
UY BAN NHAN DAN 	CONG HOA X *A HOI CHU NGHIA VIET NAM 
TiNH TAY NINH 	 DOc lap - Tty do - Hanh phtic 

s6:s--rg /QD-UBND 	 Tay Ninh, ngay 30 thong finam 2621 

QUYET DINH 
Ban hanh Quy trinh tiep &Ong dan 

tai Try sir Tiep cong dan tinh Tay Ninh 

CHU TICH UY BAN NHAN DAN TiNH TAY NINH 

Can ar Luat To chfic chinh qulen dia phuang ngay 19 thong 6 /lain 2015; 

, Can ar Ludt sera ddi, bd sung mot so clidu cfia Luat To chic Chinh phi va Luat 
chic chinh quydn dia phuang ngay 22/11/2019; 

Can cir Luat Khidu ngi ngay 11 thong 11 nein? 2011; 

Can ar Luat Tidp cong dan ngay 25 thong 11 nam 2013; 

Can ar Luat To coo ngay 12 thong 6 nam 2018; 

Can ar Nghi dinh so 64/2014/ND-CP ngay 26 thong 6 elm 2014 cfia Chinh 
phi quy Minh chi tilt thi hanh mot so didu cfia Luat Tidp cong dan; 

Can ar Nghi dinh so 31/2019/ND-CP ngay 10 thcing 4 nam 2019 cfia Chinh 
phi quy dinh chi tilt mot so clieu c fia Luat To coo; 

Can dr Nghi 
tilt 

so 124/2020/ND-CP ngay 19 thong 10 nam 2020 cfia Chinh 
phi quy dinh chi tiet mdt so clieu va bin phial) to chirc thi hanh Luat Khieu ngi; 

Can ar Thong tu- so 04/2021/TT-TTCP ngay 01 thong 10 nam 2021 cfia Thanh 
tra Chinh phi quy dinh quy trinh tie]) cong dan; 

Can ar Thong tur so 05/2021/TT-TTCP way 01 than& 10 nam 2021 cfia Thanh 
tra Chinh phi quy dinh quy trinh xer1.). clan khieu ngi, clan to coo, dan kiln nght, phan 
anh; 

Can ar Quyet dinh so 2222/QD-UBND ngay 06 thong 10 nam 2014 cfia Oy 
ban nhan clan tinh ve thanh lap Ban Tidp cong don tinh Tay Ninh; 

Theo de nghi cfia Trwang Ban Tidp cong clan tinh. 

QUYET DINH: 

, Dieu 1. Ban hanh kern theo Quyet dinh nay Quy trinh fief:,  cong dan tai Try s6 
Tie') cong dan tinh Tay Ninh. 

Dieu 2. Quyet dinh nay c6 hieu brc thi hanh ke tir ngay 1c5/ va thay th6 Quyet dinh 
so 1897/QD-UBND ngay 16/8/2017 cilia Chit tich Uy ban nhan dan tinh. 
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Dieu 3. Chanh Van phong Uy ban nhan dan tinh, Throng Ban Tiep cong dan tinh, 
Thu twang cac ca quan, don vi, nguei duot giao nhiem vu tikp ding dan vailguoi khieu 
nqi, to cao, kien nghi, phan anh chiu trach nhiem thi hanh Quyet dinh.nay./. 4. 

Noi Whim, 
- DiL 3, 
- TT.TU, TT.HDND tinh; 
- Doan DBQH tinh; 
- Chu tich, cac PCT.UBND tinh; 
- UBMTTQ VN va cac to chirc 
chinh tri, xa hOi tinh; 
- Cac Ban ciia Tinh tly; 
- Cac so', ban, nganh tinh; 
- Cong an tinh; 
- Bao Tay Ninh, Dai PTTH tinh; 
- UBND cac huy0, thi xa, thanh pho; 
- Lanh ciao Van phong; 
- COng Thong tin Di0 tit tinh Tay Ninh; 
- Liru: VT.VP, BTCD. Ha18b 



UY BAN NHAN DAN 	LONG HOA XA HOI CHU NGHIA VIVI' NAM 
TiNH TAY NINH 
	

DOc lap - Tu. do - Hanh phtic 

QUY TRINH 
dan tai Tru Tiep ding dan tinh Tay Ninh • 
nh so 334q /QD-UBND ngay 30 thang 12_ nam 2021 
Iti4tich Uy ban nhan dan tinh Tay Ninh) 

Chuang I 

NHIJING QUY DINH CHUNG 

Dieu 1. Pham vi diet' chinh 

Quy trinh nay quy dinh vi'ec tiep ding dan den khieu nai, to cao, kien nghi, 
phan anh tai Trp,sg Tie') cong dan tinh (sau day ggi tat la Till so) theo quy dinh tai 
Dieu 12 Luat Tiep cong dan nam 2013 va cong tac tiep cong dan dinh kST cua lanh 
dao tinh, cu the nhu sau: 

1. Cong tac tiep cong dan thugng xuyen dm Ban Tiep econg dan tinh (tiep cong 
dan den khieu nai, to cao, kien nghi, phan anh), sau day g9i tat la Ban. 

2. Cong tac to chirc tiep cong dan dinh kS, 	Bi thu Tinh 	Thueng trklc H6i 
(long nhan dan tinh, Doan Dai bieu QuOc h6i va Chit tich Uy ban nhan dan tinh (sau 
day g9i tat la lanh dao tinh). 

3. Cong tac xir ly don sau khi tiep cong dan. 

4. Cong tac theo dOi, don d6c So., ban nganh tinh, Uy ban nhan dan huyen, thi 
xa, thanh pho thix hien chi dao ctia lanh dao tinh; ket qua tham muu va giai quyet 
dan dia cong dan thu6c tham quyen giai quyet cua Chu tich Uy ban nhan dan tinh. 

Dieu 2. D61 ttro.ng ap dung 

1. Ca quan hanh chinh nha ntrOc, ngugi dUng d'au co quan, dun vi va nguoi 
tiep cong dan. 

, 2. Ngugi khieu nai, to cao, kien nghi, phan anh den trinh bay trvc tiep tai Trij 
so tiep cong dan va dia diem tiep cong dan. 

3. Ca quan, to chirc, ca nhan có lien quan den cong tac tiep cong dan. 

iDi&I 3. Muc dich 

1. Huong an cong dan thkie hien quyen khieu nai, to cao, kien nghi, phan anh 
dung quy dinh phap 1uat, gop phan tuyen truy'en, pho bien phap 

2. Tao (lieu kien thulan loci de can b6 cong chirc thgc 	tot cong tac tiep cong 
dan va to chirc tiep cong dan cua lanh dg.o tinh. 

, 3. Tip nh4n khiau nai, 	cao, 	nghi, phan anh thOe thamquyen
quyet cua Chu tich Uy ban nhan dan tinh de xem xet, ra quy'et dinh giai quyet khieu 
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nai; ket lu4n not dung to cao, guy& dinh xir ly to ca.(); xem'xet, giai guy& kien nghi, 
phan anh; tra 16i cho cong dan biet theo quy dinh cua phap 

4. Gil:1p can b6, cong chirc chu d6ng nang cao trach nhiem trong qua trinh thvc 
hien nhiem vu, theo doi, nam chac not dung cong viec, don doc kip thai viec thirc 
hien nhiem vu not b6 va cua cac co quan lien quan. 

Dieu 4. WO tir chOi tiep cong dan 

1. Ngugi tiep cong dan dugc tir chi tiep nguoi den nai tiep cong dan trong cac 
truemg hop sau day: 

a) Ngugi trong tinh trpg say do dung chat kich thich, ngugi mac benh tam 
than ho4c mot benh khac lam mat kha nang nNn thUc hoac kha nang dieu khien hanh 
vi cua minh; 

b) Ngugi c6 hanh vi de d9a, xiac pham co quan, to chirc, don vi, ngued tiep 
cong dan, ngugi thi hanh cong vu hoc c6 hanh vi khac vi pham not quy not tiep 
cong dan; 

c) Ngugi khieu nai, to cao ve vv viec da giai guy& dUng chinh sach, phap luat, 
dugc co quan nha nuac co than' quyen kiern tra, ra soat,,thong bag bang van ban va
da dugc tiep, giai thich, hugng dan nhung van co tinh khieu nai, to cap keo dai; 

d) Nhang truang hgp khac theo quy dinh cua phap 

Ngugi tiep cong dan phai giai thich cho cong dan dugc biet Vi do toch6i 
dOng th6i bao cao ngugi phv trach tiep cong dan. 

2. D6i vgi nhung vv, viec khieu nai, to cao da dugc giai guy& dung chinh sach, 
phap luat, dugc co quan nha nuot c6 tham quyen kiem tra, ra soat, th8ng bao bang 
van ban va da dugc tiep, giai thich, hugng dan nhung cong dan van tinh khieu nai, 
to ca.() keo dai thi ngugi tiep cong dan ra Thong bao choi tiep cong dan, thvc hien 
theo Mau so 01 ban hanh kern theo Quy trinh nay. 

Chtrung II 

QUY TRiNH TIEP NGU'd1 KHIEU NAI, NGUOI TO CAO, 
KIEN NGHI, PHAN ANH 

Muc I 

XA.0 DINH NHAN THAN CUA NGU'dI KHIEU NAI, NG1U'CiI TO CAO, 
NGUIJI MEN NGHI, PHAN ANH VA TiNH KIP PHAP CUA NGUtfl HAI 

DIEN THEO QUY DINH CUA PHAP LUAT 

IINLI 5. Xac dinh nhan than dia ngugi khieu nai, ngugi to cao, ngugi ki6n 
nghi, phan anh 

I. Khi tiep ngugi khieu nai, ngugi tiep cong dan yeu cau h9 neu ro h9 ten, dia 
chi va xuat trinh giay to tit)/ than, giay 	thieu, giay lay quyen (neu co). 

2. Khi tiep ngugi to ,cao, ngugi kien nghi, phan anh, ngugi tiep cong dan yeu 
cau ngtzgi to cao, ngugi kien nghi, phan anh neu ro h9 ten, dia chi va xuat trinh giay 



3 

to thy than. 

Trong qua trinh tiep nguesi to cao, ngubi tiep cong dan phai giu bi mat h9 ten, 
dia chi, but tich ngued to cao theo quy dinh cua phap 1u'at ve to cao. 

3. Truing hop cong dan hoc ngueti dugc uy quyen, ngued dai dien theo quy 
dinh cUa phap lulat cho ca nhan, ca quan, to chirc c6 hanh vi vi pham quy dinh tai 
khoan 1 Dieu 4 cua,Quy trinh nay thi ngubi tiep ding dan ch6i viec tiep cong dan 
nhu quy dinh tai Dieu 4 dm Quy trinh nay. 

Dieu 6. Mc dinh tinh Illyp phip cua ngtroi dui dien, ngtrbi duvc fly quyen, 
114t sir hoc try.  giup vien phi') IS/ 

1. Truing hop co quan, to chirc thgc hien viec khieu nai thong qua ngubi dai 
dien la ngued dUng dau co quan,,  to chirc thi ngued tip cong dan yeu cau ngubi dai 
dien xuat trinh giay gied thieu, giay to tuy than. 

Trong truing h9p ngued dirng au co quan, to chirc ay quyen cho ngued dai 
dien theo quy dinh cua phap 1u4t,de thgc hien viec khieu nai thi ngued tiep cong dan 
de nghi ngued dugc quyen xuat trinh giay to UV than, giay fly quy'en caa ngued uy 
quyen. 

2. Truing h9p ngubi khieu nai la ngued chua thanh nien, ngued mat nang luc 
hanh vi dan six thi ngued dai dien theo phap 14t cua h9 thgc hien viec khieu 

Truing hop ngueri khieu nai om,dau, gia yeu, c6 nhugc diem ye the chat ho4c vi 
ly do khach quan khac ma khong the to minh khieu nai thi dugc iiy quyen cho cha, 
me, vo, chong, anh, chi, em runt, con a thanh nien ho;dc ngubi khac c6 nang luc 
hanh vi dan su day du de thuc hien viec khieu nai; 

Ngued tiep cong dan yeu cau xuat trinh giay 0 chirng minh viec dai dien, uy 
quyen hop phap ho4c giay 0 khac co lien quan. 

Treeing hop ngued den trinh bay la ngubi dai dien, quad duoc fly quyen he 
phap thi ngued tiep cong dan tien hanh cac thU tuc tiep nhu dOi vOi ngued khieu nai. 

3. Truerng hop ngued khieu nai uy quyen cho lua't su hoc trg giup vien phap ly 
thuc hien viec khieu nai thi ngubi tiep cong dan yeu cau luast su hoc trg giup vien 
phap 13",  xuat trinh The lua.'t six, The trg giUp vien phap ly va Giay uy quyen khieu 

4. Truong hop ding dan khong co gi'Ay uy quyen ho4c viec fly quyen khong 
theo d'Ung quy dinh tai khoan 2, khoan 3 dieu nay thi nguoi tiep cong dan khong tiep 
nhan ho so vu viec va giai thich ro ly do, huang dan cong dan lam cac the tuc can 
thiet de thuc hien viec khieu nai theo clung quy dinh. 

Muc 2 

TIEP NHAN, PHAN LOAI, XU' LY NO! DUNG ICHIEU NAL TO CAO, 
KIEN NGHI, PHAN ANH 

Dieu 7. Tiep nh4n khieu nai, to cao, kien nghi, phan anh 
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1. Khi cong dan den trinh bay true tiep va khong,c6 dan thi nguai tiep cong 
dan htrong dan tong dan viet don khieu nai, 	cao, kien nghi, phan anh hoac ghi 
chop day dit,, trung thuc, chinh xac not dung trinh bay cUa cong dan; n6i dung nao 
chua ro thi de nghi cong dan trinh bay them, sau dO doc lai cho cong dan nghe va de 
nghi h9 ky ten hoac diem chi xac nhan vao van ban. 

, 2. Twang hop cong dan 	trinh bay va c6 don 	n6i dung cu the, ro rang, 
co the xac dinh dugc ro tinh chat vu vie:c va co quan co tham quyen giai quyet thi 
nguai tiep cong dan huong dan cong dan giri don den co quan có tham quyen de 
dugc xem xet, giai quyet theo quy dinh cfla pita') luat. 

3. Truang hop nhiL nguai den khiL nai, to cao, kiL nghi, phan anh ve ding 
mot not dung thi nguai tiep cong dan huong dan h9 cu nguai dai dien de trinh bay; 
ghi lai not dung trinh bay va de nghi nguai dai d*. 14 ten hoac diem chi xac nhan 
vao van ban. 

4. Truerng hgp cong dan trinh bay nhie‘u not dung, vim. co not dung khieu nai, 
vixa c6 not dung to cao, kien nghi, phan anh thi nguai tiep cong dan huong dan cong 
dan thuc hie'rt viec khi6u nai, to cao, kien nghi, phan anh theo quy dinh cua phap luat. 

5. V* tiep nhan, ghi chop n6i dung khiL nai, to cao, kien nghi, phan anh va 
vie‘c huong clan cong dan viet don,  phai dugc ghi vao So tiep cong dan hoac dugc 
nhap vao phan mem co so. 	ye tiep cong dan. 

Dieu 8. Phan 1*, xir 1ST khieu nai, to cao, kien nghi, phin anh 

1. Vic phan loci, xir 13'1 n6i dung khi6u nai, to cao, kiL nghi, phan anh dugc 
can dr vao ban ghi n6i dung trinh bay hoac don cua cong dan va that hien theo 
Thong to so 05/2021/TT-TTCP ngay 01 thang 10 nam 2021 cila Thanh tra Chinh phu 
quy dinh quy trinh xu ly don khieu nai, don to cao, don kien nghi, phan anh. 

, 	2. Ykientrinh bay n6i dung khieu nai, cao, kien nghi, phan anh khOng thuc 
tham quyen giai quyet dm co quan, don vi tiep cong dan,  thi nguai tiep cong dan 
hung dan cong dan viet don gui den co quan, to chat c6 tham quyen giai quyet. 

Throng hop not dung thuc tham quy&I giai quye't cna co quan, don vi mirth thi 
nguai tie)) cong dan tiep nhan cac thong tin, tai 1* de bao cao nguai có tham quyen 
giai quyet. Neu cong dan cung cap cac thong tin, tai 1*, chUng cir co lien quan den 
khieu nai, to cao, kien nghi, phan anh thi nguai tiep cong dan xem xet de tiep nhan cac 
thOng tin, tai,  lieu, chUng cu do. V* tiep nhan thong tin, tai 1*, chimg cu dugc that 
hie‘n bang giaybien nhan theo Mau so 02 ban hanh kern theo Quy trinh nay. 

Chuang III 

TIEP CONG DAN CUA LANH DAC) TINH 

'Dieu 9. Tiep nhan don ding kS,  gap lanh d4o tinh 

1. Coy kiL chi dao cua lanh dao tinh. 
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2. Cac vu viec tranh chap, khieu nai, to cao neu khong xem xet, giai quyet kip 
tiled co the xay ra hau qua nghiem trong dan den huy hoai tai san cua Nha nuac, cna 
tap the, ca than, xam hai den tinh mang cua cong dan, anh huang den an ninh chinh 
tri, trat to an toan xa h6i. 

3. Vu viec da qua hp giai guy& theo quy dinh cua phap luat khieu ngi, to cao 
hien hanh do loi cfra ca quan hanh chinh Nha nuac hoc dm can b6, cong chirc khi 
thi hanh cong vu. 

, 	4. Vy viec phirc tap, keo dai da dugc Thu truong So., ban nganh hoc ChU tich 
Uy ban than dan huyen, thi xa, thanh 016 tiep cong dan nhung cong dan van tiep tyc 
khieu nal, to cao gay gat. 

5. Cac truang hop da c6 quyet dinh giai quyet co hieu 1irc phap luat, nhung co 
nhang tinh ti'et mai,  c6 the lam thay dOi not dung cUa quyet dinh; trong qua trinh giai 
quyet co vi pham ve viec ap dyng phap luat. 

Dieu 10. Vic tiep cong dan dinh ky cua lanh duo tinh 

Dinh kS/ m8i tun trong thang, lanh dao tinh (Bi thu Tinh uy, Thtreng tryc H6i 
dong than dan tinh, Doan Dai bieu quoc h6i tinh, Uy ban than dan tinh) luan phien 
den Try sa de tiep cong dan 01 ngay. Viec tiep cong dan dinh kST,cfra lanh dao tinh 
&roc thOng baoden ngueri dan va cac co quan CO 	quan; ten cong thOng tin dien 

dugc niem yet tai Try sa qua Lich tiep cong dan. 

Dieu 11. Chuan bi va phuc vu tiep cong dan 

1. Tiep cong dan dinh ky: 

Hang tuL, truck ngay lanh dao tinh tiep cong dan, nguai dan den lay s6 thin ter 
va nOp dcm truac de Ban lap danh sach, chuan bi tai lieu, bao cao tom tat not dung 
trinh lanh dao tinh xem -Irv& 

2. Tiep cong dan d6t xuat: 

Ban dy thao Ti trinh kern bao cao tong hop dui vai nhung truOng hop theo quy 
dinh tai khoan 1, khoan 2 Dieu 9 Quy trinh nay hoac nhirng truOng hop khieu nai 
clung nguei, phirc tap; de xuat Truang Ban trinh lanh dao tinh tiep cong dan. 

Dugc sir d6ng )"7 dm lath dao tinh, Van phong Uy ban nhan dan tinh phat hanh 
giay mei tiep cong dan va phyc vy lanh dao tinh tiep cong dan. 

, 3. Can b6, chuyen vien dugc phan cong phyc vu lanh dao tinh tiep cOng dan 
chuan bi nuac uong, phong tiep dan gun gang, sach se; chuan bi day du ho so, tai lieu 
cho lanh dao va can b6, chuyen vien Sa, nganh lien quan den tiep cong dan. Nhan 
vien bao ve Try ser phoi hop vai bao ve dan quan, cong an bao dam an ninh teat try, On 
dinh trong su6t thoi gian tiep ding dan. 

4. Thanh phan tham thy tiep cong dan gOm:,Lanh dao SO, nganh tinh, Uy ban 
nhan dan huyen, thi xa, thanh phO (neu c6 theo giay rnOi); Truorng Ban, Pho Twang 
ban, can b6, cong chirc dugc phan cOng cila Ban va can b6, cong chirc SO, nganh lien 
quan duoc phan cong tham gia tiep cOng dan. 
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Dieu 12. Sau khi tiep cong dan 

1. Cong dan c6 yeu cau dugc gap lanh dao tinh de phan anh, kien nghi, khieu 
nai, , cao tai Try so theo Dieu 9 oh quy trinh nay se dugc lanh dao tinh tiep theo 
quy dinh. Sau khi lanh dao tinh tiep cong dan, Ban se c6 thong bao bang van ban ye 9 
kien chi dao cua lanh dao truc tiep cong dan. Thong bao nay, dugc giao cho cong dan 
de biet va theo doi tien di) giai quyet 	viec 	ngtrai khieu nai, to cao. 

2. Trong theri gian,chiy ket qua tham tra, xac minh, tham mtru giai quyet cua co 
quan chirc nang ve kien chi dao cua lanh dao trvc tiep cong dan, Ban kh8ng giai 
quyet viec clang 1(9 gap lanh dao tinh tiep dan trong kS,  tiep theo. Trutmg h9p viec 
khieu nai, to cao cua cong dan chua dugc giai quyet hoac ch'arn thuc hien 9 kien chi 
dao cua lanh dao tinh thi Ban xem xet, giai quyet cho cong dan tiep tvc clang k9 gap 
lanh dao tinh theo quy dinh. 

3. Trong thin flan Ur 03 den 05 ngay lam viec, Ice tir ngay tiep cong dan, Ban c6 
trach nhiem tham mtru cho lanh dao Van phong Uy ban nhan dan tinh chuyen don 
hoc truyen dat y kien chi dao cua lanh dao trvc tiep cong dan den ca quan chirc nang 
to chirc thtrc hien.,  Rieng cac twang hop thuc tham 9uyen 	Bi thu Tinh 
ThuOng trvc Fl8i &nog nhan dan tinh, Doan Dai bieu Quoc hOi se do Van phong cua 
the co quan do tham muu thuc hien 9 kien chi dao cua lanh dap trvc tiep cong dan. 

Chuyen vien Ban dugc phan cong c6 nhiem vu theo doi, don d8c, bao cao ket 
qua thuc hien not dung chi dao cua lanh dao tinh. 

Dieu 13. Trach nhiont cua ChU tich Uy ban nhan din tinh trong viec trtyc 
tiep tiep cong dan 

1. Chit,  tich Uy ban nhan dan tinh c6 trach nhiem trvc tiep tiep cong dan dinh 
kST va dOt xuat theo quy dinh tai khoan 2, khoan 3 Dieu 18 Lulat Tie!) cong dan. Viec 
tiep cong dan dinh k9 cua Chu tich Uy ban nhan dan tinh dugc thong bao den ngueri 
dan va cac co quan c6 lien quan theo quy dinh. 

2. Chu tich Uy ban nhan dan tinh tivc tiep tiep cong dan de long nghe, xem xet, 
giai quyet va chi dao viec xem xet, giai quyet cac,khieu nai, to cao, kien nghi, phan 
anh thuOc tham cluyen 	minh. Qua,  viec trvc tiep tiep cong dan, Chu tich Uy ban 
nhan dan tinh biet dugc tinh hinh khieu nai, to cao, kien nghi, phan anh va viec giai 
quyet khieu nai, to ,cao, kien nghi, phan anh 	cac co quan, don vi cap dui 	it.  t 
do c6 bin pita'? kiem tra, don doc cap cluoi trong cong tac tiep cong dan, xcr l9 don 
thu va giai quyet khieu nai, to cao, kien nghi, phan anh. 

, 	3. Khi 	cong dan, n6u vv viec ro rang, cu the, giai quyet co co so va thuOc 
tham quyen thi Ban se-  c6 thong bao bang van ban ve y kien chi dao cua Chti tich Uy 
ban nhan dan tinh. Thong bao nay, dugc giao cho cong dan de biet va theo doi tien d8 
giai quyet vu viec cua ngueri khieu nai. 

4. Viec tiep cong dan cua ChU tich lify ban nhan dan tinh phai dugc can b8, 
cong chirc giup viec ghi cite') day du vao SO tiep cong dan hoc nh'ap th6ng tin vao 
Co so. dtt lieu quoc gia ye cong tac tier) cong dan, giai quyet khieu nai, to cao, kien 
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nghi, phan anh hoac phan mem quan ly cong tdc tiep ding dan va duqc ltru tai nai 
tiep cong dan. NFU:mg y kien chi dao cua Chu tich Uy ban nhan dan tinh trong viec 
giai quyet cac khieu nai, to cao, kien nghi, phan anh tai Try sa phai dugc lap thanh 
van ban va giri cho cac co quan, to chirc, dan vi có lien quan de trien khai thgc hien 
theo dung yeu cau, not dung chi ciao; an dinh thoi gian giai quyet phi" hop voi quy 
dinh cua phap luat va co quan, to chirc, don vi co trach nhiem giai quyet phai gtiri ket 
qua giai quyet cho cong dan dugc biet. 

Dieu 14. Trach nhqm ciia Van phong Uy ban nhin din tinh, Ban, va cac 
co• quan, dun vi lien quan trong viec phyc vu lanh dao tinh tiep cong dan dinh 
14. 

1. Ban, Thanh tra tinh, So.  Tai nguyen va Moi truang va cac co.  quan, dan vi có 
lien quan den not dung khieu nai, to cao, kien nghi, phan anh có trach nhiem: 

a) T6 chirc lay s6 thir to cho nguCri dan nOp 	 e ,don va len danh sach de lanh dao 
tinh tiep cong dan, 	truOng hop tiep cong dan khan cap; 

b) Chu'an bi day dit nhang thong tin, tai lieu lien quan den not dung vy viec 
khieu nai, to cao, kien nghi, phan anh ma lath dao tinh se tiep cong dan; 

c) Cu can 1)6 chuyen mon de ghi chep not dung viec tiep cong dan, nhan cac 
thong tin, tai lieu do cong dan cung cap; 

d) Cu can b6 co quan, dan vi chuyen mon (hoac lath dap) có lien quan cong 
tiep cong dan de thuc hien nhimg yeu eau do lanh dao tinh giao. 

2. Ket thuc viec tier) cong dan, Ban se có thong bao bang van ban ve y kien chi 
dao cua lanh dao truc tiep cong dan. Dong thi Ban va cac co.  quan don vi lien quan 
co trach nhiem tham muu, de xuat cho lanh dao tinh chi dao co quan chuyen mon 
tham muu de giai quyet. 

Dieu 15. Teach nhqm ciia Ban va cac co.  quan, dun vi lien quan trong viec 
phyc vu lanh dyo tinh tiep cong din dOt xuAt 

1. Trong tru&ng hop có nhieu nguei ding tap trung tai Try so. cac ca quan lanh 
dao tinh thi Ban có trach nhiem cha Ong, ph6i hop vai cac ca quan có 	quan to 
chirc van dOng cong dan,ve Try s& Tiep cong , dan tinh , giai thich, ghi nhan cac yeu 
cau khieu nai, to cao, kien nghi, phan anh de bao cao lanh dao Uy ban nhan dan tinh 
chi dao xir 1Y. TruOng hop cong dan y€,'u cau lAnh ciao (1y ban nhan dan tinh tiep dan 
thi Ban lap cac thu tyc, bao cao lanh dao Uy ban nhan dan tinh quyet dinh. 

2. fJy ban nhan dan cac huyen, thi xa, thanh ph6 thu6c,  nai co cong dan tap 
trung tai Try so.  cac ca quan lanh dao tinh thi cu can bO có tham quyen va co trach 
nhiem phoi hop chat the vai Ban trong viec tiep cong dan, cung cap thong tin, tai lieu 
co lien quan den vu viec; van Ong, thuyet phyc cong dan troy ye dia phuang va dp 
dyng cac bien phap Ichac de tham muu xur lY theo quy dinh. 

Dieu 16. Theo doi, (pan 15r viec tiep cong dan 

Viec tiep cong dan den khieu nai, Vs; cao, kien nghi, phan anh phai dtroc ghi 
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vao S6 tiep cong dan hoc nhap thong tin vao Ca so.  du lieu qu'6c gia,ve cong tac tiep 
cong dan, giai quyet khieu nai, to cao, kien nghi, phan enh hoc phan,  mem quan ly 
cong tic tiep cong dan. So tiep cong dan duvc thgc hi'en theo Mau so 03 ban hanh 
kern theo Quy trinh nay 

Chuang IV 

TO CHtt-THVC HIEN 

Dieu 17. TO chtic thtrc hien 

1. Van phong tJy ban nhan dan tinh (Ban Tik) cong dan tinh) chU tri, phoi h9p 
vai Van phong Tinh u.y, Van ,phong Doan Dai bieu Quoc hOi va Fic3i (tong nhan dan 
tinh, Ban N9i chinh Tinh 	Uy ban Kiem tra Tinh Uy, Thanh tra tinh, Tai nguyen 
va MOi trtrong va cac quan, to chirc, don vi ca nhan có lien quan phvc vv tot cong 
tac tiep cong dan theo dinh ky cua lanh dao tinh va to chirc tiep cong dan thuong 
xuyen tai Try ser Tiep cong dan cua tinh. 

2. Thu truong,cac so, ban, nganh tinh; ChU tich UBND cAp huyen, cAp )(a can 
cir theo Quy trinh tie') cong dan tai Trp so Tiep cong dan tinh; LuAt Tiep cong,  dan, 
LuAt To cao, LuAt Khieu nai va cac Nghi dinh, Thong to huOng dan thi hanh de ban 
hanh cu the Quy trinh Tiep cong dan dp dung tai don vi minh cho phU hop va dam 
bao dung vOi quy dinh cua LuAt. 

, 3. Trong qua trinh thvc hien Quy trinh nay, neu có kho khan, vtrang mac hoc 
có van de mai phat sinh thi cac co quan, to chirc, don vi, ca nhan có lien quan kip 
thOi phan anh ve Van phong Uy ban nhan dan tinh (qua Ban Ti6p cong dan tinh) cte 
kien nghi Chu tich Uy ban nhan dan tinh thCing nhAt sira ctoi, bO sung cho phn hop./. 



MAU SO 01 

(Kern theo Quy trinh tiep cong dan tai 
Try so. Tiep cong dan tinh Tay Ninh) 

VP.UBND TINH TAY NINH LONG BOA XA HOI CHU NGHIA VIVIC NAM 
BAN TIEP CONG DAN 	 DOc 14p - Tiy do - 1-14nh pluic 

S6. 	/TB-BTCD 	Tay Ninh, ngay......thang... 	.... 

THONG BAO 

	

Kinh 	 (1) 

Ngay 	thong 	nom 	, ong (ba) 	.(1) 	 

s6 CIVIND/H8 chi6u (hoac gi'ay 0 tiny than): ..., ngdy cap:.../..../...., nai cap 

Dia chi: 	 , de'n Try s6 Ti6p cong dan tinh de khieu nai 
(t6 coo, kiL nghi, phan anh) ve viec 	 (2) 	  

Vu viec da dugc,giai quyet dung chinh sach, phap 1u4t, dugc co quan nha 
nu 6c c6 tham quyen kiem tra, ra soat va thong boo tra 16i bang van ban theo clung 
quy dinh cua phap 

Can cu khoan 3, Dieu 9, Lust„ti4 cong dan nom 2013, Ban Tiep cong dan 
tinh 	choi tiep nhan not dung khieu nai (to coo, kien nghi, phan anh) cua ong 
(ba) 	 (1) 	 

Ban,Ti6p cong dan tinh thong boo 	ong (ba) 	.(1) 	 va cac 
co' quan, to chirc, dcm vi, ca nhan c6 lien quan clugc biet; de nghi ong (ba) chap 
hanh theo quy dinh cua phap 1u4t, cham dirt khieu nai (to coo, kien nghi, phan 
anh)./. 

Nai 
- 	thvc hi'0); 
- ...(3)... (d6 boo coo); 

..(4)... (d6 phoi 1-19p); 
- Ulu BTCD. 

TRU'ONG AN 
ghi ro ho ten, long ddu) 

(1) H9 ten ngithi khieu nai (to coo, kien nghi, phan anh). 
(2) Tom tat not dung khieu nai to coo, kien nghi, phan anh). 
(3) Chirc danh Minh ciao, ten ca quan, to chirc, clan vi can boo coo. 
(4) Ten ca quan, to chine, dan vi, ca nhan CO lien quan. 



MAU SO 02 

(Kern theo Quy trinh tiep cong dan tai 
Try sa Tiep cong thin tinh Tay Ninh) 

VP.UBND TiNH TAY NINH CONG HOA XA.  HQI CHID NGHIA. VItT NAM 
BAN TIEP CONG DAN 	 DOc 14p - Tv do - Hanh phtic 

(dung dAu treo oh Ban) 	Tay Ninh, ngay... thong... nom .......... 

GIAY BIEN NHAN 
Thong tin, tai lieu 

Vao ....gi6 ....ngay 	thong 	nom 	, tai 	T* cong dan 
tinh, 

Toi la 	.(1) 	  Chirc vu: 	  
Da. nhan cua 'Ong (ba) 	 (2) 	  
St) CMND/1-10 chieu (hoac giAy tar tiry than), ngay cap, nai cap: 	 
Dia chi: 	  
Cac thong tin, tai lieu sau: 
1 	  
2 	  
3 	  

(Ghi r5 ten, so trang, tinh trang cila thong tin, tai liiu, bang cluing (tai 
bang chting la ban ph -6 to hoac ban sao cong cluing)) 

Giay bien nhan duac lap thanh 03 ban, giao cho ngtroi cung cap thong tin, 
tai lieu 01 ban" 

Ngued cung cap 	 NG1Util NH2!iN 
ghi r5 ho ten) 	 (K)% ghi r5 ho ten) 

(1) Ho ten can bO, con? chirc nhan thong tin, tai liiu, bang chthig. 
(2) Ngirol khieu ngi (to coo, kien nghi, phan anh); ngiceri có lien quan din IT viic 
khiiu ngi (t Ocao, kiin nghi, phan anh). 



MAU SO 03 

(Kent theo Quy trinh tiep cong dan tai 
Try sa Tiep cong dein tinh Tay Ninh) 

SO TIEP CONG DAN 

STT Ho ten - 
Dia chi 

Ng • 
dung 

v 
viec 

Phan 
lo#i • 

do•n/so 
ngiroi 

CO 
quan 

da 
. , • 

mai 

Htro'ng xii 1ST 

Theo 
doi 
ket 
qua

Ghi  

giii 
„ quyet 

chi"' 

CMND/HO 

u. 
A chieu ciia 

cong dan  Ng •aY 
tiep 

Thu,  
Is, de  

giai 
quyet 

Tra 10 
don va  

hirov g 
can 

Chuyen 
d 	den u n 
o,r quan, 
to chtic 
, 
u" YI 

có tham 
quyen 

quyet 

1 2 3 4 5  6 7 8 9 10 11 12 

Ghi chtl: 

(1) Sti thir 

(2) NO),  tiep. 

(3) Ho ten, dia chi. 

, (4) CI\AND/HO chieu 	cong dan (n'eu cong dan Bong có CMND/CCCD/HO 
chieu thi ghi cac thong tin theo giay to tit)/ than) 

(5) Tom tat not dung vu viec. 

(6) Phan loci don dm cong dan (khieu nai, t6 cao, kien nghi, phan anh), 
cong dan co don cang mOt not dung. 

(7) Ghi 115 co quan, to chirc, don vi da giai quyet het tham quy6'n. 

(8) Danh au (x) neu thuOc tham quyen giai quyet. 

(9) Ghi re, huong an cong dan den co quan, to chirc, don vi nao, so van ban 
htxong dan. 

(10) Ghi ra ten co quan, to chirc, don vi c6 tham quyen thou 1ST giai quy6t, s6 
van ban chuyen don. 

(11) Nguoi tiep dan ghi chdp, theo dOi qua trinh, kat qua giai guy& don cua 
cong dan. 
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