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—GHLLTICH UY BAN QUAN LY VON NHA NU’QC TAI DOANH NGHIEP
Can cu Luat Tiep cong dan ngay 25 thdng 11 ndm 2013;

r

Can cu Luat Khieu nai ngay 11 thdng 11 ndm 2011;
Can cuLudt To cdo ngay 12 thdng 6 ndm 2018;

— m'
<L-

-—

Can cu Nghi dinh so 64/2014/ND-CP ngay 26 thdng 6 ndm 2014 cua 

/fy^^phinh phu^quy dinh chi tiet thi hanh mot so dieu cua Luat Tiep

Can cu Nghi dinh so 75/2012/ND-CP ngay 03 thdng 10 ndm 2012 cua Chmh

cong dan;
s'

phu quy dinh chi tiet mot so dieu cua Luat khieu nai;
TrSn Ngoc Thusin Can cuNghi dinh so 31/2019/ND-CP ngay 10 thdng 4 ndm 2019 cua Chmh 

phu quy dinh chi tiet mot so dieu vd bien phdp to chuc thi hanh Luat To cdo;

Can cu Nghi dinh so 131/2018/ND-CP ngay 29 thdng 9 ndm 2018 cua 

Chmh phu quy dinh ve chuc ndng, nhiem vu, quyen hqn vd ca cdu to chuc cua Uy
f

ban Qudn ly von nhd nude tqi doanh nghiep;
Can cu Thong tu so 06/2014/TT-TTCP ngay 31/10/2014 cua Thanh tra 

Chinh phu quy dinh quy trinh tiep cong dan;
Can cu Thong tu so 07/2014/TT-TTCP ngay 31/10/2014 cua Thanh tra 

Chinh phu quy dinh quy trinh xu ly dan khieu nai, dan to cdo, dan kien nghi, 
phan anh;

Xet de nghi cua Vu truang Vu Phdp che, Kiem sodt noi bo,

QUYET DINH:
X r rDieu 1. Ban hanh kem theo Quyet dinh nay Quy trinh tiep cong dan va xu 

ly den khieu nai, don to cao, don kien nghi, phan anh cua cong dan, ca quan, to 

chuc, dan vi.
\ r *

Dieu 2. Quyet dinh nay co hieu lire ke tu ngay ban hanh.



Bieu 3. Chanh Van phong Uy ban, Vu tnrang Vu Phap che, Kiem soat noi 
bo, Thu truong cac don vi thuoc Uy ban va cac ca quan, to chuc, ca nhan co lien 

quan chiu trach nhiem thi hanh Quyet dinh nkyJ^H
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IJY BAN QUAN LY V6N 
NHA NlTdC TAIDOANH NGHIEP

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tu1 do - Hanh phuc

l&tLWP. QUY TRiNH
VA Xtr LY HON KHIEU NAI, DON TO CAO, 

if M NGHI, PHAN ANH CUA CONG DAN,
JMo QUAN, TO CHLTCDON VI
'Quyet dinh so /QD-UBQLVngdy-fSthdng^-ndm 2020 
'ban Qudn ly von nhd nuac tai doanh nghiip).

1^.
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(Ban fmii
Mid

Chircng I

NHUNG QUY DINH CHUNG
' ADieu 1. Pham vi dieu chinh

Quy trinh nay quy dinh trinh tir, thu tuc tiep cong dan cua Uy ban Quin ly von 

nha nude tai doanh nghiep (sau day viet tat la Uy ban); tiep nhan, phan loai, xu ly 

don khieu nai, don to cao, don kien nghi, phan anh cua cong dan, ca quan, to chuc;

Viec tiep dai dien cua ca quan, to chuc, ngudi nude ngoai den khieu nai, to 

cao, kien nghi, phan anh duac thuc hien nhu ddi vdi tiep cong dan.

Dieu 2. Doi tirong ap dung

Quy trinh nay dugc ap dung doi vdi can bo, cong chuc, vien chuc va cac don 

vi thuoc Uy ban cd trach nhiem t6 chuc tiep cong dan hoac dugc giao nhiem vu 

tiep cong dan, xu ly don thu.

Chmmg H

QUY TRINH TIEP CONG DAN 

Muc 1. t6 chuc tiep cong dan

Dieu 3. Viec to chuc tiep cong dan thudng xuyen cua Uy ban
•If If V

1. Viec to chuc tiep cong dan tai dia diem tiep cong dan cua Uy ban dugc 

quy dinh nhu sau:

a) Vu Phap che, Kiem scat ngi bg giup Chu tich Uy ban to chuc tiep cong
if * ^ ^ ■dan thudng xuyen tai dia diem tiep edng dan cua Uy ban; chu tri to chuc, phoi 

hgp vdi cac don vi thuoc Uy ban trong viec tiep cong dan theo quy dinh cua 

phap luat;
3



b) Tuy tinh hinh thuc te va theo yeu cau cong tac, cac dan vi thuoc Uy ban 

theo chuc nang, nhiem vu cua don vi minb, co trach nhiem cii cong chuc, vien 

chuc thuc hien nhiem vu tiep cong dan thuong xuyen tai dia diem tiep cong dan 

cua Uy ban.

Dieu 4. Chii tich Uy ban tiep cong dan

1. CM tich Uy ban true tiep hoac phan cong Pho Chu tich Uy bah tiep cong
* r 9 r f

dan dinh ky hang thang tai dia diem tiep cong dan cua Uy ban. Neu ngay tiep 

cong dan dinh ky trung vao ngay nghi, ngay le thi lich tiep cong dan la ngay lam 

viec ngay sau ngay nghi, ngay le.

Truong hop vi ly do khach quan khong the thuc hien lich tiep cong dan da
*9 r !

cong bo thi Uy ban co thong bao lui lich tiep cong dan sang thoi gian khac.
9 r 9 F

2. CM tich Uy ban true tiep hoac phan cong Pho Chu tich Uy ban tiep cong 

dan dot xuat trong cac truong hop sau day:

a) Vu viec phuc tap, co nhieu nguai tham gia, lien quan den trach nhiem cua
r 9

nhieu co quan, to chuc, dan vi hoac y kien cua cac ca quan, to chuc, don vi con 

khac nhau;

b) Vu viec neu khong chi dao, xem xet kip thoi co the gay ra hau qua 

nghiem trong hoac co the dan den My hoai tai san cua Nha nuac, ciia tap the, 
xam hai den tinh mang, tai san cua nhan dan, anh hudng den an ninh, chinh tri, 
trat tu, an toan xa hoi.

©ieu 5. Ngiroi thuc hien nhiem vu Tiep cong dan

1. Nguai thuc hien nhiem vu tiep cong dan la cong chuc, vien chuc cua cac 

don vi thuoc Uy ban co du tieu chuan theo Khoan 1 Dieu 34 Luat Tiep cong 

dan, dugc CM tich Uy ban giao lam nhiem vu tiep cong dan tai dia diem tiep 

cong dan (sau day goi chung la nguai tiep cong dan).

2. Nguai tiep cong dan gom:

a) Nguai tiep cong dan thuong xuyen;

b) Nguoi tiep cong dan khi dugc giao.

Dieu 6. Thoi gian, dia diem tiep cong dan
f 9 f 9

1. Viec tiep cong dan dugc thuc hien tai dia diem tiep cong dan cua Uy ban,
f 9 \ r

trong gia hanh chinh, tru truong hop dot xuat do nguai co tham quyen quyet dinh.
4
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2. Dia diem tiep cong dan phai duac bo txi tai vi tri thuan tien, bao dam cac 

dieu kien vat chat can thiet de cong dan den trinh bay, khieu nai, to cao, kien 

nghi, phan anh dugc de dang, thuan loi.
* f r r f

3. Tai dia diem tiep cong dan phai niem yet Noi quy tiep cong dan, hch tiep 

cong dan, hirang dan quy trinh tiep cong dan, quy trinh giai quyet khieu nai, to
r \

cao, kien nghi, phan anh va cac thong tin theo quy dinh tai Khoan 1 Bieu 7 cua 

Quy trinh nay.

Bieu 7. Cong bo thong tin ve viec tiep cong dan

1. Uy ban co trach nhiem niem yh cong khai thong tin ve viec tidp cong dan 

tai dia diem tiep cong dan cua Uy ban va cong bo tren Cong thong tin dien tu
cua Uy ban ve cac noi dung sau day:

/
a) Nai tiep cong dan;

b) Thai gian tiep cong dan thuang xuyen;

c) Lich tilp cong dan dinh ky cda Chu tich Uy ban; thanh phan tham du va dir 

kien noi dung tiep cong dan cua cac buoi tiep cong dan dinh ky.

2. Lich tiep cong dan quy dinh tai Diem c Khoan 1 Dieu nay dugc niem yet
r ' r •* * *

cham nhat la 05 ngay lam viec truac ngay tiep cong dan.

Muc 2. TRACH NHIEM CUA CAC DON VI THUOC UY BAN VA
CUA NGUCH TIEP CONG DAN

* ^
Dieu 8. Trach nhiem cua cac don vi thuoc Uy ban

1. Trach nhiem cua cac don vi thuoc Uy ban trong viec tiep cong dan dinh 

ky cua Chu tich Uy ban

a) Van phong Uy ban bo tri, thong bao cho Vu Phap che, KiSm soat noi bo 

ve lich tiep cong dan dinh ky hang thang cua Chu tich Uy ban theo quy dinh tai 
Khohi 1 Dieu 4 cua Quy trinh nay cham nhat 07 ngay lam viec truac ngay tiep 

cong dan; chu tri, phoi hop vai Trung tarn thong tin thong bao ve lich tiep cong 

dan cua Chu tich Uy ban tren C6ng thong tin dien tu: cua Uy ban; bko dam an 

ninh trat tu tai dia diem tiep cong dan;

b) Vu Phap che, Kiem soat noi bo co trach nhiem chu tri, phoi hop vai cac 

dan vi thuoc Uy ban chuan bi ke hoach, noi dung phuc vu buoi tilp cong dan va 

bao cao Chu tich Uy ban xem xet, chi dao;
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c) Cac don vi thupc Uy ban dang giai quyet cac vu viec Chu tich du kien tiep 

cong dan co trach nhiem chu dong chuan bi npi dung, ho so, tai lieu phuc vu 

buoi tiep cong dan cua Chu tich; phoi hop voi Vu Phap che, Kiem scat npi bp va 

Van phong Uy ban chuan bi ke hoach buoi tiep cong dan cua Chu tich;
ft 9

d) Lanh dao Vu Phap che, Kiem soat npi bp, Van phong Uy ban va cac don vi
? f f r

thupc Uy ban phu trach Imh vuc cong tac co lien quan den npi dung khieu nai, to
f •if

cao, kien nghi, phan anh cua cong dan co trach nhiem tham dir buoi tiep cong dan 

cua Chu tich Uy ban.

2. Vu Phap che, Kiem soat npi bp co trach nhiem chu tri, phoi hop voi Van 

phong Uy ban va cac don vi thupc Uy ban co lien quan to chuc buoi tiep cong 

dan dpt xuat cua Chu tich.

Bieu 9. Nhiem vu, quyen ban cua ngircri tiep cong dan thircrag xuyen
r

1. Ngudi tiep cong dan thirong xuyen co nhiem vu sau day:

a) La dau moi tiep cong dan de nam ro muc dich, yeu cau, nguyen vpng cua 

ngubi den khieu nai, to cao, kien nghi, phan anh; giai thich, hudng dan cho 

nguoi den khieu nai, to cao, kien nghi, phan anh chap hanh chu tnrong, duong 

loi, chinh sach, phap luat, ket luan, quyet dinh giai quyet da co hieu luc phap 

luat cua co quan co tham quyen;

b) Vao so theo doi tiep cong dan theo quy dinh; thuc hien viec dieu phoi 
hoat dong tiep cong dan cua cac don vi thupc Uy ban tiep cong dan tai dia diem 

tiep cong dan; hudng dan ngudi khieu nai, to cao, kien nghi, phan anh den dung 

co quan hoac ngudi co tham quyen giai quyet trong trudng hop vu viec khong
* ^ ft

thupc tham quyen giai quyet cua Uy ban;

c) Hudng dan ngudi d6n khieu nai, to cao, kien nghi, phan anh viet don 

khieu nai, to cao, kien nghi, phan anh theo quy dinh cua phap luat. Trong trudng 

hop mot don co nhieu npi dung khieu nai, to cao, kien nghi, phan anh, tham 

quyen xu ly khac nhau, ngudi tiep cong dan thudng xuyen hudng dan cong dan 

viet don rieng doi voi tung npi dung.

d) Ghi nhan dky du, trung thuc, chinh xac npi dung do cong dan trinh bay; 
doc lai cho cong dan nghe va de nghi cong dan ky ten hoac diem chi xac nhan 

vao van ban trong trudng hop ngudi den khieu nai, to cao, kien nghi, phan anh 

trinh bay true tiep;

6



d) Huang dan cong dan cu dai dien trinh bay noi dung khieu nai, to cao, kien 

nghi, phim anh trong tnrang hap nhieu ngudi cung khieu nai, to cao, kien nghi, 
phan anh ve mot noi dung;

e) True tiep xu ly hoac phan loai, chuyen dan, trinh ngudi cd tham quyen xu 

ly khieu nai, to cao, kien nghi, phan anh va thong bao ket qua xii ly cho cong dan;
9. * r ?

g) Bao cao Thu trudng don vi thuoc Uy ban de true tiep tiep cong dan hoac cu 

cong chuc, vien chuc tiep cong dan khi co noi dung thupc chuc nang, nhiem vu 

cua dan vj do trong trudng hap vuot qua kha nang hudng dan, giai thlch cua minh;
r r y

h) Giu bi mat thong tin cua ngudi to cao trir khi ngudi to cao dong y cong 

khai; ap dung hoac bao cao ngudi co tham quyen ap dung nhung bien phap can 

thiet de bao ve ngudi to cao, ngudi than thich cua ngudi to cao theo quy dinh 

cua phap luat;

i) Tong hap, bao cao cac trudng hop cong dan de nghi Chu tich Uy ban tiep;

k) Lap Giay bien nhan theo mau thanh 02 ban, ghi lai ten cac thong tin, tai 
lieu, bang chung da nhan, tinh trang thong tin, tai lieu, bang chung va de nghi 
ngudi khieu nai, to cao, kien nghi, phan anh ky vao Giay bien nhan, giao 01 ban 

cho ngudi khieu nai, to cao, kien nghi, phan anh, 01 ban dua vao ho so (neng 

trudng herp tiep nhan to cao, Giay bien nhan dugc lap them 01 ban de ngudi tiep 

cong dan luu); bao cao Lanh dao Uy ban de xu ly kip thdi theo quy dinh cua 

phap luat;

l) Khi co vu viec khieu nai, to cao dong ngudi, phuc tap thi bao cao Chu tich 

Uy ban de xem xet, giai quyet theo quy dinh;

m) Giup Vu trudng Vu Phap che, Kiem soat noi bp theo doi, thong ke, tong 

hap, bao cao tinh hinh tiep cong dan.

2. Ngudi tiep cong dan thudng xuyen co quyen:

a) Yeu cau ngudi den khieu nai, to cao, kien nghi, phan anh xuat trinh giay 

td tuy than, giay uy quyen (neu co) theo quy dinh cua phap luat;

b) Yeu cau luat su hoac tra giup vien phap ly xuat trinh the luat su, the trg 

giup vien phap ly va giay uy quyen khieu nai trong trudng hop ngudi khieu nai 
uy quyen cho luat su hoac tra giup vien phap ly thuc hien viec khieu nai;

c) Yeu cau cong dan trinh bay ro rang npi dung khieu nai, to cao, kien nghi,
> r

phan anh trong trudng hop hp khong co dan; de nghi cong dan viet lai don hoac
7
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viet bo sung vao don nhfmg npi dung chua ro hoac con thieu; yeu cau cong dan 

cung cap thong tin, tai lieu can thiet cho viec tiep nhan, thu ly vu viec;

d) Tu choi tiep nhan nhung noi dung ma cong dan den khieu nai khong 

thuoc tham quyen cua Uy ban, dong thdi hubng dan cong dan khieu nai den 

dung co quan co tham quyen giai quyet theo quy dinh cua phap luat;
r f r 9 r

d) Tir choi tiep ngudi den dia diem tiep cong dan trong cac truong hop quy 

dinh tai Bieu 9 Luat Tiep cong dan;
' f r

e) Yeu cau ngudi vi pham Noi quy tiep cong dan cham dut hkih vi vi pham; 
de nghi bao ve Uy ban co bien phap giu gin an ninh, trat tu tai va bao dam an 

tok\ cho ngudi tiep cong dan. Truong hep can thiet, ngudi tiep cong dan thudng 

xuyen lap bien ban ve viec vi pham va bao cao Vu trudng Vu Phap che, Kiem 

scat noi bo, Chhih van phdng. Uy ban de phoi hop chi dao xu ly kip thdi theo 

tham quyen hoac yeu cau co quan nha nude co tham quyen xu ly theo quy dinh 

cua phap luat.

Dieu 10. Nhiem vu, quyen han cua ngudi tiep cong dan khi duo*c giao
# 9 f

1. Ngudi tiep cong dan khi dugc giao co nhiem vu sau day:

a) Tiep cong dan den khieu nai, to cao, kien nghi, phan anh khi dugc giao;

b) Lang nghe, giai thich, hudng dan, ghi chep day du noi dung tiep cong dan 

theo quy dinh;

c) Boi vbi cong dan den khieu nai, to cao, kien nghi, phan anh co noi dung 

thuoc tham quyen giai quyet cua Chu tich Uy ban thi bao cao Chu tich d6 xu ly 

kip thdi theo quy dinh cua phap luat;
9 p

d) Tong hop, bao cao viec tiep cong dan thugc pham vi dugc giao;

d) Thuc hien cac nhiem vu quy dinh tai cac didm c, d, d, h va k Khoan 1 

Bieu 9 cua Quy trinh nay.

2. Ngudi tiep cong dan khi dugc giao co cac quyen quy dinh tai cac di&tn a, 
b, c, d va e Khoan 2 Bieu 9 cua Quy trinh nay.

Bieu 11. Trang phuc, thai do cua ngudi tiep cong dan

1. Khi tiep cong dan, ngudi tiep cong dan phai bao dam trang phuc chinh te, 
co deo the cong chuc, vien chuc hoac phu hieu theo quy dinh.
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2. Nguai tiep cong dan phai co.thai do dung muc, ton trong, lang nghe y kien 

ciia cong dan; tiep nhan don khieu nai, to cao, kiln nghi, phan anh, ghi chep diy 

du, chmh xac noi dung ma cong dan trinh bay.

Muc 3: M6l QUAN HE GIUA CAC DON VIHIUOG UY BAN TRONG 

VIEC TIEP CONG DAN

Dieu 12. Quan he gifra Nguoi tiep cong dan voi Thu trno’ng cac do*n vi 
co trach nhiem tiep cong dan

1. D6i voi khieu nai, to cao, kien nghi, phan anh cua cong dan co lien quan 

den chuc nang, nhiem vu cua don vi nao thi ngudi tiep cong dan kip thdi thong 

bao qua dien thoai hoac blng van ban cho Lanh dao don vi do de tiep cong dan.

2. Khi nhan duoc thong bao cua ngudi tiep cong dan, Thu trudng cac don vi 
thuqc Uy ban true tiep hoac cu cong chuc, vien chuc cua don vi minh thuc hien 

viec tiep cong dan theo quy dinh cua phap luat.
, r

3. Thu trudng cac don vi thupc Uy ban co lien quan co trach nhiem cung cap 

danh sach ngudi tiep cong dan cho Ngudi tiep cong dan de chu dong, kip thdi
r

lien he trong cong tac tiep cong dan.

r Dieu 13. Quan he gitra cac don vi thuoc Uy ban trong viec tiep cong dan

1. Khi co vu viec khieu nai, to cao dong ngudi, phuc tap co lien quan den 

chuc nang, nhiem vu cua don vi nao thi don vi do co trach nhiem phoi hop vdi 
Vu Phap che, Kiem scat npi bp va Van phdng Uy ban thao luan, de xuat bien

f

phap giai quyet.

2. Khi nhan dupe thong bao tiep cong dan cua ngudi tiep cong dan thudng 

xuyen, neu Thu trudng don vi thupc Uy ban khdng thuc hien thi ngudi tiep cong 

dan thudng xuyen bao cao Vu trudng Vu Phap che, Kiem soat npi bp de don doc 

Thu trudng don vi do thuc hien nhiem vu tiep cong dan.

3. Neu npi dung khieu nai, to cao, kien nghi, phan anh cua cong dan lien
f > . •> F

quan den cac Ixnh vuc quan ly cua nhieu don vi thupc Uy ban thi Vu Phap che,
•if t

Kiem soat npi bp chu tri, phoi hop cac don vi co lien quan tiep cong dan va bao 

cao Chu tich Uy ban de xem xet, chi dao.
tn r •*

4. Vu Phap che, Kiem soat npi bp phoi hop vdi Van phdng Uy ban chu 

dong xu ly kip thdi cac trudng hop quy dinh tai Diem e Khoan 2 Dieu 9 cua 

Quy trinh nay.
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5. Van phong Uy ban bao dam ca sa vat chat, trang thiet bi can thiet cho dia
t / *

diem tiep cong dan cua Uy ban. - ■

Chiro-ng HI

QUY TRINH XLT LY DON KHIEU N^I, BON TO CAO,

DON KEEN NGHI, PHAN ANH

Muc 1. TEEP NHAN, PHAN LOAI DON

Dieu 14. Tiep nhan va xu ly don biro'c dau

1. Don dugc tiep nhan tu cac riguon sau

a) Don nhan true tiep tu viec tiep cong dan.

Neu vu viec thuoc tham quyen thi ngubi tiep cong dan thubng xuyen phai lam 

thu tuc tiep nhan don, cac thong tin, tai lieu, bang chung kem theo va ban giao cho 

bo phan van thu de xu ly theo Quy che ve cong tac van thu.

b) Don gui qua dich vu buu chinh.

c) Den do dai bieu Quoc hoi, dai bieu Hoi dong nhan dan, Uy ban Mat tran 

To quoc Viet Nam va cac to chuc thanh'vien cua Mat tran, ca quah bao chi va 

ca quan, to chuc, ca nhan khac chuyen den theo quy dinh cua phap luat.

d) Don do Lanh dao Uy ban chuyen xu ly.

2. Xu ly don buac dau
t f \ r

Bp phan van thu tiep nhan, xu ly theo Quy che ve cong tac van thu doi voi 
don khieu nai, to cao, kien nghi, phan anh nhan tu cac nguon theo quy dinh tai 
Khoan 1 Dieu nay, sau do ban giao cho Vu Phap che, Kiem scat npi bp de xu ly 

theo quy dinh cua phap luat.

Dieu 15. Phan loai dan«

1. Phan loai theo npi dung dan, bao gom:
f

a) Dan khieu nai;

b) Don to cao;

c) Don kien nghi, phan anh;

d) Don co nhieu npi dung khac nhau.
10



2. Phan loai theo dieu kien xtr ly, bao gom:

a) Dan dii dieu Icien xu ly la dan dap ung cac yeu cau sau:

- Don co chu viet la tieng Viet, ghi ro ngay, thing, nam viet dan; ho, ten, dia
ir f

chi, chu ky hoac diem chi true tiep cua nguai viet dan;

- Dan khieu nai phai ghi ro ten, dia chi ciia ca quan, to chuc, ca nhan hi 
khieu nai; noi dung, ly do khieu nai va yeu cau cua nguai khieu nai;

- Don to cao phai ghi ro noi dung to cao; ca quan, to chuc, ca nhin hi to cao, 
hanh vi vi pham phap luat bi to cao;

- Dan kien nghi, phan anh phai ghi ro noi dung kien nghi, phan anh;

- Don chua duqc ca quan, t6 chuc tiep nhan dan xu ly theo quy dinh cua 

phap luat nhung ngudi khieu nai, to cao duqc quyen khieu nai, to cao tiep theo 

quy dinh cua phap luat.
> >

b) Dan khong dii dieu kien xu ly bao gom:

- Dan khong dap ung cac yeu cau tai diem a khoan nay;

- Dan da duqc gui cho nhieu ca quan, to chuc, ca nhan trong do da gui den 

dung ca quan, to chuc hoac dung ngudi co tham quyen giai quy§t theo quy dinh;

- Don da duqc huong dan mot lan ve cung noi dung;

3. Phan loai theo tham quyen giai quyet:

a) Don thuqc th§m quyen giai quyet cua Chu tich Uy ban;

b) Don khong thuqc tham quyen giai quyet cua Chu tich Uy ban.

4. Phan loai xu ly don:

Ngudi xu ly don tien hanh phan loai don.

a) Doi vdi dan khong du dieu kien xu ly: vao so theo doi, luu don.

b) Doi vdi don dii dieu kien xu ly: thuc hien tiep cac bude cua quy trinh xu
ly don.

Dieu 16. Then han xu ly don

Trong thdi han 10 ngay, ke tu ngay nhan duqc khieu nai thuqc tham quyen 

ma Ichong thuqc mot trong cac trudng hop duqc quy dinh tai Dieu 11 ctia Luat 
Khieu nai nam 2011, ngudi xu ly don de xuat Chu tich Uy ban xem xet, quyet
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dinli thu ly giai quyet theo quy dinh; truang hap khong thu ly giai quyet thi phai 
neu ro ly do.

Doi vai dan to cao thi xu ly ban dau thong tin to cao trong thai han 07 ngay
9 * \ 1

lam viec; tnrong hop phai kiem tra, xac minh tai nhieu dia diem co the keo dai
r r *

han nhimg khong qua 10 ngay lam viec. Doi vdi dan to cao khong thuoc tham 

quyen giai quyet thi thuc hien theo Bieu 24 cua Quy trinh nay.

Trong thai han neu tren, Chu tich Uy ban, can cu tung tnrong hop cu the, ban 

hanh van ban theo quy dinh tai Muc 2, Muc 3 va Muc 4, Chuang m cua Quy trinh 

nay de xir ly dan va thong bao bang van ban cho nguai khieu nai, to cao hoac co 

quan, to chuc, ca nhan chuyen don duqc biet.

Dieu 17. Quan ly, theo doi viec xir ly dan

Nguai xu ly don tiep nhan, phan loai dan va vao so theo doi de quan ly, theo 

doi qua trinh xu ly. Viec luu tru so theo doi, tra cuu thong tin dugc thuc hien 

theo quy dinh cua phap luat ve luu tru, bao ve bi mat nha nuac.

Muc 2. XLT LY DON KHIEU NAI

Dieu 18. Dan khieu nai thuoc tham quyen giai quyet

1. Don khieu nai thuoc tham quyen giai quyet cua Chu tich Uy ban va du 

dieu kien thu ly theo qiiy dinh thi nguai xu ly don de xuat Chu tich Uy ban xem 

xet, quyet dinh thu ly giai quyet va giao nhiem vu xac minh noi dung khieu nai 
cho Vu Phap che, Kiem soat noi bo; thong bao bang van ban ve viec thu ly giai 
quyet don cho ngudi khieu nai, ca quan, to chuc, don vi, ca nhan chuyen dan 

khieu nai (neu co) dugc biet.

2. Dan khieu nai thuoc tham quyen giai quyet cua Chu tich Uy ban nhung 

khong du dieu kien thu ly giai quyet thi can cu vao tung trudng hap cu the, 
ngudi xir ly don du thao van ban, trinh Chu tich ily ban xem xet tra Idi va 

hudng din cong dan theo quy dinh.

Dieu 19. Dan khieu nai khong thuoc tham quyen giai quyet

1. Don khieu nai khong thuoc tham quyen giai quyet cua Chit tich LJy ban thi 
ngudi xir ly don de xuat Chu tich Uy ban co van ban tra Idi hoac hudng dan 

ngudi khieu nai gui don den ca quan, to chuc, dan vi co tham quyen giai quyet. 
Neu don khieu nai co ho ten, chu ky cua nhieu ngudi thi hudng dan cho mot 
ngudi khieu nai co ho, ten, dia chi ro rang.
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2. Dan khieu nai do Dai bieu Quoc hoi, Dai bieu Hoi dong nhan dan, Uy ban 

Mat tran To quoc Viet Nam va cac thanh vien cua Mat tran, cac co quan bao chi 
hoac cac co quan, to chuc, ca nhan khac chuyen den nhung khong thuoc tham 

quyen giai quyet cua Chu tich Uy ban thi nguai xu ly dan de xuat trinh Chu tich 

Uy ban gui tra lai dan kem theo cac giay to, tai lieu (neu co) cho ca quan, to 

chuc, ca nhan chuyen dan hoac chuyen don ve ca quan, to chuc, nguai co tham 

quyen giai quyet va thong bao cho ngubi khieu nai, ca quan, t6 chuc, ca nhan
9 r

chuyen dan duac biet

Bieu 20. Dan khieu nai co kem theo tai lieu goc

Truong hap don khieu nai khong dugc thiz ly de giai quyet nhimg co gui kem 

theo giay to, tai lieu goc thi nguai xu ly dan tra lai cho nguai khieu nai giay to, tai 
lieu do; n6u khieu nai dugc thu ly de giai quySt thi viec tra lai giay to, tai lieu goc

r r t r

dugc thuc hien ngay sau khi ban hanh quyet dinh giM quyet khieu nai.

Viec tra lai giay to, tai lieu goc dugc thuc hien theo hinh thuc tra true tiep cho 

nguai khieu nai hoac gui bang phuang phap bao dam theo dia chi tai dan khieu 

nai. Truong hap khong co du thong tin nguai khieu nai (ho, ten, dia chi) doi vai 
dan khong du dieu kien xu ly thi nguai xu ly dan de xuat Chu tich Uy ban cho 

xep luu theo dan.

Dieu 21. Dan khieu nai doi vdi quyet dinh giai quyet khieu nai da co 

hieu luc phap luat

Trong qua trinh xu ly dan khieu nai doi vai quyet dinh giai quyet khieu nai 
da co hieu luc thi hanh, neu co can cu cho rang viec giai quyet khieu nai co dau 

hieu vi pham phap luat lam anh huang den quyen, lai ich hop phap cua nguai 
khieu nai hoac ca nhan, ca quan, to chuc khac co KSn quan, de doa xam pham

( / ' 7 f

den Igi fch cua Nha nude hoac cd tinh tiet mdi lam thay doi ngi dung giai quyet
r \ r 9

khieu nai thi ngudi xu ly dan kip thdi bao cao de xuat Chu tich Uy ban xem xet 
chi dao xu ly theo quy dinh.

Dieu 22. Dan khieu nai doi vdi quyet dinh hanh chinh hoac hanh vi
r

hanh chinh co kha nang gay hau qua kho khac phuc

Trong trudng hap co can cu cho rang viec thi hanh quyet dinh hanh chinh bi
r r t

khieu nai hoac viec tiep tuc thuc hien hanh vi hanh chinh bi khieu nai se gay hau
/ 7 '

qua kho khac phuc thi ngudi xu ly dan bao cao Chu tich Uy ban xem xet, quyet 
dinh tam dinh chi thi hanh quyet dinh hanh chinh hoac hanh vi hanh chinh.
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Muc 3. XU* LY DON TO CAO

Bieu 23. Bern to cao thuoc tham quyen
f * \ f 9 ^

Bon to cao thuoc tham quyen giai quyet cua Chu tich Uy ban va du dieu 

kien thu ly theo quy dinh tai Khoan 2 Bieu 15 Quy che nay thi ngubi xu ly don 

bao cao Chu tich Uy ban xem xet, quyet dinh thu ly giai quyet va giao nhiem vu 

xac minh noi dung to cao cho Vu Phap che, Kiem soat noi bp, dong thai thong 

bao bang van ban cho ngubi to cao va ngubi bi to cao biet.

Bieu 24. Ban to cao khong thuoc tham quyen
w • * \ r ' f

Bon to cao khong thuoc tham quyen giai quyet cua Chu tich Uy ban thi 
ngubi xu ly don de xuat trinh Chu tich Uy ban chuyen don va cac chung cu, 
thong tin, tai lieu kem theo (neu co) den co quan hoac ngubi co tham quyen giai 
quyet trong thbi han 05 ngay lam viec ke tu ngay nhan dupe don to cao va thong

\ f f

bao bang van ban cho ngubi to cao biet.

Bieu 25. Ban to cao hanh vi vi pham phap luat gay thiet hai hoac de doa 

gay thiet hai nghiem trong den loi ich nha mrac, ca quan, to chirc, quyen va 

lai ich hap phap cua cong dan
/

Bon to cao hanh vi vi pham phap luat gay thiet hai, dang gay thiet hai hoac 

de dpa gay thiet hai nghiem trong den loi ich nha nuoc, co quan, to chuc; sue 

khbe, tinh mang, tai san, danh du cua cong dan thi ngubi xii ly don phai kip thbi 
bao cao, tham muu, de xuat de Chu tich Uy ban kien nghi co quan co tham 

quyen ap dung bien phap ngan chan.

Bieu 26. Tiep nhan, xu ly thong tin co noi dung to cao

1. Truong hop don co noi dung to cao nhung khong ro hp ten, dia chi cua 

ngubi to cao hoac qua Idem tra, xac minh khong xac dinh dupe ngubi to cao 

hoac ngubi to cao su dung hp ten cua ngubi khac de to cao hoac thong tin co npi 
duiig to cao dupe phan anh khong theo hinh thuc quy dinh tai Bieu 22 cua Luat 
To cao nam 2018 thi ngubi xu ly don bao cao CM tich Uy ban khong xu ly don.

2. Truong hop thong tin to cao co npi dung ro rang ve ngubi co hanh vi vi 
pham phap luat, co tai lieu, chung cu cu the ve hanh vi vi pham phap luat va co ca

* * 9

so de tham tra, xac minh thi ngubi xu ly don bao cao Chu tich Uy ban xem xet, 
chi dan xu ly theo quy dinh ciia phap luat.

Bieu 27. Givt bi mat va bao ve ngubi to cao
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Ngudi xu ly don to cao phai giu hi mat thong tin cua nguai to cao theo quy 

dinh cua phap luat; bao cao, de xuat Chu tich Uy ban ap dung nhung bien phap 

bao ve ngudi to cao theo quy dinh cua phap luat.

Muc 4. Xtf LY CAC LO^I £>ON KHAC

Dieu 28. Ban kien nghi, phan anh

1. Bon kien nghi, phan Mi thuoc tham quyen, trach nhiem cua Uy ban giai 
quyet thi ngudi xu ly don bao cao, de xuat Chu tich Uy ban thu giai quyet 
theo quy dinh cua phap luat.

2. Bon kien nghi, phan anh khong thuoc tham quyen giai quyet cua Uy ban 

thi ngudi xu ly don bao cao, de xuat Chu tich Uy ban xem xet, quyet dinh viec 

chuyen don va cac tai lieu kem theo (neu co) den co quan, to chuc, ca nhan co 

tham quyen de giai quyet theo quy dinh cua phap luat.

Dieu 29. Ban co nhieu noi dung khac nhau

Boi vdi don co nhieu noi dung khac nhau thuoc tham quyen giai quyet cua 

nhieu co quan, to chuc, don vi thi ngudi xu ly don hudng dan ngudi gui den 

tach rieng tung noi dung de gui den dung co quan, to chuc, ca nhan co tham
> f

quyen giai quyet. .

Muc 5. QUAN LY, THEO DOI, K3EM TRA, DON DOC VIEC GIAI 

QUYET DON KEHEU NAI, TO CAO, KEEN NGHI, PHAN ANH

Dieu 30. Xep Imi don

1. Xep luu don duoc ap dung doi vdi cac loai sau:

a) Bon khieu nai khong dii dieu kien xu ly quy dinh tai Biem b KhoM 2 

Bieu 15 cua Quy trinh nay.

b) Bon khieu nai da het thdi han, thdi hieu xu ly theo quy dinh cua phap luat.

c) Bon khieu nai da duoc giai quyet khieu nai lan hai va quyet dinh giai 
quyet khieu nai da co hieu luc phap luat; don to cao tiep nhung khong co noi 
dung, tinh tiet mdi co the lam thay doi noi dung ket luan giai quyet to cao va 

quyet dinh xu ly to cao da co hieu luc phap luat.

d) Bon rach nat, tay xoa chu khong doc duoc.

2. Thdi han luu tru cac loai dem neu tai Khoan 1 Bieu nay la mot nam, viec 

tieu huy don do Chu tich Uy ban quyet dinh.
15
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• X *X * r a Jk rDieu 31. Kiem tra, don doc viec giai quyet do'n khieu nai, dan to cao,
r

donn kien nghi, phan anh

Vu Phap che, Kiem soat noi bo giup Chu tich Uy ban trong viec:

1. Theo doi, don doc, kiem tra viec giai quyet don khieu nai, don to cao, don 

kien nghi, phan anh thuoc pham vi quan ly.

2. Theo doi viec giai quyet cua co quan, to chuc, ca nhan co tham quyen
/ f f r

doi voi nhung don, vu viec khieu nai, to cao, kien nghi, phan anh do minh
* r

chuyen den.

Chiro'ng IV

CHE BO THONG TIN, BAO CAO

Bieu 32. Che do thong tin, bao cao

LJy ban co trach nhiem dinh ky bao cao (hang quy, 6 thang, hang nam) ket qua
/ f r t

cong tac tiep cong dan, xu ly don khieu nai, don to cao, don kien nghi, phan anh 

cua Uy ban gud Thanh tra Chinh phu de tong hop, bao cao theo quy dinh hien hanh; 
bao cao dpt xuat theo yeu cau cua cac ca quan co tham quyen.

Chirong V

TO CHU'C THITC EODEN

Bieu 33. Vu trudng Vu Phap che, Kiem soat noi bp, Chanh Van phong, Thu 

tmdng cac don vi thuoc Uy ban va cac ca quan, to chuc, ca nhan co lien quan co 

trach nhiem to chuc thuc hien Quy trinh nay.

Trong qua trinh thuc hien Quy trinh, neu co vuang mac hoac co van de 

mai phit sinh, Thu trudng cac dan vi thuoc Uy ban co trach nhiem phan anh 

kip thdi den Vu Phap che, Kiem soat noi bp de nghien cuu, tong hop, de xuat 
bao cao Lanh dao Uy ban./.
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