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NGHlQUYET
Ban hanh quy ch~ ti~p cong dan cua Thuong true HDND va

D~i bi~u HDND xi Tfiy Boa khoa II, nhiem Icy 2026 - 2031

THU'ONG TRl/C HQI DONG NIlANDAN

Can ell Luat T6 chirc chinh quyen dia phuong ngay 1616/2025;

Can cir Luat TiSp cong dan ngay 25/11/2013;
Can cir Nghi quyet s6 759/2014IUBTVQH13 ngay 15/5/2014 cua Uy ban

Thirong vu Quoc hoi quy dinh chi tiSt v@heat dong tiSp cong dan cua cac co quan
cua Quoc hQi, dai bi@uQuoc hoi, HQi d6ng nhan dan va dai bi@uHQi d6ng nhan

dan cac cap;
Can cir Nghi dinh s6 64/2014/NI)-CP ngay 2616/2014 cua Chinh phu Quy

dinh chi tiSt thi hanh mot s6 di@ucua Luat TiSp cong dan;

Can cu Thong tu s6 04/2021/TT-TfCP ngay 01110/2021 cua Thanh tra

Chinh phu quy dinh quy trinh tiep cong dan;

Xet d~ nghi cua Chanh Van phong lIDND va UBND xii,

QUYETNGHI:

Di~u 1. Ban hanh kern theo Nghi quySt nay Quy chS tiSp cong dan eua
Thuang tn,rc HQi d6ng nhan dan va d~i bi@uHQi d6ng nhan dan xii Tay Hoa khoa

II, nhi~m ky 2026 - 2031,

Di~u 2. Thuang tn;re HQi d6ng nhan dan xii, cac Ban cua HQi d6ng nhan
dan xii, d~i biSu HQi d6ng nhan dan xii, Van phong HDND&UBND xii va cae eo
quan, t6 ehlle, ea nhan co lien quan chiu tnich nhi~rn th\Ic hi~n Nghj quySt.

Nghi quySt nay dUQ'eTh~ tn;re HQi d6ng nhan dan xii thong qua va co

hi~u h,rcthi hanh til ngay ey.l.fiiPL---'

NO'inh{m:
- Nillf DiSu 2;
- TT HDND tinh;
- IT Dang uy, HDND xa;
- UBND, UBMTTQVN xa;
- Oie quan, dan vi xa;
- Cae Truemg thon;
- Trang Thong tin di~n illxa;

- Luu VT.
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QUYCHE
"'Oc_.a,.,..,. THUONG TRVC HQI DONG NHAN DAN vA

U"""'D£loIDONG NIlAN DAN xA TAY HOA
i quyet s6: -J..;fINQ-HDNDngay O1J:himg4 ndm 2026

l~~~~{' HDND xii Tdy Hoa khoa IL nhiem kY 2026 - 2031)

CHUONGI
NHUNG QUY DJNH CHUNG

Di~u 1. Pham vi di~u chinh

Quy che filly quy dinh vS trinh tv, thu tuc tiSp cong dan cua Thuong tnrc
HQi d6ng nhan dan (viet tAt lIDND) va dai biSu lIDND xli Tay Hoa thea quy
dinh cua phap luat; trach nhiem cua co quan, t6 chirc, ca nhan co lien quan trong
hoat dong tiSp cong dan.

Di~u 2. DBi hrQ'llg ap dung

Thuong true lIDND xli, cac Ban cua lIDND xli, dai biSu lIDND xli, Van
phong lIDND&UBND xli va cac co quan, t6 chirc, ca nhan co lien quan chiu SlJ
diSu ehinh cua quy che nay.

Di~u 3. Ml}c dich ciia vi~c ti~p cong dan

1. TiSp nhan y kien, kien nghi true tiSp cua cong dan va gian tiSp thong

qua don eua eong dan nh~m tang euemg m6i lien h~ giiia Nhan dan vai Thuemg
tr\!,elIDND, cae Ban eua lIDND, Td d~i biSu lIDND va d~i biSu lIDND xli Tay
Hoa; d6ng thai giam sat cae co quan quem Iy nha nuae trong vi~e eh~p hanh cae
quy dinh eua phap lu~t va cae nghi quySt eua lIDND xli.

2. Huang dfuI, giup dO' eong dan thlJe hi~n quySn phem anh, kiSn nghi,
khiSu n~i, t6 eao dung quy dinh eua phap lu~t, gop phftn tuyen truySn, phd biSn
phap lu~t va Nghi quySt eua lIDND xli Tay Hoa dSn nhan dan tren dia ban xli.

3. TiSp nh~ don khiSu n~i, t6 eao, kiSn nghi, ph~m anh eua eong dan va
ehuySn dSn co quan, t6 ehue, ea nhan co thAm quySn giai quySt thea quy dinh
eua phap lu~t; kip thai kiSn nghi giai quySt nhiing vuang mAc, bue xue, nguy~n
v(,mg ehinh dang eua nhan dan nh~m bao v~ quySn, 19i ieh hgp phap eua Nhan
dan thea quy dinh phap lu~t.

Di~u 4. Nguyen t~c ti~p cong dan

1. Vi~e tiSp eong dan eua Thuang tflJe lIDND, d~i biSu HDND xli Tay
Hoa thl,le hi~n thea nguyen tAe eong khai, dan ehu, kip thai; thu tve don gian,
thu~n ti~n; giii bi m~t va dam bao an toan eho nguai t6 eao theo quy dinh eua
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phap lu~t; bao dam khach quan, binh d~ng, khong phan biet d6i xu khi tiSp cong
dan.

2. Ton trong, tao di~u kien thuan 19i cho cong dan thirc hien viec khieu

nai, t6 cao, kien nghi, phan anh theo quy dinh cua phap luat.

Di~u 5. Trach nhi~m ti~p cong dan va tA chuc vi~c ti~p cong dan

1. Thirong tnrc I-IDND xii, dai bieu I-IDND xii co trach nhiem tiSp cong
dan khi cong dan dSn thirc hien quyen khieu nai, t6 cao, kien nghi, phan anh;

Thuong tnrc HDND xii thay mat HDND xii tiSp cong dan va t6 chirc dS dai biSu
lIDND xii tiSp cong dan theo quy dinh,

2. Trong viec t6 chirc tiSp cong dan, Thirong tnrc I-IDND xa co trach
nhiem sau day:

a) T6 chirc tiSp cong dan dinh Icy hang thang cua Thuang trgc lIDND.

b) Chi d?o tiSp cong dan cua d?i biSu I-IDND xii theo quy dinh.

c) D~ nghi d?i di~n cac co quan, t6 chuc, ca nhan co lien quan t?i dia
phuong cung tham dg tiSp cong dan dS tiSp nh~, xu ly nhUng v5.n d~ lien quan
nQi dung khiSu n?i, t6 cao, kiSn nghi, phan anh cua cong dan theo quy dinh.

3. ThuOng trgc lIDND xa, UBND xii b6 tri dia diSrn tiSp cong dan dS d?i
biSu I-IDND xii (mg cu tren dia ban tiSp cong dan theo Quy ehS nay.

4. Trong truOng hqp thlen tai, dich b~nh keo dai ho~c do di~u ki~n cong
tac khong thS t6 chuc tiSp cong dan dinh Icy t~i t11)sa tiSp cong dan xii, thi
ThuOng trgc I-IDND xa eo thS thong bao t?rn hoan ho~c t6 chuc tiSp cong dan
bfuIg hinh thuc phil hqp.

CHUONGII
HO~TDQNGTmpc6NGDAN

Di~u 6. Dja di~m ti~p cong dan

1. Thuang tqrc I-IDND xii, d~i biSu lIDND xii tiSp cong dan t?i Trv sa
tiSp cong dan xii Tay Hoa, dia chi: Phu Thu, xa Tay Hoa, tinh Dfr L~k.

2. D?i biSu lIDND xa tharn gia tiSp cong dan t?i noi tiSp cong dan rna dC:li
biSu I-IDND xii dang cong tac ho~c noi trng cu.

Di~u 7. Ljch ti~p cong dan
1. Lich tiSp cong dan eua Thuang trgc I-IDND xii, d~i biSu lIDND xii

duQ'cthong bao b~ng van ban, niem YStcong khai t?i tf\! sa tiSp cong dan xii, tf\!
sa UBND xii, Trang thong tin di~n ill xa, thong bao dSn cae thon va tren Dai
truy~n thanh cua xii.
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2. Dai bieu J-IDND diroc mal tham gia ti~p cong dan dinh IcY cua Thuong
tnrc IIDND xa, dS tiep cong dan a dia ban noi dai bieu IIDND xa irng cu.

Di~u 8. Ti~p eong dan ella ThuOng trl!e HDND xa
1. Ti~p cong dan dinh ky

a) Tlnrong tnrc lIDND xa tiep cong dan dinh ky vao ngay 12 hang thang,
neu trung vao ngay thir Bay, Chu Nh~t hoac ngay LS, T~t thi chuyen sang ngay
lam viec ti~p theo.

b) Chu tich lIDND xa ti~p cong dan it nhat 01 ngay/quy; Chu tich lIDND
xa phan cong Ph6 Chu tich IIDND xa hoac Oy vien Thirong tnrc HDND xa dai
dien Thtrong tnrc IIDND xa ti~p cong dan dinh ky hang thang.

2. Ti~p cong dan dQtxu~t

a) Thirong tnrc HDND xa ti~p cong dan dQt xu~t trong tnrong hop quy
dinh tai Khoan 3, DiSu 18 Lu~t ti~p cong dan ho~c thee yeu cAu cua Thuemg
tn,rc Dang uy (niu co).

b) Chu tich lIDND xa chu tri ti~p dan dQt xu~t; truemg hqp Chu tich
lIDND xa b~n cong tac thi uy quySn cho Ph6 Chu tich HDND xa ho~c Oy vien
Thuang tl1Jc lIDND xa chu tri ti~p cong dan, thanh phftn tham gia ti~p cong dan
dQtxu~t do nguoi chu tri quy~t dinh.

Di~u 9. CO'quan ti~p nh~n dO'Ddang Icy ella eong dan

Van phong lIDND va UBND xa ti~p nh~n dan dang kY do cong dan gui
tn,rc ti~p ho~c gui qua dich V\l buu chinh; t6ng hqp bao cao ThuOng trvc lIDND,
dia biSu lIDND xii d~ b6 tri tiSp cong dan theo yeu c~u.

Di~u 10. Thanh ph~n tham gia ti~p eong dan dinh ky ella Thmyng
tn.re HDND xa

Tham gia ti~p cong dan dinh ky vai Thuemg tn,rc lIDND xa; d~i di~n lanh
d~o cac Ban cua lIDND xa, Van phong lIDND va UBND xa duqc phan cong

ghi chep, t6ng hqp y kiSn; mai d~i di~n lanh d~o UBND xa, d~i di~n lanh d~o

UBMTTQVN xa, d~i di~n lanh d~o cac co quan, dan vi lien quan d~n nQi dung
ti~p cong dan.

Di~u 11. Trinh tl! ti~p eong dan ella Thu()'ng trl!e HDND xa, d~i bi~u
HDNDxa

1. Ti~p cong dan dinh kY
a) Van phong lIDND va UBND xa tiSp nh~n, kiSm tra gifty to tliy than,

gi~y giai thi~u, gi~y uy quySn (niu co) cua cong dan, l~p danh sach cong dan

dang kY, mai cong dan vao phong tiSp dan; tuyen b6 ly do, gi6i thi~u nguai chu
tri, thanh phAn tham dl,l, thu ky ghi bien ban; d<;>cnQi quy tiSp cong dan.

b) Cong dan trinh bay nQi dung khiSu n~i, t6 cao, kiSn ngh!, phan anh (co
don hoi;ic trinh bay ro rimg n9i dung).Truong hqp c6 nhiSu nguai khiSu n~i, t6
cao, kiSn ngh!, phan anh vS cling IDQtnQi dung thi phai cu d~i di~n dS trinh bay.
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Ngiroi dai dien phai chiu trach nhiem tnroc phap lu~t vS tinh hop phap cua viec
dai dien va van ban cu ngiroi dai dien.

c) Cong dan cung cfip cac van ban, tai lieu co lien quan (niu co).
d) Cac phong chuyen mon, t6 chirc, co quan, dan vi lien quan bao cao,

trao d6i nhCingvfin dS theo yeu c~u.

d) Chu tri bu6i ti~p cong dan giai thich chinh sach cua Dang, phap lu~t
cua Nha mroc lien quan d~n noi dung khieu nai, t6 cao, kien nghi cua cong dan;
huang dfin cong dan phan anh d~n dung co quan hoac ngiroi co tham quyen giai
quyet. Ti~p nhan dan, thu khieu nai, t6 cao, kien nghi cua cong dan dS chuyen
d~n co quan, t6 chirc co thAm quyen giai quyet theo quy dinh cua phap lu~t (niu
cong dan co yeu cdu); k~t lu~ bU6i ti~p cong dan, chi d~o giai quy~t nQi dung
theo phan anh cua cong dan.

e) Van phong lIDND va UBND xa t6ng hqp dan khi~u n~i, t6 cao, ki~n
nght, phan anh cua cong dan (niu co); dS xufit tham muu phuang an giai quy~t
bao cao Thuang tn.rc lIDND xa.

f). Trong thai h~ 05 ngay lam vi~c, kS til ngay ti~p cong dan, Van phong
HDND va UBND xii dv thao van ban k~t lu~n trinh Thuang tf\l'ClIDND xii ban

hanh; gui k~t lu~n d~n cac co quan, dan vi thvc hi~n va thong bao k~t qua giai
quy~t cho cong dan.

2. Ti~p cong dan dQtxufit: trinh tv ti~p cong dan dQt xuftt do Hinhd~o Van
phong lIDND va UBND xa tham muu, dS xufit, Thuang tqrc lIDND xa xem xet,
quy~t dinh dam bao phu hqp vai tUng truang hqp C\lthS.

I>i~u 12. Quy~n va nghia vI} eua eong dan khi tham dl}'ti~p eong dan
1. Khi d~n noi ti~p cong dan, nguai khi~u n~i, t6 cao, ki~n nghi, phan anh

co cac quySn sau day:

a) Trinh bay nQi dung khi~u n~i, t6 cao, ki~n nght, phan anh.
b) DuQ'chuang d§n, giai thich vS nQi dung lien quan d~n khi~u n~i, t6 cao,

ki~n nghi, phan anh cua minh.

c) DuQ'cnh~n thong bao vS vi~c ti~p nh~, kSt qua xu ly khiSu n~i, t6 cao,
ki~n ngbj, philn anh.

d) Cac quYSn khac theo quy dinh cua phap lu~t vS khi~u n~i, t6 cao.
2. Khi dSn noi ti~p cong dan, nguai khi~u n~i, t6 cao, kiSn nght, phan anh

co cac nghia V\lsau day:

a) chfip hanh nQi quy, quy dinh noi ti~p cong dan;

b) Cung cfip d~y du cac tai li~u, b~ng chUng lien quan d~n nQi dung khiSu
n~i, t6 cao va Icy ho~c diSm chi xac nh~ nhfrng n9i dung trinh bay dff duqc
nguai ti~p cong dan ghi chep l~i; chiu trach nhi~m truac phap lu~t vS cac van
bim, b~g chUng dff cung cfip.
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c) Thuc hien cac nghia vu khac diroc quy dinh trong Luat KhiSu nai, Luat
T&cao, Luat TiSp cong dan va cac van ban phap Iu?t khac co lien quan.

Di~u 13. Nhifng truoug h(}"ptir chBi ti~p cong dan
1. Nhtrng tnrong hop thee quy dinh tai diSu 9, Luat TiSp cong dan ngay

2511112013.

2. Nhirng tnrong hQ'Pda co quyet dinh giai quyet khieu nai I~n hai cua
Chu tich UBND xa va da co hieu luc phap luat, nay tiSp tuc dang ky d~ yeu c~u
xem xet lai viec giai quyet nhung khong co chirng cir moi d~ chirng minh cho
yeu c~u cua minh.

3. Nhirng tnrong hop da co Thong bao thu ly vu an cua Toa an nhan dan,
cac cap.

4. Nhirng tnrong hQ'PkiSn nghi, phan anh da duQ'c cac co quan co tham
quySn xem xet va co van ban tra Iai, xu Iy thee quy dinh.

5. Vi ph?m nQi quy tiSp cong dan.

CHlfONGIII
TRA.CH NHl¢M CVA CO QUAN, TO CHUC, cA NHAN CO

LIEN QUAN TRONG HO~ T DONG TlEP CONG DAN

Di~u 14. Trach nhi~m clla lanh d~o cac Ban clla HDND xa

Lanh d?o cae Ban cua I-IDND xa co tnich nhi~m giup ThuOng trl!c
I-IDND, d?i bi~u I-IDND xa trong vi~e xem xet, xu Iy dan cua cong dan thu(k
IInh Vl!Cph\l trach; tham gia tiSp cong dan dinh ky va khi co yeu c~u cung v6i
Thuang tfl!CI-IDND xa; giam sat vi~c thl!Chi~n kSt lu~n tiSp cong dan.

Di~u 15. Trach nhi~m d~i bi~u HDND xa

Chu dQng b& trf thai gian tiSp cong dan thee phan cong cua ThuOng trlJc

I-IDND xa. TruOng hQ'P v~ng m~t phai bao cao xin y kiSn cua ThuOng tf\Ic
HDND xa. Khi nh?n duQ'c khiSu n?i, t&cao, kiSn nght, phan anh cua cong dan,
d?i bi~u I-IDND xa co trach nhi~m nghien cuu, huang dftn cong dan gui dan dSn
dung co quan, t6 chilc, ca nhan co th§.m qUYSngiai quySt. Trong truang hQ'Pcfrn
thiSt ho~c khi co yeu c~u, d?i bi~u I-IDND xa tf\Ic tiSp ho~c thong qua Thuang
trl!c I-IDND xa ehuy~n dan dSn co quan, t6 chue, dan vi co th~m quySn giai
quySt va thee d5i, don d6c vi~c giai quySt.

Di~u 16. Trach nhi~m Van phong HDND va UBND xa

1. Tham muu, ph\lc V\l ThuOng tqrc I-IDND xa, d?i bi~u I-IDND xa t6
chuc tiSp cong dan dinh k)', dQt xuftt ho~c khi co yeu c~u cua cong dan; kY cac
van ban lien quan dSn ho?t dQng tiSp eong dan cua ThuOng tflJCI-IDND xa khi
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diroc Thirong tnrc HDND xii giao; co trach nhiem giup Thirong true HDND xii
xem xet, xu ly don khieu nai, t6 cao, kien nghi, phan anh cua cong dan.

2. Phan cong cong chirc thirc hien viec tiSp cong dan tai Tru sa tiep cong
dan cua xii; tiSp nhan khieu nai, t6 cao, kien nghi, phan anh cua cong dan va cac
tai lieu lien quan rna cong dan cung cAp; giai thich, huang d~n cong dan thtrc
hien qUYSnkhieu nai, t6 cao, kien nghi, phan anh. Tham muu Thirong tnrc

HDND xii, dai biSu HDND xii xu ly don khieu nai, t6 cao, kien nghi, phan anh
cua cong dan.

3. Theo doi, don d6c viec giai quyet don khieu nai, t6 cao, kien nghi, phan
anh cua cong dan cua cac ca quan, don vi, t6 chuc, ca nhan theo KSt lu~n cua
Thucmg trvc HDND xii, d~i biSu HDND xii.

4. Djnh k:Y hang thang, quy, 6 thang va hang nam t6ng hQ'Ptinh hinh va
bao cao ThUOng tn,rc HDND xii vS ho~t d(>ngtiSp cong dan; kSt qua tiSp nh?n,
xu ly dan khiSu n~i, t6 cao, kiSn nghj, phein anh cua cong dan gui dSn ThuOng
tn,rc HE>ND, d~i biSu HDND xii va kSt qua giai quySt cua cac ca quan chuc
nang.

5. Tham mUll, dS xuAt Thucmg tn,rc HDND xii vi~c Ung d\mg cong ngh~
thong tin dS t6 chuc tiSp cong dan, quan ly thong tin, dfr li~u tiSp cong dan, xu
ly don khiSu n~i, t6 cao, kiSn nghj, phan anh cua cong dan; th\lc hi~n chS d(>
thong tin, bao cao theo quy dinh;

6. Ph6i hQ'Pv6i Cong an xii bao dam an ninh tr~t tv t~i nai tiSp cong dan.

7. Th\}'c hi~n cac nhi~m V\l khac khi Thuang tr\}'c HDND xii giao lien
quan dSn ho~t d(>ngtiSp cong dan.

f)i~u 17. Trach nhi~m ngU'oi dung dAu CO'quan, dO'n vi co lien quan
va Chii tich Uy ban nhan dan xii

1. Nguai dUng d~u cac ca quan, don vi co lien quan va Chu tich UBND
xa co trach nhi~m tham gia ho~c cu cAppho tham gia tiSp cong dan cua ThuOng

tr\lc HE>ND,d~i biSu lIDND xii theo ljch tiSp cong dan ho~c d(>txuAtkhi co yeu
c~u; t6ng hQ'P,bao cao d~y du, chinh xac va kip thai cung cAph6 sa tai li~u lien
quan dSn vi~c khiSu n~i, t6 cao, kiSn nghj, phan anh cua cong dan khi ThuOng
tn.JcIIDND, d~i biSu IIDND xii yeu c~u.

2. Khi tiSp cong dan, nguai dUng d~u ca quan, t6 chuc, dan vi ho~c nguai
dugc uy quySn phai co y kiSn tra lai vS gieii quySt V\l vi~c cua cong dan co lien

quan dSn trach nhi~m ca nhan ho~c ca quan t6 chuc, don vi minh; truang hgp
chua tra lai ngay t~i bu6i tiSp cong dan thi co thS thong bao bfuIg van ban cho
cong dan.
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3. Cong an xii co trach nhiem b6 tri hrc IUQ'ng,t6 chirc n~m tinh hinh va
ph6i hQ'Pvoi Van phong HDND va UBND xii dam bao an ninh, tr~t ur tai Tru sa
ti~p cong dan xii Tay Hoa thea lich ti~p cong dan dinh ky hoac dQt xuat,

CHUONGIV
TO CHUC THVC HI¥N

Di~u 18. Di~u ki~n dam bao d8i voi c8ng tac ti~p c8ng dan

1. Kinh phi dam bao d6i voi cong tac tiep cong dan, trang thiet bi cac diSu
kien c~n thiet, irng dung cong nghe thong tin d~ phuc vu ti~p cong dan cua
Thirong true HDND, dai bieu HDND xa diroc sir dung ill nguon ngan sach Nha
mroc, duoc b6 tri trong du toan ngan sach hang nam phuc vu cho hoat dong cua
HDNDxa.

2. Ch~ dQ tiep cong dan cua Thirong tnrc HDND, d~i bi~u HDND xa, can
bQ tham muu giup vi~c ti~p cong dan va trang ph\lC cho can bQ ti~p cong dan
thuemg xuyen cua HDND xii duQ'c th\lc hi~n thea quy dinh cua phap lu~t hi~n
hanh.

f)i~u 19. Trach nhi~m thi hanh

1. Thuemg tr\lc HDND, cac Ban cua HDND, d~i bi~u I-IDND xa, Van
phong I-IDND va UBND xa, cac co quan, dan vi va ca nhan lien quan co trach
nhi~m th\lc hi~n Quy ch~ miy.

2. Trong qua trinh thvc hi~n, n~u co van ban huang d~, quy dinh mai
ho~c phat sinh vuang m~c, Thuemg tfl!C HDND xa nghien Clm ti~p thu sua d6i,
b6 sung cho phu hqp vai tinh hinh th\lc t~ va quy dinh cua phap lu~t/.Iif71.---


