
So: JO /NQ-HBND Phong Quang, ngay thdng 8 ndm 2025

A

HOI DONG NHAN DAN 
XA PHONGQUANG

HOI DONG NHAN DAN XA PHONG QUANG 
KHOA I, KY HOP THLf HAI

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tir do - Hanh phuc

Can cu Luat To chuc chinh quyen dia phuo'ng ngdy 16 thdng 6 ndm 2025;

Can cu Ludt Khieu nai ngdy 11 thdng 11 ndm 2011;

Can cu Ludt Tiep cong dan ngdy 25 thdng 11 ndm 2013;

Can cu Ludt To cdo ngdy 16 thdng 6 ndm 2018;

Can cu Nghi quyet so 759/2014/NQ-UBTVQH13 ngdy 15 thdng 5 ndm 
2014 cua Uy ban Thudng vu Quoc hoi quy dinh chi tiet ve boat dong tiep cdng 
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dan cua cac co quan cua Quoc hoi, dqi bieu quoc hoi, Hoi dong nhdn dan vd dqi 
bieu Hoi dong nhdn dan cac cap;

Can cu Nghi dinh so 64/2014/ND-CP ngdy 26 thdng 6 ndm 2014 cua 
Chinh phu quy dinh chi tiet thi hanh mot so dieu cua Ludt Tiep cdng dan;

Can cuNghi dinh so 31/2019/ND-CP ngdy 10 thdng 4 ndm 2019 cua Chinh 
phu quy dinh chi tiet mot so dieu vd bien phdp to chuc thi hanh Ludt To cdo;

Can cu Nghi dinh so 124/2020/ND-CP ngdy 19 thdng 10 ndm 2020 cua 
Chinh phu quy dinh chi tiet mot so dieu vd bien phdp thi hanh Ludt Khieu nai;

Can cu Thdng tu so 04/2021/TT-TTCP ngdy 01 thdng 10 ndm 2021 cua 
Tong Thanh tra Chinh phu quy dinh quy trinh tiep cdng dan;

Can cu Thdng tu so 05/2021/TT-TTCP ngdy 01 thdng 10 ndm 2021 cua 
rri K rri r 9 r rTong Thanh tra Chinh phu quy dinh quy trinh xu ly don khieu nai, dan to cdo, 
dan kien nghi, phdn dnh;

Xet Ta trinh so 07/TTr-HDND ngdy 06 thdng 8 ndm 2025 cua Thudng 
true Hdi dong nhdn dan xd Phong Quang ve viec de nghi ban hanh Quy che tidp 
cdng dan, xu ly khieu nai, to cdo, kien nghi, phdn dnh cua cdng dan cua Hdi 
dong nhdn dan xd Phong Quang; Bdo cdo thdm tra cua Ban Kinh te-Ngdn sdeh 
HDND xd vdy kien thdo ludn cua dqi bieu HDND tai ky hop.

NGHIQUYET
Ban hanh Quy che tiep cong dan, xir ly khieu nai, to cao, kien nghi, 
phan anh cua cong dan cua Hoi dong nhan dan xa Phong Quang
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CHU TICK

Trieu Thi Thu Hoai

Noi nhan:
- Thuong true HDND tinh (b/c);
- UBND tinh (b/c);
- So Noi vu (b/c);
- Dai bieu HDND tinh ung cu tai xa;
- Thuong true Dang uy (b/c);
- Thuong true HDND, UBMTTQ xa;
- LD UBND xa;
- Dai bieu HDND xa;
- Cac Ban xay dung Dang va VP Dang uy xa;
- Cac co quan, don vi tren dia ban xa;
- Cong thong tin dien tur xa;
- VP HDND&UBND xa;
- Luu: VT, HSKH.

QUYET NGHI:

Dieu 1. Ban hanh kem theo Nghi quyet nay Quy che tiep cong dan, xu ly 
khieu nai, to cao, kien nghi, phan anh cua cong dan cua Hoi dong nhan dan xa 
Phong Quang Khoa I, nhiem ky 2021 - 2026.

Dieu 2. Giao Thuong true Hoi d6ng nhan dan xa; cac Ban HDND xa; cac 
To dai bieu HDND xa; cac Dai bieu HDND xa; Van phong HDND va UBND xa; 
cac co quan, to chuc, ca nhan co lien quan theo trach nhiem thi hanh Nghi quySt.

Nghi quyet nay da dupe Hoi dong nhan dan xa Phong Quang Khoa I, ky 
hop thu 2 thong qua ngay 07 thang 8 nam 2025 va co hieu lire ke tir ngay 
thong qua./.
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HOI DONG NHAN DAN 
XA PHONG QUANG

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

Chiro’ng I 
QUY DINH CHUNG

Dieu 1. Pham vi dieu chinh va doi tiro’ng ap dung
1. Pham vi dieu chinh
Quy che nay quy dinh ve trach nhiem, quyen han, to chuc tiep cong dan, 

r_oi tiep cong dan va hoat dong tiep cong dan; tiep nhan va xii ly dmi khieu nai, 
to cao, kidn nghi cua cong dan vdi Thudng true Hoi deng nhan dan xa (HDND), 
Dai bieu HDND xa Phortg Quang khoa I, nhiem ky 2021-2026; phoi hop, don 
doc, kiem tra, giam sat cac co quan, don vi trong viec giai quyet dxi khieu nai, 
to cao, kien nghi, phan anh cua cong dan.

2. Doi tupng ap dung
a) Nguoi tiep cong dan;
b) UBND xa; cac co quan, don vi, cac to chuc, ca nhan co lien quan den 

cong :ac tiep cong dan;
c) Cong chuc Van phong tham muu, giup viec cho HDND xa;
d) Cong dan thuc hien khieu nai, to cao, kien nghi, phan anh.
Dieu 2. Muc dfch cua viec tiep cong dan
1. Tidp nhan cac thong tin khieu nai, to cao, kien nghi, phan anh gop y 

nhung van de Hen quan den chu truong, dubng loi, chinh sach cua Dang, phap 
luat cua Nha nude, cong tac quan ly nha nude cua co quan. don vi; hoat dong 
cua cac co quan, td chuc d6 chuyen den co quan cd tham quyen giai quyet va tra 
loi cho cong dan theo dung trinh tu, thu tuc cua phap luat ve khieu nai, to cao 
koac :ruc tiep giai quyet theo quy dinh.

2. Giai thich, hudng ddn cho cong dan ve viec thuc hien khieu nai, td cao, 
kien nghi, phan anh theo dung trinh tu, thu tuc, dung co quan, td chuc, don vi, ca 
nhan thuoc tham quyen giai quyet.

Dieu 3. Nguyen tac tiep cong dan
1. Viec tiep cong dan phai dam bao cong khai, dan chu, kip thbi; thu tuc 

con gian, thuan tien; giu bi mat va dam bao an toan cho nguoi td cao theo quy 
dinh eua phap luat, dam bao khach quan, binh dang, khdng phan biet ddi xu 
trong tiep cong dan.

QUY CHE
Tiep cong dan, xu ly khieu nai, td cao, kien nghi cua cong dan 

cua Hoi dong nhan dan xa Phong Quang
(Ban hanh kem theo Nghi Quyet so: JO/NQ-HDND, ngay (fl’thang 8 nam 2025 

cua Hoi dong nhan dan xa Phong Quang)
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2. Ton trong, tao dieu kien thuan loi cho cong dan thuc hien vice knieu 
nai. to cao, kien nghi, phan anh theo quy dinh cua phap luat.

3. Nghiem cam cac hanh vi: Gay phien ha, sach nhieu hoac can tro ngudi 
den khieu nai, to cao, kien nghi, phan anh; thieu trach nhiem trong viec tiep 
cong dan; lam mat hoac lam sai lech thong tin, tai lieu do ngudi khieu nai, to 
cao, kien nghi, phan anh cung cap; phan biet doi xu trong khi tiep edng dan; vi 
pham cac quy dinh khac trong noi quy, quy che tiep edng dan.

A A A A A X • A A ADieu 4. Trach nhiem tiep cong dan va to chwc tiep cong dan
1. Hoi dong nhan dan va dai bieu HDND xa cd trach nhiem tiep edng dan 

den khieu nai, to cao, kien nghi, phan anh; Chu tich Hoi dong nhan dan xa cd 
track nhiem to chuc, sap xep lich tiep edng dan cua Dai bieu HDND xa tiep 
edng dan tai Tru sd UBND xa.

2. Thudng true HDND xa thay mat HDND xa tiep edng dan den knieu 
nai. to cao, kien nghi, phan anh theo quy dinh cua phap luat; ban hanh lich tiep 
edng dan va thuc hien vide tiep edng dan theo lich da dune edng bd.

Lich tiep edng dan phdi dupe niem yet edng khai tai Tru sd Hoi edng 
r \ r

nhan dan va noi tiep edng dan, dong thdi edng bd tren cac phuong tien thong tin 
dai chiung d dia phuong.

3. Chu tich HDND xa cd the uy nhiem cho Pho Chu tich HDND hoac Uy 
vien Thudng true HDND xa tiep edng dan, nhung it nhat mdi thang Chu tich 
HDND xa bd tri 01 ngay de true tiep tiep edng dan tai Tru sd UBND xa.

4. Dai bieu HDND xa thuc hien viec tiep edng dan theo lich tiep edng dan 
da dupe edng bd va theo su bd tri cua Chu tich HDND xa. Truong hop kkdng 
the thuc hien dupe viec tiep edng dan theo lich tiep edng dan da dupe edng bd 
do co ly do chinh dang thi dai bieu HDND cd trach nhiem thong bao den Chu 
tick HDND xa de dieu chinh lich; dong thdi du kien thdi gian cu the thuc nien

e r

viec tiep edng dan.
Khi nhan dupe khieu nai, to cao, kien nghi, phan anh cua edng dan_ dai 

bieu HDND xa cd trach nhiem xem xet, hudng dan edng dan gui khieu nai, to 
cao, kien nghi, phan anh den dung co quan, to chuc, ca nhan cd tham quyen giai 
quydt Trong trudng hop can thiet dai bieu HDND true tiep hoac thong qua 
Thudng true HDND xa chuyen don den co quan, to chuc, don vi cd tham quyen 
giai quyet va theo doi, ddn ddc giai quyet.

5. Cac ca nhan, co quan lien quan cd trach nhiem thuc hien thong bac ket 
luan cua Chu tich HDND xa trong edng tac tiep edng dan; giai quyet don knieu 
nai, to cao, kien nghi, phan anh cua edng dan do Chu tich HDND, dai Dieu

r x r r r •9» f •

HDND xa chuyen den va bao cao ket qua giai quyet theo quy dinh.
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Chuo’ng II

TO CHlTC TIEP CONG DAN
Dieu 5. Hinh thu’c, dia diem va thanh phan tiep cong dan
1. Hinh thhc tiep cong dan: Thirang true HDND xa thuc hien tiep cong 

dan dinh ky 01 ngay/tuSn va ti§p cong dan dot xuat trong cac truong hop quy 
dinh :ai khoan 3 Dieu 18 ciia Luat Tiep cong dan nam 2013.

Viec uy nhiem ti£p cong dan va hinh thuc tiep cong dan cua Thudng true 
HDND xa se cong bo tai thong bao lich tiep cong dan.

2. Noi tiep cong dan: Thudng true HDND, Dai bieu HDND xa tiep cong 
dan tai Tru so UBND xa Phong Quang, cd dia chi tai thdn Na di, xa Phong 
Quang, tinh Thai Nguyen.

3. Thank phan tiep cong dan:
- Chu tich HDND xa chu tri budi tiep 'Pho Chu tich HDND xa hoac Uy 

vien Thudng true HDND xa chu tri budi tiep cong dan khi duoc Chu tich 
HDND xa uy nhiem).

- Dai dien lanh dao UBND xa (khi can thiet).
- Dai dien Ban thudng true Uy ban MTTQ Viet Nam xa
- Dai dien lanh dao cac Ban HDND, Dai bieu HDND xa.
- Can bo tiep cong dan va Cong chuc Van phdng.
- Dai dien co quan, don vi, td chuc, ca nhan (cd lien quan).
Dieu 6. Cong tac chuan bi, phuc vu va phoi hop tiep cong dan
1. Van padng HDND-UBND xa thuc hien:
- Ban h«ih giay mdi, gui cac thanh phan cd lien quan tham gia budi tiep 

cong dan dinh ky, trudc it nhat 03 ngay lam viec tinh tir thdi diem phat hanh 
giay mdi den thdi diem tiep cong dan.

- Tham muu va chuan bi cac dieu kien de td chuc budi tiep cong dan; cu 
ngudi ghi chep bien ban budi tiep cong dan va phuc budi tiep cong dan.

- Ban hanh Thong bao ket luan budi tiep cong dan tren co so ket luan cua 
Ch j tich HDND xa, thdi gian phat hanh thong bao khdng qua 05 ngay lam viec 
ke tu ngay tiep cong dan.

- Phan ceng can bd tiep cong dan xu ly don, theo doi, ddn ddc viec thuc 
hien thong bac kdt luan cua Chu tich HDND xa; tong hop va bao cao ket qua 
hang thang, quy tdi Chu tich HDND xa.

2. Dai Neu HDND xa cd trach nhiem tiep cong dan theo lich tiep cong 
dan hoac theo su phan cong, sap xep cua Thudng true HDND xa tai Tru so cua 
UBND xa.
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Chtrong III
YiU CAU, TRACK NHIEM VA QUYEN HAN 

CUA NGlTdl TIEP CdNG DAN
Dieu 7. Yeu can doi vol can bo tiep cong dan
1. Ngtroi duoc giao nhiem vu tiep cong dan phai la ngudi trung there, co 

kien there va am hieu chinh sach, phap luat; co tinh than trach nhiem doi vdi 
nhiem vu dupe giao, dupe xep ngach edng chuc tu ngach chuyen vien hoac 
tuung duong trb len.

2. Ngudi tiep edng dan chi dupe tiep edng dan den khieu nai, to cao. kien 
ngni, phan anh tai noi lam vice, trong gid hanh chinh theo dung npi quy, quy che 
cua co quan, don vi.

3. Ngudi tiep edng dan khi lam nhiem vu tai noi tiep edng dan phai mac 
trang phuc chinh te, deo the edng chuc theo quy dinh.

Dieu 8. Trach nhiem cua can bo tiep edng dan:
1. Thue hien day du quy trinh tiep edng dan theo quy dinh cua phap luat 

ve khieu nai, to cao, kien nghi, phan anh va theo dung quy dinh tai Dieu 8 cua 
Luat Tiep edng dan.

2. Tiep nhan khieu nai, to cao, kien nghi, phan anh lien quan ddn npi dung 
khieu nai, to cao, kien nghi, phan dnh.

3. Ngudi tiep edng dan phai mo so theo doi viec tiep edng dan; lang nghe,
•a' • AAA A A • A A rghi chep day du npi dung edng dan trinh bay va yeu cau ngudi trinh bay ky xac 

nhan hoac diem chi vao bien ban tiep dan hoac so tiep dan.
Dieu 9. Quyen han cua can bo tiep edng dan:
1. Tu chdi tiep edng dan neu thudc trudng hop dupe quy dinh tai E ieu 9 

Luat Tiep edng dan va nhung trudng hop da cd van ban tra loi cua co quan cd 
thim quyen, nhung phai giai thich cho edng dan biet ly do tu chdi tiep.

Ddi vdi nhung vu, viec khieu nai, to cao da dupe giai quyet dung chinh 
sach, phap luat, dupe co quan nha nude cd tham quyen kiem tra, ra so at, "Long 
bao bang van ban va da dupe tiep, giai thich, hudng dan nhung edng dan van co 
tinh khieu nai, to cao keo dai thi ngudi tiep edng dan ra thong bao tu chdi tiep 
edng dan, thuc hien theo Mau so 01-TCD ban hanh kem theo Thong tu so 
04/2021/TT-TTCP ngay 01/10/2021 cua Thanh tra Chinh phu quy dinh. quy 
trinh tiep edng dan.

2. Yeu cau cong dan thuc hien cac nghia vu da dupe quy dinh tai khoan 2,
•A 7 A • A 1 • ' *' r

Dieu 7 cua Luat Tiep edng dan va cac npi quy, quy che tiep edng dan.

3. UBND xa, cac co quan, don vi, to chuc, ca nhan lien quan cd trach 
nkrem cung cap hd so, thong tin, tai lieu lien quan den vu viec thudc mam quyen 
va trach nhiem de phuc vu edng tac tiep edng dan cua Chu tich HDND xa cu 
dai dien lanh dao du cac budi tiep edng dan; .thuc hien thong bao ket luan cua 
Chu tich HDND xa theo quy dinh.
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3. Yeu cau cong dan vi pham noi quy noi tiep cong dan ctam dih hanh vi 
vi pham; trong ;ruong hop can thiet, lap bien ban ve vise vi pham va yen can co 
quan chuc nang xu ly theo quy dinh cua phap luat.

CHV0NG IV 
TO CHlTC THtfC HIEN

Dieu 10. Track nhiem cua cac co quan, to chuc, ca nhan .icd quan
1. Thuong true HDND xa: chu tri t6 chuc, sap xep, bo tri vise tiep ^ong 

dan cua Chu ticn HDND, dai bieu HDND xa.
2. Dai bieu phu trach thon: Co trach nhiem phan cong dai bieu o thon 

minh phu trach tiep cong dan, dang ky voi Thuong true HDND xa de sap xep, 
bo tri lich tiep eong dan dam bao theo quy dinh. Thuong xuyen theo doi, don 
doc, bao cao tinh hinh giai quyet khieu nai, to cao, kien nghi, phan ar± cua cong 
dan tren dia ban minh phu trach toi Thuong true HDND xa.

3. Dai bieu HDND xa: Chu dong bo tri cong vise, phuemg tien di lai va 
cac didu kien can thidt thuc hien viec tiep cong dan. Trong qua trinh Cep cong 
dan, dai bidu HDND xa co trach nhiem ghi chep day du cac noi dung cua buoi 
tiep; theo doi den doc, giam sat viec giai quyet khieu nai, to cao, kien nghi, phan 
anh cua cong dan; tong hop bao cao ket qua ve Thuong true HDND xa

4. Cac Co quan, don vi, ca nhan co lien quan: Cac co quan, don vi, to 
chuc noi dai bieu HDND cong tac tao dieu kien de dai bieu HDND xa hep cong 
dan theo quy dinh.

Dai dien cac co quan, don vi, to chuc, ca nhan co lien quan cung cap day 
du ho so, thong tin lien quan den noi dung tiep cong dan de phuc vu buoi tiep 
cong dan dat ket qua; tham du tiep cong dan de tiep nhan, xu ly nhtng van de 
lien quan khi can thiet.

Chu tich JBND xa chi dao bo tri co so vat chat, dieu kien dam bao cho 
viec tiep cong dan; cu can bo, cong chuc phuc vu tiep cong dan khi cc yeu cau.

5. Cong chuc Van phong va can bo tiep cong dan: tham mua phuc vu 
Thuong true HDND va dai bidu HDND xa tiep cong dan; cung cap thong tin, tu 
lieu co lien quan khi dupe yeu cau; xay dung ke hoach, thong bao, niem yet lich 
tiep cong dan cua Thuong true HDND, dai bieu HDND xa; phan loai, xir ly, 
chuyen noi dung khieu nai, to cao, kien nghi, phan anh den co quan, :o cnuc, 
don vi, ngudi co tham quyen giai quyet theo quy dinh; theo doi, don doc viec 
giai quyet khieu nai, to cao, kien nghi, phan anh cua cong dan.

6. Cong an xa: Co trach nhiem bao dam an ninh, trat tu tai noi tiep cong 
dan cua Thuong true HDND va Dai bieu HDND xa.

Dieu 11. Track nkiem giai quyet cac kkieu nai, to cao, kien nghi, pkan 
ank do cac co1 quan, to ckuc ckuyen den:

1. Khi nhan dupe cac khieu nai, to cao, kien nghi, phan anh cua cong dan 
do cac co quan cua Quoc hoi, dai bieu Quoc hoi, Hpi dong nhan dan tinh, Dai
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x

bieu Eoi dong nhan dan xa, chuyen den, thi Thu trudng co quan. dem vi co tham 
quyen giai quyet phai xem xet, giai quyet dam bao chat luong va dungthbi han. 
Truong hop da co ket luan hoac quyet dinh giai quyet thi tra led cho cong dan theo 
quy dinh cua phap luat ve khieu nai, to cao; dong then, thong bao ket cua xu ly, 
giai quyet cho noi tiep cong dan da chuyen vu viec do biet trong then han 07 ngay, 
ke tir ngay co van ban, quyet dinh giai quyet; trudmg hop vu v_ec da Jure giai 
quyet rruoc do thi thong bao ngay cho co quan, ngubi da chuyen dem biet

2. Khi nhan dupe noi dung khieu nai, to cao, kien nghi, phan ann do can 
bo tiep cong dan xa chuyen den, ngubi co tham quyen cua cer quan, to enure, dem 
vi co trach nhiem xem xet, xu ly hoac phan ebng bo phan chuyen mon xem xet, 
xu ly va thong bao ket qua xu ly cho ngubi tiep ebng dan de thong bao lai cho 
ngubi den khieu nai, to cao, kien nghi, phan anh theo quy dinh tai Khoan 1 Bieu 

e z

28 cua Luat Tiep ebng dan.
Bbi vbi nhung khieu nai, to cao, kien nghi, phan anh de ebng choc tiep 

ebng dan chuyen den co quan co tham quyen giai quyet, neu Thu trrbng co quan 
do de qua thbi han quy dinh ma khbng giai quyet, thi Lanh dac Van phbng 
HBND-UBND xa co quyen yeu cau hoac kien nghi Chu tich UBKD xa co bien 
phao xu ly neu co quan do dbi vbi hanh vi co tinh tri hoar., cham hcac khbng 

e e z

giai quyet.
Bieu 12. Bieu khoan thi hanh
Trong qua trinh to chuc thuc hien, trubng hop co ph at sinh, vubng mac 

can phai sua dbi, bb sung, cac co quan, don vi, to chuc, ca nhan lien quan, cac 
dai bieu HDND xa kip thbi kien nghi, phan anh vbi Thubng true HBND xa (qua 
Van phbng HDND&UBND xa) de xem xet, sua dbi, bb sung cho phu hopT.
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