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QUYET DINH 
Quy djnh chu-c nang, nhiem vu, quyen han 

va CO" can to chirc cua Van phong Uy ban Dan toe 

BQ TRirdNG, C H U NHIEM UY BAN DAN TOG 

Can cu Nghi dinh 123/2016/ND-CP ngay 01 thang 9 nam 2016 cua Chinh 
phu quy dinh chuc nang, nhiem vu, quyen han va ca cau to chuc cua bo, ca quan 
ngang bo; 

Can cu Nghi dinh so 13/2017/ND-CP ngay 10 thing 02 nam 2017 cua 
Chinh phu quy dinh chuc nang, nhiem vu, quyen han va ca cau to chuc cua Uy 
ban Dan toe; 

Xet de nghi cua Vu truong Vu To chuc can bo va Chanh Van phong 
Uy ban Dan toe, 

QUYET DINH: 

Dieu 1. Vi tri, chuc nang 

Van phong Uy ban Dan toe (sau day goi tat la Van phong Uy ban) la to 
chuc thuoc Uy ban Dan toe (sau day goi tat la Uy ban), thuc hien chuc nang 
tham muu tong hop ve chuong trinh, ke hoach cong tic va phuc vu cic hoat 
dong cua Uy ban; giup Bo trudng, Chu nhiem Uy ban Dan toe (sau day goi tat la 
Bo trudng, Chu nhiem) tong hop, theo doi, don doc cic to chuc, don vi thuoc Uy 
ban thuc hien chuang trinh, ke hoach cong tic cua Uy ban da duac phe duyet. 
Giup Bo trudng, Chu nhiem thuc hien quin ly nha nude ve cong tic dan toe va 
theo doi, kiem tra, don doc tinh hinh thuc hien chinh sich dan toe tren dia bin 
cic tinh, thanh pho: Ninh Thuan, Binh Thuan, Dong Nai, Binh Duong, Binh 
Phudc, Tay Ninh, Long An, B i Ria - Vung Tau, thinh phd H6 Chi Minh (09 tinh, 
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thanh phd; sau day goi tat la dia ban). To chuc thuc hien cong tic hanh chinh, 
van thu, luu tru; quin ly ca sd vat chat - ky thuat, tai sin, kinh phi hoat dong, 
bio dim phuang tien, dieu kien lam viec, phuc vu chung cho hoat dong cua 
Uy ban va cong tic quin tri noi bo. 

Van phong Uy ban cd con dau rieng va tai khoan theo quy dinh ciia phip luat. 

Dieu 2. Nhiem vu va quyen ban 

1. Tham muu tong hgp, xay dung, don doc v i theo doi tinh hinh thuc hien 
chuang trinh cong tic cua Uy ban: i 



a) Xay dung, trinh Bo truong, Chu nhiem Uy ban lieh lam viec tuan ciia 
Bo trudng, Chu nhiem va cac Thu trudng, Phd Chu nhiem Uy ban (goi chung la 
Lanh dao Uy ban); 

b) Theo doi, don doc cac Vu, don vi thuoc Uy ban, cac co quan, to chuc lien 
quan thuc hien chuong trinh, ke hoach cong tac, Quy che lam viec cua Uy ban, viec 
chap hanh ky luat, ky cuong hanh chinh; tong hgp ket qua thuc hien va kien nghi 
Lanh dao Uy ban cac nhiem vu, cac giai phap can tap trung chi dao, dieu hanh bao 
dam thuc hien chuong trinh cong tac tuan va Quy che lam viec cua Uy ban; 

c) Chu tri hoac tham gia nghien cuu khoa hoc, xay diing cac de an, du 
thao van ban, cac bao cao do Lanh dao Uy ban giao; 

2. Giup Lanh dao Uy ban dieu hanh va quan ly cac hoat dong cua Uy ban: 
•\ r 9 

a) La dau mdi giup Lanh dao Uy ban quan he vdi cac co quan ciia Dang, 
Qudc hoi, Chinh phu, Chu tich Nude, Uy ban Trung uong Mat tran To qudc 
Viet Nam, cac bo, nganh, dia phuong va cac co quan, to chuc khac theo phan 
cong ciia Bg trudng, Chii nhiem; 

b) Thuc hien nhiem vu Ngudi phat ngdn ciia Uy ban Dan tgc theo quy 
dinh ciia phap luat va ciia Uy ban Dan tgc; tiep nhan va cung cap thdng tin hang 
ngay phuc vu cong tac quan ly, dieu hanh ciia Lanh dao Uy ban; 

c) Tiep nhan hd so, tai lieu trinh Lanh dao Uy ban; kiem tra va cd y kien ve 
hd so tai lieu, van ban trudc khi trinh Lanh dao Uy ban xem xet, giai quyet; 
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d) Thdng bao y kien ket luan, chi dao ciia Lanh dao Uy ban den cac Vu, 
don vi thudc Uy ban, cac td chiic, co quan, ca nhan cd lien quan; theo doi, ddn 
ddc, kiem tra viec thuc hien cac van ban, y kien ket luan, chi dao ciia Lanh dao 
Uy ban; 

d) Td chiic cac cudc hgp, lam viec vdi cac Vu, don vi thudc Uy ban, 
cac td chiic, co quan, ca nhan lien quan; chii tri hoac phdi hgp vdi cac Vu, don 
vi lien quan chuan bi chuong trinh, ndi dung, van ban, tai lieu va cac dieu kien 
de phuc vu lanh dao Uy ban chi dao, didu hanh, tidp dan, lam viec, to chiic cac 
cudc hgp, hdi nghi, hdi thao, di cdng tac; chii tri, phdi hgp vdi cac Vu, don vi 
chuan hi ndi dung, tai lieu phuc vu Bd trudng, Chu nhiem du cac cudc hgp 
thudng ky ciia Chinh phii khi Bd trudng, Chii nhiem yeu cdu; 

e) Tham muu, giiip Lanh dao Uy ban to chiic tham hdi, ddng vien ddng 
bao cac dan tgc thieu sd, don tiep ddng bao dan tgc thidu so ve tham Uy ban Dan 
tgc theo cac Quy che hien hanh. 

3. Quan ly cdng tac van thu, luu tru: 

a) Td chiic thuc hien cdng tac van thu, luu tru va bao mat thdng tin, tai 
lieu trong co quan Uy ban theo quy dinh ciia phap luat va ciia Uy ban; 

b) Hudng dan, kiem tra viec thuc hien cdng tac van thu, luu tru, bao mat 
theo quy dinh ciia phap luat doi vdi cac don vi thudc Uy ban; 

c) Quan ly con ddu ciia Uy ban va Van phong Uy ban theo quy dinh. ^^J^ 

2 



4. Thuc hien cong tac hanh chinh, cai each hanh chinh; thudng true tham muu 
giup Lanh dao Uy ban xay dung va ap dung he thdng quan ly chat lugng theo tieu 
chuan qudc giaTCVN ISO 9001: 2008; td chuc thuc hien cdng tac le tan, hau can 
phuc vu cac cudc hop, hdi nghi, hdi thao va cac hoat ddng khac cua Uy ban. 

5. Quan ly ngudnkinh phi nha nude, cac ngudn kinh phi khac va thuc 
hien cdng tac ke toan - tai chinh theo phan cap cua Uy ban va quy dinh cua 
phap luat. 

6. Thuc hien nhiem vu quan ly, cai tao, sua chua, duy tu, bao dudng co 
sd vat chat, ky thuat, tai san, tru sd lam viec cua Uy ban; bao ve, an ninh, an toan 
try sd C O quan; td chuc thuc hien cdng tac y te, ve sinh mdi trudng; bao dam 
phuang tien, dieu kien lam viec theo su phan cdng cua Lanh dao Uy ban. 

7. Trinh Bd trudng, Chu nhiem: 

a) Cac chu truong, bien phap td chuc thuc hien quan ly nha nude ve ITnh 
vuc cdng tac dan toe, chinh sach dan toe tren dia ban; 

b) De xuat sua ddi, bd sung chinh sach dan toe dang thuc hien cho phu 
hgp vdi tinh hinh thuc te hoac nghien cuu xay dung mot sd chinh sach dac thii, 
nhim giai quydt cac vdn dd cap thiet ddi vdi ddng bao dan tgc thieu sd tren dia ban. 

8. Thuc hien nhiem vu: 

a) Theo ddi va tdng hgp tinh hinh kinh te - xa hdi, an ninh chinh tri, trat tu 
an toan xa hdi, tam tu, nguyen vgng cua ddng bao va nhimg kien nghi, de xuat 
cua cac co quan, td chuc tren dia ban vung ddng bao dan tgc thieu sd, bao cao 
Bd trudng, Chu nliiem xem xet, chi dao giai quyet; 

b) To chuc kidm tra, ddn ddc va de xuat phuong an xu ly cac van de phat 
sinh trong qua trinh thuc hien cdng tac dan tgc, chinh sach dan tgc tai dia ban; 

c) Chu tri, tham muu td chuc Hdi nghi giao ban cdng tac Dan tgc tren dia 
ban phu trach. 

9. Phdi hgp vdi cac co quan chuc nang cua cac bd, nganh va cac tinh 
thanh phd thudc dia ban phu trach: 

a) Phdi hgp nghien cuu, de xuat giai quyet nhung van de cap thiet cd lien 
quan den cdng tac dan tgc tren dia ban; 

b) Phdi hgp vdi cac co quan lam cdng tac dan tgc tren dia ban, hudng dan 
quan ly va td chuc thuc hien cac nhiem vu lien quan den cdng tac dan tgc, chinh 
sach dan tgc. Tham gia hdi nghi, hdi thao va cac doan cdng tac do cac bd, nganh 
chu tri thuc hien tren dia ban theo phan cdng cua Bd trudng, Chii nhiem; 

10. Phdi hgp hudng dan, kiem tra, ddn doc cac dia phuong thudc dia ban 
td chiic Dai hdi dai bieu cac dan tgc thieu sd cap tinh, huyen; tham gia thanh tra; 
td chiic tiep cdng dan theo quy dinh; tiep ddn, tham hdi ngudi cd uy tin trong 
ddng bao dan tgc den Uy ban trao ddi thdng tin, kinh nghiem, dd dat nguyen 
vgng theo quy dinh ciia Uy ban. Td chiic tham hdi, ddng vien tap the, ca nhan, 
hd ddng bao dan tgc thieu sd ngheo, hd chinh sach tren dia ban trong cac dip le, 
tet hoac khi gap thien tai, hoan nan theo su chi dao ciia Lanh dao Uy ban. 



11. Phdi hop vdi cac co quan chuc nang cua bd, nganh, dia phuang 
nghien cuu dd xuit giai quyet nhung van dd cap thidt cd lidn quan ddn ddng bao 
dan tpc thidu sd trdn dia ban phu trach. Phoi hop vdi cac co quan lam cdng tac 
dan toe trdn dia ban phu trach hudng din vide quan ly va td chuc thuc hien cac 
nhiem vu cdng tac dan tpc tai dia phuang. Du cac cudc hop, hdi nghi, hdi thao, 
tham gia cac doan cdng tac do cac bp, nganh va dia phuong chu tri thuc hien 
trdn dia ban phu trach theo phan cdng cua Bd trudng, Chu nhiem. 

12. Tham muu cdng tac quan su dia phuong, xay dung luc lupng tu vd, 
thuc hien nhiem vu Thudng true cdng tac quan su co quan Uy ban theo quy dinh. 

13. Chu tri, phdi hgp vdi cac Vu, don vi thudc Uy ban va Cdng doan co 
quan Uy ban thuc hien cac chd dd, chinh sach va cham lo ddi sdng vat chat, tinh 
than cho can bd, cdng chuc, vidn chuc, ngudi lao ddng thudc Uy ban. 

14. So ket, tdng ket ve cac ITnh vuc cdng tac cua Van phong theo quy dinh 
cua Uy ban. 

15. Quan ly to chuc bd may, bidn chd; thuc hien chd dd, chinh sach, khen 
thudng, ky luat, dao tao, hdi dudng chuydn mdn, nghidp vu ddi vdi cdng chuc, 
vidn chuc, ngudi lao ddng cua Van phong. 

16. Tridn khai ung dung cdng nghd thdng tin trong cac ITnh vuc cdng tac 
cua Van phong. 

17. Tham muu td chuc thuc hien va so kdt, tdng kdt cac Nghi quydt, 
Chi thi cua Dang va Nha nude vd ngudi Hoa va ngudi Cham; cac Nghi quydt, 
Chi thi cua Dang va Nha nude thudc ITnh vuc phu trach va cac nhiem vu khac do 
Bd trudng, Chu nhiem giao. 

Dieu 3. Co cau td chuc 

1. Van phong Uy ban cd Chanh Van phong, cac Phd chanh Van phong va 
cdng chuc, ngudi lao ddng, lam vide theo chd dd thu trudng, td chuc phong, kdt 
hgp vdi chd dd chuydn vidn theo Quy chd lam vide ciia Uy ban va Quy chd lam 
vide ciia Van phong. 

Chanh Van phong do Bd trudng, Chii nhiem bd nhiem va midn nhiem, chiu 
trach nhiem trudc phap luat va trudc Bd trudng, Chii nhiem vd toan bd hoat ddng 
ciia Van phong; Chanh Van phong la chii tai khoan ciia Van phong Uy ban. 

Cac Phd Chanh Van phong do Bd trudng, Chii nhiem bd nhiem va midn 
nhiem theo dd nghi ciia Chanh Van phong; trong dd cd 01 Phd Chanh 
Van phong la Trudng dai dien Van phong tai Thanh phd Hd Chi Minh. Phd Chanh 
Van phong giiip Chanh Van phong phu trach mot sd mat cdng tac ciia 
Van phong va chiu trach nhiem trudc phap luat, trudc Chanh Van phong ve 
nhiem vu dugc phan cdng. 
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Bidn chd ciia Van phong Uy ban do Bd trudng, Chii nhiem quydt dinh. 

2. Cac phong chiic nang: 

a) Phong Hanh chinh - Thu ky; 1^^^^^ 
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b) Phong Quan tri - Bao ve; 

c) Phong Van thu - Luu tru; 

d) Phong Ke toan - Tai vu; 

d) Doi xe; 

e) Van phong dai dien tai thanh ph6 H6 Chi Minh. 

Van phong dai dien tai thanh pho Ho Chi Minh co con diu rieng; 
Lanh dao gom co Truong dai dien Van phong va cac Pho Trudng dai dien 
Van phong. Lanh dao cac phong gom cd Trudng phong va cac Phd Trudng 
phong; Lanh dao Doi xe cd Doi trudng va cac Phd Doi trudng. Lanh dao cac 
don vi thuoc Van phong do Bd triTdng, Chu nhiem bd nhiem va mien nhiem theo 
de nghi cua Chanh Van phong, chiu trach nhiem trudc Chanh Van phong ve td 
chuc thuc hien cac nhiem vu cua phong theo quy dinh va theo phan cdng cua 
Lanh dao Van phong. 

3. Chanh Van phong cd trach nhiem quy dinh chuc nang, nhiem vu cua 
cac phong, don vi true thudc Van phong Uy ban. 

Dieu 4. Hieu luc thi hanh 

Quyet dinh nay cd hieu luc tii ngay ky, thay the Quyet dinh sd 162/QD-
UBDT ngay 03/4/2003 cua Bd trudng, Chu nhiem Uy ban Dan tdc quy dinh 
chuc nang, nhiem vu, quyen han va co cau td chuc cua Van phong Uy ban Dan 
tdc, Quyet dinh so 282/QD-UBDT ngay 17/6/2013 cua Bd trudng, Chu nhiem 
Uy ban Dan tdc quy dinh chuc nang, nhiem vu, quyen han va co cau td chuc ciia 
Van phong Dai dien tai thanh phd Hd Chi Minh va Quyet dinh sd 365/QD-
UBDT ngay 19/7/2013 ve viec giao nhiem vu bd sung cho Van phong Dai dien 
tai thanh phd Hd Chi Minh; bai bd cac quy dinh trudc day trai vdi Quyet 
dinh nay. 

Dieu 5. Trach nhiem thi hanh 

Chanh Van phong Uy ban Dan tdc, Vu trudng V u Td chiic can bd, 
Thii trudng cac Vu, don vi thudc Uy ban Dan tdc chiu trach nhiem thi 
hanh quyet dinh nay./.jvi'^^--"'^ 

Nai nMu<^ 
-NhuDigu 5; 
- Cac Thu truong, Pho Chii nhiem UBDT; 
- Co quan cong tac dan toe cac tinh, 
thanh pho true thuoc Trung uong; 

- VP Ban Can su Dang, Dang uy UBDT; 
- C6ng TTDT UBDT; 
- Luu: VT, TCCB (05b), V P (10b). !?y 

D6 Van Chien 
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