
UBND TINH TAY NINH 	CONG HOA XA HQI CHU NGHiA VICT NAM 
VAN PHONG 	 D6c 16p - Tn. do - Hanh phtic 

SO': 2633 /QD-VP 	 Tay Ninh, ngay i Q thong 6 nom 2017 

QUYET DINH 
Ban hanh Quy the lam viec oh Ban Tiep cong dan tinh Tay Ninh 

CHANH VAN PHONG UY BAN NHAN DAN TINH 

Can cir Lug Tiep col-1g dan ngay 25 thong 11 nom 2013; 

Can cir Nghi dinh so 64/2014/ND-CP ngay 26 thong 6 nom 2014 dm Chinh 
phu quy dinh chi ti tet thi hanh mot so dieu cua Lug Tiep ding dan; 

Can cir Quyet dinh so 12/2017/QD-UBND ngay 29/3/2017 cua UBND tinh 
Tay Ninh ye viac banhanh quy dinh chirc nang, nhiam 	quyen han va co. cau to 
chirc cua Van phong UBND tinh Tay Ninh; 

Can cir Quyet dinh so 2222/QD-UBND ngay 06 thong 10 nom 2014 cua 
UBND tinh ve thanh 14p Ban Tiep cong dan tinh Tay Ninh; 

Can cir Quyet dinh so 4744/QD-VP ngay 21 thong 10 nom 2015 dm Chanh 
Van phong UBND tinh Tay Ninh ban hanh quy dinh y'd to chirc va hog Ong cua 
Ban Tiep ding dan tinh Tay Ninh; 

Can c* Quyet dinh so 1779/QD-VP ngay 03 thong 5 nom 2017 dm Chanh 
Van phong UBND tinh Tay Ninh ve viac phan cong cong viac doi voi lanh ciao 
Van phong UBND tinh Tay Ninh; 

Xet de nghi cua Trikmg ban Tiep cong dan tinh, 

QUYET DINH: 

, Dieu 1. Ban hanh kern theo Quyet dinh nay Quy the 	viec cua Ban 
Tiep cong dan tinh Tay Ninh. 

Dieu 2. Giao Ban Tiep ding dan tinh chiu trach nhiam to chirc trian khai, thgc 
hian c6 hiau qua Quy the nay den cac,  can b6, cong chirc, ngueli lao Ong thu6c Ban 
Tiep cong dan tinh. Dinh lcSibao coo ket qua hog d6ng cho Chanh Van phong UBND 
tinh va Chu tich UBND tinh. 

Dieu 3. Quyet dinh nay c6 hiau krc ka tir ngay 1c57 va thay the Quyet dinh s6 
5194/QD-VP ngay 25/11/2015 cua Chanh Van phOng UBND tinh. 
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Dieu 4. Truong phong Hanh chinh - T6 chirc, Throng ban Ti6p cong dan 
tinh, Trtrong cac PhOng, Trung tam, don vi có lien quan thu6c Van phong UBND 
tinh chiu trach nhilem thi hanh Quye't dinh nay./. 

Noi 
- Nhir Di61.1 4; 
- TTCP; Ban TCDTW; 
- TT.TU, TT.HDND tinh; 
- Dob.n DBQH tinh; 
- Chu tich, cac PCT.UBND tinh; 
- Ban NOi chinh Tinh 
- Uy ban Ki6rn tra Tinh 
- Van phong Tinh 
- Van phong HDND tinh; 
- Van phong Doan DBQH; 
- So.  NOi vu; 
- Thanh tra tinh; 
- So.  TNMT; 
- Cong an tinh; 
- UBND ode huy0, thanh ph6; 
- LDVP. UBND tinh; 
- Ltru: VTVP.UBND tinh. 

Hs- 60b 

i CHANH VAN PHONG 
CHANH VAN PRONG 

NguyIn Wing Nam 
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UBND TINH TAY NINH 	CONG HOA XA HQI CHU NGHIA VItT NAM 
VAN PHONG 	 DOc lap — Tv do —11#nh phtic 

Tay Ninh, ngayl Z thong 6 nom 2017 

QUY CHE LAM VItC 
cua Ban Tiep ding dan tinh Tay Ninh 

(Ban hanh kern theo QuA clinh so Si5Y-b /QD-VP ngay 12 thcing 6 nom 2017 
cua Chanh Van phdng UBND tinh Tciy Ninh) 

Ph'an tht? nhit 

NHUNG QUY DINH CHUNG 

Dieu 1. Ph4m vi va cloi tuvng dieu chinh 

1. Quy the nay ,quy dinh nguyen tac lam viec; the dO lam viec, quan he 
ding tac, quan he phi hop cua Ban Tiep ding dan tinh Tay Ninh (sau day ggi 
chung la Ban Tiep ding dan tinh). 

2. Twang ban, Pho Twang ban, can b6, cong chirc, nguOi lao d6ng (thu6c 
Ban Tiep cong dan tinh), cac to &Lk va ca nhan c6 quan he lam viec vai Ban Tiep 
cong dan tinh chiu su dieu chinh cua Quy the nay. 

Dieu 2. Nguyen tac lam viec cua Ban Tiep cong dan tinh 

1. Ban Tiep cong dan tinh lam viec theo nguyen tac tap trung dan cha, phat 
huy vai tro tap the, de cao trach nhiem ca nhan va tinh than chit d6ng, sang too cua 
Truomg ban, Ph6 Tnrang ban, can b'6, cong chirc va nguoi lao d6ng. Moi nguoi 
dugc phan ding cong viec cu the va chiu trach nhiem chinh ye cong viec dugc 
phan cong. 

2. Chdp hanh six chi dao, dieu hanh cua Lanh dao Van phOng UBND tinh va 
Lath dap UBND tinh, Inning clan nghiep vg cua Ban Tiep cong dan Trting nang, cua 
Thanh tra Chinh phit. Phoi hop chat the gifra Ban Tiep cong dan tinh vOi cac ca quan 
thuong xuyen tiep cong dan tai Try so.  Ban Tiep cong dan tinh va cac ca quan khac c6 
lien quan trong viec phoi hgp, phvc vg lath dao tinh tiep ding dan dinh ky va boo ve 
an ninh trot to trong qua trinh thuc hien nhiem vu tiep cong dan. 

3. Can b0, cong chirc va nguoi lao d'6ng cua Ban Tiep ding dan tinh phai lich 
su, ton tong va lang nghe y kien cua cong dan den Try so Ban Tiep ding dan tinh 
trinh bay not dung khieu nai, to cao, kien nghi, phan anh. Co y thirc hoc tap, nghien 
cfru phap luat ve tiep cong dan va cac quy dinh cua phap luat c6 lien quan, de nang 
cao nang luc, k5 nang tiep ding dan; thuc hien nhiem vu tiep ding dan, tiep nhan, xir 
ly dan, thu khieu nai, to cao, kien nghi, phan anh theo dung quy dinh cua phap luat. 
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Ph'An thin hai 

NHItM VIJ, QUYEN HAN CUA BAN TIEP CONG DAN TINH 

Dieu 3. Nhiem vu, quyn h4n dm Ban Tiep ding dan tinh 

, 1. T6 chine viec tier. ding dan den khieu nai, cao, kien nghi, phan anh tai Try 
so.  tiep cong dan tinh: 

a) B6 tri ngtr6i tiep cong dan,, 	khieu nai, 6 cao, kien nghi, phan anh 
thuec pham vi trach nhiem dm Ban Tiep cong dan tinh; 

b) Dieu h6a, ph6i hop hoat dOng tiep ding dan gift nguai dm Ban Tiep ding 
dan tinh vori dai dien cua con quan, to chute tham gia tiep ding dan dinh kSt, thuong 
xuyen tai Try so. tiep cong dan tinh; 

c) Chu tri, ph& hgp vori co quan, to chirc, don vi có lien quan tham gia tier, 
ding dan thu6ng xuyen tai Try so. Tiep cong dan hoc vai co quan, to chirc, don vi co 
lien quan tham muu, giup viec cho lanh dao Tinh uy, Doan Dai bieu Quoc hOi, HOi 
dOng nhan dan tinh, UBND tinh; ngtr6i dimg dau co quan, to chirc tiep cong dan dinh 
ky ho4c dOt xuat tai Try sa Tiep cong dan tinh. 

2. Giai thich, huong clan ding dan thgc hien viec khieu nai, to cao, kien nghi, 
phan anh dung trinh ttx, thu tyc, dung ca quan, to chirc, don vi, ca nhan có tham quyen 
giai quyet; 

to 
hanh quyet dinh giai quyet khieu nai, quyet dinh 	to cao dugc 

ca quan, t6 chirc, don vi, ca nhan co tham quyen giai quyet dung chinh sach, phap 
luat. 

3. Phan loci, xi'r 13'r don thu khieu nai, to cao, kien nghi, phan anh: 

a) Phan loci, xir 17 don thu khieu nai, to cao, kien nghi, phan anh dugc tiep 
nhan true tiep tai Try so tiep cong dan tinh ho4c qua du6ng buu dien holac do cac co 
quan, to chirc, nguali co tham quyen chuyen den UBND tinh, Ban Tiep ding dan tinh; 
lath dao, ca quan, to chirc tham gia tiep ding dan tai Try sa Tiep cong dan tinh; 

b) Huang clan, chuyen don thu khieu nai, to cao, kien nghi, phan anh den co 
quan, to chum, don vi có tham quyen giai quyet doi vOi don da tiep nhan nhung khong 
thuOc pham vi, trach nhiem xir ly dm Ban Tiep ding dan tinh, cua co quan, to chile 
tham gia tiep cong dan thueng xuyen tai Try sa tiep cong dan tinh. 

4. Theo dai, don dc")c viec giai quyet khieu nai, to cao, kien nghi, phan anh: 

a) Theo dai, don d6c viec giai quyet cua co quan, to elide, don vi, ca nhan co 
tham quyen doi vai nhang don thu, vu viec khieu nai, to cao, hen nghi, phan anh do 
Ban Tiep cong dan tinh chuyen den; 

b) Chu tri, ph& hgp yeti dai dien co quan, to chirc tham gia tier) cong dan 
thuOng xuyen tai Try s6 va ca quan Thanh tra tinh kiem,tra viec tiep nhan, giai quyet 
dm co' quan, to chute, don vi, ca nhan co tham quyen dal voi don thu, vy viec khieu 
nai, to cao, kien nghi, phan anh ma Ban Tiep cong dan tinh chuyen den khi dugc Chu 
tich UBND tinh giao. 

5. T6ng hgp,  tinh hinh, ket qua cong tac tiep 	dan thuec pham vi trach 
nhiem dm Ban Tiep cong dan tinh; cua co quan, to chum tham gia tiep ding dan 
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thuang xuyen tai Try so tiep ding dan tinh; bao cao dinh ky va dot xuAt vai Chit tich 
UBND tinh, Chanh Van phong UBND tinh va Thanh tra tinh. 

s  6. TO chirc tiep, 'dr tnrang hop nhieu nguai khieu nai, to cao, kien nghi, phan 
anh ve cling met nei dung: 

a) Chit tri to chirc tiep hoac phi hop voi co quan, to chile tham gia tiep cong 
dan thuang xuyen tai Try so,  tiep cong dan tinh hoac ca quan, to chdc, dan vi c6 lien 
quan to chirc tiep, xir ly twang hop nhieu nguai khieu nai, to cao kien nghi, phan anh 
ve ding mot nei dung; 

b) Phi hop vai ca quan cong an dia phuang bao dam an ninh, trat ty va an town 
cho ngtrai tiep cong dan tai Try so tiep cong dan tinh, xir VT nguai co hanh vi vi pham 
phap luat tai Try so tiep cong dan tinh; 

c) Phi hop vai ca quan cong an, UBND clia phuang nai phat sinh vu viec 
khieu nai, to cao, kien nghi, phan anh van dOng, thuyet phyc hoac co bien phap de 
cong dan tra ve dia phuang xem xet, giai quyet. 

7. Ph& hop voi Thanh tra tinh tham muu giup Chit tich UBND tinh trong viec: 

a) Thanh tra, kiem tra trach nhiem thu twang cac don vi trong viec thgc hien 
phap luat ye tiep cong dan, xi:r VT dan, giai quyet khieu nai, to cao cua cac ca quan 
chuyen mon thuOc UBND tinh, UBND cac huyen, thanh pho; 

b) Tuyen truyen, pho 'Dien cac van ban phap luat ve tiep cong dan, xir ly dan , 
thu khieu nai, cao, kien nghi, phan anh doi voi phan dan, deg chirc, vien chirc ca 
quan chuyen mon thuOc UBND tinh, UBND cac huyen, thanh pho; 

c) Huang an nghiep vu cho ding chirc, vien chirc lam nhiem vu tiep ding dan 
thuOc nganh tinh va UBND cac huyen, thanh phO. 

8. Thuc hien nhiem vu khac do Chil tich UBND tinh giao. 

Dieu 4. Nhiem vu, quyen han cua Trithng ban 

Che dO lam viec cua Tnrang ban Tiep cong dan tinh la kiem nhiem. Hang 
tuan, Twang ban lam viec true tiep tai Try sat Tiep cong dan tinh it nhat la 02 buOi 
va bao dam hoan thanh tot cac nhiem vu, quyen han sau day: 

1. Quan ly dieu hanh hoat dOng tai Try sa tiep cong dan tinh, danh gia viec 
thuc hien nhiem vu cua nguai tiep cong dan cua ca quan, to chdc tham gia tiep 
cong dan thuang xuyen tai Try sey Tiep cong dan tinh. 

2. Phan cong cong chirc tiep ding dan tai Try so.  tiep cong dan tinh thuc hien 
viec tiep cong dan thuang xuyen tai Try so tiep cong dan. 

3. Chu tri, phi hop vai dai dien ca quan, to chdc tham gia tiep cong dan 
thuang xuyen tai Try soy tiep cong dan tinh va ca quan, to chirc c6 lien quan chuan 
bi cho,lanh dao Tinh 	Doan Dai Neu QuOc hOi, HOi dOng nhan dan tinh, UBND 
tinh tiep cong dan. 

, 	4. De nghi co. quan, to chdc, dan do 	quan 	nguai co trach nhiem 
den Try so.  Tiep ding dan tinh de phoi hop tham gia tiep ding dan khi c6 vu viec 
phirc tap. Trong twang hop dac biet, de nghi Chit tich UBND huyen, thanh pho, 
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Thu trtrOng cac co quan, don vi thuOc tinh den Try so.  tiep cong dan tinh tham 
gia phoi hop, tiep ding dan, 

5. De nghi co. quan, to chirc, don vi, ngtrai c6 thAm quyen xfr ,V1 dOi vari 
ngtr6i c6 hanh vi vi pham phap luat ye tiep cong dan, not quy, quy the tiep ding 
dan. 

6. Theo WI, ki'em tra, don &Se viec giai guy& khieu nai, to cao, kien nghi, 
phan 	d 	

, 
m to chirc va ca nhan 	veri co quan, to chirc, don vi thuOc tinh do 

Ban Tiep cong dan tinh chuyen den. 

, 	7. Theo deii, kiem tra, don dOc co. quan, chirc, don vi thuOc tinh thirc hien 
ket Juan, chi dao cua Thin uy, Doan Dai bieu Quoc hOi, 1-10i &Ong nhan dan tinh, 
UBND tinh trong qua trinh tiep cong dan. 

, 	8. Phi hop vo.i. Chanh Thanh tra tinh tong hop tinh hinh, ket qua. cong tac 
tiep cong dan; bao cao vori Thanh tra Chinh phu, Tinh uy, Doan Dai bieu QuOc 
HOi Tong nhan dan tinh, UBND tinh ye cong tac tiep cong dan cua Ban Tiep cong 
dan tinh va hoat dOng tiep ding dan tren dia ban tinh. 

9. Quail ly tai san dm Try so. Tiep cong dan tinh. 

Dieu 5. Nhiem vu, quyen hp cua PHs Truii•ng ban 

1. Nhiem vu cua Ph6 Truong Ban Tiep cong dan tinh &roc Throng ban phan 
cong theo deii, chi dao cac,  ding viec cu the ten co.  so.  nhiem vy dm Ban tiep cong 
dan va 	Twang ban Tiep cong dan. 

2. Ph6 Twang Ban tier) cong dan tinh thay mat TnrOng ban giai quye't cac 
cong viec thuOc linh vtrc &roc phan cong va phai bao cao vati Truong ban, chiu 
trach nhiem truck Tnrong ban, till& phap luat ye linh vy.c duce phan cong phy 
trach. Khi Truong ban yang mat, mot Pho Truong ban dugc Truong ban uy nhiem 
dieu hanh cac mat boat dOng dm Ban tiep cong dan tinh. 

3. Giup Twang ban Tiep cong dan quan ly, dieu boa cac mat ding tac hanh 
chinh, quan tri tai Try so.  Tiep cong dan tinh. 

Dieu 6. Nhiem vu, quyen han cua can bi), cong auk va ngtreri lao dOng 
cua Ban Tier) cong dan tinh 

1. Chuyen vien tiep cong dan: 

a) Tiep ngtreri khieu nai, to cao, kien nghi, phan anh; xac dinh nhan than dm 
ngtreYi khieu nai, to cao, tinh hop phap cua ngtroi dai dien theo uy guy& theo quy dinh 
cua phap luat: 

- Tien hanh tiep ding dan neu xac dinh ca nhan, co quan, to chuc kh6ng vi 
pham theo quy dinh tai Dieu 9 cua Lust Tiep ding dan; 

- Tir chi tiep cong dan neu xac dinh ca nhan, ca quan, to chirc c6 hanh vi vi 
pham tai Dieu 9, LuSt Tie') cong dan va ra th6ng bao cho ca nhan, ca quan, to chirc 
theo Mau 01-TCD ban hanh kern theo Th6ng to so 06/2014/TT-TTCP ngay 
31/10/2014. 
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b) Nghe, ghi chep nOi dung khieu nai, tó cao, kien nghi, phan anh, tip nhan 
thong tin, tai 

- Nghe ngtr6i khieu nai, to cao, kien nghi, phan anh trinh bay, ghi chep dAy 
du cac nOi dung vao so tiep ding dan, kiem tra neu c6 dan, not dung phan anh day 
da, rO rang cac nOi dung khieu nai, to cao, kien nghi, phan anh, thu6c tham quyen 
giai quyet cua Chia tich UBND tinh thi tien hanh nhan dan. Neu dan c6 kern theo 
cac tai lieu, bang chimg phai kiem tra tinh h9p le dm cac tai lieu, bang chirng d6 va 
viet giay bien nhan theo Mau so 02-TCD ban hanh kern theo Thong tu so 
06/2014/TT-TTCP ngay 31/10/2014 da giao cho ngtreyi khieu nai, to cao, kien nghi, 
phan anh. Dong theyi bao cao de xuAt thy V/ trong theri han quy dinh cua phap luat 
theo Mau sO 03-TCD ban hanh kem theo Thong ttr so 06/2014/TT-TTCP trinh 
Lanh dao phe duyet; thong bao viec thy VI dan cho ca nhan, ca quan, to chirc gfri 
dan va tham mixu Lanh ciao UBND tinh ban hanh quyet dinh phan cong thy ly dan 
cho dan vi c6 chirc nang tham mtru giai quyet; 

- Huang clan ,cong dan viec lai dan (Watt dan khong dAy du, ro rang,,thieu 
thong tin, tai lieu, bang chung co lien quan hoc don khieu nai co not dung to cao, 
kien nghi, phan anh can viet thanh don,rieng); Viet don theo quy dinh 	Luat 
Khieu nai, Luat TO cao (neu cong dan den trinh bay bang mieng) ghi chep day at, 
chinh xac cac nOi dung kien nghi, phan anh cua cong dan thanh van ban, d9c lai 
cho cong dan nghe xac dinh dung,n6i dung cong dan da trinh bay, cho ten hoc 
diem chi xac than vao van ban (neu cong dan khong biet chit); 

- Huang clan cong dan cfr ngtroi dai dien trinh bay khieu nai (neu nhiau 
ngueyi den Try so. Ban Tiep cong dan tinh khieu nai cong mot not dung), ghi lai nOi 
dung khieu nai bang van ban theo quy dinh tai khoan 2, Dieu 8 Luat Khieu nai nam 
2011; 

- HuOng clan cong dan giri don dan dung nai co thAm quyen giai quyet, theo 
Mdu sO 05-TCD ban hanh kern theo Thong tu 06/2014/TT-TTCP (neu n6i dung 
khieu nai, to cao, kien nghi, phan anh khong thu6c thArn quyen giai quyet dm Chu 
tich UBND tinh). 

c) Phan 14, xir 1Yrdcm thu khieu nai, to cao, kien nghi, phan anh: 

- Phan loaf dan thu do cong dan giri trvc,tiap viec tip cong dan tai Try s6 
de phuc vy cho viec xir 1S( theo quy dinh tai Dieu 6 Thong tu so 07/2014/TT-TTCP 
ngay 31/10/2014 dm Thanh tra Chinh phu; 

- Xix lYT dan thu khieu nai, to cao, kien nghi, phan anh thu6c thArn quyen cua 
Chit tich UBND tinh thgc hien theo Dieu 13; Khoan 1, Dieu 22; Khoan 1, Dieu 31 
Th6ng to so 06/2014/TT-TTCP; 

- Xir VT dan thu khieu nai, to cao, kien nghi, phan anh khong thu6c thAm 
quyen theo Dieu 14; Khoan 2, Dieu 22; Khoan 2, Dieu 31 dm Thong tu sO 
06/2014/TT-TTCP; 

- Xir 1)% khieu nai doi v6i quyet dinh giai quyet khieu nai da c6 hieu hrc pia") 
luat nhung c6 dau hieu vi pham phap luat va tnrong hop c6 kha rang gay hau qua 
kho khac phyc; Xir ly to cao hanh vi vi pham phap luat gay thiet hai hoc de d9a gay 
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thiet nghiem trong den lqi ich nha ntrov, ca quan, to chirc, quyen lgi hop phap cua 
cong dan thuc hien theo Dieu 15, Dieu 23 Thong tu so 06/2014/TT-TTCP. 

2. Chuyen vien tang h9p, hanh chinh: 

a) Lap cac bao cao dinh kSi dm Ban, cac bao cao tiep ding dan thuong xuyen, 
bao cao tiep cong dan dinh ky va d6t xuat cua Lath dao tinh; 

b) Xay dung cac ke hoach cong tac dinh kSt, chuyen 	hoach lam viec 
vai cac doan cong tac cua B6, Nganh,Trung trang den,  lam viec vii UBND tinh ve 
cong tac tiep cong dan, giai quyet khieu nai, to cao; Xep lich tiep cong dan dinh kS,  
va niem yet cong khai tai Tru sa Ban Tie') cong dan tinh de nhan dan theo dOi va 
dang ky tiep cong dan; 

c) Du cac cu6c h9p cua Lath ciao UBND tinh de giai quye't khieu nai, to cao 
va cac cu6c doi thoai cua Lath dao UBND tinh 	ngtrai khieu nai, to cao va ghi 
bien ban cu6c hop; 

d) Theo dOi, tong hop viec tier, than dan, thu khieu nai, to cao, kiL nghi, 
phan anh tir cac nguon, ket qua phan loai, xir 13'T dan theo quy dinh cua phap luat. 
Tham muu lath dao Ban Tiep cong dan theo dOi, don doc viec giai quyet cua ca 
quan, to chdc, dan vi, ca nhan có tham quyen doi vii nhang dan, thu khieu nai, to 
cao, kien nghi, phan anh do Ban Tiep ding dan tinh chuyen den; 

d) Tham muu cho Truing ban soan thao cac van ban truyL dat y kiL cua 
Lath dao UBND tinh den cac ca quan, to chirc co lien quan de thuc hien chi dao 
cua Lanh dao UBND tinh; 

e) ThAm dinh cac van ban do Thanh tra tinh, Si Tai nguyen va Moi throng, cac 
Ca quan lien quan khac du thao, tham muu cho Lanh dao UBND tinh trade khi trinh 
Tnrong ban duyet, trinh Lanh dao UBND tinh 14 ban hanh; 

g) ChU tri, phi hop yeti cac b6 phan lien quan chuAn,bi not dung, tai lieu 
phut vu Lath dao UBND tinh h9p de giai quyet khieu nai; doi thoai de giai quyet 
khieu nai theo tham quyen cua Chu tich UBND tinh; 

h) Tham muu cho lath ciao Ban Tiep cong dan trong viec quan 15", diL hanh 
dan vi theo chat nang, nhi'em vu, quyen han cila Ban Tiep cong dan theo quy dinh 
cua phap luat. 

3. Chuyen vien xir 15,  dun: 

, a) Tiep cong dan d6n Trly s& Ban Tiep cong dan tinh 	khieu nai, cao, 
kien nghi, phan anh; giai thich, huang dan cong dan that hien viec khieu nai, to 
cao, kien nghi, phan anh dung trinh tu, thu ttic, ,dung ca quan, chirc, dan vi, ca 
than cat tham quyen giai quyet; chap hanh quyet dinh giai quyet khieu nai,,  quyet 
dinh xir 1$,  to cao da dugc ca quan, to chirc, dan vi, ca nhan có tham quyen giai 
quyet &mg chinh sach, phap luat; 

b) Phan loai, xir 13",  dan thu khiL nai, to cao, kien nghi, phan anh dugc tiep 
than trkrc tiep tai Till so Ban,Tiep cong dan tinh, qua duong btru din hoac do cac 
ca quan, to chic, nguari c6 tham 9uyen chuyen den UBND tinh, Ban Tiep cong dan 
tinh, ca quan, to chirc tham gia tiep ding dan tai Trtl so.  Ban Tiep cong dan tinh; 

6 



c) Tham muu van ban cho Twang ban xir ly don theo ket qua phan loai: cac 
don, thu khieu nai, to cao thuc tham quyen giai guy& dm Chit tich UBND tinh thi 
tham muu ra thong bao Ulu 1Si don giri cho ngtreyi khieu nai, to cao biet, tham muu 
ban hanh quyet dinh phan cong giao cho ca quan c6 chirc nang tham muu cho Chit 
tich UBND tinh tham tra xac minh, giai quyet khieu nai, to cao; 

d) Theo dei tien dO thgc hien viec tham muu giai quyet cua cac ca quan chirc 
nang duac UBND tinh giao nhiem vu tham muu giai quyet khieu nai, to cao; tien 
dO giai 9uyet cua cac ca quan, to chirc, dan vi, ca nhan co tham quyen doi yeti dan, 
thu khieu nai, to cao, kien nghi, phan anh do Ban Tiep dog dan tinh chuyen den; 
tham muu lanh dao Ban Tiep cong dan don d8c, nhac nha co quan chirc nang thuc 
hien giai guy& khieu nai, to cao dam bao dimg thoi gian quy dinh cua phap luat. 

4. Chuyen vien van thy, hru tr&: 

, 	a) Thuc hien cong tac van thu, luuhoso tai lieu 	quan den khieu nai, 
to cao tai Ban Tiep cong dan tinh theo quy dinh tai Luat van thu, luu tra; Bao quan, 
gift gin ho so tai lieu lien quan, 	chirc sap xep, luu trir tai lieu c6 he thong phpc 
vu cho ding tac lau dai dm Ban; Thuc hien cung cap thong tin, tai lieu phpc vu cho 
Lanh ciao UBND tinh de giai quyet khieu nai, to cao, tiep dan dinh kSi cua Lanh 
dao tinh; Khai that ho so, tai lieu theo yeu cau cua cac so, nganh tinh de phvc vu 
cong tac giai guy& khieu nai, to cao; 

b) Quan ly cong van di, den chat the khong de thAt lac, dam bao bi mat WO so, 
tai lieu; 

c) Quan ly con dAu dm Ban Tiep cong dan tinh, phat hanh cac van ban di dm 
Ban Tiep cong dan tinh ban hanh; van ban cua UBND tinh, cua Van phong UBND 
tinh do Ban Tiep cong dan tinh soan thao; van ban oh cac co quan sop thao cho 
UBND tinh do Ban Tiep cong dan tinh tham dinh; 

d) Theo dai,cap nhat tinrong xuyen tinh trang tirng ho so khieu nai, to cao 
tren may tinh va ho so giay luu trir, phpc vu kip thei, nhanh thong cho cong tac 
tiep ding dan va viec khai tilde tai lieu khi c6 yeu cau. 

5. Chuyen vien phap luat: 

a) Nghien ciru !lam vitng Luat Tiep,  cong dan, Luat Khieu 	Luat 	cao, 
cac van ban phap luat khac c6 	quan,de giai thich, huong dan, tuyen truyen cho 
nguio den khieu nai, to Ca() nam ducfc de thuc hien quyen va nglifa vu khieu nai, to 
cao dung theo quy dinh cua phap luat; 

b) ThAm dinh cac quy& dinh giai quyet khieu nai, to cat),  do cac ca quan 
chirc nang dtrac UBND tinh phan cong tham muu giai quyet khieu nai, to cao du 
thao giup Twang ban xem xet, truoc khi trinh Lanh dao UBND tinh 14i ban hanh; 

c) Nghien cum cac bao cao cua Se, Tai nguyen va Mai tnr?mg, Thanh tra tinh, 
cac nganh co lien quan tham muu cho UBND tinh giai quyet cac vu viec khieu nai, 
to cao thuOc tham quyen cua UBND tinh de gulp lanh dao Ban Tiep ding dan trinh 
Lanh dao UBND tinh cho y kien &di voi cac de xuat trong bao cao giai quyet; 
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d) Tham muu lanh ciao Ban de xudt xep lich cho Chu tich UBND tinh,Pho 
Chu tich UBND firth phv trach khoi hep giai quyet khieu nai, t6 cao; phtii h9p veri 
cac b6 phan khac dm Ban Tiep cong dan va cac ca quan co lien quan chuan bi tai 
lieu, giay mei cac thanh phan có lien quan du h9p giai quyet khieu nai. 

6. Chuyen vien ky thu;at mang, may tinh: 

a) Chiu trach nhiem quan 19 phAn mem tiep cong dan, phan mem xi'r 19 don, 
thu khieu nai,,  to cao, phan mem theo 	ket qua giai quyet vv viec khieu nai, to 
cao teen he thong thong tin khieu nai, to cao cua tinh. 

b) Nh'p det lieu va phi hop vai Chuyen vien xa 19 don, thu de theo d'ei, 
th6ng ke ket qua, tien dO giai quyet,vv viec do UBND tinh giao co. quan chirc narw 
tham muu giai quyet; cac vu viec ton dung, phtrc tap keo dai; vu viec khieu,nai, to 
cao do Trung trang chuyen ye, 	viec do Thueng true Tinh chuyen den Ban 
can supang UBND tinh, cac vv viec do Dai bieu Quoc hOi, H6i,  dung nhan dan 
tinh kien nghi; cac vv viec da ban hanh quyet dinh giai quyet khieu nai lan 2 caa 
Chit tich UBND tinh va bi khai kien ra Tea an Hanh chinh. 

c) Dua thong tin, ket qua giai quy& khieu nai, to cao caa cong dan len ang 
thong tin dien tir cua tinh. 

d) Tong hop, th6ng ke s6 lieu teen thong phut vu bao cao tuan, thang, 
quy, nam ye tiep cong dan va xa 19 don, thu khieu nai, to cao. 

7. Ban v'e co' quan: 

a) Thirc hien nhiem vii bao ve thuong xuyen tai Try so.  Ban Tiep ding dan 
tinh; 

b) Phei hey vai ding an tinh, ding an thanh pile Tay Ninh, ding an phueng 
3, bao ve dan pho dam bao an ninh tr'at tv tai Try so.  Ban Tiep Ong dan tinh trong 
cac ngay tiep cong dan dinh ky caa Lanh dap tinh. 

Phan 	ba 

CHE DO LAM VIEC, QUAN HE CONG TAC, QUAN HE PHOI HOP 
TRONG HOT BONG TIEP CONG DAN TAI TRU SO 

BAN TIEP CONG DAN TiNH 

Dieu 7. Che di) lam AO 

1. Ban Tiep cong dan tinh lam viec theo the d6 hanh chinh 40 gie/tudn. Khi 
co viec dOt xuat hoc can giai quyet cong viec gap phut vv cho Lanh dao tinh tiep 
cong dan, giai quyet khieu nai, to cao thi Ban Tiep cong dan tinh clang ky danh 
sach trvc, not dung cong viec phai xa ly trong theri gian trvc, trinh Lanh dao Van 
phong UBND tinh duyet de tinh the d6 boi duang lam them gier cho ngtrei trirc >dr 
ly cong viec theo quy dinh. 

, 2. Che dO hOi h9p: MOt tuan hop Ban Tier) cong dan mot fan vao ngay thir 6 
de kiem diem,cong tac trong tuan, chi dao ding tac cho tuan tiep theo (khi can thiet 
se hop clot xuat). Moi quy, Ban Tiep cong dan tinh to chirc hop giao ban voi cac ca 
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quan c6 lien quan de kiem diem cong tac phOi hop tie', cong dan trong cac thang, 
rid kinh nghiem, khac phpc cac nOi dung phoi hap chua tot de nang cao hieu qua 
cong tac phoi hop trong cong tac tiep ding dan. 

3. Cong tac bap cao: Ban Tiep cong dan tinh thgc hien the do bao cao tu'an, 
thang, quy, nam theo quy dinh dm Van phOng UBND tinh; Bao cao cong tac tiep 
cong dan thu?rng xuyen va cong tac tiep cong dan dinh lcS7 cua Lanh dao tinh cho 
Thueng trvc Tinh uy, ThuOng ft-cm HOi ding nhan dan tinh, Doan Dai bieu Quoc 
hOi tinh, UBND tinh va Ban Tiep cong dan Trung uang. Ngoai ra con bao cao mot 
so vu viec khac theo yeu cau cua Lanh ciao tinh hoac cua Thanh tra Chinh phil, Ban 
Tiep cong dan Trung wing. 

4. Viec nghi phep nam va cac the dO khac thpc hien theo quy dinh chung 
cua Van phong UBND tinh. 

Di&I 8. Quan he cong tac dm Ban Ti4 cong din tinh 

1. Deli v6i Van phong UBND tinh va UBND tinh: Ban Tie]) cong dan tinh va 
Truing ban chiu su chi dao, dieu hanh true tiep ciia,Chanh Van phOng UBND tinh, 
Chu tich UBND tinh va Pho Chit tich php trach khoi, chiu trach nhiem va bao cao 
town dien cac mat cong tac tru6c Lanh dao Van phOng UBND tinh va Lanh dao 
UBND tinh. 

2. DOi vii Ban Tiep congs  Trung uang:,  Ban Tiep cong dan tinh chiu sp.  chi 
dao 	huang dan n&hiep vp \re. cong tac tiep cong dan cua Ban tiep cong dan 
Trung uang, chiu E11 nhiem 12da cao cong tac tiep ding dan thuong xuyen, dinh 
kS7 tai Tru so.  cho BZn Tiep, cong dan Trung wing. 

3. Doi vii Vann hung Tinh fly; Van phOng Doan Dai Neu Quoc HOi va HOi 
&zing than dan tinh; ay,1?an Kiem tra Tinh ily; Ban Ni chinh Tinh 4: Ban Tiep 
cong dan tinh phoi h9p vii cac ca quan nay theo quy dinh dm Lust Tie') ding dan 
va Nghi dinh so 64/2014/ND-CP ngay 26 thang 6 nam 2014 dm Chinh phu de phpc 
vu cho Lanh dao tinh tiep cong dan theo quy dinh cua phap luat. 

4. DOi yeti cac ca quan lien quan khac nhu: Thanh tra tinh, So Tai nguyen va 
Moi truing, , Cong an tinh, UBND cac huyen, thanh phi Tay Ninh, Ban Tiep dog 
dan tinh phoi hop yai cac ca pan nay ,trong viec cung cap thOng tin, tai lieu lien 
quan ye giai quyet khieu nai, cao; phoi hop trong cong tac bao ve an ninh, trSt to 
phpc vu cho cong tac tiep cong dan cua Lanh dao tinh. 

Di&ir 9. Phi how hot dOng tiep cong dan tai Tru sik Ban Tiep cling dan 
tinh 

1. Cac co quan, to chirc tham gia ding tac tier) cong dan tai Trp so.  Ban Tie') 
cong dan ph6i hqp vii Ban Tiep cong dan tinh thgc hien cac not dung phoi hqp 
theo quy dinh tir Dieu 11 den Dieu 17 oh Nghi dinh so 64/2014/ND-CP n&ay 26 
thang 6,nam 2014 dm Chinh phi" ye huang dan chi -661 thi hanh mot so dieu cua 
LuSt Tiep cong dan va thue hien theo Quy che phoi Nip giira cac ca quan tham gia 
tiep cong dan tai Trp so Tiep cong dan tinh Tay Ninh (ban hanh kern theo Quyet 
dinh so 1017/QD-UBND ngay 26/4/2016 cua Chu tich UBND tinh Tay Ninh). 
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2. Ph6i hop vai cac Ph6ng, Trung Tam truc rthuOc Van ph6ng UBND tinh 
trong vies phan loci va xir don, thu khieu nai, to cdo, kien nghi, phan anh cua 
cong dan giri den UBND tinh bao dam chat elle, kip th6i, dung theo quy dinh cua 
phap luat. 

PhAn 	fir 

TO CH1J'C THVC HItN 

Ditu 10. Tritn khai thvc hien Quy cht 

1. Quy cite nay dugc trien khai den can b0, cong chirc, ngu6i lao dOng trong 
Ban Tiey cong dan tinh. Tren coy soy nhi01 vu, quyen han dugc quy dinh, lanh dao 
Ban Tiep ding dan tinh phan ding nhim vu cho tirng can b0, cong chirc de thirc 
hien theo dung Quy che nay. 

2. Quy ch'e nay dugc giri den cac Phong, Trung tam trirc thuOc Van phOng 
UBND tinh va cac co.  quan, to chirc co lien quan de ph6i hop trong cong tac tiep 
cong dan va tham muu cho Lath dao UBND tinh 	don thu lchieu nai, to cao, 
kien nghi, phan anh cua cong dan theo quy dinh cua phap lug/. 

CHANH VAN PHONG 
P116 CH AIM VAN IIIONG 

Nguyen Hoing Nam 
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