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UBND TINH HA GIANG 
SO  NO  VV.  

ONG HOA XA HO CHU NGHIA  VIET  NAM 
Dolic 14p - Ttr do  -  Hanh phoc 

A00/QD - SNV 	Ha Giang, ngay thong 3 dam 2021 

QUYET DINH 
Ve  vi0 ban hanh Quy the to chtrc Tiep Cong dan 

cua ser Noi  vu tinh Ha  Giang 

GIAM DOC SO NQI VU  TINH HA  GIANG 

Can  cU. Ludt TieP cong dan so 42/2013/QH13 ngay 25 thong 11 nam 2013; 
Can  cirLudtKhieu nai so 02/2011/QH13 ngay 11 thong 11 nam 2011; 
Can  cic Ludt  To  cao so 25/2018/QH14 ngay  12  thong 8 /lam 2018; 
Can  cti.  Nghi  dinh so 64/2014/ND-CP ngay 26/6/2014 cUa Chinh phi quy dinh 

chi ti et  thi  hanh  mot  so dieu cita  Ludt  Tiep Cong clan; 
Can  cir  Ng:hi  dinh so 31/2019/ND-CP ngay 10 thong 4 nam 2019 cUa Chinh phi 

quy  dinh  chi tiet  mot  so dieu va bien phap thi hanh Ludt To cao; 
Can  at.  Nghi  dinh so 1 24/2020/ND-CP ngay 19 thong 10 nam 2020 ctia Chinh 

phU quy dinh chi  tiAt  mot so dieu  va  bien phap thi hanh Ludt Khieu nai; 
Can  cit. Thong tic so 06/2014/TT-TTCP ngay 31/10/2014 ctia Thanh tra Chinh 

phi  quy  dinh quy  trinh  Tie") Cong  clan; 
Can  cti. QuyAt dinh so 36/2020/QD-UBND ngay 29/12/2020 cia UBND tinh ve 

viec  quy  dinh  ch&c  nang, nhiem  vu,  quyen han viz co .  cciu  to chic cUa N.oi vu tinh 
Ha  Giang; 

Theo  de nghi  cUa  Chanh Thanh tra tai Td trinh so 07/TT-TTr ngay 15/3/2021. 

QUYET  DINH: 

Dieu  1.  Ban  hanh  kern then Quyet dinh nay  "Quy chA to chuc Tiep.  Cong dan cUa 
So.  Ndi  vu  tinh  Ha  Giang". 

Dieu  2.  Quye't dinh nay co hieu luc ke tir ngay 
Dieu  3.  Chanh Van phong  Sa;  Chanh Thanh tra So.; Truang  cac  phong thuiic 

Si, cac  don  vi  true  thul5c Si va cong aide, vien chirc, ngueri  lao  ding Se( NiC)  vu 
can clr Quy'et dinh  thi 

- UBND  tinh; 
- Ban N8i  chinh  Tinh  fly; 	 `■+%; 
- Ca quan UBKT  Tinh 	

• 	

s a  \`-_, 
- Thanh  tra tinh; 
- Ban  Tiep  cong dan  tinh; 
- Nhu  diL  3; 
- Vnpt-ioffice; 
- Trang  Thong  tin  din tir  SNV; 
- Luu:  VT, TTr. 

• 
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UBND  TINH  HA  GIANG LONG HOA x A HOI CHU NGHIA VIVI' NAM 
NOI VU 	 Diic rap - Tu. do - Hanh pink 

QUY  CHE 
To  chirc  Tie') Cong  dan  ciia So' Noi va tinh Ha Giang 

(Ban  hanh  kern  theo  Quyt clinh  so  100  /QD-SNV  ngay16  thong 3 nam 2021 
cUa So' N  di  vu tinh Ha Giang) 

Chuang I 
NHUNG  QUY  DINH CHUNG 

Dieu  1.  Pham  vi,  doi  tiryng  dieu  chinh 

1.Quy the  nay  nham cu the  hod  viec to chic tiep cong dan cua Si NOi vu tinh 
Ha  Giang  va bao dam yeti cau giai quyet nhang phan anh, kien nghi, khieu nai, to 
cao cua cong dan  ye  cong tac NOi vu theo quy dinh cua phap luat hien hanh; 

2. Lanh  dao  So, lanh dao cac phong thuOc So; cong chirc, ngugi .lao dicing 
thuOc, khoi  Van phong 	va cong dan den phan anh, kien nghi, khieu nai, to 
cao ye  cong  tac  NOi  vu chiu su dieu chinh cua Quy che nay. 

3. Viec  tier) cong dan cua cac  dan  vi trgc thuOc Sg thgc hien theo quy dinh 
tai  Khoan  2 Dieu 16 Luat Tiep Cong dan. 

Dieu 2. Mac Bich cua viec tiep ding dan 

1. Tiep nhan cac thong tin,  kien  nghi, phan anh, y kien (long g6p ve nhfing 
van de  lien  quan den cong tac quan  ly  Nha nugc trong cac link vgc thuOc pham 
vi, chirc nang,  nhiem  vu va trach  nhiem  cua Sa. 

2. Tiep nhan khieu nai, to  cao  thuOc tharn quyen giai quyet cda Giam d'ac 
Se( de  xem  xet, s giai quyet va tra  16i  cho cong dan theo dung thai han quy dinh 
cua  phap  luat  ye giai  quyet khieu  nai,  to cao. 

3. Huang  clan  cong dan thgc hien quyen khieu nai, to cao theo dung quy 
dinh  cua  phap  luat. 

Dieu 3. Nguyen tac tiep cong dan 

1. Viec  tier) cong dan phai  dugc  tien hanh tai dia diem Tiep Cong dan cua 
SO' NOi  vu  va  dugc  thgc hien trong  gig  hanh chinh. 

2. Viec  tiep cong dan phal  bao  dam ding khai, dan chi, kip tiled; thU tic 
don  gian,  thuan  tien;  gift bi mat va bao dam an toan cho nguoi to cao theo quy 
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dinh cua phap luast; bao dam khach quan, binh clang, khong phan biet d6i xfr 
trong khi tiep ding dan. 

, 3. Ton trong, tao dieu kien thUan 	cho cong dan thuc hien viec khieu nai, 
to cap, kien nghi, phan anh theo quy dinh cua phap 

Dieu  4.  Cac  hanh  vi  bi  nghiem cam 

1. Gay phien ha, sach nhigu hoc can tra nguoi den khieu nai, to cao, kien 
nghi, phan anh. 

2. Thieu trach nhiem trong viec tiep cong dan; lam mat hoc lam ,sai Lech 
thong tin, tai lieu do ngtroi khieu nai, to cao, kien nghi, phan anh cung cap. 

3. Phan biet d6i xir trong khi tiep cong dan. 

4. Lai dung quyen khieu nai, t6 cao, kien nghi, phan anh de gay r6i trot to co quan. 

5. Xuyen tac, vu kh6ng, gay thiet hai cho co quan, to chirc, don vi, ca nhan. 

6. De doa, xitc pham co quan, t6 chirc, don vi , ngtroi tiep cong dan, nguiyi 
thi hanh cong vu. 

7. Kich dOng, ctrang ep, du  a,  loi keo, mua chuOc ngtrOi khac tap trung 
&Ong ngtriyi tai nai tiep cong dan. 

8. Killing dugc 
tiep 

	vu khi, vat lieu n6, chat a chay va chat (Ric hai, 
nguy hiem vao non tiep dan. 

9. Vi pham cac quy dinh khac trong not quy, quy the tiep cong dan. 

, 10. Vi pham cac quy dinh ve phong, ch6ng dich benh &roc ca quan có 
tham quyen quy dinh tai thei diem Tiep cong dan. 

CHVONG H 
TO CfleC TIE') CONG DAN 

Dieu  5.  Trach  nhiem tiep  cong  dan 

1. Giam d6c So co trach nhiem tiep ding dan dinh kS/ vao ngay 20 hang 
thong tai nai tiep cong dan, neu trung vao ngay nghi, ngay le thi thuc hien vao 
ngay lam viec tiep theo. Tnxong hop Giam doc Sa khong the tiep cong dan theo 
lich  da  dinh thi uy quyen cho Ph6 Giam doc hoc Chanh Thanh tra  S&  tiep cong 
dan, nguOi dtroc uy quy'en Tiep Cong dan có trach nhiem bao cao  lai  vbi Giam 
d6c SO. 

Ngoai ra Giam d6c So thuc hien viec tiep cong dan dOt xuat trong cac 
truarng hop sau: 
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a) Vu viec gay gat, phirc tap, c6 nhieu ngtroi tham gia, lien quan den trach 
nhiem cua nhieu ca quan, to chirc, don vi haac y kien cua cac co quan, to chirc, 
dan vi  con khac nhau; 

b) Vu viec neu khongchi  ,dao, xem xet kip thoi c6 the gay ra h'au qua 
nghiem trong hoc c6 the dan den htly hoai tai san cua Nha nuoc, dm tap the, 
xam hai den tinh mang, tai san cua nhan dan, anh huang den an ninh, chinh tri, 
tat tv, an toan xa 

2. Thanh tra So co trach nhiem phan cong cong chirc thuOc dan vi minh 
thvc hien tiep cong dan thuOng xuyen. Viec tiep cong dan thuemg xuyen dugc 
thuc hien vao cac ngay lam viec trong tuan (tir thir 2 den thin 6 hang tuan) tai dia 
diem tiep cong dan cua So. Noi vv. 

Thed gian tiep cong dan: 

+ BuOi sang: to 07h30' den 11 gio. 30' 

+ BuOi chieu: tir 13h30'den 17 giO 00' 

3. Theo yeu c'au cua Giam dOc, Pho Giam dOc Sa phv trach linh vvc cong 
tac c6 lien quan den not dung khieu nai, to cao, phan anh, kien nghi cua cong 
dan, Thanh tra So phai phoi hop voi cac phong lien quan thu ,th4p tai lieu va de 
xuat huOng 	13'r giai quyet bao cap truck khi Giam doe SO( tiep cong dan. 

4. Khi Giam dOc Sa hoac MI6 Giam dOc Si yeu cau Chanh Thanh tra Sa 
hoc TruOng phong thuOc Sa ding tiep cong dan thi nhUng nguoi nay c6 trach 
nhiem cung du. 

5. Cham nhdt sau 05 ngay lam viec, ke tir ngay Gam dOc S& tie') cong dan, 
Chanh Thanh tra So c6 trach nhiem ph8i hop veri cac phong chuyen mon 	ket 
Juan 	Giam doc, thong bao cho cong dan va cac phong lien quan bit hoc bao 
cao UBND tinh, Thanh tra tinh, cac co quan, don vi lien quan (neu c6). 

Dieu  6.  Trach nhiem cua cong attic tiep ding dan 

1. Khi Tip cong dan, cong chirc Tiep cong dan phai bao dam trang phvc, deo 
the cong chirc haac phu hieu theo quy dinh. Chuan bi day,  dU dieu kien, phuang 
tin lam viec phvc vu cong tac tiep cong dan (so tiep dan, giay to, may ghi am...). 

2. Yeu c'au nguai den khieu nai, to cao, kien nghi, phan anh neu 1'6 ho ten, 
dia chi, xuat trinh giay to tUy than haacgiay Uy quyen (neu c6); c6 don hoc 
trinh bay 1'6 rang not dung khieu nai,  ,  cao, kien nghi, phan anh; cung cap 
thong tin, tai lieu can thiet cho viec tiep nhan, thu 1( vv viec. 

, 3. Co thai 	dung muc, ton trong cong dan, lang nghe, tier) nhan don 
khieu nal, to cao, kien nghi, phan anh hoc ghi chep day du , chinh xac not dung 
ma nguOi den khieu nai, to cao, kien nghi, phan anh trinh bay. 



4 

, 4. Giai thich, huong dan cho nguoi den khieu nai, to cao, kien nghi, phan anh 
chap hanh chit truong, duong loi, chinh sach, phap luat, ket luan, quyet dinh giai quyet 
da c6 hieu luc phap luat cita ca quan c6 tham quyen; huong dan ngued khieu nai, to 
cao, kien nghi, phan anh den dung co quan hoac nguoi c6 tham quyen giai quyet. 

5. True tier) xir 1Y hoac phan loai, chuyen don, trinh , nguoi c6 thAm quyen 
xir khieu nai, to cao, kien nghi, phan anh; thong bao ket qua xir 1)'" khieu nai, 
to cao, kien nghi, phan anh cho cong dan. Viet Wen nhan cac tai lieu, giay ,t6 
lien quan den viec khieu nai, to cao, phan anh, kien nghi do cong dan cung cap; 
giay bien nhan phai co chit ky dm nguOi cung cap tai 

6. Gift bi mat ho, ten, dia chi, bitt tich cita nguoi t0 cao. Khong fiat 10 nhiing 
thong tin, tai lieu, danh tinh cua ngtrai to cap khi ngueri to cao c6 yeu cau. 

7. Yeu cau ngtrai vi pham not quy not tiep cong dan cham dirt hanh vi vi 
pham; bao cao ngay Chanh Thanh tra SO, Chanh Van phOng Sa va thong bao 
cho bao ve co quan  de c6 bien phap giai quyet kip thed, on dinh tinh hinh va teat 
to cong se/ trong twang hop cong dan gay mat tilt to tai dia diem tiep cong dan. 
Trong trueing hop can thiet, lap bien ban ye viec vi pham Ira yeu cau co quan 
chirc nang xir 1)'T theo quy dinh cua phap luat. 

8. Tap hop, bao cao Chanh Van phong Sa d6i  vOi  truong hop cong dan yeu 
cau &roc Giant doc SC/ tiep; 

9. Theo dOi, thOng ke, tong hop, lap bao cao ve tinh hinh tiep cong dan. 

Dieu  7.  Quyen  va nghia  vu  cua  ngiroi  den khieu  nai,  to cao, kien nghi, 
phan  anh 

1.  Khi den not tiep cong dan cua So.  NC:1i  vu,  ngtroi khieu nai, -CO cao, kien 
nghi, phan anh c6  cac  quyen sau day: 

a) Trinh bay ve not dung khieu nai, to cao, kien nghi, phan anh; 

b) Ducyc huong dAn, giai thich ve not dung lien quan den khieu nai, to cao, 
kien nghi, pilau anh cita minh; 

c) Khieu nai, to cao hoac phan anh ved Thu truong true tiep cua cong chirc 
tiep cong dan neu  ho  c6 hanh vi sai trai, gay can to., phien ha, sach nhieu khi 
lam nhiem vu; 

d) Nhan thong bao ve viec tiep nhan, ket qua xir ly khieu nai, to cao, kien 
nghi, pilau anh; 

d) TruOng hop nguoi khieu nai,  to  cao, kien nghi, phan anh khong sir dung 
thong thao tieng Viet thi co quyen sir dung nguai phien dich; 

e) Yeu cau duoc giir bi mat, ho ten, dia chi, but tich hoac led ghi am dm 
minh khi thuc hien quyen to cao. 
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2. Khi den noi tier, ding dan cua So NOi vu, nguai khieu nai, to cao, kien 
nghi, phan anh c6 cac nghia vu, trach nhiem sau day: 

, a) Neu rei ho ten, dia chi va xuAt trinh giAy 0 tily than hoc gia'y uy quyen 
(neu co); 

b) Co thai di) dung muc, ton trong ai vot cong chirc tiep cong dan. Chip 
hanh nghiem chinh nOi quy not tiep cong dan va su huang dan cua cong chirc 
tiep cong dan; 

c) Trinh bay trung thuc su , viec, cung cap thong tin, tai lieu lien quan den 
not dung khieu  nai,  to cao, kien nghi, phan anh; 1(3"/ hoc diem chi xac nhla.n 
nhung not dung  trinh  bay a dugc cong chirc tiep ding dan ghi chep lai; 

d) Tnxling hop nhieu ngued ding khieu nai, to cao, kien nghi, phan anh ve 
cung mot not  dung  thi phai cu ngueri dai dien de trinh bay not dung khieu nai, to 
cao, kien nghi,  phan  anh; 

d) Khong  dugc  lgi dung quyen khieu nai, to cao a gay rOi tat too noi tiep 
cong dan, vu cao, xUc pham co quan Nha nu6c, ngulii thi hanh cong vu va phai 
chiu trach nhiem truck phap luat ye not dung Ichieu nai, to cao cua minh. 

Dieu  8. Nhfrng truong hop dtrqc tir ch6i tiep cong dan 

Cong aide  tiep  cong dan dugc tir choi tiep ngtx6i den not tiep cong dan 
trong cac truling  hop  sau day: 

1. Ngulid an not tiep citing dan Bang trong tinh trang say do dung chat kich 
thich,  nguoi  mac benh tam than hoc mot benh khac lam mat kha nang nhan 
thlic hoc kha nang dien khien hanh vi cua minh. 

2. Nguoi co hanh vi de doa, xlic pham co quan, to chirc, don vi, ngulii tiep 
cong dan, ngulii  thi  hanh cong vu; ngued khong chap hanh cac not quy phong, 
chong dich benh hoc c6 hanh vi khac vi pham not quy noi tiep cong dan. 

3. Nguoi  khieu  nai, to cao ve vu viec da giai quyet ang chinh sach, phap luat, 
dugc  co  quan nha nu& c6 tham quyen kiem tra, ra soat, thong bao bang van ban 
Va. da dugc tiep, giai thich, huOng dan nhung van co tinh khieu nai, to cao keo dai. 

CHIANG III 
TO CHUG MIX HIEN 

Dieu  9. Khen thw&ng va xir 1y  vi  pham. 

1.  T6  chirc, ca nhan c6 thanh  tech  trong cong tac tiep cong dan dugc bieu 
duong,  khen  thuamg kip that theo quy dinh cua phap 
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2.  T6  chdc,  ca  nhan nao vi pham cac quy dinh cua Quy the  nay  thi tuST theo 
tinh chat, mirc dO  vi  pham ma bi xcr  ly  theo quy dinh cua phap luat. 

Dieu  10. Dieu khan thi hanh. 

1.Tai  nai  tiep  cong dan phai niem ye't lich tiep ding dan, not quy ttep dog 
dan gom trach nhiam cua nguoi  tiep  cong dan, quyan, nghia vu dm cong dan 
khi den  not  tiep  cong  dan theo Quy  the  nay. 

2. Chanh Thanh tra Sa c8 trach nhiam can cir quy dinh ve tieu chuan cUa 
cong  chdc  tiep  cong  dan phan cong cong chirc tiep cong dan thueng xuyen 
not tiep cong dan; lap SO theo doi viac tiep cong dan; tiep nhan, trinh, xir 13" , 

 thong  tin ,  don,  thu  khiL nai, to cao, phan anh, kien nghi cua cong dan; km cac 
loci ho  so  tiep  cong  dan va c8 trach nhiam tap hop, bao cao theo quy dinh. 

3. TruOng  cac  phong chuyen  mon  thu'cic SeY, Thu  truang  cac co quan,  don 
vi c8  lien  quan  c8  trach nhiam phoi hop vat Thanh tra Sa giai quyet kip thai 
nhang  kiL  nghi, khieu nai,  t6  cao  cua  cong  dan theo therm quyen, quy dinh 
phap luat cua Nha nu&c. 

4. Van  phong Sa phi hop t6  chiat  de dam bao cac diau kin vat chat can 
thi6t, bao dam tat  tu,  an toan, van  minh  not tiep cong dan;  dam  bao che do chinh 
sach dal  voi  cong  chdc  lam nhiam vu tiep cong  dan  theo quy  dinh  hian  hanh. 

Trong  qua  trinh  thuc hian, neu  co  phat sinh mat ho4c vuong mac de nghi  to 
chirc va  ca  nhan  phan  anh kip thai  va  Se( N8i vu  (qua Thanh  tra Sa Not vu) de 
kip thiyi  sira  doi ,  1)6  sung cho phu  hop./.  Vrdy- 
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