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, B9NON~ NG!II~P. •
VA PHAT TRIEN NONG THON

CONG HOA xA HOI CHl) NGHlA VI~TNAM
De?c I~p-Tl[ do- H~nhphuc

dan.

QUYCHE
Ti~p cong dan cua Be?Nong nghi~p va Ph:it tri~n nong thOn

(Ban himh kern thea Quyit a;nh s6 +150 /QlJ-BNN-TTr ngayo!'1thdng,(Onarn 2018,
cUa B(j tru&ng B(j Nang nghi?p va Phdt triin nang th6n)

ChU01Ig I
QUY DJNH CHUNG

Di~u 1. Ph~m vi di~u chinh

Quy chS miy quy djnh vi~c tiSp cong dan; rihi~m V\l, quy~n h~ clla t6
chUc, ca nhan; m6i quan M gifra co quan thuOng tiVc tiSp cong dan va cac co
quan lien quan trong vi~c tiSp cong dan clla B9 Nong nghi~p va Phat tri~n nong .
thon.

Di~u2. D&i tUQ11g ap dl}ng

1. Cac co quan, dan vi co trach nhi~m tiSp cong dan:
. a) B9 Nong nghi~pva Phattri~nnong thOn;
b) Cac Tdng C\lC,cac Cvc thuQcBQNong nghi~p va Phat tri~n nong thon.
2. Cac dan vi S17nghi~p cong I~p tlllC thuQc BQNong nghi~p va Phat tri~n

nong thOn co lien quan dSn vi~c giai quySt chS d9, chinh sach, quySn lqi clla
cong dan, t6 chuc.

3. Cac co quan, t6 chUc, cong dan th17chi~n quySn khiSu n~i, t6 cao, kiSn
nghi, phan anh.

4. Ca quan, td chuc, ca nhan khac co lien quan dSn cong tac tiSp cong

ChU01Ig IT
TlEP CONG DAN

Di~u 3. Dja di~m ti~p cong dan

I. Dia di~m tiSp cong dan clla B9 Nong nghi~p va Phat tri~n nong thon
d~t t~i TTl,Jsa B9 Nang nghi~p va Phat tri~n nang than, s6 02, ph6 NgQc Ha,
qu~ Ba Dinh, Thanh ph6 Ha NQi va t~i co quan d~i di~n Van phOng B(l t~i
Thanh ph6 H6 Chi Minh, s6 135 Pasteur, Qu~n 3, Thanh ph6 H6 Chi Minh.

2. Cac co quan, dan vi quy dinh t\li DiSm b, Khoan I, Khoan 2 DiSu 2 clla
Quy chS nay pMi co phOng tiSp cong dan rieng ho~c ban tiSp cong dan t\li aia



diSm thu~ ti~n dS t6 chuc tiSp cong dan dSn khiSu n<;li,t6 cao, kiSn nghj, phan
anh.

3. Nai tiSp cong dan pMi niem ySt NQi quy tiSp cong dan, Quy trinh tiSp
cong dan, cong khai thOng tin vS vi~c tiSp cong dan cua ca quan, dan vj minh.

4. NQi quy tiSp cong dan pMi ghi ro trach nhi~m cua nguai tiSp cong dan,
quySn va nghia Y\l cua cong da.ndSn khiSu n<;ti,t6 cao, kiSn nghj, phan anh. Ljch
tiSp cong dan pMi duqc ,ghi q\ th~ thai gian tiSp, chuc V\!cua ngum tiSp cong
dan.

f)i€u 4. T&chu-c ti~pcong dan

I. BQ truang (ho~c Thu truang duqc BQ truang uy quySn) tiSp cong dan
vao ngay 20 hang thang, nSu ngay 20 trimg vao ngay nghi thi tiSp vao ngay lam
vi~c tiSp theo.

2. ThU truang cae ca quan, dan vj thuQe BQquy djnh t<;liBi~m b, Bi~m e,
Khoan 3, BiSu nay co traeh nhi~m tiSp eong dan it nhit 01 ngay trong thang t<;ti
dja diSm tiSp eong dan eua ca quan, dan vj minh va cae truang hqp dQt xuiit
khae theo quy djnh eua phap lu~t. Ljeh tiSp eong dan eua ca quan, dan vj pMi
duqe dang eong khai tren trang thong tin di~n tlr cua ca quan, dan vj.

3. Ca quan, dan vj lam nhi~m V\!tiSp eong dan
a) Thanh tra BQ co traeh nhi~m phan cong can bQ thuang tf\Ie tiSp eong

dan trong cae ngay lam vi~ct~idia ctiSmtiSp eong dan cua BQ s6 2, NgQc Hi!,
Ba Dinh, Ha NQi.

b) Ca quan d<;tidi~n Van phOng BQ t<;liThanh ph6 H6 Chi Minh co traeh
nhi~m ph6i hqp v61 Thanh tra BQ phan eong can bQ thuang trve tiSp eong dan
t~i 135 Pasteur, Qu~ 3, TMnh ph6 H6 Chi Minh.

c) Cac T6ng c\!e giao V\! Phap chS - Thanh tra; cac Cve giao Ph6ng
Thanh tra - Phap ehS ho~e Van ph6ng Cvc lam d&um6i tiSp cong dan.

d) ThU twang cac dan vj thuQe BQco trach nhi~m cu can bQtham gia tiSp
cong dan khi co nQi dung lien quan dSn chuc nang nhi~m V\!cua dan vi va khi
co yeu c&ueua ngum tiSp cong dan.

d) Thu truang cae dan vi sv nghi~p eong I~p thuQc BQphan cong can bQ,
vien chuc lam cong tac tiSp cong dan thuang xuyen.

f)i€u 5. NQi dung ti~pcong dan

I. TiSp nh~ khiSu n<;lithuQc thfrm quySn eua thu truang ca quan, dan vj
va du diSu ki~n thV 11', bao cao dS xuit thv 11' theo dung quy dinh;

2. TiSp nh~ t6 cao vS hanh vi vi ph<;lmcua cac t6 chue, ca nhan trong
vi~e thve thi nhi~m V\!,eong vv;

3. TiSp nh~ kiSn ngh!, phan anh lien quan dSn llnh vvc quan 11' eua BQ,
ca quan, dan vj khae;
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4. Ti~p nh~n y ki~n dong gop trong quc\n Iy, quy ho:;tch, xay dl,fng cac ch~
dQ, chinh sikh thuQc nnh vl,fcquan Iy nha mrac cua BQ, ca quan, don vi lillac;

5. Ti~p nh~n thong tin, tai Ji~u trang qua trinh giai quy~t lilli~u n:;ti,td cao,
ki~n nghi, phan anh thuQC linh VllCquan Iy nha nuac cua BQ, co quan, dan vj
khac;

6. Tuyen truy@n, phd bi~n cho cong dan bi~t v@cac quy dinh lien quan
d~n nnh Vl,fCquan Iy nha nuac cua BQ, ca quan, dan vj k11icong dan yeu duo

Di~u 6. Quy trinh ti~p cong dan

1. NgmJi ti~p cong dan yeu du cong dan neu r6 hQ ten, dia chi ho?c xu~t
trinh gi~y ta tuy than, gi~y uy quy@n(n~u co) va yeu diu cong dan ky xac nh~l1
VaGSd ti~p cong dan.

2. Nguai ti~p cong dan nghe cong dan trinh bay nQi dung khi~u n:;ti, td
cao, ki~n nghi, philn anh.

3. Truang hqp cong dan d~n gui dan thu
a) Ddi vai don thuQc th~m quy@ngiai quy~t thi lam thu Wc ti~p nh~n, ky

gi~y xac nMn ti~p nh~n dOTIthu va htl so, tai li~u kem theo (n~u co). Truang
hqp dan thu chua d~y du cac thong tin, chua dung theo quy dinh cua phap lu~t,
thi huang d&ncong dan bi'>sung, hoan thi~n l:;tidan.

b) Ddi vai dan thu khong thuQc th~m quy@n giai quy~t thi huang d&n
cong dan gui d~n ca quan co th&mquy@ngiai quy~t.

c) Ddi vai dan thu vua co nQi dung khiSu n:;ti, vua co nQi dung td cao
ho?c ki~n nghj, philn anh ho?c vu'a co nQi dung thuQc th&m quy@ngiai quySt,
vua co nQi dung khong thuQc th&mquy@ngiai quy~t thi huang d&ncong dan vi~t
thanh dan rieng v@tUng nQi dung d@gui dung co quan co th&mquy@ngiai quySt.

4. Truang hqp cong dan d~n khong mang theo dan thu ma trinh bay tr\Ic
tiep:

a) Ddi vai nQi dung khi~u n:;tithi nguai ti~p cong dan huang d&n nguai
khj~u n:;tivi~t dan khi~u n:;ti theo cac nQi dung quy djnh t:;tiKhoan 2, Di@u8,
Lu~t KhiSu n:;ti.

b) Ddi vai nQi dung td cao thi nguai ti~p cong dan huang d&n nguai td
cao vi~t dan td cao theo cac nQi dung quy dinh t:;tiKhoan 2, Di@u23, Lu~t Td
cao 2018.

c) Ddi vai nQi dung ki~n nghi, phan anh thi nguai ti~p cong dan huang
d&nnguai d~n ki~n nghi, philn anh viSt dan, trang do neu r6 cac nQi dung ki~n
nghj, phan anh. N~u cong dan trinh bay trl,fc ti~p thi nguai tiSp cong dan ghi
chep d~y du, trung th\Ic, chinh xac nQi dung ki~n nghi, phan anh do cong dan
trinh bay. NQi dung nao chua r6 thi nguai ti~p cong dan d@nghi cong dan trinh
bay them, sau do dQc l:;ticho cong dan nghe va d@nghj cong dan ky ten, ho?c
di@mchi xac nMn VaGvan ban.
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5. Trucmg hQ'p kbiSu n;;ti, t6 dO', kiSn nghj, phan anh dong nguO'i thvc
hi~n thea quy djnh t;;tiDi~u 29, Di~u 30 va Di~u 31 Lu<iitTiSp cong dan.

Di~u 7. Tnich nhi~m ciia ngtrO'i ti~p ding dan

I. Khi tiSp cong dan, nguO'i tiSp cong dan phai baa dam trang phl}c chinh
t~. co dea the cong chtl'c, vien chuc ha~cpM hi~u thea quy djnh.

2. Yeu du nguO'i dSn khiSu n;;ti,t6 dO', kiSn nghj, phan anh neu 1'0 hQ ten,
dja chi ha~c xuii! trinh gi~y to' tuy than. gi~y uy quybn (nSu co); co dun ha~c
trinh bay 1'0 rang nQi dung khiSu n;;ti,t6 dO', kiSn nghj, phan anh; cung dp thong
tin. tai li~u c~n thiSt cha vi~c tiSp nh~n, thl} ly Vl}vi~c.

3. Co thai dQ dung mvc, ton trQng cong dan, lilng nghe, tiSp nh~n dun
khiSu n;;ti,t6 dO', kiSn nghi, ph:'m anh, ghi chep d~y du, chinh xac nQi dung ma
nguO'idSn kbiSu n;;ti,t6 dO', kiSn nghi, phan anh trinh bay.

4. Giai thich, huang diln cha nguc)'idSn kbiSu n;;ti,t6 caa, kiSn nghj, phan
anh ch~p hanh chU truung, duO'ng 16i chinh sach, phap lu~t, kSt lu~n, quySt djnh
giai quySt dii co hi~u Ivc phap lu~t cua CO'quan co th~m quybn; huang diin nguO'i
kbiSu n;;ti, t6 dO', kiSn nghi, phan anh dSn dung CO'quan ha~c nguO'i co th~m
quy~n giai quySt.

5. Trvc tiSp xu' ly ha~c phan la;;ti,chuy@ndun, trinh nguO'i co th~m quy~n
xu Iy khiSu n;;ti,t6 caa, kiSn nghi, phan anh; thong baa kSt qua XLI' Iy kbiSu n;;ti,
t6 caa, kiSn nghi. phan anh cha cong dan.

6. Yeu du nguO'i vi ph;;tmnQi quy nO'itiSp cong dan ch~m dm hanh vi vi
ph;;tm; trang truang hQJJdn thiSt, I~p bien ban v~ vi~c vi ph;;tm va yeu du CO'
quan chuc nang xu Iy thea quy djnh cua phap lu~t.

7. Khi tiSp cong dan, nguO'i dung d~u CO'quan, dun vi phai co y kiSn tra
IO'iv~ vi~c giai quySt Vl}vi~c cha cong dan. TruO'ng hQ'Pchua tra IO'ingay duQ'c
thi chi d;;taCo' quan, t6 chuc, dun vj, cong chuc, vien chuc thuQc quy~n quan Iy
~am~~~=~~fu~~va~b~~~~bi~~~an
tra IO'i.

Di~u 8. Nhu'ng trlfO'ng hQ'p dU'Q'ctir chBi ti~p

NguO'i tiSp cong dan duQ'cquy~n ti.rch6i tiSp nguO'i dSn nO'itiSp cong dan
thea quy djnh t;;tiDibu 4, Thong tu 06/2014/TT-TTCP, ngay 31 thang 10 nam
2014 cua Thanh tra Chinh phu, quy djnh Quy trinh tiSp cong dan, trang dc
truang hQ'Psau day:

I. NguO'i trang tinh tr;;tng say dO' dung ch~t kich thich, nguO'i milc b~nh
tam th~n ha~c b~nh kbac lam m~t kba nang nh~n thuc ha~c kba nang dibu kbi@n
hanh vi cua minh;

2, NguO'i co hanh vi de dQa, xuc ph;;tmCO'quan, t6 chuc, dun vi, nguO'i tiSp
cong dan, nguO'i thi hanh cong vv ha~c co hanh vi kbac vi ph;;tmnQi quy nO'itiSp
cong dan;
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3. NgmJi khi@un~i, t6 cao vS vv vi~c da giai quy@tdung chinh sach, phip
lu~t, duqc co quan nha nuac co tham quySn thanh tra, kiSm tra, ra soat, thong
bao bing van bi'm va da co thong bao chfun dUi vi~c giiii quySt khiSu n~i, giai
quySt t6 cao; da duqc tiSp, giai thich, huang din nhung vin c6 tinh khiSu n~i, t6
cao keo dai;

4. NhiIng truang hqp khac theo quy dinh cua phip lu~t.

Di~u 9. Quan If cong tac ti~p cong dan

I. Thanh tra BQ co trach nhi~m:
a) Giup BQ truang quan Iy cong tac tiSp cang dan, giai quySt khiSu n~i,

giai quySt t6 cao; thanh tra, kiSm tra tnich nhi~m cua thll truong cac co quan dan
vj thuQc BQtrong vi~c tiSp cang dan, giai quySt khiSu n~i, giai quySt t6 cao; kiSn
nghi cac bi~n phap nhim ch~n chinh cang tac tiSp cang dan trong ph~m vi qui'm
ly;

b) Huang din, b6i du5ng nghi~p vv vS cang tac tiSp cang dan, giai quySt
khiSu n~i, t6 cao d6i vai cac ca quan, dan vi tfIJCthuQc BQNang nghi~p va Phit
triSn nang than;

c) Huang din, kiSm tra, don d6c cac co quan, dan vi tn,rc thuQc BQ vS
thv'c hi~n t6 chuc tiSp cang dan a cac dan vi; xay dvng va quan Iy co sa dfr li~u
vS cang tac tiSp cong dan, xu Iy dan thu khiSu n~i, t6 cao, kiSn nghi, phan anh.

2. Van phOng BQco trach nhi~m:
a) Chu:in bi Phang TiSp cang dan cua co quan BQ, thu~n ti~n, bao dam

cac diSu ki~n can thiSt phvc vv cho vi~c tiSp cong dan t~i cac dia diSm theo quy
dinh t~i Khoan I, DiSu 3 cua Quy chS nay; ph6i hqp vai Thanh tra BQ thucmg
trvc tiSp cang dan t~i co quan d~i di~n Van phang BQ t~i Thanh ph6 H6 Chi
Minh;

b) Ph6i hqp vai co quan cang an t~i nai co Trv sa tiSp cong dan trong
vi~c gifr gin an ninh, tr~t tv nai tiSp cang dan.

3. Thu truang cac co quan, dan vi tfIJCthuQc BQ co trach nhi~m quan Iy
cang tac tiSp cong dan trong ph~m vi quan Iy cua ca quan, dan vi minh va cua
cac co quan, dan vi c&pduai.

Di~u 10. Ch~ dQ bao cao

I. Cac co quan, dan vi trvc thuQc BQ co trach nhi~m bao cao cong tac tiSp
cong dan hang quy, 06 thang, 09 thing va hang nam gui vS BQ (qua Thanh tra
BQ) truac ngay 17 thang cu6i quy, theo quy dinh t~i Thong tu s6 03/2013/TT-
TTCP ngay 10/6/2013 cua Thanh tra Chinh phil, quy dinh chS dQ bao cao cong
tac thanh tra, giai quySt khiSu n~i, giai quySt t6 cao.

2. Dinh ky hang quy, 06 thang, 09 thing va hang nam, Thanh tra BQ co
trach nhi~m t6ng hqp trinh lanh d~o bQho~c thua I~nh BQ truang bao cao Thanh
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tra Chinh phu va co quan nM nuac co thftm quy~n v~ cong tac ti~p cong dan,
giai quy@tkhi~u n~i, giai quy~t t6 dlO, theo quy dinh.

Di~u 11. Chinh sach, ch~ 01}oBi vai ngmYi ti~p cong dan, xu Iy oO'n
thu khi~u nl.li, tB cao, ki~n nghi, phan anh

I. Nguai ti~p cong dan, XlI' Iy dan thu khi~u n~i, t6 cao, ki~n nghi, phan
anh duQ'chucmg cac ch~ dQti~p cong dan theo quy dinh hi~n hanh cila Thanh tra
Chinh phU,BQTai chinh.

2. ThUtru6ng cac co quan, dan vi quy~t dinh vi~c b6i duong chuyen mon,
nghi~p V\!d6i vai nguai ti~p eong dan cila co quan, dan vi minh .

.ChuO'ngIII
MOl QUAN H~ GfUA CO QUAN

THUONG TRtfC TIEP CONG DAN VA cAc CO QUAN LIEN QUAN

Di~u 12. Trach nhi~m coa tho truo'ng cac CO'quan, dO'nvi thul}c B{l
I. Khi ti~p cong dan co nQidung lien quan d~n thftm quy~n, traeh nhi~m

cila thUtru6ng co quan, dan vi thuQcBQ,nguai ti~p cong dan co yeu cku thi thU
tru6ng co quan, dan vi do co trach nhi~m eu can bQ d~ ph6i hgp tham gia ti~p
eong dan.

2. Khi nh~ duQ'ccac khi~u n~i, t6 cao, ki~n nghi, phan anh eua cong dan
do nhfrng noi ti~p cong dan chuy~n d~n, thU tru6ng co quan, don vi co thk
quy~n giai quy~t phai xem xet, giai quy~t kip thai, dung thai h~n do phap lu?t
quy djnh. Tru6ng hQ'pda: c6 quy~t dinh ho~c k~t lu?n giai quy~t, tra lai eho
duong sv theo quy djnh cua phap lu?t v~ khi~u n~i, t6 cao, d6ng thai thOng bao
cho noi ti~p cong dan da:chuy~n V\!vi~c d6 bi~t.

3. Nhfrng khi~u n~i, t6 cao, ki@nnghi, phan anh do co quan ti~p cong dan
cila Trung uang Dang va Nha nuac chuy~n d~n, n~u thUtru6ng co quan c6 thftm
quy~n d~ qua thai h~n quy dinh rna khong giai quy~t thi nguai ph\! trach Tn,! sa
ti~p cong dan cua Trung uang Dang va Nha nuac ho~c Chanh Thanh tra BQ c6
quy~n yeu c~u thU truang co quan, dan vi d6 giai quy~t kip thai; n~u yeu cku d6
khong duQ'Cchap hanh thi bao cao vai BQtruang c6 bi~n phap xu Iy.

4. D6i vai nhfrng khi~u n:;ti,td cao, ki~n nghi, phan anh do Thanh tra BQ
chuy~n d~n co quan, dan vi e6 thftrnquy~n giai quy~t, n~u thil truang co quan,
dan vi d6 d~ qua thai h~n quy dinh ma khong giai quy~t thi Ch:inh Thanh tra BQ
co quy~n ki~n nghi BQtruang bi~n phap xu Iy.

5. Thu tru6ng cac co quan, don vi thuQc BQ chi d~o bQph?n thuang trvc
ti~p cong dan ma s6 theo doi, ghi chep d~y du s6 IU9'11gdan thu ti~p nh?n va
phan lo~i, XlI' ly kip thai don thu khi~u n~i, td cao, ki~n nghi, pha11a11h;t6ng hQ'p
tinh hinh, k~t qua cong tac ti~p cong dan, giai quy~t khi~u n~i, td cao, ki~n nghi,
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phan anh, bao cao djnh ky va d9t xu~t vS B9 (qua Thanh tra B9) theo quy djnh
t':liThong tu s6 03/20 I3/TT-TTCP ngay 10/6/2013 clla Thanh tra Chinh phil.

Di~u13. M8i quan h~ giii'a CO' quan thu'O'ngtqre ti~peong dan ella Bi)
vui Trl.Jso' ti~p eong dan ena Trung u'o'ng Dang va Nha nu'ue

I. Thanh tra B9 - Ca quan thuemg tq.rc ti@pcang dl?mclla B9 co trach
nhi~m ph6i hQ'P vai cac dja phuang va Trv sa ti@pcang dfm ella Trung uang
Dang va Nha nuac d~ lam t6t cang tac tiSp cang dan.

2. Thanh tra B9 - Ca quan thuemg trvc tiSp cang dan clla B9 co trach
nhi~m bao cao djnh ky, d9t xu~t vai TTVsa tiSp cang diin clla Trung uang Dang
va Nha nuac va Thanh tra Chinh phil.

Di~u 14. M8i quan h~ gifra Thanh tra Bi) vui cae t8 ehrre Dang, Cong
doan

Thanh tra B9 t6 chuc, chi d':lothuemg trvc tiSp cang dan va thucmg xuyen
trao d6i thOng tin vS tinh hinh tiSp cang dan vai Dang uy B9, Cang doan Nang
nghi~p va Phat tri~n nang than Vi~t Nam khi co khiSu n':li, t6 cao, kiSn nghj,
phan anh clla can b9, cang chuc, vien chuc trong nganh d~ ph6i hQ'Pgiai quySt
kjp thai, dill di~m theo dung quy djnh clla phap lu~t.

Di~u 15. Di~u khoan thi Mnh

Chanh Thanh tra B9 t6 chlrc thvc hi~n, huang diln va kic~mtra don d6c
dc ca' quan, dan vjthu9C B9 Nang nghi~p va PH'at tri@nnong than thvc hi~n
Quy chS nay.!.
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