
DANG CONG SAN VIET NAM

Uong Bi, ngay 26 thdng 01 ndm 2024

Chuo’ng I 
NHtTNG QUY DINH CHUNG

QUY DINH
Chuc nang, nhiem vu, quyen han, moi quan he cong tac 

cua Van phong Thanh iiy Uong Bi

Dieu 1. Doi tiro’ng va pham vi dieu chinh
1. Quy dinh nay di£u chinh ve nguyen tac, chuc nang, nhiem vu, quyen han; 

moi quan he cong tac cua Van phong Thanh uy Uong Bi.
2. Can bo, cong chuc, nhan vien Van phong Thanh uy Uong Bi chiu su dieu 

chinh cua quy dinh nay.
Dieu 2. Nguyen tac lam viec
1. Van phong Thanh uy Uong Bi lam viec theo che do thu truong, tren co so 

ton trong nguyen tac tap trung dan chu, tap the lanh dao, ca nhan phu trach, thieu 
so phuc tung da so, cap dudi phuc tung cap tren, ca nhan phuc tung to chuc.

2. Moi boat dong cua Van phong Thanh uy Uong Bi deu tuan theo Dieu le 
Dang, phap luat cua Nha nude, Quy che lam viec cua Thanh uy va quy dinh nay.

3. Bao dam phat huy nang luc, so truong cua can bo, cong chuc, nhan vien; 
de cao su phdi hop trong qua trinh thuc hien nhiem vu dupe giao, bao dam ky 
cuong, dan chu, khoa hoc, minh bach va hieu qua trong moi boat dong.

DANG BQ TINH QUANG NINH
THANH UY UONG BI

■k

So 766 - QD/TU

- Can cu Dieu le Dang Cong san Viet Nam;
- Can cu Quy dinh so 24-QD/TW, ngay 30/7/2021 cua Ban Chap hanh Trung 

uong Dang khda XIII ve thi hanh Dieu le Dang;
- Can cu Quy dinh so 46-QD/TW, ngay 03/12/2021 cua Ban Bi thu Trung 

uong Dang quy dinh chuc nang, nhiem vu, quyen han, to chuc bo may cu quan 
chuyen trach tham muu, giup viec huyen uy, quan uy, thi uy, thanh uy true thuoc 
tinh uy, thanh uy";

- Can cu Quy che lam viec cua Ban Chap hanh Dang bo thanh pho Uong Bi 
khda XX, nhiem ky 2020-2025;

- Xet de nghi cua Van phong Thanh uy Uong Bi,
Ban Thudng vp Thanh uy Uong Bi ban hanh Quy dinh chuc nang, nhiem vu, 

quyen han, m&i quan he cong tac cua VSn phdng Th^nh uy Udng Bi nhu sau:
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Ch irong II 
CHUC NANG, NHIEM VU, QUYEN HAN

Dieu 3. Chuc nang
1. Van phong Thanh uy la co quan tham mini, giup vice cua Thanh uy, true 

tiep va thuong xuyen la Ban Thuong vu, Thuong true Thanh uy trong to chuc, 
dieu hanh cong vice lanh dao, chi dao, phoi hop boat dong vdi cac co quan tham 
muu, giup vice Thanh uy; la trung tarn thong tin, tong hop phuc vu su lanh dao, 
chi dao cua Thanh uy.
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2. True tiep quan ly tai san, tai chinh cua Thanh uy va bao dam kinh phi, co so 
vat chat, phuong tien va to chuc phuc vu cac boat dong cua Thanh uy, Ban Thuong 
vu, Thuong true Thanh uy, cac co quan tham muu, giup vice cua Thanh uy.

Dieu 4. Nhiem vu, quyen han ciia Van phong Thanh uy
1. Nghien cuu, de xuat va th we hien
1.1. Nghien cuu, de xuat va giup Ban Thuong vu va Thuong true Thanh uy 

xay dung, thuc hien quy che lam viec va to chuc thuc hien chuong trinh cong tac 
cua Ban Chap hanh, Ban Thuong vu va Thuong true Thanh uy; giup Ban Chap 
hanh, Ban Thuong vu va Thuong true Thanh uy, Bi thu va Pho Bi thu Thanh tiy; 
thuc hien cong tac doi ngoai cua Thanh uy; phoi hop, dieu hoa boat dong cua cac 
co quan tham muu, giup viec Thanh uy phuc vu lanh dao, chi dao ciia Thanh uy.
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1.2. Tong hop tinh hinh thuc hien cac nghi quyet, quyet dinh, chi thi, quy 
dinh, quy che cua cap uy cap tren va cua Thanh uy; boat dong ciia cac cap uy, co

't r t r n

quan dang, Mat tran To quoc va cac doan the chinh tri - xa hoi thanh pho de bao 
cao Ban Thuong vu, Thuong true Thanh uy.

1.3. La dau moi giup Thuong true Thanh uy xu ly cong viec hang ngay; to 
chuc cong tac thong tin phuc vu su lanh dao, chi dao ciia Thuong true Thanh uy, 
Ban Thuong vu va Thanh uy; cung cap thong tin cho cac cap liy co sb, co quan, to 
chuc b thanh pho theo quy dinh. Theo doi, don doc cac to chuc dang, cac cap uy, 
cac co quan lien quan thuc hien che do thong tin, bao cao theo quy dinh.

1.4. Tiep nhan, phat hanh va quan ly cac tai lieu, van ban den va di; quan ly 
con dau. Quan ly tai lieu luu tru co quan cua Thanh uy va ciia Van phong Thanh 
uy. To chuc trien khai, ung dung va quan ly cong nghe thong tin trong cac co quan 
tham muu, giup viec Thanh uy va to chuc co sb dang true thuoc; thuc hien cong 
tac co yeu theo quy dinh.

1.5. Tiep nhan va xu ly don, thu gui den Thanh uy, tham muu, theo doi, don 
doc viec giai quyet mot sb don, thu duoc Thuong true Thanh uy giao; phoi hop 
vbi cac co quan chuc nang to chuc tiep cong dan theo quy dinh.

1.6. La chu sb huu tai san ciia Thanh uy theo uy quyen ciia Ban Thuong vu 
Thanh uy. Bao dam dieu kien vat chat, tai chinh phuc vu boat dong ciia Thanh uy, 
Ban Thuong vu, Thuong true Thanh liy va cac co quan tham muu, giup viec
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Thanh uy theo phan cong, phan cap.
1.7. To ch he phuc vu cac hoi nghi, cuoc hop cua Thanh uy, Ban Thtrong vu, 

Thirong true Thanh uy va to chuc vice ghi bien ban; bao dam cac dieu kien cho 
vice ghi bien ban cac hoi nghi Ban Chap hanh Dang bo thanh pho, Ban Thuong 
vu, Thuong true Thanh uy theo Quy che lam viec cua Thanh uy, Huong dan so 16- 
HD/VPTW, ngay 23/02/2023 cua Van phong Trung uong Dang huemg dan ghi 
bien ban cac hoi nghi ban chap hanh, ban thuong vu, thuong true tinh uy, thanh 
uy, dang uy true thuoc Trung uong vd cac cuoc hop dang dodn, ban can su dang 
true thuoc Trung uong va Cong van so 1564-CV/TU, ngay 01/8/2023 cua Van 
phong Tinh uy ve ghi bien ban cac hoi nghi cua cap uy, to chuc ddng\ phoi hop 
phuc vu cac hoi nghi, cuoc hop cua cac ban dang, co quan thuoc Thanh uy; tham 
gia to chuc phuc vu Dai hoi Dang bo thanh pho.

1.8. Chu tri, phoi hop tham muu, giup Thanh uy, Ban Thuong vu Thanh uy 
lanh dao, chi dao cong tac tu phap, noi chinh, phong, chong tham nhung, tieu cue.

1.9. So ket, tong ket cong tac Van phong Thanh uy.
2. Hirong dan, kiem tra, giam sat
2.1. Huong dan, phoi hop boi duong nghiep vu cong tac van phong, cong tac 

tai chinh va cong nghe thong tin cho cap uy co so va cac co quan dang true thuoc 
Thanh uy.

2.2. Huong dan, ki&n tra nghiep vu van thu, luu tru cua co quan dang, Mat 
tran To qu6c va cac doan the chinh tri - xa hoi o cap thanh pho va co so theo quy 
dinh cua phap luat ve luu tru, cac quy dinh cua Ban Bi thu, cua Tinh uy va huong 
dan cua Van phong Trung uong Dang.

2.3. Kiem tra, giam sat viec thu, nop va su dung d&ng phi o cAc t6 chiic co s6 
dang true thuoc Thanh uy.

3. Tham dinh, tham tra
3.1. De an, van ban du thao (ket luan, chi thi, thong bao, cong van, bao cao, 

k6 hoach, chuong trinh...) cua cac co quan, to chuc truoc khi trinh Ban Chap hanh, 
Ban Thuong vu, Thuong true Thanh uy ve: Yeu cau, pham vi, quy trinh, tham 
quyen ban hanh va the thuc van ban.

3.2. Chu tri phoi hop voi cac co quan lien quan tham dinh noi dung de an, 
van ban thuoc ITnh vuc kinh te - xa hoi, va cac linh vuc khac khi duoc thuong true, 
ban thuong vu thanh uy giao truoc khi trinh Thanh uy, Ban Thuong vu Thanh uy.

4. Phoi hop
4.1. Phoi hop voi cac ban dang, co quan, to chuc lien quan so ket, tong ket ve 

cong tac cua Thanh uy; so ket, tong ket va sua doi, bo sung quy che lam viec cua 
Thanh uy, Ban Thuong vu Thanh uy.

4.2. Phoi hop voi cac co quan lien quan xay dung, theo doi viec thuc hien chu 
truong, che do, nguyen tac quan ly tai chinh, tai san cua Thanh uy; nam tinh hinh 
trong khoi noi chinh, bao cao kip thoi Thuong true, Ban Thuong vu Thanh uy.
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Dieu 7. Vcri Van phong Tinh uy
1. Van phong Thanh uy phoi hop voi Van phong Tinh uy trong cong tac 

huong dan nghiep vu, trao doi boi duong kinh nghiem ve cong tac van phong cap 
uy; cong tac tai chinh Dang, van thu, luu trir, cong nghe thong tin; trong cong tac 
thong tin va thuc hien che do bao cao cua Thanh uy, Ban Thuong vu Thanh uy voi 
Ban Thuong vu, Thuong true Tinh uy; thuc hien che do bao cao dinh ky vdi Van 
phong Tinh uy va chiu su huong dan, kiem tra ve chuyen mon, nghiep vu va cong 
tac thi dua - khen thuong cua Van phong Tinh uy theo quy dinh.

2. Tao dieu kien cho chuyen vien cua Van phong Tinh uy duoc phan cong 
theo doi dia phuong thuc hien tot chuc nang, nhiem vu theo quy dinh.

Dieu 8. Vol Ban Thiroug vu va Thuong true Thanh uy
1. Van phong Thanh uy chiu su lanh dao, chi dao ve moi mat cua Ban Chap 

hanh Dang bo thanh pho ma true tiep, thuong xuyen la Ban Thuong vu va Thuong

A r a x r a /4.3. Phoi hop vdi cac ban dang, cap uy true thuoc va cac co quan, to chuc 
lien quan tham muu giup Ban Thuong vu, Thuong true Thanh uy chi dao kiem tra, 
giam sat, so k6t, tong ket viec thuc hien nghi quyet, quyet dinh, chi thi, quy dinh, 
quy ch£ cua cdp uy cap tren va cua Thanh uy ve cong tac xay dung Dang, kinh te - 
xa hoi, quoc phong, an ninh, noi chinh...

5. Thuc hien cac nhiem vu khac do Ban Thirong vu, Thuong true Thanh 
uy giao.

a • A ADieu 5. To chirc bo may, bien che
1. Lanh dao Van phong Thanh uy gom Chanh Van phong va cac Pho Chanh 

Van phong. So luong Pho Chanh Van phong Thanh uy do Ban Thuong vu Thanh 
uy xem xet, quyet dinh.

2. Bien che cua Van phong Thanh uy do Ban Thuong vu Thanh uy xem xet 
quyet dinh.

Dieu 6. Che do chinh sach
1. Can bo, cong chuc, nhan vien Van phong Thanh uy duoc huong che do, 

chinh sach khoi Dang, che do khac theo quy dinh hien hanh.
2. Duoc dao tao, boi duong, quy hoach, luan chuyen, bo nhiem, nang ngach, 

nang luong va cac che do chinh sach khac theo quy dinh.
3. Duoc cap, bo tri trang thiet bi can thiet dam bao dieu kien lam viec.

Chirong III
TO CHUC BQ MAY, BIEN CHE, CHE DQ CHINH SACH

Chu’O’ng IV 
MOI QUAN HE CONG TAC
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true Thanh uy; thuc hien che do bao cao, xin chi thi va de xuat cac van de thuoc 
trach nhiem cua ITnh vuc duoc phan cong voi Ban Thuong vu va Thuong true 
Thanh uy.

2. Lanh dao Van phong Thanh uy duoc thua lenh Ban Thuong vu Thanh uy 
ky thong bao ket luan, y kien chi dao, cong van, giay moi hop va nhung van ban 
khac duoc uy quyen.

3. Lanh dao va chuyen vien Van phong Thanh uy duoc du cac hoi nghi Ban 
Chap hanh Dang bo thanh pho, Ban Thuong vu, Thuong true Thanh uy theo quy 
che lam viec cua Thanh uy hoac du khi ban nhung noi dung thuoc linh vuc duoc 
phan cong.

Dieu 9. Vol Thirong true Hoi dong nhan dan va lanh dao Uy ban nhan 
dan thanh pho

1. Van phong Thanh uy va Thuong true Hoi dong nhan dan, lanh dao Uy ban 
nhan dan thanh pho co quan he phoi hop tham muu phuc vu su lanh dao cua 
Thanh uy, Ban Thuong vu, Thuong true Thanh uy; thuc hien che do bao cao thong 
tin tinh hinh va chuan bi cac van ban trinh Thanh uy, Ban Thuong vu Thanh uy 
theo chuong trinh cong tac hoac khi co yeu cau; ho trq lan nhau trong then khai 
thuc hien nhiem vu tham muu co gan vdi cong tac quan ly nha nuoc tren cac ITnh 
vuc kinh te - xa hoi, quoc phong - an ninh. Lanh dao Van phong Thanh uy duoc 
du cac ky hop Hoi dong nhan dan thanh pho, cac ky hop Uy ban nhan dan thanh 
pho khi ban cac noi dung lien quan den cac ITnh vuc kinh te - xa hoi, quoc phong - 
an ninh.

AZ e

2. Cac noi dung can thiet khac, lanh dao Van phong Thanh uy lam viec true 
tiep vdi Thuong true Hoi dong nhan dan, lanh dao Uy ban nhan dan thanh pho de 
phoi hop thuc hien nhiem vu cua moi ben.

Dieu 10. Vdi cac co* quan tham miru giup viec cua Thanh uy; Van phong 
HDND va UBND thanh pho

1. Phoi hop xay dung cac chuong trinh cong tac cua Thuong true HDND va 
UBND phu hop vdi chuong trinh lam viec cua Ban Thuong vu va Thuong true 
Thanh uy; don doc thuc hien cac thong bao, ket luan cua Ban Thuong vu, Thuong 
true Thanh uy. Phoi hop vdi cac Ban Xay dung Dang to chuc thuc hien va kiem 
tra, danh gia ket qua thuc hien cac chu truong, chi thi, nghi quyet, quyet dinh, quy 
che cua Trung uong, Tinh uy va Thanh uy. Thuong xuyen trao ddi kinh nghiem

Z A Z 1 A 1 /A

cong tac va nhung van de cd lien quan den boat dong cua Van phong phuc vu cong 
tac lanh dao cua Thanh uy, HDND va UBND thanh pho.

2. Phoi hop xay dung chuong trinh cong tac toan khda, nam, thang cua Thanh 
uy, Ban Thuong vu, Thuong true Thanh uy, Thuong true HDND va UBND thanh 
pho; phoi hop thuc hien che do bao cao tai cac cuoc giao ban hang tuan, thang, 
quy... giua Thuong true Thanh uy vdi Thuong true HDND, UBND thanh pho; 
chuan bi noi dung trinh hoi nghi Thanh uy, Ban Thuong vu, Thuong true Thanh 
uy. Phoi hop phuc vu to chuc Dai hoi Dang bo thanh pho; phuc vu cac hoi nghi 
cua cap uy, chuan bi va to chuc cac boat dong ddi ngoai cua Bi thu, Phd Bi thu
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phat hien nhung diem phat sinh, vuong
, _ < t-v rr^l rT~'1 ' 1 1

Nai nhan:
-Van phong Tinh uy (b/c),
- Thucmg true Thanh uy,
- HDND, UBND Thanh pho,
- Cac Ban xay dung D&ng Thanh uy,
- Kh6i MTTQ va cac doan the CT-XH TP,
- Van phong HDND&UBND thanh pho,
- Lanh dao, chuyen vien VP. Thanh uy,
- Cac chi, dang bo co so, 
-Luu VPTU.

Chtrang VII 
DIEU KHOAN THIHANH

Dieu 12. To chirc thirc hien
X r X1. Quy dinh nay co hieu lire tir ngay ky ban hanh va thay the cac quy che, quy 

dinh cua Van phong Thanh uy truoc day.
2. Can cu Quy dinh nay, Van phong Thanh uy ban hanh quy che lam viec, ph£n 

cong nhiem vu cu the doi vdi can bo, cong chuc, ngudd lao dong Van phong Thanh uy.
3. Van phong Thanh uy, Ban T6 chuc Thanh uy va cac co quan lien quan co 

trach nhiem thuc hien Quy dinh nay; ndu 
m&c trong qua trinh to chuc thuc hien thi bao cao Ban Thuong vu Thanh uy bo 
sung, sua doi kip thoi.

T/M BAN THirdNG VU 
BI THU’

Az
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Nghiem Xuan Circmg

r • • XThanh uy, tiep dan va giai quyet don thu...
3. Van phong Thanh uy co trach nhiem cung cap cac van ban cua Trung 

uong, Tinh uy va Thanh uy theo su chi dao cua Thuong true. Thong bao, truyen 
dat cac chu truong, k6t luan cua Ban Thuong vu va Thuong true Thanh uy ve 
nhung van de lien quan; tdng hop bao cao kip thoi nhung kien nghi cua cac co 
quan, don vi ddi vdi Thuong true hoac Ban Thuong vu Thanh uy.

Dieu 11. Vol cac phong, ban, don vi, Uy ban Mat tran To quoc va cac doan 
the chinh tri xa hoi thuoc thanh pho; cac chi, dang bo true thuoc Thanh uy

/W z X

1. Phdi hop nghien cuu, hudng dan then khai thuc hien cac nghi quyet,,quyet 
dinh, chi thi, quy dinh, quy chd cua Trung uong, Tinh va Thanh uy va kiem tra 
theo chuc nang, nhiem vu duoc giao.. Phoi hop trong xay dung chuong trinh cong 
tac va to chuc thuc hien su lanh dao, chi dao cua Ban Chap hanh Dang bo thanh 
ph6, Ban Thuong vu, Thuong true Thanh uy.

2. Phoi hop trao ddi thong tin; chu4n bi noi dung, de an phuc vu cong tac lanh 
dao, chi dao cua Thanh uy, Ban Thuong vu, Thuong true Thanh uy.

3. Phoi hop trao doi, hudng dan, gdp y trong thuc hien ve cong tac chuyen 
mon va cong tac can bo theo phan cap.
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