UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

XA CHAN HUNG Déc lap - Tw do - Hanh phuc
$6:792 /QB-UBND Chdn Hung, ngay 24thang 8  ndam 2026
QUYET PINH

Ban hanh Ngi quy tiép cong dan
tai Tru sé Uy ban nhin dan xa Chan Hung

CHU TICH UY BAN NHAN DAN XA CHAN HUNG

Can cit Ludt Té chirc Chinh quyén dia phwong ngay 16 thing 6 niam 2025;

Can cir Ludt Tiép cong dan ngay 25/11/2013; Ludt sira doi, bé sung mot so
diéu ciia Ludt Tiép cong dan, Ludt Khiéu nai, Ludt T6 cdo ngay 10/12/2025;

Can cir Ludt s6 136/2025/QH15 ngay 10/12/2025 sira doi, b6 sung mét sé
diéu cua Ludt Tiép cong dan, Luat Khiéu nai, Ludt To6 cdo;

Can cir Nghj dinh s6 141/2025/ND-CP ngay 12 thang 6 nam 2025 cua
Chinh phu quy dinh ve phdn dinh tham quyén cua chinh quyén dia phuong 02
cap trong linh vuc qQuan Iy nha nuwoc cua Thanh tra Chinh phu;

Can cir Nghi dinh sof 154/2026/ND-CP ngay 15/5/2026 cua Chinh phu quy dinh
chi tiét thi hanh mot so6 diéu va bién phdp to chure thi hanh Ludt Tiép cong dan;
Theo dé nghi ciia Chdanh Vin phong HDND va UBND XA.

QUYET PINH:

7 Piéu 1. Ban hanh kem theo Quyét dinh nay Noi quy tiép cong dan tai Try
so Uy ban nhéan dan x& Chan Hung.

~ Diéu 2. Quyét dinh nay c6 hidu luc ke tir ngay ky va thay thé Quyét dinh
s0 57/Qb-UBND ngay 14 thang 7 nam 2025.

Piéu 3 Chanh Van phong HPND va UBND xa, Cong chuc dugc giao
nhiém vu tiép cong dén, cac co 'quan tham gia tlep cong dan tai Phong Tlep cong
dan Uy ban nhan dan x3; cac to chuc, c4 nhan dén thuc hién quyén khiéu nai, tb
cdo, kién nghi, phan anh tai Tru s& Uy ban nhan dan xa chiu trach nhiém thi hanh
Quy¢ét dinh nay./.
Noi nhgn: , _—_CHU TICH
- Thanh tra thanh pho; ———

- Ban tiép cong déan thanh phd; ' -
-TT BbU, TT HBND x&;

- Chu tic}}, cac PCT UBND xa;
- Nhu Diéu 3;

- Luu: VT.

Nguyén Anh Tuén
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA CHAN HUNG Poc 1ap - Tw do - Hanh phuc
NOI QUY

Tiép cong din tai tru s¢' Uy ban nhan dan x4 Chian Hung
(Ban hanh kem theo Quyet dinh so  /OP-UBND ngay thang nram 2026
cua Chu tich Uy ban nhan dan xa)

I. QUY PINH CHUNG
1. Dia diém tiép cong dén:

Tai Phong Tiép cong dan - tru s6 Uy ban nhan dan xa Chan Hung, thén
Nam Hung, xa8 Chan Hung, thanh pho Hai Phong.

2. Nguoi duoc giao tiép cong dan co trach nhiém thue hién nhiém vu theo
quy dinh cua phap luat; thuc hién tiép cac td chirc, ca nhan dén thuc hi¢n quyén
khi€u nai, t0 cdo, kién nghi, phan anh tai phong Tiép cong dan - UBND xa.

3. Thoi gian tiép cong dén:

- Iiép cong dan thuong xuyén trong gio hanh chinh cua cac ngay lam viée
trong tuan (tur thr 2 dén thir 6 hang tuan), trir cac ngay 1€, ngay Tét theo quy dinh:

+ Buodi sang: Tir 07 gio 30 phit dén 11 gior 30 phat;
+ Buoi chiéu: Tur 13 gio 30 dén 17 gio 00 phut.

_ Truong hop co6 sy thay d6i vé thoi gian 1am viéc theo quy dinh cta co quan
¢ tham quyén thi thuc hién theo quy dinh do.

4. Lich tiép cong dan

- Chu tich Uy ban nhan dan xa Chén Hung tlep cong dan dinh ky 02 ngay
trong 01 thang (vao ngay thir 6 tuan 2 va thir 6 tuan 4 cua thang), néu trung vao
ngay nghi thi dugc t6 chirc vao ngdy 1am viéc tiép theo. Thuc hién viée tiép cong
dan dot xuét trong cac truong hop quy dinh tai khoan 3 Diéu 18 cua Luét Tiép
cong dan hodc néu thay can thiét.

- LlCh’tlep cong dan dinh ky cua Chu tich Uy ban nhén dén xa dugc niém yét
tai Phong Ti€p cong dan - UBND xa va dang tai trén Cong thong tin di¢n tir xa.

Il. TRACH NHIEM CUA NGUOI TIEP CONG DAN

1. Khi tiép cong dan, nguoi tiép cong dan phai dam bao trang phuc chinh
té, deo thé cong chuce, vién chire hodc phu hi¢u theo quy dinh.

2. Yéu cau nguoi den khiéu nai, t6 cao, kién nghi, phan anh néu rd ho tén,
diém chi hodc xuat trinh gidy to tuy than, glay iy quyén (néu co); co don hodc
trinh bay r6 rang néi dung khleu nai, td c4o, kién nghi, phan anh; cung cap thong
tin, tai liéu can thlet cho viéc tlep nhan, thu 1y vu vi¢c; gilr bi mat ho, tén, dia chi,
bt tich ctia ngudi to cao theo quy dinh cua phap luat.

3. C6 thai. do dung muc, ton trong cong dan, ling nghe, tiép nhan don
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khiéu nai, t6 céo, kién nghi, phan anh hodc ghi chep day du, chinh xac noi dung
ma ngudi dén khiéu nai, t6 cdo, kién nghi, phan anh trlnh bay.

4. Giai thich, huéng dan cho nguoi dén khiéu nai, t6 céo, kién nghi, phan anh
chip hanh chu truong, duong 16i, chinh sach, phap luat, két luan, quyét dinh giai quyet
d4 c6 hiéu luc phap luat ciia co quan c6 thAm quyén; huong dan nguoi khleu nai, t6 céo,
kién nghi, phan anh dén dung co quan hodc nguoi co tham quyén giai quyét.

5. Truc tlep xtr 1y hodc phan loai, chuyén don, trinh ngudi c6 tham quyen
xtr 1y khiéu nai, to céo, kién nghi, phan anh; thong bao két qua xir 1y khiéu nai td
c4o, kién nghi, phan anh cho cong dan.

6. Yéu cau nguoi vi pham ndi quy noi tiép cong dan cham duat hanh vi vi
pham; trong trudng hop can thiét, 1ap bién ban vé viéc vi pham va yéu cu co
quan churc nang xur 1y theo quy dinh cua phap luét.

Il QUYEN VA NGHIA VU CUA NGUOI PEN KHIEU NAI, TO CAO,
KIEN NGHI, PHAN ANH

1. Khi dén noi tiép cong dan, nguoi khiéu nai, té cdo, kién nghi, phan
anh co cac quyen sau day

a) Trinh bay vé ndi dung khiéu nai, to cao, kién nghi, phan anh;

b) Buoc hudng dan, giai thich vé noi dung lién quan dén khiéu nai, t6 céo,
kién nghi, phan 4nh ctia minh;

¢) Khiéu nai, t6 cdo vé hanh vi vi pham phép luét ctia ngudi tiép cong dan;

d) Nhan thong bao vé viée tiép nhan, két qua xu ly khiéu nai, t6 cdo, kién
nghi, phan anh;

d) Truong hop nguoi khiéu nai, t6 cdo, kién nghi, phan anh khong str dung
thong thao tiéng Viét thi c6 quyén st dung nguoi phién dich;

e) Cac quyén khac theo quy dinh ctia phéap luat vé khiéu nai, t6 cdo

2. Khi dén noi tiép cong dan, nguoi Kkhiéu nai, t6 c4o, kién nghi, phan
anh c6 cac nghia vu sau day:

a) Néu 13 ho tén, dia chi, sb cin cudc hoidc giéy chirng nhan can cudc hoac
s0 dinh danh ca nhan hodc s6 hd chiu; truong hop dugce nguodi khiéu nai uy
quyén thi phai ¢6 van ban ty quyén hop phap;

b) C6 thai do ding muc, ton trong ddi vai nguoi tiép cong dan;

¢) Trinh bay trung thuc su viéc, cung cip thong tin, tai liéu lién quan dén
ndi dung khiéu nai, to cao, kién nghi, phan anh; ky hodc di€ém chi xac nhan nhiing
nd1 dung trinh bay da dugc nguoi tiep cong dan ghi chép lai;

d) Nghiém chinh chap hanh noi quy tiép cong dan va hudng dan cua nguoi
tiép cong dan;

d) Trudng hop nhidu ngudi ciing khiéu nai, to cdo, kién nghi, phan anh vé
mot ndi dung thi phai cir ngudi dai dién dé trinh bay ndi dung khiéu nai, t6 cao,
kién nghi, phan anh;
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e) Chiu trach nhiém trudc phéap luat vé noi dung khiéu nai, t6 c4o ctia minh.

g) Phai bao v¢ tai san, gir gin v¢ sinh noi tiép cong dan, khong duoc loi
dung quyén khiéu nai, t6 céo gdy r0i trat ty, vu cdo, xtiic pham co quan Nha nudc,
can bo thi hanh cong vu tai noi tiép coéng dan.

h) Khong duge sir dung may ghi am, may ghi hinh trong khi qua trinh lam
viéc tai noi tiép cong dan khi chua dugc su dong y cua nguoi tiép cong dan.

1) Khong duoc mang vii khi, vat liéu nd, cong cu hd tro, chat dé chay, chat
doc hai vao noi tlep cong dan.

IV. CAC TRUONG HOQP TU CHOI TIEP CONG DAN

1. Nguoi trong tinh trang say do dung chat kich thich, nguoi mac bénh tam
than hodc mot bénh khac lam mat kha nang nhéan thirc hoac kha nang di€u khién
hanh vi ctia minh;

2. Nguoi ¢6 hanh vi de doa, xtic pham co quan, t6 churc, don vi, nguoi tiép
cong dan, nguoi thi hanh cong vu hodc c¢6 hanh vi khac vi pham ndi quy noi tiép
cong dan;

3. Nguoi khiéu nai, to cdo vé vu viée da giai quyét dung chinh sach, phap
luat, duogc co quan nha nudc co tham quyen kiém tra, ra soat, thong bao bang van
ban va da duoc tiép, giai thich, hudng dan nhung van c6 tinh khiéu nai, t6 céo
keo dai;

4. Nguoi mang theo vii khi, vat li¢u nd, cong cu hd tro hodc cac vat dung,
chat nguy hiém khac theo quy dinh ctua phap luat ma khong chap hanh yéu cau
guri tai not1 quy dinh hodc giao ndp cho bd phan bao dam an ninh, trat tu;

5. Nguoi khong chap hanh viée kiém tra an ninh theo quy dinh;

6. Nguoi tu ¥ ghi &m, ghi hinh, phat tryc tiép tai noi tiép cong dan trong
truong hop ngudi chil tri tiép cong dan da yéu cau khdng ghi am, ghi hinh, phat
tryre tiép dé bao vé bi mat nha nuéc, bi mat doi tw, dit liéu ¢4 nhan, bao vé nguoi
t6 cao theo quy dinh cta phap luét hodc tu y ghi &m, ghi hinh, phat truc tiép gdy
anh huong dén an ninh, trat tu tai noi tiép cong dan;

7. Nguoi c6 hanh vi kich dong, 161 kéo, gy roi trat ty cong cong tai noi
tiép cong dan;
8. Nguoi khong c6 nang lyc hanh vi dan sy day da ma khong co nguoi dai
dién hop phap;
9. Nguoi dai dién, nguoi dugc uy quyen thue hién khiéu nai, kién nghi,

phan anh nhung khong xuét trinh dugc gidy to chimg minh tu cach dai dién hop
phap theo quy dinh cua phap luat;

10. Noi dung trinh bay khong thudc pham vi khiéu nai, t0 co, kién nghi,
phan anh theo quy dinh ctua phép luat vé ti€p cong dan;

11. Nguoi klen nghi, phan anh vé vu viéc da duogc co quan, to chirc, don vi,

nguoi c6 tham quyen tiép, huéng dan hoic tra 10i bang van ban theo ding quy
dinh va khong c6 ndi dung, tinh tiét moi;
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12. Vu viéc da co ban an, quyét dinh cua Toa an c6 hi€u luc phap luat va
khong thudc truong hop dugc xem xét lai theo quy dinh cua phép luét. Viéc xac
dinh vu viéc khong thudc truong hop dugc xem xet lai phai can cir vao van ban
tra 101 cua co quan nha nude ¢ thAm quyén;

13. Vu viéc dang duogc co quan, td chtre, don vi c6 thim quyén khac thu 1y,
giai quyét theo trinh tu, thu tuc luat dinh./.
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