
UYBANNHA.NDA.N
XACAMHIEU

CQNG HOA XA HQI CHU NGHiA VI~T NAM
DQc l~p - TV' do - H~nh phuc

S6: Z62../QB-UBND earn Hiiu, ngay 24 thong 8 ndm 2021

QUYETDINH
v~vi~c ban hanh Quy ch~ ti~p cong dan xa Carn Hi~u

UY BAN NHAN DAN xA CAM HIEU

Can cir Luat T6 chirc chinh quyen dia phuong ngay 19/6/20] 5;
Can cir Luat Ban hanh van ban quy pham phap luat ngay 22/6/2015;
Can cir Luat Ti~p cong dan ngay 25/11/2013;
Can cir Nghi dinh 64/2014INB - CP ngay 26/6/2014 cua Chinh phu quy

dinh chi ti~t thi hanh mot s6 diSu cua Luat Ti~p cong dan;

Theo dS nghi cua cong clnrc Tu phap- HQ tich UBND xa,

QUYET DINH:

Di~u 1. Ban hanh kern theo Quyet dinh nay Quy ch~ ti~p cong dan tai
UBND xii Carn Hi~u.

Di~u 2. Quyet dinh nay co hieu luc sau 07( bay) ngay k~ nr ngay ky. Thay
th~ quyet dinh s6: 18/QB -UBND ngay 20 thang 3 nam 20] 7 cua UBND xii
Carn Hi~u.

Van phong Uy ban nhan dan, Can bQ tiep cong dan xii, Tu phap- HQ tich,
Thanh tra nhan dan va cac ban nganh co lien quan chiu trach nhiem thi hanh
Quyet dinh nay.z,

Nui nh{m:
- UBND huyen;
- Phong Tir phap huyen;
- Ban TiSp cong dan xa;
- IT Dang uy xa;
- UBMTTQVN va cac doan th6 xli;
- Nhu f)i~u 3;
- LUll: VP, TP.
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UY BAN NHAN DAN
XACAMHIEU

CONG HOA xA HOI CHU NGHiA VIET NAM. . .
D<)c l~p- T\l' do- H~nh phuc

QUYCHE
Ti~p cong dftn cua -oy ban nhan dan X3 Carn Hi~u

(Ban hanh kern theo Quyit dinh s6 36212021 IQD-UBND ngay 24 thong 8
ndm 2021 cua Uy ban nhdn ddn xd earn Hiiu)

Churrng I
QUY DINH CHUNG

Di~u 1. Ph~rn vi di~u chinh
Quy chS nay quy dinh v@viec tiep cong dan, tiSp nhan, xu 1y don thtr khiSu

nai, t6 cao cua co quan hanh chinh nha nuoc, cua nguoi co th~m quyen trong co
quan hanh chinh nha mroc tren dia ban xii.

Di~u 2. DBi tU'(}'ngdi~u chinh
1. Cac ban nganh, bQ phan, don vi thuoc Uy ban nhan dan xa; Can bo,

Cong chirc duoc giao nhiern vu tiSp cong dan.
2. Cong dan, co quan, t6 chirc dSn dia diem tiep cong dan dS khiSu nai,

t6 cao, kiSn nghi, phan anh.
3. Co quan, t6 chirc, ca nhan co lien quan.
Di~u 3. Muc dich ti~p cong dan
1. TiSp nhan cac thong tin, kiSn nghi, phan anh gop y nhtrng van d@co lien

quan den chu tnrong, duong l6i, chinh sach cua Dang, phap luat Nha mroc,
cong tac quan ly, dieu hanh cua -oy ban nhan dan xii.

2. TiSp nhan khieu nai, t6 cao, kiSn nghi, phan anh thuoc th~m quyen
giai quyet cua Chu tich -oy ban nhan dan xii dS kip thai xem xet, giai quyet
hoac tra loi cong dan theo quy dinh cua phap luat.

3. Tuyen truyen, giai thich cho cong dan thong hiSu chu truong, duong 16i,
chinh sach cua Dang, phap luat cua Nha nuoc; huang d~n cong dan thuc
hien quyen khiSu nai, t6 cao va chap hanh nghia vu cua ngiroi khieu nai, t6
cao dung quy dinh.

Di~u 4. Nguyen t~c ti~p cong dan
1. Viec tiep cong dan phai bao dam khach quan, cong khai, dan chu,

kip thai; thu tuc don gian, thuan tien; giu bi mat va bao dam an toan cho nguoi
t6 cao theo quy dinh cua phap luat.
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2. Nguoi tiep cong dan phai ton trong, lang nghe, tao diSu kien thuan
loi cho cong dan thirc hien viec khi~u nai, t6 cao, kicn nghi, phan anh theo quy
dinh cua phap luat.

Chuong II
TO CHUC TIEP CONG DAN

f)i~u 5. Ti~p cong dan thuirng xuyen
1. Cong ChtIC Tu phap diroc phan cong chiu trach nhiem tiep cong dan

thuong xuyen. (khoan 2 DiSu 14 Luat Ti~p cong dan)
2. Dia diem: Phong Ti~p cong dan tai Tru sa UBND xii Carn Hi~u
f)i~u 6. Trinh t\f ti~p cong dan thumig xuyen
1. Thuc hien theo quy dinh tai DiSu 8, 9, 10 Quy trinh vS tiep cong dan

va xu ly don khieu nai, t6 cao, don phan anh, ki~n nghi lien quan den khi~u nai,
t6 cao tren dia ban

2. Khi co doan dong nguoi den khi~u nai, t6 cao, ki~n nghi, phan anh
voi tinh ch~t phirc tap phai bao cao ngay Chu tich Uy ban nhan xii dS co bien
phap xu ly kip thai; thong tin va dS nghi cac ban nganh lien quan co trach
nhiern phoi hop tharn gia tiep cong dan va ban cac bien phap xu ly.

f)i~u 7. Ti~p cong dfin dinh ky
1. Lanh dao Uy ban nhan dan xii tiep cong dan dinh ky vao cac ngay trong

,
tuan,

2. Dia diem ti~p cong dan tai Phong Chu tich, PCT UBND xii Carn Hi~u.
3. Thai gian: Ti~p cong dan vao thir 5 hang tuan,
+ Bu6i sang tir 7gia 30 d~n l l gio 30;
+ Bu6i chieu ur l Jgio 30 d~n 16 gio 30.
f)i~u 8. Quy trinh ti~p cong dan dinh ky
1. Can b9 tiep cong dan tiep xuc, ghi nhan noi dung khi~u nai, t6 cao,

kien nghi, phan anh cua cong dan.
2. Tren co sa noi dung cong dan trinh bay, can b9 ti~p cong dan rei soat

S\1' viec, qua trinh giai quyet cua cac co quan chirc nang va bao cao nguoi chu tri
ti~p cong dan.

3. Nguoi chu tri tiep cong dan xern xet n9i dung khi~u nai, t6 cao,
ki~n nghi, phan anh va quyet dinh viec ti~p cong dan, Trinh tu tiep nhir sau:

+ Nghe cong dan trinh bay noi dung khieu nai, t6 cao, ki~n nghi, phan
anh;

+ Cac ban, nganh, don vi tharn gia buoi ti~p cong dan co Y kien;
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+ Nguoi chu tri huang d~n, tra loi cac khiSu mill, t6 cao, kien nghi,
phan anh cua cong dan theo quy dinh; hoac kSt luan, giao nhiem vu cho cac ban,
nganh, don vi lien quan tiSn hanh kiSm tra, xac minh, giai quyet.

f)i~u 9. Ti~p cong dan dt)t xuat
1. Lanh dao Uy ban nhan dan xa tiSp cong dan d9t xuat trong nhirng tnrong

hop:
a) KhiSu nai, t6 cao nSu khong xem xet, giai quyet kip thai c6 th~ xay

ra h~u qua nghiem trong d~n dSn huy hoai tai san cua Nha nuoc, cua t~p th~, ca
nhan, xam hai den tinh mang cua cong dan, anh huang dSn an ninh chinh tri,

tr~t tv an toan xa hoi;
b) Vu viec da qua han giai quyet theo quy dinh cua phap luat khiSu nai,

t6 cao hien hanh do 16i cua co quan hanh chinh nha nuoc hoac cua can bo, cong
chirc khi thi hanh cong vu;

c) Vu viec dong nguoi, phirc tap, keo dai;
d) Theo chi dao cua c~p tren hoac theo dS xu~t cua b9 phan tham muu

giai quyet khiSu nai, t6 cao.
2. Lanh dao Uy ban nhan dan xa xem xet, quyet dinh moi Thuong tnrc

Dang uy tham du tiSp cong dan d6i voi cac vu viec phtrc tap, keo dai, anh
huang den tinh hinh du luan, an ninh, tr~t tv tren dia ban.

f)i~u 10. Quy trinh ti~p cong dan dt)t xuat
1. Chu~n bi tiep cong dan:
a) Cong chirc Tu phap- H9 tich duoc phan cong tiSp cong dan bao cao tong

h9'P vu viec, dS xuat tiep cong dan, trinh Chu tich Uy ban nhan dan xa xem xet;
b) Sau khi Chu tich Uy ban nhan dan xa dong y; cong chirc ur phap b6 tri

lich tiep cong dan
Cong chirc Tir phap xa b6 tri lich tiep cong dan; phoi hop cung cac nganh

chuyen man moi thanh phan tham du bu6i tiep.
Thir moi giri tnroc it nhat 03 ngay lam viec so voi thai di~m hop, D6i

voi cong dan thi giri thu moi rieng.
2. Trinh tv bu6i tiep cong dan d9t xuat:
a) Cong clnrc Tu phap diem danh, l~p danh sach dai dien cac co quan du

tiep cong dan va danh sach cong dan duoc moi;
b) Cong chirc Tu phap tuyen b6 1y do bu6i tiep cong dan; gioi thieu thanh

phan tham du, nguoi chu tri, thu ky ghi bien ban tiep cong dan;
c) Cac nganh tham muu trinh bay bao cao noi dung vu viec;
d) Cong dan va dai dien cac co quan du h9P phat bi~u y kien;
d) Nguoi diu tri tiep cong dan kSt luan, chi dao thuc hien.
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Di~u 11. Trach nhiem ti~p cong dan thay Chii tich Dy ban nhan dan
xii

Truong hop Chu tich Uy ban nhan dan xa khong thS tiSp cong dan theo lich
da dinh thi Pho Chu tich co clnrc nang tham rmru giup Uy ban nhan
dan xa quan ly v@linh V\IC lien quan duoc thay mat tiep cong dan dS dam bao s6
ngay quy dinh theo diSm a khoan 1 Bi@u61 Luat KhiSu nai.

Di~u 12. Thong bao ciia ngO'()'ichii tri ti~p cong dan
1. Trang thai han 05 ngay sau bu6i tiSp cong dan dinh ky hoac d9t

xuat, can b9 Tir phap xa phat hanh thong bao cua nguoi chu tri tiep cong dan.
2. Thong bao duoc giri dSn cac nganh, don vi lien quan dS thuc hien;

niem ySt cong khai tai dia diem tiep cong dan; gui cho cong dan (d6i voi bu6i
tiSp dan d9t xuat),

Churrng III
QUYEN vA NGHiA VV CUA NGUCJI TIEP CONG DAN

vA CUA CONG DAN KHI DEN DIA DIEM TIEP CONG DAN
Di~u 13. Quyen va nghia vu cua ngO'()'iti~p cong dan
1. Khi tiep cong dan, nguoi tiSp cong dan co quyen:
a) Yeu cau cong dan xuat trinh gi~y chung minh nhan dan hoac gi~y to tuy

than dS lam r6 tu each cua nguoi true tiep khiSu nai, t6 cao hoac phan anh,
kien nghi. B6i voi tnrong hop nguoi ducc uy quyen khiSu nai thi can b9
tiep cong dan yeu c~u xu~t trinh giay chung minh nhan dan hoac gi~y ta tuy
than;

Hop d6ng uy quyen hoac gi~y uy quyen cua nguoi khieu nai co cong
chung, clnrng thuc; gi~y uy quyen cua Thu tnrong, nguoi dung d~u co quan, t6
chirc thuc hien viec khiSu nai.

b) Yeu c~u cong dan trinh bay d~y du, r6 rang n9i dung khiSu nai, t6
cao, kiSn nghi, phan anh;

Truong hop cong dan dSn trinh bay true tiep thi yeu c~u, huang d~n
cong dan viSt thanh van ban hoac ky ten, diem chi xac nhan vao van ban do
nguoi tiSp cong dan ghi lai;

c) Yeu c~u cung c~p thong tin, tai lieu c~n thiet cho viec tiep nhan, thu
ly vu viec;

d) Diroc quyen tir choi tiep cong dan trong cac tnrong hop sau day:
Cong dan dSn khieu nai, t6 cao, kiSn nghi, phan anh v@vu viec da duoc kiSm tra
xem xet va da, co quyet dinh hoac kSt luan giai quyet cua co quan co
thftm quyen theo quy dinh cua phap luat va da duoc tra loi d~y du;

5



Cong dan dSn khiSu nai, t6 cao, kiSn nghi, phan anh co hanh VI VI

pham Quy che tiep cong dan,
2. Khi tiSp cong dan, nguoi tiep cong dan co nghia vu sau day:
a) Ton trong, lang nghe, ghi chep d~y du noi dung nguoi dSn khieu nai,

t6 cao, kiSn nghi, phan anh;
b) Phan loai, xu ly hoac trinh ngiroi co th~m quyen xu ly khiSu nai, t6 cao,

kiSn nghi, phan anh;
c) Huang d~n cong dan khiSu nai, t6 cao, kien nghi, phan anh dSn dung

co quan hoac nguoi co th~m quyen giai quyet;
d) Giai thich, huang d~n cho cong dan khiSu nai, t6 cao, kiSn nghi,

phan anh chap hanh chu tnrong, duong l6i, chinh sach, phap luat, kSt luan, quyet
dinh giai quyet da co hieu hrc phap luat cua co quan co tham quyen;

d) Gifr bi mat ho ten, dia chi, but tich va cac thong tin ca nhan khac
,

cua nguoi to cao;
e) Thuc hien nhiem vu khac duoc giao.
Di~u 14. Cong dan d~n dia di~m ti~p cong dan co quyen va nghia vu
1. Khi dSn dai diem tiep cong dan, cong dan co quyen:
a) Thuc hien quyen khiSu nai, t6 cao, kiSn nghi, phan anh theo cac quy

dinh cua Luat KhiSu nai, Luat T6 cao;
b) Duoc huang d~n, giai thich vS viec thirc hien quyen khiSu nai, t6 cao.
2. Cong dan dSn dia diSm tiSp cong dan co nghia vu
a) Xuat trinh gi~y ta tuy than, tuan thu quy che tiep cong dan va thuc

hien theo su huang d~n cua nguoi tiSp cong dan;
b) Trinh bay trung thuc su viec, cung c~p tai lieu lien quan den noi

dung khiSu nai, t6 cao, kiSn nghi, phan anh cua minh va ky ten hoac diem chi
vao bien ban xac nhan nhirng noi dung dfl trinh bay;

c) Thirc hien dung quyen va nghia vu cua ngiroi khieu nai, t6 cao,
kien nghi, ph an anh theo quy dinh cua phap luat;

d) Giir gin trat tv va V~ sinh noi tiep cong dan, Khong diroc mang theo
VU khi, chat n6, chat dS chay dSn noi tiep cong dan. Khong duoc tv y ghi am,
quay phim, chup anh tai noi tiep cong dan. Khong uong nrou, bia khi den lien
he, lam viec tai noi tiep cong dan.

d) Khong diroc loi dung quyen khieu nai, t6 cao dS gay r6i trat tv a noi tiep
cong dan; vu cao, xuc pham co quan Nha nuoc, nguoi thi hanh cong vu va
phai chiu trach nhiem tnroc phap luat vS nhfrng noi dung khieu nai, t6 cao,
kiSn nghi, phan anh cua minh.
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Churrng IV
PHAN CONG TRAcR NRI~M TRONG CONG TAc TIEP CONG DAN

I)i~u 15. Can bQ Tir phap diroc phan cong tiep cong dan chiu trach nhiern:
1. Niem ySt lich tiSp cong dan, noi quy tiep cong dan va mot s6 guy

dinh khac cua Luat KhiSu nai, Luat T6 cao tai dia diem TiSp cong dan,
2. TiSp xuc, ghi nhan, ra soat noi dung kiSn nghi, phan anh, khiSu nai,

t6 cao cua cong dan tai bu6i tiSp cong dan dinh ky; ghi bien ban bu6i tiep cong
dan
cua Lanh dao Uy ban nhan dan xa; du thao Thong bao nci dung kSt luan, chi dao
cua nguoi chu tri tiep cong dan.

3. TiSp nhan, xu ly don thir khiSu nai, t6 cao, kiSn nghi, phan anh
theo dung quy dinh phap luat.

4. Theo doi, kiSm tra, don doc viec thuc hien kSt luan, chi dao cua
nguoi chu tri tiSp cong dan va giai quyet don thu,

5. Hang thang tong hop bao cao kSt qua tiep cong dan, tinh hinh giai quyet
don cua phuong cho Lanh dao UBND xa dS theo doi, chi dao.

6. Tham rmru, s~p xep lich tiep cong dan dinh ky, dQt xuat cua Lanh
dao Uy ban nhan dan xa; moi thanh phan tham du theo quy dinh.

7. Ph6i hop Cong an xa ap dung cac bien phap theo tham quyen dS xu' ly
d6i voi moi tinh huong xay ra, dam bao tr~t tv, an toan bu6i tiep cong dan
cua Lanh dao Uy ban nhan dan xa.

I)i~u 16. Chii tich Uy ban nhan dan xa chju trach nhiem
B6 tri can bQ cong clurc co pham chdt, nang lire lam cong tac tiep

cong dan; trang bi phuorig tien va cac dieu kien c~n thiet phuc vu cho cong tac
tiep
cong dan thuong xuyen va buoi tiep cong dan dinh ky, dQt xu~t cua Lanh
dao Uy ban nhan dan xa.

I)i~u 17. Cdng an xa
B6 tri luc luong dam bao trat tv, an toan bu6i tiep cong dan cua Lanh

dao Uy ban nhan dan xa; co bien phap xu ly d6i voi nhirng d6i tuong c6 tinh vi
pharn nQi quy, quy chS noi tiep cong dan, gay r6i an ninh, trat tv tai dia
diem tiSp cong dan.

I)i~u 18. Quan Sl! xa
B6 tri hrc luong phoi hop Cong an dam bao trat tv, an toan bu6i tiep cong

dan cua Lanh dao Uy ban nhan dan khi co yeu c~u cua Chu tich UBND.
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Chirong V
CHE DO, CHiNH SACH DOl Val NGU<'lI TIEP CONG DAN

Di~u 19. Chinh sach, ch~ de) d&i veri ngU'O'i ti~p cong dan

1. Ngiroi tiSp cong dan duoc huang cac che dQ chinh sach sau:

a) Duoc huang chS dQ b6i duong theo quy dinh hien hanh theo Nghi dinh
64/2014/ND - CP ngay 26 thang 6 nam 2014.

b) Duoc b6i duong kiSn thirc chuyen mon, nghiep vu tiep cong dan theo
huang d~n cua T6ng Thanh tra Chinh phu.

c) Nguoi tiSp cong dan thirong xuyen tai dia di~m tiSp cong dan duoc
huang chS dQ trang phuc tiep cong dan theo quy dinh,

2. Nguoi duoc dieu dong, phan cong lam nhiem vu tiSp cong dan hoac lam
nhiem vu phuc vu cong tac tiSp cong dan, xu ly don khiSu nai, t6 cao, kiSn ngl.],
phan anh duoc huang chS dQ b6i duong theo quy dinh cua Nghi dinh s6
64/20 14INB-CP ngay 26/6/2014 cua Chinh phu.

Churrng VI
KHENTHU6NG,KYLU~T

Di~u 20. Khen thuong, ky lu~t
Cac ban nganh, ca nhan co thanh tich trong cong tac tiep cong dan se duoc

khen thirong; Truong hop vi pham thi tuy theo tinh ch~t va mire dQ bi xu ly theo
quy dinh cua phap Luat.

Ch urrn g VII
TO CHUC THVC HI~N

Di~u 21. Trach nhiern thuc hi~n
Toan th~ can bo, cong chirc xa, cac t6 chirc, ca nhan co lien quan va cong

dan khi dSn lam viec tai dia di~m tiep cong dan co nghia vu chap hanh Quy che
nay.

Di~u 22. Bc3 sung, sira dc3i Quy ch~
Trong qua trinh thuc hien Quy chS nay, nSu co phat sinh vuong mac c~n

phai b6 sung, sua d6i, can bQ Tir phap tong hop, dS xu~t UBND xa xem xet,
quyet dinh.z.
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