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UY BAN NHAN DAN
xATANLQI

S6: 03IQD-UBND

CONG HOA xA HOI CHU NGHiA VIET NAM. . .
DQcI~p - TV do - H~nh phuc

Tan Loi, ngay 118thdng 01 nam 2021

QUYETDJNH
V~ vi~c ban hanh Quy ch~ ti~p cong dan, ti~p nh~n,

Xtf Iy don thir khi~u nai, ta cao

UY BANNIlAN DAN xA TAN L<}I

Can cu Ludt T6 chuc chinh quyen alaphuong 2015, Lud: sua a6i b6 sung 01 s6
aiJu Ludt t6 chuc chinhphil va Ludt t6 chuc chinh quyJn alaphuong ndm 2019;

Can cu Ludt Khiiu nai ndm 2011;
Can cu Ludt tiip cong dan ndm 2013;
Can cu Ludt T6 cao ndm 2018;
Thea aJ nghi cua Van phong H(Ji a6ng nhdn dan va Oy ban nhdn dan XQ.

QUYET DINH:

Di~u 1.Ban hanh kern theo Quyet dinh nay Quy chS tiSp cong dan, tiSp
nhan, xu ly dan thu khiSu nai, t6 cao,

Di~u 2. Van phong HQi d6ng nhan dan va Uy ban nhan dan; Thu tnrong
cac co quan, dan vi va cac ban nganh UBND xa; Truong xom cua cac xom va cac
t6 chilc, ca nhan co lien quan chiu trach nhi~rn thi hanh QuySt dinh nay. Quy6t
dinh nay co hi~u l\lc kS tir ngay ky I.
Nui nhlin:
-Nhu di8~ 2;
-UBND huy~n;
-TV Dang uy, TT HDND xii;
~Luu: VP~ UBND xii.
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UY BAN NHAN DAN
xA TANLQI

CONG HOA XA HOI CHU NGHiA VI~T NAM
DQc I~p - Til do - H~nh phiic

QUYCHE
Ti~p cong da~, ti~p ~h~n, xii' Iy dan thir khi~u nai, t8 cao

(Ban hanh kern thea Quyet dinh so: ()JIQD-UBND ngay t/gthlmg 01 nam 2021
cua Uy ban nhdn dan xd Tan L9'i)

Chuong I
QUY DJNH CHUNG

Di~u 1. Pham vi di~u chinh.
Quy chS nay quy dinh vS viec tiSp cong dan, tiSp nhan, xu ly don thir khieu

nai, t6 cao cua co quan hanh chinh nha mroc, cua nguoi co tham quyen trong co
quan hanh chinh nha mroc tren dia ban xa.

Di~u 2. Vi~c ti~p cong dan nhim muc dich
1. TiSp nhan cac thong tin, kien nghi, phan anh, gop y nhirng v§.n dS lien

quan dSn chu truong, duong 16i, chinh sach cua Dang, phap lu~t cua Nha mroc,
cong tac quan Iy cua co quan, don vi.

2. Ti@pnhan khieu nai, t6 cao thuoc tham quySn giai quy@tcua Thu truOng
cO'quan, don vi cApminh d~ xem xet, ra quySt dinh th\l 1y giai quySt ho~c tra lai
b~ng van ban cho nguai khiSu n~i, t6 cao thea dung trinh tv, thu Wc, thai h~n quy
dinh cua phap lu~t vS khiSu n~i, t6 cao.

3. Huang dfin d@cong dan th\Ic hi~n quySn khiSu n~i, t6 cao; gui don khi@u
n~i, t6 cao d@ndUng cO'quan co thftm quySn d@xem xet, giai quySt.

Di~u 3. Uy ban nhan dan xa b6 tri dia di@mt~i Phong ti@pcong dan cua
UBND xa dS ti@pcong dan dSn trinh bay khi@un~i, t6 cao, phan anh, ki@nnghi
duQ'cdS dang, thu~n lQ'i.

NO'i ti@pcong dan co niem ySt; Lich tiSp cong dan (ghi C\l th@ngay, gia
tiSp); nQi quy tiSp cong dan (ghi r5 trach nhi~m nguai tiSp; quySn, nghia V\l cua
nguai dSn khiSu n~i, t6 cao); phai co du s6 sach (theo mfiu) ghi chep, thea d5i vi~c
tiSp cong dan, tiSp nh~n don thu thea dUng quy dinb.

Di~u 4. Chu tich Uy ban nhan dan xa co trach nhi~m t6 chuc tiSp cong dan
t~i nO'i tiSp dan (trong truang hQ'Pco Iy do chinh dang kh6ng thS tiSp duQ'c thi
phan cong c§.pPho tiSp thay va b6 tri thai gian hQ'PIy tiSp cong dan dS dam bao
thea quy dinh cua phap lu~t).

Di~u 5. Don khiSu n~i, t6 cao cua cong dan gui dSn ngum co thftm quySn
giai quy@tdSu phai duQ'cti@pnh~n. Ca nhan duQ'cgiao nhi~m V\ltiSp nh~, xu 1y,
quan Iy don khiSu n~i, t6 cao cua cong dan phai tiSn hanh nghien cUu, phan lo~i,
xac dinh chinh xac nQi dung d@xu 1y, qmin 1y thea dung trinh t\1',thu tl,lCquy dinh
cua phap lu~t vS khiSu n~i, t6 cao.
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Di~u 6. Cong dan duoc thuc hien quyen khiSu nai, t6 cao theo lu~t dinh,
nhung khong duoc loi dung quyen khieu nai, t6 cao dS gay mat tr~t tu tai noi tiSp
cong dan hoac vu cao, xuc pham co quan nha mroc va nguoi thi hanh cong vu;
phai chiu trach nhiem tnroc phap l~t vSnhiing n9i dung khieu nai, t6 cao cuaminh.

Chuong II
TO CWC TIEP CONG DAN

Di~u 7.
1. Chu tich Uy ban nhan dan xa b6 tri dia diem chung dS Thuong true H9i

dang nhan dan, Uy ban nhan dan xa tiSp cong dan dSn khieu nai, t6 cao,
2. Giao Van phong H9i dang nhan dan va Uy ban nhan dan xa quan ly noi

tiSp cong dan cua Uy ban nhan dan xa va giup Chu tich Uy ban nhan dan xa t6
chuc cong tac tiSp cong dan.

3. Chu tich Uy ban nhan dan xa co trach nhi~m lanh d?o, t6 chuc cong tac
tiSpcong dan.Khidn thiStphan cong Pho Chu tich Uy ban nh§.n dan xa tiSpcong dan.

Van phong H9i dang nhan dan va Uy ban nhan dan xa giup lanh d?o xa tiSp
cong dan hang thang va d9t xuat; Cac ban nganh khac cua UBND xa khi co yeu
c~u vS tiSp cong dan phai kip thai cu can b9 dSn tiSp theo chi d?o cua Chu tich
Uy ban nhan dan xa.

Di~u 8. Chu tich Uy ban nhan dan xa tiSp cong dan m6i tu~n m9t l~n vao
ngay thu 5 hang tu~n. Chu tich Uy ban nhan dan xa tflJCtiSp ph\! trach, dang thai
b6 tri can b9 kiem nhi~m giup vi~c trong cong mc tiSp cong dan.

Di~u 9.Vi~c b6 tri lich tiSp cong dan cua Chu tich Uy ban nhan dan xa (neu
t?i cac diSu 7, 8) cua Quy chS nay nSu trung vao ngay nghi theo quy dinh thi phai
b6 tri vao ngay lam vi~c tiSp sau do. Khi c~n thiSt Chu tich Uy ban nhan dan xa
phiii b6 tri tiSp cong dan d9t xuat.

Di~u 10. Can b9 thuang tflJCtiSp cong dan co nhi~m V\!
1. Giup Chu tich Uy ban nhan dan xa, Thu tru6ng cac ban nganh tiSp cong

dan trong ngay lam vi~c hanh chinh; huang ddn cong dan chap hanh n9i quy noi
tiSp cong dan va thlJChi~n quySn, nghia V\!khi dSn khiSu n?i, t6 cao.

2. TiSp nh~ khiSu n?i, t6 cao, kiSn nghi, phiin anh cua cong dan; phan lo?i
va chuySn dSn nguai co th~m quySn giiii quySt theo quy dinh cua phap lu~t.

3. Huang ddn, giiii thich cho cong dan vS chinh sach, phap lu~t co lien quan
dSn n9i dung dan cua cong dan.

4. Can b9 tiSp cong dan co quySn tir ch6i tiSp trong cac truang hqp sau:
4.1. Nguai dSn khiSu n?i, t6 cao, kiSn nghi, phiin anh vS V\l vi~c da duqc

kiSm tra, xem xet va da co quySt dinh ho~c kSt lu~n giiii quySt cua co quan co
th~m quySn theo quy dinh cua phap lu~t va da duqc tnilai d~y duo

4.2. Nguai vi ph?m quy chS tiSp cong dan.
5. Nguai ph\! tnich noi tiSp cong dan trong ph?m vi nhi~m V\l, quySn h?n

cua minh co trach nhi~m theo d6i, kiSm tra, don d6c vi~c giiii quySt khiSu n~i, t6
cao cua nguai co th~m quySn; xu ly theo th~m quySn ho~c kiSn nghi cO'quan co
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tham quyen xu ly hanh vi vi pham phap lu~t v@khieu nai, t6 cao cua nguoi co
trach nhiem trong giai quyet khieu nai, t6 cao.

6. M6 s6 thea doi, ghi chep dAydu, chinh xac n(>idung cong dan d@nkhi@u
nai, t6 cao. Viec ti@pnhan va xU ly don thu khieu nai, t6 cao phai thirc hien thea
dung quy dinh.

7. Khi co nhieu ngiroi d@nkhieu nai, t6 cao v@cung m(>tn(>idung thi yeu
cAucir dai dien dS thuc hien viec khi@unai, t6 cao (t6i da khong qua 05 ngiroi).

8. D6i voi nhirng vu viec khi@unai, t6 cao thuoc tham quyen giai quyet cua
c~p diroi tnrc tiep, nhung qua nhi@uky ti@p,ngiroi khi@unai, t6 cao thuang xuyen
d@nnO'itiSp dan dS khiSu n~i, t6 cao, phai t~p hgp dAydu, bao cao kip thai vm
Thu truang cO'quan tiSn hanh kiSm tra, co bi~n phap chi d~o, don d6c c~p dum
xem xet, giai quySt thea dung quy dinh cua phap lu~t.

Di~u11.Truang Cong an xa co trach nhi~m bao v~ an toan nO'itiSp cong
dan cua Uy ban nhan dan xa, dam bao an ninh tr~t t\l nO'i ti@pcong dan; xu ly
nguai lqi d\lIlg vi~c khiSu n~i, t6 cao, kiSn nghi, phan anh co hanh vi vi ph~m
phap lu~t t~i nO'itiSp cong dan.

ChlfO'ng III
TIEP NH~, XU LY, QUAN LY DON KHIEU N~I, TO cAo

Di~u12.Vi~c tiSp nh~n, tham muu, xu ly don khi@un~i, t6 cao cua cong
dan thvc hi~n nhu sau: Chu tich Uy ban nhan dan xa giao cong chuc Van phong­
Th6ng ke th\lc hi~n.

Di~u13.D6i v&i don thu ho~c van ban khi@un~i trong thai h~n 10 ngay kS
tit ngay nh~n phai thvc hi~n:

1. Don ho~c van ban khiSu n~i co du di@uki~n do Lu~t KhiSu n~i quy diM
thu(>c th§.m quy@ngiai quy@tcua Chu tich Uy ban nhan dan, thi cac ban nganh
phai tham muu xem xet ky; d\l thao k@ho~ch, d@xu~t huang giai quySt trinh Chu
tich Uy ban nhan dan xa dS chi d~o giai quySt thea thAmquy@n.

2. D6i v6i don k_hiSun~i thuQc mQt trong cac truang hgp cua Di@u11, Lu~t
KhiSu n~i thi khong th\lly giai quySt nhung phai huang dfin ho~c tra lai bing van
ban cho nguai khiSu n~i bi@tro ly do khong th\llY.

3. Cac V\l vi~c co nQi dung vira khiSu n~i, vua t6 cao thi hu6ng d~n cong
dan vi@tdon ho~c van ban khiSu n~i, t6 cao; tach rieng n(>idung khiSu n~i, t6 cao
thea quy dinh Lu~t KhiSu n~i va Lu~t T6 cao.

4. Don thuQCth~m quySn giai quySt cua c~p du6i tf\lc tiSp nhung qua thai
h~n chua giai quy@tthi can b(>ti@pdan dS xu~t vm lanh d~o xa co bi~n phap kiSm
tra, don d6c vi~c giai quySt cua c§.pdu&i.

5. Don khi@un~i do D~i biSu Qu6c h(>i,d~i biSu H(>id6ng nhan dan va cac
thanh vien cua M~t tr~n T6 qu6c ho~c cO'quan bao chi chuySn d@n:Thu(>cthAm
quy@ngiai quySt cua c~p xa thi phai th\l ly giai qUYStva thong bao bing van ban
cho cO'quan, t6 chuc, ca nhan chuySn don dSn biSt; nSu khong thu(>cthAmquy@n
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giai quyet thi giri tra lai va thong bao bang van ban cho co quan, t6 chirc, ca nhan
chuyen dan do biet.

f)i~u 14. D6i voi dan thu hoac thong tin t6 cao:
1. Khi nhan duoc t6 cao thi ngiroi nhan dan hoac thong tin t6 cao co trach

nhiem phan loai va xu ly nhu sau:
1.1. NSu t6 cao thuoc tham quyen giai quyet cua minh thi trong thai han 07

ngay kS tir ngay nhan diroc dan t6 cao, phai kiSm tra, xac minh ho, ten, dia chi
cua nguoi t6 cao va quyet dinh viec thu ly hoac khong thu ly giai quyet t6 cao,
d6ng thai thong bao cho ngtroi t6 cao biSt ly do viec khong thu ly nSu co yeu c~u.

Truong hop phai kiem tra, xac minh tai nhieu dia diSm thi thai han kiem
tra, xac minh co thS dai han nhung khong qua 10 ngay.

1.2. NSu t6 cao khong thuQc thAmquy~n giai quySt cua minh thi trong thai
h~n 05 ngay lam vi~c k8 tU ngay nh~ duQ'c dan t6 cao, nguai tiSp nh~n phai
chuySn dan t6 cao cho co quan, 16 chuc, ca nhan co thAm quy~n giai quySt va
thong bao cho nguai t6 cao nSu co yeu c~u. TruOng hgp nguai t6 cao dSn t6 cao
trvc tiSp thi nguai tiSp nh~n t6 cao huang dfin nguai t6 cao dSn t6 cao v6i co quan,
t6 chuc, ca nhan co thftm quy~n giai quySt.

1.3. T6 cao duQ'cth\lly giai qUYStva co quySt dinh xu lyvi ph~ (nSu co),
nSu nguai t6 cao vfin tiSp t\lCgui dan t6 cao kern thea chUng clI m6i thi Chu tich
UBND xa phai chi d~o xem xet l~i ho~c trvc tiSp d6i tho~i v6i nguai t6 cao d8
lam ro nQi dung con t6 cao.

2. Nguai co thAm quy~n khong th\lly giai quySt t6 cao trong cac truang
hgp sau day:

2.1. Dan t6 cao rna khong ghi ten, khong co chfr kY trvc ti~p cua nguai t6
cao, khong ghi dia chi, sao ch\lp chfr kY ho~c t6 cao v~ V\l vi~c da duQ'cnguai do
giai quySt rna nguai t6 cao khong cung c~p thong tin, tinh tiSt m6i.

2.2. T6 cao v~ V\l vi~c rna nQi dung va nhfrng thong tin nguai t6 cao cung
c~p khong co co sa dS xac dinh nguai vi ph~m, hanh vi vi ph~m phap lu~t.

2.3. T6 cao v~ V\l vi~c rna nguai co thAmquy~n giai quySt t6 cao khong du
di~u ki~n dS kiSm tra, xac minh hanh vi vi ph~m phap lu~t, nguai vi ph~m.

3. Trong qua trinh tiSp nh~, xu ly thong tin t6 cao nSu xet th~y hanh vi bi t6
cao co d~u hi~u tQiph~m thi UBND xa, t6 chuc nh~n duQ'ct6 cao co trach nhi~m
chuy~n h6 so, i8.ili~u va nhfrng thong tin v~ V\lvi~c t6 cao do cho co quan di~u tra
ho~c Vi~n kiSm sat co thAmquy~n d~ xu ly theo quy dinh cua phap lu~t.

4. TruOng hgp hanh vi bi t6 cao gay thi~t h~i ho~c de dQa gay thi~t h~i dSn
lQ'iich cua Nha nu6c, cua t~p thS, tinh m~ng, tai san cua cong dan thi Uy ban nhan
dan xa, t6 chuc nh~ duQ'c t6 cao phai ap d\lng bi~n phap c~n thiSt theo thAm
quySn hoi_icbao ngay cho co quan cong an, co quan khac co trach nhi~m ngan
ch~n kip thai hanh vi vi ph~m.

f)i~u 15. Quan ly dan thu
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1. Cong dan giri don thir khieu nai, t6 cao dSn Uy ban nhan dan, co quan,
don vi dSu phai duoc tiSp nhan, xu ly, ghi chep d~y du VaGs6 theo doi, quan ly
don thee m~u da quy dinh thong nhftt va hru gift thee chS dQquy dinh.

2. Don thu trung l~p nQi dung, don khong du diSu kien xem xet, thirc hien
viec hru trft thee thai gian do cftp, nganh quy dinh,

3. Don thuoc th~m quyen cua Uy ban nhan dan xa, ban nganh nao giai quyet
phai tiSn hanh thiet l~p h6 sa thee dung trinh tir, thu tuc giai quyet don khieu nai,
t6 cao va tlnrc hien hru tm h6 so theo chS dQquy dinh.

Di~u 16.Cac thong tin, kiSn nghi, phan anh, gop y nhtrng v§.ndS lien quan
dSn chu tnrong, dUOng 16i, chinh sach clla Dang, phap lu~t cua Nha nuo-c, cong
tac quan ly clla cO'quan, don vi thi sau bu6i tiSp cong dan, can bQthuOng tqlc tiSp
~~~~~~~~~~~~~~~~~~~

dan xii xem xet giai quySt ho~c chuy€n cho cO'quan chuc nang co th~m quySn
xem xet, giai quySt thee quy dinh clla phap lu~t.

ChuO'ngIV
TO CHUC THVCHI¥N

Di~u 17. Chll tich Uy ban nhan dan xa thuOng xuyen nfun ch~c tinh hinh
khiSu n~i, t6 cao clla dia phuong, don vi; chi d~o t6t cong tac ph6i hgp gifta cac
cO'quan co lien quan trong cong tac tiSp dan va xu ly dan thu khiSu n~i, t6 cao
clla cong dan.

Di~u 18. Cac ban, nganh clla xii b6 tri can bQ co kiSn thuc vS chinh sach
phap lu~t, co phuong phap dan v~n kheo, nhi~t tinh, Y thuc trach nhi~m lam cong
tac tiSp cong dan khi co S\lchi d~o clla Chll tich UBND xii.

Di~u 19.Hang thang, quy, nam phai chi d~o t6ng hgp, th6ng ke, bao cao
danh gia vS cong tac tiSp cong dan va kSt qua giai quySt dan thu khiSu n~i, t6 cao,
cua cong dan gui ve Uy ban nhan dan huy~n dam bao thai gian, nQi dung thee
quy dinh.

Di~u 20. Uy ban nhan dan xii giao Van phong HQi d6ng nhan dan va Uy
ban nhan dan xii ki€m tra, don d6c vi~c th\lc hi~n Quy chS nay.

Can cu VaGchuc nang, nhi~m V\l, quYSnh~n clla minh cac dan vi t6 chuc
th\lC hi~n Quy chS m\y.

Trong qua trinh th\lc hi~n, nSu co kho khan, vuang m~c cac don vi bao cao
kip thai vS Uy ban nhan dan xii d€ xem xet, sua d6i, b6 sung.!.
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