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1. MUC PiCH

Quy dinh trinh ty céch thirc thuc hién thu tuc Tiép cong dan.

2. PHAM VI

- Ap dung cho hoat dong Tiép cong dén.

- Ap dung ddi vai can bo cong chirc thuoc UBND.
3. TAI LIEU VIEN DAN

- Tiéu chuan qudc gia TCVN ISO 9001:2015;

- Luat Tiép cong dan nam 2013;

- Luat Khiéu nai nam 2011,

- Luat T6 céo nam 2018;

- Nghi dinh s6 31/2019/ND-CP ngay 10/4/2019 quy
bién phap t6 chtrc thi hanh Luat T6 cao;

dinh chi tiet mot so diéu va

- Nghi dinh sé 64/2014/ND-CP ngay 26/6/2014 quy dinh chi tiét thi hanh mot

sO di€u cua Luat tiép cong dan;

- Nghi dinh 124/2020/ND-CP ngay 19 thang 10 ndm 2020 cua Chinh phu quy
dinh chi tiét mot s6 di€u va bi¢n phap thi hanh Luat khiéu nai;
- Thong tu s6 04/2021/TT-TTCP ngay 01/10/2021 quy dinh quy trinh tiép cong

dan;
- Thong tu s6 05/2021/TT-TTCP ngay 01 thang 1

0 nam 2021 quy dinh quy

trinh xtr Iy don khiéu nai, don t6 cao, don kién nghi, phan anh;
- Thong tu s6 02/2016/TT-TTCP ngay 20/10/2016 ctia Thanh tra Chinh phi.

4. PINH NGHIA, VIET TAT

- CT/PCT : Chu tich, Phé Chu tich
- TTHC : Tha tuc hanh chinh

- UBND : Uy ban nhén dan

- TT : Thanh tra

5. NOI DUNG QUY TRINH

5.1 | Piéu kién thue hién Thi tuc hanh chinh

dén noi tiép cong dan trong cac trudng hop sau day:

than hoic mot bénh khac 1am mat kha ning nhan
khién hanh vi ciia minh;

cong dan, nguoi thi hanh cong vu hodc c6 hanh vi

Theo Diéu 9, Luét tiép cong din, ngudi tiép cong din duge tir chdi tiép ngudi

1. Nguoi trong tinh trang say do ding chat kich thich, ngudi mic bénh tim

thirc hoac kha nang dic¢u

2. Nguoi ¢6 hanh vi de doa, xic pham co quan, t6 chirc, don vi, nguoi ti€p

khac vi pham no1 quy noi
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tiép cong dan;
3. Nguoi khiéu nai, t6 cdo vé vu viée da giai quyét ding chinh sach, phap luat,

dugc co quan nha nude co thAm quyén kiém tra, ra soat, thong bao bang van

ban va da duoc tlep, giai thich, huéng dan nhung van ¢d tinh khiéu nai, t6 cao
kéo dai;
4. Nhiing truong hop khac theo quy dinh cua phap luat.

5.2 | Thanh phan hd so Ban chinh | Béan sao

Don khiéu nai, don t6 cdo, don kién nghi, don phan
anh hodc van ban ghi lai ndi dung khiéu nai, t6 céo,

- A . s . ~ 1.7 - -2 P X
kién nghi, phan &anh (c6 chir ky hodc diém chi cua
cong dan);
Céc tai li¢u, giay to do nguoi khicu nai, to cdo, kién «

nghi, phan dnh cung cap.

5.3 | S6 lwong ho so

01 bo

5.4 | Thoi gian xir ly

10 ngay lam vi¢c ké tur ngay tiép nhén ndi dung khiéu nai, t6 céo, kién nghi,
phan anh.

5.5 | Noi tiép nhan va tra két qua

Ban Tiép cong dan

5.6 | Lé phi

Khong quy dinh

5.7 | Quy trinh xi ly cong viéc

TT Trinh tu Trach Thoi | Biéu maw/
nhiém | gian | Kétqua

Bl | Pén tiép, xac dinh nhén than ciia cong | Cong chic 01 | Theo 5.2
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dan:

Nguoi tiép cong dan don tiép, yéu cau
cong dan néu r6 ho tén, dia chi hoac Xudt
trinh gidy to tiy than; truong hop dugc uy
quyen thi yéu cau xuat trinh glay uy
quyén.

dugc phan
cong

gio
lam
viéc

B2

Nghe, ghi chép ndi dung khiéu nai, to
c40, kién nghi, phan anh, tiép nhin
thong tin, tai licu:

Khi nguoi khiéu nai, t6 cao, kién nghi,
phan anh c6 don trinh bay ndi dung rd
rang, day du thi ngudi tlep cong dan can
xac dinh nodi dung vu viéc, yéu cdu cua
cong dan dé xir Iy cho phu hop.

Néu noi dung don khiéu nai t6 cao, kién
nghi, phan anh khong r6 rang, chua day du
thi nguoi tiép cong dan dé nghi coéng dan
viét lai don hodc viét bd sung vao don
nhing ndi dung chua rd, con thiéu.

Truong hop khong c6 don khiéu nai, to
céo, kién nghi, phan anh thi ngudi tiép
cong dan huéng din coéng dan viét don
theo quy dinh cua phép luat.

Néu cong dan trinh bay tryc tiép thi nguoi
tiép cong dan ghi chép day du, trung thuc,
chinh x4c ndi dung khiéu nai, td cdo, kién
nghi, phdn anh do cong dan trinh bay; ndi
dung nao chua rd thi d& nghi cong dan
trinh bay thém, sau d6 doc lai cho cong
dan nghe va dé nghi cong dan ky tén hoic
diém chi xac nhén vao van ban.

Trudng hop nhiéu ngudi dén khiéu nai, t6
cdo, kién nghi, phan anh vé cung mot nodi
dung thi nguoi tiép cong dan hudng dan
ho ctr nguoi dai dién dé trinh bay noi dung
khiéu nai, t6 cdo, kién nghi, phan anh;
ngudi tiép cong dan ghi lai ndi dung bang
van ban.

Trudng hop don cé nhidu ndi dung khac
nhau thi nguoi tiép cong dan huéng dan
cong dan tach riéng ting ndi dung dé giri

Cong chuc
dugc phan
cong

04
gio
lam
viéc

Biéu mau
theo
QT.XLb
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dén dung co quan, t6 chure, don vi c6 tham

quyeén giai quyeét. 03-07
Nguoi tiép cong dan tiép nhan cac thong
tin, tai ligu, béng chimng lién quan dén viéc Biéu mau
khiéu nai, t& cao, kién nghi, phan anh do theo
cong dan cung cap (néu cd) va phai Vlet QT.TCD
giao gidy bién nhan cac tai liéu da tiép 03-02;
nhan cho cong dan.

B3 | Phan loai, xir Iy khiéu nai, té cdo, kién | Cong chic | 73
nghi, phan anh tai noi tiép cong dan: dugc phan | gio
- Viéc phan loai, xtt Iy khiéu nai, t6 cdo cong lam
dén co quan, t6 chuc, don vi, nguoi co viée
tham quyén thu 1y, giai quyét trong qué
trinh tiép cong dan dugc thuc hién nhu
sau: ?
+ Truong hop khiéu nai, t6 cao thudc Biéu mau
thim quyén giai quyét ctia co quan, t6 theo
chirc, don vi minh va du diéu kién thu ly QT. TCD
thi nguoi tiép cong dan tiép nhan thong 03-03;
tin, tai liéu, chung ctr kém theo, dong thoi
bao céo voi Thu trudng co quan, td chuc,
don vi thu ly.
+ Truong hop khleu nai, to cao khong g x
thude tham quyén giai quyét ctia co quan, Bicu mau
t6 chtrc, don vi minh thi huéng dan nguoi theo
khiéu nai, t6 cdo dén co quan, to chirc, QT.TCD
don vi c6 tham quyén dé khiéu nai, t6 céo. 82-06; 03-

+ Truong hop khiéu nai, t6 cdo di dugc
giai quyet dang chinh sach, phap luat thi
nguoi tiép cong dan giai thich, huong dan
dé nguoi dén khiéu nai, t6 cdo chap hanh
nghiém chinh quyét dinh giai quyét khiéu
nai, quyét dinh xtr Iy hanh vi vi pham bi t6
cao va yeu cau cong dan cham dut viéc
khiéu nai, t6 céo.

+ Truong hop nhan dugc don khiéu nai, t6
cao khong do ngudi khiéu nai, nguoi to
c4o truc tiép chuyén dén thi thyc hién viéc
phan loai va xtir 1y theo quy dinh ctia phap
luat vé khiéu nai, t céo.

- Viéc phan loai, xtr 1y kién nghi, phan
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anh dén co quan, td chtre, don vi, nguoi
c6 tham quyén thu 1y, giai quyét trong qua
trinh tiép cong dan dugc thuc hién nhu
sau:
+ Truong hop kién nghi, phan anh thudc o
thim quyén giai quyét ciia co quan, t6 Bicu mau
quyen giar quy quan,

chtre, don vi minh thi nguoi tiép cong dan theo
b4o cao ngudi c6 tham quyén dé nghién QT.KNTC
ctru, xem xét, giai quyét hodc phan cong 03-03;
bd phan nghién ctru, xem xét, giai quyét.
+ Trudng hop kién nghi, phan anh khong Biéu mau
thudc thim quyén giai quyét cua co quan, theo
to chirc, don vi minh thi nguoi tiép cong QT.KNTC
dan chuyén don hodc chuyén ban ghi lai 03-10
ndi dung trinh bay cua ngudi kién nghi,
phan anh dén co quan, t6 chire, don vi ¢
tham quyén dé nghién ciru, tiép thu, xem
xét, giai quyét.
6. BIEU MAU

TT | M3 hiéu Tén Biéu miu

1. Cac miu vin ban ban hanh kém theo Thong tu s6 04/2021/TT-

TTCP cua Thanh tra Chinh phu ngay 01/10/2021 quy dinh quy trinh
tiep cong dan; Thong tu s6 05/2021/TT-TTCP ngay 01/10/2021 cua
Thanh tra Chinh phu

7. HO SO LUU

TT H6 so luu

1. | Phiéu kiém soat qua trinh giai quyét hd so (néu co)

2. Don khi€u nai, don t6 cdo, don kién nghi, don phan 4nh hodc van ban ghi lai
ndi dung khiéu nai, t6 cdo, ki€n nghi, phan anh (c6 chitr ky hodc diém chi cua
cong dan);

Céc tai li¢u, gidy to do nguoi khi€u nai, to cdo, kién nghi, phan dnh cung cap

4. | Gidy bién nhan thong tin, tai liéu, bang chtng; céng vin huéng dan; cong
van chuyén don

5. S6 tiép cong dan

Hb so duoc luu trir, bao quan tai bo phin chuyén mén sau d6 chuyén xudng luu trix
cua co quan theo quy dinh
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