
HQI BONG NHAN DAN 	CONG HOA )il HQI cat' NGHIA Vitt,T NAM 
TINH AN GIANG 	 Doc I4p - Tt" do Hanh phtic 

SA: 	MA-HDND 	 An Giang, ngiry 19 theing 02 nam 2021 

DENA 
Thanh rap Van phong Doan cai h4u Qutic hQi  

vi 110i gong nhan dan tinh 

Can c* Luat TA ch*c QuOc hOi so 57/2014/QH13 di dugc sirs dAi, 
bA sung mot so dieu theo Luat s6 65/2020/QH14; 

Can cir Luat TA ch*c Chinh quyen dia phuang ngay 19 thang 6 nam 
2015; 

Can cir Luat sira dAi, bA sung mot so dieu cua Luat TA ch*c Chinh 
ph* va Luat TA ch*c Chinh quyen dia phuang ngay 22 thang 11 nam 
2019; 

Can cir Nghi quy6t s6.  1004/2020/UBTVQH14 ngay 18 thang 9 nam 
2020 dm Uy ban ThipOrng vu QuAc hOi ve viec thanh lap va quy dinh vi tri, 
chirc nang, nhiem vu, quyen han, ca eau, to ch*c c*a Van phong Doan dai 
bieu QuAc hOi va HOi cling nhan dan cap tinh; 

Thuang truc HOi ding nhan dan tinh thAng nhdt vii lanh dao Doan dai bieu 
QuOc hOi tinh An Giang xay dung De an thanh lap Van phong Doan dai bieu 
Quic hOi va HOi ding nhan dan tinh tren ca ser hgp nhdt,Van phong Doan dai 
bieu Quic hOi va Van phOng Hoi ding nhan dan tinh, cu the nhu sau: 

PhAn 1: 

Kith QUAT TINI1 HIM TO CHIC BQ MAY 

VA HOAT DQNG CUA 02 VAN PHONG 

I. THIX TWIG. TO CHIC BQ MAY VA BIN CFA: 

1. Van phong Doan dai hien QuOc hoi tinh: 

, Van phong Doan dai bieu QuAc hOi tinh An Giang trixc thuOc Van phOng 
Quoc hOi. Van phong 'dirge giao 10 bien che (lcinh ciao Van phOng: 02, chuyen 
vien: 08) va 03119p Ong lao dOng theo Nghi dinh 68 dm Chinh phit. 

Hien tai, Van phong Doan dai bieu QuAc hOi c6 01 Ph6 Chinh Van phong, 
03 chuyen vien; 02 hgp ding lao dOng theo Nghi dinh 68 oda Chinh 
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2. Van phong H§i ding nhan dan tinh: 

2.1. Ve hien che: 

Van phang HOi ding nhan dan tinh dugc giao 28 bien che, gim: 08 dai bieu 
haat d'Ong chuyen trach; Van phong HOi dOng nhan dan tinh 20 bien che (Minh ciao 
Van phong: 03, Phong Tong kip: 09, Phong Hanh chz'nh - To chic - Quan tri: 
08) va 04 hop ding theo Nghi dinh 68 dm Chinh 

Hien tai, Van phOng HOi ding nhan dan tinh co 18 bien che, Om 01 Chanh 
Van phong; 02 Ph6 Chanh Van phong; 15 chuyen vien, 03 hop dong lao ding 
theo Nghi dinh 68 dm Chinh 

2.2. Ve to chic b§ may: 

- Van phong Doan DBQH tinh c6 01 Chanh Van phong, 01 Pho Chanh Van 
phOng, khong co phong chuyen mon. 

- Van phong HOi ding nhan dan tinh c6 02 PhOng chuyen mon: 

+ Phong Ting hop: Truing phong, 01 Pho Tn.rftg phang va 07 chuyen 
vien. 

+ Phong Hanh chinh - TO chic - Quin tri: Trtrong phong, 01 Ph6 Twang 
phong, 04 chuyen vien va 03 hop ding lao dOng theo Nghi dinh 68 cila Chinh 
phi. 

II . VE HO3T DQNG CHUYEN MON: 

1. Van phong Doan d#i bieu Quoc 1101 tinh: 

Van phong Doan dai bieu Qu'ic hOi tinh thuc hien (Ring quy dinh ve cong tac 
tham muu, gitip viec, phkic vu cho hoat Ong dm Doan dai bieu Quoc hOi va cac 
vi dai bieu Quoc hOi tinh theo quy (filth tai Nghi quyet so 1097/2015/UBTVQH13 
cua Uy ban 'Thuorng vu Quoc hOi, cu the rthu: 

Trong tham mtru, gall) viec arth vuc xay dkmg Lust: Day la nhiem vv quan 
trong hang dau cita Doan dai bieu QuOc hOi, nhung ding la nhi'em vu co nhieu 
kh6 khan vi so luting du an Lust nhieu, thutic nhieu nganh, nhieu rinh vuc khac 
nhau. Th6i gian. qua, Van phOng da tham mtru lath dao,  Doan lira chin phucmg 
phap to chic hOi nghi Idy S't kien ctla cac dai bieu Quoc hOi, Thu6ng trkrc HOi 
ding /than dan, Uy ban nhan dan, Uy ban mg tan To quic Viet Nam tinh, cac 
SO, Ban, N*anh co lien. quan, that la nhC1ng chuyen gia va cac don vi, ca nhan c6 
lien quan den viec thi hanh LuSt trong thuc tien cuOc song. 

- A Trong 	vuc ttep xtic cu tri: Thuc hien quy che hoat Ong cfia dai bieu 
Quic hOi va Doan dai bieu Quic hOi. Truck va sau IcSr hop Quic hOi, Van phong 
xay dung ke hoach va phoi hop vii cac co quan lien quan chuan bi moi cong viec 
tham mtru Doan dai bieu Quic hOi to chic cho cac dai bieu tiep xtic cu tri theo 
quy dinh. Tong hop cac kien, kien 	tri phan loci theo thamqUyen va 
theo linh vuc. 
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Trong lmh vut tiep ding dan, giai quyet don, thu khieu nai, to cao: Van 
phong phan cong cong auk tiep nhan don cUa cong dan tai tru sei lam viec. Ngoai 
ra, Van phong cong chac tham du tiep cong dan dinh kY cfra Uy ban nhan dan 
tinh de vita theo dai, via narn duvc tinh hinh va huong gidi quyet cua Uy ban 
nhan dan tinh doi vai yeu cau, khiau nai cua cong dan de chU d6ng tham muu cho 
dai bieu Quoc h6i va Doan dai bieu QuOc h6i. 

DOi vai hoat d6ng giam sat: Van phong luon chu d6ng phuc vu cho Doan 
thuc hien dung ke hoach de ra; chuan bi nOi dung, co sa phap ly va thu thap thOng 
tin; to chug di khao sat thuc te; lam viec vai cac ca quan chirc nang ce, lien quan 
de co ca sa xay dung bao cao ket qua giam sat va dia ra kien nghi doi vai cac ca 
quan Trung uang va dia phtrong giai quyet nhiing vuong mac v8 ca che, chinh 
sach, thug thi phap luat hien harih hoac gOp y kien xay dung qua trinh thuc hien 
nhiem vu cua cac SO, Nganh va chinh quyen dia phuang. Ben canh do phuc vu  
hog clOng giam sat cda Uy ban ThuOng vu Quoc h6i, HOi dong dan t6c, cac Uy  
ban cila Quoc h6i giam sat tai dia phuong. 

Ngoai ra, -Van phong con tham muu, phuc vu dai bieu Quoc h6i du cac kST 
hop dm Quac h6i; gitip Doan dal bieu.Quoc h6i xay dung chuang trinh, ke hoach 
hog d6ng hang thong, hang quy, 06 thong va ca nam;•giUp Doan dai bieu Quote 
h6i gift lien he ding tac vai cac ca quan Trung trong; Doan dai bieu QuOc h6i cac 
tinh, thanh pho; cac ca quan, to chic a Trung uong va dia phuong... 

2. Van phong HO ding nhan tifin tinh: 

Tut khi &lac thanh lap den nay, Van phong H6i ding nhan dan tinh da xac 
Binh nhiem vu tong tam la doi mai cong tac tham muu, phuc vu nham nang cao 
hieu qua hoat d0ng cua HOi dong nhan dan tren cac linh vgc nhu: Chuan bi, to 
chic cac kSi hop, cac cu6c giam sat, tiep cong dan va tiep xuc cu tri; to chic, tham 
muu, phuc vu cac i phien hop, cuOc hop Gila Thuong trgc va cac Ban dm H6i dOng 
nhan dan tinh. Nhin chung, cac kS7 hop cfla H6i dong nhan dan tinh, ThuOng trig, 
cac Ban duqc. Van.s phang tham muu chuan bi, to chic va phuc vu chu dao, chat 
che, dap ang yeu cau doi mai va dung theo quy dinh cda phap luat. 

Hoat d6ng giam sat duqc Van phong chu d6ng cu chuyen vien tham gia, 
chuan bi cac nOi dung, phuang tien, kinh phi va phoi hop to chirc phuc vu,  chu 
dao, dat y8u cau de ra. Chat luting cong tac tham muu. ngay cang dirge cai den va 
nang len, TA' tac dOng tich cgc va gap phan nang cao chat luting giam sat dm H6i 
dOng nhan dan tinh. 

To chic, phuc vu 'Thuemg truc, Ban phap che tong hoat dOng tiep ding clan; 
tiep nhan va xir V7 don, thu khieu nai, to.  cao cua-cong dart. Cu 01 .chuyen vien 
tham gia thuong xuyen tai tru se; Tiep cong dan cua tinh de tiep nhan, huang dan 
cong clan lien quan den khieu nai, to cao. Chfi ci6ng tham muu Thuong trig H6l 
dOng nhan clan tinh thong nhat hoat d6ng tiep mac cu tri truac va sau moi kY hop 
kip theri, chat che, dung quy dinh. 

Cac hoat d6ng nhu: Tham muu soan thao, chinh 1y cac loai van ban dm H6i 
&Ong nhan clan; xir lY cac -Van de phat sinh gifta hai IcS7 hop; cong nghe thOng tin 
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va tong hap; cong tic hanh chinh, to chirc, quan tri,... dirge Van phong tham 
muu, phuc vu chu dap, hoan thanh tot nhiem vu theo yeu cau. 

Tom Cal, tix‘ thuc to hog dong da qua cho thAy, cong tic tham muu tong hop, 
phuc vu hog ‘dOng Doan dai bieu Quoc hOi, HOi dong nhan dan tinh nhieu 
diem tuang (long. Vi vay, viec thanh lap Van phong Doan dai bieu Quoc 1:10i va 
HOi ding than dan tinh tren ca sb hap nhit Van phong Doan dai bieu Quoc hOi 
va Van phong HOi ding nhan dan tinh lai thanh 01 Van phong chung la (king vii 
quy dinh cua phap luat va phi hop vii tinh hinh thuc to cua dia phuong. 

Ph'n 2: 

VI TRi, CHtt NANG, NHITeM VV, QUYEN HAN CUA VAN PHONG 

DOAN 04.1 BIEU QUOC HQI VA HQI DONG KHAN DAN TINH 

I. VI TRI, C111(fC NANG: 

Van phong Doan rdai bieu Qu6c hOi va HOi ding nhan clan tinh duvc thanh 
lap tren Ca so. hop nhat Van phong Doan dai bieu Quoc hoi va Van phong HQi  
dOng nhan dan tinh, thanh phi truc thuOc trung uang theo quy- dinh cua Luat TO 
chirc Quoc hOi so 57/2014/QH13 va Luat T6 chirc chinh quyen dia phuang so  
77/2015/QH13; Nghi quyet so 1004/2020/UBTVQH14 ngay 18 thing 9 nam 
2020 oda Uy ban Thuang vu Qu6c hOi. 

Van phong Doan dai bieu Qu6c hOi va HOi ding nhan dan tinh la ca quan 
Wang &rang So, chiu su lath dao, chi dao truc tiep cua Tnrong clown, Pho Throng 
Dan dai bieu QuOc hOi va Thuang true HOi dong nhan dan tinh, có chirc narig 
tham muu, gitip viec, phuc vu hog dOng dm Doan dai bieu Qu6c hOi, dai bieu 
Quoc hOi va HOi dong than dan, Thu mg true HOi dOng nhan. dan,' Ban cua HQi  
Tong nhan dan, dai bieu HOi ding nhan dan tinh. 

Van phong Dan dai bieu Qu6c hOi va HOi ding nhan dan tinh c45 to cach 
phap nhan, cO con du va drat m& tai khan tai Kho bac Nha mrac theo guy dinh 
phap luat. 

NIInM QUYEN 114N CITUNG: 

1. Tham, mini, giup viec, phuc vu. hoat Ong cua Doan dai bieu,Qutic hOr 
va dai bieu Qutic hoi nhw sau: 

1.1. Tham muu, gifip Twang dan, Pho Twang Doan dai bieu Qu6c hOi 
trong viec 'ay dung va to Chirc thuc hien chuang trinh,.ke hoach hoat dOng hang 
thing, hang. quy, 06 thang va ca narn cua Doan dai bieu QuOc hOi, trieu tap cac 
cuOc hap dm Doan dai bieu Quoc hOi, giu moi lien he vii dai bieu Quoc hOi trong 
Doan. 

1.2. Phi hop vai Ca quan, to chile hQu quan phuc vu Doan dai bieu Qu6c 
hOi, dai,bieu Quoc hOi tiep 	triggill') Doan dai bleu Quoc hOi tong hap ,y 

kien nghi 	tri chuyen den cac ca quan, to chirc, than có tham quyen 
xem x6t, giai quyet theo quy dinh cua phap luat. 
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, 1.3. Phuc vu dai bieu Quoc hOi tip cong dan; tip nhan, tham muu xir 13i 
khieu nai, to cao, kien nghi cua cong dan giri den Doan daibieu Quoc hOi, dai 
bieu Quoc hOi; theo 	don doe viec giai quyet khieu nai, , cao, kien nghi cua  
cong dan do Doan dai bieu QuOc hOi, dai bieu Quoc hOi chuyen den ca quan, to 
chirc, ca nhan co tham quyen giai quyet. 

1.4. Tham muu, to chirc phuc vu Doan dai bieu QuOc hOi trong cong tac xay 
dung phap luat, than Juan, gop y lcien ye cac not dung theo yeu caucita Uy ban 
Thuopg vu Quoc hOi; to chuc hOi nghi lay )r kien, tong hop cac y kien dong gop 
gin ye Uy ban Thuong vu Quoc hOi. 

, 1.5. Tham muu, phuc Yu hoat Ong giam sat, khao sat cua Doan dai bieu 
Quoc hOi, dai bieu Quoc hOi; thuc hien chi dao cua Tniong down, Pho TnrOng 
Doan dai bieu Quoc hOi trong viec ph6i hop vii cac ca quan, to chirc hfru quan 
phuc vu boat dOng giam sat, lad° sat cua Quoc hOi, Uy ban Thuong vu Quoc hOi, 
HOi dong Dan tOc, Uy ban cua Quific hOi, co• quan thuOc Uy ban Thuong vu Quoc 
hOi tai clic phuong. 

1.6. Tham muu, gilap Doan dai bieu Quoc hOi chuAn bi bao cao va tinh hinh 
boat Ong cua Doan dai bieu QuOc hOi 06 thang, ca nam hoac theo yeu ca.'u cua 

Uy ban Thuang vu Quoc hOi. 

1.7. Phi hop phuc vu hoat dOng cua Doan dai bieu QuOc hOi, dai bieu QuOc 
hOi tai ky hop Quoc hOi; giup dai bieu QuOc hOi tham gia hoat dOng cua HOi &ling 
Dan tOc, Uy ban cua Quoc hOi ma dai bieu la thanh vien va cac hoat Ong khac 
cua Quoc hOi, Uy ban Thuong 	Quoc hOi, cac ca quan cua Quoc hOi, cac ca 
quan thuOc Uy ban 'Thuong vu Quoc hOi. 

1.8. Tham muu, gidp PhO TnrOng Doan dai bieu Quoc hOi thgc hien cac 
nhiem vu theo su phan ding cua Truong Doan dai bieu Quoc hOi. 

2. Tham 111111I, ,ginp viec, phuc vu host dong 	Hei ;Tong nhan dan, 

Thutrng truc 	dong nhan dan, cac Ban cua Hei dOng nhan dan, To dui 
bleu va dai bieu Het Tong nhan dan tinh nhtr sau: 

2.1. Tham muu, giUp HOi Ong nhan dan, Thuong truc HOi ding nhan dan, 
Ban cua HOi dong nhan dan tinh xay dung va to chdc thgc hien chtrang trinh lam 
viec, ke hoach hoat dOng hang thang, hang qu)'/, 06 than va ca nam. 

2.2. Tham mtru, giup Thuong truc HOi Ong nhan dan, Ban cua HOi dOng 
nhan dan tinh xay dung chucmg trinh, to chirc phuc vu kY hop Woi dong rlhan clan;  

phien hop Thuong truc HOi dong nhan dan, cuOc hop cua Ban cua HOi Ong nhan 
dan tinh; phoi hop voi cac ca quan, to chirc him quan chuan bi tai lieu phuc vu ky  
hop HOi dong nhan dan, phien hop Thuong truc HOi dOng nhan dan, cuOc hop ci 
Ban cua HOi citing nhan dan tinh; tham 	phuc vu Ban cua HOi dong nhan dar 
tinh trong viec tham tra du thao nghi quyet, de an, bao cao; hoan thien cac du thac 
nghi quyet, de an, bao cao cua HOi dong nhan dan tinh. 

2.3. Tham muu, phuc vu HOi dong nhan dan, Thuong truc HOi &mg nhar 
dan, Ban cua HOi dOng nhan dan, To dai bieu va dai bieu HOi dOng nhan dan tin} 
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trong hog dOng,giam sat, lchao sat; tong hop,  cht van cua dai bieu HOi ding nhan 
dan; theo doi, tong,  hop, don dOc co. quan, to chirc, 	nhan thuc hien nghi quyet 
y8 giam sat, chat van. 

2.4. Ph6i hop vOi co quan, to chirc hau quan phuc vu dai bieu HOi ding nhan 
dan cap tinh tiep xiac tri; 	Thuong truc HOi dong nhan dan tinh tong hops  
kien, kien nghi cua tri chuyen den cac co quan, to chirc, nhan có tharn quyen 
xem xet, giai quyet theo quy dinh oda phap luat. 

, 2.5. Phuc vu ThuOng true HO ding nhan dan va. dai bi'eu,HOi ding nhan dan 
cap tinh tiep cong dan; tiep 	tham muu xfr 13ri khieu nai, to cap, kien nghi cua  
ding dan giri den HOi ding nhan dan, Thuong trrc HOi ding nhan dan tinh; theo 
dOi, don doc NT* giai quyet khieu nai, to cao, kien nghi cua cong dan do HOi dong 
nhan ,  dan, Thuong truc HOi d8ng nhan dan, dai‘bieu HOi dong nhan dan tinh 
chuyen den ca quan, to chirc, nhan co tham quyen giai quyet. 

2.6. Tham muu, phuc vu Thuong tut HOi dong nhan dan 'drill du kien co 
cau, thank phn, so lugng dai 'bieu ROI ding nhan dan tinh,  churn bi,t6 chuc 
bau 	dai bieu HOi Tong nhan clan nhiem kST sau; phe churn k-et qua bau, mien 
nhiem, bai nhiem Chu tich, Pho Chu tich HOi Tang nha'n,dan cap huyen; giai 
quyet cac van de gala hai hop HOi dong nhan 	moi lien he vai cac Ban 
cua HOi clong nhan clan, To dai bi8u va dai bieu HOi dong nhan dan tinh. 

2.7. Tham muu, phiic vu Thuong truc HOi dong nhan dan,,  Ban cua Hqi dong 
nhan dan tinh trong viec to chi:Tc cac cuOc hop giao ban, trao doi kinh nghiem, boi 
dung ky nang hoat dOng cho dai bieu Hqi dong nhan dan cac cap; xay dung bao 
cao cong tac trinh cap co tham quyen. 

2.8. Phuc vu Thiamg trirc HOi dong nhan dan, Chii tich, PhO Chu tich Hqi  
ding nhan clan tinh dieu hanh cong viec chung cua HOi clong nhan dan tinh; dieu 
hoa, phoi hop hoat dOng cac Ban cua HOi (long nhan clan tinh; bao dam viec thuc 
hien quy che hoat dOng cua H8i Sang nhan dan, Thuong tnrc HOi dong nhan dan, 
Ban dia. HOi ding nhan clan, nOi quy 1(57 hop HOi dong nhan dan tinh; phuc vu HOi 
&Ong nhan dan, Thuong truc HOi dong nhan clan, Ban caa HOi &Ong nhan clan, dai 
bieu HOi dong nhan clan tinh trong hoat dOng doi ngoai. 

2.9.‘  Duoc 14T van ban thong bao kien, ket Juan 	Thuong tut; dirge 
quyen de nghi ho:dc yeu cau cac don vi ciingcap, cap duo phoi hop thuc hien 
nhiem &roc giao; &roc quyen y8u cau cac , chirc, ca nhan cung cap thong tin, 
tai lieu cho HOi clong nhan clan, Thuong truc, cac Ban, To dai bieu HOi dong nhan 
clan va dai bieu HOi dong nhan dan tinh hoat dOng theo quy 

2.10. Thuc hien cac nhiem vu khac do HO ding nhan dan, Thuong true HOi 
dong nhan dan tinh giao theo quy dinh cua phap kiat. 

, 3. Mot s6 nhiem vu phuc vu chung cho hoat dimg dm Doan dai bieu  
Quoc hoi va Hoi Wong nhan dan tinh: 

3.1.,  Phuc vu Doan dai bieu QuOc hOi, Truarng down, Pho Truang Doan dai 
bieu Quoc hOi, HOi &Ong nhan dan, Thuong truc HOi dong nhan dan, Ban cua Hqi  
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ding nhan dan tinh giu mii lien he ding tic -yeti cdc co quan nha nuot a trung 
uong va a the tinh, thanh phi Ichde true thuic Trung uong, 	Thueng true Tinh 

Uy ban nhan dan, Uy ban Mat tran Ti quic Viet Nam, Taa an nhan dan, Vien 
kiem sat nhan dan ding cap va cdc ca quan, to chirc, down the khde a dia phuong. 

, 3.2. Lap du.  ton ngan sach Nha nude phuc vu hoat dans dia Doan dai biEu 
Quic hai va Hii ding nhan dan tinh ten ca set da xin y kien cua Truing Doan 
dai bieu Quic hai, Thuang truc Hai ding nhan dan tinh; to elide thue hien, quan 
ly kinh phi hoat ding dm Doan dai biEu Quic hOi va kinh phi hoat clang dm Hai 
ding nhan dan tinh. 

, 3.3. Bao dam diau kien hoat Ting dm Doan dai biEu Quic hai, dai bieu 
Quic hii, Hai ding nhan dan, Throng true Hai ding nhan dan, Ban dia Hai ding 
nhan dan, TO dai bieu va dai bieu Hai,ding nhan dan tinh; tham muu viec thut 
hien the do, chinh sach doi 	dai bieu Quic hoi, dai bieu Hai ding nhan dan 

tinh. 

3.4. Quin lY co so.  vat chat, tai san ding, cong tic hanh chinh, bao ve va le 
tan dm Doan dai biEu Qu6c hai va Hai ding nhan dan tinh. 

3.5. Tham gia xay dung quy hoach, ke hoach dao tao, boi duong va thuc hien 
viec quilt ly cong chirc dia Van phong Doan dai bieu Quic hai va Hai ding nhan 
dan tinh theo quy dinh cua phap luat. 

3.6. Tichfre nghien ciru khoa hoc; xay dung, khai thde he thOng thing tin, 
chit lieu phuc vu hoat ding dia Doan dai bieu Quic hai, Hai ding nh'n dan tinh; 
to chirc nghien cfru irng dung cong nghe thong tin veto the cong tic dm Van 
phong Doan dai bieu Quic hal va Hai ding nhan dan tinh. 

3.7. Thuc hien cdc nhiem vu khde do Truing doan, Pho Twang Doan dai 
biEu Quic hai, Chu tich,Ph6 Chu tich Hai ding nhan clan, Thuang true Hai ding 
nhan dan, Ban dia Hai ding nhan dart tinh giao. 

3.8. Thtrc hien nhiem vu, quyen han theo quy dinh khae cUa phop lust co lien 
quan. 

Phan 3: 

CO CAU TO ClItt, BIEN CHE CUA VAN PHONG VA CIRYC NANG, 

NHIEM CCA CAC PRONG DUX THUOC VAN PHONG 

I. TO CHIC BO MAY, BIEN CHE: 

- VE to chirc bi) may: Van phong Doan dai bieu Quic hai va Hai ding nhan 
clan tinh c6: Chanh Van phong va khing • qud 03 Ph6 Chanh Van phong va 04 
Phang chuyen mon: Phang Cong tic Quic hai; Phang COng tic Hai ding nhan 
dan; Phang Thong tin - Dan nguyen; Phang Hanh chinh - T6 chirc - Quart tri. 

- Ve bien chE va hop ding lao (tang: Theo bien chE do Bo Nii vu va Uy ban 
nhan dan tinh giao. 
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CHIC NANG, NIMM VV VA VI TRi VI$C LAM CI:TA CAC PRONG 
TRVC THUOC VAN PRONG: 

1. Phong aing tic QuOc hOi: 

- Tham muu, skip Throng doan, Pho Tnrong doan dai bieuSc hOi trong 
viec xay dung va to chirc thuc hien chuang trinh, ke,hoach hoat Ong hang thang, 
hang quSr, 6 thang va ca nam cua Doan dai bieu Quoc hOi, trieu tap cac cuOc hop 
dm Doan dai bieu QuiSc hOi, gift men lien he vai dai bieu Quoc hOi trong Doan. 

- Tham muu phuc vu Doan dai bieu Quoc hOi trong cong tdc xay dung phap 
1114, thao Juan, gop y kien ye cac not dung theo yeu cau cua Uy ban ThuOng vu 
Quoc 

- Tham muu phi hop voi cac Vu, Cuc va don vi thuOc Van phong Qutic hOi 
trong viec tham muu, phuc vu cac hog Ong dm Chu tich, Pho chi" tich Quoc hOi; 
fJy ban thuan& vg Quoc hOi, cac ca quan cua Quoc hOi, cac ca quan thuOc Uy ban 
thtrokig vu Quoc hOi tai tinh An Giang. 

	

-,Tham 	phuc vu hog Ong giam sat, khao sat dm Doan dg bieu Quoc hOi, 
dai bleu Quoc .hOi; theo doi, don d8c ca quan, to chirc, ca nhan thgc hien kien nghi, 
ket Juan giam sat; thuc,  hien chi dao cua Throng doan, Pho Throng doan 	bieu 
Quoc hOi trong viec phoi hop vai cac ca quan, to chirc hiru quan phuc vu hoat dOng 
giam sat, khao sat dm Quoc hOi, Uy ban Throng vu QuOc hOi, Hoi dong Dan tOc, Uy 
ban Gila Qutic hOi, ca quan thuOc Uy ban Thuang vu Quoc hOi tai tinh An Giang. 

- Tham mini, gifip Doan dai bieu . Qu6c hoi chuan bi bdo cdo ye tinh hinh 
hoat Ong cua Doan dai bieu Qu6c hOi, .dai bieu QuOc hOi 06 thang, ca nam ho4c 
theo yeu cau dia Uy ban Thuang vu Quoc hOi. 

, 	• 
- Phoi hap voi cac Vu, Cuc „va don vi thuOc Van phong Qu6c hOi phuc vu 
O hoat Ong cua Doan dai bleu Quoc hOi, dai bieu Qulic hOi tai kS1 hop • Quoc hOi; 

gifip dai bieu Queic hOi tham gia hog dOng cua HOi Tong Dan toc, Uy ban oh 
Quoc hOi ma dai bieu là thanh vien va cac hog dOng khac cua Quac hOi, Uy ban 
Thuang vu Quoc hOi, cac ca quan cua Quoc hOi, cac ca quan thuOc Uy ban 
Thuang vu Quoc hOi. 

Tham muu, giup Pho Tn.rong doan dai bieu Quoc hOi thuc hien cac nhiem 
vu theo su phan cOng cua Throng doan dai bieu Quoc hOi. 

- Gifip Doan dai bieu •Qu'oc hOi, Throng doan dai bieu Quoc hOi gal lien he 
cOng tac 	cac ca quan Trung trang; Doan dai bieu Quoc hOi cac tinh, thanh 
phO; cac ca quan, to chile o Trung uang va dia.phuang. 

- Phi hap vai Pheng ..Thong tin — Dan nguyen cung cap, cap nhat, khai thac 
thong tin phuc vu tuyen truyen va hoat dOng dm Doan dal bieu Quoc hOi, dai bieu 
Quoc hOi. 

• , 
- Thuc hien mot so nhiem vu khac do chanh Van phong phan cOng. 

2. Phong Cong tic H§i ding nhan din: 
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- Tham muu xay dung chuong trinh lam viec, ke hoach hoat dOng hang 
thong, hang quy, 6 thang va ca na'm caa HOi dong nhan dan, ThuOng true va the 
Ban ella 1.10i Tong nhan dan tinh; to chirc phuc vu viec that hien chuong trinh, ke 
hoach da &roc phe duyet. 

, 	• 
- Tham muu, phuc vu Thuong true dieu hanh cong viec chung cua HOi dOng 

nhan dan; dieu boa, phoi hap hog dOng cac Ban; bao dam viec that hien quy the 
hoat dO:ng cua Hoi dong nhan dan, ThuOng true, cac Ban cUa HOi dong nhan dan, 
not quy k9 hop HOi dong nhan dan tinh; phuc vu Hei Tang nhan dan, 'Chuang 
true, cac Ban dm HOi dOng nhan dan tinh trong hoat dOng dOi ngoai. 

Thuong true HOi dOng nhan dan giU mai lien he v(yi TO dai bieu va 
dai bieu Hoi dOng nhan dan; Thueng true HOi dong nhan dan cac tinh, thanh phO; 
cac ea quan, to chirc o Trung yang va dia phuang. 

- Theo doi tong hop 9 kien chit vin va tra lei chit van. 

- ,Tham mita ThuOng true xay dung chuong trinh, to chirc phuc vu 1(9 hop 
HOi clang nhan dan, cuOc hop eira Thuong truc va cac Ban; don &Se Co. quan, to 
chirc hCru quan•chuan bi tai lieu phuc vu k9 hop, cuOc hop cua Thu&ng trot, Ban 
cua HOi dong nhan dan tinh. 

- Tham muu Thuong true, cac Ban xay dung bao cao cong tac; phuc vu cong 
tac thirn tra bao cao, de an, du thao nghi quy6t; giap Thu k9 1(9 hop hoan chinh 

nghi quyet 	liOi dOng nhan dan; 	Thuong tug hoan thien cac nghi quyit 

cua HOi dong nhan dan tinh. 
- Tham miry, phuc vu HOi dOng nhan dan, ThuOng true, cac Ban, T6 dai bieu 

va 	HOi Tong nhan dan tinh trong hoat dOng giam sat, khao sat; theo 
don doc co quan, to chirc va ca nhan thgc hien kien nghi trong ket Juan giam sat. 

- Tham muu, phuc vu. Thuong true Hoi dong nhan clan tinh to chirc lay 9 
kien dong g6p vao du an Lula, du an Phap lenh va cac van ban khac theo yeu cau 
cua Uy ban Thueng vu Quoc hOi. , 	• 

- Phue. vu ThuOng true trong cong tac. baybieu Quoc hOi•va bau 
dai biL HOi dong nhan dan cac cap; phe chuin ket qua bau-Chii tich, Ph6 Chi 
tich Hoi Tang nhan dan cap duai true tiep. 

- Tham mum, phuc vu Thuong true, cac Ban trong cong tac giao ban, trao 46 
kinh nghiem, boi dtrOng kyi pang hoat dOng cho dai bieu HOi dong nhan dan cap 

cap. 
- Phoi hap v6i Phong Thong tin — Dan nguyen cun.g cap, cap nhat, khai tha 

thong tin phuc vu tuyen truyen va hoat dOng cua HOi dong nhan dart, Thueng tru 
HOi dong nhan dan, cac Ban HOi &Ong nhan dan, TO dai bieu va dai bieu HO don 

nhan dan tinh. 
- Thge hien mot s6 nhiem vu khac do Chanh Van phong phan, cong. 

3. Phong Thong tin - Dan nguyn: 
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- Tham muu cong tac phuc vu dg bieu Quoc hOi, Doan dai bieu Quoc hOi va 
Thuerng trtrc, Ban phap the cua HOi dong nhan dan tinh tiep cong dan, tiep nhan, 
xir 1y kien nghi, dam thu khieu nai, to cao cua cong dan; theo dOi, don doc viec 
gig guy& khieu 	to cao va kien nghi cua ding dan; tong hop bac, 	dinh kSr, 
dOt xuat theo yeu cau cua lanh dao ye tinh hush tiep than va don d6c, giai quyet 
dan thu khieu rig, to cao cua cong dan. 

- Xay dung ke hoach, to chirc tiep xuc cu tri truac, sau cac ky hop dm Quoc 
hOi va kS7,  hop HOi dOng nhan dan tinh theo quy dinh, to chic tiep xiic cir tri 
chuyen de, ; tong hop ST kien, kien,nghi 	cir tri; theo dOi, tong hop bao cao 
ket qua viec giai quyet cac kien, kien nghi cua cir tri gui den Dai bieu Quoc hOi 
va Thuerng tivc HOi dong nhan dan tinh. 

- Tham muu chuan bi lay ST kien cac du an Luat, Phap lenh va Nghi quyet 
cua Qutic hoi, Uy ban Thuong vu Quoc hOi. 

- Tham muu to chirc thong tin, tuyen truyen ve cac hoat dOng cua Doan dai 
bieu Quoc hOi, dai bieu Quoc hOi, hog dOng cua Hoi dong nhan dan, Thuang 
true, cac Ban, To dai bieu va dg bieu 	dong nhan dan tinh ten cac phucmg 
tin thOng tin, dai chimg; dong that phei hop veri cac ca quan hal quan trong viec 
thong tin tuyen truyen cac van ban quy pham phap luat cua. Quoc hOi va cua HQi  
&Mg nhan dan tinh da duqC thong qua. 

- Nghien ciru, tham muu, xay dung, quan 1.)",  Trang thong tin dien tit va Ban 
tin hog Ong cira. Doan dai bieu Quoc hOi va Hoi dong nhan dan tinh. 

- Chu tri, phi hop yoi cac phong thuOc Van phong cap nhat, khai thac, hru 
tra thong tin, phuc vu tuyen truyen ye hoat dOng oh Doan dai bieu Quoc hgi, dai 
bieu QuOc hOi, Hoi ding nhan dan, Thuang trite HOi dong nhan dan, cac Ban HOi 
dong nhan dan, Te dai bieu va dai bieu HOi Ong nhan dan tinh. 

- Quan 1Sr du lieu thong tin hoat dOng dm Doan dai bieu Quoc hOi va HOi dong 
nhan dan tinh. Theo dOi, cap that thong tin, tai lieu lien quan den hoat dOng cua 
Doan Dai bieu Quoc h'gi ya HOi dOng than dan tinh, cac van ban quy pham phap 
luat cua Quoc hOi va Hoi de/1g nhan dan de phuc vu cho viec khai thac thong tin, tax 
lieu hoat dOng cua Doan dai bieu Quoc hOi va Hgi dong than dan tinh. 

- Quan 1Sr he thong mang may tinh ca quan; thuc hien viec cai oat va huang 
clan can bg, cong chirc Van phong sir dung cac irng dung tin hoc vao ding tac Van 
phong; quan 15r va to oink khai thac phong hop -Live tuyen phuc vu hoat Ong 
Doan dai bieu Quoc hOi, Thiriyng true HOi dog nhan dan va cac Ban cua Hoi  

ding nhan dan tinh. 

- Thuc hien mot se nhiem vu khac do Chanh Van phong phan cong. 

4. Phong Hanh chinh TO chin - Quin tri: 

- Tham muu lap du toan kinh phi hog dOng hang nam, tham nliu to chirc 
thuc hien, quan 1Sr kinh phi hoat dOng cua Doan dai bieu Quoc hOi, HOi dOng nhan 
dan tinh va Van phong. 
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- Bao dam edieu kien hog dOng dm Doan dai bieu Qu6c hOi, lanh dap Doan 
va dai bieu Quoc h6i; ThuOng tnrc, cac Ban, TO dai bieu va dai bieu H6i dong 
nhan dan tinh; .ham muu Chanh Van phOng thuc hien cac the d6, chinh sach doi 
veri dai bieu Quoc h6i va dai bieu HOi dong nhan dan tinh. 

- Quan ly cc so' vat chat, tai chinh, tai san va hog dting nghien cUu khoa hoc, 
cong taz,hanh chinh, van thu - Km trot, bac) ve 	lE tan cila co.  quan, cilia Doan dai 

bieu Quoc h6i va H6i (long nhan dan tinh. 

- Th.am muu xay dung quy hoach, ke hoach dao tao, b6i throng va cong tac 
to chirc can b6, cong chirc dia. Van phOng theo quy dinh cua phap luat. 

- 	tri phi hop vai Phong Cong tac Qu6c h6i, Phang COng tac H6i ding 
nhan dan, PhOng Thong tin - Dan nguyen xay dung chuang trinh, to chirc phuc vu 
kY hop H6i dong nhan dan, cuic hop cila Doan dai bieu Quoc h6i, Thuong tryc va 
cac Ban ciia H6i d6ng nhan dan tinh. 	• 

- 'Mut hien cong tac quan lY can bO, tien Luang, cac chinh sach khac va cong 
tac thi dua khen thuong, Icy luat cua ca quan. 

- To chirc phuc vu cac hoat d6ng khac khi c6 yeu cas  u theo sir phan cong cua 

Chanh Van phong. 

- Thuc hien m6t s6 nhiem vg khac do Chanh Van phong phan cong. 

Phan 4: 

TO ClitC THTIC THIN 

Sau khi duck ,HOi clang nhan dan. tinh xem xet quyet dinh thanh lap Van 

phong Doan 	bieu Qu6c hOi va H6i dong nhan dan tinh va khi nghi quyet có 

hieu Luc thi,hanh,,Th*mg truc HOi dong nhan dan tinh thong nliat \raj lanh dao 

Doan dai bieu Quoc h6i: 

a) B6 nhiem Chanh Van phong, Phb Chanh- Van phong Doan dai bieu Qu6c 
h6i va H6i dOng nhan dan tinh; quy dinh chirc nang, nhiem vu cu the va to chic 
b6 may Van phong Doan dai bieu Quoc h6i va Hoi (long nhan dan tinh. 

b) Chi dao Chanh Van phong: 

- xay dung va ban hanh Quy the lam viec cila Van phong 6 quy dinh nhiem 

vu, quyen han cu the dm cac PhOng trot thu6c Van phong. 

- Gang c6 to chirc b6 may cac PhOng trot thu0c; xay clung, hoan thien he 

thong vi tri viec lam, ca cau lai d6i ngii can bO, cong chirc theo dimg quy dinh. 

- Ve tai san, tai chinh: 

+ Chuyen nguyen -hien tang trang thiet bi lam viec phuc vu cho hog d6ng 
cila Van phong Doan dai bieu Qu6c h6i, Van phOng HOi (long nhan dan tinh ve 
Van phong chu.ng tiep tuc quail ly va six dung. 
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+ V kinh phi hoat clOng, to chirc guy& town rieng tong clan vi ngu?,in ducyc 
cap theo nam tai chinh cda 02 Van phong. 

+ Trg lam viec: se) 01, Ton Mc TWang, phuong my Binh, thanh ph6 Long 

Xuyen. 

Thad gian thgc hien: Ngay 01 thang 7 ndin 2021./A 

Noi rtheut: 
- Van phang Quoc h6i; 
- Van phang Chinh pha; 
- Ban C6ng tac Dai biL; 
- B6 N6i vu; 
- TTTU, HDND, UBND tinh; 
- Doan DBQH tinh; 
- Ban T6 chirc Tinh ay; 
- Cac Ban dm HDND tinh; 
- SO N6i vu; 
- LDVP. HDND tinh, VP. DDBQH tinh; 
- Tnrarng cac Phong thu6c VP; 
- Ltru VT. 
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