UY BAN NHAN DAN CQNG HOA XA HOI CHU NGHIA VIET NAM

XA BAC THUY ANH Doc lap - To do - Hanh phuc
So:  /QD - UBND Bdc Thuy Anh, ngay [)jjthang nam 20
QUYET DINH

Ve viec ban hanh Noi quy tiep cong dan
tai tru so tiep cong dan xa Bac Thuy Anh

CHU TICH UY BAN NHAN DAN XA BAC THWY ANH

Can cu Luat To chuc chinh quyen dia phuomg ngay 16 thang 6 nam 2025;
Can cuLuat Tiep cong dan ngay 25 thang 11 nam 2013;

Can cuNghi dinh so 64/2014/ND-CP ngay 26 thang 6 nam 2014 cua Chinh
phu quy dinh chi tiet thi hanh mot so dieu cua Luat Tiep cong dan;

Can cu nghi dinh so 141/2025/ND-CP ngay 12 thang 6 nam 2025 cua Chinh
phu quy dinh ve phan dinh tham quyen cua chinh quyen dia phuomg 02 cap linh
vuc quan ly nha nude cua Thanh tra Chinhphu;

Can cu Thong tu so 04/2021/TT-TTCP ngay 01 thang 10 nam 2021 cua
Tong Thanh tra Chinh phu quy dinh Quy trinh tiep cong dan;

Can cu Thong tu so 02/2025/TT-TTCP ngay 25 thang 6 nam 2025 cua Tong
Thanh tra Chinh phu hucmg dan thuc hien mot so quy dinh thude linh vuc quan ly
nhci nude cua Thanh tra Chinh phu lien quan den chinh quyen diaphuang 02 cap;

Theo de nghi cua Chanh Vanphdng HDND-UBND xa va To trudng To tiep
cong dan xa,

QUYET DINH:

Diéu 1. Ban hanh kem theo Quyét dinh nay Noi quy Tiép cong dan tai lay
ban nhan dan xa Bac Thuy Anh.

Dieu 2. Quyet dinh nay co hieu lire thi hanh ke t*ngay ky.

Dieu 3. Chanh Van phdng HDND-UBND xa; To truemg To tiep cong dan
xa; Thu truong cac phdng ban, don vi, ca nhan co lien quan chiu trach nhiem thi
hanh Quyet dinh nay./.

Noi nhan:

- UBND tinh (Bao cao);

- Thanh tra tinh (Bao cao);
-TT HU, HDND, UBND xa;
- Nhu Dieu 3;

- Luu VT.



UY BAJMfIgBFS&N CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu-do - Hanh phuc

TIEP CONG_DAMAI TRU SCI CO QUAN UBND XA BAC THUY ANH
(Ban hanh kem theo Quyetdinh so ij* /QD-UBND ngayOJ/ k/2025 cua Chu tich
Uy ban nhan dan xa Bac Thuy Anh)
A. QUYEN VA NGHIA VU CUA NGITé»I DEN KHIEU NAI, TO CAO,
KIEN NGHI, PHAN ANH
I. Quyen cua cong dan

1 Trinh bay Ve noi dung khieu nai, to cao, kien nghi, phan anh va cung cép
cac tai lieu co lien quan den khieu nai, to cao, kien nghi, phan anh.

2. Duoc hudng dan, giai thich ve noi dung lien quan den khieu nai, to cao,
kien nghi, phan anh cua minh.

3. Khieu nai, to cao ve hanh vi vi pham phap luat cua ngubi tiep cong dan.

4. Nhan thong bao Ve viec tiép nhan, ket qua xur ly khieu nai, to cao, kien
nghi, phan anh.

5. Truong hop ngubi khieu nai, to cao, kien nghi, phan anh khong su dung
thong thao tieng Viet thi co quyen dua phien dich di cung va tir tra thu lao, chi phi
khac cho ngubi phien dich.

6. Duoc thuc hien cac quyen khac theo quy dinh cua phap luat ve khieu nai, to
Cao.

Il. Nghla vu cua cong dan

1 Den phong tiep cong dan, xuat trinh can cube cong dan, giay mbi, giay uy
quyen hoac cac giay to hop phap khac theo quy dinh; tuan thu hubng dan cua
ngubi tiép cong dan; co thai do dung muc, ton trong ngubi tiép cong dan.

2. Trinh bay cu the, trung thuc vu viec, neu ro yeu cau va cung cap thong tin,

tai lieu lien quan den noi dung khieu nai, to cao, kien nghi, phan anh cua minh va
Ky xac nhan nhung noi dung trinh bay da duoc ngubi tiep cong dan ghi chep lai.

3. Cu ngubi dai dien vbi ngubi tiep cong dan, trong trubng hop co nhieu
ngubi cung den khieu nai, to cao, kien nghi, phan anh ve cung mot noi dung:

a. Trong trubng hop doan co tu 05 den 10 ngubi thi cu tu 01 den 02 ngubi
dai dien de trinh bay noi dung khieu nai, to cao, kien nghi, phan anh;

b. Trong trubng hop doan co tren 10 ngubi thi cu them ngubi dai dien nhung
khong qua 05 ngubi.



4. Khong dugc lgi dung quyen khieu nai, to cao, kien nghi, phan anh de
xuyen tac, vu khong, kich dong, gay roi trat tir hoac co hanh vi can trd viec thuc
hien nhiem vu, de doa, hanh hung, lang ma, xuc pham co quan Dang va Nha nude,
ngudi tiep cong dan, ngudi thi hanh cong vu tai khu virc tru sd co quan Uy ban
nhan dan xa.

5. Khong dugc mang vu khi, chat gay chay no, chat doc hai va cac phuong
tien nguy hiem khac, cac loai cd, bang bien, khau hieu, tranh anh, loa dai, nhung
vat cong kenh, dong vat vao noi tiep cong dan.

Khong xui giuc, kich dong, lira doi, cudng ep, du do, loi keo, mua chuoc
ngudi khac tap trung dong ngudi tai noi tiep cong dan.

6. Giu gin ve sinh, khong tu'y di chuyen hoac lam hu hong tai san cua phong
tiep cong dan. Het gid lam viec, cong dan phai rdi khoi phong tiep cong dan.

B. NHIEM VU CUA CAN BO, CONG CHIiTC LAM NHIEM VU TIEP
CONG DAN

1 Khi tiep ngudi den khieu nai, to cao, kien nghi, phan anh (goi tat la cong
dan), ngudi tiep cong dan phai dam bao trang phuc chinh te, deo the cong chuc;
doi vdi cac don vi co quy dinh ve trang phuc thi mac trang phuc nganh theo quy
dinh.

2. Hubng dan cong dan chap hanh Noi quy tiep cong dan tai Tru sd co quan
Uy ban nhan dan xa; yeu cau cong dan xuat trinh can cudc cong dan, giay uy
quyen (trudng hgp dugc uy quyen) va cac giay td khac theo quy dinh; yeu cau
cung cap thong tin, tai lieu can thiet cho viec tiep nhan, thu ly vu viec.

3. Co thai do dung muc, ton trgng cong dan, lang nghe, ghi chep day du,
chinh xac noi dung cong dan den khieu nai, to cao, kien nghi, phan anh.

4. Giai thich, hubng dan cong dan chap hanh phap luat va ket luan, quyet
dinh giai quyet da co hieu lire phap luat cua co quan co tham quyen; hubng dan
cong dan den dung co quan hoac ngudi co tham quyen giai quyet.

5. Trong pham vi trach nhiem true tiep xu ly hoac phan loai, chuyen don,
trinh ngudi co tham quyen xu ly khieu nai, to cao, kien nghi, phan anh; thong bao
ket qua xu ly khieu nai, to cao, kien nghi, phan anh cho cong dan.

6. Yeu cau cong dan vi pham Noi quy tiep cong dan cham dirt hanh vi vi
pham; trong trudng hgp can thiet, lap bien ban ve viec vi pham va yeu cau co quan
chuc nang xu ly theo quy dinh cua phap luat.

7. Giu bi mat hp ten, dja chi, but tich va thong tin ca nhan khac cua ngudi td
cao, trir trudng hgp ngudi td cao co yeu cau khac.



C. CAC TRUING HOP TIT CHOI TIEP CONG DAN

1 Cong dan khong chap hanh Noi quy va hudng dan cua ngudi tiep cong
dan.

2. Cong dan trong tinh trang khong lam chu dirge hanh vi cua ban than, hoac
sir dung chat kich thfch, cong dan da dugc co quan co tham quyen xac dinh la
ngudi mac benh tarn than hay mot benh khac lam mat kha nang nhan thuc va han
che nang lire hanh vi dan sir theo quy dinh cua phap luat.

3. Ngudi khieu nai, to cao, kien nghi ve vu viec da giai quyet dung chinh sach,
phap luat, dugc co quan Nha nude co tham quyen ra soat, thong bao bang van ban va
da dugc tiep, giai thich, hudng dan nhung van co tinh khieu nai, to cao, kien nghi keo
dai.

4. Ngudi co hanh vi can trd, de doa, hanh hung, lang ma, xuc pham co quan
Dang va Nha nude, ngudi tiep cong dan, ngudi thi hanh cong vu tai Tru sd co quan
Uy ban nhan dan xa.

5. Lgi dung quyen khieu nai, to cao, kien nghi, phan anh de loi keo, xui due,
kich dong ngudi khac nham gay roi, xuyen tac chu truong, dudng loi, chinh sach,
phap luat cua Dang va Nha nude, quyen, Igi ich hgp phap cua to chuc va cong dan.

6. Ngudi khong xuat trinh dugc giay td tuy than.

Doi vdi ngudl dai dien, ngudl dugc uy quyen, luat su hoac trg glup vien
phap ly khong xuat trinh dugc giay td tuy than, giay gidi thieu, giay uy quyen the
luat su, the trg giup vien phap ly hoac giay td khac chung minh viec dai dien, uy
qguyen hgp phap theo quy dinh tai Dieu 6 Thong tu so 04/2021/TT-TTCP ngay
01/10/2021 cua Tong Thanh tra Chinh phu quy dinh quy trinh tiep cong dan.

7. Nhung trudng hgp khac theo quy dinh cua phap luat.
D. THO’1 GIAN TIEP CONG DAN
1 Thai gian lam viec theo gid hanh chinh cac ngay t*thu 2 den thu 6 héng
tuan (trir ngay nghi, le, tet theo quy dinh):
- Buoi sang 07 gid 00 phut den 11 gid 00 phut
- Buoi chieu t* 13 gid 30 phut den 16 gid 30 phut
Het gid lam viec mgi cong dan phai rdi khoi phong tiép cong dan.
2. Chu tich Uy ban nhan dan xa to chuc tiep cong dan dinh ky vao thu tu
hang tuan. Trudng hgp ngay tiep cong dan dinh ky trung vdi ngay nghi le hoac
trung vdi cong viec quan trong khac theo yeu cau cua cap co tham quyen thi dugc

chuyen sang ngay lam viec tiep theo lien ke. Lich tiep cong dan dinh ky cua Chu
tich Uy ban nhan dan xa dugc niem yet tai phong tiep cong dan.



E. TO CHITC THITC HIEN

1 Cac co quan, dcm vi co trach nhiem pho bien, quan triet Noi quy nay tai
can bo, cong chuc, vien chuc, nguai lao dong va Nhan dan tren dia ban xa.

2. Cac to chuc, ca nhan den kien nghi, phan anh, khieu nai, to cao tai Tru so
co quan Uy ban nhan dan xa Bac Thuy Anh phai chap hanh nghiem chinh quy dinh
cua phap luat va Noi quy nay. Truong hop vi pham tuy theo tinh chat, muc do se bi
xu ly vi pham hanh chinh hoac truy cuu trach nhiem hinh sir theo quy dinh cua
phap luat.

3. To tiep cong dan xa Bac Thuy Anh niem yet Noi quy nay tai phong tiep
cong dan xa Bac Thuy Anh; theo doi, don doc, kiem tra viec thuc hien; kip thoi
bao cao Chu tich Uy ban nhan dan xa Bac Thuy Anh nhung van de vudng mac
phat sinh, trudng hop can thiet, de xuat sua doi, bo sung cho phu hap./.



