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QUYET DINH 
Ban hanh Quy the tiep cong dan; giai quyet khieu nO, to cao 

cua UBND huyen Hiep  Hoa 

UY BAN NHAN DAN HUYEN HIEP HOA 

Can cit. Ludt td chic chinh quyen clia phu.ong nam 2015; 

Can cit. Ludt Khiiu ngi ngay 11/11/2011; 

Can cit. Ludt Teri cao ngay 11/11/2011; 

Can ci Ludt Tiep cong dan nam 2013; 

Can cu. Lu4t ban hanh van ban quy phgm phap ludt nam 2015; 

Can ci Nghi dinh so 75/2015/ND-03  ngay 03/10/2012 cua Chinh phit Quy 

clinh chi tilt mot so dieu cua Ludt Khdu ngi; Nghi clinh so 76/2015/ND-CP ngay 

03/10/2012 cua Chinh phit Quy clinh chi tilt mot so claw cua Ludt To cao; Nghi 

so 64/20I4/ND-CP ngay 26/6/2014 quy clinh chi tilt thi hanh mot so lieu cu 	-"- - 
Ludt flip cong dan; Thong tu. so 06/2013/TT-TTCP ngay 30/9/2013 cua Thanh 

Chinh 	quy dinh quy trinh giai quy& cao; Thong tu. so  07/2013/!T-TTCP ngay: 2a  

31/9/2013 cua Thanh tra Chinh phit quy dinh quy trinh giai *guy& khdu ngi hanh 
chinh; Thong tu. so  07/2014/77-TTCP ngay 31/10/2014 cua Thanh tra Chinh phet quy 
clinh quy trinh xis 1j) don khdu ngi, don to cao, don kiln nghi, phan anh; 

Can cit. Quy'At clinh so 26/2013/QD-UBND ngay 23/01/2013 cua UBND 

tinh Bac Giang ve vi -Oc ban hanh quy dinh ve phan cap quan 1j) to chic bO' may, 

bien the va can bo cong chic, vien chic Nha nuoic tinh Bac Giang. 

Theo cle nghi clic! Chanh Van phong HDND va UBND huy'n tai Ta 

trinh so 56 /TTr-VP ngay 08/12/2016, 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quye't dinh nay Quy ch6 tip cong dan, giai 
quye't khi6u r*, to cao cua UBND huy10 Hiep Hea. 	 • 



Dieu 2. Quye't dinh nay có hieu luc thi hanh sau 7 ngay, ke ti ngay k$,  va 
thay the Quy6t dinh so 07/2014/QD-UBND ngay 26/6/2014 cua UBND huyn 

ban hanh Quy ch6 tip cong dan, giai quye't Ichi6u nai, to cao cua UBND 
huy@-1Hip HOa. 

Dieu 3. Thu truong cac coy quan: Van phong HDND va UBND huyen, cac 
co.  quan, dun vi có lien quan, UBND cac xd, thi tra'n can cu Quy6t dinh thi 
hanh./. 

Nei nhOn: 
- TT HU, TT HDND huyen (B/c); 
- COng an, BCH Quan sv huyen; 
- TAND, VKSND huyen; 
- Li.ru: VT. 
Ban din  
- UBND tinh Bac Giang; 
- Soy Tix phap tinh Bac Giang; 
- Thanh tra tinh; 
- Van phOng UBND tinh; 
- Ban Ti6p cong dan tinh; 
- Nhu DiL 3; 
- Chu tich, Cac PCT UBND huyen; 
- Van phong HU; 
- MTTQ va cac doan the nhan dan huyen; 
- LDVP, cac chuyen vien. 

TM. iTY BAN NHAN  DAN  
CHU TICH 

2 



UY BAN NHAN DAN CONG HOA XA. HOI CHU NGH1A VIET NAM 
HUYEN HIEP HOA 	 Doc 14p - Tiy do - II4nh phtic  

QUY CHE 
Tiep cong din, giai quyet,  khieu nai to cao 	UBND huyen Hiep Him 

( Ban hanh kern theo Quyet dinh so Og /2016/QD-UBND ngay/Wthing/fIneim 
2016 cita UBND huy 011--IVOP 	) 

Chuang I 
QUY DINH CHUNG 

Dieu 1. Phm vi dieu chinh 
Quy ch6 nay quy dinh vies tiep cong dan, giai quytt khi6u nai, to cao, 

kien nghi, phan anh cua UBND huyn va su. phoi 11.9p giCra cac co quan, to chirc 
trong cong tic tiep cong dan, phan loci 	don, giai quyet khieu nai, to cao, 
kien nghi, phan anh ten dia ban huyn; nham nang cao hieu qua cong tic tiep 
cong dan, giai quyet khieu nai, to cao cua cong dan theo quy dinh cua phaplu4t. 

Quy ch6 nay dugc dp dung d6i vii viec tiep cong dan; giai quyet khi6u 
nai, to cap, kien nghi, phan anhcac to chirc, nhan dugc giao 	a. vu v 
doi vii to chirc, ca nhan den khieu nai, to cao, kien nghi, phan anh tai nai tiep 
cong dan cua UBND huyn. 

Dieu 2. Muc dich ip dung 
Quy ch6 nay xac dinh rO trach nhi@n cua ,t6 	va nhan có thAm 

quyen trong cong tic tiep cong dan, 	quyet khieu nai, to cao, kien nghi, phan 
anh va nham thgc hieu nhang muc dich sau: 

1. Ti6p nh4n cac thong tin, kitn nghi, phan anh gop y nhtrng van de có 
lien quan den chil twang, chinh sach cua Dang, phap lulat cUa Nha nuac, cong 
tic giam sat cila HOi (long nhan dan huye.n, cong the quan l> chi dao, diet' hanh 
cua Uy ban nhan dan huyn vas cac thong tin có lien quan den hoat gong cua cac 
Co quan Nha nuac tren dia ban huy@-i. 

2. Tit') nh4n cac khitu nai, to cao, ki6n nghi, phan anh cua cac ca nhan, to 
chuc de xem xet, giai quyet hoc tra to i theo dung quy dinh cua phap 

3. Huang an cong dan thgc hieu quy&n khiL nai, to cao va nghia vu 
nguai khieu nai, to cao dung quy dinh cua phap 14t. 

Chuang II 
TIEP CONG DAN 

Muc 1 
TIEP CONG DAN DINH KY CUA CHU TICH UBND HUYEN 

Dieu 3. Viec tiep cong dan dinh duvc tochirc nhtr sau 	• 

1. Dia ditm tiep: Tai khu nha lien co quan, khu II, thi trdn Thing (se') din 
thoai: 0240.3863.655). 
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, 	2. Then gian tiep: Vao gio. hanh chinh dm cac ngay 15 va 30 hang thang, 
neu trang ngay nghi, ngay le thi vao ngdy lam vi& tiep theo lien ke. 

3. Chu tri phien tiep cong dan dinh kST: Chu tich hoac Pho Chia tich UBND huyn. 

4. Dai din cac nganh tham dir phien tiep cong dan dinh k-ST dm Chu tich 
UBND huyn Om: 

- Thuong trgc HDND huyn (mei dir); 

- Lanh dao Uy ban Mat titn T6 qu6c huyn (mei dg); 

- Lanh dap Fle)i Ming dan huyn (Men dir theo quy the phi hgp); 

- Ban Tip cong dan huyn, 

- Chuyen vien not chinh Van phong HDND & UBND huy@i; 

- Lanh dao Thanh tra huy'n; 

- Lanh dao Phong Tai nguyen- Moi twang; 

- Lanh dao Cong an hu)*1; 

- Thu truong Ban chi huy quan sg huyn. 

Trong truerng hgp can thiet hoac phat sinh sir vi& di)t xudt khi tiep cong 
dan, Chil tri phien tiep dan yeu cau Thu truo.ng cac co. quan, ban, nganh; Chu 
tich UBND cac la, thi tran có vu vi& lien quan tham dg phien tiep dan dinh kST 
dm UBND huyn de gial thich, lam rO. 

Truemg h9p vi 1T do khach quan, dOt xudt khong tham dir dugc phie 1 t4 
cong dan dinh kST dm UBND huyn thi Thu trtfang cac ca quan, don vi lieu ten 
phai bao cao trgc tiep vozn Chu tich UBND hu)*1. truck 01 ngay va phai cit lanh 
dao khac dir that'. 

Dieu 4. Quy trinh tier) cling dan tai phien tie') cling dan dinh liS,  duvc 
thtfc hien nhtr sau 

, 	1. Cong dan an tru so.  Tip cong dan huyn dugc can be?, cong chirc Ban 
tiep cong dan huyn tiep, huang clan ghi not dung khieu nai, to cao, kien -nghi, 
phan anh dm minh \Tao phial tiep cong dan theo mau do can b0 tiep cong dan 
cung cap; 

2. Tren ca so. not dung trinh bay tai phien tiep cong dan, Ban Tip cong 
dan chu tri, phoi hgp \Tad lanh dao Thanh tra huyn va Thu truang cac ca quan, 
don vi có lien quan dir phien tiep dan ra soat sir vi&,,  qua trinh giai quyet dia. 
cac ca quan chirc nang, dm Chu tich UBND huyn doi voi not dung cong dan 
trinh bay. 

4. Chii tri phien tiep cong dan xem xet nOi,  dung khi6u nai, to cao, ci6n 
nghi, phan anh dia. cong dan trinh bay tai Phien tiep cong dan, hOi 5/ voi cac dai 
Neu cung tiep va quyet dinh vi& tiep cong dan: 

- Trgc tiep nghe cong dan trinh bay not dung khiL nai, to cao, kien nghi, 
phan anh; 
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, - Chi dinh Thutruang cac Co quan, don vi tham gia phien tiep clan co, 
kin giai trinh, lam rod nhttng nicii dung trinh bay dm cong dan ma lien quan den 
linh vuc guar' Vi Nha nu& cua co quan, don vi minh; 

- Huong can tra lei khi6u nai, to cao, kin nghi, phan anh dm cong dan 
theo quy dinh dm Lu4t khieu nai, Lu4t to cao hin hanh; 

- Ke't 1u4n giao nhim vu cho cac co quan, don vi co lien quan tin hanh 
kiem tra, xac minh, giai quyet doi vai sv v* cong dan trinh bay tai phien tiep 
dan dinh kS,  (neu co). 

5. K.& thuc bu6i tiep cong dan dinh 1(5/, Ban Ti6p cong dan huy'0,  tham 
muu cho Chu tich UBND huy'0 ban hanh cac van ban, thong bao kien ket 
lulan dm ngtred chil tri phien tiep dan dinh kST gtri cac co quan, don vi CO lien 
quan de tien hanh kiem tra, xac minh, giai quyet. 

Dieu 5. Trach nhim cua cac co' quan trong viec CO chin ban tiep 
cong dan dinh liST 

1. Ban Ti6p cong dan 
to 

co trach nhim ph6i hop voi cac co quan, 
don vi lien quan tham muu tO chik va chuan bi cac diet' kin can thiet phuc v1.1 
cho phien tiep cong dan dinh kST dm UBND huyn, 

2. Ban Ti6p cong dan huy'0 phan cong 01 can Ix) lam nhim vu ghi chep, 
tong hop, not dung khieu nai, to cao, kien nghi, phan anh cua cong dan tai phien 
tiep cong dan dinh kS,  dm UBND huy@i va chiu trach nhie;m chuan bi cac dieu 
kin can thiet phuc vu cho vi'& tiep cong dan ducyc thu4n loci. Phoi hop v6i Cong 
an huy'0, Cong an thi tran dam bao tr4t tir an toan run tiep cong dan, dp dung 
cac bin phap thuOc tham quyen de xt11)"/ doi vai moi tinh huong xay ra; 

3. Ban Ti6p cong dan huye:n c6 trach nhim phi hop voi thanh tra huy"0 
chuan bi cac dial kin phuc vu cho phien tiep cong dan dinh kST cua UBND 
hu)*i. Thanh tra huy'ri co ,trach nhim cir 01 can b0 phoi hop vai Ban Tiep 
cong dan to chuc Oat phieu tiep cong dan theo mau quy dinh va thu phial 
chuyen cho Ban Tiep cong dan de tong hop; 

4. Cong an huy'0 co trach nhim c* 01 can 130, Chu tich UBND thi tran 
Thang phan congTruang COng an thi tran de thu.c hi"0 nhim vu dam bao tilt 
tv, an toan nai tiep cong dan tai phien tiep dan dinh kST dm UBND huy"0, co 
bin phap xfr 13'T nghiem doi vii nhang doi tuong co tinh vi pham not quy nai 
tiep cong dan va phap 1114 cua Nha nuac. 

Muc 2 

TIEP CONG DAN THUbNG XUYEN TAI TRU SO TIEP CONG DAN HUYEN 

Dieu 6. Vic tiep cong dan thuiing xuyen tai tru so' tier) cong dan 
, huyen chive to chtrc nhtr sau 

1. Dia di6'm tiep: Tai khu nha lien co quan, khu II thi tran Thang. 

2. Thai gian tiep: Vao gia hanh chinh cua cac ngdy lam vi& trong tu'an. 
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3. Ca quan 
den 

giao tiep &Ong dan: Ban Tip cong ,dan hu)*1 c6 trach 
nhi0-1 Cu tir 01 den 02 can No, cong chirc lam nhi0-1 vu tiep cong dan thuemg 
xuyen tai try so. tiep cong dan hu)*1. Nhtrng can b0, cOng chirc dugc giac nhiem 
vu tiep cong dan khi lam nh*n vu tai tru so tiep cong dan phai danm bao mang 
trang phvc chinh te, deo the cong chirc theo quy dinh. 

Dieu 7. Khi tiep cong dan can bi) tiep cong dan c6 trach nhiern va 
quyen h#n sau 

1. Thuchie.n dAy du quy trinh tiep cong dan theo quy dinh dm phap 14t 
ye khieu nai, to cao. 

2. Yeu cAu nguoi den khi6u nai, to cao, ki6n nghi, phan anh neu ro _19 ten, 
dia chi hoc xuat trinh giay to tuy than, gikiiy quyen (neu c6); c6 don hoc 
trinh bay ra rang ncii dung khieu nai, to cao, kien nghi, phan anh; cung cap thOng 
tin, tai lieu can thiet cho viec tiep nh4n, thu 13'T vu 

3. Co thai d(5 dirng mvc, ton trong cong dan, lang nghe, tiep nil:an don 
khieu nai, to cao, kien nghi, phan anh hoc ghi chop day du, chinh xac nicii dung 
ma nguoi den khieu nai, to cao, kien nghi, phan anh trinh bay. 

4. Giai thich, huong clan cho nguoi den khi6u nai, to cao, kien nghi)  phan 
anh chap hanh chu truang, duong loi, chinh sach, phap 10t,,ket 14n, quyet dinh 
giai,quyet da c6 hi@J hrc phap 1u4t cila co.  quan co tham quyen; twang dan nguoi 
khieu nai, to cap, kien nghi, phan anh den dung ca quan hoc nguoi co tham 
quyen giai quyet. 

5. Tip nh4n don, phan loci va xu ly don khiL nai, to cao, ki6n nghi, 
phan anh. Tham muu van ban trinh lanh dao Van phong HDND-UBND huyn 
phu trachlgiao nhim vu; 

6. Yeu c'au nguoi vi,pham,n0i quy nai tiep cong dan chdin dirt hanh,  vi vi 
pham; trong truemg hgp can thiet, 1p Bien ban ye vi& vi pham va yeu cat' ca 
quan chirc nang xu ly theo quy dinh cua phaplu4t. 

7. Dugc quy&I -Ur chi tiep ding dan trong cac trueng hgp sau day: 

- Nguoi trong tinh tang say do dung chdt kich thich, nguoi mac Nnh tam 
than hoc mot benh khac lam mat kha Wang nh4n thirc hoc kha nang dieu khien 
hanh vi cua minh; 

- Nguoi c6 hanh vi de d9a, xiac pham co quan, to chirc, dan vi, nguoi tiep 
cOng dan, nguoi thi hanh cong vu hoc co hanh vi khac vi pham not quy nai tiep 
cOng dan; 

- Ngued khi6u nai, to cao ve vu vi& da giai quyk dung chinh sach, phap 
lust dugc ca quan nha nuac co tham quyen kiem tra, ra soat thong bao bang van 
ban va da dugc tiep, giai thich, huong dan van co tinh khieu nai, to cao keo dai; 

- Nhang truemg h9p khac theo quy dinh cua phap 14t. 
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Dieu 8.Viec xir 157 khieu nai khi tier, &Ong dan dirge thtrc hien nhtr sau 

, 	1. Truiing hop ding dan trut tiep trinh bay khi6u nai ,ma. khi6u nai do thu(ic 
tham quyen giai quyet dm Chu tich UBND huy'ri, can 130 tiep cong dan huong dan 
cong dan vik thanh don ho4c llap thanh van ban ghi tai nOi dung ding dan trinh bay 
va yeu cau nguiyi khi6u nai 17 ten hoc diem chi vao van ban do. Vao so theo dal, 
phoi hop voi chuyen via tied chinh de tham muu, xii.  13'7 theo quy dinh dm phap 1u4t. 

N6u vu vil& khi6u nai khong thu0c,thm quy&'n giai quy6t cila Chit tich UBND 
hu3*, thi fluxing dan cong dan khieu nai den co quan có tham quyen de giai quyet. 

2. Truong h9p cong dan den giri dm khi6u nai, can b0 tiep cong dan nh4n 
don va xir 1p theo quy dinh tai Khoan 1 dieu nay. 

Dieu 9. Viec xir 157 to cao, kien nghi, phan anh khi tiep cong din &nye 
thirc hien nhu. sau 

1. Tnxeng hop cong dan true tiep an trinh bay to cao, ki6n nghi, phan 
anh, can b0 tiep cong dan ghi elle') n()i dung to cap, kien nghi, phan anh vao so 
tiep cong dan; doi voi don to cao, de nghi ngt.thi to cao 14 ten hoc diem chi vao 
van ban ghi niOi dung to cao; doi vai don to cao, de nghi, phan anh xem xet can 
thiet holde cong dan yeu cau thi de nghi ho 1c3',  ten. Neu to cao, kien nghi, phan 
anh thu(ic tham quyen giai quyet dm Chi' tich UBND hu)*1 thi phoi h9p voi 
chuyen vier' nOi chinh de tham mixu, xu 17 theo quy dinh dm phap 14t. Phai gill 
bi mat ho ten,dia chi, but tich dm ngueri to cao theo quy dinh cila phap lulat; ap 
dung ho4c kien nghi co quan, to chirc, don vi ngtroi có tham quyen apdung 
nhang bin phap can thiet theo quy dinh dm phap lulk de bao v" ngueri to cao, 
nguoi than thich cua nguoi to cao khi co yeu cau. 

1\16u to cao, kien nghi, phan anh khong thuOc thAm qu)4n giai quyet dm 
Chu tich UBND huy'0 thihuong dan cong dan den ca quan, to chirc, cac nhan 
co tham quyen de giai quyet. 

, 2. Truang h9p cong dan an ph don to cao, ki6n nghi, phan anh can b0 
tiep cong dan nh4n don va xil.  13'7 theo quy dinh tai khoan 1 dieu nay. 

Muc 3 
TIEP CONG DAN TAI CAC CO QUAN, DON VI; UBND XA, THI TRAN 
Dieu 10. Chit tich UBND cac xa, thi trail; Thu trtromg cac co' quan, ban, 

nganh cita huy0 có trach nhiem to chIrc tiep ding dan theo quy dinh sau 
1. Chu tich UBND xa", thi trAn truc ti6pti6p cong dan dinh l(ST tai tru so. 

UBND xa, thi tan it nhat 01 ngay trong mot tuan; Thu truong cac co quan thu& 
UBND huyn truc tiep tiep cong dan it nhat 01 ngdy trong mot thang, lich tiep 
cong dan phai dugc thong bao cong khai, Ong Ili cho nhan dan biet va tiep cong 
dan OA xuat khi co vu vi'c gay gat, phirc tap, có nhieungueri tham gia va nhising 
vu vi& co the gay ra h4u qua nghiem tong hoc có the dan den hily hoai tai san 
cila Nha,ntrac, dmoc, 	tap the, xam hai den tinh mang, tai san caa nhan dan, anh 
htremg den an ninh, chinh tri, tr4t W., an toan xa h(?I. 
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2. Cong an huyn, Ban chi huy Quan sv huyn va cac ca quan chu)*1 
mon thui)c UBND huyn c6 trach nh*n 136 tri can b0, cong chic tiep cong dan 
thu&ng xuyen tai tru so. ca quan, dan vi minh de tao thu;an 19.i cho cong dan thirc 
h*-1 quyen khieu nai, to cao, kien nghi, phan anh doi \Teri linh visc thucic chirc 
nang nhi@ii IT dm minh. 

3. Uy ban Kat tr4n T6 queic huyn, cac toh  chirc,thanh vien dm MTTQ va 
cac ca quan ban nganh khac thy theo tinh hinh thgc to de to chirc tiep cong dan 
theo quy dinh ctia Lu4t khieu nai, Lu4t to cao va Nghi dinh twang dan thi hanh 
Lu4t khieu nai, Lu4t to cao; bo tri can b'c'y c6 nang ltrc, hieu biet phap 10t lam ,  
cong tac tiep cong dan theo quy dinh. 

Myc 4 
QUYEN VA NGHIA VU CiJA CONG DAN KHI DEN TRU Sd TIEP CONG DAN 

Dieu 11. Khi den try set tiep cong dan, cong dan có cac quyen sau: 
1. Thvc hin quy'en khi6u nai, t6 cao, ki6n nghi, phan anh theo quy dinh 

dm Lu4t KhiL nai, Lu4t To cao hin hanh; 

2. Dtro.c htrang dan, giai thich, tra leyi va nhang not dung minh trinh bay; 

3. Do'i voi ngtren to cao duvc gift bi mat h9 ten, dia chi, but tich, 1/5.i ghi 
am, hinh anh ctia ngtren to cao. 

4. Twang h9p nhiL ngtreyi khi6u nai, to cao v' cung mot not dung thi 
phai dr ngtroi dai din de trinh bay not dung khi6u nai, to cao. Nguoi dal din 
phai la ngtreYi khieu nai, to cao va v* cir dai dien ducyc thvc hin nhu.  sau: 

- Triremg hop c6 dr 05 d6n 10 ngtrei khieu nai, to cao thi cir 1 hoc 2 
ngtreyi dai din; 

- Truing h9p c6 tir 10 ngtreyi khiL nai, to cao tra nen thi dr them ngtreYi 
dal din, nhung khong qua 5 ngtreyi. 

Dieu 12. Khi den try sir tiep cong dan, cong dan do cac nghia vu sau 
1. Xudt trinh gidy to toy than, tuan thil not quy nai tiep cong dan va thvc 

hin theo sv huang dan dm can b0 tiep cong dan. 

2. Trinh bay trung thvc six v*, cung cap tai lieu lien quan d6n not dung 
khieu nai, to cao, kien nghi, phan anh cila minh va.k3'i ten hoc di6m chi vao bien 
ban xac nh4n not dung da trinh bay; 

3. Thi,rc hin dung quyn va nghia vu cUa ngu&i khi6u nai, to cao, kien 
nghi, phan anh theo quy dinh cila phaplu4t. 

4. Gift gin v' sinh nai tiep cong dan. Khong duvc mang theo vu khi, chit 
no, chat dg chay d6n nai tiep cong dan. Khong uong rugu, bia khi d6n lien he, 
lam vi'c tai nai tiep cong dan. 

5. Khong dugc 19i dung quy'en khi6u nai, to cao d6 gay ro'i tra;t to nai tiep cong 
darr, vu cao; xtic pham co. quan Nha ntrac, ngtxeyi thi hanh cong vu va phai chin trach 
nhini trtrac phaplu4t ve nhung not dung khi6u nai, to cao, kien nghi, phan anh cua minh. 
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Chtrung III 
'dr Lt GIAI QUYET KHIEU MI, TO CAO 

Dieu 13. Cac co' quan, don vi, to chile khi nh4n dtrqc don khieu nai, 
to cao elm cling dan co trach nhi0 xirlSinhtr sau 

1. D6i voi don khiL nai thuOc thAm quyLl thi trong 10,  ngay Ic'e' tir ngay 
nh6n dugc don khieu nai, nguei c6 tham quyen giai quyet khieu nai phai thu 13'T 
giai quyet; thong bao bang van ban cho nguai khieu nai va Thanh tra huyribiet. 
1\16u don khieu nai khong thuOc tham quyen giai cluyet thi twang dan ngu6i c6 
don den dung co quan chirc nang c6 tham quyen de xem xet giai quyet theo quy 
dinh cua phap 1u4t. 

2. Do'i voi don to cao neu thuOc thAm qu34n giai quy6t dm minh thi trong 
thoi han 10 ngay, ke tir ngay nh4n dugc don to cao, phai kiem tra, xac minh, h9 
ten, dia chi dm nguoi to cao va quyet dinh vii& thu 13",  hoc khong thu VT giai 
quyet to cao, &rig thai thong bao cho nefyi to cao biet VT do khong thu VT (neu 
c6 yeu cau). Neu to cao khorT thuOc tham quyen giai quyet dm minh thi trong 
tiled hp 05 ngay lam vi&, ke tir ngay nh4'n dugc don to cao, nguai tiep nhlan 
phai chuyen don to cao cho co quan, to chCrc, ca nhan c6 tham quyen giai quyet 
va thong bao cho nguai to cao biet (neu 119 yeu cau). Neu don to cao thuOc 
quyen giai quyet dm Chu tich UBND huy#1 thi chuyen ve Ban Tiep cong dan 
huyn, Van phong HDND-UBND huy'ri de theo deii, xir VT theo quy dinh. 

, 	3. Don t6' cao co not dung thuOc trach nhim dm to chirc Dang va lien quan 
den gang vien thuOc cap nao quan VT thi chuyen cho cap ily do xem xet, giai quyet. 

4.,Ban Ti4, cong dan hu)*1 - Van,  phong HDND&UBNID,khi nh4n dugc 
don khieu nai, to cao thi can bsz) Ban Tiep cong dan phai vao s8 theo dai don. 
Neu don to cao thuick quyen giai quyet cua Chit tich UBND hu)*1 thi can be• 
tiep dan phoi h9p voi chuyen vien not chinh tham muu Chu tich UBND hu)*1 
giao,  cho,  co quan chuyen mon xac minh, ket 1u4n va de xuat bin phap giai 
quyet. Neu don to cap khong thuOc tham quyen giai Ruyet cua Chu tich UBND 
huyrithi chuy6n den co quan hoc nguai c6 tham quyen xem xet, giai quyet. 

Dieu 14. Trach nhiem cua Thanh tra huyen diii voi cong tic giai 
A 	A 	• to ,  quyet khieu n#1,  cao 

1. Thanh tra v* chAp hanh phap 14t v'e khiL nai, to cao dm Thu truong 
co quan chuyen mon thuOc UBND huyn,,Chil tich UBND cac xd, thi tran; xem 
xet, giai quyet khieu nai, to cao th0c tham quyen va kiem tra, xac minh, ket 
luan, kien nghi giai quyet nhirng vu vi& dugc Chu tich UBND hu3*. giao. 

2. GiUp Chit tich UBND hu30 theo dOi, ki6m tra, don d6c, huong dan 
Thu,truong co quan, don vi, Chu tich UBND cac xa, thi tran trong vi& giai 
quyet khieu nai, to cao, thi hanh quyet dint' giai quyet khieu nai, xir VT to cao c6 
hi'll luc phap 10t. 

3. Tham muu tong hop tinh hinh, ket qua cong tac giai quye't khi6u nai, to 
cao, ki6n nghi, phan anh bao cao dinh kST va dot xuat voi Chu tich UBND huyin, 
co quan nha furore c6 tham quyen. 
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4. Chiu trach nhie.rn truck Chu tich,UBND,huyn trong cong tac quan 1T 
nha nuot ye tiep cong dan, giai quyet khieu nai, to cao, kien nghi, phan sinh cua 
cong dan teen dia ban huyen. 

Dieu 15. Trach nhie:m cua co' quan chuyen mon 	cac vy viec 
thuiic than], quyen giai quyet cua Chii tich UBND huyen khi duvc Chii tich 
UBND huyen giao xem xet, giai quyet 

1. Thu truong cac co quan dugc giao xac minh, de xudt viec giai quyk 
don khieu nai, to cao thuOc tham quyen cua Chu tich UBND huyen, c 5 trach 
nhiem tien hanh xac minh, lam ro va ket 1u4n, bao cao Chu tich UBND huyn, 
dam bao thoi gian theo quy dinh cua Lu4t Khieu nai, Lu4t TO cao. 

2. Khi )(de minh phai thgc hie -1 dungy quy trinh giai quye't khi6u nai, to cao, 
ket thlic vu viec phai thiet 14p va quan 13'T ho so theo quy dinh cua phap 1uat. Truac 
khi bao cao Chu tich UBND huyn, phai to chic doi thoai voi cong dan (trong 
trtrong hop gicii quyet don khieu ngi). Trong tnreng hop có lien quan den quyen 
lgi cua nong dan thi mot dai din Hoi NOng dan cung cap tham du. Trong trueng 
hop khong the thong nhat dugc nhang not dung ket Juan giaiquyet thi bi ban 
phai ghi 16 nhang can 	chirng cir 	cac ben kern theo ho so trinh Chu tich 
UBND huyen xem xet, hoc bao cao de Chu tich UBND huyen me).  rong hoi nghi 

A 	 • 	 • tir van giup cho viec xem xet ket luau dugc chuan xac, dung phap luat. 

3. D6i voi quye't dinh giai quy6t khiL nai lan dau va quye't dinh xu ly to 
cao cua Chit tich UBND cac xa, thi tan ma cong dan khong nhat,tri con del) tvc 
khieu nai, cao den Chu' tich UBND huyn, khi 	nghi doi thoai, to van 
thi Ban Tiep cong dan huyn, Van phOng HDND-UBND huyen, Thanh tra 
huyn, Thu tnrorng co quan chuyen mon dugc giao thu 13"/ va Chu tich UBND cac 
xa da giai quyet vu viec phai tham du. 

4. Nhang vu viec dugc co quan chuyen mon xac minh, de xudt bien phap 
giai quyet, Ban Tiep cong dan - Van phong HDND&UBND huyen c6 trach 
nhirn tham dinh trinh Chu tich, Pho Chu tich UBND huy'n phv trach xem xet, 
quyet dinh. Doi vai nhang vu viec chua,  di, Ban Tiep cong dan huyen-Van
phong HDND&UBND huy'n dugc yeu cau Thu truo.ng co quan chuyen mon 
thuOc UBND huyn, Chu tich UBND cac xa, thi tran cung cap 116 so, tai lieu có 
lien quan de lam 1'6 tru.6.c khi trinh Chu tich UBND hu)en quyet dinh. 

Dieu 16. Trach nhiem cua Chit tich UBND cac xa, thi tran; Thii 
trtreeng cac co.  quan chuyen mon dOi voti cac vy viec thuiic tham quyen giai 
quyet cua dan vi minh 

1. Chil tich UBND cac xa, thi tran; Thu truerng cac co quan chuyen mon 
thuOc UBND huy"ri khi nh4n dugc don khieu nai, to ca.() thuOc tham quyen, phai 
tap trung chi dao xem xet, giai quyet dirt diem vu viec theo quy dinh. Nhartg vu 
viec khieu nai, to cao c6 n(ii dung phirc tap, khi giai quyet can tranh thu 3'1 kien 
cua co quan chirc nang va co quan cap tren có lien quan de,tham gia &mg gop 57  

kien nham nang cao hien qua giai quyet, flan the don khieu nai, to cao tiep va 
khieu nai, to cao yugt cap. 
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2. Vi* giai quye't phai kip tiled, tr* a va dUng phap 1u4t. Nth-mg truong 
hop giai quye't chua tr* de, chua het not dung ma có khi6u nai thi Chu tich 
UBND cac xa, thi tran; Thil twang co quan chuyen mon thuc UBND huyn da 
giai quy& phai to chirc, xem xet, giai guy& lai. Chi' tich UBND huyn khi xem 
xet, giai quyet ma phai cai sua not dung hoc fray 1)6' quy6t dinh dm ChU tich 
UBND xa, thi tran, Thu truong cac co quan chuyen mon da giai quyet tilt& do 
thi Chil tich UBND xa, thi tran, Thil truang co quan chuyen mon do phai chill 
trach nhi'm truck Chil tich UBND huy'41. 

3. Chil tich UBND cac xa, thi tran, Thu truong cac co quan chuyen mon 
thuc UBND huyn thuc hiC0 nghiern,tiac the' Q thong tin, bao cao ve tinh hinh 
tip cong 	giai quy6t khieu nai, to cao dinh kST hang thang, quy, nam, hoc 
dOt xuAt -NT&' UBND huyn, Thanh tra huyn. 

, 4. Thu throng cac co quan thuc UBND huy#0, Chi' tich UBND cac xa, 
thi tran trong qua trinh giai quyet khieu nai, to cao dm cong dan n6u vi pham 
phap 14t ve khieu nai, to cao thi phai chiu trach nhim truov Chu tich UBND 
huyn va tily theo tinh chat muc Q dm vu vi& bi xix 1T ki 14t theo quy dinh 
dm phap 1*. 

Dieu 17. Nhang Quye't dinh giai quy6t khi6u nai, quy6t dinh VI.  1)'7 to cao 
dm Chil tich UBND tinh, Chil tich UBND huy'0, ChU tich UBND xa, thi tran da 
co hilti luc phap 1u4t thi Chit tich UBND xa, thi tran, Thu tru&ng cac co quan CO 
trach nhi01 to chic, chi dao thuc hin nghiem bac va bao cao ket qua bang van 
ban v'e Chu tich UBND huy@i. va Thanh tra huyn theo quy dinh. 

Trong truong hop vi 1)'T do khach quan ma khong to chirc thuc h*1 duov, 
phai kip thoi bao Chil tich UBND huyn bang van ban, neu r6 1)',  do va huong 
giai quyet d6 xin y  kin chi ciao trong thOi han thi hanh quy6t dinh, Ban Tip 
cong dan huyn phi hop voi Thanh tra huyn nghien ciru, trinh Chil tich UBND 
huyn d6 cho y  kin chi dao. 

Dieu 18. Thil truong cac co quan chuyen mon thuc UBND huyn, Chil 
tich UBND cac Id, thi tran có trach nhi01 tuyen truyen phap 14t v'e khi6u,nai, 
to cao va. cac van ban quy pham,phap 1u4t co lien quan de nhan dan hieu biet va. 
chap hanh, Op phan thuc hie;n tot cong tac giai,quyet khieu nai, to cao. Co quan 
thong tin, bao chi dua thong tin ve khi6u nai, to cao va k& qua giai quyet khieu 
nai, to cao phai tuan thil theo quy dinh dia. Lu4t bao chi va chiu trach nhi*n 
thong tin da dua. Doi voi nhang vu v* chua r6 ho4c gang trong qua trinh thu 
1, khi dua tin, co quan thOng tin co trach nhie.m trao dOi, thOng nhat voi co quan 
duov giao thu b'T, giai quy6t vu v* do. 
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Chucrng IV 

MOI QUAN HE GI-0i BAN TIEP CONG DAN V431 CAC CO' QUAN CO 
LIEN QUAN TRONG CONG TAC TIEP CONG DAN, GIAI QUYET DON 

KHIEU NAI, TO CAO, KIEN NGHI, PHAN ANH 

Dieu 19. Ban Tiep cong dan có nhiem vu, quyen h4n sau 
1. Tochirc vi& tie') cong dan den khieu nai, to cao, kien nghi, phan anh 

tai Tru seY tiep cong dan huyn: 

- Bo tri ngued tiep cong dan, xir ly khiL nai, to cao, ki6n nghi, phan anh 
thu(ic pham vi trach nhiem dm Ban Tiep cong dan huye;n; 

- Di&T hoa, phi hop hoat dOng tiep cong dan giira nguoi dm Ban Ti6p 
cong dan huyn vai dai din cua ca quan, to chirc tham gia tiep cong dan thuemg 
xuyen tai Tru se( tiep cong dan huyn; 

- Chu tri, pheii hop vai co quan, t6 chirc tham gia tiep cong dan thuong 
xuyen tai Tru tiep cong dan huyn hoc voi co quan, to chuc, don vi co lien 
quan tham muu giup Chu tich Uy ban nhan dan huyn tiep cong dan dinh kS,  
ho4c dOt xuat, ngtrai dung dau co quan, to chdc tiep cong dan tai Tru soy tiep 
cong dan huyn hoc lanh dap Huy'n uy, Hoi d6ng nhan dan va Uy ban nhan 
dan huyn tiep cong dan. 

2. Giai thich, huong dan cong dan thuc hie;n viec khi6u nai, to cao, ki6n 
nghi, phan anh dung trinh tu, thu tuc, dung co quan, to chdc, don Ai, ca nhan có 
tham quyen giai quyet; chap hanh quyet dinh giai quyet khieu nai, guy& odnh xir 
11 to cao da dugc ca quan, to chirc, don vi, ca nhan có tham quyen giai quyet 
dung chinh sach phap 1u4t. 

3. Phan loci, xu.  VT don khi6u nai, to cao, ki6n nghi, phan anh 

- Phan loci, xir ly don khi6u nai, to cao, ki6n nghi, phan anh cook tiep 
nh4n true tiep tai Tru so. tiep cong dan huyn ho:dc qua duong btru 	holac do 
cac co quan, to chdc, ngueei có tham quyen chuyen den Uy ban nhan dan fiu)*, 
Ban Tie') ding ,dan huyn, ca quan, chile tham gia tiep cong dan tai 	so. 
tiep cong dan cap huyn; 

- Huang dan, chuy6n don khi6u nai, to cao, ki6n nghi, phan anh 	tiep 
nhan nhung Ichong thu(ic pharn vi, trach 	xtr cila Ban Tiep con?, dan 
huyn va dm co quan, to claire tham gia tiep cong dan thuang xuyen tai Tru soy 
tiep cong dan huyn. 

4. Theo doi, dOn d6c vi& giai quy& khi6u nai, t6 cao, ki6n nghi, phan anh: 

- Theo doi, don d6c vi& giai quy6t dm co quan, to chirc, don vi, ca nhan 
có tham quyen doi vai nhang don, vu vilec khieu nai, to cao, kien nghi, phal anh 
do Ban Ti6p cong dan huyn chuyen den; 
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- Chii tri, phi hop viii dai din co quan, to chic tham gia tiep cong dan 
thuong xuyen tai Try s& va co quan thanh tra nha nuac ding cap kiem tra vi'c 
tiep than, giai quyet dia co quan, to chirc, don vi, ca nhan co tham quyen doi 
viii don, vy,v* khieu nai, to cao, kien nghi, phan anh,  ma Ban Tiep ding dan 
huy@.1 chuyen den khi duov Chu tich Uy ban nhan dan cap huy'ri giao. 

5. T6rig hop tinh hinh, ket qua cong tac tiep ding dan th4c pham vi trach 
nh*n dm Ban tiep cong dan huye;n; dm co quan, to chirc tham gia tiep cong dan 
thuemg xuyen tai Try so• tiep cong dan huy'n, bao cao dinh kST va dOt xuat voi Uy 
ban nhan dan huyn, co quan, -CO chIrc tham gia tiep ding dan thuomg xuyen tai 
Try set tiep cong dan huy'n, thanh tra huy@.1, co quan, to chirc co tham quyen. 

6. To chic tiep, xii VT truemg hop nhi&I ngued khi6u nai, t6 cao, kien nghi, 
phan anh ve ding mot not dung: 

- Chil tri t(') chirc tiep hoc phi hop voi co quan, t6' chic tham gia tiep 
cong dan thuemg xuyen tai Try se tiep cong dan huyin hoc co quan, to chirc, 
don vi co lien quan to chuc tiep, xir 17 truing hop nhieu nguoi khieu nai, to cao 
kien nghi, phan anh ye ding mot not dung; 

- Ph& hop viii co quan cong an dia phuang bao dam an ninh, tilt to va an 
toan cho ngued tiep cong dan tai Try sir tiep cong dan, x* VT nguoi có hanh vi vi 
pham phap lulat tai Try s& tiep cong dan huy@-1, 

- Phi hop vol co quan cong an, Uy ban nhan dan nal phat sinh vu v* 
khieu nai, to cao, kien nghi, phan anh van ding, thuyet phyc hoc co bin phap 

itl de cong dan trot ye dia phuang xem xet, giai quyet.  

7. Phi hop viii Thanh tra huyri tham muu giup Chil tich Uy ban than 
dan hu)*1 trong v*: 

- Thanh tra, kiehrn tra vi'& thuc hi*i quy dinh phap lu'Ot NT' tiep cong dan, 
x* Vi don cil a cac co quan chuyen mon th0c Uy ban than dan hu)*1 va Uy ban 
nhan dan cac xa, thi tan; 

, 	- Tuyen truy&i, phibi6n, quail nil& phap 1u4t N4' tiep cong dan, x* VT dun 
doi vOi than dan, cong chic, vien chirc co quan chuyen mon thuOc Uy ban than 
dan huyri, Uy ban than dan cac xa, thi tran; 

- Huong dan nghi4 vu d6i viii ding chitc, vien chirc lam nhim vu tiep 
cong dan dia co quan chuyen mon thuc)c Uy ban than dan huy*i va Uy ban 
than dan cac xa, thi tran. 

Dieu 20. Cac co' quan, ban, nganh; UBND cac x5, thi tran, cac to 
chtic, 6 nhan lien quan do trach nhiem sau 

1. Thuc hien van ban chuyen don, van ban yeu cau cung cap thong tin, tai 
lieu bao bao giai quyet vu v* do Chi' tich UBND hu)*1 chuyen den theo quy 
dinh dia. phap 14t. 



2. Ph'6i hop vai Ban Tip cong dan huyn xir 13'T cac van cle phat sinh khi 
cong dan den khieu nai, to cao, kien nghi, phan anh tai tru tiep cong clan cua 
UBND huyn ma có lien quan den nganh, don vi, clia phucmg minh theo de nghi 
dm can b(?' tiep cong dan. 

3. Chap hanh nghiern tnc cac y  kin ket lulan, chi ciao dm Chu tich UBND 
huyen tai phien tiep cong dan dinh kST, bao cao ket qua thgc hien dung 	han 
quy dinh. 

ChuJung V 

KHEN THU'ONG VA xicr LY VI PRAM 

Dieu 21. Cac cap, cac nganh dinh kST hang nam so.  k&, danh gia viec thirc 
hie.n Quy che nay; kip thed bieu duang, khen thuang nhfing ca nhan, tap the có 
thanh tich trong cong tac tiep cong dan, giai quyet khieu nai, to cao cua cong 
dan; khen thuang nguoi có thanh tich trong vi& to cao theo Chuang 4 Nghi 
dinh a') 76/2012/ND-CP ngay 03/10/2012 cua Chinh phu theo quy dinh chi fi let 
mot so dieu cua Lulat to cao. 

Di&i 22. Cac to chirc, cac nhan vi pham Quy ch6 hoc có hanh vi vi pham 
phap lulat trong vi& khieu nai, to cao, vi& giai quyet khieu nai, to cao thl bi xir 
ly theo quy dinh tai DiL 67, DiL 68 Lust khi6u nai va Di'eu 46, Di'eu 47 va 
Dieu 48 Lu4t to cao. 

Chtreeng VI 
TO CHtt THVC HIEN 

Dieu 23. Chil tich UBND cac xa, thi trAn; Thu truong ca quan thut)c 
UBND huyn can ci.r vao Quy the nay va tham quyen theo quy dinh cua phap 
lulat, ban hanh quy dinh va to eh& thgc hien cho phu hop \Jai tinh hinh thirc to 
tai dia phuo'ng va dan vi. 

Dieu 24. De nghi LJy ban MTTQ, cac doan the nhan dan tir huyn cle'n ca 
so tang cuong sir giam sat va phoi hop voi cac cap chinh quyen, co.  quan Nha 
nu& trong viec thirc hien Quy the nay. 

Dieu 25. Giao cho Thanh tra huyn huang clan va ki6m tra vi& to chic thirc 
hien Quy ch6 nay, hang dam tong hop tinh hinh thirc hien bao cao UBND huy0. 

Trong qua trinh thgc hien có vuang mac, cac to chic hoc ca nhan kip 
thed phan anh bang van ban ye Thanh tra huyen de tong hop bao cao UBND 
huyn clieu chinh, bo sung cho pith hopl.k 

tv-4, 
ik HAN DAN 

H 
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TRIIONG PHONG 

n Dinh Hwang 

UBND HUYt'N H103  HOA. 
PHONG NQI VV 

CONG HOA XA. HOI CHU NGHIA VIET 
Hoc 14p — Ttr do — 11# nh phtic 

   

      

S6: Z1  /TTr-NV 	 Hip Hob, ngay thang/inam 2016 

Td TRINH 
V/v de nghi ban hanh Quyet dinh Quy dinh chtk 'tang, nhiem vu, quyen 	co' 

A 	X 	• 	 A • cau to chtrc va mot quan h? cong tac cua Van pilling HDND va UBND huy?n 

Kinh giri: UBND huynHi0 Floa 

Thuv hien Quy& dinh so 16/QD-UBND ngay 13/01/2016 cua UBND 

huye'n Hip flea -‘/" vi'& ban hanh chuang trinh xay dung van ban quy pham 

phap luat cua UBND huye:n nam 2016; Chuang trinh cong tac thang 12/2016 

&la UBND huy0. 

Tren ca sa de nghi dm Van phong HDND va UBND huy"e'n, sau khi nghien 

ciru, xem xet Phong NOi vu der trinh UBND huylen Du thao Quy6t dinh Quy dinh 

chirc nang, ril-Orn vu, quy&'n han, ca c&T to chIrc va m6i quan he cong tac cila Van 

phong HDND va UBND huyn va da &rot thong qua. 

Very Phong NOi vu de nghi UBND hu)en xem xet, quy6t dinh ban hanh./. 

(Kern theo ho sa de nghi cila Van phong HDND- UBND, thanh phap gam: 
1. Ta trinh c1d nghi ban hanh van ban; 
2. DI! thao Quyet dinh Quy dinh chtic nang, nhrOm vu, quyen han va ca 

cau to chti.c ctia clan vi; 
3. Bao cao tong hop y kien clung g6p cua cac ca quan, clan 
4. Bao cao therm dinh cua Phong Tu phap; 
5. Cac can ca. xay dung Du thao.) 

Nai ni)n: 
- Chu tich, cac PCT UBND 
- LD, CV VP HDND-UBND hu)*; 
- Phong Tu phap, Noi vii, 
- Luu: VT. 
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