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UBND THANH PHO HA NQI 
Se, TAI NGUYEN VA MO! TRIXONG 

ry 

t! 

LONG HOA xA HOI CHU NGHIA T NAM 
Di)c 14p - Tv do - Hanh ph c 

St): 246 /QD-STNMT Ha N'Oi, ngay thong 3 nom 2015 

QUYET DINH , 
Ve viec quy dinh chtic Jiang, nhiem vu, quyen han, to chtic bii may 

va bien che cua Van phong Ser 

GIAM DOC SO TAI NGUYEN VA MOI TRU6NG THANH PHO HA NOI 

Can cur Quyet dinh s6 42/QD-UBND ngay 02/8/2008 dm UBND thanh 
ph6 Ha N6i ve viec thanh lap SO Tai nguyen va Moi truang thanh ph6 Ha N6i; 

Can Cu Quyet dinh s6 03/2015/QD-UBND ngay 13/02/2015 cua UBND 
thanh ph6 Ha N6i ye viec quy dinh chirc nang, nhiem vu, quyen han va co cau to 
chirc b6 may, bien the cua SO.  Tai nguyen va Moi truang thanh pho Ha NOi; 

Can cur Quyet dinh s6 103/2009/QD-UBND ngay 24/9/2009 cua UBND 
thanh ph6 Ha NOisve viec Ban hanh Quy dinh ve Quan to chic bO may, bien 
che, tien luong, tien ding, can b6, cong chirc, vien chirc va lao dOng hop dong 
trong cac co quan, don vi thuOc thanh ph6 Ha N6i; Quyet dinh so 11/2012/QD- 
UBND ngay 22/5/2012 	UBND Thanh ph6 ye viec situ doi, b6 sung, dieu 
chinh mot so dieu cua Quyet dinh so 103/2009/QD-UBND; 

Xet a nghi cua Chanh Van phong SO, 

QUYET DINH: 

Dieu 1. Quy dinh chirc nang, nhiem vu, quyen han dm Van phing SO TM 
nguyen va Moi truang Ha NOi: 

1. Chtic 'tang: 
Van phOng S6( có chirc nang tham muu, gift]) Giam d6c SO trong cong tac 

quan ly to chirc bO may, cong chirc, vien chirc, lao d6ng hop dong cua So.; cling 
tac hanh chinh quart tri, van thu hru trir, thi dua khen thtrang, cong tac quan 13'T 
tai chinh cua co quan So.  Tai nguyen va Moi truang; B6 phan "MOt cua" cua 
SO. T6ng hop th6ng tin quan ly phoc vu chi dao dieu hanh, dieu phoi.chuang 
trinh lam viec cua Lanh dao SO, cac don vi truc thu6c SO theo chuong trinh ke 
hoach cong tac va chi dao cua Giam d6c SO. 

2. Nhiem vu, quyen kan: 
2.1. Tham muu gidp Giam doc SO cong tac dieu hanh cac hoat dOng cua 

SO; dieu hoc, t6 chirc phi hop cong tac gifia‘cac don vi truc thu6c SO; thuc hien 
cling tac 	nOi, 	ngoai dm co quan, la dau m6i lien he giao dich voi cac 
nganh va dia phuong. Thkrc hien, don d6c va kiem tra cac don vi truc thu6c SO 
thoc hien Quy the lam viec cua SO. 

2.2. Cong tac quan 13./ to chlk 110 may, cong chirc, vien chirc, lao dOng hop 
d6ng cua SO: 



a) Xay dung, trinh Giam dec SO ban hanh cac quy dinh ve chirc nang, nhiem 
quyen han va co cau to chirc cua cac PhOng, ban, don vi true thuec SO; 

b) Chia tri, phi hop voi cac dan vi true thuOc So nghien ciru de xudt cac 
de an kien toan to chirc be may, cong tac can be dm Sa trinh Giam doe quyet 
dinh ban hanh va huerng dan to chirc thuc hien; 

c) Trinh Giam dec So quyet dinh theo thAm quyen cac van de,ve be nhiem, 
be nhiem lai, tir chirc, mien nhiem, luan chuyen; tuyen dung, tiep nhan, dieu 
deng, thuyen chuyen, biet phai,,  phan cong cong tac, nang bac luting, nang 
ngach; cu di cong tac, dao tao, boi duang;,khen thuang, Icr" luat; thoi viec, nghi 
huu, thuc hien che de chinh sach khac doi voi ding chirc, vien chirc cua SO. 
Huang dan to chirc thuc hien cac van ban sau khi dugc ban hanh; 

d) Giap Giam dec So du than guy& dinh trinh CHI tich UBND Thanh phe 
thanh lap, sap nhap, chia tach, giai the, to chirc lai cac to chirc, dan vi 

d) Xay dung, trinh Giam dew So ke hoach dao tao, bei duang dOi ngu cong 
clk, vien chIrc cua SO; 

e) Chu tri, phi h9p voi cac don vi xay dung Quy che quan ly/ cong tae to 
chirc, can be dm So•; mei quan he gift cac don true thuec So'; tham quyen, 
trach nhiem nguiri dimg dau cac don vi trkrc thuec So'; 

g) Xay dung, trinh Giam dee Sa ke hoach bien che, tien luting hang nam 
va cac don vi true thuOc Sa; 

h) Theo dOi tinh hinh, se luting, chit luting chuyen men, nghiep vu dOi 
ngii can be, cong chirc, vien chirc nganh Tai nguyen va Mei truong Thanh ph6 
de phuc vu cong tac phat trien Nganh; 

i) Te chirc thuc hien cac quy dinh ve nhan xet, danh gia ket qua cong tac 
hang nam cda cong chirc, vien chuc, lao Ong hop (Ring thuec Sa theo quy dinh; 

k) Thuc hien viec lap he so va luu gfu he so ca nhan cda ding chirc, vien 
chdc, lao deng hop dong ca quan theo quy dinh; cong tac to tuomg, bao ye chinh 
tri not be. 

2.3. Ban hanh thong bao nei dung Ket Juan giao ban hang tuAn cua Lanh 
dao So. de cac Phong, ban, dan vi thuc hien. 

, 2.4. Thuc hien tiep nhan va tra ket qua thutuc. hanh chinh thuec tham 
quyen giai quyet dm Su Tai nguyen va Moi tnrang cho cac to chirc va ca nhan 
theo quy dinh. 

	

2.5. Phei hop 	Thanh tra So' thkrc hien Lich tiep cong dan tai SOa theo quy 
dinh. 

	

, 2.6. Phi hop 	Thanh tra So' de giai quy& cac khieu 	to cao ye cong 
tac to chirc, can be, che de chinh sach cua So. theo phan cong va chi dao-  cua 
Giam dec &U. 

2.7. Thuc hien cac nhiem vu ve cong tac van thu, hanh chinh: 

a) Tiep nhan, dang 14, phan loaf, phan phei, xu 13'7 va theo doi viec 
van ban den; kiem tra ye mat the thirc, thu tuc ban hanh cac van ban di dia. SO; 
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b) Chuyen van ban do Sa ban hanh den cac co quan lien quan; 
c) Huang clan, kiem tra viec thkrc hien cac the de, quy dinh ve cong tic 

van thu, bao mat doi vai cac PhOng, ban, don vi trkrc thuec SO.; 
d) Quan ly, sir dung con dL cua Sa theo quy dinh cua phap luat va Quy 

the lam viec cua Sa. 
2.8. Thkrc hien cong tac ke toan, tai chinh cua co quan 
a) Xay dkmg va to chirc thkrc hien the dO hr chit, tu chiu trach nhiem ve sir 

dyng bien the va kinh phi quan ly hanh chinh cua So.; 
b) - Lap du toan, thkrc hien du toan va quy& toan thu chi ngan sach hang 

nam cua ca quan So.; quan 157 thu, chi cac nguon kinh phi thuong xuyen, khong 
thuOng xuyen theo quy dinh hien hanh cua Nha nuoc va quy the nOi bo cua So.; 

- Kiem tra, huemg clan cac phong, ban thuec Sa xay dung du toan va 
don doe thuc hien doi vai cac chuong trinh, nhiem vu, de an... dirge Giam doc 
Sa giao va phai hop vai cac ph6ng, ban quyet toan theo quy dinh; 

c) Quan ly cac du an dL to xay dkmg ca ban; to chirc sira chfra, cai tao, 
bao &rang, bao tri try sir ca quan Sa throe Giam &lc Sa giao theo quy dinh cua 
phap luat; 

d) Quan ly tai san cua co.  quan Sa. Giant sat, kiem tra viec mua sam, tip 
nhan, cai tao, du),  tu, bao duong, mua mai,,thay the, sira chira lan va sira chaa 
thuOmg xuyen tai san, phuang tien, trang thiet bi Owe vu hoat dOng cua co quan 
So.; 

d) T6 chirc thuc hien kiem ke tai san theo dinh ky hang nam, lap bao cao 
kiem ke theo quy dinh, giri cac co quan c6 lien quan. T6' chirc viec thanh 
nhuong ban, dieu chuyen tai san, dung cu theo quy dinh cua phap 1114; 

e) Bao quan, luu giu ha so, tai lieu, bao cao, sa sach, chiirng to ke toan 
theo quy dinh hien hanh cua Nha nude. 

2.9. Thkrc hien cac nhiem vu quan tri cong 
a) Trinh Lath dao Sa guy& dinh chit truong, bien phap hien dai h6a cOg 

sir; quan tri cong sa, bao dam co sa vat chat, ky thuat, trang thiet bi van phonO/vif  
b) Quan ly, cap phat xang dau, sit clung xe O to, dam bao phuong tien_  6Y*  

cong tac va cac dieu kien lam viec cua ding chirc, vien chirc va lao deng.' 
clang trong co quan Sa theo quy dinh cua phap luat; 

c) Chit'  tri hoac phi hop vai cac co quan, don vi c6 lien quan bao dam co 
sa vat chat, Icy thuat, le tan, phyc vu cac cuec hop, hei nghi cua SO; 

d) Thkrc hien cong tac ve sinh mei twang co quan; 
d) Phi hop vai COng doan Sa cham lo dad sang vat chat va tina than cho 

cong chirc, vien chirc, lao deng hop clang trong co quan Sa theo Nghi quyet cua 
HOi nghi Cong chirc, vien chic cua Sa hang nam; 

e) Lam nhiem vu thuong true, to chirc thkrc hien cong tac bao ve thkrc hien 
cac bien phap phong thong chay no, thien tai, bao dam tat tit, an toan co quan, 
van hoa cong sa. 
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2.10. Xay dung va tham gia xay dung, gap y vao cac de an, van ban theo 
phan cong cua Giam doc So. 

2.11. 'Thuong trot HOi ding Thi dua - Khen thuang cua Sa Tai nguyen va 
M6i truing Ha NOi. Xay dung chuang trinh, ke hosch not dung phat dOng va 
huong clan, tong ket, binh xet cac phong trao thi dua tai cac Phong, ban, don vi 
trot thuOc Sa, Ph6ng Tai nguyen va M6i truing cac quSn, huyen, thi xa va cac 
Cum thi dua cua SO.. 

2.12. Chu tri, phi hop vai cac Phong, ban, dan vi trot thuOc Sb thuc hien 
quy dinh dm. Bang, Nha nuac, Thanh pith va co quan ve cac bien phap tang 
cuing ky cuing, 14 luSt, phong thong tham nhang, Fang phi, quan lieu va cac 
bieu hien tieu cuc khac trong cong chirc, vien chirc, lao ding hop dung thuOc SO; 
cong tac phong chay chila chay, an ninh quit phong trong town SO. 

, 2.13. Chit tri, phi hap vai cac Phong, ban, dan vi thuOc 	xay dung va 
trien khai ung dung cong nghe thong tin dm SO va cac dan vi trot thuOc SO. 

2.14. Tham muu gulp Giam dOc Sb trong cong tac cai cach hanh chinh 
chung oda SO, kiem tra to chirc thuc hien cong tac cai cach hanh chinh cua cac 
PhOng, ban, dan vi trot thuOc So.; to chirc xay dung, ap dung, duy tri va cai tien 
he thong quan ly chSt luting theo tieu churn TCVN ISO 9001:2008. 

2.15. Thueng trot Van ph6ng Bang fly; thuc hien cac ding tac Bang vu 
theo yeu cau quy dinh. 

2.16. Thuc hien cac nhiem vu khac do Giam doc SO.  giao. 
Di'u 2. T6 chfic bO may va bien ch'4' cfia Van phong 
1. Lanh dso Van phong, 	Chanh Van phong va cac Ph6 Chanh Van 

phong. 
Chanh Van phong chiu trach nhiem truac Giam dOc S& va trust phap lust 

ye chirc trach, quyen han, nhiem vu dugc giao. Chanh Van phong va Ph6 Chanh 
Van ph6ng do Giam doe Sb b6 nhiem theo tieu chuan quy dinh. 

2. Bien che: Can cu vao lchOi luting cong viec, vi tri viec lam va so luting 
nguai lam viec dugc cap c6 pham quyen phe duyet theo Be an vi tri viec 
Giam doe Sa quyet dinh bien che cu the hang nam dm Van phong SO. 

Di&I 3. Quyet dinh nay c6 hieu luc ke to ngay 14. Cac quy dinh truck day 
trai vbi cac quy dinh tai Quyet dinh nay deu bi bai b6. 

Chanh Van ph6ng SO, Truing cac Phong, ban, dan vi true thuOc Sb va cac 
co quan, don vi c6 lien quan chiu trach nhiem thi hanh Quyet dinh nay./. 

GIAM DOCP' Noi nhOn: 
- Nhu.  DiL 3; 
- UBND TP Fla NOi; 
- PCT TT UBND TP: Vu Hong Khanh; 
- Sa NOi vu Ha NOi; 
- Lun: VT, TC. 
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