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

XA |A DREH Poc 1ap - Tw do - Hanh phc
S6:28 /QD-UBND Ia Dreh, ngay 10 thang 7 nam 2025
QUYET PINH

V/v ban hanh Ngi quy tiép cong dan tai Tru sé UBND xi Ia Dreh

~ CHU TICH UY BAN NHAN DAN XA
Can cir Ludt To chiee chinh quyén dia phwong ngay 16 thang 6 nam 2025;

Can cir Ludt Tiép cong dan ngay 25 thang 11 nam 2013;

Cdn cir Nghi dinh s6: 64/2014/ND-CP ngay 26 thang 6 nam 2014 ciia Chinh
phii Quy dinh chi tiét thi hanh mét sé diéu cia Ludt tiép cong dan;

Can cir Nghi dinh s6: 141/2025/NP-CP ngay 12 thang 6 nam 2025 cia Chinh
phii quy dinh vé phan dinh tham quyén cia chinh quyén dia phwong 02 cdp trong linh
viee quan Iy Nha nwoc cua Thanh tra Chinh phu,

Can cit Théng tw so: 04/2021/TT-TTCP ngay 01 thang 10 nam 2021 ciia Tong
Thanh tra Chinh phii Quy dinh quy trinh tiép céng dén;

Can cit Théng tw so: 05/2021/TT-TTCP ngay 01 thang 10 nam 2021 ciia Tong
Thanh tra Chinh phii Quy dinh quy trinh xit 1y don khiéu nai, don 16 cdo, don kién nghi,
phan anh;

Can cir Théng tw so: 02/2025/TT-TTCP ngay 25 thang 6 nam 2025 ciia Thanh
tra Chinh phit huéng dan thiee hién mét s6 quy dinh thudc linh viee quan 1y nha nwée
ciia Thanh tra Chinh phii lién quan dén chinh quyén dia phirong 2 cdp;

Theo dé nghi ciia Chanh Vin phong HDND-UBND x4.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay 1a N§1 quy tiép cong dan tai Tru s&
Uy ban nhan dan xa Ia Dreh (cé Ngi quy kém theo).

Piéu 2. Chanh Vian phong HDND-UBND x3, Thi trudong cic phong, ban,
nganh xa, cac t6 chirc, ca nhan c6 lién quan dén khiéu nai, t6 cdo, kién nghi, phan anh
tai Tru s¢& Uy ban nhan dan xa chiu trach nhiém thi hanh quét dinh nay.

Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay kY.~
Noi nhgn: CHU TICH

an. _~— N DAS :

-Nhu Didu2; NG
- Ban Tiep cong dan tinh; (B/c)
- Thuong truc Pang uy-HDND x&; (B/c)

- Lanh dao UBND x4; 7

- Uy ban MTTQ Viét Nam va cac doan thé xa;

- Céc co quan tham muu, gitip viéc Dang uy x4; n <. \

- Céc co quan, don vi thuoc UBND x3; \\\\% Thuy Van

- Trang Thong tin dién tr xa;
- Luu VP-UBND;TH-Binh.
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AN CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

NOI QUY

PAN TAI TRU SO UY BAN NHAN DAN XA |A DREH
m theo Quyét dinh s628 /QD-UBND ngay10 thang 7 ndm 2025
ciia Chii tich Uy ban nhén dén x& la Dreh)

= (T
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|. NHUNG QUY PINH CHUNG

1. Cac co quan, t6 chirc tham gia t1ep cong déan tai Tru s& Uy ban nhan dan
xa la Dreh (goi tat 1a Tru s6 UBND xa) ¢ trach nhi¢ém thyc hién cac nhiém vu
tiép cong déan den khiéu nai, té cdo va kién nghi, phan anh cac van thudc trach
nhiém, thim quyén theo quy dlnh cua phap luat.

2. Thoi gian va lich tiép cong dan dinh ky ciia Chu tich UBND xa:

2.1. T6 chirc tiép cong dan dinh ky vao ngay thir 5 hang tuan. Khi Chu tich
UBND x& ¢6 1y do chinh dang khong truc ti€p cong dan thi phai uy quyen cho
Phé Chu tich UBND xa tiep cong dan theo quy dinh cua phap luat va Quy ché
lam viéc ctia Uy ban nhan dan xa.

2.2. Vé thoi gian:
+ Séang tir: 07 gid 30 phat dén 11 gid 00 phit.
+ Chiéu tir: 13 gid 30 phut dén 17 gio 00 phit.
2.3. Lich tiép cong dan duoc niém yét tai Phong tiép cong dan-Tru so

HDND-UBND xa, thong bao trén phuong ti€n thong tin dai chung, dang trén
Trang thong tin dién tur Xa .

2.4. Chu tich Uy ban nhan dan x4 thuc hién vigc tlep cong dan dot xuat theo
quy dinh ctia phap luat va tinh hinh thyc té trén dia ban X4 .

2.5. Chu tich UBND xa phan cong chuyén vién Vin phong HDND-UBND
xa thyc hién nhiém vu tlep cong dan thu’ong xuyeén tai tru s¢ Uy ban nhan dan xa
trong gio hanh chinh céc ngay lam viéc trong tuan. Hoi dong nhan dan xa bo tri
can bo tiép cong dén tai try sé Uy ban nhan dan x4 .

3. bia diém tiép cong dan: Tai Phong tiép cong dan - Try s¢ HDND-UBND
X4, dia chi: Budn Hdreh, xa la Dreh, tinh Gia Lai.

I1. POI VOI CONG DAN PEN KHIEU NAI, TO CAO, KIEN NGHI,
PHAN ANH

1. Khi dén noi tiép cong dan, nguoi khiéu nai, to cdo, kién nghi, phan anh
c6 cac quyén sau day:

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

b) Puoc hudng dan, giai thich vé ndi dung lién quan dén khicu nai, t0 cao,



kién nghi, phan anh ctia minh;
c) Khiéu nai, to cdo v€ hanh vi vi pham phap luat ciia nguoi tiép cong dan;

d) Nhan thong bao vé viée tiép nhan, két qua xtr 1y khiéu nai, t cdo, kién
nghi, phan anh;

d) Truong hop nguoi khiéy nai, t6 céo, kién nghi, phan anh khong sir dung
thong thao tiéng Viét thi c6 quyén st dung ngudi phién dich;

e) Cac quyén khac theo quy dinh cta phap luat vé khiéu nai, té cdo.

2. Khi dén noi ti€p cong dan, ngudi khi€u nai, to céo, kién nghi, phan anh
c6 cac nghia vu sau day:

a) Neéu rd ho tén, dja chi hodc xut trinh gidy to tuy than, gidy Gy quyén
(néu co);

b) C6 thai d6 dung muc, ton trong d6i voi nguoi tiép cong dan;

c) Trinh bay trung thue sy viéc, cung cap thong tin, tai liéu lién quan dén

ndi dung khiéu nai, t6 céo, kién nghl phan anh; ky hoac dlem chi x4c nhan nhiing
noi dung trinh bay da dugc nguoi tiep cong dan ghi chép lai;

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

d) Trudng hop nhiéu ngu’m cung khleu nai, t6 céo, kién nghi, phan anh vé
mot ndi dung thi phai cur nguoi dai dién dé trmh bay noi dung khiéu nai, td cdo,
kién nghi, phan 4nh;

e) Chiu trach nhiém trudc phap luat vé nodi dung khiéu nai, t6 cdo cua
minh.

111. POI VOINGUOI TIEP CONG DAN

1. Khi tlep cong dan, nguoi tiép cong dan phai bao dam trang phuc chinh
té, ¢6 deo thé cong chure, vién chure hodc phu hi€u theo quy dinh.

2. Yéu cau nguoi den khiéu nai, t6 cao, kién nghl _phéan anh néu rd ho tén,
dia chi hodc xuat trinh glay to tuy than glay iy quyén (néu co); co don hodc trinh
bay 10 rang ndi dung khi€u nai, t6 céo, kién nghl phan anh; cung cap thong tin,
tai liéu can thiét cho viéc tiép nhan thu 1y vu viéc.

3. Co thai do dung muc, ton trong cong dan, lang nghe, tlep nhan don
khiéu nai, to céo, kién ngh1 phan anh hoac ghi chép day du, chinh xac ndi dung
ma nguoi dén khleu nai, to 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, dudng 16i, chinh sach, phap 1uat ket luén, quyét dinh
giai quyet da co hi€u luc phap luat cua co quan co thAm quyén; hu’O’ng dan nguoi
khleu nai, to cdo, kién nghi, phan anh dén ding co quan hoic ngudi c6 tham
quyen giai quyet

5. Truc tlep xtr ly hoac phan loai, chuyén don, trinh ngu’oq co tham quyen
xu 1y kh1eu nai, to céo, kién ngh1 phan 4nh; thong bao két qua xir 1y khiéu nai, t6
c4o, kién nghi, phan anh cho cong dan.
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6. Yéu cau nguoi vi pham ndi quy noi tiép cong dan cham duat hanh vi vi
pham; trong truong hop can thiét, lap bién ban vé viéc vi pham va yéu ciu co
quan churc nang xu 1y theo quy dlnh cua phap luat.

7. Gilr bi mat ho t€n, dia chi, but tich va thong tin ca nhan khac cua nguoi
t6 cao, trur truong hop nguoi t6 cdo co yéu cau khéc.

IV. CAC TRUONG HQP TU CHOI TIEP CONG DAN

Nguoi tiép cong dan duoc quyén tir chbi tlep khi cong dan vi pham cac quy
dinh tai Dleu 9 Luat Tlep cong dan nhung phai giai thich cho cong dan duoc biét
Iy do tir chdi tiép, cu thé:

1. Nguoi trong tinh trang say do dung chat kich thich, ngudi mic bénh tdm
than hodc mot bénh khac 1am mat kha nang nhan thuc hoac kha nang diéu khién
hanh vi ciia minh;

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

3. Nguoi khiéu nai, t6 cao Ve vu viée da giai quyet ding chinh sach, phap

luét, dugc co quan nha nudge co tham quyen kiém tra, ra soat, thong bao bang van

ban va da duoc tiép, giai thich, huéng dan nhung van ¢ tinh khiéu nai, t6 céo kéo
dai;

4. Nhitng truong hop khac theo quy dinh cua phép luét.
V. CAC HANH VI BI NGHIEM CAM

1. Gay phién ha, sach nhiéu hodic can tr& ngudi dén khiéu nai, t6 cdo, kién
nghi, phan anh.

2. Thiéu trach nhiém trong vigc tlep cong déan; lam mat hodc lam sai l¢ch
thong tin, tai liéu do ngudi khiéu nai, t6 céo, kién nghi, phan anh cung cép.

3. Phan biét ddi xir trong khi tiép cong dan.

4. Loi dung quyén khiéu nai, t6 cdo, kién nghi, phan anh dé gay roi trét tu
cong cong.

5. Xuyén tac, vu khéng, gay thiét hai cho co quan, td chure, don vi, c4 nhan.
6. Pe doa, xtic pham co quan, to chirc, don vi, ngudi tiép cong dan, nguoi
thi hanh cong vu.
7. Kich dong, cudng ¢p, du dd, 16i kéo, mua chudc nguoi khac tip trung
dong ngudi tai noi tiép cong dan.
8. Vi pham cac quy dinh khac trong ndi quy, quy ché tiép cong dan.
VI. TO CHUC THUC HIEN
1. Céc co quan, don vi, cac budn c6 trach nhiém phd bién, quan triét Noi
quy nay téi can bo, cong churc, vién chirc, nguoi lao dong va nhan dan thudoc don
vi, dia phuong quén ly.

2. Céc t6 chuic, c4 nhan dén tham gia tiép cong dan tai Tru s6 UBND xa
phai chap hanh nghlem chinh quy dinh cua phép luat va Noi quy nay. Truong hop
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vi pham tuy theo tinh chat, mirc d6 s& bj xir 1y vi pham hanh chinh hodc truy
ctru trach nhiém hinh su theo quy dinh cua phép luat

3. Chéanh Van phong HDND-UBND x4 niém yét Noi quy nay tai phong
Tiép cong dan - Tru s6 HDND- UBND xa ; theo doi, don doc klem tra viéc thuc
hién; kip thoi bao cao Chu tich Uy ban nhan dan xa nhu:ng van dé vudng mac phat
sinh, trudng hop can thiét, dé xudt sira ddi, bd sung cho phu hop./.
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