ITnh vuc khac khi dirge Thirdng true, Ban Thuemg vu Huyen 

uy giao truac khi trinh Huyen uy, Ban Thirang vu Huyen uy.

- La chu tai khoan, chu sa huu tai san cua Huyen uy theo uy quyen cua Ban
Thirang vu Huyen uy.

* * ^
- Trgc tiep phu trach cong tic to chuc - can bo; tien luomg; danh gia, nhan xet

hang nam doi vai cong chuc, nguai lao dong cua Van phong; cong tac boi duong 

chuyen mon, nghiep vu; cong tac thi dua khen thuemg, ky luat cua ca quan Van 

phong.

- Ky cac van ban thua lenh cua Ban Thuang vu, cac thong bao y kien chi dao 

cua Thuang true Huyen uy; cac van ban cua Van phong trinh Ban Thuang vu, 
Thuang true Huyen uy hoac gui den cac to chuc ca sa dang true thuoc Huyen uy
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(trie mot so van ban da uy quyen cho Pho Chdnh Van phong); quy che lam viec 

cua ca quan; ky cac van ban nhan xet, danh gia hang nam doi vai cong chuc va 

nguai lao dpng theo phan cap quan ly can bo.

- Chi dao chuan bi tai lieu phyc vu cac hoi nghi; du cac cupc hop cua Ban 

Thuomg vu, Thuang true Huyen uy; du thao van ban ket luan, nghj quyet, chi thj 
cua cuoc hop trinh Thuang true Huyen uy ky ban hanh. Khi khong du hop, neu
can nam cac thong tin co lien quan thi dugc doc bien ban cuoc hop.

%:
- Phan cong nhiem vu doi vai cac Pho Chanh Van phong; chi dao, kiem tra,
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don doc cong tac doi vai cac Pho Chanh Van phong trong pham vi ITnh vuc dugc 

phu trach. Trong truang hgp can thiet, Chanh Van phong true tiep chi dao giai 
quyet cong viec da phan cong cho Pho Chanh Van phong, sau do thong bao cho 

Pho Chanh Van phong phu trach ITnh vuc do biet.

- Trieu tap, chu tri, ket luan cac cugc hgp lanh dao Van phong, cac hoi nghi 
cua Van phong Huyen uy. Quyet dinh nhung van de con co y kien khac nhau giua 

cac Pho Chanh Van phong.

2. Dong chi' Vu Th| An-Pho Chanh Van phong phu trach hanh chmh,
quan trj:

- Tham gia thao luan, quyet dinh cac van de thuoc trach nhiem cua tap thi 

lanh dao Van phong. Giup Chanh Van phong chi dao, dilu hanh, giai quylt cong 

viec ITnh vuc hanh chinh, quan tri, hau can va cac nhiem vu khac do Chanh Van 

phong giao, dong thai chiu trach nhiem trubc Chanh Van phong ve cac ITnh vuc 

dugc phan cong.

- True tiep phu trach cong tac van thu, luu tru, nha cong vu, nha an, ve sinh 

va moi truang; quan ly viec mua, six dung vat tu, van phong pham, d6 dung trong 

ca quan; chuan bi cac dieu kien de phuc vu cho cac cuoc hgp, hoi nghi va lam viec 

cua Huyen uy, Ban Thuang vu, Thuang true Huyen uy va mot sd Ban chi dao do
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Thuang true Huyen uy chu tri; theo doi va quan ly dieu hanh xe 6 to phuc vu cong
tac; to chuc tiep cac doan khach cua cap uy den co quan; lien he cong viec; to chuc 

/
thamhoi hieu, hy...

- Huong dan, kiem tra nghiep vu van thu, luu tru cua co quan dang, Mat tran 

To quoc va cac doan the chinh tri - xa hoi o cap huyen va co so theo quy dinh cua 

phap luat ve luu tru, cac quy djnh cua Ban Bi thu va huong dan cua Van phong 

Trung uong Dang.

- Kiem tra, giam sat viec thu, nop va su dung dang phi a cac to chuc co so
dang.

- Thay mat Chanh Van phong giai quyet cac cong viec cua Chanh Van phong 

khi Chanh Van phong vang mat hoac uy quyen. .

3. Dong chi Nguyen Tan Minh-Pho Chanh Van phong phu trach cong tac
Atong hop:

^ ♦A ^

- True tiep phu trach cong tac tong hop; bien tap, chinh ly cac du thao van ban 

do Huyen uy, Ban Thuang vu, Thuang true Huyen uy hoac Chanh Van phong 

giao.

- Tham muu va giup Huyen uy, Ban Thuang vu, Thuang true Huyen uy ve 

cong tac tiep dan, tiep nhan, xu ly dan thu khieu nai, to cao; cong tac tu phap, cong 

tac npi chinh, phong, chong tham nhung, tieu cue.

- Tham muu to chuc trien khai, ung dung va quan ly cong nghe thong tin; he
/ 9 9

thong thong tin tong hop; cong thong tin dien tu cua Dang bo; cong tac quan tri 
mang va thuc hien cong tac ca yeu theo quy dinh.

f 9 t f

- Theo ddi, don doc va tong hop tinh hinh thuc hien cac nghi quyet, quyet 
dinh, chi thi, quy djnh, quy che cua cap uy cap tren va chi dao cua huyen uy, Ban 

Thuang vu, Thuang true Huyen uy giao cho cac ca quan, don vi, dia phuong thuc 

hien; hoat dong cua cac cap uy, ca quan dang, Mat tran To quoc va cac doan the
9

chinh tri - xa hoi de bao cao ban thuang vu, thuang true huyen uy
9 >

- Tham gia cac Ban chi dao, tieu ban, hoi dong... cua Huyen uy, UBND
9 >

huyen; tham gia To bien tap de an trinh Hoi nghi Huyen uy, Ban Thuang vu, 
Thuang true Huyen uy theo phan cong.

f f \ 9

- Tham gia thao luan, quyet djnh cac van de thuoc trach nhiem cua tap the 

lanh dao Van phong. Giup Chanh Van phong chi dao, dieu hanh, giai quyet cong 

viec a ITnh vuc duac phan cong phu trach va cac nhiem vu khac do Chanh Van 

phong giao, dong thai chju trach nhiem truac Chanh Van phong cac ITnh vuc duac 

phan cong. Thay mat Chanh Van phong giai quyet cac cong viec cua Chanh Van 

phong khi Chanh Van phong vang mat hoac uy quyen.
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4. Dong chi Vo Thi Rich Nam: Phu trach cong lac Tong hop

- Tham mini cho lanh dao Van phong Huyen uy thuoc ITnh vuc xay dung
* / r

Dang; MTTQ va doan the va he thong chinh tri; phoi hop vai cac ca quan lien
t f t

quan xay dung dir thao Nghi quyet, quy dinh, quy che, bao cao, chuong trinh, ke 

hoach, ket luan va cac van ban khac do Lanh dao Van phong phan cong.

- Nhap du lieu he thong thong tin tong hop; cap nhat thong tin, van ban cua
^ /

Huyen uy len trang Web hang ngay theo quy che.

- Thuc hien cong tac le tan, doi ngoai.

- Thuc hien mot so nhiem vu khac do lanh dao Van phong Huyen uy phan
\

cong va chiu trach nhiem truac lanh dao Van phong ve ITnh vuc duoc phan cong.

5. Dong chi' Phan Thanh Tuyen: Phu trach cong tac van thu

Tham muu cho Lanh dao Van phong thuc hien tot cong tac van thu tai Quy 

dinh so 693-QB/VPTW, ngay 15/12/2021 cua Van phong Trung uong Dang ve
*» o

cong tac van thu trong cac ca quan, to chuc dang cu the la:

- Dang ky, thuc hien thu tuc phat hanh va theo doi viec phat van ban di.
r • r f

- Tiep nhan, dang ky, trinh va chuyen giao van ban den; theo doi, don doc
f r

viec giai quyet van ban den.

- Sap xep, bao quan va phuc vu viec tra cuu, su dung van ban tai van thu.

- Quan ly so dang ky van ban {Van ban di, van ban den)

- Quan ly, su dung con dau va thiet hi luu khoa bi mat ca quan theo quy dinh.

-Tiep nhan, dang ky, in an, phat hanh va chuyen giao van ban di, den cua cac 

ban chi dao, tieu ban, hoi dong...

- Kiem tra the thuc van ban va bao cao true tiep vdi lanh dao Van phong ve
? y •>

nhung diem chua dung ve the thuc van ban theo Quy dinh.

- Quan ly va su dung con dau dung quy dinh. Quan ly tai lieu theo quy dinh 

cua Phap lenh Bao ve bi mat Nha nuac.

- Thuc hien mot so nhiem vu khac do lanh dao Van phong Huyen uy phan 

cong va chiu trach nhiem truac lanh dao Van phong ve ITnh vuc dugc phan cong.

6. Dong chi' Nguyen Thi Hoe: Phu trach luu tru

- Tham muu cho lanh dao Van phong lap ho sa va nop luu ho sa, tai lieu vao 

luu tru ca quan theo dung Quy dinh s6 693-QD/VPTW, ngay 15/12/2021 cua Van 

phong Trung uong Dang ve cong tac van thu trong cac ca quan, to chuc dang.
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- Huang dan, kiem tra nghiep vu cong tac luu tru cua cac to chuc ca so dang 

theo quy dinh; tham muu xay dung bao cao hang nam va dot xuat ve cong tac luu
tru.

- Theo doi, tham muu cong tac thi dua khen thuang cua ca quan Van phong 

Huyen uy.

- Thuc hien mot so nhiem vu khac do lanh dao Van phong Huyen uy phan 

cong va chiu trach nhiem truac lanh dao Van phong ve Imh vuc duac phan cong.

7. Dong chi Vo Thanh Chung: Phu trach ke toan cua ca quan huyen uy

- Tham muu, giup viec cho Ban Thuang vu, Thuang true Huyen uy va lanh 

dao Van phong; true tiep theo doi quan ly tai chfnh, tai san cua ca quan Huyen uy; 
bao dam kinh phi cho boat dong cua cap uy; bao dam kinh phi boat dong cua Van 

phong theo ke hoach duac phan b6.
\ r

- Theo d5i quan ly cac nguon von, tai san cua ca quan Huyen uy.

- Ung dung cong nghe thong tin lien quan den chuyen mon, nghiep vu cua bo 

phan ke toan.
f

- Thuc hien nhiem vu ke toan cua ca quan Huyen uy; theo doi, quan ly tai 
chinh, tai san cua ca quan. Chap hanh day du che do tai chinh, ke toan, thong ke; 
bao cao thuc hien thu - chi theo quy dinh; quyet toan kinh phi ngan sach hang 

nam, nguon thu dang phi cua Dang bp; tham muu cho thu trudng ca quan Huyen
f r

uy nang cao dai song cho cong chuc va nguai lao dong theo Quy che chi tieu npi
bp.

- Kiem tra, giam sat viec thu, npp va su dung dang phi a cac to chuc ca sa
dang.

f

- Thuc hien mot so nhiem vu khac do lanh dao Van phong Huyen uy phan 

cong va chiu trach nhiem truac lanh dao Van phong ve Imh vuc duac phan cong.

8. Dong chi Nguyen Van Manh:

- Thuc hien nhiem vu Lai xe 49B - 1025.
f

- Thuc hien mot so nhiem vu khac do lanh dao Van phong Huyen uy phan 

cong va chiu trach nhiem truac lanh dao Van phong ve Imh vuc dupe phan cong.

9. Dong chi Vu Van Chin:

- Thuc hien nhiem vu lai xe 49A - 005.48
f

- Thuc hien mot so nhiem vu khac do lanh dao Van phong Huyen uy phan 

cong va chiu trach nhiem truac lanh dao Van phong ve linh vuc dupe phan cong.

10. 6ng Tran Trong Kim Hau:
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- Dam nhiem cong tac bao ve co quan Huyen uy theo hop dong lao dong da
quy dinh.

- Thuc hien mot so nhiem vu khac do lanh dao Van phong Huyen uy phan 

cong va chiu trach nhiem trudc ianh dao Van phong ve ITnh vuc duoc phan cong.

11. Ba Le Thj Nga:

- Dam nhiem cong tac tap vu trong ca quan Huyen uy, nha cong vu co quan
ft \ \ f

huyen uy, phu trach bep an tap the cua co quan; dam bao cac dieu kien can thiet
nhu* hoa, nude uong, ve sinh phong hop, hoi trudng gon gang, sach se trudc cac
cuoc lam viec, hoi nghj... chinh thuc dien ra; quan ly, su dung hop ly, tiet kiem

/ /
cac vat dung; phuc vu an uong tiep khach khi cd thong bao cua lanh dao Van 

phong.

- Thuc hien mot so nhiem vu khac do lanh dao Van phong Huyen uy phan 

cong va chiu trach nhiem trudc lanh dao Van phong ve ITnh vuc duoc phan cong.
> f

Yeu cau cong chuc va ngudi lao dong co quan Van phong Huyen uy chap 

hanh nghiem phan cong nhiem vu theo thong bao nay; phoi hop thuc hien hoan
f

thanh tot nhiem vu duoc giao.

Thong bao nay thay the Thong bao phan cong nhiem vu so 74 ngay 10 thang 

12 nam 2021 va cd hieu luc ke tu ngay ky.A

CHANH VAN PHONGNod nhan:
- Van phong Tinh uy (b/c),
- Tlurong true Huyen uy (b/c),
- TT HDND; UBND huy?n,
- Cac ban xay dung Dang cua Huyen uy,
- Mat Iran To quoc va cac do&n the huy?n,
- Van phong HDND&UBND huy$n,
- Cong chuc, nguoi lao dong cdu quan VPHU,
- Phong, ban, don vj cua Huyen,
- Cac To chuc co1 so Dang,
- Luu VPHU.
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Nguyen Thj Thu Hoai


