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UY BAN NHAN DAN 	LONG HOA XA 1191 CHU NGIIIA VILT NAM 
THANH PHO HA N91 	 Bey 14 - Tu.  do - Hank phue 

N(31, 	 115117 2014 

QUY CHI: LAM VIFC 
CUA BAN T1EP CONG DAN TUANH PHO HA N91 

(Ban hanh Ift.!rn iheo Onyc:ji clink so 5353/01) - U13A11) ngav/11-ihangkOncrin 2014 
C'10 (A ban nhan clan Ihanh phi) I la NO0 

Chtrang 1 

QUY DINI1 CHUNG 

Dieu 1. Phan vi, doi turfing dieu chinh 

1. Quy chC nay quy clink vc nguy6n tac, trach nhiCm, cong tac phoi hop, 
trinh to giai quya cong vice cua Ban TiCT cong clan thanh pho Ili Ni0 (sau day gpi 
tat la Ban Tiep cong dan); 

2. Cong chdc, vin chdc Ban TiCp cOng &in va cac t0 chdc, ca nhan lien  
quan cc') trach nhicm thin; hi(m nghiCm tdc n0i dung quy dinh tai Quy die nay. 

Dieu 2. Nguyen tile him vice cua Ban Tiep cong dan 

1. Ban 1'4 cong dan lam vice thco chL' dO thti tru'ong, chap hanh nghiCm sd 
'drib dao, chi dao cua UEIND Thanh pho; do cao trach nl*m cua ding chtirc, vier) 
chdc, Sing th9i dam bao 	ph3i hop chat cho' giira cac b9 phan dm Ban Tier cc-mg 
clan trong giai quy6t cOng vice; 

2. Giai quya aim?, vice d(ing than quy&n, pham vi trach nhiclm; tuan thrt 
trinh td, thu tuc, thOi hen giai quya cong vice thco quy dinh cua phap luat va Quy 
ch& lam vice cua UBND Thanh pho, Van phOng UBND Thanh pho; 

3. MOi cong vice chi giao cho mit b0 phan, m01 ngtrei phti trach va chiu 
trach nl*'m chinh; phu trach b0 phan phai chiu trach nhicmi ye cOng vice &roc 
giao. Cap tren khong lam thay cong vice ci:ia cap du0i, tap the khong lam thay 
ding vice cua ca nhan. 

Chuang 11 

TRACH NH1EM, 9UYEN HAN, CHE DO LAM VIEC 
CUA TRU:ONG BAN, PHO TRU'ONG BAN; 

CAC FlIONG 	CONG CliUl. BAIN Ti Ei= CON G DAN 

Dieu 3. Trich nhiem, quyen han cua Trtrii.ng ban 

1. Truohg ban la Thn tru'i'ng co quan , lanh dao va diCu hanh moi hoat &Ong 
cua Ban 'flop cong dan thco chdc nang, nhic'm vu da &roc UBND Thanh ph8 quy 
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dinh, chiu trach nhiem ca nhan truce phap lint, tru'c'e 	Thanl ph6 va Van 
phong UBNI) Thanh ph6 ye loan b6 cong tic cua Ban Tiep cong dan; 

2. Trach nhiem, che de lam vice cua TruOng, ban: 

a) TO chnc thuc hien cac van ban chinh sach phap lint cOa Nha nuOc, quyet 
dinh, chi thi, chi dao cua co quan cap nen. Truc tiep chi,  dao cong tac xay dung 
nhiem 	trong tam, chisong trinh, ke hoach cong tac wan, thing, quy, nam cua  
Ban Tiep cong clan. Chu tri cac cti6c hop giao ban chuycn mon hang tuan, hang 
thing va dinh gia ket qua cong tic hang thing, quy, nam cua Ban 'lief) cong dan; 

b) True tiep chi dao cOng tac tiep dan, 	19 don this, tham misu giai quyet 
khieu nai, to cao; dieu boa phOi hop cong lac trong co quan Ban Tie0 cone, dan de 
dam bao cac hoot d6ne th6ng nhat, hieu qua; 

c) Chin trach nhiem vc cong tac can be, boi dtrOng d6i ngti cong chnc, vien 
chnc cua Ban Tiep cong dan; cong tic bao dam an town, an ninh trat tu, phone 
chong chay no cua co quan va cOng tac bao ve bi mat thong tin tai lieu; 

d) Khi di cOne, lac yang, TruOng ban ny quyen cho Pho TruOng ban giai 
quyet phan cong vice thuc tham quyen cua "I'mOng ban. 

quyen k9 cac loci van ban cua TarOng ban: 

a) Thna lenh Chn Oa, Pho Chu tich UBNI) Thanh pile), thong bdo y kien chi 
dao cua Chu tich, cac Pho Chu tich UBNI) "!hanh pile) 	cac cap, cac nganh, k9 
cac van ban hanh chinh thong thud'ng de don dOc cac cap, cac nganh bdo cao ket 
qua thu'c hien chi dao cua URN!) Thanh phO trong cong tic giai quyet khieu nal, to 
cao; 

b) K9 cac bao cao, thong, bao, not quy, quy dinh cua not b6 Bdn Tiep cc-mg 

Dieu 4. Trach nhicrn, quyLln han cua PhO Tru'i'ng ban 

1. Traci-) nhiem, chic d6 lam vice cua Pho Truong ban 

a) Ginp vice Truong ban; co trach nhiem tham mutt vo'i TruOng ban trong 
vice xay dung va thnc hien nhiem ,vu, RC hooch, chisong trInh cOng tac cua Ban 
Tiep cong dan; chiu trach nhiem ve cac phan vice duoc phan cOng; quan 19, chi 
dao, dieu hanh, !dem tra, dinh gia ket qua cong tac cua phong nghiep vu duoc 
phan cong phu trach; 

b) Ph() TruOng ban chin trach nhiem vc n6i dung, the thac vajn ban tilt* 
link vuc minh phu trach, kiem tra Ian cuOi Utak khi bao cao TruOng ban; 

cl ronp Piai olive) cone vice_ Pho „  I ri.r(yrw ban chu done nhOi hop. ban bac 
thong nhat, bao darn moi cong vice cua Ban chive giai guy& kip thOi, khOng chong 
cheo, trUng lap hoac bo sot cong vice; 

d) [fang tuan, Pho TruOng ban tong hop tinh hinh cOng vice pl u trach, bac) 
cao Truong ban de chi doo, gidi quyet cong viec dam bdo chat luong, hieu qua; 

www.LuatVietnam.vn



d) Dtroc ky, duvet thank loan thco CI)/ nhiem cua TarOng ban doi voi cac 
khoan chi hOi hop, phuc vu giai quyet khiett kien dong ngtr(Yi thco quy dinh. 

2. Tham quyen ky cac loai van ban am Phb TruOng ban: 

a) Ky thay Truing ban cac van ban hanh chinh thong thuong khi ducyc 
Truong ban Uy nhiem; 

h) Ky thay TruOng ban nhang bdo cao, thong bao, cong van Iron nOi bO 
Ban Tiesp cOng dan va khi duoc Truong ban phan cong; 

c) Ky gidy gio i thieu cho can bO,chuyen vier] cua Ban de lien he gidi quyet 
cong vice thuOc tham quyen cua Ban Tiep cong clan. 

DiCu 5. Trach nhiCm, chC do him vice cua cac phOnv, chuyen mon 

1. Cac phong chuyen mon lam vice thco che dO thn truOng do TruOng phong 
phy trach, co cop pho ginp vice. Truong cac phong can dr vao chirc nang, nhiem 
vu cua phong de phan cOng cOng vice cu the dOi vOi tiling ca nhan va chiu trach 
nhiem truck TruOng ban ve cac cOng vice thco chirc nang, nhiem vu duoc giao; 

2. Ph() Trtrong phong thuc hien mot so cOng tic cu the ve chuyen mon N/A 
giUp Truong phong dieu hanh cac hoat Ong cua Meng dam bac) có hieu qua, chat 
luong. 

-Dieu 6. Trach nhicur, cite dct lam vice ctia chuyen vien 

1. Chuyen vien Ban Tiep cong dan phai nghien ciru va thuc hien dimg cac 
chu truong, chinh sach cua Dang, phap 101 cua Nha mk; ncu cao tinh than trach 
nhiem, hoan thanh tot cac cOng vice duoc giao; thuong xuyen hoc tap de nang cao 
trinh dO chuyen mon, nghiep vu, nang Luc cong tic, ran luyen pham chat chinh 
dao dirc; chap hanh nghiem kY luat lao Ong; 

2. Thuc hien dUng nhiem vu duoc phan cOng va cac cOng vice ciPt xuat khi 
Lanh dao Ban, Lanh dao Phorw, giao; dam bao chat lupng, thOi han giai quyet then 
quy dinh; 

3. ChU Ong nam tinh hinh va do xuat giai quyet khieu nai, to cao, kien nghi 
cua cong clan; thuOng xuyen thcodai, don clOc tong hop, bac) cao filth hinh ket qua 
giai quyet cac vu vice khieu nai, to cao; 

4. Ch0 Ong phoi hop vOi cac phong chuyen mon cua Ban Tiep cong clan, 
Van phOng URND Thanh pho va cac don vi lice quan thuc hien cac nhiem vu tiep 
cOng dan, tham muu giai quyet khieu nai, to cao; 

5. 'I'ac phong lam vice hoa nha, van minh, lick str; tuyet dpi khOng dupe gay 
ph!cn h;71 h;ich Bich. cita otiv6n trona ciao ti6n va giai quyet cong vice; Oa gin 
phOng lam vice, n9i lam vice g9n gang, sack se; 

6. Khi di cc-mg tic hoac nghi vice rieng phai bao cao va citroc su dOng y cua 
Lanh dao Ban 'hap cOng dan. 
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Chuang III  

QLJAN IA' DON, 'MU' 	NAI, TO CAO 
VA CAC 110 SO HEN QEJAN 

DiCu 7. Quy dinh cluing 

I. It ca van ban hanh chinh, don tha den 	cac muton (nhan ink tiep, buu 
dien, cac co quan, t8 chtk chuyen den) phai dtroc dung dau den va capnhat day 
dh, chinh xac, kip thOi vao I le thOrw quan 1)"/ van ban, don thu' khicu nai, 	cao; 

2. Nhimg van ban, tai lieu nhan tru'c tiep tn.  cac co quan, don vi,CO nhan, to  
chtk; nhung van ban jay to chua clang k9 qua van tin' cua Van phong hoac &I co 
y•kien cua Chh tich, Pho Chh tich 	Thanh phO au phai chuy6'n lai van thu 
de ding k9, cap nhat vao I Ic thOng quan ly van ban, don thu khicu nai, to cao; 

3. Haim, tuan, cac Thong chuyen mon co trach nhiem bao cao, thong ke ket 
qua xtr ly van ban, ho so' cOng viec cua phong voi 1 Onh dao Ban Tiep cOng dan; 

4. Khang du'9'c chuyen cac van ban giai quyet khicu nai, to coo có but Itch 
cua Chu tich, Pho Chu tich UBND '!'hanh pho den cac 	 l ‘quan k ic 	khong 
du'o'c scr dong cua Chit tich, Pho Chn tich UBND '!'hanh pho. 

DiCu 8. So5n, chinh IV du' thao van bin 

1. The clic thanh van ban cac y 'den ket ludn, chi ciao cua Chu tich, Pho Chu 
tich UBND Thanh phO lien quan den cong tdc gidi quyet khicu nai, tc cao. Doi vOi 
du than van ban 14 thn'a lenh, phai dtroc 1,5nh dao U13ND Thanh 	thong qua 
truck khi ban hanh; 

2. Ban Tiep cong &in tharn dinh, dtr thao van ban cua UBND '!'hanh phO chi 
dao, quyetdinh giai quyet khicu nai, thong bao giai quyet to cao; chuyen du' thao 
van ban den chuycn vin thco dOi link vtrc thuOc cac phOng chuyen piton cua Van 
phong thane gia y kien, bao cao Lanh ciao Van phong va Chu tich, 131-16 Chn tich 
UBND 'l'hOnh pho xem xet, 14 ban hanh. 

DiCu 9. Lift] triig van biin 

1. Thtrc hien vice ltru tar van ban thco quy Binh chung cua Van phong 
UBND Thanh phO 

2. Tat ca cac van ban cilia cac co quan, don vi chuyen clan, PhOng Tong hop 
Itru giCr theo quy dinh. Neu can, Lanh dao Ban, cac chuyen vin luu ban sao; 

3. Moi cong chirc, vien chtirc dal phai thtrc hien nghiem cac quy dinh ve bao 
neat thrIvw lin 01 Ii(11 I iI I 	dni khOno diroc CtillP cap thong tin. tai lieu cho ca 
nhan, don vi ngoai co quan khi chu'a chroc phep cua Lanh dao UBND Thanh pho 
hoac I,5nh ciao Ban Tier) cong dan. 

-Dieu 10. Quy dinh ve thii tuc h5nh chinh, vOn thy 

1. Truck khi Oat hanh van ban, bO phOn van Ulu Ban Tiep cong dan phdi 
kiem tra lai the thdc, trich yeu, ngay, thong, nam ban hanh; chdc danh, tharn quyen 
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14, no'i nhan van ban, neu da dii die] kien thi lam thn tuc vao so va phat hanh ngay 
trong ngdy; 

2. Con &ILI cua Kan "Tice cong clan do van thu quan 19, sir dung. Nguai quan 
19 (hitt co trach nhiem quan IV chat the the() quy dinh, bao quan, cat gid tai ket sat 
cua Ran Tiep cong dan; chi dtroc giao con clau cho ngtreyi khac khi ducyc su dorm 9 
cua Lanh dao Ran Tiep cong dan va phai lam bien ban ban giao thco quy dinh phap 
luat; 

Nghiem cam vice clang (Liu khong tren cac loci cong van, tai lieu, giay to'; 

3. Giay 	thieu cua Ran Tiep cong clan do van thu' quail 19. Viec cap Giay 
giol thieu chi thu'c hien khi co lenh cua hanh dao Ran. 

Chuang IV 

QUY DINH VE V11■',C 'MINI! 10? VA 
KIEM TRA, DON DOC 11).0 IIIEN VAN RAN 

Dieu 11. Quy dinh ye vice trinh Liinh dao URND Thnh phO 19% van ban 
lien quan den cling tac giai quyet khieu nal, to cao va phat hanh van ban 

I. Van bdn lice quan den cong tac giai quyct khieu nai, to cao do chuyen 
vier cac Phong chuyen mon cua Ban :Fiep cong dan du' thao, Truang phong chuyen 
mon cua Ban Tiep cong dan phai tham tra, net' da climg, du thu tuc trinh thi lanh 
ciao Ran k9 tat vac) goc phai phanym cua no'i nhan van ban; sau do bao cao Lanh 
dao Van phong URN') "Thank pho 1<9 tat va trinh Chfi tich, Pho Chu tich 1113ND 
Thanh pho 1<9 chinh thdc; 

2. Sau khi van ban daduoc Chn tich, 13116 Chn tich DIIND Thanh phO k9; 
Phong Tang hap cua Ban Tiep cong dan cu nach nhiem chuyen sang Phong 11anh 
chinh - TO chdc cua Van phong lam thu tuc phat hanh den dimg dia chi trong thai 
gian khong qua 02 ngay lam vice. 

-Dieu 12. Mem tra, don dOe vice ally hien viin biin va cong vice drive 
gian 

1. Phong Kiem tra co trach nhiem thuang xuyen tang hop vice thdc hien chi 
dao va cong vice cua U13ND Thanh pho giao cac co' quail, don vi theo pham vi, 
link vdc cong tac &roc phan cong; 

2. Can cu' y kien chi dao cua Lanh ciao URND Thanh pho, Phong Kiem tra, 
phoi hop vai Phong Tong hop, PhongTiep cong dan va xn.  19 don de xuat chu'o'ng 
trinh, kc hoach, thai gian tien hanh 'dem tra dinh I<y va dot xuat vice thuc hien cac 
Van 	L011g V 	 lJIJINIJ I I 	plIti 	 ituyyn, ult 
xa; dac bit 10 cac van ban co thai gian thuc hien dam bao 1<y cu'o'ng hanh chinh; 

3. Qua trinh tong hop, kiem tra, kip thai phat hien cac vu'o'ng mac, tan tai, 
kien nghi bien phap 	19, dam bao chinh xac, khong trUng lap, chong, cheo. 
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Chtro.ng V 

CHE DO 1-101 HOP VA THONG TIN RA() CAO 

Dieu 13. Hop giao ban Liinh d4o Ban Tiep cong dan voi Trtro'ng, 11116 
csac phong 

1. I - Ipp giao ban 1.,5111-1 dao Ban '1Tiep cong clan voi TarOng, Pho cac phong it 
nhat 01 tuan mot Ian do TruOng ban chic tri do trao doi, ra soot, danh L2,id ket qua 
cong tac twin. Khi TruOng ban di yang, phan cong Pho Truing ban thay mat chil 
tri giao ban; 

2. Cac ['hong chuyen mon co trach nhiem bao cao tinh hinh tl tic hien cong 
tac trong tuan, vice thus hien ket Juan, chi dao cua Lanh dao Ban tai cuOc giao ban 
Ian truo'c; bao cao tong hop tinh hinh, cac van de vuong mac, phat Binh thco link 
yuc cOng viec duo'c phan cong; 

3. Phong Tong hop ghi hien ban cuOc hop giao ban, tom tat cac y kien phat 
bieu, dien hien, Let qua buoi hop, Y kien ket luan etta Chi's tpa. 

Dieu 14. 116p giao ban chuyi.-',11 vien 

1. I-Ipp giao ban chuyen vien it nhat 01 thing mOt Ian. Truoing hoac PhO 
truOng ban chu tri cuOc hop; 

TruOng, Pho cac phOng va toan the chuyen vice co trach nhiem tham du day 
du cac cuOc hop giao ban; nett yang mat phai chroc Ch6 tpa dung Y; 

2. TruPng, Pho cac phong N/A cac chuyen vien CO trach nhiem bao cao tinh 
hinh cong tac thco link vtrc, dia ban dupc phan cOng thco dOi; 

3. Phong Tong hop ghi bien ban cuOc hop giao ban, tom tat cac y kien phat 
bicu, ket qua buOi hop, Y kien ket luau cua ChU toa. 

Dieu 15. Chc do thOng tin, bao cao 

1. TruOng cac phong chuy.'m mon phai thtrc hien day chi cite dO bao cao dinh 
dOt xuat thco quy dinh; co trach nhiem tOng hop, bao cao phan cOng vice citroc 

phan cOng the() doi thco you cat] cua 1,5nh dao Ban; 

2. Phong Tong hop cc') trach nhiCm tOng hop, bao cao, kien diem cOng tac 
chi dao, diet" hinh cua Ban Tier) cOng clan dinh kY thong, quy, 6 thong va ca nom. 

Chtrong VI 

CHE DQ TIIV'CLIIIF,N CAC NI1WM VU  
CHO CAC HOiNT DON(; CHINH DINH KY 

-Dieu 16. Che' c q phyc vu tiCp cong clan dinh 1{S7 hang tilling cua Chu tich 
UBND Thant] phii 

1. TruOng Ban 1 iep cong clan co trach nhiem chi dao, dieu 	vice t8 

chine, phuc vu buoi tiep cc-mg dan dinh kY hang thong cua Chu tich URN!) Thanh 
phO thco quy dinh cua 1,uat Tiep cong dan; 
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2. Phong Tiep cong dan va xi: 19 don c6 teach nhiem to chdc phat phieu 
Bang ky ldy s6 dien td, nam bat, xdlY tinh hinh khh a kien cua cong dan trong buOi 
tiep tai Tru so Tie‘p cOng dan Thanh phO va cong tru SO co quan "Thanh pile; sau 
huOi tiep co teach nhiem. xh19 don thu, 	xuat, bao cao Lanh dao Ban chuyen den 
Phong To hop, Meng Kiem tra cua Ban hoac cac Phong chuycn mOn cua Van 
phong va cac don vi sO nganh, quan, huyen de xcm xat, giai quyet theo quy dinh; 

3. Phong Tong hop co teach nhiem du than giay moi cac don vi, sO nganh 
cac Phong chuyen mOn dm Van phong tham gia buoi tiep cong dan dia. Chu tich 
UBND Thanh phO, to chdc viec clang k9 se dien td, ehuan bi ho 	tai lieu phuc 
vu; 	thao cac van ban chi dao, giao nhiem vu thco kct luan, chi dao cua Chu tich 
UBND Thanh pho sau buOi tiep; bao cao Lanh dao Ban, Lanh dao Van phong, 
trinh Chu tich UBND Thanh phO xcm xet, ky ban hanh; 

4. Meng Kiem tra c6 teach nhiem don dec cac don vi so' nganh, qu4n, huyen 
bao cao kct qua thuc hien kct luan, chi dao cua Chh tich MIND Thanh ph6 tai cac 
buoi tiep cong dan ky truoc; phOi hop cong Phong T6ng hop chuan bi 116 so, tai 
lieu phuc vu buoi tiep cOng dan cua Chfi tich UBNI) Thanh pho; ,du thao van ban 
don dOc cac don vi the() ket Man, chi dao cua Chu tich sau buoi tiep; bao cao Lanh 
dao Ban, Lanh dao Van phong, trinh Chu tich UBND Thanh phO xcm xet, 1(9 ban 
hanh. 

Dieu 17. Che do tiep cong dan dot 	thirimg xuyen cua Lanh d4o 
1.1131ND Thanh phi') de giai quyet cac vu viec pink tip, ton d9ng 

1. 'FruOng Ban 'help cong dan c6 teach nhiem chi dao, dieu hanh, to chdc cac 
buOi tiep cOng clan dOtxulit, dinh ky cua 1,5nh dao UI3NI) Thanh pho de gidi quyet 
cac vu viec phdc tap, ton (long; 

2. Cac 'thong chuyen mOn dia. Ban nam hat tinh hinh cac vu viec phdc tap, 
ten Ong, do xuat Lanh dao Ban bao cao Lanh ciao Van phong, Lanh dao UBNI) 
Thanh phO chu trI tiep, chi dao giai quyet, 

3. Meng Tang hop co teach nhiem Tong hop h6 so', bao cao qua trinh giai 
quyet; chu &Ong ph6i hop, trao dOi thong tin vOi cac Phong chuyen men (Ma Van 
phong dOi 	cac vu viec 	quan de tong hop, de xuat Lanh dao Ban bao cao 
Lanh dao Van phong, Lanh dao UBND Thanh pho chu tri tiep, chi dao giai quyet. 

Dieu 18. Che 	tinh huOng amp; dan tap trung fling 	khieu 
kien vi pham phap 10tt4i tru 	co' quan Thanh pho va nha rieng cac (long 
chi Lanh d4o Thanh phi') 

I. Truong Ban Tiep cc-mg dan c6 trach nhiem chi dao, [lieu hanh xd 19 tinh 
huOng cong dan tan truni4 done m2,uoi khiL'u kiCn khong ang quy dinh phap 10t 
tai tru sac co.  (plan Thanh pho va nha rieng cac (long chi Lanh dao Thanh pho theo 
Phu'o'ng an se 162/13A-CAIIN-PV11-13A83 ngdy 12/6/2014 cua CEng an Thanh 
phO da duoc UBND Thanh phO phe duyet; 

2. PhOng Tiep cong clan va xd 19 don chiu teach nhicnl chinh trong viec nam 
bat tinh hinh cong dan tap trung (long nguOi khieu kien ho4c khieu kien chay y tai 
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cong tru SO co quan Thanh pho va nha ring cac dOng chi Lanh dao '1hanh phO, du 
bao tinh hinh, chu d6ng phOi hop vOi cac Idc luong chdc nang xCr 1)% tinh huong, 
hao cao Lanh dao Ban, Lanh ciao Van phong, chi dao xir 1Y thco quy dinh; 

3. Phong TOng hop va Phong Kim tra co trach nhiem phoi 	vOi Phong 

Tiep cong dan va 	1Y don xilf 1Y tinh huong thco chi dao cua Lanh dao Ban. 

Chtro.ng VII 

MO1 QUAN fit] CONG TAC 
VO1 CAC CO' QUAN, DON VI KHAC 

Dieu 19. Doi vOi Van phong Thanh uY, Uy ban Kiem tra T anti ity, Ban 
Nei chinh Thanh uy, Van phong Doan Dai bicu QtiOc hei N/A Hai do ng nhan 
clan Thanh pho  

1. Tiep nhan cac thong tin vc su ianh dao, chi dao cua ThuOrg true Thanh 
4, Doan Dai bicu Quoc 116i va 116i don nhan dan 	phO co ien quan den 
vice tiep cong dan, giai quyet khieu nai, to cao de tong hop bao ao Lanh dao 
UBND Thanh ph6, dac Het la nhfing vu vice nhay cam, phd'c tap pl ai kip thOi de 
xuat, bao cao Lanh dao UBND Thanh phO )(cm xet, chi dao giai quyet; 

2. Phoi hop tong hop, bao cao thco yeti can cua Thanh uy, Doan Dai Neu 
Quoc h6i va 1I6i dOng Nhan dan Thanh pho. Phan cong chuyen vien phoi hop vo..i 
Van phong Doan DBQ11 va 11DND Thanh phO chuan hi day,  diicac diet' kien de 

phtic 	Dai bieu Quoc h6i, Thuong true 1 IDND Thanh pho tier) Ong dan theo 
dinh kY. 

Dieu 20. Dor i 	cac 	nganh, dan vi trtyc tin(c UBND Thanh phis) va 
UBND cac quan, huyen, thi xa 

1. Phoi hop chat chi vol Thanh tra Thanh ph0, cac so, nganh, quan, huyen, 
thi xa trao doi thong, tin, nam bat tinh hinh, dam bao cOno, tactham intru chinh xac, 
hieu qua, chat luong trong qua trinh >dr 1)% don, giai quyet khicu nai, tp cao; 

2. Ph61 hop voi Thanh tra Thanh ph6 'dem tra, don dOc vice thuc hien chi 
dao cua Thanh pho, cac co quail Trung trong, ve cac vu khicu nai, to cao thu6c 
than] guy& cac quan, huyen, thi xa, cac SO, nganh, true thuoc UBND Thanh pho; 

3. Kidm tra, don d6c Ban Tiep cong dan cua cac quan, huyen, thi xa, hq  
phdn tiep cong dan cua cac so, nganh ve Ret quid tiep cong clan, xis 1)% don, clang 
thd'i huOng &In vc chuyen mon nghiep vu. To chdc cac h6i nghi chuycn de hoc tap, 
trao doi kinh nghiem trong cong tac tiep cong, dan va xd 1Y don, gidi quy& khieu 
[raj, Li) can. 

Dieu 21. Doi 	Cong an Thanh pho, Cling an cac qtr;in, l uycn, thi xa,  
Tong COng ty Van tai HA Nei va Trung tam cap cull 115 Ha Nei  

1. PhOi hop chat ch -C vOi COng an Thanh phO, COng an quan Hoar' Kiem, 
(Tong an cac quan, huyen, thi xa va COng an cac phuOng: Trang Tien, I,)"/ Thai To 
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xU1Y tinh huong cong dan tap trung clung nguni khieu kien hoac khieu kin chay 
tai tru SO co quan Thanh phO va nhd rieng cac (long chi Lanh clan Thanh pho then 
Hwang an so 162/PA-CAIIN-PV11-13A83 ngay 12/6/2014 cua Cong an Thanh 
pho da throe UBNI) Thanh pho phe duyet; 

2. Phoi hop chat the vOi Cong an Thanh pho, C6ng an cac quan, huyen, thi 
xa xUly tinh huong cong clan cua I Li NOi tap trung clang nguOi khieu kin tai 'Fru 
so' Tiep cong clan cua Trung uong Dang va Nha nunc then Phuong an so 162/PA-
CAIIN-PV11-PA83 ngay 12/6/2014 cua COng an Thanh phi) da dupe UBND 
Thanh pho phe duyet; 

3. Phoi hop chat che, chn tri vice dieu dOng Tong COng ty Van tai IIa N6i va 
Trung tam cap cu'u 115 xi:r1)■ tinh huOng cong dan tap trung dung nguOi khieu kien 
hoac khieu kin chay y tai tru so co quan Thanh phO va nha rieng cac &Ong chi 
Lash dao Thanh pho. 

Dieu 22. 	 chuyen vien thuOc Van iThOng UBNI) Thanh 
ph0 

1. PhOi hop chat chc 	cac Phong chuyen vien thuQc Van phong UBND 
Thanh phO de trap dOi thong tin, tham dinh nOi dung cac du than van ban chi ciao, 
guy& dinh, thOng ban gidi quyet khieu nai, to can thu6c tham quyen cua UBND 
Thanh ph6 truck khi trinh Lanh clan UBND Thanh pho xcm xet, quyet dinh; 

2. Cac van ban chi clan, quyet dinh, thong ban giai quyet khieu nai, to can 
cua UBND Thanh pho deu chive gdi ch.() Ban Tiep cong clan de then dOi, phut vu 
cOng tac tiep cong clan thuOng xuyen. 

DiLl 23. Doi vol Ban Tiep cong clan Trung trung, Trti 	Tiep cong clan  
cua Trung u.o.ng -Dang va Nha mak 

PhOi hop chat che trong viec cung cap, trap dOi thong tin, kinh nghiem 
chuyen mon nghicp vu, darn ban thu'c hien tot cOng tac tiep cong clan va tham muu 
Lai-1h dan U13ND Thanh pho trong cong tac tiep cOng clan, giai quyet khieu nai, to 
can. 

Chuang VIII 

QUAN LV VA SO.  DUNG TAI SAN CO QUAN 

Dieu 24. Tr4t tty, nOi vu co' quan 

1. Ddm ban thu'n'ng truc, ban ve co quan 24/24 gib., cac phong ldm viec phdi 
thuong xuydn co nguOi true phong hang ngay, khi ra khoi phong phai khna cua; 

2. Lam viec ngoai 	ngay lc, ngay nghi pnal tnOng bao cho ban ve 
quan khi van va khi ra khoi co quan; 

3. Ngubi ngodi co quan khong du'oc van va 	dung trung thiet bi, tai lieu 
trong phong lam viec; 
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4. Khong but thu3c trong phong hop, phong lam vice; khong di xc may, xc 
dap trong co. quail , do xc dung not quy dinh; gid gin canh quan, inc")i truong co 
quail xanh, sack, dcp. 

DiCu 25. Quin Iy va 	dung tai spin CO quan 

1. COng chdc, vin chine Ban flap cong dan phai thuc hien che dO bao va 
cua cong, thuc hanh tict kiam, chong ling phi; ra khoi phOnQ lam viac phai tat cac 
thiat bi dian; khong ching din thoai co quan vac) vice riang; 

2. Khong mang tai sari cong, ra khoi co.  quail , khi can thiat phai dupe phop 
cua Lanh dao Ban 'Hap cong dan, dong thOi phai bao cho bO phan bao vc biet; 
khOm.1 tu.  y di chuyan cac phuong tian, dung cu lam vice to phong nay sang phong 
khLic; 

3. Cong chdc, vian chdc khi nghi huu, chuyan corn?, tac CO trach nhiam ban 
giao lai cac tram.; thiat hi, phuang tian, tai Hatt duoc giao quan 1Y, stir dung cho co 
quan hoac ngtrai Re ticp cong vice. 

Chtrung IX 

LIEU KHOAN Till HANH 

DiCu 26. COng chine, vian chdc Ban 'Hap cong dan Thanh lhh3 va cac to  
chine, ca nhan co lien quan khi phOi hop cong, tac vOi Ban 'flap cong dan Thanh 
pho chin trach nhiam aide hien Quy cha nay. 

Qua trinh thuc hien, nau co van do vuo.ng mac, {that sinh, do nghi phan anh 
va Ban 'kap cong dan Thanh phO kip thOi lieu chinh, bo sung cho ph6 hop". 

TM. UY BAN NHAN DAN 
KT. CHU 'ICH 

PHO CHU TICH 

Vii Hong Khanh 
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