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

XA VINH BAO Déc 1ap - Tw do - Hanh phuc
S6: 60 /QDP-UBND Vinh Bao, ngay 12 thang 7 nam 2025
QUYET PINH

Vé viéc ban hanh Noi quy tiép cong dan tai B) phan
tiép cong dan X Vinh Bao

UY BAN NHAN DAN XA VINH BAO

Can cit Ludt Té chite chinh quyén dia phwong sé 72/2025/QH1S5 ngay
16/6/2025;

Can cir Ludt Tiép cong dan sé 42/2013/QH13 ngay 25/11/2013;

Can cir Nghi dinh s6 64/2014/ND-CP ngay 26/6/2014 ciua Chinh phii
quy dinh chi tiét thi hanh mét so diéu ciia Ludt tiép cong dan;

Can cir Thong tur s6 04/2021/TT-TTCP ngay 01/10/2021 ciia Thanh tra
Chinh phii quy dinh quy trinh tiép cong dan;

Theo dé nghi ciia Chanh Vin phong HPND va UBND XA.

QUYET PINH:

Picu 1. Ban hanh Noi quy tiép cong dan tai Bo phan tiép cong dan xa

Vinh Béo.

Piéu 2. Chanh Vin phong HDND va UBND x4, cac co quan tham gia tiép
cong dan tai Bo phan Tiép cong dan x&; Thu truéng cac phong chuy@n mon; cac
t6 chirc, c& nhan dén thuc hién quyén khiéu nai, t6 cdo, kién nghi, phan anh tai Bo
phan Tiép cong dan xa chiu trach nhiém thi hanh Quyét dinh nay.

Quyét dinh nay c6 hiéu luc ké tir ngay ky./.
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA VINH BAO Doc 1ap - Tw do - Hanh phuc
NOI QUY

Tiép cong dan tai B) phén tiép cong dan xa Vinh Bio
(Kém theo Quyét dinh s6 60 /OD-UBND ngayl2 /7/2025 ciia UBND X4)

. QUY DINH CHUNG

1. Pia diém tiép cong dan: Uy ban nhan dan x& t6 chic tiép cong dan tai
Bo phan tiép cong dan x4, dia chi: duong 20 thang 8, x4 Vinh Béo, thanh phb Hai
Phong (Sau tru s& Trung tdm phuc vu Hanh chinh cong xa).

2. Thoi gian tiép cong dan:

- Tiép cong dan thuong xuyén trong gio hanh chinh ciia cac ngay lam viéc
trong tuan (trir ngay nghi va ngay 18).

- Bu6i sang: Tir 08 gio 00 phit dén 11 gio 00 phit.

- Buo6i chiéu: Tur 14 gio 00 phat dén 16 gio.

- Thoi gian con lai dé xur Iy hd so va vao so tiép cong dan

* Truong hop ¢ su thay doi vé thoi gian 1am viéc theo quy dinh cua
co quan ¢6 tham quyén thi thuc hién theo quy dinh do.

11. POI VOI NGUOI TIEP CONG DAN.

1. Khi tiép cong dan, nguoi tiép cong dan phai bao dam trang phuc chinh
té, c6 deo thé cong chirc, vién chirc hodc phu hiéu theo quy dinh.

2. Yéu cau nguoi dén khiéu nai, t6 cdo, kién nghi, phan anh néu rd ho tén,
dia chi hodc xuat trinh gidy to tiy than, gidy uy quyén (néu c6); c6 don hodc trinh
bay rd rang ndi dung khiéu nai, t6 céo, kién nghi, phan anh; cung cép thong tin,
tai liéu can thiét cho viéc tiép nhan, thy 1y vu viéc.

3. C6 thai do dimg muc, ton trong cong dan, ling nghe, tiép nhan don khiéu
nai, to céo, kién nghi, phan anh hodc ghi chép diy di, chinh xac ndi dung ma
ngudi dén khiéu nai, t6 cdo, kién nghi, phan anh trinh bay.

4. Giai thich, huong dan cho nguoi dén khiéu nai, t6 cdo, kién nghi, phan
anh chap hanh chu truong, dudng 16, chinh sach, phap luat, két luan, quyét dinh
giai quyét da c6 hiéu luc phap luat ctia co quan c6 thim quyén; huéng dan nguoi
khiéu nai, t céo, kién nghi, phan anh dén dung co quan hodc ngudi c6 tham quyén
giai quyét.
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5. Truc tiép xu Iy hodc phan loai, chuyén don, trinh nguoi c¢6 thim quyén
xtr 1y khiéu nai, t6 c4o, kién nghi, phan anh; thong bao két qua xir Iy khiéu nai, to
cdo, kién nghi, phan 4nh cho cong dan.

6. Gilt bi mat ho tén, dia chi, but tich va nhiing thong tin ca nhan khac cta
nguoi to céo.

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

I11. QUYEN VA NGHIA VU CUA NGUOI PEN BQ PHAN TIEP CONG
DAN KHIEU NAI, TO CAO, KIEN NGHI, PHAN ANH

* Khi dén noi tiép cong dan, ngwoi khiéu nai, to cdo, kién nghi, phdan anh
coO cdc quyén sau day:

1. Trinh bay vé€ ndi1 dung khi€u nai, t6 cao, kién nghi, phan anh;

2. Bugc huong dan, giai thich vé ndi dung lién quan dén khicu nai, to cao,
kién nghi, phan 4nh ctia minh;

3. Khiéu nai, t0 cdo v€ hanh vi vi pham phap luat ciia nguoi ti€p cong dan;

4. Nhan thong bao vé vi¢c tiép nhan, két qua xir 1y khi€u nai, t6 céo, kién
nghi, phan anh;

5. Truong hop ngudi khiéu nai, t6 céo, kién nghi, phan anh khong sir dung
thong thao tiéng Viét thi co quyén sir dung nguoi phién dich;

6. Cac quyén khéc theo quy dinh ctia phap luat vé khiéu nai, t6 cdo.

* Khi dén noi tiép cong dan, ngwoi khiéu nai, to cdo, kién nghi, phdan anh
co cdc nghia vu sau day:

1. Néu rd ho tén, dia chi hodc xuat trinh gidy to tiy than, gidy uy quyén
(néu co);

2. C6 thai d¢ dang muc, ton trong ddi vai nguoi tiép cong dan;

3. Trinh bay trung thuc sy viéc, cung cap thong tin, tai liéu lién quan dén
nodi dung khiéu nai, t6 cdo, kién nghi, phan anh; ky hodc diém chi xac nhan nhirng
ndi dung trinh bay da duoc nguoi tiép cong dan ghi chép lai;

4. Nghiém chinh chép hanh noi quy tiép cong dan va hudng dan cta nguoi
tiép cong dan;

5. Chiu trach nhiém trudc phap luat vé nodi dung khiéu nai, t6 c4o cta minh;

6. Khi nhiéu nguoi cung khiéu nai, td cdo, kién nghi, phan anh vé mot nodi
dung tai noi tiép cong dan thi nguoi tiép cong dan yéu cau nhimg ngudi ndy phai
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ctr dai dién dé trinh bay ndi dung khiéu nai, t6 céo, kién nghi, phan anh voi nguoi
tiép cong dan. Nguoi dai dién phai 1a nguoi khiéu nai, ngudi t cao, ngudi kién
nghi, ngudi phan anh. Viéc cir ngudi dai dién phai thé hién bang van ban c6 chir
ky cua tat ca nhitng ngudi khiéu nai, to cao, kién nghi, phan anh. Truong hop co
tir nam dén muoi nguoi thi cir mét hodc hai ngudi dai dién; truong hop céd trén
mudi nguoi thi co thé cir thém nguoi dai dién, nhung khong qua nim nguoi.
Nguoi dai dién phai chiu trach nhiém trude phap luat vé tinh hop phéap cua viée
dai di¢n va van ban ctr nguoi dai dién.

7. Khong dugc mang, sit dung bang ron, khau hiéu, loa dai, tréng, cac dd
vat cong kénh, vii khi, hung khi, chat gdy chdy nd, doc hai, 46 vat cdm luu hanh
va cac dd vat, chit cdm khac theo quy dinh cua phép luat tai khu vuc tiép cong
dan.

8. Khong duoc loi dung quyén khiéu nai, t6 cdo, kién nghi, phan anh dé
kich dong, cudng €p, du dd, 16i kéo, mua chudc nguoi khac tap trung dong nguoi,
gay rdi trat tu cong cong tai khu vuc tiép cong dan; xuyén tac, vu khong, gay thiét
hai cho co quan, td churc, ca nhan khac.

9. Khong dugce de doa, xic pham co quan, t6 chirc, don vi, nguoi tiép cong
dan va ngudi thi hanh nhiém vu khéc.

10. Khéng quay phim, chup anh, ghi 4m, ghi hinh khi chua c6 su dong y
ctia ngudi tiép cong dan.

11. Gitr gin v¢ sinh, trat tu tai khu vuc Tiép cong dan, khong di chuyén,
lam hu hong tai san cta b phan Tiép cong dan.

12. Hét gio lam vi¢c, cong dan khong dugc luu lai khu vuc lam viéc cia bd
phan Tiép cong dan.

13. Khong dugc tu v vao phong lam vi¢c ctia can bg, cong chuc thuc hi¢n
nhiém vu ti€p cong dan khi chua dugc su dong y cua nguoi tiép cong dan.

IV. CAC TRUONG HQP TU CHOI TIEP CONG DAN

1. Nguoi trong tinh trang say do dung chat kich thich, ngudi méc bénh tim
than hoac mot bénh khac lam mét kha nang nhan thirc hoac kha nang diéu khién
hanh vi ctia minh;

2. Nguoi c6 hanh vi de doa, xuc pham co quan, td chure, don vi, nguoi tiép
cong dan, nguoi thi hanh cong vu hodc ¢6 hanh vi khac vi pham noi quy noi tiép
cong dan;

3. Nguoi khiéu nai, td cdo vé vu viée di giai quyét dung chinh sach, phap
luat, dugc co quan nha nudce cd thAm quyén kiém tra, ra soat, théng bao bang van
ban va da duoc tiép, giai thich, huéng dan nhung van ¢d tinh khiéu nai, t6 cao kéo dai;
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4. Nhirng truong hop khac theo quy dinh cta phép luat;

5. Vi pham ndi quy, quy ché tiép cong dén.

Trén day 12 Noi quy tiép cong dan tai B phan tiép cong dan xa Vinh Bao,
UBND x4 y&u cau can bo cdng chirc 1am nhiém vu tiép dan, cac co quan don vi
lién quan va céng dan dén 1am viéc tai Bo phan tiép cong dan xa nghiém tdc thuc
hién./.
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