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uv BAN NHAN DAN TiNH BA RJA-vUNG TAu
Can cir Luat t6 chirc IIDND vaUBND ngay 26/11/2003;
Can cir Luat ban hanh Van ban quy pham phap lu~t cua IIDND va UBND nam

2004;
Can cir Lu~t khieu nai, t6 cao ngay 0211211998; Lu~t sua d6i, b6 sung mot s6

dieu cua Luat KhiSu nai, t6 cao ngay 15/6/2004 va Luat sua d6i, b6 sung rnQts6 dieu
cua Lu~t KhiSu nai, t6 cao ngay 29/11/2005;

Can cu Nghi dinh s6 136/2006/Nf)-CP ngay 14/11/2006 cua Chinh phu quy
dinh chi tiSt va huang dful thi hanh Luat KhiSu nai, t6 cao va cac Luat sua d6i, b6 sung
mot s6 dieu cua Lu~t KhiSu nc;J.it6 cao;

Theo de nghi cua Giam d6c Sa NQiV\l tc;J.iTO' trinh s6 A~g ITTr - SNV
ngay ,£1 1 J 12007,

QUYETDJNH:
Di~u 1.Nay ban hanh kern theo QuySt dinh nay Quy chS ve t6 chuc va hOc;J.tdQngcua

Van phong TiSp cong dan tinh Ba Rja- VUngTau.
Quy chS g6rn 04 chuang, 13 dieu.

f)i~u 2. QuySt dinh nay co hi~u hIc sau 10 ngay k~ illngay kYo
f)i~u 3. Chanh van phong UBND tinh, Giam d6c Sa NQi V\l, Chu nhi~rn Vanphong

TiSp cong dan tinh va Thu truang cac co quan, dan vi co lien quan chiu trach
nhi~m thi hanh quySt dinh-nay.

;

NlIi nhljn:::V~
- Van phong Chinh phU(Vv dia phuong II);
- Cvc ki€m tra van ban (BQTu phap);
- Thanh tra Chinh phU(Vv phap ch~);
- TTrTU; TTrHDND tinh (b/c);
- UBMTTQVN tinh va cac Doan th€ tinh; ,
- Van phOng:Tinh ily; IIDND tinh; DoanDBQH tinh;
- Dai PT-TH tinh; Bao BR - VT;
- Cac cO'quan chuyen mon thuQcUBND tinh; Cong An tinh;
- Trung tarn Cong bao tinh; Website Chinh phu;
- VBND cac huy~n, TP, TX; Nhu di~u3; Luu VT.
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vi: BAN NHAN DAN CONG HoA XA HOI em) NGHiA VI:¢T NAM
TiNH BA RJA - vUNG TAu DQc I~p - Tl! do - H~nh phiic

QUYCHE
V~ tA chirc va hoat dQng ciia Van

phong Ti~p cong dan tinh Ba Ria - Vfing Tau
(Ban hanh kern thea Quyit dinh s6: ,lQ ...l2007IQD-UBND

ngay O~hang 4 nam 2007 cua UBND tinh Ba Ria - Viing Tau)

Chirong I

VI TRI, CHUC NANG, NHI¥M VV vA QUYEN H~N

Di~u 1.Vi tri, clurc nang

1. Van phong ti~p cong dan la co quan tnrc thuoc UBND tinh co chirc
nang tham rmru giup Tinh uy, Thuong tnrc HDND tinh, Thuong tnrc UBND
tinh (sau day viet t~t la Lanh dao tinh) t6 chirc ti~p cong dan d~n trinh bay
khieu nai, t6 cao, phan anh kien nghi,

2. Van phong ti~p cong dan la co quan tiep cong dan thuong xuyen d~
ti~p nhan cac kien nghj, yeu d.u, l{.~i~unai, t6 cao cua t6 clnrc, cong dan giri
d~n Lanh dao tinh; la dAum6i ti~p nhan, phan Ioai chuyen dan khieu nai, t6
cao, ki~n nghi cua t6 chuc, cong dan d~ chuy~n cac co quan co thfimquy~n d~
xudt giiii quy~t thea quy dinh.

3. Van phong ti~p cong dan co con ddu rieng d~ ho?t dQngtrong cong tac
chuyen mon; chiu S\l quan ly tl1!Cti~p v~ ho?t dQng, t6 chuc nhan S\l cua
UBND tinh, cong tac hanh chinh quan tri do Van phong UBND tinh dam
nh~n.

Di~u 2. Nhi~m VI} va quy~n h~n

2.1. Xay d\lOgk~ ho?ch, chufin bi cac nQi dung, x~p lich va t6 chuc d~
Lanh d?o tinh ti~p cong dan;

Pli6i hQ'Pv&i cac co quan chuyen mon, co quan thuQc UBND tinh va
UBND cac huy~n, thi xa, Thanhph6 t6 chuc cho Lanh d?o tinh ti~p cong dan
t?i dia ban dan cu khi co yeu cAu.

Sau bu6i ti~p cong dan t6ng hQ'Pbao cao k~t qua ti~p cong dan, thong
bao y ki~n cua Lanh d?o Tinh v~ vi~c giiii quy~t cac nQi dung khi~u n?i, t6
cao, ki~n nghi cua t6 chuc, cong dan d~n cac co quan, dan vi lien quan d~
th\lc hi~n.
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Khi c6 yeu cAu birc thiet, my nrng linh vue cu th~, x€p lich d~ Thu
tnrong cac co quan chuyen men, co quan thuoc UBND tinh va Chu tich
UBND cac huyen, thi xa, thanh ph6 tiep cong dan tai Van phong ti€p cong
dan.

2.2. T6 chirc ti€p cong dan thuong xuyen d~ tiep nhan cac yeu c~u, kien
nghi, phan anh, khieu nai, t6 cao cua t6 chirc, cong dan thea quy dinh cua
phap luat;

2.3. Ti€p nhan, phan loai, tham muu cho UBND tinh chuyen dan thu
khieu nai, t6 cao d€n cac co quan co tham quyen d~ d€ xu~t giai quyet thea
quy dinh, T6 chirc d6i thoai voi t6 chirc va cong dan. Don d6c, thea d5i k€t
qua giai quyet, nhan quyet dinh giai quyet d~ cong b6 cho t6 chuc va cong
dan, dam bao quy trinh mQtclra, mQtdAum6i. Ph6i hqp v6i Thanh tra tinh va
cac co quan lien quan thea d5i, don d6c, ki~m tra vi~c thvc hi~n quy€t dinh
giai quy€t khi€u n~i da duqc ban hanh;

2.4. Nie~'y€t, nghien cUu cac van ban phap lu~t, giai thich phap lu~t,
huang dfin d6i v6i timg truemg hqp C\lth~ d~ t6 chuc, cong dan bi€t va thvc
hi~n dung phap lu~t d6i v6i nQi dung khi€u n~i, t6 cao va thvc hi~n quy€n
khi€u n~i t6 cao thea quy dinh cua phap lu~t;

2.5. Khi c6 V\l vi~c khi€u n~i dong nguai, vuqt c~p len cac co quan
Trung uang ho~c Tfl,lso ti€p cong dan cua Trung uang Dang va Nha nu6c t~i
Ha NQiva Thanh ph6 H6 Chi Minh thi Van phong ti€p cong dan chu tri ph6i
hqp v6i Thanh tra tinh va cac co qqaQgh(rcnang dua dan v€ dia phuang d6ng
thai chu§n bi k€ ho~ch, nQi dung Cd~ Lanh d~o tinh thvc hi~n vi~c ti€p cong
dan thea quy dinh;

2.6. Tham dVcac bu6i ti€p cong dan t~i cac huy~n, thi xa, thanh ph6 va
cac co quan chuyen mon, co quan thuQcUBND tinh khi cAnthi€t;

2.7. Chu tri ph6i hqp v6i Van phong UBND tinh, cac co quan chuyen
mon, co quan thuQcUBND tinh va UBND cac huy~n, thi xa, thanh ph6 noi
phat sinh khi€u n~i, t6 cao d~ cong b6 quy€t dinh giai quy€t khi€u n~i, t6 cao,
d6i v6i cac truemg hqp c§n thi€t phai cong b6 cong khai quy€t dinh thea chi
d~o cua Chu tich UBND tinh;

2.8. Yeu cAucac co quim c6 lien quan cung c~p tai li~u, thong tin c§n
thi€t ph\lc V\l cho conKtac t6ng hqp, bao cao va ti€p cong dan cua Lanh d?o
tinh;

2.9. Bao cao dinh Icy, dQt xu~t v€ tinh hinh ti€p cong dan, giai quy€t
khi€u n~i, t6 cao va k€t qua giai quy€t khi€u n~i, t6 cao cho Lanh d~o tinh;

2.10. Ph6i hqp v6i Thanh tra tinh huang dfin, ki~m tra, don d6c cac co
quan, dan vi, UBND cac huy~n, thi xa, Thanhph6 trong cfmg tac ti€p cong
dan va giai quy€t dan thu khi€u n~i, t6 cao; yeu cAubao cao v€ tinh hinh ti€p
cong dan va giai quy€t don thu khi€u n~i,·t6 cao.
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2.11. Ph6i hQ'Pvoi Thanh tra tinh va cac co quan co lien quan xay dung
Quy trinh giai quyet dan thir khieu nai, t6 cao trinh UBND tinh quyet dinh;

2.12. Tham du cac ky h9P cua HDND tinh, cac cuoc h9P cua UBND tinh
va cac hoi nghi chuyen d~ co lien quan d€n viec giai quyet khieu nai, t6 cao
cua t6 chirc, cong dan; -

2.13. Khi tiep cong dan tai tru sa lam viec, can b<), cong chirc cua Van
phong tiep cong dan co quyen yeu c~u cong dan xuftt trinh gifty to' tuy than,
trinh bay d~y du, ra rang nhtrng n<)idung khieu nai, t6 cao, nhtrng yeu c~u c~n
giai quyet, cung cftp tai lieu, clnrng ctr lien quan d€n n<)i dung khieu nai, t6
cao;

2.14. Til' choi tiep nhtrng nguoi ti€p tuc khieu nai ve nhtrng vu viec da
diroc cftp co thAm quyen giai quy€t dung thvc t€ khach quan va dung phap
lu~t b~ng quy€t dinh da co hi~u Ivc phap lu~t, nhUng truang hQ'Pda duqc Toa
an nhan dan -th\l ly thea khoan 6 Dieu 32 Lu~t Khi€u n~i, t6 cao va nhiing
nguai d~i di~n khong dung quy dinh t~i Nghi dinh s6 136/2006/ND-CP ngay
14 thang 11 nam 2006 cua Chinh phu quy dinh chi ti€t va huang dftn thi hanh
Lu~t Khi€u n~i, t6 cao va cac Lu~t sua d6i, b6 sung m<)t s6 dieu cua Lu~t

Khi€u n~i, t6 cao;
2.15. D6i v6i nhiing nguai d€n khi~u n~i, t6 cao c6 hanh vi gay r6i, mftt

tr~t 1\1' lam anh hu6ng d€n ho~t dOng cua co quan ho~c co hanh vi 1\1 ~p de
kich d<)ng, xlii givc nguai khac khr€~ n~i,-1:6cao sai Sl! th~t, Chli nhi~m Van
phong Ti€p cong dan ph6i hQ'Pv6i Thu truong cO'quan Cong an dia phuang
I~p bien ban vi ph~m, bu<)c nhiing ngum nay ra kh6i trl,l sa cO'quan ho~c c6
quyen yeu c~u Thli tru6ng co quan Cong an dia phuang c6 bi~n phap xu Iy

thea quy dinh cua phap lu~t;
2.16. Thl!c hi~n cac nhi~m V\l khac do UBND tinh giao.

ChlfO'Dg II

CO cAu TO CWC vA CHF:DQ LAM VI~C

Di~u 3. CoocAu tA chuc
3.1. Van phong ti€p cong dan c6 Chli nhi~m, Ph6 Chli nhiem _:vab<)may

giup vi~c.
Chli nhiem Van phong ti€p cong dan chiu trach nhi~m truac UBND tinh

va truac phap lu~t ve toan b<)ho~t d<)ng clia Van phong ti€p cong dan ke ca
khi da phan cong ho~c liy quyen cho cftp Ph6.

Giup viec Chli nhi~m c6 til' 1 d€n 2 Ph6 Chli nhi~m, do Chli tich UBND
tinh b6 nhiem, mi€n nhiem thea de nghi clia Chli nhi~m Van phong ti€p cong
dan va Giilm d6c Sa N<)iVl,l. Cac Ph6 Chli nhiem chiu trach nhiem truac Chli
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nhiem va truce phap lu?t v~ Iinh virc cong tac duoc phan cong.

3.2. BO phan giup viec gern e6:

- Phong T6ng hop
- Phong Ti~p cong dan.
Clnrc nang, nhiern vu, quyen han ella cac phong do Chu nhiem Van

phong ticp cong dan quy dinh.

I)i~u 4. Bien ch~ ciia Van phong ti~p cong dan

4.1. Bien che ella Van phong ti~p cong dan do Chu tich Uy ban nhan
dan tinh quyet dinh trong t6ng chi tieu bien che hanh chinh ella tinh dtroc
giao hang nam.

Chu nhiem Van phong ti~p cong dan b6 tri, sir dung can bo, cong chirc
phil hop v6i. ti~u chuan chirc danh va ngach cong chirc hien hanh cua Nha
mroc.

4.2. Ch~ do tien luang ella can bo, cong chirc cua Van phong tiep cong
dan ap dung theo ngach, bac luang cong clnrc hanh chinh theo quy dinh clla
phap lu?t.

I)i~u 5. Ch~ do lam vice. .
5.1. Van phong ti~p cong dan lam vi~c thea ch~ do thll tru6ng.

5.2. Khi thvc hi~n cac cong vi~c do Chu nhi~m phan cong, cac Ph6 Chll
nhi~m duqc sir d\lng quy€n h<;ineua Chu nhi~m d€ giai quy~t cong vi~c. Tuy
nhien, khong duqc giai quy~t cong vi~c vuqt qua th~m quy€n do Chu nhi~m
phan cong.

5.3. Giup vi~c cho Chll nhi~m c6 Phong T6ng hqp va Phong Ti~p cong
dan. M6i phong co Tru6ng phong, giup vi~c Truong phong co Pho Tru6ng
phong. Vi~c b6 nhi~m, khen thu6ng, ky lu?t Tru6ng, Pho Truong phong do
Chu nhi~m Van phong ti~p cong dan quy~t dinh theo phan d.p hi~n hfmh v~
quan ly can bo.

ChU'O'ng III

MOl QUANH~ CONG TAc
Di~u 6. D8i vo; Tinh uy, ThU'o-ng trl}'c HDND tinh, ThU'O'ng trl}'c

UBND tinh (Lanh d~o tinh)

6.1. Van phong ti~p cong dan la cO'quan co chuc nang tham muu giup
Uinh d~o tinh tb chuc ti~p cong dan d~n trinh bay khi~u n~i, t6 cao, phan anh
ki~n nghi. chfip hanh sv chi d<;iova thvc hi~n cac nhi~m V\l do Lanh d<;iotinh
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giao. Thuc hien nghiem tuc ky luat, ky cirong hanh chinh trong viec thuc
hien cac menh lenh hanh chinh; kip thai bao cao, xin y kien v€ nhtrng kh6
khan, virong mac trong khi thi hanh cac menh lenh hanh chinh, khong d€
xay ra tinh tranh khong thi hanh, thi hanh khong nghiem tuc cac menh lenh
hanh chinh hoac ne tranh, dun d§.y trach nhiem thucc tham quyen cua Van
phong len Lanh dao tinh.

6.2. Trong qua trinh thuc hien nhiem vu diroc giao, c6 nhtrng vAn d€ gi
chong cheo d.n dieu chinh, b6 sung thuoc chirc nang quan ly Nha mroc gitra
Van phong va cac nganh lien quan, Van phong tiep cong dan c6 trach nhiem
chu dong, d€ xUAttrinh Lanh dao tinh xem xet, quyet dinh,

6.3. Bao cao dinh kY, dQt xuAt v€ tinh hinh ti~p cong dan, giai quy~t
khi~u n~i, t6 cao va k~t qua giai quy~t khi~u n~i, t6 cao cho Lanh d~o tinh

. ,
thea quy dinh ...

Bi~u 7. B8i vOiVan phong Tinh uy

7.1. Ti~p nh~ cac thong tin v€ S\l' lanh d~o, chi d~o cua Thuang tr\l'c
Tinh uy c6 lien quan d~n vi~c gild quy~t khi~u n~i, t6 ca~, phim anh ki~n nghi.

7.2. Ph6i hqp v6i Van phong Tinh uy trong vi~c t6ng hqp, bao cao thea
yeu cAu cua Thuang trl,l'CTinh uy.

Bi~u 8. B8i vOiVan phong HQidang nhan dan va Van phong Uy ban
nhan dan tinh

8.1. Ti~p nh~ cac thong tin v€ ho~t dQng cua Thuang trl,l'cHQi d6ng
nhan dan va Uy ban nhan dan tinh do Van phong HQi d6ng nhan dan va Van
phong Uy ban nhan dan tinh cung cAp.

8.2. Ph6i hqp v6i Van phong HQi d6ng nhan dan va Van phong Uy ban
nhan dan tinh trong vi~c cung cAp thong tin, tai li~u ve nhUng vAn de khi~u
n~i, t6 ca~, phan anh ki~n nghi rna Boan d~i bi€u QU6c hQi yeu cAu cac co
quan quan Iy Nha nuac c6 trach nhi~rn giai quy~t.

8.3. Ph6i hqp trong vi~c l~p k~ ho~ch, chuang trinh ti~p cong dan cua
\

Lanh d~o tinh, cua Boan d~i bi€u QU6c hQi tinh; ph6i hqp trao d6i thong tin.
ve cong tac ti~p dan, giai quy~t khi~u n~i, t6 ca~, phan anh ki~n nghi.

8.4. Van phong Uy ban nhan dan tinh bao dam kinh phi ho~t dQng, ,cong
tac hanh chinh quan tri d€ Van phong ti~p cong dan tinh ho~t dQng.

Bi~u 9. B8i vOi cac cooquan chuyen mon, cooquan thuQc UBND tinh
va UBND cac huy~n, thj xi, thanh pb8

9.1. Ph6i hqp ch?t che d€ trao d6i thong tin trong qua trinh ti~p nh~, xu
ly dan, thu khi~u n~i, t6 ca~, phan anh ki~n nghi; ph6i hqp xu ly d€ traM bao
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cao trung l~p cac vu viec giai quyet.
9.2. Ph6i hop bao cao cac vu viec, phuc vu Lanh dao tinh va Doan dai

bi€u Quoc hQi tinh tiep cong dan.
9.3. Ph6i hop giai quyet cac khieu nai, t6 cao co lien quan d€n cac du an

tren dia ban huyen.
9.4. Thu tnrong cac co quan chuyen mon, co quan thuoc UBND tinh va

UBND cac huyen, thi xa, thanh ph6 can cir nhiem vu, quyen han cua co quan
minh phoi hop hoat dong voi Van phong Ti€p cong dan bao dam phuc vu t6t
nhat cac yeu cau, nhiem vu diroc giao va tang cuong hieu luc quan ly Nha
mroc trong cong tac tiep cong dan, giai quyet khieu nai, t6 cao thea lu?t dinh.

9.5. Sau khi Thll truOng cac co quan chuyen mon, co quan thuQc UBND
tinh th\l ly, xac minh, d€ xufrt giai quy€t tranh chfrp, khi€~ n~i trinh Chll tich
Uy ban nhan -dan tinh thl d6ng thai giri bien ban ti€p xuc-, d6i tho~i va bao cao
k€t qua d€n Van phong Ti€p cong dan d€ ti€p xuc, trao d6i giai thich v6i cong
dan.

9.6. D6i v6i nhUng V\lvi~c thuQc thAm quy€n clla Chll tich UBND tinh,
khi da co quy€t dinh giai quy€t khi€u n~i, t6 cao thll truOng cac co quan
chuyen mon, co quan thuQc UBND co trach nhi~m gui quy€t dinh d€n Van
phong ti€p cong dan d€ cong b6 cho t6 chuc va cong dan bi€t.

f)i~u 10. f)6i vOi Van phong Do-an d~i bi~u Qu6e hQi tinh
10.1. Ph6i hqp v6i Van phong Doan d~i bi€u Qu6c hQi tinh chuAn bi k€

ho~ch t6 chuc ti€p cong dan gifra Doan d~i bi€u Qu6c hQi tinh v6i Lanh d~o
tinh ho?c b6 tri ti€p cong dan rieng thea yeu c<1uclla Doan d~i bi€u QU6c hQi
tinh d6i v6i cac V\lvi~c khi€u n~i, t6 cao phuc t~p, t6n dong keo dai.

10.2. Ti€p nh?n cac thong tin v€ ho~t dQng clla Doan d~i bi€u QU6c hQi
tinh co lien quan d€n giai quy€t khi€u n~i, t6 cao do Van phong Doan d~i bi€u
QU6c hQi tinh cung cfrp; t6 chuc trao d6i thong tin va kinh nghi~m v€ t6 chuc
ti€p cong dan va giai quy€t tranh chfrp, khi€u n~i, t6 cao.

f)i~u 11. D6i v6i Trl) So' ti€p cong dan clla Trung uong Dang va Nha
nu6c d?t t~i Ha NQi va Thanh ph6 H6 Chi Minh; Van phong Uy ban M?t tr?n
T6 qu6c Vi~t Nam tinh; cac t6 chuc thanh vien clla Uy ban M?t tr?n T6 qu6c
tinh, Van phong ti€p cong dan co m6i quan h~ ph6i hqp ch?t che trong vi~c
cung cdp, trao d6i thong tin, kinh nghi~m chuyen mon nghi~p V\ld€ thl!c hi~n
t6t cong tac ti€p cong dan va tham muu giup Lanh d~o tinh giai quy€t khi€u
n~i, t6 cao phan aM ki€n nghi clla t6 chuc, cong dan tren dia,ban tinh.
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Chuong IV
IHEU KHoAN THI HANH

Di~u 12. Can ctr cac n<)idung cua Quy ch€ nay, Chu nhiern Van phong
Ti€p cong dan c6 trach nhiem quy dinh cu th€ nhiem vu, quyen han, ch€ d<)
trach nhiem va Ie 16i lam viec trang n<)ib<)Lanh dao Van phong, gitra Lanh
dao Van phong voi cac phong chuyen mon; quy dinh cu th€ nhiem vu cua cac
phong chuyen mon va cac quy dinh nci b<)khac.

Di~u 13. Chu nhiem Van phong ti€p cong dan c6 trach nhiem trien khai
thuc hien Quy ch€ nay. Trang qua trinh thirc hien, neu c6 kh6 khan, virong
mac hoac c6 nhtrng diem khong con phu hop voi quy dinh cua Nha mroc, Chu
nhiem Van phong Ti€p cong dan c6 trach nhiem kip thai bao cao de xudt Uy
ban nhan dan. tinh xem xet, dieu chinh b6 sung, sua d6i n<)idung Quy ch€ nay
cho phu hQ'P.I.

TM. iJy BAN NHAN DAN

CHiJ TICH

....
TRAN MJNH SANH
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