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

PHUONG TAN DAN Poc lap - Tu do - Hanh phiic
S6:54 /QD-UBND Tan Dan, ngay 15 thang 7 nam 2025
QUYET PINH

Vé viéc ban hanh N@i quy tiép cong dian

UY BAN NHAN DAN PHUONG TAN DAN

Can cir Ludt Té chirc chinh quyén dia phirong ngay 16 thang 6 nam 2025;
Can cir Ludt Tiép cong ddan ngay 25 thang 11 nam 2013;

Can cir Nghi dinh sé 64/2014/ND-CP ngay 26 thing 6 nam 2014 ciia
Chinh phii quy dinh chi tiét mét sé diéu ciia Ludt Tiép céng dan;

Can cir Théng tw s6 04/2021/TT-TTCP ngay 01 thang 10 nam 2021 ciia
Thanh tra Chinh phit quy dinh quy trinh tiép cong dan;

Theo dé nghi ciia Chdanh Vin phong HPND va UBND phwong Tédn Dén.

QUYET PINH

Piéu 1: Ban hanh “Noi quy tiép cong dan tai Tru s UBND phuong
Tan Dan”.

Piéu 2: Quyét dinh nay c6 hiéu luc ké tir ngay ky.

Co quan, Pon vi, T6 chie, Cong dan, Ca nhan chiu trach nhiém thi hanh
quyét dinh nay.

Chanh Van phong HDND va UBND theo ddi viéc thuc hién ndi quy./.

Noi nhgn: TM. UY BAN NHAN DAN
- UBND tinh (b&o cao);

- Vin phong UBND tinh (b&o céo);
- Thanh tra tinh (bao cao);

- TT bang uy, TT HDND (bao cao);
- Uy ban MTTQ phuong;

- BCH Quaén sy phuong;

- Cong an phuong;

- Piéu 2 (t/h);

- Luu VP.
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UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
PHUONG TAN DAN Poc 1ap - Tw do - Hanh phuc

] NOI QUY
Tiép cong dan tai Tru s¢ UBND phwong Tan Dén
(Ban hanh kem theo Quyét dinh so 54/0D-UBND ngay 15/7/2025
cua Uy ban nhdn dan phwong Tan Dan)

Tru s6 UBND phuong Tan Dan 1a noi tiép cong dan dén khiéu nai, té céo,
kién nghi, phan anh voi Uy ban nhan dan phuong. Ngudi tiép cong dan; nguoi
dén khi€u nai, td cdo, kién nghi, phan anh tai Tru s¢ ti€p cong dan phudong phai
thuc hién nghiém cac quy dinh sau day:

1. POI VOI NGUOI KHIEU NAI, TO CAO, KIEN NGHI, PHAN ANH:

1. Quyén ciia ngudi khiéu nai, té cdo, kién nghi, phan anh:

a) Puoc tiép theo thtr ty di dang ky tai Tru sé Tiép cong dén, trir truong
hop dic biét s& do ngudi Chu tri cude tiép céng dan quyét dinh.

b) Trinh bay vé ndi dung khiéu nai, t6 céo, kién nghi, phan anh.

¢) Puoc hudng dan, giai thich vé ndi dung lién quan dén khiéu nai, t6 céo,
kién nghi, phan anh ctia minh.

d) Khiéu nai, t6 cdo vé hanh vi vi pham phap luat ctia nguoi tiép cong déan.

d) Nhan thong bao vé viéc tiép nhan, két qua xir Iy khiéu nai, t6 cdo, kién
nghi, phan anh.

e) Truong hop ngudi khiéu nai, t6 cdo, kién nghi, phan anh khong sir dung
thong thao tiéng Viét thi c6 quyén st dung nguoi phién dich.

g) Cac quyén khéc theo quy dinh ctia phap luat vé khiéu nai, t6 cao.

2. Nghia vu ciia ngudi khiéu nai, té cao, kién nghi, phan anh:

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

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

¢) Trinh bay trung thuc sy viéc, cung cap thong tin, tai liéu lién quan dén
ndi dung khi€u nai, t6 cdo, kién nghi, phan anh; ky hodc diém chi xdc nhan
nhitng nd1 dung trinh bay da dugc nguoi tiép cong dan ghi chép lai.

d) Nghiém chinh chdp hanh ndi quy tiép cong dan va yéu cau, huéng dan
ciia nguoi ti€p cong dan.

d) Truong hop nhiéu nguoi cung khiéu nai, to céo, kién nghi, phan anh vé
mot ndi1 dung thi phai ctr nguoi dai dién dé€ trinh bay ndi dung khi€u nai, t6 cdo,
kién nghi, phan anh. Nguoi dai dién phai 1a ngudi khi€u nai, ngudi t6 cdo, nguoi
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kién nghi, nguoi phan anh. Viéc cir nguoi dai dién phai thé hién bang van ban c6
chit ky cua tat ca nhimg ngudi khiéu nai, t6 céo, kién nghi, phan anh.

e) Chiu trach nhi€m trudc phap luat vé ndi dung khiéu nai, t§ co ctia minh.

3. Cac hanh vi bi nghiém cAm:

a) Loi dung quyén khiéu nai, t6 céo, kién nghi, phan anh dé tuyén truyén
chéng Nha nudc, xam pham loi ich ciia Nha nudc; gy réi an ninh, trat tu cong
cong; cd tinh khiéu nai, t& cdo sai sy that; xuyén tac, vu khéng, de doa, xuc
pham danh du, uy tin cua co quan, t6 chire, don vi, nguoi tiép cong dan, ngudi
thi hanh cong vu; gay thiét hai cho co quan, td chtre, don vi, ca nhan.

b) Kich dong, cudng ép, du dd, 16i kéo, mua chudc nguoi khac tap trung
dong nguoi tai noi tiép cong dan.

¢) Mang theo vii khi, hung khi, chit gy chay nd, tré em, ngudi bj mat kha
nang nhan thtrc, ngudi mat kha niang diéu khién hanh vi vao noi tiép cong dan,
di lai 10n x0n, lam mat trat ty, anh huéng dén viéc tiép cong dan.

d) Vi pham céc quy dinh khac trong ndi quy, quy ché tiép cong dan.

1. POI VOI NGUOI TIEP CONG DAN:

1. Trach nhiém ciia ngwoi tié€p cong dan:

a) Khi tiép cong dan, ngudi tiép cong dan phai bao dam trang phuc chinh
té, don vi c6 trang phuc nganh thi thuc hién theo quy dinh cta nganh; c6 deo thé
cong chtrc, vién chirc hoac phu hi€u theo quy dinh.

b) 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 cd); c¢6 don hoic
trinh bay rd rang ndi dung khiéu nai, t6 co, kién nghi, phan anh; cung cap thong
tin, tai liéu can thiét cho viéc tiép nhan, thu Iy vu viéc.

c) Gilr bi mat ho tén, dia chi, bat tich nguoi td cao trir khi nguoi td cao
ddng ¥ cong khai; khong dugc tiét 16 nhimg théng tin c6 hai cho ngudi td céo;
néu thay can thiét hodc khi nguoi td cao yéu cau thi ngudi tiép cong dan ap dung
nhiing bién phép can thiét hoic kién nghi 4p dung nhitng bién phéap can thiét dé
bao vé ngudi to cao, nguoi than thich clia nguoi t6 céo.

d) C6 thai do dung muc, ton trong cong dan, ling nghe, tiép nhan don
khiéu nai, t6 cdo, kién nghi, phan 4nh hodc ghi chép day du, chinh xac ndi dung
ma ngudi dén khiéu nai, t6 cdo, kién nghi, phan anh trinh bay.

d) Giai thich, hudng dan cho ngudi dén khiéu nai, t6 cdo, kién nghi, phan
anh ch?ip hanh chu truong, duong 161, chinh séch, phap luat, két luan, quyét dinh
giai quyét da c6 hiéu luc phap luat cia co quan c6 thim quyén; huéng dan ngudi
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khiéu nai, td céo, kién nghi, phan anh dén dung co quan hoic ngudi ¢ tham
quyén giai quyét.

¢) Truc tiép xu 1y hodc phéan loai, chuyén don, trinh nguoi co6 tham quyén
xtr 1y khiéu nai, to cdo, kién nghi, phan anh; thong bao két qua xir Iy khiéu nai,
t6 c4o, kién nghi, phan anh cho cong dén.

) 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.

2. Cac hanh vi bi nghiém cam:

a) Can tro, giy kho khan, sach nhiéu, phién ha cho ngudi dén khiéu nai, t6
c40, kién nghi, phan anh.

b) Thiéu trach nhiém, phan biét dbi xir trong viéc tiép cong dan.

c) Lam mat hodc 1am sai léch thong tin, tai li€u do ngudi khiéu nai, t6 céo,
kién nghi, phan anh cung cap.

III. NHUNG TRUONG HQP TU CHOI TIEP CONG DAN:

Nguoi tiép cong dan duge tir chdi tiép nguodi dén Try so tiép cong dan
trong cac truong hop sau day:

1. Nguoi trong tinh trang say do dung chat kich thich, ngudi mic bénh tim
than hodc mot bénh khac lam mat kha nang nhan thirc hodc kha nang kiém soat,
diéu khién hanh vi cia minh;

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

3. Nguoi khiéu nai, t6 cao vé vu viéc da giai quyét dung chinh sach, phap
luat, dugc co quan nha nudc cd thim quyén kiém tra, ra soat, thong béo bang
van ban va da duoc tiép, giai thich, huéng din nhung van c¢b tinh khiéu nai, t6
cao kéo dai;

4. Nhitng truong hop khac theo quy dinh ctua phap luat (nhu: Nguoi dai
dién, ngudi duoc ty quyén khiéu nai khong hop phap, khong diung quy dinh)

IV. LICH TIEP CONG DAN:

1. Chu tich UBND phuong tiép cong dan dinh ky vao tha 5 hang tuan.

2. Truong hop can thiét, Lanh dao UBND phudng thuc hién tiép cong dan
dot xuat theo quy dinh cta phap lut.

3. UBND phudng phan cong cong chirc Van phong HDND va UBND tiép
cong dan thudng xuyén vao cac ngay 1am viéc trong tuan.



*Théi gian tiép cong dan:

- Mua he:

+ Budi sang: Tur 7 gid 00 phat dén 11 gior 30 phut;

+ Buoi chiéu: Tir 13 gio 30 phat dén 17 gio;

- Mua dong:

+ Budi sang: Tur 7 gid 30 phat dén 12 gio;

+ Buoi chiéu: Tur 13 gio 00 phat dén 16 gio 30 phut;

* Pia diém:

Tai phong Tiép dan — Tru s& UBND phuong Tan Dan

Pia chi: T6 dan phé H6 Trung, phuong Tan Dan, tinh Thanh Hoa

Hét gio lam viéc, nguoi dén khiéu nai, td cao, phan anh, kién nghi khong
dugc luu lai Tru s¢ Tiép cong dan./.
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