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QUYET DINH
Quy djnh chwc nang, nhiem vy, quyen han

va eff cau to eh ire cua Van phong

eye TRirdNG eye bien boi khi hau
Can cir Nghi dinh sd 68/2022/ND-CP^ ngdy 22 thdng 9 nam 2022 cua

Chinh ph.il quy dinh chuc nang, nhiem vu, quyen hqn va co cau to chiec cua Bo Tdi
nguyen va Moi trudng;

Can cie Quyit dinh sd 2828/QD-BTNMT ngdy 25 thdng 10 nam 2022 cua
Bo truang Bq Tdi nguyen va Moi trudng quy dinh chitc nang, nhiem vu, quyen hqn
va co cau to chiec cua Cue Bien doi khi hau;

Xet de nghi cua Chdnh Van phong.

QUYET DINH:

Dieu 1. Vj tri va chirc nang

Van phong la dom vi true thuoc Cue Biln d6i khi hau, co chuc nang tham
muu giiip Cue truang thuc hi^n cong tac van phon^, to chuc can bo, chinh sach,
phap che, hap tac quoc te, thi dua - khen thuang, quoc phong, an ninh.

Van phong la dan vi du toan cap III, co tu each phap nhan, co con dau
rieng, duac mo tai khoan tai kho bac nha nuac va ngan hang theo quy dinh cua

phap luat.

Dieu 2. Nhiem vu va quyen han

1. Ve cong tac van phong:

a)Xay dung, trinh Cue truang quy che lam viec, noi quy, quy dinh ciia Cyc;
huong dan, don doe, theo doi, kiem tra va tong hop, bao cao viec thuc hien sau khi

duqc ban hanh.

b)Xay dung chuang trinh, ke hoach cong tac thdng, quy, nam va kiem tra,
don doc viec thuc hien; ra soat, tong horp, bao cao, don doc thyc hien doi vai
nhiem vu do Chinh phii, Thu tuang Chinh phu, Bo truang giao; tong hap, xay
dung cac bao cao djnh ky hoac dot xuat theo phan cong cua Cue trudng.

c)T6 chuc thuc hien cong tac hanh chinh, quan tri, van thu, luu tru, cong
nghe thong tin, bao mat, cung cap thong tin ve cac linh vuc thupc pham vi quan ly
ciia Cue cho cac t6 chiic, ca nhan theo quy dinh; to chuc thuc hien ky luat, ky
cuang hanh chinh, doi mdi le loi va phuang thuc lam vif c, hien dai hoa cong so va
hudng dan, ki^m tra, don doc viec thuc hien.

d)Dau mdi tiep nhan, phan loai va don doc tra ldi cac phan anh, kien nghi



ciia ca nhan, to chiic lien quan den pham vi quan ly ciia Cue qua He thdng thong
tin tiep nhan, xii ly phan anh, ki^n nghj tren Cdng thong tin dien tu ciia Bo.

d)Chuan bi cac cuoc hpp, hoi nghi, hoi thao, cac cuoc lam vifc ciia Lanh
dao Cue; cac chuy&i di cong tac cua Lanh dao Cyc.

e)To chiic thuc hipn cong tac qudc phong, an ninh, bao ve trat tu, ve sinh
moi trudng, phong chay, chua chay, phong chong thien tai, quoc phong, ty ve.

g) Tong hop, xay dung lich cong tac tuan ciia Lanh dao Cue; phoi hyp
chuan bi tai lipu, ghi bien ban, lap ho so cac cuoc hpp do Lanh dyo Cue chii tri;
thong bao y kien ket luan, chi dao ciia Lanh dao Cue.

2.Ve cong tac to chiic can bo:

a)Trinh Cue truong cac de an ve to chiic bo may, vi tri viec lam, bien che,
phuong an thanh lap, to chiic lai, giai the cac don vi true thuoc Cue; du thao quyet
dinh quy dinh chiic nang, nhiem vy, quyen han va co cau to chiic cua Cue; tham
djnh, trinh Cue truong du thao quyet dinh quy dinh chiic nang, nhiem vu, quyen
h^n va co cau to chiic ciia cac don vi true thuoc Cue.

b)Trinh Cyc truong ho so quy hoach can bp lanh dao, quan ly; ke hoach
dieu dong, bo tri, luan chuyen can bo; ke hoach tuyen dung cong chiic, vien chiic
hang nam ciia Cue; theo doi cong tac tuyen dung cong chiic, vien chiic theo quy
dinh ve phan cap quan ly can bo, cong chiic, vien chiic ciia Bp.

c)Trinh Cue truong viec bo nhiem, bo nhiem lai, luan chuyen, mien nhiem,
tiep nhan, dieu dpng, biet phai, chuyen doi vi tri cong tac, ky luat doi voi cong
chiic, vien chiic va ngubi lao dpng theo quy dinh.

d)Be xuat, trinh Cue truong viec cu cong chiic, vien chiic va nguoi lao
dpng thuoc Cue di dao tao, boi duong, cong tac, tham du hpi nghi, hoi thao vti
tham gia cac hoat dpng khac 6 trong nude va nude ngoai.

d)Trinh Cyc trudng viec bo nhiem vao ngach cong chiic, bo nhiem chiic
danh nghe nghiep vien chiic, chuyen ngach, nang bac luong, giai quyet ye che dp,
chinh sach doi voi cong chiic, vien chiic va ngudi lao dpng theo phan cap quan ly
ciia Bp.

e)Chii tri, phdi hop voi cac don vi xay dung chuong trinh, ke hoach 5 nam,
h^ng nam ve cong tac dao tao, bdi duong can bp cong chiic, vien chiic thuoc Cue.

g) To chiic hudng dan thuc hipn cac ch^ dp, chinh sach, phap luat ciia Bang
va Nha nude, cac quy dinh ciia Bp doi vdi cong chiic, vien chiic va ngudi lao dpng
thuoc pham vi quan ly ciia Cue. Thyc hien viec lap, ddng so bao hiem xa hpi, bao
hi^m y ti va phoi hop giai quyet che dp thai san, thoi viec, huu tri, tii tuat doi vdi
cong chiic, vien chiic va ngudi lao dpng cua Cue.

3.Ve chinh sach, phap che:

a) Xay dung chuong trinh, k^ hoach ve xay dung van ban quy pham phap
lu|t, chinh sach, chien lupc, quy hoach, k^ hoach 5 nam, hang nam trong linh vyc
bi&i ddi khi hau va bao ve ting 6-don; theo doi, tong hop, don ddc, ki^m da viec

thyc hien sau khi dupe phe duyet.



b)Chii tri hoac tham gia soan thao, chuan bi ho so du thao chinh sach, van
ban quy ph^m phap luat, chiin lupc, quy hoach, ki hoach, tieu chuin, quy chuin ky

thuat ve bien doi khi hau va bao ve tang 6-don theo phan cong cua Cue trudng;
kiem tra, ra soat ho so, thu tuc, tinh phap ly, ky thuat soan thao van ban quy pham
phap luett doi voi cac du thao chinh sach, van ban quy pham phap luat.

c)Xay dung, trien khai thuc hien cong tac ra soat, he thong hoa van ban quy
pham phap luat; kiem soat thu tpc hanh chinh thuoc linh vuc bien d6i khi hau va

bao ve tang 6-don.

d)Tong hop, xay dung ke hoach va trien khai cong tac phong chong tham
nhung; giai quyet khieu nai, to cao trong pham vi tham quyen cua Cue.

d)Theo doi, don doc viec thuc hien phap luat va tong ket thuc tien thi hanh
chinh sach, phap luat trong linh vuc bien doi khi hau va bao ve tang 6-don.

e)Xay dung chuong trinh, ke hoach va to chiic dao t^io, boi duong, tuyen
truyen, pho bien kien thiic, giao due chinh sach, phap luat ve bien doi khi hau va

bao ve tang 6-don.

g) Giup Cue truong trong viec thuc hien hoat dpng ho tra phap ly ve bien
doi khi hau va bao ve tang 6-don cho to chiic, ca nhan co lien quan theo quy dinh
cua phap luat.-'

4.Ve hop tac quoc te:
a)Tong hop ke hoach hop tac quoc te dai han va hang nam cua Cue; tong

hop noi dung gia nhap, thuc hien cac di6u uoc qu6c t6 linh vuc bien doi khi hau,   ly^

bao ve tang 6-don theo quy dinh cua phap luat.^^

b)Thuc hi^n che dp thong tin, bao cao, thong ke dinh ky va dpt xuat ve tinh
hinh thuc hien cac chien lupc, chuong trinh, de an, du an hop tac quoc te cua Cue.

c)Xay dung va to chiic thuc hien ke hoach doan ra, doan vao; to chiic don

tiep khach quoc te den lam viec voi Cue.

d)Lam dau moi quan ly ngucd nuoc ngoai den lam viec, hoc tap, nghien
cuu tai Cue theo ke hoach hop tac giua Cue voi cac co quan, to chiic quoc te co

lien quan.
5.Xay dung va t6 chiic thuc hien ke hoach cai each hanh chinh 5 nam, hang

n^m cua Cue.

6.T6 chiic thuc hien cong tac kiem tra; phoi hpp thuc hien cong tac thanh
tra tinh hinh thi hanh phap luat trong linh vuc bien doi khi hau va bao ve tang 6-

don; kien nghi xir ly cac vi pham phap luat theo quy dinh.
7.Thuc hien nhiem vu quan tri va v^n hanh trang thong tin dien tu cua Cue.

8.To chiic xay dung, cap nhat va kiem tra, giam sat viec ap dung he thong

quan ly chit luong theo tieu chuin ISO 9001:2015 vao cac hoat dpng cua Cue.

9.T6 chiic thuc hien cong tac thi dua - khen thuong; lam nhiem vu thuong

true Hoi d6ng thi dua - khen thuo^g, ky luat cua Cue.



10.Xay dung va to chuc thuc hien ke hoach ngan sach nha nude hang nam
giao cho ca quan Cue; thuc hien nhiem vu ciia don vj du toan cap III theo quy
dinh cua phap luat.

11.Thuc hien nhiem vu dau mdi tdng hop, theo doi, bao cao Cue trudng
thong tin, hopt dpng cua cac hpi, to chuc phi chinh phu lien quan den bien doi khi
hau, bao ve tang 6-ddn.

12.Quan ly ho chieu cong vp cua cac cong chuc thuoc Cue theo quy dinh
ciia phap luat; tong hop bao cao ket qua cong tac nude ngoai cua can bp, cong
chuc, vien chuc va ngudi lao dpng thuoc Cue theo quy dinh.

13.Quan ly co sd vat chat, tai san, kinh phi hoat dpng, bao dam phuong
tien, dieu kien lam viec cho hoat dpng cua ca quan Cue.

14.Quan ly cong chuc, ngudi lao dpng, tai san ciia Van phdng va tai san cua
khoi co quan Cue theo quy dinh.

15.Thuc hien cac nhiem vu khac do Cue trudng giao.

Dieu 3. Ca cau to chuc va che dp lam viec

1.Lanh dao Van phdng co Chanh Van phdng va khdng qua 02 Phd Chanh
Van phdng. Chanh Van phdng chiu trach nhiem trudc Cue trudng va trade phap
luat ve nhiem vu dupe giao; ky cac van ban hanh chinh theo uy quyen hoac
lenh Cue tradng. Phd Chanh Van phdng giup viec Chanh Van phdng, chiu
nhiem trade Chanh Van phdng va trade phap luat ve linh vuc cong tac
phan cong.

2.Cong chuc, ngudi lao dpng thuoc Van phdng lam viec theo c
chuyen vien, chiu trach nhiem trade Chanh Van phdng va trade phap luat ve
nhiem vu dupe phan cong.

Dieu 4. Hieu luc va trach nhiem thi hanh

1.Quylt dinh nay co hieu luc thi hanh ke tu ngay 01 thang 11 nam 2022.

2.Quy^t dinh nay thay thd Quyit dinh sd 141/QD-BDKH ngay 26 thang 02
nam 2019 cua Cue tradng Cue Bidn doi khi hau quy dinh chuc nang, nhiem vu,
quyen h^n va ca cau to chuc cua Van phdng.

3.Chanh Van phdng, Thu tradng cac dan vj true thupc Cpc chiu trach

nhiem thi hanh Quyet dinh nay./.

Nffi nhSn:.^J^C TRlTdNG
-Nhirkho^n3,Dieu4;
-Bq truang Trkn Hong Ha (^k b^o cao);
-Thii trucmg Le Cong Thanh (de bao cao);
-V^ T6 churc can bb;
-Lanh d^o Cue;

-Dang uy, Cong doan, Chi doan TNCSHCM C\ic;
-Luu;VT, VP.


