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QUY CHE
Ti6p c6ng dfin, ti6p nh$n xrl'ly c1o,n thu'

khi6u n3i, tO c6o, ki6n ngh!, phSn 6nh cira UBI\D xfr Nam X.ang,
(Ban hdnh kdm tlteo Quy€t dinh so ,9 /2025,/QD-[JB\LD ngd.y 2/-/7/2025

cua Uy han nhdn don xfr JVam,Yang) -

Chrrong I
NHIrNG QUY DINr{ C}rrJNG

Didu 1. Phgnr vi tli6u chinh

, Quy ch6 nay Qu1, 61,rn chi ti6t ve viec ti0p c6ng c16n tai c:6c ocr quan, do'n
. .i.vi, to chric thuoc.Uy' ban nh6n drin xli Nam Xa.ng; quy' ctinh r,6 tr6ch nhi6m ti6p

cong clAn; vi0c t6 chric ti6p cdng dAn; nhiCrr vl.r, q"yon han ota c n b6, c6ng
chr-i'c (sau day.goi tit lA nguoi ti6p c6ng dAn); ,1uydn vA nghla vu cua c61g dAp
khi d6n ncri tiOp c6ng clAn; hoat dQng: ti6p c6ng clAn tai Nii riep cOng cian, <Iia
di6m ti€p c6ng d6n ctra co quan, t5 ctrt?c, dcrn vi.

Di6u 2. DAi tu'g'ng 6p dgng
1. Ccv quan hdnh chirrh nhd nudc, thu tru&ng co cpran frAnh cliinh ntrd

nu<ic, dcrn vi vfr trang nhAn dAn, clo-n vi su nghi6p c6ng l6p, nguo'i tiep cong dAn
tren clia ban xd Narn Xang.

2. Nguo'i khi6u nai, td c6o, ki6n nghi, phAn 6nh.
3. 9o qllall, t6 cirirc, c6 nhAn co 1i6n qlran d6n cong tdc ti6p c6ng cl0n.
Di6u 3. Mgc elfch ti6p cdng d6n
Muc dich cua vi6c ti6p c6ng dAn theo quy clinh tai Di6u 3 T'hdng tu' s0

0412021/TT--I'TCP ngAy 0l th6ng 10 n[m 2021 cua T'hanh tra Ctrinh phir.
Di6u 4. Nguy0n tfc ti6p c6ng clfln
Nguy6n tic ti6p crSng clAn thuc hi6n theo quy clinh tai Di0u 3 L,uAt 'fi6p

c6ng dAn.

Di6u 5. Dia.cliiirn ti6p c6ng din
Dia di6m ti6p c6ng dAn thuc hiOn theo quy ctinh tai Didu lg va l<hoan ll

DiAu 241-vl/- Ti6p c,5ng clAn ndrn 2C)13.

Chu'o'ng II
r:O crr0c TrEp corvc oArq

Di6u 6. Ti6p cdng cl6n t4i no'i ti6p c6ng diln c[ia tJttND xf,
l. Vi6c ti6p c6ng dAn cira Dang uy, Hoi d6ng nhdn clAn, Uy ban nhdn clAn

x[ dr-rtrc thuc hi6n tai '['ru s0 Uy ban nhdn cl6n xti,
2. Tiep cong clAn clinh k!
a) Lich ti6p c6ng clan dinh k1) vdo ng.iy thir 3 hdng tuAn. NOu lich ti6p

trtrng vdo ngdy nghi, ngdy t6 thi td chilc vdo ngd1, lt\nr vi€c tiCIp theo.
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b) Chu tich.Iiy ban nhdn ddn x5 chu tri ti6p c6ng ciAn clinh ky,. frolg
Lnrdng hQp dQt *rtet, Chu tich {Jy ban nhAn rJiin xd t tlong il,e tiep c6ng cl6n vi ly
do kh6ch quan thi phAn c6ng I'}h<i Cht tich tiy ban nhan cl6n x[ chtr tri.

c) Thdnh phAn tharn gia ti6p c6ng aan Oinn kj, tai n<ri ti6p c6ng cJAn cria
LrBND xd g6m dai cli6n l6nh dao: v6n phong. :DAng"uv, t-ly tro,rj<ie^-,;;;;
[ry, vdn phong HDND-LiBND, phong Kinh t6, phong virn h6a-- xa h6i, c6ng
an xfl.

d) Ket lu6n cua ngr-ro'i chu.tri ti6p c6ng clAn sE ducrc Vin pholg HDND-
UBNID th6ng b6o bdng rr6n biin d6n c6c .o qror, c6ng dAn s6 li6ri cluan theo quy
clinh cira phap lu6t.

^ ... ,(
3. 'l-i6p c6ng dAn d6t xuAt
a) Vi6c ti5p c6ng dAn dQt ,.rdt tt,-rc hi6n trong c-6c [nrr:ryrg hqp tireg quy c1ilh

tai kho6n 3, Didu lB,Luat Ti6p ceing darr ndm 20t3 ua tn.o ro.,Za.,.,t;;6p;;6nl''"'
b) Chu tich [Ty ban nh6n cl6n x6 chr-r tri ti6p c6ng dlin dQt ,,rar r'.rr"rg

ho-p Chilr tich tJy ban nhdn dAn xfr kh6ng the ti6p cong cldn thi ph6n c6ng phcr
chu tfch ur.9T nhan cl6n xd chu tri tioplrnann pr,An ir*- grrii5p ,oug cl6n ct6t
xu6t do nguiri chfi tri guyOt cIinh.

c) KCt luAn cua nguoi chu.tri tii5p c6ng clan sC cturcrc V,in phgng FID|,1D-
UtsI{D th6ng b6o bing vdn b6n c16n cric crv qror, cdng clan co 1i6n- quan theo quy
dinh cua ph6p lu6t.

a. Ti6p c6ng clAn thuorrg xuy6n
Vdn phong I{DND-IrBND ldrn nhi€ir vu thucrng truc tiep c6ng clAn, b5 tri

cong chric ldm cong tac: l6p.lrng dan thucvng xuryen tai ilyi ;6p ;5r;dan cua x5.'Vdn phdng DAng uy, Uy ban Ki€rn t.a t)ang ir,v cri clai oieriptioi hcrp .,Jrg
Vdn phong HDND-LIBND thuc hi6n vi6c ti6p cdng cldn rhurong xgy6n rai noi
ti6p cdng d6n cria xd.

,.;5 
)ziQc 

ti6p c6ng dAn tai xd phai tluo. c mo' s6 theo cl6i dAv ctir.
Di6u 7. Ti6p .9rg dfi, t?i c6c co'quan chuyOn r,6n flruQc UBND xfl
1.. Dia cli6m ti6p cdng clAn cua c6c ccr qr-,rri chuyOn mon thur\c UBND xfl

duo-c bO tri tai ncri ldrn vi(:c cua ccr quan, don vi.
2. T'hil trucrng cfc co quan chuydn rndn thu6c UBND x6 tru'c ti6p thr-rc hi6n

tai dia cliCrn tit5p c6ng dAn cua co quan minh.
3. Ngodi nhirng quy dinh tr6n, leinh dao c6c co cluan, <Io'n vi phai tr.uc tiep

thatn gia tai c6c phi6n ti6p c6ng cl6n dinh.k! vd d6t xu6t rheo srr pira,, cong cna
tJli ban nh6n dAn xd vdr theo y6u cAu cria cAp tren.

4. Vigc ti6p cong clan tai c6c co quan chuy6n m6n thuoc LIBND xd phii
ducrc rncr sO theo cldi dAy d[r.

Di6. 8. tsio vQ an ninh trfft tu tai dia di6m tidp c6ng d6n
1. Truong C6ng an xd chi dao.luc lucr.ng C6ng an xA lArrr nhi6m vu bao v6

an ninh, tr'6t tu va an tohn tai ncri ti6p c6ng d6n cr-ra TIBND xE trong c6c phi6n
ti6p c6ng cldn dinh kii, ddt xu6t ve tainoi tiA, .ort clan c.ua cac ccr qlran chuy6l
m6n thu6c IJBND xd trong trudng hr;p cir khi6u nai ddng ngud'i hodo cti nguy ccr
ph6t sinh phirc tap.
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I'ruong hop nhAn cluoc y6u cAr-r cua.cAc cc, quan, clon vi thi, C61g a,-, cep
xd c6 tr6ch nhiQrn cu'h-rc lrrong kip th0i d6n ph6i hr-rp nii ly clhm triio an ninh, trat
tur tai noi tiOp c6ng <JAn"

2. Ctrn bQ, chi6n si khi c1r,r<vc giao nhi6m vU bao vO phi6n tiop c6ng dA1
phai c6 bi6n ph6p *.o ly klp thcri theo quy r.Iinh cira ph6p lu6t d6i viri nht,ng
truorrg hgp.ngudi d6n kiririu nai, t0 cAo, ki6rr ngh!, phtin 6n1 cd trdnh vi kictr
<IQng, griy rdi trat tu:hodc de doa. ldng nru .tdi 

"6,i"rgr;; 
;iil;,rgd6n, ngud,i trri

hdnh cerng vu trong hclpt rl6ng ti6p cong dan.

Chuorrg XII
N}II[]N{ VTI, QUYEI{ HAN CUA VAN PHOh{G rTDND-UI}]\D

VA CAN BO TIEP COUC NAN
Di6u 9. Nhi6rn rq,.qrryd, han cfia vrn phdngl{Qi d6ng nhffn d6n
Vdn phong IJQi d6ng nhdn ddn vzi Uy ban rrhAn ddn xa thuc hien c6c

nhiCrn vr, quy6r, han :rau:

a) Chu6n bi c6c clidu kien can thiet 116 ticip c6ng clan; lam dAu rloi lien h6,tlii* b6o mdi, phoi trqrp trong viQc titip cong cldn v<ii c6c ccr quarl tham gia circ
phien tiep corg da, dinh k) va c16t xu6t cia Lanh dao LIBND xa.

b) Ph6i ho'p v6i vd, phong Dang uy,.t-iy ban Ki6rn tra Dang uy trong
cdng t6c ti0p c6ng cl6n thucrng ruirdn tai ioiiiep .Ong aar,.

c) 'rheo d6i, d6n d6c c6c co'quan, t6 chirc, dryn vi co tharrr quyd., xti ly,
giai quyct khi6u nai, t6 c6o, kien,rgt.i, phan anh cura c6ng d;r;;;r;rijlep.o,g
dAn tinh chLryen"

d) Md s6 s6ch theo dtji vi6c ti€p cong ilAn, xu ly clun thu; t6ng hcrp tinh
hinh, kOt qu6 c6ng t6c ti6p c6ng dAn tai nol ,iep'c6ng clan cLia uSND xd; b6o
c5o clinh kj'vd d6t xrLr6t v6i ccr quan, t6 chirc co thanr qi yer.

e) fhuc hi6n nhfrng nhiQm vu kh6c clo Chri tich Uy tran nhAn c16n.xd giao.
Di6u 10. 'ri6u chuf,n, ch0 c10, chfnh s:lcn o6i nO.i *gr.O'i thqrc lriQn

nhi$rn vu ti6p c6ng ddn
l. Ngucri thgc hiQn nhiCrn vu ti5p cong clan id c6ng ctrf c co dir ti6u chtr6n

theo I(hoan 1 Di6u 34 L,udt 1-ii5p cdng d6n ndrn 2A:r, duryc T'ht truo:ng c6c co
quan, don vl giao.nhi6m vu ti5p c0ng ddn tai dia di6m ti6p c6ng cltin (sau ddy goi
chung 1A nguo'i ti6p c6ng ckin),

2. Nguoi tiep c6ng clAn gorn:
a) Nguo'i ti6p cdng <JAn thtrtyng xuy6n.
b) Ngud'i ti6p c6ng dAn khi duoc giao.

, ^ ^3. 
Ngucii.thuc hi6.n nhierx vu ti6p cong dAn dr-roc hr,rirng cne clr2 boi dLr6ng

ti6p c6ng-cld, va c6c ch6 dQ kh6c rheo quy clinh cfia phap luat.
Di6u 11. I\hi0rn vu q,n.ydn han cfia ngu'i,i ti6p cbng d,fln
1. Nhi6rn ru quy6r, han cira nguoi ti6p cong cl,in thucyng xuyen
C6ng chirc khi ldm lhidrn vu ti6p cdng clAn thucyng xuy6n tai ncri tiep c6ng

ci6n cria xd vA dia cli6rn ti6p c6ng dAn cua cac c.y quan, t6 chuc, c1clr v! phai thuc
hi6n theo clirng quy dinh tai Di6u 8, Di€u 25, I(hoAn l, f)i6r-r 28 Lu6t Ti6p cerng

l
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d6n ndrn 2013 va 'I'h6ng tu s6 0412021iTT-T1'CP ngay 0lll0l2011 cua Thanh
tra Chinh phtr quy clinh quy trinh ti6p c6ng <lAn"

. 2. Cong chric ducvc cu'lAm nhi0m vu phuc lu lSnh dao Uy ban lhan 661- ,.;.
xa tiep cong dan dinh 1<y, clert xuat thr-rc hi6n odc n6i ciung sau:

a) Thuc hi6n c6c quy dinh tai Khoirn I Di6u ndy.
b) ChuAn bi cdc n6i dung, tdi li6u li6n qLran ct5n c6c vu vi6c l<trieti nai, to

c6o, ki6n nghi, phan 6nh tliu6c llnh vigc quhn li nhd nrrtic cua clcrn vi rninh.
c) Thr"rc hi6n nhfing nhi6m r,'Ll rlDr nguoi chti tri phi6n ti6p cong clAn ph6ra co1g.

Chuong IV
FIOAT DQNG TIEP COXC NNru CTIN CO QUAN,'X'C) CHU'C,

DON VT, CA NITAN
Di6u 12. cong n6 tlang tin vd 

'iQc 
ti6p c6ng d6n cfia co, quan, t6

ch&c, do'n vi, cf nh6n
Vi6c c6ng b6 th6ng tin r,'6 vi6c tiep c6ng clAn cua co quan, t6 ctrirc, don vi,

c6 nhAn thpc hiQn theo cluy dinh tai Di6u 24 Lutt 'fi0p cerng dAl 16m 201 3.
Di6u 13. Quy trinh ti6p nhffn vh xrl ly bu6'c Ofiu ti;Ou nai, t6 c6o, ki6n

nghi,, phin 6nh

Quy trinl"r ti6p nhAn, xu.ly brr6c dAu ichieur nai, tr3 czio, ki0n nghi, phan 6nh
thuc hi0n theo quy dinh tai Di6u 25 vd Di6u 29 L.u6tTi6p c6ng clan n5m 2013.

Di6u 14. Phfin lo4ri, xir Iy, chuy6n nQi clung khi6u"nai, t6 .irlr, f.ia,
nghi, phf,n :inh cl6n co quan, ngrriyi c6 thAm quyAr'tt u ly, girii qrylit

1. Vi6c phAn loai, xlr ly, chuy'6n n6i. clung khi6u nai,-t6 .ao, tiel 1g6i.
phrin anh d6n co. quan, ngu'rri co thdnr quy0n ttr,r ty, giai quy6t thuc hi6n theo
quy dinh rai Di6r-r 26 Lu6it Ti6p c6ng d6n nam ?.0i.1, p;ou s it ong tu s6
0412021/TT-TTC--P ngdy 0lll0l2\21 cua 'Ihanh tra Chinh phri quy cJinh quy
trinh ti6p c6ng dAn.

2. 'rrong trudng hqp kidn nghi, ptran 6nh 1i6n quan d6n cluy dinh hdnh
chinh. vd thuc hi6n quy dinh hinh chinh thi nguoi ti6p c6ng cl6n c(r rr6ch nhi6rrr,:.
chuyen cho cir qrran clau rn6i xt'ly theo euy6t dinh cua l-lir ban nh6n dan x6 v6
vi6c ban hdnh Quy che ph6i hcrp tror-rg vi6c ti6p nhAn, xu ly phan 6nh, ki6n lghi
cua c6'nhan, t6 chri'c ,,6 qu), clinh hdnh chinh trOn clia bdn >iii.

Di6u 15. Th6ng brio k6t qui xt'r Iy don thtr khi6u n4i, td cdo, lii6p nghi,
ph6n rlnh

Th6ng brio k6t qu6 xu ly dcrn tliu l<hi6u nai, td c6o, ki6n nghi, phan 6ntr
thuc hi6n theo quy dinh tai DiAu 28 Lfir fi6p corig dan r-rdrn 2013.

Chu'crng V
TO CI{U'C TIrtJ'Cl HIt,l\

Di6u 16. 'frdch nhiQnr ciia vdn phdrng fuoi aong nhfrn dfin vi tjy
ban nh6n din xf,

I " fham nluu, giup Chri tich LIy ban nhan clAn xri d6n doc. ki6rn tra J'lrir
trutrng c6c phong, tlan chuy6n rnon thu6r Uy ban nhfin rlrin xfr trong ri6c t6 chfti:
ti6p c6ng clAn theo quy clinh cua phap lu6t vd eu;,chCI ndy.

I
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2' Chiu tr6clr nhiOrn chri tri to chirc c6ng t6c ri6p c6ng1 clAn tl-ree cfinJr k! tai
no-i tiep c6ng cl6n cira x5 vd t6ng hop tinh hinh .ong r,i. ri6; ;6ng ,Jan hrio c6o
Tlranh tra tinh szru phien ti6p c6ng dAn.

3' Bd tri cdn b6, c6ng chirc chuy6n nrdn tO chric ti6p c6ng ddn thuong
xuy6n theo quy c1inh"

Di6u 17' Trirch nhiQm ciia cfc co quan chuy6m rnon thu6c [Jv ban
nhfln d6n xfr

1' Thii trtrong ciic ccl quan chuy6n m6n thu6. 0y ban nhdn dAn xd truc
ti6p rtrarn gia ti6p c6ng <i6n theo dinh kj, vd d6t ,,,j;1; i.*,n'.1*"ir*n i-; .1.'-"

2. Bd tri c6ng chirc cliuyOn mon pti6i hqr vo,i van phorrg I-{DND-SRND
trong c6ng t6c tidp c6ng d6n thrrcyng *,rybn khi ct5 yau ,A,,. 

r ---- ') 
- ^

4 ' Dinh ki' 03 th6ng rne,t lAn, Uy ban nhAn dan xd t6 chfc hop giao ba,
cong t6c ti6p c6ng rJ6n vd gi6i quyiit tlrriou nai, t6 .an, Lie, ;;il pil;;lr;;i
:lliu 

tr:r,)igcac pl?rg,tan chuyCn rn6n thuQc {-ry ban nrrrin aarr ra;e,I6,,i *;triet clua c6ng t6c ti6p c6ng c1an, giai Quv5t don thu khiCIu ,9i, iO .;,H;;*i;i,
phan irnh trdn <I!a bein.

Di6u 18. Khen thuii'ng vir l<f lu4t
C6c. co quan, don vi vd cir nhAn thuc hi6n tot Quy ch6 ndy se duo-c xet khen

thucrng; n€u vi pham thi ttry theo rnri'c c16 sc bi xir ly thr:o quy,dilh cua ph.{p luat.
c6c ccv quan, dcrn vi kh6,g t6p trung xri ry, giai quyet uu ,iq., .ia .org

clan khi€u ki6n vucrt ciip thi xeni xet xu ly trzic,h ,i',i*r,, cua ,grrd.i rlfng dAu ttreoqrry'dinh tai Di6u 40, Di6u al Nghi dinh s6 1?4l2o2)tll{D-cp ngdy, 19t10/2020
crra Chinh phii quy dinh chi ti6t rn6t so dieu vt\ bicn phap thi irdnli Lupt t(hi6,
nai; Di6u 22, Di6u.23 Nghi dinh so 31l2orq,ND-Cp ng,ry 1al4l2,ol9 crha Chinir
phLi qu1'dinh chi ti6t rn6t so oiour vA bi6n pli6p t6 chirc thi hd"r-rh I-r-riit T.6;;".

Cdn cfr chirc ndng, nhi6m vu czic pl-rong, ban churyen nr6n cira LJBND x5 t6chfic thrrc tri6n nghienr Quy ctr6 nay. Trr:ng c1Lr6 trinl'r thrrc hi6n, np"Irr,a, ;;;
vuirng mdc, c6c co qu,]11 pdran 6r*r v6 van pho"g urrrrro r_lRI\iD ae,orgi,;r,;;;
c6o C'h[r tich I-Jv ban nhtin clAn xd -xem x6t ,r', .roT, bd sung eu,r, ch€ chci prht) hqrp./.




