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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
PHUONG GIA VIEN Doc 1ap - Tw do - Hanh phuc

NQI QUY TIEP CONG DAN
(Ban hanh kem theo Quyét dinh so 1200/Q0D-UBND ngay 29 thang 6 nam 2026
cua UBND phuong Gia Vién)

I. CONG DAN, TO CHUC CO QUYEN, NGHIA VU SAU:

1. Khi dén noi t1ep cong dan, cong dan, t chtic ¢ cac quyén sau day:

a) Trinh bay vé noi dung khiéu nai, tb c4o, kién nghi, phan anh;

b) Puoc huéng dan, giai thich vé nodi dung lién quan dén khiéu nai, td cdo,
kién nghi, phan anh ctia minh;

¢) Khiéu nai, t6 c4o vé hanh vi vi pham phap luat cia nguoi tiép cong dan;

d) Nhan thong bao vé viéc tiép nhan, két qua xur 1y khiéu nai, té cdo, kién nghi,
phéan anh;

d) Truong hop nguoi khiéu nai, to céo, kién nghi, phan anh khong str dung
thong thao tiéng Viét thi co quyén st dung ngudi phién dich;

e) Cac quyen khac theo quy dinh cua phap luat vé khiéu nai, t6 cdo.

2. Khi dén noi tiép cong dan, cong dan, to chirc ¢6 cac nghia vy sau day:

a) Néu rd ho tén, dia chi hodc xuét trinh gidy to tily than, gidy uy quyén (néu co);

b) C6 thai do dung muc, ton trong ddi vO1 nguol tiép cong dan;

¢) Trinh bay trung thyc su viéc, cung cap thong tin, tai lidu lién quan dén noi
dung khiéu nai, t6 c4o, kién nghi, phan anh; ky hodc diém chi xac nhan nhiing noi
dung trinh bay da dugc nguoi tiép cong dan ghi chép lai;

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

d) Truong hop nhiéu nguoi cung khiéu nai, t6 céo, kién nghi, phan anh mot
ndi dung thi phai ctir nguoi dai dién dé trinh bay ndi dung khiéu nai, t6 céo, kién
nghi, phan anh;

e) Chiu trach nhiém trudc phap luat vé ndi dung khiéu nai, t6 cdo, kién nghi,
phan &nh cua minh.

g) Phai bao V¢ tai san, gitr gin v¢ sinh noi tiép cong dan, khong duoc loi dung
quyén khiéu nai, t6 co gay 101 trat ty, vu cdo, xtc pham co quan Nha nudc, can bo
thi hanh cong vu tai noi tiép cong dan.

h) Khong duoc st dung may ghi &m, mdy ghi hinh trong khi qua trinh lam
viéc tai noi tiép cong dan khi chua duogc sy dong ¥ cua nguoi tiép cong dan.

i) Khong duoc mang vii khi, vat liéu nd, cong cu hd tro, chat d& chay, chét
doc hai vao noi tiép cong dan.

II. TRACH NHIEM CUA NGUOI TIEP CONG DAN:



1. Khi tiép cong dan, ngudi tiép cong dan phai dam bao trang phuc chinh &,
deo thé cong chure, vién chirc hodc phﬁ hi¢u theo quy dinh.

2. Yéu ciu nguoi den khiéu nai, t6 cao, kién nghi, phan anh néu r6 ho tén,
diém chi hodc xuat trinh glay to tuy than, glay iy quyén (néu co); ¢ don hodc trinh
bay r6 rang noi dung khleu nai, to céo, kién nghl phan 4nh; cung cap thong tin, tai
liéu can thlet cho viéc tiép nhan, thu 1y vu viéc; giit bi mat ho, tén, dia chi, but tich
clia ngudi to cdo theo quy dinh cua phap luat.

3. C6 théi. d6 dung muc, ton trong cong dan, lang nghe, tiép nhan don khiéu
nai, t céo, kién ‘nghi, phan anh hogc ghi chép day du, chinh x4c noi dung ma nguoi
dén khiéu nai, t6 cdo, kién nghi, phan anh trinh bay.

4. Giai thich, huéng dan cho nguoi dén khiéu nai, t6 céo, kién nghi, phan anh
chap hanh chu truong, duong 161, chinh sach, phap luat, két luan, quyét dinh glai quyet
da c6 hiéu lyc phap luat ctia co quan c6 tham quyén; huong dan nguoi khiéu nai, t6
c4o, kién nghi, phan anh dén dung co quan hodc nguoi c6 tham quyén giai quyét.

5. Truc tiép xtr Iy hodc phan loai, chuyén don, trinh nguoi c6 thim quyén xtr
1y khiéu nai, t6 cdo, kién nghi, phan anh; thong bao két qua xtr 1y khiéu nai to céo,
kién nghi, phan 4nh cho cong dan.

6. Yéu cau nguoi vi pham ndi quy noi tlep cong dan chdm dat hanh vi vi
pham; trong trudng hop can thiét, 1ap bién ban vé viéc vi pham va yéu cau co quan
chtrc nang xur 1y theo quy dinh cua phap luat.

III. NHUNG TRUONG HQP PUQC TU CHOI TIEP CONG DAN:

Nguodi tiép cong dan duge tir chdi tiép trong cac trudng hop sau day:

1. Pon viét khong 1d ndi dung, khong rd dia chi, khéng co chit ky truc tiép
hodc nhau nat kho doc.

2. Nguoi trong tinh trang say do dung chét kich thich, nguoi mac bénh tam
than hodc mot bénh khac 1am mat nhén thire hodc kha nang diéu khién hanh vi cua
minh; trang phuc khong chinh té va nhimg ngudi vi pham quy ché, ndi quy noi tiép
cong dan.

3. Nguoi c6 hanh vi de doa, xiic pham co quan, td chire, don vi, nguoi tiép
cong dan, nguoi thi hanh cong vu hodc ¢6 hanh vi khac vi pham ndi quy noi tiép
cong dan;

4. Nguoi khiéu nai, t6 cdo vé vu vige da giai quyét dung chinh sach, phap luat,
duoc co quan nha nude co thAm quyen klem tra, ra soat, thong bao bang vin ban va
da duoc tlep, giai thich, huéng dan nhung van c6 tinh khiéu nai, t6 céo kéo dai;

5. Nhitng truong hop khac theo quy dinh cua phap luat.

IV. THOI GIAN TIEP CONG DAN:

1. Vo gio hanh chinh cac ngay lam viéc trong tuan.

2. Chu tich UBND phuong tiép cong dan theo lich dinh ky niém yét cong khai
tai Tru s¢ Tiép cong dan phudng./.



		2026-08-25T11:27:27+0700
	Việt Nam
	ỦY BAN NHÂN DÂN PHƯỜNG GIA VIÊN <ubndpgiavien@haiphong.gov.vn> đã ký lên văn bản này!




