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- Phu trach cong tac van thu, chiu
trach nhiém kiém tra, ra soat vin
ban ding thé thirc va k¥ thuat trinh
bay van ban hanh chinh theo quy
dinh hién hanh; dang ky van ban di,
tiép nhan vin ban dén.

- Cong tac luu trir: Theo ddi, kiém
tra cong tac 1ap ho so cong viéc cua
CBCC, KCT phuong; quan ly van
ban mat; tiéu huy hd so hét gia tri;
chinh 1y, s6 hoa tai liéu luu tri.

- Quan ly va theo doi viéc dang ky
Hoi truong, phong hop cua cac bd
phan, don vi.

- Xay dung va theo doi viéc thuc
hién chuong trinh, ké hoach cong
tac, lich lam vi¢c dinh ky va 4ot
xuat ctia Uy ban nhan dan phuong,
Cha tich va Pho Chi tich Uy ban
nhan dan phuong.

- Tham muu, giap Uy ban nhan dan
phuong td chic thuc nhiém wvu,

Trinh d6 Cao ding trd 1én nganh mot trong cic
nhém nganh: Van thu, Luu trit, Tai chinh, K&
toan.




quyén han ctia Uy ban nhan dan
phuong trong linh vuc thu quy ngan
sach phuong.

- Thuc hién viéc thanh toan béng
tién mat hang ngay theo quy trinh.

- Kiém dém va quan 1y toan bd quy
tién mat caa UB phuong.

- Thyc hién cac cong viéc khac do
Chu tich UBND phuong phan cong.

Tong cong
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