CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap — Tuw do — Hanh phuc

NOQI QUY
Tiép cong dén tai dia diém tiép cong dan xa Quang Lich, tinh Hung Yén
(Ban hanh kém theo Quyét dinh s6 934 /QP-UBND ngay 27 /8/2026
ciia Uy ban nhdn ddn xd Quang Lich)

I. NHUNG QUY PINH CHUNG

1. Poi twong ap dung

- Co quan, to chirc, don vi tham gia tiép cong dan tai dia diém tiép cong dan
xa Quang Lich.

- Céan b9, cong chure thuc hi¢n viée tiép cong dan.

- Co quan, td chire, ca nhan dén khiéu nai, t céo, kién nghi, phan anh.

- Co quan, td chire, don vi, c4 nhan ¢6 lién quan dén cong tac tiép cong dan.

2. Lich tiép cong dan va thoi gian tiép cong dan

2.1. Tiép cong dan thuong xuyén

Vin phong Hoi dong nhan dan va Uy ban nhan dan x4 (sau ddy viét tat 1a
HDND&UBND xi) truc tiép cong dan thuong xuyén trong gid hanh chinh cua tat
ca cac ngay lam viéc trong tuan (tir thit 2 dén thir 6 hang tuan, trir cac ngay ¢, tét)
tai dia di€ém Ti€p cong dan cua xa. Thoi gian lam viéc cu thé theo thong bao cua
Uy ban nhan dan xa (sau day viét tat la UBND xa).

2.2. Tiép cong dan dinh ky, dot xuat

2.2.1. Tiép cong dan dinh ky ciia Chi tich Uy ban nhén déan xi

Chu tich UBND x4 tiép cong dan dinh ky 02 ngay/thang vao cac ngay 10
va 20 hang thang. Truong hop néu vao ngay ti€p cong dan dinh ky, Chu tich
UBND xa phai giai quyét cac cong vi¢c dot xuat theo y€u cau cua cap c6 tham
quyén hodc trung vao ngay nghi (theo quy dinh ctia BJ luat Lao dong) thi ngay
tiép cong dan dinh ky dugc chuyén sang ngay lam viéc tiép theo lién ké. Vige tiép
cong dan dugc thuc hién tai dia diém ti€p cong dan cua xa.

2.2.2. Tiép cong dan dot xuit ciia Chii tich Uy ban nhéan dén xa

Chu tich UBND xa thuc hién viéc tiép cong dan dot Xuét trong cac truong
hop theo quy dinh tai khoan 3 Piéu 18 Luat Ti€p cong dan nam 2013; Thoi gian,
dia diém, thanh phan tham gia ti€p do Chu tich Uy ban nhan dan xa quyét dinh.



3. Hinh thirc tiép cong din

Tiép cong dan dugc thuc hién dudi hinh thuce truc tiép hoac truc tuyén theo
quy dinh.

II. TRACH NHIEM CUA NGUOI TIEP CONG DAN

1. Khi tiép cong dan, nguoi tiép cong dan phai dam bao trang phuc chinh
te, deo thé can bg, cong chirc hoac phu hiéu theo quy dinh.

2. Yéu cau nguoi dén khiéu nai, td cdo, kién nghi, phan dnh néu rd ho tén,
dia chi, sb can cudc hodc giéy chirng nhan can cudc hoac sb dinh danh c4 nhan
hodc s6 hd chiéu; truong hop dugce ngudi khiéu nai tty quyén thi phai c6 van ban
iy quyén hop phap; co don hodc trinh bay rd rang ndi dung khiéu nai, t céo,
kién nghi, phan anh; cung cap thong tin, tai liéu can thiét cho viéc tiép nhan, thu
1y vu viéc.

3. Co thai d¢ dung muc, ton trong cong dan, lang nghe, tiép nhan don khiéu
nai, to cdo, kién nghi, phan anh hodc ghi chép day du, chinh x4c ndéi dung ma
nguoi dén khi€u nai, td cdo, kién nghi, phan anh trinh bay.

4. Giai thich, huong dan cho ngudi dén khiéu nai, t6 céo, kién nghi, phan
anh chap hanh chi treong, dudng 16i, chinh sach, phap luat, két luan, quyet dmh
giai quyet da co hicu luc phap luat ctia co quan, to chirc, c4 nhan c6 tham quyen
huéng dan ngudi khiéu nai, t6 cao, kién nghi, phan anh dén dung co quan, t6 chirc
hodc nguoi ¢ tham quyén giai quyét. Gitr bi mat ho tén, dia chi, bat tich va nhiing
thong tin ¢4 nhan khac cua cong dan theo quy dinh.

5. Trong pham vi trach nhiém, truc tiép xur Iy hodc phan loai, chuyén don,
trinh nguoi c6 tham quyén xur 1y khiéu nai, to cdo, kién nghi, phan anh.

6. Yéu cau nguoi vi pham Noi quy tiép cong dan cham dut hanh vi vi pham;
trong truong hop can thiét, 1ap bién ban vé viéc vi pham va bao cdo kip thoi véi
lanh dao Uy ban nhan dan x4, phdi hop v&i co quan chiic ning dé c6 bién phap
ngan chan va xu 1y kip thoi theo quy dinh ctia phap luat.

III. NGHIA VU CUA NGUOI PEN KHIEU NAI, TO CAO, KIEN
NGHI, PHAN ANH

1. Chap hanh nghiém chinh cac quy dinh cta phap luat va tuan thu Noi quy,
Quy ché Tiép cong déan, tuan thi huéng din ciia nguoi tiép cong dan va ngudi
1am nhiém vu tai Phong tiép cong dan, c6 thai d6 dung myec, ton trong véi nguoi
tiép cong dan.

2. Néu rd ho tén, dia chi, xut trinh gidy to tily than (cin cudc cong dan/gidy
chiing nhan can cudc cong dan/dinh danh ca nhan/ho chiéu), giéy gid1 thiéu hodc
gidy ty quyén (néu cd); cong dan dén Phong tiép cong dan cia xd mic trang phuc
chinh té, lich su; Giir gin vé sinh, khong tu y di chuyén hodc lam hu hong tai san
tai dia diém tiép cong dan xa.
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3. Cong dan dén dia diém Tiép cong dan phai dang ky dé duoc sap xép, bd
tri ti€p theo quy dinh. Trong tru’b'ng hop céng dan da dang ky nhung chua dugc
tiép thi s& duoc chuyén sang tiép tai ky tiép sau. Cong dan phai trinh bay cu thé,

trung thue su viée, cung cap thong tin, tai liéu lién quan dén ndi dung khiéu nai,
t6 c4o, kién nghi, phan anh.

4. Trudong hop nhiéu nguoi cuing khiéu nai, t6 cao, kién nghi, phan anh vé
mot ndi dung thi phai cir nguoi dai dién dé trinh bay noi dung khiéu nai, to céo,
kién nghi, phan anh voi ngu:ol tiép cong dan. Nguoi dai dién phai 12 nguoi khiéu
nai, nguoi to cdo, ngudi kién nghi, ngu’ol phan anh. Viéc cu ngu’m dai dién phal
thé hién bang vin ban co chit ky cia tat ca nhitng ngudi khiéu nai, t6 céo, kién
nghi, phan anh; Nguoi dai dién phai chiu trach nhiém trudc phap luat vé tinh hop
phap cua viéc dai dién.

Vi¢e cu dai dién duogc thuc hién nhu sau: Truong hop co6 tir ndm dén muoi
nguoi thi cir mot hodc hai ngudi dai dién; truong hop ¢é trén mudi nguoi thi co
thé cir thém nguoi dai dién, nhung khong qua nim nguoi.

5. Chiu trach nhiém trude phap luét vé ndi dung khiéu nai, t6 céo, kién nghi,
phan anh cua minh. Khong dugc g1 dung quyén khiéu nai, t6 céo, kién nghi, phan
anh dé xuyén tac, vu khdng, kich dong, gy mét trat ty ¢ khu vuc phia ngoai va
trong dia diém Tiép cong dan xa hodc c6 hanh vi can trg, de doa, hanh hung, xtic
pham cén b tiép cong dan 1am nhiém vu, lanh dao Uy ban nhan déan x4, lanh dao
cac co quan, don vi to chitc, c4 nhan tham gia tiép cong dan.

6. Khong dugc mang, st dung bang ron, khau hiéu, loa dai, tréng, cac do
vat cong kénh, vii khi, hung khi, chat gay chdy no, doc hai, d6 vat cam luu hanh
va cac do vat, chat cam khac theo quy dinh cua phap luét tai dia diém Ti€p cong
dan xa.

7. Khong dugc tu ¥ sir dung phuong tién quay phim, chup anh, ghi am, ghi
hinh, phat truc ti€ép hinh anh buoi ti€p cong dan néu khong dugc sy dong y cua
nguoi chu tri ti€p cong dan. Khong dugce can thi¢p, du nghe viéc khiéu nai, to céo,
kién nghi, phan anh ctia nguoi khac.

8. Hét gio lam viéc, moi cong dan phai roi khoi dia diém tiép cong dan xa.

9. Cac co quan, to chirc, ca nhan dén dia diém Tiép cong dan phai chap
hanh cac quy dinh ctua phap luat va thuc hién nghiém N§i quy nay. Néu vi pham
thi tiy theo tinh chat, mtrc d6 sé& bi xir 1y theo quy dinh ctia phap lut.

IV. CAC TRUONG HQP TU CHOI TIEP CONG DAN

1. Nguoi trong tinh trang say do dung chat kich thich, nguoi mac bénh tim
than hodc mot bénh khac lam mat kha nang nhéan thic hodac kha nang dicu khién
hanh vi cia minh.
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2. Nguoi c6 hanh vi de doa, xtic pham co quan, to chuc, don vi, nguoi tiép
cong dan, nguoi thi hanh cong vu hodc cé hanh vi khac vi pham ndi quy noi tiép
cong dan.

3. Nguoi khiéu nai, td cao vé vu viéc da giai quyét dung chinh sach, phap luat,
duoc co quan nha nude ¢o6 tham quyén kiém tra, ra soat, thong bao bang van ban va
da dugc ti€p, giai thich, hudng dan nhung van ¢6 tinh khi€u nai, to cao kéo dai.

4. Nguoi mang theo vii khi, vat liéu nd, cong cu hd tro hodc cac vat dung
nguy hiém, chat nguy hi€ém khéc theo quy dinh cia phap luat ma khong chap hanh
yéu cau gui tai noi quy dinh hodc giao ndp cho by phan dam bdo an ninh, trat tu.

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

6. Nguoi tu y ghi 4m, ghi hinh, phat truc tiép tai noi tiép cong dan trong
truong hop ngudi chu tri tiép cong dan dd yéu cau khong ghi am, ghi hinh, phat
truc tiép dé bao vé bi mat nha nude, bi mat doi tu, dir liéu ca nhan, bao vé nguoi
t6 cdo theo quy dinh ctia phap luat hodc tu ¥ ghi am, ghi hinh, phat truc tiép gay
anh hudng truc tiép dén an ninh, trat ty tai noi tiép cong dan.

7. Ngudi c6 hanh vi kich dong, 16i kéo, gay rdi trat tu cong cong tai noi tiép
cong dan.

8. Nguoi khong c6 niang luc hanh vi dan su day di ma khong c6 ngudi dai
dién hop phap.

9. Ngudi dai dién, nguoi dugc Gy quyén thuc hién khiéu nai, kién nghi,
phan anh nhung khong xuat trinh dugc gidy to chimg minh tu cach dai dién hop
phap theo quy dinh ctia phap luat.

10. Noi dung trinh bay khong thudc pham vi khiéu nai, t6 céo, kién nghi,
phan anh theo quy dinh ctia phap luat vé tiép cong dan.

11. Nguoi kién nghi, phan dnh vé vu viéc di duoc co quan, td chue, don vi,
nguoi ¢o6 tham quyén tiép, huong dan hodc tra 161 bang van ban theo dung quy
dinh va khong c6 ndi dung, tinh tiét maoi.

12. Vu viéc da c6 ban an, quyét dinh cua Toa an c6 hi€u luc phap luat va
khong thude truong hop dugce xem xét lai theo quy dinh cua phap luat. Viéc xac
dinh vu viéc khong thudc truong hop duge xem xét lai phai can cr vao van ban
tra 10 ctia co quan nha nudc ¢ tham quyén.

13. Vu viéc dang dugc co quan, t6 chure, don vi c6 tham quyén khac thu 1y,
gidi quyét theo trinh tu, tha tuc luat dinh.

Céc co quan, tO chirc, c4 nhan dén noi tiép cong dan va nguoi tiép cong dan
phai nghiém chinh chip hanh cac quy dinh cua phap lut va thuc hién nghiém Noi
quy ndy. Néu vi pham thi tiry theo tinh chat, mirc d6 s& bi xir 1y theo quy dinh cta
phap luat./.
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